${legalname} 						WHSPRO - 326
FORKLIFT USE PROCEDURE
Introduction
The purpose of this procedure is to outline the safe operating procedures which have been implemented at ${legalname} to minimize or eliminate accidents related to the operation of forklifts.

Scope
This procedure covers the use of forklifts within the ${legalname} environment and by ${legalname} workers. This procedure also outlines the operator training and certification requirements.

Definitions
A forklift truck is a powered industrial truck equipped with lifting media made up of a mast and elevating load carriage to which a pair of fork arms or other arms that can be raised 900 mm or more off the ground.

Roles & Responsibilities
Managers/Supervisors are responsible for:
· Ensuring all workers required to drive forklifts are appropriately trained and certified
· Ensuring regular servicing and maintenance occurs as per schedules
· Supervising workers who are driving/carrying out work at the workplace utilising a forklift
· Identifying and controlling any risks posed by the forklift or work to be undertaken using the forklift

Workers are responsible for:
· Only operating forklifts if they are licensed to do so and carry their certificate of competence at all times while operational.
· Following organisational procedures and safe operating practices at all times.
· Completing daily operation checklist as the initial operator for the day.
· Reporting all hazards relating to the forklift or its operation.

Procedure
Pre start checks
At the commencement of the day and prior to operation by an operator prestart checks must be completed;
· Lift & tilt system – operating properly and safely
· Mast assembly- forks not bent; no cracks present; positioning latches in good working condition; carriage teeth not broken, chipped or worn. Chain anchor pins -- not worn, loose or bent.
· Condition of tyres – tread visible and not overly worn, adequate inflation
· Liquid levels; check levels of i.e. brake fluid, battery, hydraulic, transmission oil, engine oil, cooling water.
· Guards are in place and functional
· Gas cylinder is secure
· Warning devices, check lights, horns and buzzer are working
· Check operational controls, steering, brakes and controls are working.
· Seat belts are sound and working
A forklift pre-operation checklist must be completed and logged daily. If it is found that any of these items are faulty, a danger tag should be attached and the supervisor notified immediately.
Prior to use of the forklift data and load rating plates must be checked to ensure the forklift and the attachment are suitable for the task.


Individual characteristics of operators
All forklift operators must be 18 years of age and have no physical disabilities that can affect the safe operation of forklift.

Training
All drivers required to drive a forklift must hold a high risk work forklift licence obtained through a Registered Training Organisation (RTO). Drivers who are not licenced may operate a forklift if they are enrolled with an RTO as a forklift truck operator and directly supervised by an experienced, licenced forklift driver. Drivers will be trained to operate the type of forklift and any attachments to be used.
A register of licenses will be maintained. Operators will carry licences with them whenever operating forklifts.

Operation
Seat belts should be in use at all times, always keep body within the forklift while driving. A clear view of the path must be maintained or spotters used to assist.

During the operation of forklifts the following rules shall apply;

Speed Limits
All speed limits must be complied with. Where driving around pedestrians it is recommended that the forklift is driven at walking pace.

Loads and travelling with loads
Secure load prior to driving. The driver shall slow down and sound the horn at cross aisles and other locations where vision is obstructed. If the load being carried obstructs forward view, the driver shall travel with the load trailing. Drive with forks as low as possible. Ensure load limits are not exceeded, loads should be secure and stable prior to moving.

Passengers
No passengers to be carried on forklifts under any circumstances
Approved worker platforms only to be used to raise persons on a forklift.

Servicing Maintenance & Inspection
Servicing, maintenance and inspection must be conducted by a competent person. Servicing and maintenance must be conducted in line with the manufacturer’s instructions. Inspections should be carried out as per the manufactures instructions or annually at a minimum. Records must be maintained at the workplace.

Unattended Forklifts
In the case of leaving a forklift unattended the following must be observed;
· Preferably park on level ground.
· Where unavoidably parked on an incline, chock the wheels.
· Do not park where other traffic may be obstructed.
· Lower attachments (including fork arms) so that they are as close as possible to, and if possible touching, the operating surface.
· Apply the parking brake.
· Turn off the power and remove the key.
· Close the fuel-isolating valve on LP gas-fuelled industrial trucks.
· Place the gearbox of industrial trucks with manual transmission into low gear.


Refuelling

Refuelling of LPG should only occur when the forklift is parked, in a well-ventilated area with no ignition sources, combustible material or heat sources. Safe operating procedures must be followed when refuelling.
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