SOP: Issuing of Safety Gear and Operation
Instructions

This SOP defines the process for issuing of safety gear and operation instructions, ensuring that all personnel
receive the appropriate protective equipment and clear, comprehensive guidance on its correct usage. It covers criteria
for gear allocation, documentation requirements, training on operational procedures, and compliance monitoring, aiming
to enhance workplace safety and minimize risks associated with equipment operation.

1. Purpose

To outline standardized procedures for the distribution of safety gear and provision of operational instructions to all
relevant personnel, ensuring maximum safety and regulatory compliance.

2. Scope

This SOP applies to all employees, contractors, and visitors who are required to use safety gear while operating or being
present in designated work areas.

3. Responsibilities

Safety Officer: Oversees issuance, training, and compliance monitoring.
Supervisors/Managers: Ensure their team members receive equipment and training.
Warehouse/lnventory Staff: Maintain stock and records of safety gear issued.
Employees: Wear provided safety gear as instructed and report any defects.

4. Procedure

1. Assessment and Allocation
o Identify roles and tasks requiring specific safety gear.
o Allocate gear according to job hazard analysis and regulatory requirements.
2. Issuance of Safety Gear
o Distribute gear to personnel prior to commencing duties.
o Record serial numbers and condition in the issuance log (see Section 5).
o Obtain recipient acknowledgment via signature (physical or digital).
3. Operation Instructions
o Provide verbal and written instructions detailing correct use, maintenance, and limitations of each type of
gear.
o Conduct practical demonstrations for critical equipment if necessary.
. Training
o Schedule and document training sessions for all new and existing personnel.
o Ensure understanding through Q&A or hands-on practice.
5. Compliance Monitoring
o Regularly inspect gear condition and usage in the field.
o Enforce corrective actions if improper use or non-compliance is observed.
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5. Documentation

i S Retention

Document Name Description Responsibility Period
Safety Gear Issuance Details items issued, condition, date, and Warehouse/Inventory

o 2 Years
Log recipient. Staff
Training Attendance Reco_rds of employee participation in instruction Safety Officer 3 Years
Records sessions.
Inspection Checklists Routine checks on proper gear usage and Supervisors/Safety 1 Year

condition. Officer

6. Compliance

e Adherence to this SOP is mandatory.



¢ Non-compliance may result in disciplinary action as per company policy.
e This process is subject to periodic audits and updates based on regulatory changes or incident review.

7. Revision History

Version Date Prepared By Description of Change

1.0 2024-06-05 Safety Dept. Initial Release
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