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Standard Operating Proceedure
Name of process or equipment being used:   __________________________________


	
	Location of Process or Equipment

	
	

	
	Name of Step
	Narrative description of this step

	
	1. 
	

	
	2. 
	

	
	3. 
	

	
	4. 
	

	
	5. 
	

	
	6. 
	

	
	7. 
	

	
	8. 
	

	
	9. 
	

	
	10. 
	

	
	11. 
	

	
	12. 
	

	
	13. 
	

	
	14. 

	

	
	Materials Used

	
	1. 
	2. 
	3. 
	4. 

	
	5. 
	6. 
	7. 
	8. 


	
	Additional Tools or Personal Protective Equipment Used

	
	1. 
	2. 
	3. 
	4. 

	
	5. 
	6. 
	7. 

	8. 

	
	Optional Concerns or Future Process Improvement Goals (optional)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


	
	

	Notes:
	

	Contributors:
	

	Created:
	

	SOP Number:
	


�Go simple … Use what you call it.  If you assign a number are you going to remember that number later?


�Break down the specific job into steps or tasks including those that are required to prevent exposure or eliminate a hazard.  This identifies potential hazards that employees may face.


A change in activity, direction, or movement will determine where a step starts or finishes.  List all steps needed to perform the job.


�Indicate all materials that could be used even those not used every time or those you may believe are not hazardous.  If you need additional space, you could place a note in this section stating see attached list.  If you list a hazardous material, you must have a corresponding SDS sheet “available at all times” when emergencies may arise while using the specific materials in question.


�Required Personal Protective Equipment (PPE):


List all required PPE including but not limited to:


Appropriate footwear


Appropriate eyewear


Respiratory Protection


Gloves


Appropriate clothing and prohibitions on specific accessories like jewelry should be included in the task section and noted on required signage.


�This space may be utilized for special instructions or to indicate training is required prior to using the equipment or engaging in the process:


Training could be for:


Access to the area


Use of the specific equipment


Use of specific required PPE – such as respirators


Use of engineering controls to prevent exposure such as mechanical ventilation if the end user is responsible for activating or manipulating such controls prior to work start.


Other related processes that are in a different SOP referenced within the process description section.








