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WAREHOUSE SOP

LOADING DOCK AREA
Drive forklifts slowly on docks and dock plates
Secure dock plates and check to see if the plate can safely support the load

Ensure the area is restricted from unauthorised persons/public.

KNIFE USE ATERIAL STORAGE
e When using a knife, always cut away from the body e Stack loads evenly and straight

PICKING AND PACKING
e WLL must be displayed on shelving/racks
e Shelves and racks are in good condition — check re rly
¢ Racks are stacked safely and not overloaded

¢ Check condition and weight of loads before moving goods MA ﬂ
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e Place heavier loads on lower or middle shelves
¢ Remove one object at a time from shelves
 Keep aisles and passageways clear and in good repair.
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WAREHOUSE SOP

HOUSEKEEPING
« All areas in the warehouse are clear and tidy .
« The dock is clean, tidy and in good repair (loading area free of clutter, waste, and pallets) .
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No trip or slip hazards

[

« Do not leave large items left where people can bump against them

« Remove rubbish that could cause someone to trip or slip \ |
« Remember - flammable rubbish bin cause a fire hazard - — o
Adequate lighting
A AN
PALLETS MANUAL HANDLING TECHNIQUES
« Do not drop or walk on empty pallets 2 Vv € €
. Stack empty pallets flat, not on their end v
X % Keep good balance

2 Bend at knees : o - -
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Initiate lift using legs muscles
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WORKER TRAINING AND INDUCTION REGISTER

License / Certificate /
Competency level Employee
achieved (if Signature
applicable)

Purpose of
Training
E.g., Machinery
operator, First
Aid, Chemical
handling etc.

Employee Name
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