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	Purpose:
	To ensure the safe operation and use of the (Add Model/Make) Pallet jack at IGA xx

	Responsibilities:
	Authority to operate  

	Personal Protective Equipment 
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Safety Glasses
 FORMCHECKBOX 
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Gloves
 FORMCHECKBOX 
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(
Safety Footwear
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 FORMCHECKBOX 

Ear plugs/Muffs
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Face shields
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High Visibility Vest/Clothing
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 FORMCHECKBOX 

Safety Hat
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 FORMCHECKBOX 

Safety Harness
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 Protective Clothing
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 FORMCHECKBOX 

Safety Mask
	(
OTHER 

Cold environment protection as required
	 FORMCHECKBOX 

NO PPE REQUIRED

	Pre-Start Checks
	
	Potential Hazards

	· Completed IGA Competency process *
· Dressed appropriately for work with correct PPE and no loose clothing
· Australian standard safety boots

· Fit for work

· First aid kit on hand

· Pallet Jack prestart completed

· Attachment points in good condition
· Battery Charged

· Work area ready, no spills and access clear to and from charging area.
* Mandatory requirements. DO NOT operate the pallet jack without these controls in place.

	Add picture of pallet jack

	· Manual handling/repetitive strains

· Unstable/overloaded loads
· Incorrect staking
· Objects fall off tynes

· Tip over due to sharp turning
· Tip forward due to travel with mast high 
· Failure of plant resulting in loss of content, loss of load

· Damaged pallets/bins
· Poor visibility/ obstruction/ blind spots
· Travelling turning on gradients

· Pallet Jack impact on structure
· Rain/spills/ causing slippery conditions
· Poor work methods/practices
· Battery explosion/Chemical burn

· Other vehicle traffic

· Untrained in safe work procedures
· Pedestrians/bystanders 

· No license

	Procedure

	Steps
	Instructions

	

	1

Plan the work
	· Ensure the pre-start checks listed above have been completed.
· Ensure the work area is in a suitable condition for the proposed tasks (see hazard list)

· Familiarise yourself with the controls before using the pallet jack and ensure they are undamaged and

responsive.

	2

Operational condition checks
	· Ensure the pallet jack pre-start inspection is completed and signed off by the Store Manager.
· Undertake your own checks before operation:
· Ensuring the pallet jack is on flat ground

· Inspecting the pallet jack’s body for damage and hydraulic for breakages and leaks
· Observe the wheels to ensure they are not damaged and no cracks present
· Checking safety devices.

· Verifying that you have 360-degree visibility before operation

· Removing loose items from the pallet jack
· Finally check steering, and brakes before operation.
· Record and report any faults to your Store Manager.

· Tag out for prohibited use if any safety features are non-functional.

 

	3

Transporting Loads 
	· View the area and surrounding before moving off, ensure it is safe to commence work.
· While moving around the work area pay attention to team members on foot and ensure you know their positions.  Cease operation if persons on foot approaches the machine
· Ensure you follow the guidelines of signage for each work area.

· If you are carrying a large load that obstructs your view ask a coworker to guide you
· Maintain speed limits depending on the environment and reduce speed when in doubt. Especially travelling through doors 
· Keep the load level at all time and as low as possible to traverse ground.
· Make sure the load is evenly distributed. 
· Never exceed the advised capacity. 
· Move the load slowly to ensure safety in case your surroundings change. 
· Utilise two people for heavy loads - one person should push, while the other pulls. You should always push the load (never pull the load) 
· When going down on an incline go in reverse. 
· Make sure the pallet jack is lowered fully before moving the jack out. 
· Keep yours and others feet clear when lowering pallet or when reversing the pallet jack. 
· Be wary of pinch points to avoid injuries to your hands \
· ALWAYS travel in a rearwards direction, whether loaded or empty. 
· Lower forks and position under load, and lift forks to raise load from ground. 
· Move slowly; travelling at a steady speed to suit load size and other personnel working in your area. 
· Sound the horn when approaching walkways, blind corners and keep an eye out for moving personnel. 
· To brake, lower the tiller to horizontal, releasing the selector/speed control or rotating in the opposite direction of travel. 
· To stop, lower the forks and reverse out slowly from the load.
· Release the operating arm, lower the forks fully to the floor and turn off. 
· Remember, when you move the tiller in the vertical (or uppermost) position, the parking brake will be automatically activated. 
· Replace jack into storage area.

	4

Shut down and park
	· Once work is completed, return the Pallet Jack to the designated parking area.
· When parking 

· Use the handbrake

· Lower forks to the ground
· Tilt so tips touch

· If any faults have been identified while working, record and report them.

· Tag out the machine for prohibited use if any faults are found with safety features.

	5
Recharge
	· Return the Pallet Jack to the recharging station.
· Parked position tynes tilted forwards
· Follow the charging SWP to correctly and safely recharge the machine.


	Dos and Don’ts
	· DO NOT operate equipment without wearing appropriate PPE. 
· DO NOT use a jerking action to get a loaded pallet moving. 
· NEVER place your feet under a pallet jack. NEVER exceed the pallet jack rated load capacity. 
· NEVER pull a loaded pallet jack, especially 
· DO NOT use the pallet jack to transport person’s standing/sitting on the pallet, load or an unloaded pallet jack. 
· DO NOT use faulty equipment. Immediately report any suspect equipment & apply a DO NOT USE tag.



	Training
	trainee I acknowledge and understand the SWP and the training I have received.
Trainer: The trainee has been told and shown what a compliant standard looks like when conducting this task safely, the key risks have been emphasised, and the requirements of the process have been clearly communicated.


	Trainee Name:
	Trainee Signature:                              Payroll Number:                                                    Date:



	Trainer Name:
	Trainer Signature:                               Payroll Number:                                                    Date:



	
	

	Competency
	trainee: I have the knowledge and skills to undertake this task confidently and safely.
Trainer: The trainee has demonstrated confidence, understanding and competency in conducting this task safely.

	Trainee Name:


	Trainee Signature:

	Date:

	Competent Person:


	Competent Person Signature:

	Date:
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