
SOP: Proper Waste Collection, Segregation, and
Disposal Guidelines
This SOP establishes proper waste collection, segregation, and disposal guidelines to ensure environmentally
responsible and efficient management of waste materials. It details procedures for the identification, separation,
collection, storage, and disposal of different types of waste, including recyclable, hazardous, and organic waste. The aim
is to minimize environmental impact, promote recycling, ensure compliance with regulations, and maintain workplace
cleanliness and safety.

1. Scope
This procedure applies to all staff, contractors, and visitors involved in waste generation, handling, and disposal within the
facility.

2. Definitions

Type of Waste Description

Recyclable
Waste Materials such as paper, plastic, glass, and metal that can be reprocessed into new products.

Hazardous
Waste

Substances that pose a risk to health or the environment (e.g., chemicals, batteries, electronic
waste).

Organic Waste Biodegradable waste of plant or animal origin (e.g., food scraps, garden waste).

General Waste Non-hazardous and non-recyclable waste (e.g., contaminated paper or wrappers).

3. Responsibilities
All staff: Follow waste segregation and disposal procedures as outlined.
Facility Management: Ensure provision and labeling of appropriate waste receptacles; arrange collection and
disposal with licensed contractors.
Cleaning Staff: Monitor and report improperly segregated waste; transfer waste to designated storage areas.

4. Procedure
4.1 Waste Identification and Segregation

Identify the type of waste at the point of generation.
Segregate into designated, color-coded bins:

Blue/bin: Recyclables
Green/bin: Organic waste
Red/bin: Hazardous waste
Black/bin: General waste

Do not mix different types of waste.

4.2 Collection and Storage

Empty waste bins promptly to avoid overfilling.
Transport segregated waste to designated storage areas.
Ensure hazardous waste is securely contained and clearly labeled.

4.3 Disposal

Recyclable waste: Dispose via authorized recycling contractors.
Organic waste: Compost on-site if possible or dispose via municipal organic waste service.
Hazardous waste: Dispose in accordance with regulatory requirements using licensed hazardous waste
handlers.
General waste: Send to municipal landfill or waste-to-energy facility as appropriate.

4.4 Spill and Emergency Procedures



In the event of hazardous spills, immediately notify facility management and follow emergency protocols.
Use appropriate personal protective equipment (PPE) when handling hazardous materials.

5. Training
All staff must receive training on waste segregation procedures and the use of color-coded bins.
Regular refresher sessions are to be scheduled at least annually.

6. Records and Reporting
Maintain records of waste quantities, types, and disposal methods.
Document training attendance and any incident reports related to waste handling.

7. Review and Continuous Improvement
This SOP should be reviewed annually or as required following regulatory changes or incidents.
Feedback from staff should be considered in updates to procedures.

8. References
Local and national waste management regulations
Occupational health and safety guidelines
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