This sample procedure should be customized to fit the needs of your company.  Refer to your internal program and determine what you need for your requirements.  Once you have done that, simply add or delete from this procedure to integrate it into your internal processes.
This procedure is not meant to be used as-is.

Pre-use inspections

	Date of Issue: choose issue date 
	Review Date: choose date for review

	Written by: person(s) who wrote document
	Date: insert date written

	Reviewed by: person(s) who reviewed
	Date: insert date written

	Approved by: person responsible for process
	Date: insert date written



	PURPOSE

	Pre-use inspections are required before use of any equipment or work process that has a potential to result in an injury. The Pre-use inspection must be recorded in a daily log that is kept/or near to the equipment and has to be available for review. Individual departments are responsible for identifying and completing the pre-use checklist.
All equipment requiring a pre-use inspection at [Employer/Organization Name] will be tracked on the Pre-Use Inspection Schedule. This schedule will identify who should conduct the inspection, and the frequency. For each piece of equipment, a Pre-Use Inspection Checklist will be developed along with standards and measures to ensure deficiencies are corrected in a timely manner. 


	SCOPE

	This standard applies to all employees, supervisors and owner.

	RELATED DOCUMENTATION

	Internal:
· Pre-Use Inspection Checklist Template
· Pre-Use Inspection Schedule Template





	




	ROLES & RESPONSIBILITIES

	Senior Management is responsible for:
· The Management will be responsible to make sure a list of equipment requiring pre-use inspection and checklist is in order to ensure the health and safety of those employees required to the use of the equipment

Manager/Supervisor is responsible for:
· Ensure Pre-Use Inspection are to be performed for all mobile equipment, and production equipment which could pose a danger to employees
· Ensure employees must be trained on each piece of equipment they are required to operate and train
· Review of records to ensure corrective actions have been taken for identified hazards are 
Employees are responsible for: 
· Completing the Pre-Use Inspection checklist as per the guidelines and report any deficiency in a timely manner to their supervisor 

	PROCEDURE

	Pre-Use inspection Procedures: 
· Pre-use inspections are to be performed for all mobile equipment, production equipment, and other employer identified equipment that could pose a danger to employees.
· List of Items to be inspected are as follows:
Mobile equipment such as: (Add More as Required)
· Forklifts
· Cranes
· Elevated work platforms
· Grounds keeping equipment
· Ride-on equipment
· Production equipment such as:
· Deli Slicers
· Bread Scalier 
· Meat Grinder
· Meat Saw
· Floor stand mixers
· Steam kettles
· Baler
· Compactor
· Ladders
· Lifting Dock Plate
· Life safety equipment
· Fall arrest equipment
· Equipment with emergency stop

· Each piece of equipment listed on the Pre-Use Inspection Schedule will be evaluated on the following to establish a Pre-Use Inspection Checklist:
· Standards of inspections (e.g. minimum standards expected prior to operating equipment) based on legislation, manufacturer suggestions, industry standards, or best practices.
· Frequency of inspections (e.g. before each shift, daily, etc).
· A standard reporting form will be created to track the pre-use inspections for each piece of equipment. 
· [bookmark: _GoBack]Equipment inspected
· inspector’s signature/initials
· Date of Inspection
· List of components to be inspected and the minimum standard expected
· Description of the hazards
· Recommendations for corrective action
· Action taken (who, what, when) to ensure the safety concern has been controlled
· Completed forms are reviewed by management to ensure that the corrective action taken was adequate to reduce the hazard(s). In addition, supervisors are responsible for the review of all documentation, including checklists, deficiencies and remedial action taken to ensure this Pre-Use Inspection Policy is fully implemented. 

The Pre-Use Inspection Policy will be reviewed annually, to incorporate any improvements. New and modified pieces of equipment must be added to the inventory as they are acquired, or equipment is removed if it is no longer used.





	CHANGES TRACKING

	DETAILS OF CHANGES
	DATE CHANGED
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