SOP: Training Requirements for Maintenance
Personnel

This SOP details the training requirements for maintenance personnel, covering mandatory technical skills, safety
protocols, machinery operation, troubleshooting techniques, regulatory compliance, and ongoing professional
development. The goal is to ensure maintenance staff are properly trained to perform their duties safely and efficiently,
minimizing downtime and preventing workplace accidents.

1. Purpose

To establish a standardized training program for maintenance personnel, ensuring all staff are competent in required skills
to uphold safety, compliance, efficiency, and operational excellence.

2. Scope

This SOP applies to all maintenance employees, supervisors, and relevant contractors responsible for the upkeep, repair,
and operation of machinery and facility systems.

3. Responsibilities

4. Training Requirements

Category

Technical Skills

Safety
Protocols

Machinery
Operation

Troubleshooting
Techniques

Regulatory
Compliance

Ongoing
Development

Description

Training in machinery operation, routine maintenance, diagnostic
tools, and repair techniques relevant to assigned equipment.

Instruction in workplace safety, personal protective equipment
(PPE), lockout/tagout (LOTO), hazard communication, and
emergency procedures.

Hands-on training for all machinery and tools used, including start-
up, shutdown, troubleshooting, and routine cleaning.

Problem-solving methodologies for identifying and resolving
equipment malfunctions efficiently.

Knowledge of applicable OSHA, EPA, and local safety and
environmental regulations.

Opportunities for advanced training, cross-training, and
participation in workshops/conferences to enhance skills and
knowledge.

5. Training Methods

Classroom instruction & online modules

Hands-on demonstrations and supervised practice
Mentoring and shadowing experienced personnel
Safety drills and simulation exercises
Competency assessments and quizzes

6. Documentation & Records

Maintenance Manager: Oversees training program implementation and compliance.
HR Department: Maintains training documentation and schedules required sessions.
Supervisors: Monitor staff completion of training and ensure on-the-job competency.
Maintenance Personnel: Attend and complete all assigned training modules.

Frequency
Upon hire; refresher every 2

years or after major equipment
upgrades

Upon hire; annual refresher

Upon assignment; as needed
for new or updated machinery

Upon hire; refresher every 2
years

Upon hire; annual refresher

As available; minimum one
development activity per year

1. Alltraining sessions must be documented using attendance logs and competency checklists.
2. Records are maintained by the HR department for a minimum of five years.



3. Certification copies provided to employees when applicable.

7. Evaluation & Continuous Improvement

¢ Training effectiveness reviewed annually through performance evaluations, incident reports, and employee
feedback.
e Programs updated to address new regulations, technologies, and operational needs.

8. References

e OSHA Standards for General Industry (29 CFR 1910)
e EPA Regulations
e Company safety manual and equipment manufacturer guidelines

9. Revision History

Date Revision Description Author

2024-06-10 v1.0 Initial SOP release Policy Team
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