SOP Template: Guidelines for Troubleshooting
Common Equipment Issues

This SOP provides comprehensive guidelines for troubleshooting common equipment issues, including identifying
symptoms, diagnosing probable causes, performing systematic checks, applying corrective actions, and documenting
resolutions. The aim is to minimize equipment downtime, enhance operational efficiency, and ensure safe and effective
maintenance practices across all equipment types.

1. Purpose

To establish a standardized approach for promptly identifying, diagnosing, and resolving equipment issues to ensure
continuous and safe operations.

2. Scope

This SOP applies to all operational and maintenance personnel responsible for handling, operating, or maintaining

equipment within the facility.

3. Responsibilities

¢ Operators: Detect and report issues, perform initial checks as per this SOP.

¢ Maintenance Team: Conduct advanced troubleshooting, corrective actions, and documentation.

¢ Supervisors: Ensure compliance with SOP, review reports, and provide necessary support.

4. Troubleshooting Steps

Step

1. Safety First

2. ldentify Symptom

3. Gather Information

4. Diagnose Probable
Causes

5. Perform Systematic
Checks

6. Apply Corrective
Actions

7. Test EQuipment

8. Document & Report

Description
Ensure all safety precautions are followed before troubleshooting (e.g., lockout/tagout, PPE).

Observe and record what the equipment is (or is not) doing; note unusual noises, error
messages, smells, etc.

Check manuals, recent maintenance logs, and discuss with operators to collect all relevant
information about the issue.

List potential reasons for the symptom based on prior experience, equipment manuals, and
troubleshooting guides.

Follow logical steps to isolate and test each possible cause. Start with the simplest checks
first.

Rectify the root cause once identified (e.g., tighten connections, replace parts, reset system).

Restart or activate the equipment to verify if functionality is restored.

Record the issue, findings, actions taken, and resolution in maintenance logs. Report
recurrent problems to supervisors.

5. Common Equipment Issues & Solutions

¢ Power Failure: Check power source, fuses, breakers, and connections.



Unusual Noise: Inspect for loose parts, worn bearings, or misalignment.

Overheating: Verify ventilation, fans, and coolant levels; remove obstructions.

Operational Errors: Review error codes/messages and refer to the equipment manual for response.
Inconsistent Output: Calibrate sensors or components as instructed in the manual.

6. Documentation

e Use standardized maintenance logs or digital systems to capture all details.
¢ Include date, time, symptoms, steps taken, responsible personnel, resolution, and follow-up recommendations.

7. Safety Considerations

¢ Adhere to all site safety protocols (e.g., lockout/tagout, use of PPE).
¢ Report and escalate any unsafe conditions or unresolved hazards immediately.

8. Review & Continuous Improvement

¢ Review and update the SOP annually or following significant equipment changes.
e Encourage staff feedback to improve troubleshooting techniques.
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