
SOP: Equipment Usage and Maintenance Instructions
This SOP provides detailed equipment usage and maintenance instructions to ensure the safe and efficient
operation of machinery and tools. It covers proper operating procedures, routine maintenance schedules,
troubleshooting common issues, and guidelines for cleaning and storing equipment. The objective is to extend the
lifespan of equipment, minimize downtime, and promote workplace safety by preventing accidents and malfunctions
through regular maintenance and correct usage practices.

1. Purpose
To provide clear guidelines for the safe use and proper maintenance of equipment, thereby ensuring efficient
operation, reducing accidents, and prolonging the lifespan of tools and machinery.

2. Scope
This procedure applies to all personnel who operate, maintain, or handle equipment within
[Department/Area/Organization Name].

3. Responsibilities
Operators: Follow usage instructions, perform pre-use checks, report issues.
Maintenance Personnel: Carry out scheduled maintenance, repairs, and maintain records.
Supervisors/Managers: Ensure compliance and provide appropriate training.

4. Equipment Covered
List of covered equipment:

[Equipment Name/ID 1]
[Equipment Name/ID 2]
[Equipment Name/ID 3]
...

5. Procedure
5.1. Pre-Use Inspection

1. Ensure you are trained and authorized to use the equipment.
2. Check for visible damage, leaks, or loose parts.
3. Verify all safety guards and devices are in place and functional.
4. Document and report any issues before use.

5.2. Equipment Operation

1. Read and follow the manufacturer's instructions and safety guidelines.
2. Wear appropriate PPE (Personal Protective Equipment) as required.
3. Start and operate equipment as per operating procedures.
4. Do not bypass safety features or modify equipment.
5. Stay alert, and never leave operating equipment unattended.

5.3. Routine Maintenance Schedule

Equipment Task Frequency Responsible Person

[Equipment Name] Lubrication Weekly Maintenance Staff

[Equipment Name] Inspection/Cleaning Daily Operator

[Equipment Name] Calibration Monthly Maintenance Staff

Add more rows as required for additional equipment/tasks.

5.4. Cleaning and Storage



1. Shut down, unplug, or lockout/tagout equipment as necessary before cleaning.
2. Clean surfaces with recommended materials; avoid water unless specified.
3. Remove debris, lubricate moving parts as per schedule.
4. Store equipment in designated areas, ensuring it's protected from dust, moisture, or damage.

5.5. Troubleshooting Common Issues

If equipment fails to start, check power supply and emergency stops.
Unusual noises/vibrations: Stop use, inspect machinery, and report for maintenance.
Leaks or overheating: Shut down immediately and report to maintenance.
Consult the troubleshooting section of the user manual for guidance.

5.6. Reporting and Documentation

1. Log all maintenance and repairs in the equipment maintenance log.
2. Report deficiencies, malfunctions, and accidents to your supervisor immediately.
3. Maintain updated records for audits and compliance checks.

6. Safety
Always wear specified PPE.
Do not operate equipment if you are not trained or authorized.
Follow lockout/tagout procedures when required.
Keep workspaces clean and free of obstructions.
Report all safety incidents promptly.

7. References
Manufacturer's Equipment Manuals
[Company] Safety Manual
Regulatory Standards [e.g., OSHA, ISO]
Maintenance Log Template

8. Revision History

Version Date Description of Change Approved By

1.0 [Date] SOP Created [Name/Title]

Add further revisions as required.

Note: Customize this template with equipment-specific details and company policies before implementation.
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