Insert Company Logo Here

Insert Company Name Here Preventative Maintenance Policy

Insert Company Name Here is committed to reduce the risk of injuries to workers and the risk of damage to vehicles, equipment, facilities, and tools by conducting preventative maintenance. This policy applies to employees involved in the use or maintenance of tools, vehicles and/or equipment.
Management is responsible for directing the entire preventative maintenance program to ensure compliance.
Employees are responsible for adhering to the preventative maintenance program and for monitoring vehicles, equipment, facilities, and tools that they use.

Defective equipment identified in hazard assessments will be tagged out and taken out of service. 
Maintenance is determined by the Insert Company Name Here maintenance schedule and as per manufacturer’s specifications and legislative requirements. The maintenance schedule will be followed and includes all vehicles, equipment, facilities, and tools.

	Signed: 
	Dated: 





Important Template Information
When using the template, anything highlighted yellow should be updated to include company-specific information. For example, “insert company name here.” As each organization is unique, please tailor these template documents to adequately represent the needs of your own organization.
[image: ](To remove the highlight in Microsoft Word, select the text and click on the Text Highlight Color dropdown              and choose no color). 
Save a copy of the file and delete the instruction pages when finished.

Preventative Maintenance Policy
Preventative maintenance programs allow employers to take a proactive approach to maintenance. They ensure equipment and tools are in good working order which is a form of hazard control. Preventative maintenance also improves reliability and reduces downtime.
Specific preventative maintenance procedures and processes should be developed for your organization (e.g., using the Safe Work Practices and Safe Job Procedure templates).
	Components of a Preventative Maintenance Program

	Component
	Comment

	Inventory List
	· Include equipment and vehicles (owned or leased)
· Include all locations (shops, offices, work sites)
· Consider including common tools and PPE

	Legislative and Manufacturer’s Requirements
	· Review any legislated requirements for the items on the inventory list
· Review user manuals for PPE, tools, equipment, or vehicles

	Maintenance Schedule
	· Develop a maintenance schedule (including what item needs to be maintained, how it will need to be maintained, who will maintain it, and when it requires maintenance)

	Monitoring
	· Assign appropriate personnel to arrange or perform the required maintenance
· Monitor the PM program to ensure it is being followed as outlined 

	Removal of Defective Tools and Equipment
	· Include a system to remove defective PPE, tools and equipment from service

	Record Keeping
	· Retain records of all preventative maintenance (including inventory lists, schedules, external work orders, internal work orders, qualifications of personnel performing internal work)


For more information:
Module 4 in ACSA Principles of Health and Safety Management course guide
Module 7 in ACSA Principles of Health and Safety Management for SECOR course guide

Government of Alberta Occupational Health and Safety Starter Kit:
https://ohs-pubstore.labour.alberta.ca/bp035

ACSA 2023 Audit Instrument questions 7.9, 7.10, 7.11
ACSA 2023 SECOR Evaluation questions 7.5, 7.6
(Download the current versions from youracsa.ca)
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