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1.0
INTRODUCTION

The objective of this procedure is to outline the criteria for the safe operation of forklifts. Only authorized WSU Vancouver personnel may operate forklifts. Forklifts are considered to be a Powered Industrial Truck (PIT), which the American Society of Mechanical Engineers (ASME) defines as a mobile, power-propelled truck used to carry, push, pull, lift, stack, or tier materials. PIT’s can be ridden or controlled by a walking operator. PIT’s include many styles of forklifts, and motorized material lifts and pallet jacks. Reference WAC 296-863.

2.0
WSU VANCOUVER FORKLIFT INVENTORY

Toyota Fixed Mast Propane Fueled Forklift (4000 lb. lifting capacity at 24” load center).

3.0
SUPERVISOR RESPONSIBILITY

Affected supervisors shall:

· Ensure only trained and certified personnel operate forklifts.

· Ensure forklift operators maintain proper training and certification.

· Maintain forklifts in safe and operable condition.

· Ensure personnel follow policies and procedures related to the safe operation of forklifts, and take corrective action in the even an employee violates established safe operating procedures.

· Maintain record of employee certifications, training and forklift maintenance records and checks.

4.0
OPERATOR RESPONSIBILITY

Operators shall:

· Maintain required training and certification before/while using forklifts.

· Carry their certification card while operating forklifts.

· Perform a pre-operational checklist prior to operating forklifts.

· Report unsafe conditions, near misses and accidents.

· Follow safe forklift operating procedures.

5.0
OPERATOR TRAINING AND AUTHORIZATION TO OPERATE FORKLIFTS

5.1
Training Program:

· Formal instruction such as a lecture, discussion, interactive computer learning, videotape or written material. A written test is given at the end of this portion of training.

· Practical training (drive test), which includes hands-on demonstrations by the trainer and exercises by the trainee on the forklift they will use.

· An evaluation of the effectiveness of the training by observing the operator’s performance while doing actual work using a forklift. This evaluation must be repeated at least once every three years.
5.2
Qualified Trainer:

· A knowledgeable instructor must give training and practical. Contact the EH&S Coordinator for a qualified forklift instructor.
5.3
Operator Authorization/Certification:

· Authorization to operate forklifts will be given to employees who successfully complete forklift training and evaluation. Authorization is recognized by means of an Operator’s Certification Card issued only to authorized personnel. 

· Operators must be evaluated by WSU Vancouver, even if another employer has certified them in the past.

· Operator trainees may only operate forklifts when directly supervised by a qualified person and when this would not endanger themselves or others.
5.4
Training Documentation:

· Documentation of employee training and evaluations must be kept on file in the department and a copy sent to the EH&S Coordinator. Records must contain name of the operator, date of training, date of evaluation, and name of person(s) giving training and evaluation.
5.5
Refresher training will be given if an operator:

· Has been involved in an accident, near miss, or unsafe operations.

· Is assigned to a new type of forklift (including rentals).

· Work conditions change that could affect safe operation of forklifts.

5.6
Training Content:

	FORKLIFT RELATED TOPICS
	WORK RELATED TOPICS

	Operating instructions, warnings, & precautions for types of forklift the operator will be authorized to operate
	Surface conditions where the forklift will be operated

	Differences between the forklift & an automobile
	Composition of loads to be carried & load stability

	Forklift controls & instrumentation: location, what they do & how they work
	Load manipulation, stacking & unstacking

	Engine or motor operation
	Pedestrian traffic where the forklift will be operated

	Steering & maneuvering
	Narrow aisles & other restricted places where the forklift will be operated

	Visibility (including restrictions due to loading)
	Hazardous (classified) locations where the forklift will be operated

	Forklift attachments operation & use limitations
	Ramps & other sloped surfaces that could affect the forklift’s stability

	Forklift capacity
	Closed environments & other areas where insufficient ventilation or poor forklift maintenance could cause a buildup of carbon monoxide or diesel exhaust

	Forklift stability
	Other unique or potentially hazardous environmental conditions in the workplace that could affect safe operation

	Forklift inspection & maintenance by the operator
	

	Refueling and/or charging and recharging of batteries
	

	Operating limitations
	

	Operating instructions, warnings, or precautions listed in the operator’s manual
	


6.0
OPERATION INSTRUCTIONS


To safely operate the forklift:

· Do not operate a forklift that did not pass the daily safety checklist.

· Read, understand, and follow directions in the operators manual and on forklift labels.

· Securely fasten your seat belt before operating forklifts.

· Drive at a speed that will allow you to stop safely within the stability triangle. Rule of thumb: a forklift should never be driven faster than a quick walking pace; ~ 5mph. A 2000 pound forklift without a load traveling at 5mph can strike with a force of seven tons and easily crash through a brick wall.

· SLOW DOWN when turning, crossing slopes, railroad tracks, and on rough, slick or muddy surfaces.

· Avoid operating near ditches, embankments, and holes.

· Stay off slopes too steep for safe operation.

· Watch where you are going, especially at row ends, on roads, around trees, at intersections, and in high traffic areas.

· Operate the forklift smoothly; no jerky turns, starts, or stops.

· Don’t push other vehicles with forklift.

· Keep body parts inside the forklift while driving to avoid crushing hazard.

· Never exceed the rated capacity of the forklift.

· Use only undamaged pallets.

· Make sure the load is stable and secure prior to moving. Move squarely into position in front of the load, position the forks wide apart to keep the load balanced, drive the forks fully under the load, and tilt the mast backward slightly to stabilize the load and lift.

· Do not tilt forks forward except when picking up or depositing a load.

· Tilt the load backward only enough to stabilize the load.

· Keep the load low just above the pavement with forks tilted back when traveling.

· Keep the load uphill when going up or down an incline.

· Check for adequate overhead clearance (under beams, lights, sprinklers, and pipes) for forklift and load to pass.

· Do not permit others to ride.

· Never engage in stunt driving or horseplay.

· Do not allow anyone to walk or stand under elevated forks, even if the forks are not carrying a load.

· Forklifts shall not be driven up to anyone standing in front of a bench or other fixed object of such size that the person could be caught between the forklift and the object.

· Operators shall look in the direction of travel and shall not move a vehicle until certain that all persons are in the clear. Sound horn when approaching blind corner.

· When a load obstructs an operators view the operator shall travel with the load trailing.

· When traveling with vehicles in the same direction, a safe distance (at least 3 truck lengths) must be maintained.

· Operate a forklift only while in the seat or operator’s station. Never start or operate the controls while standing beside the forklift.

· When unloading trucks/trailers 1) check to see if the weight of the forklift and load can be supported by truck/trailer, 2) check truck/trailer flooring integrity, and 3) secure the truck/trailer by chocking, and setting/securing brakes, dock clamps, and dock plate. This prevents forklift from falling between trailer and dock, or through truck/trailer floor.
· A forklift is considered to be unattended when it is not in view of the operator or if the operator is > 25 feet away. When leaving a forklift unattended lower the forks to the ground, set the controls to neutral, turn off the power, take the ignition key, and set the brakes. 

· If an operator dismounts the forklift, but stays within 25 feet of the forklift, the operator must lower the forks to the ground, set the controls to neutral and set the brakes.

· Never allow anyone to be lifted while standing on the forks or a pallet lifted by the forks.

· Fueling: follow safe fueling procedures so as not to spark flammable vapors (do not smoke or allow open flames or sparks near refueling area, ensure adequate ventilation, etc.). The Toyota forklift is powered by liquid petroleum gas (LPG). LPG is very cold; wear gloves when changing LPG tanks.
· Battery charging and service: forklift batteries will only be charged and serviced by the shop mechanic.

· LPG and gasoline powered forklifts produce carbon monoxide, a poisonous gas. Operate in well ventilated areas. 

· When operating a forklift in an environment with flammable chemicals or other hazardous conditions use only forklifts that are acceptable for operations under those conditions. Check the load capacity plate for forklift designation.

7.0
EXPLOSION/COMBUSTION HAZARD DESIGNATION
Forklifts have a hazard designation assigned to them that tells whether they are suitable for use in certain kinds of hazardous atmospheres. You can find the designation on the load capacity plate.

	TYPE
	BUILT-IN SAFEGUARDS AGAINST FIRE HAZARDS

	D      (DIESEL)
	Minimum

	DS
	D + additional for fuel, exhaust and electrical systems

	DY
	DS + all electrical equipment enclosed

	E      (ELECTRIC)
	Minimum

	ES
	E + prevents sparks and limits surface temperatures

	EE
	ES + all electric motors and equipment completely enclosed

	EX
	Can be used in flammable vapor or dust atmospheres

	G    (GASOLINE)
	Minimum

	GS
	G + additional for fuel, exhaust and electrical systems

	LP  (LIQUID PETROLEUM)
	G + minimum safeguards for liquid petroleum gas

	LPS
	LP + additional for fuel, exhaust and electrical systems


8.0
FORKLIFT MAINTNENANCE

Forklifts shall be maintained in safe operating condition and free of defective or missing parts through daily visual checks and regular preventive maintenance. If a forklift is found unsafe, then it must be removed from service until repaired by an authorized person. Replacement parts must be equivalent to the original manufactured part. Do not alter or eliminate parts or add accessories unless approved by the manufacturer in writing. When applicable, make any necessary changes to the load capacity plate and operating instructions. Maintenance records will be kept on file in Facilities Operations.

8.1
Preventative Maintenance

Forklifts will be subject to preventative maintenance schedule performed by the shop mechanic. Equipment preventative maintenance is determined by time, mileage and/or hours of use. The forklift is on a monthly preventative operational check schedule, as well as, regular service intervals determined by hours of use.

8.2
Daily Operational Safety Checklist

Operators will perform the following daily operational safety checklist prior to forklift operation. 

	OPERATOR’S DAILY CHECKLIST

	EQUIPMENT
	TOYOTA FORKLIFT
	SERIAL #

	METER READING
	DATE
	OPERATOR

	TPYE       LPG operation
	
	

	Check the following items before shift starts. Mark any defective items and explain details in comments section below. Do not operate an unsafe forklift!

	(
	VISUAL CHECK

	
	Tires are inflated and free of excessive wear or damage. Lug nuts are tight.

	
	Forks and mast are not bent, worn, or cracked.

	
	Load backrest extension is in place and not bent, cracked or loose.

	
	Overhead guard is in place and not bent, cracked, or loose.

	
	Attachments (if equipped) operate OK and are not damaged.

	
	Forklift body is free of excessive lint, grease, or oil.

	
	Fire extinguisher present and charged.

	
	Load rating plate is present and readable.

	
	Warning decals are present and readable.

	
	Hydraulic oil is full and free of leaks.

	
	Seat belt or restraint is accessible and not damaged, oily, or dirty.

	
	Engine oil is full and free of leaks.

	
	Radiator is full and free of leaks.

	
	Fuel level is OK and free of leaks.

	
	Battery connections are tight.

	
	Covers over battery and other hazardous parts are in place and secure.

	
	Engine runs smooth and quiet without leaks or sparks from the exhaust.

	
	Horn works.

	
	Turn signal (if equipped) works.

	
	Lights (head, tail and warning) work and are aimed correctly.

	
	Gauges and instruments are working.

	
	Lift and lower operates smoothly without excess drift.

	
	Tilt operates smoothly without excessive drift or “chatter.”

	
	Control levers are labeled, not loose or binging and freely return to neutral.

	
	Steering is smooth and responsive, free of excessive play.

	
	Brakes work and function smoothly without grabbing. No fluid leaks.

	
	Parking brake will hold the forklift on an incline.

	
	Backup alarm works.

	
	No unusual noises noted.

	
	Comments:




PAGE  
1

