SOP Template: Material Movement within the Facility
Guidelines

This SOP outlines material movement within the facility guidelines, including standardized procedures for safe
and efficient handling, transportation, and storage of materials. It covers equipment usage, route planning, load
securing, hazard identification, employee responsibilities, and compliance with safety regulations to minimize risks and
maintain operational flow within the facility.

1. Purpose

To establish clear and safe procedures for handling, transporting, and storing materials within the facility, ensuring
operational efficiency and regulatory compliance.

2. Scope

This SOP applies to all employees, contractors, and visitors involved in material movement activities within the facility.

3. Responsibilities

e Supervisors: Ensure compliance with the SOP and proper training of personnel.
¢ Employees: Follow established procedures and report hazards or incidents immediately.
o Safety Officer: Monitor procedures, update SOP as necessary, and conduct regular audits.

4. Equipment Usage

Use only approved material handling equipment (e.g., forklifts, pallet jacks, carts) for moving materials.
Perform pre-use inspections of equipment; report defects or malfunctions immediately.
Only authorized and trained personnel may operate powered equipment.
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e Wear appropriate PPE (personal protective equipment) as required.

5. Material Handling Procedures

1. Assess the type and weight of the material prior to movement.

2. Planthe route, ensuring clear access and awareness of potential obstacles or hazards.
3. Secure the load using straps, shrink wrap, or other suitable methods.

4. Adhere to designated walkways and equipment lanes at all times.

6. Transportation & Route Planning

Identify and use the most efficient and safest routes within the facility.

Mark and keep clear emergency exits, fire doors, and other safety-critical areas.
Ensure adequate lighting and signage along routes.

Coordinate movement during peak times to avoid congestion.

7. Load Securing

1. Ensure all materials are properly balanced and secured before transport.
2. Double-check locking mechanisms and restraints.
3. Do not overload equipment or exceed weight limits.

8. Hazard Identification & Mitigation

e Continuously monitor for potential hazards such as spills, uneven floors, or blockages.
¢ Remove or report hazards promptly.
¢ Display signage to warn of temporary hazards or ongoing material movement activities.



9. Compliance & Training

¢ Adhere to all relevant local, state, and federal safety regulations.
¢ Participate in regular training on material handling and emergency procedures.
¢ Maintain records of employee training and competency assessments.

10. Documentation & Record Keeping

¢ Log material movement activities as required.
¢ Report and document all incidents, near misses, or injuries.

11. Review & Revision

e This SOP shall be reviewed annually or as needed following incidents or operational changes.
¢ Updates must be communicated to all relevant personnel.

12. Acknowledgement

Name Signature Date
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