SOP Template: Clean-up, Equipment Maintenance, and
End-of-Shift Reporting

This SOP details the procedures for clean-up, equipment maintenance, and end-of-shift reporting, including
systematic cleaning protocols, routine inspection and servicing of machinery, proper documentation of maintenance
activities, and thorough end-of-shift reporting to ensure operational continuity and workplace safety. lts purpose is to
maintain equipment efficiency, prevent breakdowns, and provide accurate records for accountability and smooth shift
transitions.

1. Purpose

To outline standardized procedures for workspace clean-up, equipment maintenance, and end-of-shift reporting in order
to:

Maintain a safe and organized workspace

Ensure machinery operates efficiently and reliably
Prevent equipment breakdowns and downtime
Facilitate accurate record-keeping and shift transitions

2. Scope

This SOP applies to all operators, technicians, and personnel responsible for equipment usage and maintenance at the
facility.

3. Responsibilities

Role Responsibilities

Execute clean-up procedures, perform basic maintenance, document activities, complete shift
Operators

reports.
Supervisors Verify adherence to SOP, review documentation, approve maintenance and shift reports.

Maintenance

Team Support complex equipment servicing, update maintenance logs, and address escalation issues.

4. Procedure

4.1. Clean-up Protocol

Shut down equipment according to operational guidelines.

Remove debris and waste materials from workstations.

Clean surfaces with approved cleaning agents and supplies.

Dispose of waste in designated receptacles following waste management policy.
Inspect area to ensure all cleaning tasks are completed.

4.2. Equipment Maintenance

Conduct visual inspection of equipment for signs of wear, damage, or malfunction.
Lubricate moving parts as specified in equipment manuals.

Tighten loose nuts, bolts, and connectors as needed.

Replace or clean filters, screens, and other consumables.

Document all maintenance actions in the equipment logbook.

Report unresolved issues or required repairs to the maintenance team.

4.3. End-of-Shift Reporting

e Complete the End-of-Shift Report form, including:
o Summary of work performed
o Anyissues encountered or incidents
o Maintenance actions taken



o Inventory/consumable usage
e Review and sign report; submit to supervisor.
¢ Update equipment or maintenance logs as required.

5. Documentation

e End-of-Shift Report Form
e Equipment Logbook
¢ Maintenance Request/Issue Report Form

6. Safety and Compliance

e Wear appropriate PPE (Personal Protective Equipment) during all procedures.

e Comply with facility and regulatory safety guidelines.
¢ Report any accidents, hazards, or unsafe conditions immediately.

7. References

e Equipment Operation Manuals
e Company Safety Policy
¢ Maintenance Schedules

8. Revision History

Version Date Description

1.0 2024-06 Initial SOP template release

Author

SOP Author
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