
1.	 Employee to immediately inform Supervisor / Foreman of release.  Contractor to inform City Project Manager. 
2.	 Business Unit must report immediately to Alberta Environment and Parks (AEP) if required at 1-800-222-6514.

SUBSTANCE RELEASE WORKSHEET
X 217 (R2019-03)

Business Unit Division Section

Address / Location of Release

If Contractor/Consultant, Enter Company Name and Project Designate

Is this is a Contamination Discovery 
(indication of possible contamination 
during ground disturbance activities)?

RELEASE INFORMATION

REPORTING INFORMATION

Date (YYYY-MM-DD)Phone NumberSupervisor/Foreman/Project Manager (Print Name)

Date (YYYY-MM-DD)Phone NumberReported by (Print Name)

The City Project Manager/Designate Name and Phone Number

	 Yes	 	 No
Date of Release/Discovery Time of Release/Discovery Duration of Release (if unknown, estimate)

Substance/Product Name UnitsTotal Weight/Volume of Release Released To

Incident Caused By
	 City Employee	 	 Contractor	 	 Third Party	 	 Unknown

Is the release reportable to Alberta Environment and Parks (AEP)? (see criteria below)

Was the product being transported when the release 
occurred?

If yes, Report to Government Agency issuing the Permit.
Does the substance release contravene 
an operating permit OR approval issued 
by government agency / regulatory body?

AEP Reference NumberName of AEP Phone OperatorTime of Phone ReportDate of Phone ReportHas a phone report been made to 
Alberta Environment and Parks 
(AEP) by calling 1-800-222-6514?

	 Yes	 	 No

	 Yes	 	 No

	 Yes	 	 No

	 Yes	 	 No

If a City vehicle or piece of equipment was involved, 
provide type of vehicle/equipment involved and means 
of identification (e.g. Vehicle ID, plate number, etc.)
RESPONSE INFORMATION

What actions were taken to minimize, control or stop the release? (e.g. used spill kit) 

What caused the release?

What actions will be taken to prevent similar releases in the future? (e.g. regular equipment maintenance programs, daily checks)

What actions were taken to clean up the spill and contaminated material, and how was this material disposed of?

Did the Fire Department or Water Services respond to the release?
	 No	 	 Yes - CFD/Hazmat	 	 Yes - Water	 	 Yes - Water and CFD/Hazmat

ISC: Unrestricted

Substance release scenarios (review all that apply) Reporting requirements
Substance release to river, wetland or other water body. Must be reported to Alberta Environment and Parks.

Substance release to The City’s storm system (includes 
storm ponds).

Unauthorized releases must be reported to Alberta Environment and Parks.
Unauthorized releases must be reported to Water using 311 (WATS service request).

Substance release to The City’s wastewater system. Unauthorized releases that contravene the Wastewater Bylaw (14M2012) must be reported to 
Water using 311 (WATS service request).

Substance release to air. Must be reported to Alberta Environment and Parks.
Substance releases that cause or may cause a nuisance odour affecting the public must also be 
reported.

Substance release to a permeable surface (e.g. soil or 
gravel).

Must be reported to Alberta Environment and Parks unless all of the following apply:
•	 Substance released is a petroleum product (e.g. hydraulic oil, diesel, antifreeze)
•	 Volume released is < 5 litres
•	 Spill is cleaned up immediately (e.g. with spill kit materials)

Substance release to an impermeable/impervious surface 
(e.g. paved, sealed or lined area).

Must be reported to Alberta Environment and Parks if the volume released is > 30 litres and it is 
an outdoor release.

Substance released is a polychlorinated biphenyl (PCB), 
explosive, or nuclear substance.

Must be reported to Alberta Environment and Parks or the appropriate federal agency.

Substance release contravenes an operating permit or 
approval issued by a government agency.

Must be reported to the regulator that issued the permit or approval.

For any other reason you believe the substance release 
has caused or may cause an adverse effect to the 
environment, human health or safety, or property.

Must be reported to Alberta Environment and Parks.

Regulatory Reporting Determination Criteria for Substance Releases Caused by The City or A Contractor Working on Its Behalf
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D
id the C

ity or its contractor 
cause the release? 

Substance R
elease 

C
lean-up of the release is com

pleted, including proper disposal of 
hazardous clean-up m

aterials. For contam
ination discoveries, crew

 
leader, supervisor, or operation control center contacts the business unit 

Environm
ental C

ontact to determ
ine if further regulatory reporting or 

investigation is required. Support from
 ESM

 or Law
 m

ay be required. 
ESM

 m
aintains a list of pre-qualified contractors that provide clean-up 

and rem
ediation services. 

C
lean-up of the release is com

pleted, 
including proper disposal of hazardous clean-

up m
aterials. 

C
rew

 leader, supervisor, or operation control 
center contacts AEP im

m
ediately by calling 1-

800-222-6514 and records the date and tim
e of 

the call, as w
ell as the AEP operator nam

e and 
report reference num

ber. 

 

C
rew

 leader, supervisor, or operation control center contacts AEP 
im

m
ediately by calling 1-800-222-6514 and records the date and tim

e of 
the call, as w

ell as the AEP operator nam
e and report reference 

num
ber. AEP should be inform

ed that this is a contam
ination discovery 

or third party release that is being reported under section 110(3) of the 
Environm

ental Protection and Enhancem
ent Act. 

N
o  

Yes  

C
lean-up of the release is com

pleted, including 
proper disposal of hazardous clean-up 

m
aterials. 

W
ithin 24 hours of the release, the crew

 leader, 
supervisor, or operation control center 

com
pletes an internal C

ity release report 
through 311 using the X217 service request. 

C
ontam

ination D
iscovery 

W
ithin 24 hours of the release, or contam

ination discovery, the crew
 

leader, supervisor, or operation control center com
pletes an internal C

ity 
release report through 311 using the X217 service request. 

Em
ployee notifies crew

 leader, supervisor, or operations control center im
m

ediately and takes action to protect their safety and the safety 
of others. If possible/safe to do so, stop and/or contain the release. 

If assistance is required to m
anage an em

ergency situation or to contain and clean-up the release (or to contain the contam
ination), the 

crew
 leader, supervisor, or operation control center contacts H

azm
at im

m
ediately by calling 911. C

rew
 leader, supervisor, or operations 

control centre also contacts 311 (“W
ATS” service request) to notify them

 of a release to The C
ity’s storm

 system
. 

The designated X217 report review
er w

ill 
review

 the internal report and subm
it a w

ritten 
report to AEP w

ithin 7 days of the telephone 
report. The w

ritten report can be autom
atically 

generated by 311.  

W
ithin 24 hours of the release, the crew

 
leader, supervisor, or operation control center 

com
pletes an internal C

ity release report 
through 311 using the X217 service request. 

The designated X217 report review
er w

ill 
review

 the internal report and close the X217 
service request. 

The designated X217 report review
er w

ill review
 the internal 

report and close the X217 service request. 

N
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Yes  

D
oes the release need to be reported to the regulator? (R

efer to 
reporting criteria established by the C

orporate Substance 
R

eporting Procedure.) 

Yes  
N

o  

D
oes the release need to be reported to the regulator? (R

efer to 
reporting criteria established by the C

orporate Substance 
R

eporting Procedure.) 

N
ote:  C

ity contractors are 
responsible for com

pleting 
im

m
ediate telephones to 

AEP and reporting 
substance releases to The 
C

ity’s project designate, as 
w

ell as com
pleting The 

C
ity’s internal release 

reports, if this responsibility 
has been delegated by the 
project designate. 
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