SOP Template: Closing and Teardown Process
Instructions

This SOP provides detailed closing and teardown process instructions, covering the systematic steps for safely
shutting down operations, securing equipment, cleaning work areas, and properly storing materials. It ensures efficient
end-of-day procedures, reduces equipment damage, maintains workplace safety, and prepares the site for the next
operational cycle. Adherence to these instructions helps minimize downtime and supports overall productivity and
safety compliance.

1. Purpose

To establish a standardized process for closing and teardown operations, ensuring equipment safety, cleanliness, and
readiness for the next operational cycle.

2. Scope

This procedure applies to all personnel responsible for end-of-day operations, equipment shutdown, and work area
maintenance.

3. Responsibilities

¢ Supervisors: Oversee the process, verify checklist completion, and ensure compliance.
o Staff: Carry out tasks as detailed below and report issues or hazards.

4. Procedure

[N

. Preparation
o Cease all active operations as per operational schedule.
o Notify team members and confirm readiness for teardown.
2. Equipment Shutdown
o Follow manufacturer or site-specific shutdown procedures for all equipment.
o Switch off and unplug electrical devices (where safe and applicable).
o Lock out/tag out equipment as required.
3. Securing Materials and Tools
o Return all tools to their designated storage areas.
o Ensure all hazardous or sensitive materials are securely stored and labelled.
o Dispose of waste according to safety and environmental regulations.
4. Cleaning Work Areas
o Clear debris and wipe down surfaces, equipment, and floors.
o Sanitize workstations as necessary.
o Restock essential materials for next-day use.
5. Final Inspection
o Conduct a visual inspection to confirm all steps are complete.
o Check for potential hazards or unsecured items.
6. Documentation and Reporting
o Complete and sign the closing checklist.
o Report maintenance needs or incidents to supervisors.
7. Site Security
o Ensure all doors, windows, and entry points are secured.
o Activate security systems as required.

5. Documentation

e Closing and Teardown Checklist
¢ Incident Report Form
¢ Maintenance Request Form

6. References



e Equipment manufacturer operation manuals
¢ Company safety and housekeeping policies

7. Revision History

Version Date Description Author

1.0 2024-06-16 | Initial SOP template release | [Your Name]
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