SOP: Error-proofing (Poka-Yoke) Implementation
Guidelines

This SOP describes Error-proofing (Poka-Yoke) implementation guidelines, focusing on designing and applying
mistake-proofing techniques to eliminate defects and prevent errors in processes. It covers identifying potential error
points, selecting appropriate Poka-Yoke devices or methods, integrating error-proofing solutions into workflows, training
employees on Poka-Yoke tools, monitoring effectiveness, and continuous improvement to enhance product quality and
operational efficiency.

1. Purpose

To establish a standardized approach for implementing error-proofing (Poka-Yoke) techniques that prevent mistakes,
reduce defects, and enhance operational efficiency.

2. Scope

This procedure applies to all departments and personnel involved in process design, production, and quality control.

3. Definitions

Term Definition

A Japanese term meaning "mistake-proofing" 8€“ any mechanism in a process that helps an
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equipment operator avoid mistakes.

Error-proofing

Device A tool, fixture, or method designed to prevent or detect errors before they result in defects.

Defect A non-conformance or deviation from a required specification or standard.

4. Responsibilities

¢ Process Owners: Lead the identification and assessment of potential error points; ensure integration of Poka-
Yoke solutions.

¢ Engineering/Quality Team: Evaluate and select appropriate error-proofing methods; monitor and review
effectiveness.

¢ Supervisors/Trainers: Facilitate training and ensure all team members understand and correctly use Poka-Yoke
devices or methods.

¢ All Employees: Follow established error-proofing procedures and provide feedback for improvement.

5. Procedure

1. Identify Potential Error Points
o Conduct process mapping or Failure Mode and Effects Analysis (FMEA) to determine where errors may
occur.
o Prioritize error points based on risk and impact.
2. Select and Design Poka-Yoke Solutions
o Determine appropriate type(s) of error-proofing methods (e.g., physical barriers, sensors, checklists, Jigs, or
automated alarms).
o Design or procure necessary devices, incorporating them into the process where feasible.
3. Implement Error-proofing Devices/Methods
o Install or integrate solutions with minimal disruption to existing workflows.
o Document changes and update process instructions.
4. Training and Communication
o Provide hands-on training for all affected personnel on new Poka-Yoke devices/methods.
o Maintain accessible instructions and visual aids at points of use.
5. Monitoring and Review
o Track process performance metrics and nonconformities before and after implementation.
o Regularly inspect devices and solicit feedback from operators.
6. Continuous Improvement



o Periodically review error-proofing effectiveness as part of routine audits or improvement initiatives.
o Update solutions in response to process changes, failures, or new risks identified.

6. Documentation

¢ Maintain records of process changes, device installation, training completion, and monitoring data.
¢ Update process flowcharts and standard work documents as required.

7. References

¢ |SO 9001:2015 Quality management systems - Requirements
¢ FMEA (Failure Mode and Effects Analysis) Guides
e Company Work Instructions and Forms

8. Revision History

Rev. Date Description Author

1.0 2024-06-01 Initial Release SOP Team
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