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Get a Load of This!

Safe Loading:

© Check the load. Make sure it's:
—Within the
truck's rated
capacity.
—Stable and
% centered
Stack anlior
tie loose or
neven loads.

@ Use the properift fixture for specific loads,

such as a carpet spike or drum grappler

To pick up the load:

@ Set the forks wide and high enough to go
under the load.

@ Drive into the loading position

@ Put the load squarely on the forks.

@ Drive under the load until it touches the
caniage slightly.

il the mast back r‘
o Lift the load. Tilt the

mast backa litie more:
before traveling S

Safe Unloading:

 Tum the forklift slowly into position.
@ Go straight into trailers or railcars.

o f you're unloading onto a truck:
—Malee sure the trick’s rear wheels are
chocked, with brakes locked on.

—Make sure the dock plate is secure and
won't move.

—Pasition the load, tilt it forward), then
release it

o If you're unloading onto a rack
orastack:

—Raise and position the load to
the comect height. Be sure to
check overhead clearance levels.
—Move the load slowly into
position.

—Tilt the load forward and lower
it onto the rack or stack

—Pull the forks back slowdy.
—Know how high you can safely
stack materials,
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Safety Training

1 – 2 Hours

Trainee Prerequisite: 

Graduate of Forklift Safety Training Class -Certified Operator

Other unit personnel for general knowledge and safety while working around forklifts but this refresher does not “certify” as an operator

Instructor Prerequisite:

Certified Forklift Operator Class graduate, experienced operator, Unit or OJT level instructor certified. Instructor should reproduce Safety Meeting Certificates for each attendee, complete and verify class roster, provide trainees with information for personal training record. 

Meeting Objectives
Conduct a safety/training review for forklift operators, as well as safe forklift operating procedures and general information for all workers about the hazards and safety requirements forklift operation.  

The learning objective should be a demonstration of greater safety awareness and closer attention to forklift safety rules on the part of operators and all workers in areas where forklifts operate.

Suggested Materials to Have on Hand

Try to hold this meeting on the plant floor, the routine work-site environment and conditions where you can use the forklift, sample loads, and negotiate obstructions or "blind" areas as examples.

•
Forklift

•
Sample loads of different sizes and shapes

•
Forklift manufacturer's manual.

Introduction/Overview

Forklifts are specialized, multiuse vehicles.  They can do many tasks that require heavy lifting, moving, stacking, loading and unloading materials of varied sizes, shapes, and weights that would be difficult to handle without them.

But forklifts are as tricky as they are useful.  They can be dangerous if they're not operated by people who are familiar with the equipment—and with the safety rules that such equipment demands.

You can't drive a forklift like your personal car or truck, and you can't operate a powered vehicle in a plant the way you drive on the open road.  A forklift, even unloaded, is heavier than many cars and not as well balanced.  To drive a forklift safely, you have to understand the possible risks—and know just what to do to avoid accidents. 

That's why OSHA, and GFC Policy, permits only people who have had special training and received specific authorization to operate forklifts.

Forklift safety training is so important that once is not enough.  A review like this is important for operators and it helps the rest of us who work around forklifts understand just what this equipment can do and how much skill it takes to do it right.  None of us can afford to get careless and risk accidents with forklifts.

General Hazards

Forklifts have several main hazards that can result in injury or even death for drivers or pedestrians.  The biggest dangers are that the forklift might:

•
Tip over

•
Fall off a loading dock

•
Collide with a vehicle, equipment, or person

•
Drop a load.

[image: image4.wmf]Because both the forklift and the loads it carries are heavy, these accidents can be very serious.  That's why the training of operators, and forklift safety consciousness are so important.  Accidents happen when forklifts are not operated properly.  When you know what you're doing with a forklift—and do it correctly—you've got a first-class tool for moving material, and not a lethal weapon.

OSHA Regulations and Frequent Violations

OSHA has a long regulation that details safety requirements for forklifts and other powered industrial trucks (29 CFR 1910.178).  This regulation covers designs and classifications for these vehicles, as well as explaining the training that's required for anyone who operates them.  In a recent year, there were more than 1,700 violations to this standard.

OSHA explains designations for trucks based on their power source: gasoline engine, diesel, electrical, and liquefied petroleum gas.  Each of these power sources has several truck categories, depending on where and how the trucks are used.  The different classifications help to assure that trucks aren't used in areas where they could create dangerous reactions with other substances in the atmosphere.

The regulations also cover fueling and maintaining the trucks, and—of most concern to you—how to operate them safely.

Identifying Hazards

As mentioned earlier, forklift operators have to avoid situations that could cause the truck or the load to drop.  That's not an easy task when you look at the design of a forklift truck and the various weights and shapes it carries; so when you try to identify the potential hazards of a specific job, you have to consider the following:

•
The vehicle's capacity

•
The characteristics of the load

•
The route to be covered, including floor surfaces and obstructions

•
Any limitations in the areas where the load is picked up and dropped

•
Other activities going on in the work area

•
The condition of the forklift itself.

You can't judge all those possible hazards unless you're well-trained in the operations of the particular vehicle and really have your safety awareness front and center at all times.

Fortunately, OSHA's forklift safety training requirements for operators explain just what to watch out for and what to do to prevent trouble.

Exercise: Have the group to discuss the above hazards and agree on “Standard Operating Procedures” to mitigate these hazards in your work area

Protection Against Hazards

While forklifts certainly present risks, they are also designed with many features that protect operators.  To make the most of these features, a trained operator must understand and use the manual provided by the forklift manufacturer, as well as the safety rules required by OSHA and the company.

Let's look first at some of the protections that are part of forklift design.  A forklift has:

•
A label or nameplate that tells how heavy a load the forklift can carry safely.

•
An overhead guard that protects the operator from falling objects and from being crushed if the vehicle tilts over.

•
A load backrest extension on certain trucks that helps keep the load from falling backward.

•
Mast tilt controls so you can move the load forward and backward while you're getting it in position (although not while you're moving).

•
A safety platform firmly secured to the lifting carriage and/or forks for trucks designed to lift personnel.

•
A parking brake.

•
Lights and horn to warn others you're coming.

OSHA's forklift regulation offers further protections by requiring limits on forklift carbon monoxide gas emissions.  In addition, the forklift regulation requires that areas where forklifts are operated have:

•
Adequate lighting or extra lighting on the truck.

•
Sufficient headroom under overhead installations, lights, pipes, sprinkler systems, etc.

•
Clear fire aisles and access to stairways and fire equipment.

•
Properly secured dockboard and bridgeplates.

The most important of all the requirements states that only trained authorized people can operate forklifts, and they must follow very specific safety procedures as they perform every part of their jobs.

Exercise: Have the class to review each “Hazard Protection” feature during the discussion – Use “Hands-On” approach - Demonstrate

Safety Procedures

A lot of forklift safety is common sense, e.g., use your seat belts and wear hard hats and any other required protective gear.

Also, always obey speed limits and other traffic rules.  When you're driving a forklift, speed is a risk, not a plus.  Forklifts demand other commonsense precautions, also.  For example, yield the right of way to pedestrians and keep out of their lanes.  Use mirrors on the vehicle, walls, and ceilings to help see around corners. 

The OSHA forklift regulation itself includes many commonsense precautions.  Some of them apply not only to the forklift driver, but also to everyone who works around forklifts. For instance:

•
Stunt driving and horseplay are never permitted!

•
Never drive a truck up to a person who's standing in front of a bench or other fixed object.

•
Never permit a person to stand or pass under a truck's elevated portion, even if it's empty.

•
Never allow an unauthorized person to ride on a forklift.

•
Keep your arms, hands, and legs inside the truck.

· In absence of a basket device - employees working from elevated lift platforms should always wear fall protection equipment such as safety lines or harnesses.

· Employees working from elevated lift platforms should be lowered to ground - dismount and walk to the next lift site - never transport personnel on a raised platform.

If you're working in an area that gets forklift traffic, always be alert for trucks and get out of the way when you hear a horn.

Here are some other key safety procedures drivers must follow when traveling in a forklift.

•
Stay at least three truck lengths behind another truck.

•
Slow down, stop, and sound the horn at cross aisles and other places where you can't see well.

•
Keep a clear view of the path of travel; if your load blocks your forward view, travel with the load trailing.

•
Yield the right of way to emergency vehicles like ambulances or fire trucks.

•
Slow down on wet or slippery surfaces.

•
Slow down before making a turn; avoid sharp turns that could tip the truck.

•
Avoid driving over loose objects.

•
Cross railroad tracks diagonally if possible.

•
Drive slowly and carefully over dockboards or bridgeplates; don't exceed their rated capacity.

•
If you're going up or down a grade of more than 10 percent, drive with the load upgrade and raise it only enough to clear the surface.

•
Don't pass another truck at intersections, blind spots or other dangerous locations.

•
Keep a safe distance from the edge of elevated ramps or platforms.

Safety procedures don't end there.  You also have to be cautious in the steps you follow when you load and unload a forklift. 

Before loading, make sure the load is within the truck's rated capacity, is stable, and can be centered.  If a load is loose or uneven, stack and/or tie the pieces.

To pick up the load, set the forks high and wide enough to go under it.  Then drive into the loading position, put the load squarely on the forks, and drive under the load until it touches the carriage slightly.  Next, tilt the mast back and lift the load.  Before you start to travel, tilt it back a little more.

As you carry the load, keep it tilted back and low with the forks 6 - 8 inches above the ground.  Don't raise or lower the load while you're moving, and don't carry anything on the overhead guard.

When you unload, turn the forklift slowly into position and go straight into trailers or railcars.

When you unload onto a truck, be sure the truck's rear wheels are chocked, with brakes locked on.  Check that the dock plate is secure, then position the load, tilt it forward, and release it.

To unload onto a rack or stack, check how high you can safely stack materials.  Then raise and position the load to the correct height, move it slowly into position, and tilt the load forward and lower it onto the rack or stack.  Finally, pull the forks back slowly, and then back out slowly, looking over your shoulder. 

Parking a forklift has its own precautions.  First, try to find a parking space away from traffic on a flat surface that doesn't block aisles, doors, exits, etc. 

OSHA also has specific procedures to follow when you leave a truck unattended or are, for any reason, 25 or more feet away from it.  In those instances, you must fully lower the load engaging means, neutralize the controls, shut off the power, set the brakes, and remove the key.  If you're parked on an incline, block the wheels.

Yet another series of details in the OSHA regulation covers refueling or recharging forklift trucks.  Those tasks must be performed with the forklift engine turned off in assigned, ventilated areas away from anything that could cause a fire or explosion.  

Smoking is, of course, prohibited, and fire extinguishers, spill and cleanup equipment should be nearby.

Batteries have an explosion risk that could cause fire, burns, and blindness, so don't touch them.  Use acid-resistant, material-handling equipment and wear face and body protection designed to resist corrosion.  Remove the battery cap slowly and leave it open to release heat. Pour acid into water, not vice versa, to prevent overheating or splattering.

Use Extreme caution with booster cables and portable “jump-start” forklift units. Follow proper procedures for attaching booster cables in all cases. Review owner’s manual or specific procedures before attempting to jump-start.
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Gas or propane fueling must be done according to instructions provided by the truck manufacturer.  Don't use an open flame to check the fuel level, and be very careful not to let the fuel spill.  If it does spill, clean it up quickly and cap the tank before starting the truck engine.  If you're using propane, take the empty tank outside and open the valve to let any leftover propane escape to the open air.

Finally, OSHA expects trucks to be inspected regularly and carefully and professionally maintained.

It's a good idea to check the machine daily before use.  You want to be sure everything is working properly and is in good shape.  Follow procedures from the manufacturer's manual and those set by the company.  Be sure there are no leaks, and that forks aren't bent or damaged.  The GFC “Forklift Inspection Checklist” should be used for this purpose.

Never use a truck that has a defect, or that sparks or smokes, needs a repair, or is in any way unsafe—and leave repairs to authorized personnel in proper areas.  That's another OSHA requirement!

Exercise: Walk through the procedures for jump-starting, or using a forklift for, boosting another vehicle.

Suggested Discussion Questions

1.
What are some typical tasks here that involve forklifts?

2.
What are some of the hazards of forklift operation?

3.
What are some typical forklift safety features?

4.
Why is forklift operation restricted to trained, authorized people?

5.
What are some of the traffic rules that apply to forklifts?

6.
What would you look for when you inspect a forklift before using it?

7.
What are some key safety procedures for loading and unloading forklifts?

8.
What is the role of other workers in areas where forklifts are operating?

9.
What are some things forklift drivers should slow down for?

10.
Are there any other questions?

Wrap-up

Like any tools, forklifts are a great help if you use them correctly.  And like any vehicles, they will function safely for a long time if they're well maintained and are operated properly.  The message here is that skilled, knowledgeable people who respect the equipment and care about safety must operate forklifts.  The rest of us must respect the risks associated with forklifts—and the skills and safety knowledge of the trained operators.

Don't try to get a forklift driver to ignore proper procedures. Don't fool around with a truck—or a driver—or create obstructions or risks.  And, of course, if you're a driver, don't cut corners or take chances. The risks are simply too great.

Operating a forklift is serious business.  That's why operators must be authorized for the job and thoroughly trained to do it properly and safely.  And it's why OSHA has come up with such a long, detailed list of safety requirements and procedures.  By following them, and exercising caution and common sense, we can get forklifts to handle much of the heavy lifting—without heavy risks.

Sample Handout - Walk Through Exercise – Demonstration - Participation
Forklift Safety Checklist

Before Starting a Forklift:

¨
Check that brakes, controls, gauges, and other mechanisms work properly.

¨
Check for leaks.

¨
Check that forks aren't bent, damaged, or cracked.

¨
Report any problems so they can be handled by trained, authorized mechanics.

¨
Check load capacity--and stay within it.

¨
Be sure that truck is rated for planned use and area.

¨
Check planned route for adequate lighting and headroom.

¨
Note any floor-surface problems or possible obstructions in planned route. Remove if possible; otherwise, proceed with extra caution.

General Safety Precautions:
¨
Only operate a forklift if you're trained and authorized.

¨
Always use seat belts.

¨
Wear hard hats and any other required protective gear.

¨
Keep arms, hands, and legs inside the forklift.

¨
Never indulge in horseplay or stunt driving.

¨
Never allow an unauthorized person on a forklift.

¨
Don't allow anyone to stand or pass under the elevated portion of a truck, even if it's empty.

· In absence of a basket device - employees working from elevated lift platforms should always wear fall protection equipment such as safety lines or harnesses.

· Employees working from elevated lift platforms should be lowered to ground - dismount and walk to the next lift site - never transport personnel on a raised platform.
¨
Never drive a truck up to a person standing in front of a fixed object.

Loading a Forklift:

¨
Be sure load is within truck's rated capacity.

¨
Set forks high and wide to go under load.

¨
Drive into loading position and place load squarely on forks.

¨
Drive under load until it touches carriage slightly.

¨
Be sure load is stable and centered.

¨
Stack and/or tie loose or uneven loads.

¨
Tilt mast back and lift the load; tilt mast back a little more before traveling.

Operating a Forklift:

¨
Obey plant speed limits and all other traffic regulations.

¨
Keep a three-truck distance from other vehicles.

¨
Keep a clear view of route; if load blocks view, drive in reverse (except up a slope).

¨
Drive loaded truck with forks 6 - 8 inches above the ground, load low and tilted back. 

¨
Don't raise or lower loads while moving.

¨
Don't carry anything on the overhead guard.

¨
Slow down, stop, and sound the horn at intersections or any place you can't see well.

¨
Use vehicle, wall, and ceiling mirrors to help see around corners.

¨
Yield right of way to pedestrians and emergency vehicles, and stay out of pedestrian lanes.

¨
Don't pass vehicles at intersections, blind spots, or other dangerous locations.

¨
Keep a safe distance from the edge of elevated ramps or platforms.

¨
Slow down on wet, slippery, or uneven surfaces and before making turns.

¨
Avoid sharp turns that could tip the truck.

¨
Avoid driving over loose objects.

¨
Try to cross railroad trucks diagonally.

¨
Drive slowly and carefully over dockboards and bridgeplates, and only when load 


doesn't exceed their rated capacity.

¨
Slow down on slopes and point load uphill if the grade is more than 10 percent. Raise load only enough to clear the surface.

Unloading a Forklift:
¨
Turn forklift slowly into position.

¨
Go straight into trailers or railcars.

¨
If unloading onto truck, be sure its rear wheels are chocked, brakes locked on, and 


dock plate secure. Then position load, tilt it forward, and release it.

¨
If unloading onto rack or stack, check maximum safe stack height. Then raise and 

position load to correct height and move it slowly into position. Tilt load forward, lower onto rack or stack, pull forks back slowly. Then back out slowly, looking over your shoulder. 

Parking a Forklift:

¨
Select flat parking surface, away from traffic and not blocking aisles, doors, exits, 


Etc. 

When leaving truck unattended (or if you'll be 25 or more feet from it):

—
Fully lower load-engaging means, neutralize controls, shut off power, set brakes, remove key. 


—
Block wheels if parked on an incline.

Refueling a Forklift:

¨
Turn off engine.

¨
Refuel in assigned, ventilated area containing nothing that could cause fire or 


explosion.

¨
Have fire extinguishers and cleanup materials available.

¨
Don't smoke!

¨
Use acid-resistant material-handling equipment and wear corrosion-resistant PPE 


during battery changing.

¨
Remove battery cap slowly and leave open.

¨
Pour acid into water, not water into acid.

¨
Follow manufacturer's instructions for gas or propane fueling.

¨
Don't use open flame to check fuel level.

¨
Try to prevent spills, clean any spills promptly, and replace cap on tank before 


starting truck.

¨
Take empty propane tanks outside and open valve to let leftover propane escape.
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Forklift Safety Refresher Meeting Sign-up Sheet

  Conducted by: _________________________________


  Date: ________________________________________


  Please sign in below (print):

  Employee Name






GFC Empl. ID #

  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  __________________________________________                  __________________ 


  ______________________________

 Unit Supervisor's signature

Note:
Maintain a copy of this record in Safety Meeting Files

Repos

Make copies and use the graphics on following pages as handouts in your presentation, or to post on work site bulletin boards.

Forklift Inspection Checklist:
Copy and provide to each student for use during practical exercises.

(GFC Policy to use this form April 2003)
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Forklift Rights, Wrongs, Risks, and Rules

' 1
Rights:
#Inspect the forklift daily andl have any - L&

I
problems fixed before you use it 3 \..;"
@ Refuel or recharge on\\{ in designated s /{
areas—and don't smoke there!
@ Keep loads low (6-8 inches above
ground)with mast tilted slightly back.
@ Keep wide loads centered!.
#Be sure you have overhead protection;
weara hard hat if required.
@ Keep the load uphill on inclines.
@ Drive in reverse ifthe load blocks your
vision, except on slopes.
0 Back out slowly after unloading,
checking over your shoulder.
@ Park on flat surfaces awag fiom traffic.

i

Ew&er G\Pd ﬂa%ten f?rks,%p set ﬁ)amng Risks:

rake. [fyolhave to park on a sioy

D e o P e, Zg;l gvaenrbe injured or killed f the forkift

Wrongs: Otgertshoa‘n bde \{u ured ort ’E\H?d n\(f they waAkt
Don't cany passengers o lift people under the 10a, trip over the forks, or are fl
e btk hasgapproze maﬁrhﬂmg 0y forks or improperty loaded materials
devices Rules:
Don't |oad the truck beyond its rated #Don't speed
Bip;:\gam aload that s so high it can @ Stay on the lookout for pedesrians.
cause the forkift to tip over. 9 @ Slow down for tums and on wet or

slippery floor surfaces.

@ Stop and blow your horn
at crossings, blind comers,
or before Teversing,

@ Stay at least three vehicle
lengths behind the vehicle
ahead,

Don't raise or lower loads while
Yyou're moving,

Don't |et anyone walk
under the forks.

Don't travel with forks
raised when unloaded.
Don't reach through
the mast.

0 Obey all signs and speed
fimits.




	Forklift Inspection Checklist
	Forklift #
	
	Unit
	

	(OK = /)  (Not OK = X) (Not Applicable = N/A)

	Date of Inspection (Prior to Use)
	
	
	
	
	
	
	
	
	

	Operator – Current Training Requirement
	
	
	
	
	
	
	
	
	

	Engine
	
	
	
	
	
	
	
	
	

	Crankcase Oil
	
	
	
	
	
	
	
	
	

	Belts
	
	
	
	
	
	
	
	
	

	Wires
	
	
	
	
	
	
	
	
	

	Fuel Line
	
	
	
	
	
	
	
	
	

	Components
	
	
	
	
	
	
	
	
	

	Fuel Tanks 
	
	
	
	
	
	
	
	
	

	LPG Tank Straps
	
	
	
	
	
	
	
	
	

	Gauges – Temp – Hr- Speed – Volts - Other
	
	
	
	
	
	
	
	
	

	Battery – Cables – Condition – Corrosion etc.
	
	
	
	
	
	
	
	
	

	Brake Fluid – Leaks - Lines
	
	
	
	
	
	
	
	
	

	Hydraulic Fluid – Leaks - 
	
	
	
	
	
	
	
	
	

	Hydraulic Hoses – Fittings
	
	
	
	
	
	
	
	
	

	Tires/Wheels/Rims
	
	
	
	
	
	
	
	
	

	Forks
	
	
	
	
	
	
	
	
	

	Mast Chains
	
	
	
	
	
	
	
	
	

	Body
	
	
	
	
	
	
	
	
	

	Headlights
	
	
	
	
	
	
	
	
	

	Taillights
	
	
	
	
	
	
	
	
	

	Signal/Warning Lights
	
	
	
	
	
	
	
	
	

	Fire Extinguisher
	
	
	
	
	
	
	
	
	

	Seat and Seat Belt
	
	
	
	
	
	
	
	
	

	Overhead Cage
	
	
	
	
	
	
	
	
	

	Operator Instructions Review
	
	
	
	
	
	
	
	
	

	Lifting Capacity
	
	
	
	
	
	
	
	
	

	Operational
	
	
	
	
	
	
	
	
	

	Horn
	
	
	
	
	
	
	
	
	

	Back-Up Warning
	
	
	
	
	
	
	
	
	

	Steering
	
	
	
	
	
	
	
	
	

	Parking Brake
	
	
	
	
	
	
	
	
	

	Service Brake
	
	
	
	
	
	
	
	
	

	Gear Shift
	
	
	
	
	
	
	
	
	

	Transmission
	
	
	
	
	
	
	
	
	

	Seat Adjustment
	
	
	
	
	
	
	
	
	

	Safety Switches
	
	
	
	
	
	
	
	
	

	Mast Lift Up / Down / 

Side-to-Side
	
	
	
	
	
	
	
	
	

	Mast Tilt In / Out
	
	
	
	
	
	
	
	
	

	Inspector / Operator Initial
	
	
	
	
	
	
	
	
	

	Inspect Before Each Use (daily if required). All Items must be operational and deficiencies corrected before operation. Forklift should be placed “Out-of-Service” and “red tagged” or “locked-out” until problems are corrected.

List any comments on problems or repairs on reverse side of this form.


	Date
	Comments (items marked X on inspection)
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Safety Meeting Certificate





This is to certify that





__________________________________





has successfully completed a


safety meeting training on the subject of





Forklift Safety Refresher





�





Date: ____________________





__________________________________


Supervisor's signature





__________________________________


Instructor's signature
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