	
	
	



	WELCOME – STEP 1



Welcome to the September Safety Toolkit – Forklift Safety. You play an important role in the health and safety across the company, and we thank you for your contribution! Without your focus and dedication to making safety a priority, our people would suffer, our clients would suffer, and our families would suffer. We hope you find the safety tools provided in this Toolkit and in Toolkits like this in the coming months as just some of the many resources afforded to you to communicate Forklift Safety. As always, the work you do matters, and we are so grateful to have you on the team! 
	HOW TO USE THIS SAFETY TOOLKIT



1. Supervisor/Lead Script – Start Here! Way to go! Now keep reading and you’ll be all set. This script sets you up for success. 
2. Supervisor/Lead PowerPoint – Use this as a training moment for your team. Everything you need to know and communicate for each slide is contained in this script! Skip ahead if you are ready to give this training to your team. It’s always a good time to learn about Forklift Safety. The presentation should last about 1 hour & 15 minutes depending on group participation. 
3. Teaching Tool #1 – We have included a sample Forklift Safety Toolbox Talk for conducting a quick talk with your team about “Rules of the Road”. 
4. Teaching Tool #2 – We have included a sample Forklift Safety Toolbox Talk for conducting a quick talk with your team about “Proper Load Handling”. 
5. Sample Checklist – We have included a sample evaluation form for forklift operators to test their proficiency. 
6. Site Communication Poster – A PDF version of the monthly infographic if you would like to display it at your workplace. 
7. Sign-In Sheets – Please complete this form when completing Forklift Safety and turn-in to the appropriate point of contact as a record of training. 
8. What’s next? – Use this QR code for yourself AND share it amongst everyone on your team for additional safety resources based on the theme Forklift Safety. Look for Interactive resources, recommendations for phone apps, checklists, handouts, and more. Check it out! 
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	SUPERVISOR/LEAD POWERPOINT SCRIPT – STEP 2



NOTES ON THESE SLIDES:
· KLP: Key Learning Point (objective of the slide)
· F: Facilitator
Slide 1: Title Page (30 Seconds)

KLP: You set the tone. If you believe safety is important, the audience will believe safety is important.

The facilitator opens the session by welcoming everybody to the training and noting the monthly focus – Forklift Safety. 

F: Today’s task is to attend training on Forklift Safety. Cell phones should be turned off or silenced during this training. If you need to take a call, please go to (designated area), take the call, and return as soon as possible. {Address any other important announcements or business now.} 

Slide 2: Housekeeping (1 Minutes)

KLP: Opportunity for a HSE (Health Safety and Environmental) Moment

F: Prior to training, determine if any fire drills are planned and the response expected from the facility and muster points if alarms should go off. It is important to remind employees that should they need to leave the location at any time, they should inform the Facilitator because, in the event of a fire incident, we need to know their whereabouts. This is an opportunity right at the start of the day to brief the employees on HSE procedures in general for the running of the training course. [If your job site is outdoors, do not overlook this safety moment. Adjust the plan in the event of a job site fire.]

F: Hello Team, I have verified with the HSE department and have confirmed that there are no Fire Drills or Emergency Drills scheduled for today. If we hear an alarm, we will follow site protocol for emergency response. 
F: {Point out the fire exits and muster point} 
F: Once we are at the muster points, we will do a role call to account for all attendees. 

Slide 3: Presenter (2 Minutes) & Introductions (5 Minutes)

F: {This is your moment! This is a chance to visibly “Walk the Talk”}

Share:
· Your personal experience of safety and impact on the company
· Importance of making the most of this opportunity to think about the importance of HSE and discuss with employees
· Appreciate that you are a leader and that you make an impact
· Importance of taking personal responsibility to make a positive impact
· You get out of this training what you put into it
· HSE matters to our company
· The safety program is going to help people feel empowered and take the initiative to improve their own HSE performance through proactive attitudes and behaviors.
You may wish to share:
· A story of your experience in the safety program and how it has changed the way in which you behave. 
· Some lessons learned from an incident when you have been involved in the investigation, highlighting the devastating impact that accidents have on people’s lives, or you can describe your experience of being involved in an environmental incident. How did this affect the company, and more importantly, affect the lives of others not working for the company.
F: Go around the room and ask everyone to give their name and what their position is. {Wait for their responses, smile, and nod as they participate. Be careful about timing here---if you ask an additional intro question of the participants and give a long-winded answer yourself, your participants will follow with long stories/explanations, and you can accidentally take up a lot of time.}

Slide 4: Why am I here? (1 Minute)

F: Each one of us is the last line of defense to protect workers from injury or the environment from damage, should management systems and collective protections fail. Supervisors and workers are the KEY to HSE. We can promote or destroy the HSE climate through our own behavior and how other workers perceive it.

F: Supervisors and workers are responsible for enforcing safety rules. Regardless of our position, employment status, or background, everyone is responsible for HSE, and everyone can be a HSE leader by demonstrating positive attitudes and behavior.

Slide 5: PIT Definition (4 Minutes)

F: Forklifts are also referred to as PITs. Who knows what the acronym stands for? {Wait for their responses, smile, and nod as they participate.}

Answer – Powered Industrial Truck 

F:  A PIT is An industrial vehicle that carries, pushes, pulls, stacks or tiers loads.​

F: This includes fork trucks, platform lift trucks, motorized hand trucks, and other specialized industrial trucks powered by electric motors or internal combustion engines. ​

F: Vehicles that are used for earth-moving or over the road hauling and compressed air or nonflammable compressed gas-operated industrial trucks​ are excluded. 

F: Which of these are not a PIT? {Point to photos on slide}

 (Click mouse to trigger animation)  

F: Now that we have defined what a PIT is, and isn’t, let’s talk more about the requirements to become a forklift operator.

Slide 6: Forklift Operator Requirements (3 Minutes)

F: Most of us use a forklift every day, or at least work around them, but do you know what the requirements are to operate a forklift? {Wait for their responses, smile, and nod as they participate.}
F: Operators must be: (Click mouse to trigger animation)  
F: Certified and authorized (Click mouse to trigger animation)  
F: 18 years of age or older (Click mouse to trigger animation)  
F: Adequately trained
F: OSHA requires your on-site training and evaluation to be conducted by a qualified person who is certified to train powered industrial truck operators. After you complete your practical training and pass your evaluation, you will be officially certified to operate a forklift.
Slide 7: Forklift Training Requirements (5 Minutes)
F: Forklift Operator Training must include: (Click mouse to trigger animation)  
F: Classroom presentation (Click mouse to trigger animation)  
F: Hands-on demonstration and evaluation (Click mouse to trigger animation)  
F: Operating instructions on each type of forklift that will be operated.
F: Companies must:
· Offer site specific truck and workplace training 
· Ensure workers comply with training requirements 
· Must authorize forklift operators 
· Ensure that forklifts meet applicable ANSI requirements
Slide 8: Benefits of Forklift Training (5 Minutes)
F: The benefits of Forklift Training are: 
· Reduced accidents by teaching correct methods of avoiding accidents​.
· Reduced product damage by teaching best load handling techniques​.
· Reduces equipment damage by giving instruction in correct operation and handling​
· Reduces lost time by reducing accidents, and unplanned work stoppages​.
· Increases operator performance by showing correct methods of operation​
· Increase productivity by increasing operator skills​
· Increases employee morale by showing management’s concern for employee health​
· Increases compliance by ensuring compliance with the OSHA Forklift Standard, 1910.178​
· Increases equipment life by ensuring that forklifts are:​ ​
· Properly operated​
· Properly maintained in accordance with manufacturers recommendations​
· Inspected for damage daily and prior to use​
· Taken out of service if damaged and until repaired​
F: Some believe that driving a forklift is just like driving a car and that it is a simple task that should not require so much training......but they would be wrong. Improperly operating a forklift could be fatal. 
Slide 9: Forklift Injuries and Fatalities (3 Minutes)
F: Around 75 to 100 workers are killed annually in forklift accidents, with a rough average of 87 deaths per year — this number has continually increased almost 30% within the last decade. OSHA's most recent estimates indicate that between 35,000 and 65,000 injuries occur every year involving forklifts. Forklift overturns are the leading cause of fatalities involving lift trucks. 
F: Overturns can be caused by: 
· Improper turning. 
· Driving with an elevated load.
Slide 10: Forklift Safety - 8 Rules: (4 Minutes)
Play Video
Slide 11: Automobiles vs. Forklifts (1 Minute)
F: Remember earlier when I said that some believe that driving a forklift is just like driving a car? 
F: Characteristics that differ include: (Next Slide) 
Slide 12: Steering (2 Minutes)
F: Forklifts have a tighter turning radius meaning they do not cut sharply, and they can overturn and steer from the rear causing the rear to swing wide. A forklift requires the most room to move and is only efficient in conventionally sized aisles. These machines use a 90-degree forklift turning radius. Even the most experienced operators will have trouble maneuvering this piece of equipment in aisles any smaller than 11 feet.
Slide 13: Weight (1 Minute)
F: Forklifts are smaller and more compact and are relatively heavier which reduces acceleration and increases breaking distance. 
Slide 14: Stability (4 Minutes)
F: Forklifts are not stable when loaded, their three-point suspension is rigid. The centers of gravity (CG) must stay within the stability triangle pictured here. 
{Play video by clicking on the link on the screen.}
Slide 15: Visibility (1 Minute)
F: Forklifts have poor forward visibility; the mast and load may obstruct the view. If visibility is obstructed, travel in reverse and use a spotter. 
Slide 16: Refueling or Recharging (2 Minutes)
F: Explosions, acid burns, musculoskeletal injuries, and the risk of electric shocks are all potential risks when changing and charging forklift batteries. 
F: The number one and most dangerous hazard associated with gas refueling is the risk of fire. If the fueling is being done in an enclosed area and even a little bit of gasoline is spilled, all it takes is for one tiny spark or open flame to ignite and cause an explosion and wide-spread fire.
Slide 17: Recharging Electric Forklifts - (8 Minutes)
F: Lead acid batteries are very heavy. Often, they cannot be moved or lifted into a charging station without some type of mechanical assistance. Any equipment used to move batteries should facilitate easy movement without the need for manual lifting or awkward body movements. Review proper lifting techniques as well as any limits on the amount of weight that should be lifted by one person.
F: When charging electric forklifts:
· Wear splash proof goggles and protective clothing​
· Check electrolyte level before charging​
· Keep tools and metallic objects away from battery top​
· Do not pour water into acid – ​ add acid to water. ​
· Watch for spilled materials​
· Ensure battery is secure



Slide 18: Refueling Gas or Diesel Forklifts (8 Minutes)
F: Forklifts that use gasoline are easy to refuel. However, gasoline is very flammable.
F: Refuel only at designated safe locations. A designated safe location outdoors is preferable to a refueling area indoors. Do not refuel trucks in hazardous areas or around heat sources.
· Stop the engine during refueling.
· Do not smoke while refueling.
· Do not allow the forklift to become low on fuel or run out of fuel. Sediment or other impurities in the tank could be drawn into the fuel system causing difficulties in starting and actual damage to the internal components. Fill the fuel tank at the end of each day.
· Do not fill the tank to the top; it may overflow because fuel expands as it is heated.
· Never leave fuel nozzle unattended. 
· Clean up spills immediately. 
· Follow correct refueling procedures:
· Park the forklift in the designated refueling area.
· Place the transmission in Neutral.
· Lower the forks to the ground.
· Engage the parking brake.
· Shut off the engine.
· Open the filler cap.
· Fill the tank slowly (if spillage occurs, wipe off fuel and wash down the area with water).
· Close the filler cap.
Slide 19: Refueling Liquid Propane Forklifts (3 Minutes)
F: Liquid petroleum gas (LPG) is a commonly used fuel for forklifts. It is a safe fuel when handled properly. When handled improperly, it can cause serious injury or death. LPG vapor is heavier than air and will seek the lowest lying area. If not adequately dissipated, it will collect in pockets and possibly ignite when exposed to a heat source. LPG is extremely flammable. LPG is extremely cold when exposed to the atmosphere. If your skin is exposed to LPG, you can get frostbite.
F: Do not refuel LPG-powered trucks in confined areas where LPG vapors could collect if a leak occurs, and do not leave LPG-powered trucks near heat sources, stairways, exits, or other egress areas.
F: Remember only trained and authorized

Slide 20: Refueling Video (6 Minutes)
Play Video
Slide 21: Forklift Inspection (8 Minutes)
F: OSHA requires that all forklifts be examined at least daily before being placed in service. Forklifts used on a round-the-clock basis must be examined after each shift. The operator should conduct a pre-start visual check with the key off and then perform an operational check with the engine running. The forklift should not be placed in service if the examinations show that the vehicle may not be safe to operate.
F: Before starting your vehicle, conduct a pre-operation (or pre-start) inspection that checks a variety of items, including but not limited to:
· Fluid levels -- oil, water, and hydraulic fluid.
· Leaks, cracks, or any other visible defect including hydraulic hoses and mast chains. NOTE: Operators should not place their hands inside the mast. Use a stick or other device to check chain tension.
· Tire condition and pressure including cuts and gouges.
· Condition of the forks, including the top clip retaining pin and heel.
· Load backrest extension.
· Finger guards.
· Safety decals and nameplates. Ensure all warning decals and plates are in place and legible. Check that information on the nameplate matches the model and serial numbers and attachments.
· Operator manual on truck and legible.
· Operator compartment. Check for grease and debris.
· All safety devices are working properly including the seat belt.
F: After completing the pre-operation inspection, operators should conduct an operational inspection with the engine running. This inspection includes:
· Accelerator linkage
· Inch control (if equipped)
· Brakes
· Steering
· Drive control: forward and reverse
· Tilt control: forward and back
· Hoist and lowering control
· Attachment control
· Horn
· Lights
· Back-up alarm (if equipped)
· Hour meter
F: A vehicle that needs repair, defective or in any way unsafe should be removed from service. The problem should be recorded on a log and reported to a supervisor immediately. This section discusses pre-operation and operational inspections that operators should perform to ensure that forklifts will operate safely. Unusual noises or vibrations should be reported immediately.
Slide 22: Forklift Inspection Video (6 Minutes)
Play Video
Slide 23: Load Chart (2 Minutes)
F: Forklifts must have a legible load chart or data plate. The plate lists maximum load capacities at various distances on the forks.
F: Distance will be from load’s CG to the back rest of the forks and is usually expressed at 24, 36 and 42 in.
Slide 24: Operational Safety Checklist (4 Minutes) 
F: To ensure safety
· Operate at appropriate speeds
· Slow down when turning and at intersections
· Maintain three truck length following distance
· No horseplay
· Seat belts should be worn at all times
· Keep arms and legs inside the forklift
· Keep workers clear of suspended loads
· Never drive towards a worker
· Do not carry passengers
· Yield to pedestrians
Slide 25: Questions?
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