SOP: Procedures for Reporting Spills or
Contamination Incidents

This SOP details the procedures for reporting spills or contamination incidents, including immediate
identification and containment, notification protocols to relevant authorities, documentation and recording of the
incident, assessment of environmental and health impacts, cleanup procedures, and preventive measures to avoid
recurrence. The goal is to ensure prompt and effective response to minimize harm to people, property, and the
environment.

1. Immediate Identification and Containment

Quickly identify the source, nature, and extent of the spill or contamination.

Evacuate personnel if necessary and secure the affected area to prevent unauthorized access.

Use appropriate personal protective equipment (PPE).

Take immediate containment actions to prevent further spread (e.g., close valves, use absorbents, create
barriers).
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2. Notification Protocol

1. Notify your supervisor and safety officer immediately.

2. Contact emergency services if the incident poses a risk to people or the environment.

3. Inform relevant authorities as required (e.g., local environmental agency, fire department, internal response
teams).

4. Provide clear and concise information: location, nature of the incident, substances involved, and actions taken.

3. Documentation and Recording

1. Complete anincident report form as soon as possible.
2. Record all relevant details:
o Date, time, and location of the incident
o Personnel involved
o Description of the spill/contamination
o Actions taken for containment and notification
3. Attach supporting documents (e.g., photographs, witness statements).
4. Submit the completed report to the designated authority or safety department.

4. Assessment of Environmental and Health Impacts

1. Assess potential hazards to people, property, and the environment.
2. Engage experts (environmental, health & safety) if required.
3. Monitor and document any short-term or long-term effects and inform stakeholders.

5. Cleanup Procedures

. Initiate cleanup using appropriate procedures and materials.

. Dispose of contaminated materials according to local regulations.

. Ensure decontamination of people, equipment, and the affected area.
. Verify cleanup effectiveness with follow-up inspections.
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6. Preventive Measures
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. Investigate the root cause of the incident.

2. Implement corrective and preventive actions to avoid recurrence (e.g., training, engineering controls, process
modifications).

3. Review and update this SOP as necessary.

7. Contact Information

Role Name / Extension Contact



Supervisor [Name] [Phone/Email]
Safety Officer [Name] [Phone/Email]

Emergency Services - [911/Local]

Note: This SOP must be reviewed annually or upon major process changes.
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