
Standard Operating Procedure (SOP): Equipment and
Machinery Operation Training Steps
This SOP details the equipment and machinery operation training steps, including the identification of necessary
training, preparation of training materials and safety guidelines, hands-on demonstration and practice sessions,
assessment of trainee competency, provision of feedback and corrective actions, documentation of training completion,
and ongoing evaluation and refresher training to ensure safe and efficient operation of all machinery and equipment on
site.

1. Purpose
To ensure all personnel are appropriately trained in the safe and effective operation of all machinery and equipment on
site.

2. Scope
This SOP applies to all employees and contractors who operate, maintain, or supervise the use of equipment and
machinery at the facility.

3. Responsibilities
Supervisors/Managers: Ensure required training is provided and completed.
Trainers: Conduct and document training sessions.
Trainees: Participate actively in all training activities and comply with operational guidelines.

4. Procedure
1. Identify Required Training

Determine which machinery and equipment require operator training based on job roles and
regulatory requirements.
List personnel requiring training for each item.

2. Prepare Training Materials and Safety Guidelines
Compile operation manuals, safety procedures, and emergency protocols.
Prepare training aids, such as videos or presentations, where applicable.

3. Conduct Hands-On Demonstration
Trainer demonstrates correct use of equipment/machinery, highlighting safety features and proper
handling.
Discuss potential hazards and appropriate mitigation measures.

4. Trainee Practice Session
Trainee operates equipment under trainer supervision.
Trainer provides coaching and addresses questions or concerns.

5. Assessment of Trainee Competency
Assess trainee through observation, quizzes, or skill checklists.
Document assessment results and determine readiness for independent operation.

6. Feedback and Corrective Actions
Provide feedback to the trainee.
If necessary, repeat training areas where competency was not demonstrated.

7. Documentation of Training Completion
Complete and file training records, including trainee names, dates, trainer signatures, and equipment
covered.
Issue certificates of completion where applicable.

8. Ongoing Evaluation / Refresher Training
Schedule periodic refresher training and competency reassessments.
Review incident reports and operational changes to update training as necessary.

5. Records
Training attendance sheets
Assessment forms
Certificates of completion
Refresher training schedules and documentation



6. References
Manufacturer's equipment manuals
Company Health & Safety Guidelines
Local regulatory requirements

7. Revision History

Date Revision Description Author

2024-06-12 1.0 Initial Release Quality & Safety Dept.
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