Standard Operating Procedure (SOP)

Assignment of Maintenance Personnel or Teams

This SOP details the assignment of maintenance personnel or teams, covering criteria for personnel selection,
task allocation based on skills and availability, scheduling and prioritization of maintenance activities, communication
protocols for team coordination, reporting responsibilities, and procedures for monitoring and evaluating team
performance to ensure efficient and effective maintenance operations.

1. Purpose

To standardize the process for assigning maintenance personnel or teams to ensure effective, efficient, and
safe completion of maintenance activities.

2. Scope

This SOP applies to all maintenance tasks and personnel involved in the operation, supervision, or support of
maintenance activities.

3. Criteria for Personnel Selection

. Verify that personnel possess required qualifications, certifications, and training for assigned tasks.
. Evaluate relevant experience with similar maintenance activities or equipment.

. Consider work history and past performance evaluations.

. Assess personnel availability and workload to ensure balanced distribution.
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4. Task Allocation Based on Skills and Availability

1. Review the scope and complexity of the maintenance task.

2. Match tasks to personnel or teams based on skills matrix and availability schedules.
3. Assign specialized tasks to individuals with relevant expertise.

4. Update the maintenance assignment log with the allocated personnel or teams.

5. Scheduling and Prioritization
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Prioritize tasks based on urgency, safety, and regulatory requirements.

Develop a maintenance schedule using planning tools or software.

Communicate the task schedule and any changes promptly to all affected personnel.

Conduct daily or weekly planning meetings to review upcoming assignments and address potential
conflicts.

6. Communication Protocols for Team Coordination

. Establish clear lines of communication among team members, supervisors, and other relevant

departments.
Utilize standardized communication platforms (e.g., radios, messaging apps, shared documents).
Hold pre-task briefings and post-task debriefings for critical or complex jobs.

. Ensure immediate reporting of any issues or hazards encountered during maintenance activities.

7. Reporting Responsibilities

1. Designate a team lead or responsible person for each maintenance assignment.

Require completion of maintenance logs, checklists, or digital records after each task.

. Submit reports on task completion, issues encountered, and resource usage to supervisors as per

reporting schedule.

. Escalate any unresolved problems or significant incidents according to company policies.

8. Monitoring and Evaluation of Team Performance
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Track task completion rates, quality of work, and adherence to timelines.

Conduct periodic performance reviews for individuals and teams.

Solicit feedback from team members, supervisors, and customers (where applicable).
Implement corrective actions and retraining as necessary to address deficiencies.
Recognize and reward exemplary performance to encourage continuous improvement.

9. Revision and Approval

1.
2.

This SOP is reviewed annually or after significant changes to maintenance processes.
All changes must be approved by the Maintenance Manager and relevant supervisory personnel.



10. References

e Company Maintenance Policy Manual
¢ Personnel Qualification and Training Records
¢ Health and Safety Regulations
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