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STATEMENT OF PROCEDURE
To identify safe operating procedures for forklifts in order to protect the safety of site personnel.

SCOPE
This procedure defines: training and certification requirements for forklift operators, forklift inspection and maintenance requirements and the types of forklifts approved for use in locations throughout the site.  For simplicity, the terms powered industrial truck, fork truck, tow motor, lift truck, will be referred to as forklifts. 

The contents of this procedure meets all requirements of the Ineos 20 Principles for Behavioral Safety and Process Safety Management as detailed in SOSO I-A-01.06.

Responsibility:
It is the responsibility of each forklift operator, contractor and the Green Lake Facility employee to follow this procedure.

PROCEDURE 


Method:
I.
Training and Certification
A.
Only trained, qualified, and certified operators shall be permitted to operate forklifts.  The operator will be trained and certified on each class of forklift used in his/her area of responsibility.  The training will consist of a combination of formal instruction and practical hands-on training.

B.
Refresher training, evaluation, and certification will be conducted every three years to ensure the operator has the knowledge and skills needed to operate the forklift safely.  Refresher training must include an evaluation of that training’s effectiveness (a demonstration by the employee that he/she can perform in the workplace).  Refresher training will also be provided to the forklift operator when:

1.
The operator has been observed to operate the vehicle in an unsafe manner.

2.
The operator has been involved in an accident or near-miss incident.

3.
The operator has received an evaluation that reveals the operator is not operating the forklift safely.

4.
The operator is assigned to drive a different class of truck.

5.
Conditions in the workplace change in such a manner that could affect safe operation. 

C.
Contractors are required to provide evidence of training upon request.
II.
Inspection and Maintenance
A.
All forklifts shall be inspected at the beginning of each shift before use and shall not be used if any unsafe conditions are found. The forklift operator shall fill out a pre-use inspection at the beginning of each shift.  The completed inspection form shall remain on the equipment and made readily available upon request by the Green Lake Facility site personnel.

B.
When repairs are required which compromise safety, park equipment, and tag equipment to be repaired with a "DO NOT OPERATE" tag.  

C.
If at any time a forklift is found to be in need of repair, defective, or in any way unsafe, the forklift shall be taken out of service until it has been restored to safe operating condition.

D.
All repairs shall be made by authorized personnel only.  

E.
All forklifts will receive preventive maintenance based on usage. The Zachry Mechanic personnel will be responsible for the scheduling for forklifts belonging to the site.  

F.
Forklifts shall not be altered so that the relative positions of the various parts are different from what they were when originally received from the manufacturer.  Forklifts shall not be altered either by the addition of extra parts not provided by the manufacturer or by the elimination of any parts except for conversion from gasoline to liquefied petroleum gas fuel provided the complete conversion results in a truck which embodies the features specified for LP or LPS forklifts.  Such conversion equipment shall be approved.

G.
Forklifts should never be pushed.  If it is necessary to move a stalled forklift, it should be pulled using a tow chain or cable properly secured and aligned to prevent the forklift from being tipped or damaged. 

III.
Areas of Use
A.
Forklifts require a Vehicle Entry/Hot Work Permit issued by the Green Lake Facility Production group before it can be driven into an operating area of the plant.

IV.
Operation
A.
General

1.
If active restraints (seat belts) are on a forklift, they are to be used at all times.

2.
NO RIDERS - Only the driver is allowed on a forklift while it is in operation. 

3.
Forklifts shall not be driven up to anyone standing in the general vicinity of a bench, other fixed object.  This is to ensure that no one will get trapped accidentally by the forklift operator. 

4.
Each forklift shall be equipped with an overhead guard to protect against falling objects.
5.
The operator's arms or legs shall never be placed between the uprights of the mast or outside the running lines of the forklift. 

6.
Forklifts shall not be used to transport personnel from one elevation to another. 

7.
Standing or passing under the elevated portion of any forklift, whether loaded or empty, is prohibited, unless properly blocked or secured for mechanical repairs on the forklift.

8.
Ensure that there is sufficient clearance under overhead installations, lights, pipes, sprinkler systems, doors, etc. 

9.
Turn the engine off while refueling.  Spillage shall be avoided.  Spillage of oil or fuel shall be carefully washed away or completely evaporated, and the fuel cap replaced, before starting the engine.  No forklift shall be operated with a leak in the fuel system.
10.
Forklifts shall not be used to push or pull other vehicles, hopper cars, box cars, tank cars, etc. 

11.
A forklift is left unattended whenever the operator dismounts the forklift.  The forks should be lowered, controls neutralized, POWER TURNED OFF and the brakes set.  Wheels shall be blocked if the truck is parked on an incline. 

12.
Fire aisles, access to stairways, exits and fire equipment shall be kept clear and not blocked by parked forklifts. 

13.
Forklifts should never be put in an elevator.

14.
Forklifts shall be equipped with a back-up alarm. 

15.
Forklifts equipped with lights shall have them on during operation on Site roadways.

16.
When parking forklifts, lower the carriage and tilt forward, stop the engine, and set the hand brakes.

B.
Loading

1.
Only stable or safely arranged loads shall be handled.  Extra CAUTION should be exercised when handling off-center loads which cannot be centered.

2.
Only loads within the rated capacity of the forklift should be handled. 

3.
Place the forks as far under the load as possible and tilt the mast backward to stabilize the load. 

4.
Extreme care must be used when tilting the load forward or backward, particularly when "high tiering".  Tilting forward with forks elevated is prohibited except to pick up a load.  An elevated load shall not be tilted forward except when the load is in a deposit position over a rack or stack.  When stacking or tiering, use only enough backward tilt to stabilize the load.  When dumping a Roura hopper, the load may be tilted enough to enhance dumping.

5.
When attachments such as jibs and barrel lifting devices are used, particular care should be taken in securing, manipulating, positioning, and transporting the load. Trucks equipped with attachments shall be operated as partially loaded trucks when not handling a load. 

6.
Adequate clearance (at least 6 feet or more) shall be maintained between overhead fire sprinklers and the highest point of a tiered stack.

7.
Compressed gas cylinders shall be supported in an approved rack for transport by forklifts.

8.
Off center loads shall be cross-tied to the forks before lifting or traveling.

9.
When transporting drums, a drum strap shall be used.  For three or more drums, the drum strap shall be used to secure the drums to themselves.  If fewer than three drums, the drum strap shall secure the drums to the forks.

C.
Traveling

1.
All site traffic regulations shall be observed, including authorized speed limits.  A safe distance shall be maintained approximately three truck lengths from the truck ahead and the forklift shall be kept under control at all times.

2.
The right of way shall be yielded to ambulances, fire trucks, or other vehicles in emergency situations.

3.
Do not pass other trucks traveling in the same direction at intersections, blind spots, or other dangerous locations 

4.
Avoid bumps, holes or loose objects that may sway or tip the truck.  Cushion-tire forklifts should only be operated on paved surfaces. 

5.
Slow down and sound the horn at cross aisles, blind corners and other areas where vision is obstructed. 

6.
Drive in reverse if the load being carried obstructs the view. Always look in the direction of travel and keep a clear view of the path of travel. 

7.
Stunt driving and/or horseplay is forbidden.
8.
The forklift shall be operated at a speed that will permit it to be brought to a stop in a safe manner.  Speed should be reduced on wet or slippery surfaces and while making turns. 

9.
Travel with loads as low as possible while maintaining proper ground clearance. 

10.
Grades shall be ascended or descended slowly.  When ascending or descending grades in excess of 10%, loaded forklifts shall be driven with the load upgrade.

11.
Railroad tracks shall be crossed diagonally wherever possible. Parking closer than 8 feet from the center of railroad tracks is prohibited. 

12.
While negotiating turns, speed shall be reduced to a safe level.  Turn the hand steering wheel in a smooth, sweeping motion.  Except when maneuvering at a very low speed, the hand steering wheel shall be turned at a moderate, even rate.  Spinner knobs must not be attached to steering hand wheels of trucks not originally equipped with such.

13.   If view is obstructed, the driver shall not move the truck until he has a spotter.  There shall be only one spotter per driver and only one driver per spotter.


D.
Ramps and Platforms

1.
Drive in reverse while carrying a load down a ramp. 

2.
Dock board or bridge plate devices shall be properly secured before driving over.  Their rated load capacity should not be exceeded.  

3.
Railroad cars and semi-truck trailers shall be properly secured and provided with adequate approach ramps. 

4.
Wheel chocks should be placed under the rear wheels of trucks and wheel stops or other positive protection shall be provided for rail cars to prevent them from rolling during loading or unloading. 

5.
Maintain a safe distance from the edge of ramps or platforms while on any elevated dock, platform or freight car. 

6.
Forklifts shall not be used to open or close freight doors.

E.  Changing LP Gas Cylinders




NOTE:  The cylinder changing operation presents a good opportunity for the driver to observe the condition of the cylinder, fittings and fuel lines.  The operator should report any abnormal wear to the supervisor.

1. Close the valve on the cylinder while the engine is running and allow the engine to run until fuel in the line is consumed and the engine stalls.  If the procedure is not used, the remaining LP gas in the line could cause 2nd degree frost burns.

2. Disconnect the feed line from the cylinder valve.

3. Remove the empty cylinder from the cradle holding device.

4. Carefully install the full cylinder on the truck, making sure the cylinder is properly positioned so that the safety relief valve, liquid level gauge, and liquid service valve will operate properly.

5. Fasten the cylinder, hold down clamp to lock the cylinder in position.

6. Re-connect the fuel line to the cylinder and open the valve slowly.  If opened too fast, a vapor lock may form and you will be unable to start the engine.

7. Check the installation for leaks.  If any leaks are found, close the valve and notify your supervisor.

8. Start the engine.




When parking a LP gas truck at the end of the shift:  Shut off the cylinder fuel valve and allow the engine to use up the fuel in the line permitting the engine to stall.  Then turn off the ignition switch.
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