SOP Template: Procedures for Shutting Down Idle
Equipment and Machinery

This SOP details the procedures for shutting down idle equipment and machinery to ensure safety, prevent
damage, and conserve energy. It includes steps for properly powering off machinery, securing equipment against
unauthorized use, conducting inspections for potential hazards, and documenting shutdown activities. Adhering to these
procedures helps maintain operational efficiency and reduces risk of accidents during equipment inactivity.

1. Purpose

To outline standardized procedures for safely and efficiently shutting down idle equipment and machinery, ensuring
operator safety, asset protection, and energy conservation.

2. Scope

This procedure applies to all operators, technicians, and staff responsible for the operation and maintenance of
equipment and machinery in the facility.

3. Responsibilities

¢ Operators: Follow shutdown steps and report any anomalies.
e Supervisors: Ensure operators adhere to procedures and complete documentation.
¢ Maintenance Personnel: Address any defects identified during shutdown inspection.

4. Required Materials & Equipment

Lockout/tagout devices (if required)

Inspection checklists

Shutdown logbook or digital recording system

Personal Protective Equipment (PPE), as specified for the equipment

5. Procedure

1. Preparation
o Notify affected personnel of shutdown process.
o Ensure required PPE is worn.
o Review equipment-specific manuals or data sheets.
2. Initial Inspection
o Check for any immediate hazards (e.g., leaks, abnormal noises).
o Ensure no active processes or loads are ongoing.
3. Shutting Down Equipment
o Follow manufacturer's shutdown sequence for the equipment.
o Power off equipment using control panel or designated switch.
o Depressurize and drain as necessary.
4. Securing Equipment
o Engage lockout/tagout devices if idle for prolonged periods or per company policy.
o Remove and secure keys, if applicable.
5. Post-Shutdown Inspection
o Inspect to verify equipment has powered down safely.
o Check for leaks, overheating, or abnormal conditions.
o Document any issues found and notify maintenance if required.
6. Documentation
o Record shutdown activity in the logbook or digital system, including date, time, operator, and any
observations/issues.
o Attachinspection checklist and lockout/tagout records, if used.

6. Documentation Example

Date/Time Equipment Operator Inspection Status | Issues Observed | Signature



YYYY-MM-DD HH:MM | Machine Name/ID | Operator Name | Passed / Failed None / Description | Initials

7. References

e Equipment operation and safety manuals
¢ Facility lockout/tagout procedures
e Company safety policy documents

8. Revision History

Version Date Description of Change Approved By

1.0 YYYY-MM-DD Initial template release Name/Title
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