SOP: Standardized Equipment and Tool Usage Guidelines

This SOP establishes standardized equipment and tool usage guidelines to ensure consistent, safe, and efficient operation across all work
areas. It covers proper selection, handling, maintenance, and storage of tools and equipment, emphasizing user safety, equipment longevity, and
compliance with relevant regulations. The objective is to minimize accidents, reduce downtime, and promote best practices for all personnel
mnvolved in equipment usage.

1. Purpose

To define standardized procedures for the selection, use, maintenance, and storage of equipment and tools, ensuring safety, efficiency, and
compliance.

2. Scope

This SOP applies to all personnel who use, maintain, or store equipment and tools within the organization.

3. Responsibilities

¢ Supervisors: Ensure staffare trained, follow procedures, and conply with safety requirements.
¢ Employees: Follow this SOP, report equipment issues, and use tools responsibly.
¢ Maintenance Personnel: Conduct routine equipment maintenance and recordkeeping,

4. Procedure

1. Selection of Equipment and Tools
o Choose tools/equipment that are appropriate for the intended task.
o Inspect for visible defects before use; do not use damaged or defective iters.
2. Safe Handling and Usage
o Wear appropriate Personal Protective Equipment (PPE) as required.
o Follow the manufacturer's operating instructions at all times.
o Never use equipment or tools for purposes other than those intended.
3. Maintenance
o Performroutine cleaning and lubrication as specified by the manufacturer.
o Report any malfuinction, wear, or damage immediately for repair or replacement.
o Record maintenance activities in the designated logbook or system
4. Storage
o Return all tools and equipment to their designated storage location after use.
o Ensure storage areas are clean, organized, and secure.
o Store itens according to environmental requirements (e.g,, dry, locked, temperature-controlled).

5. Training
All personnel must complete initial and recurrent training on proper equipment and tool usage.
6. Compliance and Review

¢ Non-compliance may result in disciplinary action.
o This SOP shall be reviewed annually and updated as needed to ensure continued relevance and effectiveness.

7. Related Documents

¢ Equipment Maintenance Log
o Safety Manual
¢ Manufacturer Instruction Manuals

8. Revision History

Date Revision || Description

2024-06-10 | 1.0 Initial release
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