
SOP Template: Equipment Shutdown and Safety
Inspection Protocol
This SOP details the equipment shutdown and safety inspection protocol, covering step-by-step procedures for
safely powering down machinery, conducting thorough safety inspections, identifying potential hazards or malfunctions,
documenting inspection results, and ensuring proper maintenance scheduling. The goal is to minimize equipment-related
accidents, enhance operational safety, and maintain optimal machinery performance through consistent and systematic
safety checks.

1. Purpose
To provide a standardized protocol for shutting down equipment and conducting safety inspections to prevent accidents,
identify hazards, document findings, and ensure timely maintenance.

2. Scope
This SOP applies to all staff responsible for operating, inspecting, and maintaining facility equipment.

3. Responsibilities
Operators: Execute shutdown and inspection per this SOP.
Supervisors: Verify compliance, review documentation, and schedule maintenance as required.
Maintenance Staff: Address documented issues promptly and update records upon completion.

4. Required Materials
Personal Protective Equipment (PPE)
Lockout/tagout devices
Safety inspection checklist
Inspection logbook or digital records system
Required hand tools
Cleaning materials

5. Procedure
1. Preparation

Notify affected personnel of shutdown.
Don appropriate PPE.
Gather necessary tools and inspection checklist.

2. Equipment Shutdown
Ensure process is complete and machine is idle.
Power off using designated controls as per manufacturer instructions.
Apply lockout/tagout (LOTO) devices to energy sources as required.

3. Safety Inspection
Visually inspect for obvious wear, leaks, or damage.
Check guards, shields, and safety devices for integrity and function.
Test emergency stops and interlocks, if safe to do so.
Identify and record unusual noises, smells, or vibrations.
Document any hazards, malfunctions, or maintenance needs.

4. Documentation
Complete inspection checklist and record all findings.
Report urgent or critical issues to supervisor immediately.

5. Scheduling Maintenance
Forward all maintenance requests to responsible personnel.
Schedule repairs or preventive servicing as per documented findings.

6. Restoring Equipment (if applicable)
After maintenance, remove lockout/tagout devices only after all safety checks are complete.
Power equipment on, observe for proper startup, and verify safe operation.



6. Inspection Documentation Template

Date/Time Equipment ID Inspector Name Findings/Issues Action Taken Supervisor Review

      

7. References
Manufacturer operation and maintenance manuals
Company Health & Safety Policy
Local occupational health and safety regulations

8. Revision History

Version Date Description of Change Author

1.0 2024-06-07 Initial template creation [Your Name]
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