Standard Operating Procedure (SOP): Machine
Operation Safety Guidelines

This SOP provides comprehensive machine operation safety guidelines to ensure the safe use and handling of
machinery in the workplace. It covers proper training requirements, machine inspection protocols, safe operating
procedures, use of personal protective equipment, hazard identification and risk assessment, emergency shutdown
procedures, maintenance schedules, and reporting of defects or incidents. The aim is to minimize accidents, prevent injuries,
and promote a culture of safety among all personnel involved in machine operation.

1. Purpose

To outline the safety requirements and recommended practices for operating machinery safely in the workplace and to
prevent workplace injuries and incidents.

2. Scope

This SOP applies to all employees, contractors, and visitors who operate, maintain, or work near machinery on company
premises.

3. Responsibilities

e Operators: Follow all safety procedures and use assigned PPE.

¢ Supervisors: Ensure personnel receive proper training and adhere to guidelines.
¢ Maintenance Personnel: Conduct routine inspections and maintain machinery.
¢ All Employees: Report defects, hazards, or incidents promptly.

4. Training Requirements

¢ Complete mandatory machine operation and safety training before operating any equipment.
e Attend periodic refresher training and safety briefings.
¢ Understand emergency shutdown and evacuation procedures.

5. Machine Inspection Protocols

1. Inspect machinery before each use for proper function and signs of damage.
2. Ensure all safety guards and devices are in place and operational.
3. Do not operate faulty equipment; report defects immediately.

6. Safe Operating Procedures

¢ Follow manufacturer guidelines and posted SOPs for each machine.
e Keep hands, clothing, and tools clear of moving parts.
¢ Never bypass safety features or controls.

7. Use of Personal Protective Equipment (PPE)

e Wear appropriate PPE (e.g., safety glasses, gloves, hearing protection, steel-toe boots) at all times during
operation.
¢ Inspect PPE before use and replace damaged equipment.

8. Hazard Identification and Risk Assessment

¢ I|dentify potential hazards associated with machine operation.
¢ Conduct risk assessments prior to using new or unfamiliar machinery.
¢ Implement controls to minimize identified risks.

9. Emergency Shutdown Procedures

1. Know the location and function of emergency stop controls.



2. Incase of an emergency, initiate shutdown procedures immediately.
3. Alert supervisor and evacuate the area if necessary.

10. Maintenance Schedules

¢ Adhere to manufacturer's maintenance schedules.
¢ Clean and service machines as per maintenance logs.
¢ Only authorized personnel may perform maintenance tasks.

11. Reporting of Defects or Incidents

¢ |Immediately report equipment defects, accidents, or near-miss incidents to your supervisor.
e Complete incident report forms as required by company policy.
e Cooperate with investigations and corrective actions as needed.

12. References

e Manufacturer's operation manuals.
¢ Company Health & Safety Policy.
¢ Local regulatory and OSHA standards.

13. Revision History

Version Date Description Author

1.0 2024-06-01 | Initial SOP release | Safety Officer
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