Section 5A: Safety Management Systems

Policy #5: Powered Industrial Truck (PIT) Safety
Effective Date: August 1, 2015

Purpose

The objective of this program is to set forth policies and procedures concerning the safety and
acceptable operation of a Powered Industrial Trucks (PIT) as outlined by the Occupational Safety
and Health Administration (OSHA) and the State of North Carolina Department of Labor
(NCDOL). The program is designed to enhance the safety and well-being of the Town of
Mooresville’s employees by empowering them with the knowledge, skills, and ability to safely
operate a PIT.

Scope

This policy shall apply to all Town employees who operate Powered Industrial Trucks, more
commonly referred to as a “forklifts”. OSHA regulations require that only trained and
authorized persons shall be permitted to operate a forklift. This includes all employees who may
use a forklift, even if it is only a casual or occasion part of their job duties.

Assignment of Responsibility

The Town’s Risk Management Department will be responsible for the administration and
documentation of all training for the Powered Industrial Truck program, as well as conducting
scheduled audits and random inspections of the program to ensure compliance.

Each Town department is responsible for maintaining this program, providing safe and adequate
equipment, maintenance and upkeep through approved vendors, retention of all service
records, and selecting capable and safety oriented PIT operators. The department will assist the
Risk and Safety Department as needed during scheduled audits or random inspections and
perform corrective actions in a timely manner.

Department managers and supervisors, Risk Management, and operators will be responsible for
adhering to the policies and standards set by the Town, NCDOL and OSHA. All Town employees
and operators are empowered to stop a operation that is not safe, or refuse to perform an
operation that cannot be performed in a safe manner.

Legislation/References/Incorporations

- 29 CFR §1910.178 “Powered Industrial Trucks”

- ANSI/ITSDF B56.1-2012 “Safety Standard for Low Lift and High Lift Trucks”

- North Carolina State Building Code: Fire Prevention Code- 2012, Sections 3501-3506

Policy and Procedures



The following items are to be followed to ensure compliance with the OSHA Powered Industrial
Truck standard and the safety of our employees:

General Forklift Safety

1. Only operators designated by the Town and trained in the safe operation of forklifts shall be
permitted to operate PITs. The training requirements are further outlined in Section D
below.

2. Forklifts shall not exceed a speed 3 mph indoors (apx. adult walking pace) and 5 mph
outdoors (apx. adult jogging pace). Operators must adjust speed based on the current
operating conditions, such as weather, pedestrian traffic, vehicular traffic, turns, ramps, etc.
Forklift operators must maintain a safe distance from other vehicles, and all established
traffic regulations should be observed. Exercise extreme care when cornering. (Remember:
an empty truck is less stable than a loaded truck!) Operators must come to a complete STOP
and sound the horn at blind corners, intersections, and before entering/exiting building
doors or access points.

3. All counterbalanced, sit-down trucks with a non-elevating operator position must have
adequate restraint systems made from high visibility material. The primary purpose of the
restraint system is assisting the operator in reducing the high risk of personal entrapment in
the event of a tip-over. All operators must be properly seat belted when operating a PIT.
Whenever possible, Town equipment should include interlocking restraint devices that
prevent operation until the restraint device is properly secured.

4. Operators may not place any part of their body outside the running lines of the forklift,
between the mast, or other parts of the truck where pinching or crushing hazards exist. No
employee shall be allowed to stand, pass, or walk under the elevated portion of any forklift
loaded or empty. Operators are prohibited from allowing riders on the forks or any other
part of the forklift for any reason.

5. Forklifts shall not be operated on floors, sidewalks, platforms, or inside trailers that will not
safely support the vehicle, empty or loaded. As conditions and circumstances are constantly
changing, the operator must use good judgment and discretion in making this
determination. Operators should also avoid driving over debris or through pot holes or
bumps. This can cause equipment damage, shifting or dropping a load, and instability of the
forklift.

6. Any damage to the forklift and/or structures shall be reported immediately to the
supervisor. The supervisor must notify Risk Management and complete a detailed
investigation report within 24 hours. Whenever possible, the supervisor’s investigation of




the incident should include a written report, photographs, witness information, and causal
factors.

When leaving a forklift unattended the power shall be shut off, brakes set, the controls
neutralized, and the forks left in the down position. A PIT is “unattended” when the
operator is 25 feet or more away from a forklift still within view or anytime the operator
leaves the forklift and it is not in view.

Entrapment, or the placement of any person between the PIT and another hard or
immovable object, is prohibited. A common example of this is forklifts placing loads in areas
with employees working between the carried load and shelving, desks, or walls. This places
the person is serious danger of being crushed between the forklift's load and the objects
behind them. Another example of entrapment that is often overlooked is allowing drivers
to work or direct forklifts inside a trailer being loaded. The trailer itself is an immovable
object and drivers are often seriously hurt by pallets or forklifts in these tight spaces. Town
operators must ensure all employees and drivers are out of trailers before conducting
forklift operations in a trailer.

All tractor/trailers being loaded or unloaded at Town docks shall be properly secured. This
includes the trailer being adequately parked at the dock, squared against the dock, and
brakes set. Adequately rated dock levelers shall be in place and seated properly on the
trailer. The tractor must be turned off, keys removed, and the driver out of the cab. In the
absence of hydraulic dock lock systems, the trailer must have a set of chocks in place to
secure the trailer. The operator must observe the trailer to determine if it appears suitable
to handle the forklift and load.

B. Forklift Operations:

1.

Picking up a Load- Square up on the center of the load and approach it straight on with forks
in traveling position. Stop when the tips of your forks are about a foot away from the load.
Level the forks and slowly drive forward until the load is resting against the backrest. Lift the
load high enough to clear whatever is under it. Look over both shoulders to make sure you
are clear and back out, carefully tilt the mast back to stabilize the load.

Once the load has been picked up, always travel with a load tilted slightly back for added
stability. A spotter should be used for loads that obstruct your view. Travel with the load at
the proper height. A maximum 6” load height (adjustable at operator discretion during ramp
travel), horns should be use at intersections and coming in and out of buildings. Never
make a turn at normal speed. Always slow down to maintain balance. When turning into an
aisle, stay wide. This will help your load to clear the sides and give you the chance to square
up with your destination.




When you’re stacking or unstacking a load, remember the higher your load is positioned the
less stable your forklift becomes. Lifting a load from a stack is similar to lifting a load from
the floor. Approach the load slowly and squarely with the forks in the traveling position.
Stop about a foot from the load and raise the mast so the forks are at the correct height.
Level the forks and drive forward until the load is flush against the backrest. Lift it high
enough to clear the bottom load, look over both shoulders, and slowly back straight out.
Once the top of the stack has been cleared, stop and lower the mast to the traveling
position. Tilt the forks back and proceed.

To stack one load on top of another, approach the load slowly and squarely. Stop about a
foot away from the loading area and lift the mast enough to clear the top of the stack.
Slowly move forward until the load is square over the top. Level the forks and lower the
mast until the forks no longer support the load. Look over both shoulders and slowly back
straight out. Never lift a load while moving. Always wait until the loading area has been
reached and the vehicle is completely stopped before raising the mast. Be sure the load you
are stacking can be adequately supported by the load under it and that the stacked load is
stable.

Ramp travel is dangerous and additional safety procedures must be followed to reduce the
potential for injury. Speeds must be reduced when traveling on ramps to 2 mph,
approximately a slow adult walking pace. The operator should use ramps for traveling
purposes only and avoid conducting side slope operations. Additionally, operators should
never turn or begin turning on the ramp itself and should wait until all tires of the PIT are on
a stable, level surface before beginning a turn. To increase stability of the PIT on ramps, the
“Heavy End Up” concept should be utilized at all times (Note: A load, regardless of weight, is
always considered the heavy end). When loaded, the operator should travel directly up the
ramp and in reverse if going down the ramp. This keeps the load, or the heavy end, facing
up the ramp. When unloaded, the operator should travel directly down the ramp and in
reverse if coming up the ramp. This keeps the heavy end of the forklift facing up the ramp.
(See attached photographs for reference to proper “Heavy End Up” ramp travel)




.

Inspections and Maintenance

1.

All operators must check the forklift they are operating at the start of each shift. If the
forklift is found to be unsafe, it must be reported to the supervisor immediately. No forklift
will be operated in an unsafe condition.

The forklift operator must utilize the “Forklift Pre-Operation Checklist” form (Attachment A).
These forms must be turned into the supervisor at the end of the workweek. The physical
operating condition of a forklift can change each day. An inspection identifies potential
hazards you may encounter from a damaged forklift and using the pre-operation checkiist is
a means to help ensure operators don’t forget key inspection points.

A forklift powered by Liquid Petroleum Gas (LPG) must be inspected for cracks in the tank,
broken-weld points and other damage. Make sure all valves, nozzles and hoses are secure
and do not leak. Smoking, open flames and hot work are never allowed around propane
tanks. Operators and other employees are prohibited from smoking on or near LPG forklifts.
A fire extinguisher (5 Ib. ABC) should be attached to each forklift and easily accessible by the
operator.

Propane Tank Exchange: Forklifts powered with LPG will require periodic propane cylinder
exchanges. Safety handling, storage, and exchange will require:

a. Propane Cylinder Storage:

LPG is both highly flammable and an asphyxiant. It must be always stored outdoors
in a designated area, and whenever possible in a shaded or covered area. The
designated storage area must be at least 10’ from building doors or openings and
50’ from any known ignition source or smoking area. The designated storage area
must also be clearly marked with signs that advise “Danger: No smoking or open
flames within 50’ feet”. All cylinders must be stored in the upright position away




from other combustible materials, oxygen cylinders, or other oxidizers. All cylinder
valves must remain closed when not in use.

b. Propane Cylinder Handling:

LPG is also a cryogenic and can cause frostbite and severe burns during direct
contact with skin. Special safety gloves are required during exchange. Generally,
these include gloves that are liquid-resistant, textured, padded and have a PVC
coating. Additionally, operators must wear safety glasses due to cylinder
pressurization and possible discharge and safety shoes for adequate foot protection.

c. Safe Handling Procedures:

Park the forklift in a designated area outdoors. Turn the forklift engine off and set
the parking brake. Close the cylinder’s service valve by turning it clockwise.
Disconnect the female quick-connect fitting from the male quick-connect fitting by
turning it counterclockwise. Disconnect the toggle clamp that secures the propane
cylinder to the forklift. Remove the cylinder from forklift, using proper lifting
techniques.

Before mounting the new full cylinder, inspect cylinder for proper specification for
forklift use. Inspect cylinder for leaks, corrosion, denting, bulging, fire damage, or
evidence of rough usage to the extent the cylinder is likely to be weakened
appreciably. Inspect the valves, valve protection (guard) and foot ring. If the
cylinder fails any part of this inspection, DO NOT USE IT and contact the propane
supplier about the defective cylinder.

Once the new cylinder has passed the visual inspection, lift the filled cylinder using
proper lifting techniques and place it on the forklift with the locating pin properly
inserted through the locating pin hole in the cylinder’s neck ring. Reconnect the
toggle clamp and be sure the clamp properly secures the cylinder. Make sure the
propane hose is not cut or chafed and the gasket and O-ring are properly installed in
the male quick-connect fitting. Connect and tighten the male and female quick-
connect fittings. Slowly open the cylinder service valve by turning counterclockwise.
Listen for a hiss and smell for propane odorant. Make sure the propane hose or
cylinder does not extend beyond the forklift’s sides or rear. Make sure the propane
cylinder is properly secured against movement. Start engine and resume operation.

All repairs and preventive maintenance must be done by a qualified service technician.
Preventative maintenance must be done in accordance with manufacturer
recommendations. No unauthorized modifications to the forklift are prohibited (drilling,
adding weight, unauthorized maintenance, etc). All PM and repair records must be retained
by the department for a minimum of 5 years.

Data plates and manufacturer operator manuals for the forklift must be kept legible and
easily accessible to operators at all times. Additional attachments may require the addition
or modification of a data plate, additional operator instruction, and the possible addition of
a department Standard Operating Procedure (SOP) for that particular task. Risk




Management should be given advance notice of additional attachments, forklift accessories,
and material handling processes in order to help ensure compliance and best safety
practices.

D. Training and Certification

1. Only a “designated” person who has the knowledge, training, and experience to train
operators and judge their competency will conduct PIT training and evaluations. All
designated trainers must have at least 3 years of PIT operator experience and a PIT “Train
the Trainer” certification or equivalent.

2. The Powered Industrial Truck training platform will consist of three general segments:

a. Formal Training: This training will be the classroom portion. It can consist of a
combination of classroom instruction such as a lectures, discussions,
videotapes/DVDs, and/or conferences. The training must include all topic noted in
1910.178(1)(3). At the end of formal training, all operators will be given a
comprehensive examination approved by Risk Management.

b. Practical Training Session: Specific to new operators with less than 6 months of
verifiable forklift operator experience. Practical sessions should be conducted away
from the normal workplace in a safe, designated environment with a certified
operator. The certified operator will offer instruction to the training operator.
Operators with more than 6 months of verifiable forklift operating experience
within the last 5 years can be exempted from practical sessions.

c. Operator Evaluations: The final certification of all operators, regardless of
experience, requires an evaluation from a trainer using the Town’s “PIT Performance
Evaluation” Form (Attachment B). This evaluation should be conducted with
operators who are comfortable using the assigned forklift and in the normal work
area.

3. Refresher Training: Refresher training is required for all operators every 3 years. This will
include both Formal Training and Operator Evaluations as noted above.

4. Remedial Training: Remedial training may be required when there is reason to believe that
there has been unsafe operation(s), when an accident or near-miss occurs, or when an
evaluation indicated that the operator is not capable of performing the assigned duties.
This training can consist of formal training (internal or external), practical sessions,
evaluations, or any combination deemed necessary. Both department managers and Risk
Management can require remedial training or revoke PIT operator certification if deemed
necessary. Those assigned to remedial training may not operate a forklift until they have
been recertified and approved.




VL.

VII.

E.

Contractors/Vendors

The safe operation of Powered Industrial Trucks outlined in this policy also apply to all
contractors and vendors working for the Town under contract, working on behalf of the Town,
or using a PIT on Town property. Contractors must always provide their own forklifts and are
not permitted to use or borrow Town equipment for any reason.

Contractors must be able to confirm their operators have passed similar forklift safety training
and certifications as required by OSHA/NCDOL and must also adhere to the safety standards set
forth in this policy. Issues with contractors should be reported to department supervision or to

Risk Management for resolution. Verification of the operator’s training and certification should
be confirmed in advance by the supervisor/manager initiating the contracted work.

Program Compliance

Any direct or intentional violation or non-compliance with this program may result in the
discipline, up to and including terminations of the person or persons involved in accordance
with the Town of Mooresville’s personnel policy.

Attachments

A. PIT Pre-Operations Checklist
B. PIT Performance Evaluation

Authorization
Approved by:

(/ Gttt oo fis

Town Manager U Date




ATTACHMENT A

Forklift Pre-Operation Checklist

UNrIT:

MobEL: Ser1AL No:
HOUR METER READING (AT START OF WEEK):
SPECIAL ATTACHMENTS AUTHORIZED:

WEEK OF I/ /

Inspection with keys OFF Sun Mon Tue Wed Thu Fri Sat

Check forklift for damage (esp. wheels, wheel bolts and load lifting)

Check forks for damage and wear. Ensure forks are seated in the
fork stops and locked into place before use.

Visually inspect hydraulic system for damage or leaking.

Check the load bearing chains are equally tensioned, that pins are
spaced evenly, and there is no visible signs of damage to the links.

Data plate and warning labels are clear and legible.

Fire extinguisher is available and charged.
Propane tank must be inspected for cracks, broken-weld points and

other damage. Make sure all valves, nozzles and hoses are secure
and do not leak.

Inspection with keys ON Sun Mon Tue Wed Thu Fri  Sat

heck that the seat belt is working properly (bekt should lock if pulled
suddenly).

Confirm that all controks, levers and switch functions are working
property.

Check that the lift/lower mechanisms are operating properly and
smoothly.

Confirm that the parking brake mechanism is working properly.

Gheck that the hom and reverse hom are functioning correctly and
loudly.




Attachment B

Performance Evaluation—Powered Industrial Truck Operators

See page 2 for instructions on completing the form.

Employee: Location: Date:
Employee Operating Experience/Training:
Model/Type Equipment:
Evaluator Name: Position/Title:
Yes No N/A | Coaching/Comments
1. | Conducts pre/post-use inspections properly. O O |
2. | Knows and observes truck load capacities. O ) ]
3. | Knows how truck load center and center of O [ [
gravity affect stability.
4. | Knows truck operating restrictions for hazardous | [ U U
environments.
5. | Knows truck safety devices; uses seat belts. U O |
6. | Knows and operates truck controls smoothly. O O O
7. | Obeys signs; knows and observes truck safety O O ]
rules.
8. | Keeps clear view in direction of travel. fi] O J
9. | Travels in reverse when carrying loads O O O
obstructing view.
10. | Uses horn for signaling at intersections, O O |
doorways, and pedestrian areas.
11. | Drives defensively, slowing at intersections and il O ]
pedestrian ways.
12. | Turns corners properly; maintains clearance for L] | ]
rear-end swing. )
13. | Observes for and maintains appropriate O O ]
clearance from dock edges.
14. | Maneuvers properly in narrow, restricted places. O O J
15. | Approaches, lifts, and transports loads smoothly | [] O U]
and properly on forks.
16. | Secures and transports loads in proper containers | [ O U]
or pallets.
17. | Lifts loads smoothly: checks clearances and load | [ ] [ O
distribution on forks.
18. | Stacks loads neatly, evenly; maintains O O (]
clearances.
19. | Checks dock plates and ramps are in place O ] L]
before use.
20. | Checks that trailers being loaded are chocked: | O ]
nose jacks used when necessary.
21. | Checks condition of trailer floor. | | L]
22. | Checks mast overhead clearances for piping, O O O
electrical, etc.
23. | Transports loads properly on ramps and ] L] ]
inclines/declines.




24. | Knows and uses proper procedures when using
tow, lifi chains, and slings.

25. | When parked: forks down, controls in neutral,
brake set, and power off.

26. | Knows and observes procedures for refucling,
recharging batteries, etc.

27. | Mounts and dismounts from truck properly.

28. | Uses all required PPE.

29. | Properly loads and unloads truck-mounted
forklift (PiggyBack®) from truck (if applicable).

30. | Other (list)

31. | Other (list)

O0gddodggdad
Ogddodagdao
O0gddodddad

32. | Other (list)

Additional Observations/Comments/Notes:
NOTE: This box will expand as you type your comments.

Instructions for Completing the Performance Evaluation:
1. The trainer should review the activities listed on the evaluation form.

2. Create a list of maneuvers the operator is to perform during the observation. The maneuvers must be based on the specific equipment the trainee will use, and the
maneuvers must be specific to the tasks the operator will perform at the facility.

3. Complete all the information at the top of the evaluation form. Since this evaluation is Juip pecific, an observation must be completed for each type of
equipment the person being evaluated will operate. For the “Employee Operating Experience/Training” item, list any formal training and operating experience the
operator has had.

4. Keeping in mind the activity list on the evaluation form, have the operator perform the list of maneuvers created in item 2

5. Check the “Yes” column for each item the op ! isfactorily.

»

6. Check the “No” column for any items the operator did not complete satisfactorily. For each item checked “No,” make an entry in the “Coached/Comments™
column indicating that the item was reviewed. (For example, if item #16 was unsatisfactory, the comment might be: “Reviewed securing load.”)

7. Check the “N/A™ column for any items that are not applicable to the maneuvers or site.
8. Ensure that the operator satisfactorily re-performed any items that were checked “No."
9.  File the completed Performance Evaluation in the location or employee training file

10.  As applicable, update the location “Forklift Operator” list.




Attachment B




