
SAFE WORKING PROCEDURE TEMPLATE

Procedure
Procedure Number



Location of task/equipment



Department

Operational steps (including safety control measures from risk assessment)



Training requirements for the safe operation of this procedure 


List the required hazard control methods required for the safe operation of the above



Date:


Signature of Manager:



Review Date:




SAFE WORKING PROCEDURE SAMPLE

Procedure

Press Operation
Procedure Number



Location of task/equipment



Department

Operational steps (including safety control measures from risk assessment)

1. Visually inspect machine for obvious defects or maintenance danger tags

2. Use approved hearing protection, safety glasses, gloves, safety footwear and overalls that are a good fit with no loose threads or unbuttoned cuffs

3. Ensure product blanks are in easy reach

4. Ensure end product container is appropriately located

5. Test operation of machine i.e. interlock guarding operational and that controls are functional

6. Operating sequence

· Open guarding

· Place product blank between dies

· Close guarding

· Depress right and left hand operating buttons

· Observe machine cycle

· Open guard and remove product and visually inspect

· Place product in end product container



Training requirements for the safe operation of this procedure (example only)

1. Induction training

2. General OHS legislative awareness

3. Manual Handling (general)

4. Noise

5. Use of PPE

6. Safe machine operation

7. Maintenance procedures

8. Accident notification

9. Fire and emergency procedures


List the required hazard control methods required for the safe operation of the above (example only)

1. Eye protection

2. Hearing protection

3. Skin protection

4. Interlocked guarding



Date:


Signature of Manager:



Review Date:
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