This training guide was created to help first-level supervisors conduct OSHA required safety training.  If the supervisor presently has a training program in place that covers the training requirements, requires a test for proficiency and certifies the training with a training roster, this guide does not need to be used.  It may be used in whole or in part to satisfy requirements.  Any questions or suggestions for improvement of this training guide should be directed to the CAARNG State Safety Office. 

SUBJECT:  Forklift Training

REFERENCE:  29 CFR PART 1910.178.

TRAINING REQUIREMENTS:  1.  All employees will receive initial training.  Initial training will be conducted by the first-level supervisor for all new employees.  Supervisors need to retain records that initial training was conducted. 29 CFR 1910.178 requires that a training program for Powered Industrial Trucks be developed.  All drivers of forklifts must be trained prior to operating the equipment and annually thereafter.  The first line supervisor must ensure that training is conducted prior to assigning an individual to drive a forklift.  Video tapes on forklift safety and other materials are available at the State Safety Office.

TRAINING OUTLINE:  1.  The following outline was established to aid the supervisor in conducting forklift training.  It is recommended the supervisor also refer to 29 CFR PART 1910.178.

Operating a forklift takes skill, mechanical knowledge, compliance with safety rules, and defensive driving under unique conditions.

     2.  Important points about driving a forklift:


a.  Only a trained and authorized operator should drive a forklift.  A qualified operator is one who has been fully trained and tested, who knows the general design of the vehicle, and who has learned safety inspections and safe driving rules.


b.  Only the assigned driver or drivers should operate a forklift.  An assigned driver is responsible for the cleanliness, maintenance and security of the vehicle.


c.  If at any time a forklift is found to be in need of repair, defective, or in any way unsafe, the truck must be taken out of service until it is safe to operate.

     3.  Operating your forklift safely.


a.  You need to know that operating a forklift is fundamentally different from driving cars or other trucks.    A forklift steers more easily when loaded than empty and is driven in reverse as often as forward.  Also remember that a forklift has a center of gravity that is towards the rear and shifts toward the front as the forks are raised.


b.  Keep to the right, the same as highway driving with an automobile.


c.  Obey speed limits.  Remember that a forklift is not a street rod, but is a slow moving vehicle, designed that way for safety.


d.  Keep three vehicle lengths away from other vehicles--it’s a space cushion around the vehicle.


e.  Slow down at all intersections and always sound the horn at blind ones.


f.  The pedestrian always has the right of way.


g.  No horse play is allowed.


h.  No riders are allowed on any forklift vehicle.


I.  Face the direction of travel, keep your mind on what you are doing, and never travel forward with the load blocking your view.


j.  Know the position of your forks at all times.


k.  Be aware of overhead clearances, such as pipes, sprinklers, door beams, wires and know the limits of elevators.


l.  Be alert for oil or grease spots that could result in an accident.


m.  Cross railroad tracks at an angle never at a right angle.


n.  Wear protective equipment when required, such as safety glasses, ear protection and restraining belts.(Seatbelts are not a requirement , but if installed they are required to be worn.)


o.  Be careful of lighting conditions, such as coming in from bright light into dimly lit areas, and visa versa.


p.  Beware of edges on loading docks.


q.  Always chock the wheels when a truck is being loaded or unloaded.


r.  Stop completely before raising or lowering a load.


s.  Make sure forklifts are all the way into a pallet, and tilt the mast back to stabilize the load before moving.


t.  When moving, always have the unloaded forks no more than six inches high.  Never travel with a load raised high.


u.  Make sure the load is balanced and secure on the forks.


v.  Do not attempt to move loads with broken pallets, loads beyond the capacity of the forklift or loads that are unbalanced.


w.  When you leave a forklift unattended, completely lower the load engaging means, neutralize controls, and set the brakes to prevent movement.


x.  Be careful of turning at high speeds because the design of forklifts have a short rear and this could cause the forklift to tip over.


y.  On an incline of more then ten percent, drive with the load upgrade, forward up the ramp and reverse down the ramp.


z.  Know your route of movement and check it for possible obstructions or hazards that may cause problems.  (Risk Management)

     4.  Forklift maintenance.


a.  Brakes should be checked by depressing the pedal for freedom of movement.  The brake should not be spongy or drift under pressure.  Make sure the parking brake and the seat brake on electric trucks are working properly.  If the brakes are not working properly, the vehicle should not be driven and the problem reported.


b.  The steering should be checked with the engine running.  Check if the steering wheel turns correctly both ways to its stops.  The wheel should not feel loose and the pump should not squeal before reaching the stops.


c.  Also check the following items:



(1)  Check the fork pins and stops to make sure they are in place.



(2)  Check all cowling and body parts.



(3)  Check the tires for excessive wear.



(4)  Look for any broken or loosened parts.



(5)  Check the fuel level, crankcase oil level, radiator water level, hydraulic fluid level, the fan belt, air cleaner, and battery water level.



(6)  With the engine running check the operation of the headlights, taillights and warning lights.



(7)  With the engine running check the oil pressure gage, the water temperature gage, ammeter, and sound the horn.  

     5.  Safety Tips

a.  Never park in front of fire equipment, doors, exits, or high traffic areas.


b.  Do not pass another vehicle in a narrow aisle.


c.  Never smoke in a fueling area or when operating a forklift.


d.  If you can not see past a load in front, travel backwards.


e.  Know the load capacity and limits of your vehicle.  Also know the load limits of any elevator and how to enter and exit an elevator.


f.  Never attempt to lift a load beyond the load limits of the forklift.


g.  Do only maintenance or repair work that you are authorized to do.  Leave the rest to trained forklift maintenance personnel.


h.  When leaving the vehicle lower the forks, put the controls in neutral, set the brakes, chock the wheels when on an incline, shut off the power, and remove the ignition key or connector plug.


I.  Never operate a forklift while using alcohol or drugs.  If you are taking a prescription medicine make sure you ask the doctor if it is safe to operate machinery while taking the drug.


j.  All forklifts will have the maximum load limit stenciled on the vehicle.  If fork extensions are used, the maximum extension load will also be stenciled on the forklift.


k.  All forklifts will have stenciled the date the truck received a load test.  Whenever repairs are made to the hydraulics, brakes, steering, etc., the forklift will require another load test.


l.  All forklifts will have the date of the next functional test stenciled on it.

   6.  A practical examination should be given to all forklift drivers prior to certification.  It should include at a minimum the following items:


a.  An obstacle course with dummy loads to allow trainee to turn sharply, stop suddenly, drive over debris, holes, etc.  A trainee should also drive up and down inclines and drive in reverse with a load to demonstrate the proper technique.


b.  Proper loading and unloading procedures.


c.  Preventative Maintenance Checks


d.  Narrow aisles and intersections.


e.  Stacking and unstacking properly.

RECORD KEEPING:  1.  The supervisor is responsible for giving a test to all trained employees.  This training guide contains a test and answer sheet (Enclosure 1).  Missing more than five (5) answers requires retraining.  After the tests are corrected, the supervisor will go over the correct answers with all students as a group.  All initial tests and training certifications (Enclosure 2) will be given by the supervisor and will be maintained by the same in the employee training record indefinitely.  All refresher training tests and certification sheets will be maintained by the supervisor for five (5) years.  
ENCLOSURE 1
FORKLIFT TEST
The following test will be administered to personnel who have been trained on the requirements of 29 CFR PART 1910.178 (Powered Industrial Trucks).  The purpose of the test is to determine if the employee understands and retained the training.       

True  False  1.  OSHA requires a daily safety check of the forklift truck before it is used.

True  False  2.  Before leaving a forklift, lower the mast completely, turn off the engine and set the brake. 

True  False  3.  Always slow down to maintain balance when making a turn.

True  False  4.  Forklifts will ALWAYS travel forward when going up grades of more than 10 degrees.

True  False  5.  No more than 2 passengers may ride in a forklift.

True  False  6.  Only trained and authorized operators shall be permitted to operate a powered industrial forklift.

True  False  7.  Forklifts will ALWAYS travel backwards when descending grades of more than 10 degrees.

True  False  8.  Never drive a forklift if a person is between the truck and a fixed object.

True  False  9.  Always keep your hands and feet inside the forklift.

True  False  10.  Apply the brakes slowly and evenly when coming to a stop to avoid losing control of the forklift.

True  False  11.  A forklift is considered unattended when the operator is more than 25 feet away.

True  False  12.  Forklifts have the right-of-way over pedestrians.

True  False  13.  Always try to fix mechanical problems yourself.

True  False  14.  Special load attachments(extenders) will not effect the rated capacity of a forklift.

True  False  15.  After you have picked up a load tilt the mast forward to give added stability to the forklift.

Employee (Print Name)



Employee Signature
Date



ENCLOSURE 1

FORKLIFT TEST (Answers)
The following test will be administered to personnel who have been trained on the requirements of 29 CFR PART 1910.178 (Powered Industrial Trucks).  The purpose of the test is to determine if the employee retains and understands the training.  

True  False  1.  OSHA requires a daily safety check of the forklift truck before it is used.

True  False  2.  Before leaving a forklift, lower the mast completely, turn off the engine and set the brake. 

True  False  3.  Always slow down to maintain balance when making a turn.

True  False  4.  Forklifts will ALWAYS travel forward when going up grades of more than 10 degrees.

True  False  5.  No more than 2 passengers may ride in a forklift.

True  False  6.  Only trained and authorized operators shall be permitted to operate a powered industrial forklift.

True  False  7.  Forklifts will ALWAYS travel backwards when descending grades of more than 10 degrees.

True  False  8.  Never drive a forklift if a person is between the truck and a fixed object.

True  False  9.  Always keep your hands and feet inside the forklift.

True  False  10.  Apply the brakes slowly and evenly when coming to a stop to avoid losing control of the forklift.

True  False  11.  A forklift is considered unattended when the operator is more than 25 feet away.

True  False  12.  Forklifts have the right-of-way over pedestrians.

True  False  13.  Always try to fix mechanical problems yourself.

True  False  14.  Special load attachments(extenders) will not effect the rated capacity of a forklift.

True  False  15.  After you have picked up a load tilt the mast forward to give added stability to the forklift.

Employee (Print Name)



Employee Signature
Date




ENCLSOURE 2

TRAINING RECORD/CERTIFICATION FOR

POWERED INDUSTRIAL TRUCKS

This is to certify that the undersigned instructor conducted training in accordance with 29 CFR PART 1910.178.  The following individuals received training.  The employees signature indicates he/she understands the training they received.

Print Name







Indicate Type Of    (Last, First, MI)


Signature


Training. (I)-Initial










(R)-Refresher

Date of Training:



Instructor’s Name (Print)

Signature


  Title



