
Standard Operating Procedure (SOP)
Incident Reporting and Response Protocols for Spills or Exposures
This SOP details the incident reporting and response protocols for spills or exposures, emphasizing immediate
notification procedures, containment and cleanup measures, exposure assessment, use of personal protective equipment
(PPE), communication with relevant authorities, and documentation requirements. The goal is to minimize health risks,
environmental impact, and ensure swift, effective response to hazardous incidents.

1. Purpose

To provide clear, step-by-step procedures for reporting, containing, and responding to hazardous spills or exposures,
ensuring the safety of personnel and the environment.

2. Scope

This SOP applies to all personnel who work with or around potentially hazardous materials/materials at the facility.

3. Responsibilities

All Personnel: Report incidents immediately; follow containment and cleanup protocols.
Supervisors/Managers: Ensure proper response, reporting, and documentation.
Health and Safety Officer: Coordinate emergency response; assess risk; liaise with authorities as needed.

4. Definitions

Term Definition

Spill Unintentional release of hazardous substance into the workplace or
environment.

Exposure Contact with a hazardous substance via skin, inhalation, ingestion, or injection.

PPE (Personal Protective
Equipment)

Items worn to minimize exposure to hazards (e.g., gloves, goggles,
respirators).

5. Procedure

1. Immediate Notification
Alert affected personnel and evacuate the area if necessary.
Report the incident to your supervisor and the Health and Safety Officer immediately.
If significant risk exists, contact emergency services (e.g., 911).

2. Exposure Assessment
Determine if any personnel have been exposed; initiate first aid as appropriate (use eyewash, safety shower,
etc.).
Seek medical attention for affected individuals as needed.

3. Containment and Cleanup
Use appropriate PPE before re-entering or approaching the affected area.
Contain the spill using absorbent material, dikes, or barriers.
Follow specific cleanup procedures for the material (see MSDS/SDS).
Dispose of contaminated materials in designated hazardous waste containers.

4. Communication
Notify relevant authorities as required (e.g., Environmental Health & Safety, local environmental agencies).
Provide accurate information regarding the incident, materials involved, and response actions taken.

5. Documentation
Complete an Incident Report Form within 24 hours of the incident.
Include details: date/time, location, persons involved, material(s) spilled/exposed, actions taken, and follow-up
measures.
Submit completed report to supervisor and Health and Safety Officer.

6. Follow-Up
Conduct incident review to identify cause and preventive measures.
Update SOP or training if necessary based on lessons learned.

6. Records



All Incident Reports and related documentation must be stored securely for at least five years.
Records should be accessible to relevant regulatory agencies upon request.

7. References

Material Safety Data Sheets (MSDS/SDS)
Company Health and Safety Manual
Local, State, and Federal spill response regulations

8. Revision History

Date Revision # Section Description Approved by

2024-06-01 1.0 All Initial SOP version Health & Safety Officer
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