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Sample safety program:

Forklift safety 
Insert company name
Forklift safety program
Purpose

Accidents resulting from powered industrial truck operations can result in severe personal injury or death, major property damage and major damage to company products. This poses a serious problem for workers and their employer. This program establishes uniform requirements to make sure that hazards associated with the use of powered industrial trucks are evaluated, and that this information is transmitted to all affected workers. 

Assignment of responsibility
Management

(Insert company name) has expressly authorized (Insert name) the authority to halt any operation of forklift equipment where there is danger of serious personal injury.

(Insert name) will ensure that the requirements of this program for powered industrial trucks will be adhered to by all company personnel. (Insert name) is responsible for addressing employee training and authorization, safety requirements, new purchase criteria, maintenance, and general operation of fork trucks. In addition, they will develop written detailed instructions covering each of the basic elements in this program, and is the sole person authorized to amend these instructions. 

As applicable, this program will be extended to include tractors, platform lift trucks, motorized hand trucks, and other specialized industrial trucks used within the facility. 

Employees

It is the responsibility of all employees to:

· Understand and adhere to the procedures outlined in this forklift safety program and recognize that failure to do so will result in disciplinary actions up to and including termination.
· They should bring to management’s attention any unsafe or hazardous conditions or practices that may cause injury to either themselves or any other employees.
· Report any incident that causes injury to an employee, regardless of the nature or severity of the injury.

Determination of needs

Every employee assigned to operate a forklift will be certified as competent to operate a powered industrial truck safely, as demonstrated by successful completion of the company’s training evaluation. Employees will not be allowed to operate forklifts, except for training, unless they have met all training requirements.

Safe operation

Trucks must not be driven up to anyone standing in front of a bench or other fixed objects.

Employees are not allowed to pass under the elevated portion of any truck, whether loaded or empty.

Personnel are not allowed to ride as passengers on powered industrial trucks.

Employees are allowed on the forks only when in an approved man basket appropriately installed on the forklift.

Operators must keep their arms and legs inside the running lines of the truck during operation. At no time should operators place their arms or legs inside the uprights of the mast.

When a powered industrial truck is left unattended, load engaging means, must be fully lowered, controls shall be in neutral, power must be shut off, and brakes set. Wheels are to be blocked if the truck is parked on an incline.

Trucks shall not be used for opening or closing freight doors.

A safe distance must be maintained from the edge of ramps or platforms while on any elevated dock, or platform or freight car. All grades will be traversed slowly to maintain control of the truck and its load.
Do not leave trucks idling unnecessarily inside buildings or outside near windows or ventilation intake ducts.
Traveling

Operators will observe all traffic regulations, including posted site speed limits.

The truck operator is responsible for looking out for pedestrians and will sound the horn when approaching pedestrians.

A safe distance must be maintained of approximately three truck lengths from other trucks and pedestrians. The truck shall always be kept under control.
Do not pass other trucks traveling in the same direction at intersections, blind spots, or other dangerous locations.

Drivers are required to 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 will travel with the load trailing.

When ascending or descending grades more than 10 percent, loaded trucks must be driven with the load upgrade.

Dock board or bridge plates are to be properly secured before they are driven over, and their rated capacity not exceeded.

Elevators must be approached slowly, and then entered squarely after the elevator car is properly leveled. Once on the elevator, the controls shall be neutralized, power shut off, and the brakes set.

When transporting material, the load is to be kept no more than 6-10 inches off the floor and proper caution used when turning.

Loading

All loads are to be stable or safely arranged prior to moving. Extreme caution will be taken when handling off-center loads which cannot be centered.

Heavy, odd, shaped objects will be loaded with the center of gravity as low as possible.

Loads will never be allowed to exceed the trucks rated capacity.

Extreme caution will be used when tilting the load forward or backward, particularly when high tiering of loads.

Trucks and railroad cars

Unless provided with dock locking mechanisms, the brakes of semi-tractor trailers will be set, and chock blocks placed under the rear wheels to prevent the truck from rolling.

Wheel stops or other recognized positive protection shall be provided to prevent railroad cars from moving during loading or unloading.

Fixed jacks will be used to support a semi-trailer and prevent upending during the loading or unloading when the trailer is not coupled to a tractor.

Flags or other alert systems will be used during unloading and loading, to warn the driver not to move the trailer.
Maintenance

Any forklift not in safe operating condition shall be removed from service until all repairs have been made by authorized personnel. 

All repairs will be conducted with the engine shut off and the key under the direct control of the person performing the repair. All other appropriate control of hazardous energy will be in place during the repair.
No truck will be operated with any obvious leak.
Repairs to the fuel and ignition system which involve fire hazards must be conducted only in designated repair locations.

When working on the electrical system the battery will be disconnected.

All parts that are replaced must be replaced with parts equivalent with those used in the original design.

Before an end of shift maintenance and safety checks will be performed before the forklift is used. Defects are to be reported and corrected before the forklift is used. (See safety and maintenance checklist.)

Required operator training

Employee operator trainees may operate a powered industrial truck only under the direct supervision of designated persons who have the knowledge, training, and experience to train and evaluate operator competence. New employee operators with previous experience or training will undergo the same training as other employee operators.

Training will consist of a combination of formal instruction, practical training, and evaluation of the operator's performance in the workplace.

All training and evaluation will be conducted by an approved third party qualified to provide certification (e.g. Oklahoma Career Tech) or by other persons who have the knowledge, training, and experience to train and evaluate powered industrial truck operators as designated by the company.

Training Program Content

Certified forklift operators will demonstrate their understanding of the following:

· Differences between the truck and the automobile

· Operating instructions, warnings, and precautions for the type of truck the operator will be authorized to operate

· Truck controls and instrumentation: where they are located, what they do, and how they work

· Engine and motor operation

· Steering and maneuvering

· Visibility (including restrictions due to loading)
· Fork and attachment adaption, operation, and use limitations

· Vehicle capacity and stability

· Any vehicle inspection and maintenance that the operator will be required to perform

· Engine refueling and/ or charging and recharging batteries

· Operating limitations

· Surface conditions concerns where the vehicle will be operated

· Composition of loads to be carried and load stability

· Load stacking, and un-stacking

· Pedestrian traffic in areas where the vehicle will be operated

· Narrow aisles and other restricted places where the vehicle will be operated

· Hazardous locations where the vehicle will be operated

· The risks of ramps and other sloped surfaces that could affect the vehicle's stability

· Closed environments and other areas where insufficient ventilation or poor vehicle maintenance could cause a buildup of engine exhaust components (e.g. carbon monoxide)
· Determining whether the load is safe to handle

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

· Any other operating instructions, warnings, or precautions listed in the operator's manual for the types of vehicle that the employee is being trained to operate.

Refresher Training and Evaluation
Refresher training will be required when:

· The operator has been observed operating the vehicle in an unsafe manner

· The operator has been involved in an accident or near-miss incident

· The operator has received an evaluation that reveals that the operator is not operating the truck safely

· The operator is assigned to drive a different type of truck

· A condition in the workplace changes in a manner that could affect safe operation of the truck

An evaluation of each powered industrial truck operator's performance shall be conducted at least once every three years.

Certification

(Insert company name) will certify each operator has been trained and evaluated as required by this program. The certification will include the name of the operator, the date of the training, the date of the evaluation, and the identity of the person(s) performing the training and evaluation. 

Any employee allowed to operate a forklift, even if only occasionally, will be required to be certified before operating this equipment. 

Fuel Handling and Storage

The storage and handling of liquid fuels such as gasoline and diesel fuel shall be in accordance with the following:

· Make sure the truck is properly positioned and brakes applied before attempting to fuel the vehicle. Engines will be shut off and operators must be off trucks before they are refilled.

· Fuel tanks will be filled at designated locations outside of any structure with the filling hose and equipment properly bonded and grounded. Propane cylinders will also be changed at designated locations outside of any structure.

· Smoking is not permitted within twenty feet of refueling operations.

· Fire extinguishers will be readily available during the fueling operation. Only employees trained in fire extinguisher use will utilize this equipment.

Batteries

Battery charging will be performed in the designated area provided with adequate ventilation of gassing batteries as well as the capability for flushing and neutralizing spilled electrolyte. 
Trucks are to be properly positioned and brakes applied before attempting to change or charge batteries.

Where applicable the conveyor, overhead hoist, or equivalent material handling equipment will be utilized for handling batteries.

All reinstalled batteries will be properly positioned and secured in the truck.

When charging batteries, acid must be poured into water instead of water poured into acid. Only approved containers will be used for dispensing electrolyte.
Assure that battery vent caps are functioning, and the battery covers are open to dissipate heat.

Tools and other metal objects are to be kept away from the top of uncovered batteries.

Employees handling batteries will wear face shields, goggles, rubber gloves, aprons, and rubber boots, to protect against acid burns. 
If acid is spilled on workers clothing it will be removed immediately and any affected body parts flushed with water.

Forklift daily shift checklist
Industrial trucks will be examined daily before being placed in service and at the end of the day. If the truck is used daily on more than one shift, it shall be inspected before each shift.

Forklift Manufacturer _______________________________Date___________________ 

Forklift Identifying Number _____________ Inspected by_________________________ 

Items to be checked
OK    NOT

           OK
____ ____ Tires 

____ ____ Horn 

____ ____ Back up alarm 

____ ____ Lights 

____ ____ Battery 

____ ____ Controller 

____ ____ Lift system, to include load limit switches, load engagement means, chains, cables, forks, etc. 

____ ____ Brakes (normal and emergency) 

____ ____ Steering mechanism intact, no excess play in steering 

____ ____ Hydraulic system intact, no leaks or fluid puddle present  

____ ____ Hydraulic fluid level 

____ ____ Truck clean, free of dirt, excess oil and grease 

____ ____ Overhead guards intact, not broken or damaged 

____ ____ All gauges working properly 

____ ____ Seat belts work properly 

____ ____ Fuel Level

____ ____ Fuel system intact, no smell of fuel, cap in place

____ ____ Propane tank secured in saddle 

____ ____ Engine oil fluid level 

____ ____ Transmission fluid level 

____ ____ Exhaust system intact, no visible emissions

____ ____ All name plates and markings are in place and maintained in legible condition 

List any other problems found with the truck. 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Note: Any items found to be defective will require immediate notification of your supervisor and the lift will be taken out of service until repaired. 
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