[image: image1.png]N
Do
'ng You
@/-Vlng



Safe Fork Lift Usage Policy 
ASC employs the use of an electric “walkie” style forklift in the Commissary Building. 
Training
Training will be provided by a representative of the forklift maintenance company that has the knowledge, training, and experience to train and evaluate the competency of each employee. This training will be provided new employees and every three years after the initial training. Training will also be provided if the operator is observed operating the vehicle unsafely, or in case of an accident or near-miss incident or when deemed necessary by management.
Positions to be trained 
Bakery Personnel

Shipper/Receiver in the Commissary

Maintenance Worker
Maintenance Manager 

Dining Manager (Commissary)

General Requirements
1. Only trained and authorized operators will be permitted to operate the ASC forklift.
2. The employee is responsible for safe operation of the forklift.

3. No modifications may be made to the forklift except by the outside maintenance contractor and all modifications must be approved by the manufacturer in writing.

4. Name plates and markings shall be in place and maintained in a legible condition

5. The Commissary is considered an unclassified location according to 29 CFR 1910.178 Tble N-1. If the forklift is used in any other location, the location must be reevaluated to determine its rating according to the Table N-1. 

6. The forklift may not be removed from the commissary without the expressed permission of the Dining Director, Maintenance Manager and the Human Resources Manager.

Procedures

Inspection Log and handling repairs
Prior to operating the forklift the employee will perform a pre-operation inspection using the Forklift Inspection Checklist. This inspection will identify any conditions that could affect the safe operation of the Forklift. If any condition does exist the forklift shall be removed from service and tagged “OUT OF SERVICE” until repairs or concerns are addressed. The operator should also immediately notify their supervisor so he or she can make arrangements for proper personnel to repair the forklift. ONLY outside contractors qualified to repair the forklift may perform repairs or adjustments.
The manager in the Commissary is responsible for all repairs and scheduling routine maintenance.

Safe Operation
1. Beware of overhead obstructions such as fire protection sprinklers and piping, ventilation ducts, lighting fixtures and power lines. If you are moving a load that is too high, damage can occur to the overhead obstruction and cause injury to personnel in the area.
2. Take precautions to avoid striking a co-worker in the area when operating the forklift

3. Before using the forklift inspect the area and remove debris on the floors or and wet areas.

4. Use caution in areas with uneven floor surfaces such as cracks, drains or holes.

5. Visibility around corners can be blocked by the load. If there is not a clear view, use a “spotter” co-worker to direct you.

6. Driving too fast or “horse-playing” with the forklift will not be tolerated at anytime.

7. When traveling, the forks should only be 4 inches off the ground to clear any uneven surface. Never travel with the forks elevated as this makes the load unstable.

8. Do not overload the forklift. The load limit is listed on the forklift and it should never be exceeded.
9. Avoid making any sudden stops, starts or turns that may cause the load to become unstable.

10. No passengers may be carried on the forklift; this includes carrying anyone on the forks.

11. When traveling behind another vehicle always remain three forklifts away.

12. Always look toward the travel path and keep a clear view of it.

13. Do not drive up to someone standing in front of a bench or other fixed objects.

14. Use extreme caution when using a forklift on a ramp, incline or elevated surface. Use very slow speed near split level surfaces. Proper fall protection must be used if the forklift is used in an area where the lower level is more than 6 feet lower. 

15. Never leave a forklift running while unattended.

16. No one should stand or pass under the any portion of the Forklift whether loaded or empty.

17. When leaving the forklift the load or empty forks should be lowered.

18. Do not park the forklift in front of exits or fire protection equipment

19. Do not jump off of a forklift.

20. Sound the horn before passing through a doorway or approaching a blind intersection.

21. Common sense and good safety practices should be used when operating a forklift.

