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	This safe work procedure must be reviewed annually or any time the task, equipment or materials change.

	DO NOT perform this procedure until you have been appropriately trained and authorized to do so by your supervisor

	Required Training: Pallet jack, forklift, loading dock, key card entry, lifting technique

	Required Personal Protective Equipment and Devices: 
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	Long or loose hair must be tied back or contained
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	No loose fitting clothing
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	CSA Approved Safety Footwear Required
	

	

	Potential Hazards:  Pallet jack, forklift, confinement (locked in vault), MSI, repetitive strain injury, struck by transport truck, loading dock (hydraulic or manual)




	Pre-Operational Safety Checks: Inspect pallet jack/forklift, key card(s) and pads, loading dock




	Safe Work Procedure

	Before you Start
1. Inspect required personal protective equipment and replace if required.
2. Put on all required personal protective equipment.
3. Ensure proper air ventilation, air flow/HVAC systems are operating properly while working in the storage facility and loading bay.

While you’re Working
Warehousing
1. Prior to loading vault with product ensure worker has been trained to use pallet jack/forklift.
2. Ensure pallet jack/forklift has been inspected prior to use. 
3. Prior to entering vault, ensure workers key card is up to date and in good repair. 
4. Prior to entering vault, ensure another worker knows that you will be loading the vault with product in case key card fails to work while you are in the vault. 
5. Ensure other workers are clear of the path you will be using to load the vault. 
6. If moving product to the vault manually: 
a. Utilize job rotation. 
b. Warm up and stretch prior moving product into the vault. 
c. Utilize proper lifting technique. 
d. Utilize additional workers, if possible, to decrease the amount of time any individual worker will have to spend lifting/loading the vault.
Shipping
1. Prior to loading trailer with product ensure worker has been trained to use pallet jack/forklift.
2. Ensure pallet jack/forklift has been inspected prior to use. 
3. Prior to entering vault, ensure workers key card is up to date and in good repair. 
4. Prior to entering vault, ensure another worker knows that you will be loading the vault with product in case key card fails to work while you are in the vault. 
5. Ensure all workers and equipment are clear while transport truck is backing into loading bay. 
6. Ensure transport truck has come to a complete stop, parking brake/wheel chocks are set/in place, front end trailer support (if required) is in place and transport truck driver has confirmed all of these prior to loading trailer.
a. If transport truck backs into a sally port, ensure adequate airflow and ensure no workers are in the sally port while the truck is running.
7. Ensure loading docks (hydraulic or manual) or inspected prior to use. Notify supervisor immediately if you notice anything is wrong with loading dock and do not use. 
8. Ensure workers are trained on loading dock use prior to operating. 
9. If using manual loading dock, use forklift to lift into place and inspect for proper positioning prior to use.
10. Utilize job rotation if many trucks will be loaded in a single day. 
11. Warm up and stretch prior to loading truck. 
12. Utilize proper lifting technique.

After you Finish
1. Ensure pallet jack/forklift is stored appropriately.
2. Ensure loading dock has been lowered/put away.

If an emergency situation occurs while conducting this task, or there is an equipment malfunction, shut the equipment off immediately and follow the lock out procedure.

REPORT ANY HAZARDOUS SITUATION TO YOUR SUPERVISOR/MANAGER OR EMPLOYER IMMEDIATELY


Disclaimer: This resource is intended for guidance and employers are advised to customize this document or design their own to meet their business needs and legal obligations. Once customized from its original content this disclaimer may be removed to function as part of your Safety Program. This resource does not relieve persons using it from their responsibilities under applicable legislation. If you need assistance contact us at www.AgSafeBC.ca 
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