
SOP Template: Trash Removal, Segregation, and
Disposal Guidelines
This SOP details the trash removal, segregation, and disposal guidelines, emphasizing proper waste management
practices to promote environmental sustainability and workplace cleanliness. It covers the categorization of waste into
recyclable, compostable, and hazardous materials, procedures for safe and efficient trash collection, storage, and
transportation, as well as compliance with local regulations for waste disposal. The objective is to minimize environmental
impact, reduce health hazards, and ensure the systematic handling of all waste materials within the facility.

1. Purpose
To define standardized procedures for the removal, segregation, and disposal of trash, ensuring compliance with
environmental and safety regulations.

2. Scope
This SOP applies to all personnel, contractors, and visitors involved in waste handling activities within the facility.

3. Definitions

Term Definition

Recyclable Waste Materials that can be processed and used again, including paper, plastics, metals, and certain
glass items.

Compostable
Waste Organic waste that can decompose naturally, such as food scraps and plant matter.

Hazardous Waste Waste that poses a risk to health or the environment, such as chemicals, batteries, and sharps.

4. Responsibilities
All Employees: Segregate waste at the point of disposal and follow posted signage.
Cleaning Staff: Collect, transport, and store waste in designated areas as per segregation guidelines.
Facility Manager: Oversee waste management practices and ensure compliance with this SOP and local
regulations.

5. Procedure
5.1 Waste Segregation

1. Use color-coded bins for the following categories:
Blue: Recyclables
Green: Compostables
Red: Hazardous waste
Black: Landfill/General waste

2. Post clear signage with examples at each waste collection point.
3. Ensure no cross-contamination between categories.

5.2 Trash Removal & Collection

1. Schedule daily waste collection and monitor bin fill levels.
2. Wear appropriate PPE (gloves, masks, etc.) during all handling processes.
3. Seal and label bags, particularly for hazardous or sharp waste.

5.3 Storage and Transportation

1. Store waste in designated, secure areas away from public and food preparation zones.
2. Transport waste to approved disposal points using covered carts or trolleys.



3. Dispose of waste according to local regulations and partner with licensed waste management vendors as
needed.

5.4 Emergency Procedures

1. Report any hazardous waste spills or exposure immediately to the facility manager.
2. Follow posted emergency response protocols for contamination or injury incidents.

6. Compliance and Review
Regularly audit waste management practices for compliance and efficiency.
Update SOP to reflect changes in regulations or facility operations annually.
Train new staff and provide periodic refresher training to all personnel.

7. References
Local and national waste disposal regulations
Relevant environmental and occupational health guidelines
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