
SOP Template: Incident Reporting and Corrective
Action for Cleanliness Issues
This SOP details the incident reporting and corrective action for cleanliness issues, emphasizing prompt
identification, documentation, and communication of cleanliness-related incidents. It outlines procedures for reporting
discrepancies, assessing root causes, implementing corrective measures, and monitoring effectiveness to maintain a
clean and safe environment. This process ensures consistent hygiene standards, prevents recurrence of cleanliness
problems, and promotes accountability across all relevant personnel.

1. Purpose
To provide a standardized procedure for reporting and addressing cleanliness-related incidents. This SOP ensures
timely corrective actions, maintains hygiene standards, and prevents recurrence.

2. Scope
This SOP applies to all employees, contractors, and relevant personnel within the facility or service area responsible
for maintaining cleanliness and hygiene standards.

3. Responsibilities
All personnel: Report incidents of cleanliness issues immediately.
Supervisors/Managers: Review reports, investigate root causes, and implement corrective actions.
Quality/Environmental Health & Safety Team: Monitor adherence to SOP, track incidents, and review
effectiveness of actions taken.

4. Definitions
Cleanliness Incident: Any deviation from established cleanliness standards, including but not limited to
spills, contamination, accumulation of waste, or unsanitary conditions.
Corrective Action: Steps taken to resolve the cleanliness issue and prevent recurrence.
Root Cause Analysis: Investigation to determine the underlying cause of an incident.

5. Procedure
1. Incident Identification

Any personnel observing a cleanliness issue must immediately address urgent safety concerns (if
applicable) and notify the responsible supervisor.

2. Reporting
Complete a Cleanliness Incident Report Form (see template below) within 24 hours.
Submit the report to the supervisor and Quality/EHS team.

3. Investigation and Root Cause Analysis
Supervisors review incident details and conduct root cause analysis within 48 hours of report receipt.
Consult involved personnel for additional input, if needed.

4. Corrective and Preventive Actions
Develop and document corrective actions and preventive measures based on findings.
Assign responsibility for implementing actions and provide relevant training.
Set deadlines for action completion.

5. Follow-Up and Monitoring
Verify and document completion of corrective actions.
Monitor affected areas for recurrence over a specified period.
Review and update procedures as needed for continuous improvement.

6. Documentation
Maintain records of all incident reports, root cause analyses, and corrective actions for at least three years.
Use the incident log to track trends and identify repeat issues.



7. Cleanliness Incident Report Template

Date/Time of Incident [Insert date/time]

Location [Specify area/room]

Reporter Name/Position [Insert name and job title]

Description of Incident [Brief details of cleanliness issue]

Immediate Actions Taken [Actions performed to address urgent concerns]

Root Cause Identified [Summary of root cause investigation]

Corrective/Preventive Actions [Describe remedial steps and assigned personnel]

Completion Date [Date actions completed]

Supervisor/Manager Approval [Signature and date]

8. Review and Revision
This SOP must be reviewed annually and revised as necessary to ensure relevance and effectiveness.
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