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STANDARD OPERATING PROCEDURE
	Hot Glue Gun
	SOP Number:
	RA Number:

	
	022SOP
	086RA

	DO NOT use / operate / this equipment or complete the task unless you have been trained.

	POTENTIAL RISKS:  Extreme Temperatures, Electricity, Hazardous Chemicals, Fire
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	PRE-OPERATIONAL SAFETY 
1. Examine the power lead and tool for obvious damage. Check the electrical test tag is in date. 
2. Check there is a supply of suitable HMA glue sticks. 
3. Ensure that the cord does not create a slip/trip hazard.
4. Ensure the workspace is well ventilated. 
5. Identify the On/Off switch if installed.
6. Load glue stick prior to turning glue gun on.

	OPERATIONAL SAFETY PRECAUTIONS
1. Turn on and pre-heat for 5-10 minutes prior to using the glue gun. Ensure glue gun is resting on the metal support stand while heating up.
2. Keep fingers clear of the extremely hot tip and molten glue. 
3. During use, keep the gun in a position where it will have no contact with objects that easily catch fire. It is best placed on the support stand with the nozzle facing down. 
4. When supported on the support stand, place a material such as cardboard below the tip to help catch any molten glue that drips from the tip. The gun should never be placed on its side as the hot tip or molten HMA glue can cause a fire. 
5. Use the glue gun in a well ventilated area to avoid breathing in hot glue vapours.
6. DO NOT point the point the glue gun at another person.
7. DO NOT tilt the glue gun nozzle upwards or use the product to glue overhead items.
8. Always allow the hot glue to dry completely and cool down before handling the item to which it is applied.
9. DO NOT insert anything except glue sticks into the glue gun, and insert only from the back of the glue gun.
10. Avoid prolonged use. This could overheat the tip element, causing it to fail.
11. DO NOT use your fingertips to press down on an object to which hot glue has been applied. If applying glue to very small objects, use tweezers or tongs to avoid getting the nozzle close to your fingers. 
12. If the element tip does not heat up efficiently, turn the glue gun off and report the fault to your teacher. 
13. Never leave the glue gun unattended when still switched ON or when switched OFF but still HOT.
14. Turn off and wait until the gun has completely cooled (5 minutes min) before storing the glue gun.

	HOUSEKEEPING
1. Switch off, unplug and allow to cool down (5 minutes minimum) before storing. 
2. Leave the work area in a safe, clean and tidy condition.  
3. Ensure equipment is returned to storage after use.

	Date of last review:
	Signature:
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