SOP: Post-Event Cleanup, Waste Disposal, and
Equipment Return

This SOP details the procedures for post-event cleanup, waste disposal, and equipment return, ensuring efficient
and environmentally responsible handling of all materials after an event. It covers steps for systematic cleanup,
segregation and disposal of waste according to regulations, proper sanitation practices, and accurate tracking and return
of borrowed or rented equipment. This SOP aims to maintain site cleanliness, promote sustainability, and safeguard
equipment integrity for future use.

1. Responsibilities

¢ Event Coordinator: Oversees entire cleanup and equipment return process; ensures team adherence to
SOP.

¢ Cleanup Crew: Executes assigned cleaning and waste disposal tasks.

¢ Waste Management Lead: Supervises waste segregation, storage, and disposal.

¢ Equipment Custodian: Tracks, inspects, and returns equipment.

2. Preparation for Cleanup

1. Review event site map and identify waste collection points and equipment locations.

2. Assign specific zones to cleanup team members.

3. Ensure availability of appropriate PPE (gloves, masks), cleaning supplies, waste bins, and labeling
materials.

3. Systematic Cleanup Procedures

1. Begin with removal of large debris, decorations, and event materials.
2. Segregate materials into designated categories:
o Recyclables (paper, plastics, metals)
o Compostables (food waste, biodegradable materials)
o General waste
o Hazardous waste (batteries, chemicals)
3. Clean all surfaces, floors, and bathrooms using approved cleaning agents.
4. Sanitize frequently touched areas (handles, railings, etc.).

4. Waste Disposal

1. Ensure all waste is properly bagged and labeled.

2. Place waste in pre-identified, compliant collection areas.

3. Coordinate with authorized waste management vendor(s) for timely pickup and disposal according to local
regulations.

4. Obtain and file waste removal documentation, as required.

Waste Type Container Color/Label Disposal Method



Recyclables Blue / "Recyclable” Transport to recycling facility

Compostables Green/"Compostable" Transport to composting site
General Black / "General Waste" Municipal waste collection
Hazardous Red / "Hazardous" Certified hazardous waste removal

5. Equipment Return

Create or update an inventory checklist of all borrowed/rented equipment.
Inspect all equipment for damage or missing parts. Document findings.
Clean and sanitize equipment as required.

Pack equipment in original cases/containers whenever possible.
Arrange safe transport and return to respective owners/rental agencies.
Obtain confirmation receipt/signoff for each returned item.
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6. Post-Cleanup Review & Reporting

1. Conduct a site walkthrough with key team leaders to ensure all tasks are completed.
2. Submit a report detailing:
o Amount and types of waste disposed
o Issues encountered (damage, unsafe materials, etc.)
o Feedback and improvement recommendations
3. File records of waste disposal and equipment return for compliance and audit purposes.

7. Health, Safety & Environmental Considerations

e Ensure all team members use PPE during cleanup and waste handling.
¢ Promptly report and safely handle spills or exposure incidents.
¢ Promote responsible recycling and minimize landfill waste wherever possible.

8. Contacts & Resources

Resource Contact

Event Coordinator [Name, Phone, Email]

Waste Management Vendor [Company Name, Phone, Email]
Equipment Rental Company [Company Name, Phone, Email]

Emergency Services [Local Emergency Number]



Last updated: [Date] | Prepared by: [Name/Dept]
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