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Managing Spills Procedure 

General 

1.0 SCOPE 

This document details the minimum compliance expectations for our staff on the use and appropriate 
management of spill kits in Networks & IT within - depots/exchanges and storage areas.  It provides 
information to respond to spills and meet our due diligence requirements under the Work Health and Safety 
Act 2011. 

This document which provide information on the following: 

• Mandatory requirements for spill 
management  

• Selection and types of spill kits available 

• Requirements to set up area with spill kit  • Ongoing management of spill kits 

• Training of all staff – on how to use a spill 
kit 

 

2.0 SPILL MANAGEMNT & PREVENTION  

Spills can be prevented by ensuring the following occurs: 

• Chemicals are appropriately stored in approved areas with suitable bunding (e.g. purpose-built 
cabinets or storage areas); 

• Disused chemicals are stored and disposed of appropriately; 

• Areas where chemicals are stored or used are routinely inspected to check for spills; 

• Spill kits are available and maintained to respond to spills; 

• Training of staff in waste management and local area inductions to manage risks associated with 
spills. 

3.0 MANDATORY REQUIREMENTS FOR SPILL MANAGEMENT 

Spill kits are required in the following areas to respond to spills in the event they occur: 

• Networks managed depots, exchanges & storage facilities; 

4.0 ROLES AND RESPONSIBILITIES  

In the event of either accidentally causing a spill or witness any leaks, the following shall occur: 

Stakeholder Roles and Responsibilities  

Depot Manager • Check SDS for product clean-up requirements / determine if safe to control using spill kit 

• Co-ordinate clean-up of spill using spill kits (If safe to approach) 

• If the spill kit is unable to control the spill – contact emergency services  

• Lodge an incident/hazard in HIRO 

• Undertake appropriate training in spill kit usage 

• Undertake spill kit inspections and maintain records  

All Staff • Notify the appropriate manager of the workplace location of any spills  

• Undertake onsite inductions 

• Clean-up of spill using spill kits (If safe to approach) 

• If the spill kit is unable to control the spill – contact emergency services  

Table 1 – Roles and Responsibilities 
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General 

5.0 SPILL KITS 

Selecting the type and content of spill kit required will be based on the substances stored/being used in the 
area. E.g. diesel, oils and lubricants.  

A risk assessment shall take into consideration the hazards that need to be managed from potential spills 
occurring. 

5.1 Types of Spill Kits 

Types of spill kits we use in Telstra to manage risks associated with our activities include: 

Spill Kit Usage Material typically contained in spill kit  

Oil & Fuel spill kit Use on spills: 

• Oils 

• Fuels  

Containment booms (stop substance spreading) 

Absorbents (soaks up substance) 

Waste disposal bags (dispose used materials) 

Personal Protective Equipment (PPE) – gloves, eye 
protection, shoe covers 

Instruction card – How to use contents 

General Purpose spill kit Use on spills: 

• Water-based products  

• Chemicals 

• Oils and Fuels 

•  They are ideal for all liquid 
spills, except for aggressive 
acids or bases. 

Hazchem Spill Kit Use on spills: 

• Hazardous chemicals 

• Mild acids   

• Caustics 

• Solvents and Paints  

Table 2 – Types of spill kits 

5.2 Selecting spill kits  

It is recommended the following steps are used to determine the type of spill kit and quantity required to 
manage our risks: 

STEP 1: List all the substances being stored in area  
 
STEP 2: Determine the approximate TOTAL volume of EACH substance stored onsite 
 
STEP 3: Contact relevant supplier of spill kits on in your region.  Provide Information on 
volume and substances stored. 
Ask supplier to provide you with options on how many spill kits are required to manage 
compliance.   
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General 

6.0 GENERAL REQUIREMENTS - SETTING UP AREA WITH SPILL KIT  

Spills can occur anytime so it's important to have your spill kit ready to use.  It is also important that spill 
kits are located appropriately to get the best response time in containing spills. 

The following shall be undertaken when selecting locations to store spill kits in depots and storage areas: 

 

1. Is the spill kit located close to areas where chemicals are being stored? 

 

2. Is the spill kit located close to areas where works activities occur? 

 

3. Can you get to the spill kit area easily to respond to spills? Ensure area is clear without 
obstructions. 

 

4. Suitable signage needs to be provided to clearly delineate where spill kit is located to all 
staff.  

 

5. Signage needs to comply with AS 1319-1994 AUSTRALIAN STANDARD: Safety Signs 
for The Occupational Environment (Refer to Figure 1) 

 

6. The locations of spill kits need to be included on a site map. 

 

7. The locations of spill kits need to be included on inductions to advise all staff coming 
onsite. (Refer to example induction material)  

 

 

 

Figure 1: Examples of signage for spill kit locations that complies with AS 1319-1994  

 

  

https://teamtelstra.sharepoint.com/:p:/t/NET14-33/ETBknZIe7y9Kot6R25Y2GhMBoDJqUu2grD9n4ATt2HeIOg?e=uN2xMQ
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General 

7.0 ONGOING MANAGEMENT AND INSPECTIONS - SPILL KITS 

The continual management and inspection of spill kits is important to ensure spills are adequately managed.  

The following needs to be considered when maintaining spill kits.  

7.1 Inspections 

Inspections shall be carried out using the Spill Kit inspection checklist   Completed inspections records shall be 
maintained and available on request.  

The following routine shall occur to manage compliance.   

Location of Spill Kit Spill kit inspection Frequency 

Depot & Common Use areas Minimum 3 months; AND 

Immediately after a spill is contained onsite 

# Note in high-risk areas, such as unloading areas, diesel 
generators it may be necessary to do so more frequently. 

Storage areas 3 months; AND 

Immediately after a spill is contained onsite 

# Note in high-risk areas, such as unloading areas, diesel 
generators it may be necessary to do so more frequently. 

Table 2: Spill Kit inspection frequency 

7.2 Disposal of used spill kit material 

After a spill has been contained and cleaned up, the material used as part of the clean-up need to be disposed 
of appropriately. 

The appropriate waste skip bin must be used to dispose of the contaminated waste material generated from 
the spill clean-up operations.   

Used material cannot be disposed of in the general waste bin. 

8.0 SPILL RESPONSE TRAINING 

Spill kits are used to eliminate hazards and maintain the safe working environment of our areas.  Keeping 
them properly stocked and ready to use at all times will not only keep your facility in compliance but will also 
maintain a safe working environment for our staff. 

The following training is available for staff who work in an operational environment, which covers: 

1. Why is it important to manage spills 

2. Planning – Why is it important 

3. Spill Management & Prevention 

4. Six steps for managing a spill 

5. Spill kit selection and Maintenace  

A Telestration course is located on the MY FUTURE Webpage 
– course code 0000016918 Emergency Management of Spills 
(or equivalent)  

 

 

 

https://teamtelstra.sharepoint.com/:w:/r/teams/NET14-33/Depot%20%20Exchanges%20with%20Permanant%20Staff/Site%20Documents%20or%20Templates/Spill%20Kit%20Checklist%20V1.docx?d=w2cbac2d363b148329048e290aad5b5e9&csf=1&e=YiU9Bl
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General 

8.1 Summary – The Basics 

 1. Train personnel in spill kit maintenance. Include information on inductions. 

 2. Make sure spill kits are strategically placed 

 3. Make spill kit maintenance part of your routine 

 4. Conduct spill kit checks every 3 months 
 
Regularly check that all the contents in your spill kit are in working order. 
 
Ensure all spill kit parts and supplies are in working order, replace any used items 
 
Check for rubbish or other foreign objects 

 5. What to avoid: 
Spills can happen anytime so it's important to have your spill kit ready to use when they happen. 

Don't wait until it's too late 

Without regular maintenance, people often don't discover that their spill kit parts and supplies are 
depleted, until a spill occurs, at which point it is too late. Don't let this happen to you. 

 
6. There are often no obvious signs 

As all spill kit components are housed within the product's container, there are often no obvious signs 
that it needs attention. The only way to ensure that your spill kit is always ready for use, is with 
regular maintenance. 

 

9.0 REFERENCE DOCUMENTS 

DOCUMENT NUMBER TITLE 

AUR-2717 Emergency response procedure 

SharePoint Managing Spills procedure 

SharePoint Spill Kit Inspection Checklist 

MY FUTURE  A Telestration course is located on the MY FUTURE Webpage – course code 
0000016918 Emergency Management of Spills (or equivalent)  

BXQ-4128 Spill Kit Management Toolbox Topic 

SharePoint Induction Example 

10.0 DOCUMENT CONTROL  

VERSION CHANGES DATE BY WHO 

0 Procedure developed 1/03/18 Michelle White 

1 Reviewed update links  21/03/2019 Tania Pascoe 
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