	HEADLAND AUSTRALIA
STANDARD OPERATING PROCEDURE



	SOP Number
[SOP-XXX]
	Version
[1.0]
	Date Issued
[DD/MM/YYYY]
	Review Date
[DD/MM/YYYY]



	TASK / EQUIPMENT
	[Insert task or equipment name — e.g., Tractor Pre-Start Check / Header Operation]

	Training Requirement
	[Insert training requirement — e.g., Induction + competency check by supervisor]

	Applicable Operation/s
	[e.g., Grain cropping / Livestock handling / Mixed farming]

	[ Insert relevant photo or illustration of task ]

	Potential Hazards
•  [Hazard 1 — e.g., Crush injury from machinery]
•  [Hazard 2 — e.g., Chemical exposure / dust / fumes]
•  [Hazard 3 — e.g., Entanglement in moving parts]
•  [Hazard 4 — e.g., Manual handling / awkward postures]
•  [Hazard 5 — e.g., Remote location / limited communication]
•  [Add or remove hazards as applicable]

	DO NOT conduct this task unless you have been trained AND verified as competent in its safe use and operation.

	REQUIRED PPE

	Insert PPE icons below. Each icon should represent mandatory PPE for this task.

[ Head Protection ]  [ Eye Protection ]  [ Hearing Protection ]  [ Gloves ]  [ Hi-Vis ]  [ Safety Footwear ]

Remove any items not required. Add items specific to this task.



	RULES AT A GLANCE

	ALWAYS
	Wear all required PPE before commencing the task.

	ALWAYS
	Conduct pre-operational checks before use.

	ALWAYS
	Leave the work area in a safe, clean, and tidy condition.

	ALWAYS
	Report any observed defects or damage to your supervisor immediately.

	ALWAYS
	Tag out any faulty equipment so others know not to use it.

	ALWAYS
	[Add site-specific ALWAYS rules here]

	NEVER
	Operate equipment you have not been trained and verified as competent on.

	NEVER
	Bypass, remove, or disable guarding or safety devices.

	NEVER
	Attempt to service or repair equipment while it is operating.

	NEVER
	Allow body parts, hair, clothing, or jewellery to contact moving parts.

	NEVER
	Work alone on high-risk tasks without an agreed check-in procedure.

	NEVER
	[Add site-specific NEVER rules here]



	PROCEDURE

	PURPOSE
	This Standard Operating Procedure sets out the process for [insert task name] at [insert operation/property name]. It applies to all workers and contractors carrying out this task.

	Pre-operational checks
	1.   Confirm you are trained and verified as competent for this task.
2.   Ensure you have all required PPE and that it is in good condition.
3.   Inspect the work area — identify and remove hazards before commencing.
4.   Check equipment/machinery for visible damage, leaks, or defects.
5.   Confirm all guards and safety devices are fitted, functional, and secure.
6.   Ensure adequate lighting and clear access/egress for the work area.
7.   [Add pre-operational checks specific to this task]

	Operations
	1.   [Step 1 — Describe the first action the worker takes to begin the task]
2.   [Step 2 — Continue in logical sequence. Use plain, direct language]
3.   [Step 3 — Include critical control points — what must the worker check or verify mid-task]
4.   [Step 4 — Include actions to take if something goes wrong or a hazard is encountered]
5.   [Step 5 — Continue until the task is complete]
6.   [Add or remove steps as required for this specific task]

	Shutdown and storing
	1.   Shut down equipment following manufacturer's instructions.
2.   Allow equipment to cool before handling, cleaning, or storing.
3.   Remove any debris, waste material, or contaminants from the work area.
4.   Clean equipment and confirm it is in good working condition.
5.   Return equipment to its designated storage location.
6.   Report any defects identified during or after the task to your supervisor.

	Emergency procedures
	In the event of an emergency:
•  Stop work immediately and make the area safe if it is safe to do so.
•  Call 000 if there is risk to life.
•  Contact supervisor / manager immediately: [Insert name and phone number]
•  Do not disturb the scene unless necessary to prevent further injury.
•  Notify [insert regulator — e.g., SafeWork NSW / WorkSafe QLD] for any notifiable incident.

Nearest first aid kit location: [Insert location]
Nearest first aider: [Insert name]

	RESPONSIBILITIES

	Managers / Property Owners
	•  Ensure all workers are trained and verified as competent before performing this task.
•  Ensure equipment is maintained in a safe and serviceable condition.
•  Review and update this SOP when tasks, equipment, or risks change.

	Supervisors
	•  Confirm workers follow this procedure before and during the task.
•  Address unsafe behaviour or non-compliance immediately.
•  Report incidents, near misses, and equipment defects promptly.

	Workers
	•  Complete the task correctly and safely in accordance with this SOP.
•  Wear all required PPE and use equipment as instructed.
•  Report hazards, defects, and incidents to your supervisor immediately.
•  Do not perform the task if you are unsure — ask before proceeding.

	KEY BEHAVIOURS

	Expected behaviours
	•  Report damaged or faulty equipment immediately — do not use and tag out.
•  Leave the work area clean, tidy, and free of hazards.
•  Use equipment only as instructed and for its intended purpose.
•  Speak up if something does not look or feel right — safety is everyone's responsibility.
•  [Add operation-specific behaviours here]

	TOOLS AND RESOURCES

	Equipment / tools required
	•  [List tools, machinery, or equipment required to complete this task]
•  [e.g., Tractor + implement / Chemical sprayer / Post driver]

	Reference documents
	•  [Equipment operator manual]
•  [Relevant Safety Data Sheet/s (SDS) — attach or reference location]
•  [Headland Australia — WHS Policy]
•  [Add other relevant procedures or registers]

	DOCUMENT CONTROL

	Prepared by
	[Name] | [Position] | [Date]

	Approved by
	[Name] | [Position] | [Date]

	Next review date
	[DD/MM/YYYY] — Review annually or when task/equipment changes



This document is a template. Customise all fields in [brackets] before use. Review and update when tasks, equipment, or risks change.
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