








I. PURPOSE
The purpose of this FSSP is to document Facilities Services safety measures when operating the Yale narrow aisle lift in the Facilities Warehouse, 507 E 14th Street.

II. GENERAL
OSHA requires an employer to assure that a driver is competent to drive a forklift safety.  The Office of Environmental Health & Safety (EH&S) conducted operator training for Facilities Services employees to operate the narrow aisle lift in the first quarter of 2001.  The OSHA forklift standard also stipulates that operation does not endanger the employee or others.  Due to the number of trained and licensed operators and the projected infrequency of use, the EH&S recommended Facilities Services establish a policy to insure the safety of forklift operators.

With EH&S support, Facilities Services established the following safety measures for operators of the narrow aisle lift.  
III. PROCEDURES
Training

All Facilities Services employees designated to operate the forklift shall receive necessary training to maintain current forklift license with an endorsement for a narrow aisle forklift. The Assistant Director for Utilities Services shall coordinate operator training with EH&S as required to maintain licenses for all Facilities Services employees designated to operate the forklift.  License renewal is required every 3 years or more frequently as determined by the Assistant Directors for Utilities Services and Building Services.  

EH&S has agreed to train new employees as needed to keep the training cycle consistent with other employees.  Assistant Director for Utilities Services shall contact EH&S when new Facilities Services employees designated to operate the forklift are hired or identified to schedule training.    

Facilities Services may request EH&S conduct additional training sessions for new Facilities Services employees or existing Facilities Services employees requiring additional training.  

Operator List

The Assistant Directors of Utilities Services and Building Services shall maintain an Operator List for their areas indicating Equipment, Effective Date, the Employees’ names, Shop, Date of Training, License Number, Term of License, Approved Operator Status (solo, buddy, no longer employed, na-expired license).

The Assistant Directors shall update the Operator List following each training session.  The Assistant Directors shall forward a copy of the Operator List to the employees’ supervisors, Executive Director’s administrative assistant, EH&S, and the Director of Resource Management-Facilities Administration. 

The Assistant Directors shall update the Operator List as necessary and forward copies to the employees’ supervisors, Executive Director’s administrative assistant, EH&S, and the Director of Resource Management-Facilities Administration.      

Operator Status

All Facilities Services employees designated to operate the forklift that successfully complete necessary training and maintain a current forklift license with an endorsement for a narrow aisle forklift are approved for buddy operation.  The Assistant Directors shall indicate buddy as the Approved Operator Status on the Operator List.  

The Assistant Directors of Utilities Services and Building Services shall approve forklift operators approved for solo operation based on the Guidelines noting the employee’s comfort with the operation of the forklift, the employee’s level of experience using the forklift, and the employee’s operating record.  The Assistant Directors shall indicate solo as the Approved Operator Status on the Operator List.    

The Assistant Directors should not be compelled to approve employees for solo operation before an employee has demonstrated proficiency in operating and maneuvering the lift.  The Assistant Directors should respect an employee’s desire to continue operating the lift with assistance.   

Guidelines for Approving SOLO Operator Status

To be approved for solo operator status, the Facilities Services employee shall 

· have a current ECU forklift license with an endorsement for a narrow aisle forklift,

· be comfortable with driving the lift in a variety of circumstances (i.e. tight maneuvering, dock use, high lifts, etc.),

· request to be considered for solo operator status and have the endorsement of his/her direct supervisor,  

· have a minimum of 10 hours of operation time (approximately 20 lifts at 30 minutes each) on the lift prior to seeking solo status, and
· have no lift related accidents or near misses within the past 12 months to receive solo status.  
To maintain solo operator status, the Facilities Services employee shall 

· maintain a current ECU forklift license with an endorsement for a narrow aisle forklift, 

· be comfortable with driving the lift in a variety of circumstances (i.e. tight maneuvering, dock use, high lifts, etc.), 

· operate the lift at least three times per month to maintain familiarity with the controls to obtain and maintain solo status, and

· have no lift related accidents or near misses within the past 12 months to  maintain solo status.

Solo status may be revoked at any time if any of these conditions are not met.

Approved Operator Status - SOLO

A Facilities Services employee approved for solo operation by the Assistant Director may operate the narrow aisle lift alone while practicing the appropriate operating techniques learned in training.   

A Facilities Services employee operating solo shall notify his/her supervisor prior to operating the narrow aisle lift and estimate the amount of time to complete the necessary task.  The solo operator shall notify his/her supervisor upon completion of the task.  If the solo operator does not respond that the task is completed in a reasonable amount of time, the employee’s supervisor shall investigate immediately.  

The Assistant Directors reserve the right to change the operator status from solo to buddy for any employee based upon driving frequency, operating record, temporary circumstances, etc.  

Upon license renewal, a Facilities Services employee approved for solo status may not require additional training to pass the driving exam.  Upon completion of license renewal, EH&S may recommend a Facilities Services employee return to buddy status.  The Assistant Directors shall accept the recommendation from EH&S and change the operator status of the Facilities Services employee to buddy.  The Facilities Services employee may seek approval to return to solo status by following the Guidelines above.  The employee will need another minimum of 10 hours of operation time (approximately 20 lifts at 30 minutes each) on the lift following the return to buddy status before seeking approval of solo status.        

Approved Operator Status - BUDDY

A Facilities Services employee with a current ECU forklift license with an endorsement for a narrow aisle forklift is approved for buddy operation.  A Facilities Services employee approved for buddy operation is required to have another Facilities Services employee to act as spotter and emergency back-up when the employee operates the narrow aisle lift. 

BUDDY Operation

Facilities Services employees that are licensed operators shall be available to act as a spotter and emergency back-up for another Facilities Services employee operating the lift.    

Before an employee approved for buddy operation of the lift operates the lift, the employee shall contact another operator to act as spotter and emergency back-up.  The employee approved for buddy operation of the lift shall not operate the lift until another operator arrives at the Facilities Warehouse.  

If possible, employees should coordinate a convenient time to meet at the Facilities Warehouse.  If not possible, the employee contacted should make reasonable effort to respond to the co-worker’s request, meet at the Facilities Warehouse, and act as a spotter and emergency back-up.   

Frequency of Usage   

The Assistant Director of Utilities Services shall establish a log sheet at the Facilities Warehouse to record each employee’s use of the lift and the buddy, if applicable.  The Assistant Directors shall use the log sheets to evaluate the employee’s level of experience with regard to Operator Status. 

Incidents while Operating Lift

Facilities Services employees are responsible for reporting problems operating the lift, observed problems operating the lift, and damage caused by the lift to the appropriate Assistant Director.  The Assistant Directors are responsible for investigating and documenting these reports to evaluate employee’s experience with regard to Operator Status. 
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