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[bookmark: _Toc13740216]Icon legends

	Icons
	Descriptions
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	Practice activity 
Learning activities are the tasks and exercises that assist you in gaining a clear understanding of the content in this workbook.  It is important for you to undertake these activities, as they will enhance your learning.
Activities can be used to prepare you for assessments.  Refer to the assessments before you commence so that you are aware which activities will assist you in completing your assessments.

	[image: ]
	Collaboration 
Whether you discuss your learning in an online forum or in a face-to-face environment discussions allow you to create and consolidate new meaningful knowledge.

	[image: ]
	Self-check
A self-check is an activity that allows you to assess your own learning progress. It is an opportunity to determine the levels of your learning and to identify areas for improvement.

	[image: ]
	Readings (Required and suggested)
The required reading is referred to throughout this Student workbook. You will need the required text for readings and activities. 
The suggested reading is quoted in the Student workbook, however you do not need a copy of this text to complete the learning. The suggested reading provides supplementary information that may assist you in completing the unit.





Topic 1
[bookmark: _Toc13740217]Safety, The Law
And Forklift 
Operations 


[bookmark: _Toc528920828][bookmark: _Toc13740218]1.1 Introduction
[image: ]You will learn about: 
· the high risk work licensing process
· differences in forklift trucks 
· becoming a trainee 
· your responsibilities as a licence applicant 
· licence assessment
what you need to know to complete the licence assessment
· safety and managing hazards.
[bookmark: _Toc528920829]
[bookmark: _Toc13740219]1.2 High risk work licencing 
[image: ]A high risk work (HRW) Licence is a photographic licence similar to a driver’s licence. 
You will need a HRW licence to operate a forklift in NSW. There are two classes of forklift licence.
1. LF class for a forklift truck equipped with a mast and an elevating load carriage with a pair of fork arms or other attachment. 
2. LO class for an order picking forklift truck where the operator's control elevates with the load carriage/lifting platform.
This student workbook is for LF class only and assessment in LF will not allow you to operate an LO forklift truck or apply for the LO HWR licence
In NSW a LF licence is issued by SafeWork NSW after you have been trained and assessed as competent in the national unit of competency TLILIC0003  – Licence to Operate a Forklift truck (this you are currently undertaking), by an approved trainer working with a Registered Training Organisation (RTO). TAFE NSW is a registered RTO.  
Once you are considered competent, you can arrange to do the theory and practical tests for the Forklift licence assessment which have been set by Safe Work Australia. 
The licensing tests are conducted by a SafeWork NSW accredited assessor.
For forklift operations, the HRW licence class of LF will allow you to perform masted forklift operations.
As well as knowing all the accepted operating procedures, you need to be responsible for, and give your full attention to ensuring the safety of yourself and everyone on the worksite when you operate a forklift. 
Once you have successfully completed the licensing process,you will be eligible for a nationally recognised forklift licence for that class of forklift.
[bookmark: _Toc13740220]1.3 Differences in forklift trucks 
The term forklift truck refers to a powered (internal combustion engine or electric) industrial truck equipped with a mast and elevating load carriage which has a pair of fork arms or other approved appropriate loading holding attachment.   
[bookmark: _Toc13740221]The standard LF forklift 

[image: ]                                                                                         
                                                                                                                                         



The following forklifts can be described as MORE than pallet lifters.
They are all COUNTERBALANCED, use a MAST and FORKS, and are SELF-PROPELLED.

[bookmark: _Toc13740222] A tractor fitted with ‘lifting media’
[bookmark: _Hlk7434287][image: ][image: ]A tractor fitted with ‘lifting media’ made up of a mast and elevating load carriage which has a pair of fork arms or other arms, is a forklift truck for high risk work licensing purposes, and a licence is required.





[bookmark: _Toc13740223]Electric ‘ride on’ forklift                                                      
The Electric ‘Ride-On’ Forklift DOES require an LF licence. 
[image: ]





[bookmark: _Toc13740224]Walk behind (pedestrian operated) forklift
[image: ][image: ]
SafeWork NSW DOES NOT require the “Walk Behind” (pedestrian operated) forklift to be operated with a licence.
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[bookmark: _Toc13740225]Tractor with front end loader

[image: ][image: ]
A licence is NOT required to operate a tractor with front-end loader style lifting arms.
[bookmark: _Toc523478693][bookmark: _Toc523478969][bookmark: _Toc523480507]
 ALWAYS check if you have the appropriate licence for the type of forklift being operated.

	 Type of Forklift truck
	Operator Licence required

	Counterbalanced forklift truck
	Yes

	Side-loading forklift truck
	Yes

	Container forklift truck
	Yes

	Reach forklift truck
	Yes

	Order-picking forklift truck
	Yes

	Rider seated powered high-lift pallet truck
	Yes

	Rider seated powered low-lift pallet truck
	No

	Powered pedestrian-operated lift truck
	No

	Straddle carrier
	No



PLEASE NOTE: This is NOT a learning workbook for an order picking or tele handling forklift 

ORDER PICKING FORKLIFT TRUCK   
[image: ]

[image: ]An Order Picking forklift truck cannot be operated with a LF Forklift truck licence 

You will need an LO licence to operate a load-shifting order picker







                            
[bookmark: _Toc13740226][image: ]Non - slewing telehandler


[image: ]
OVER 3 tonne capacity: If the non-slewing tele handler has a lifting capacity rating of over 3 tonnes, regardless of the attachment (excluding EWP), the operator must have a HRW licence. 
UNDER 3 tonne capacity: If the non-slewing tele handler has a lifting capacity rating of under 3 tonnes, the operator DOES NOT require a HRW licence.  However evidence of appropriate training must be held by the employer and operator of the machine confirming the operator can use the machine in a safe and competent manner.
REGARDLESS OF LIFTING CAPACITY: If a non-slewing tele handler is fitted with an elevating work platform / basket and has a vertical or horizontal reach of 11 metres or more, then the operator must have a National HRW licence: Class WP.

SLEWING TELE HANDLER
A slewing tele handler is classified as a slewing mobile crane. Regardless of the unit’s lifting capacity and which attachment is being used (excluding EWP), the operator must hold a HRW licence. 



	[image: ]
	Self-check questions


Activity Topic 1
1. [bookmark: _Hlk7696956]What machinery can you operate with an LF licence?


2. What licence is needed for a ‘walk behind’ (pedestrian operated) forklift?



3. What licence is needed for an order picking forklift ?

[bookmark: _Hlk7697076]

[bookmark: _Toc13740227]1.4 The licencing process
The below flow diagram refers to the process you have commenced by undertaking this unit.




[bookmark: _Toc13740228]1.5 Becoming a Trainee
[bookmark: _Hlk7706299]Employers are not permitted to allow unlicenced drivers to operate a forklift truck unless they are ‘under training and supervision of a qualified trainer.’
Note that on successful completion of licence assessment you will be issued with a temporary licence which is valid for 60 days during which time you must apply for your plastic licence from SafeWork NSW.
Your licence will list all the HRW licences you hold on the back of the card.
When you have a forklift licence and it falls due for renewal (after 5 years) you must renew it within 12 months of expiry date or it will be cancelled.


[image: Image result for high risk work licence]


[bookmark: _Toc13740229]1.6 Responsibilities of the licence applicant
When you are ready to undertake your licence assessment the assessor will ask you to complete an application form requesting the assessment.
This document is a formal declaration and the following points are important to remember:
· Provide your name and evidence of identity including photograph and signature. 
· Make only truthful declarations.
· Declare that an existing HRW Forklift licence is not held in any state of Australia.
· Declare any convictions under the WHS Act.
· Declare any prior HRW licence suspensions/cancellations.
As part of your evidence of successful training you will be issued with a Statement of Attainment by the accredited RTO.
This TAFE Statement of Attainment is valid for the purpose of an assessment for 60 days from the date of issue. 
Your HRW licence is valid for 5 years from date of issue. You don’t need to be retested for renewal but a renewal fee must be paid. If you don’t renew your HRW licence within 12 months of the due date it will be cancelled and retraining and reassessment will be required.
If at any time during the period you hold a HRW licence and your competency becomes inadequate for any reason, you must:
· Not perform High Risk Work, and
· Retrain to full competency, or
· Hand in your licence to WorkCover
Safety Tip: You must take reasonable care while performing HRW and not endanger yourself and others.
There are penalties which can be imposed by the regulators for unsafe HRW operation by licence holders. 

These include: 
· suspension or cancellation of licence, or
· refusal to renew licence.

[bookmark: _Toc13740230]1.7 Licence Assessment 
Throughout your training, you are being continually being observed and assessed. You must successfully complete the RTO assessments before being able to undertake the SafeWork NSW licence assessment.
You will need a pen.
Wear suitable and appropriate clothing, including safety footwear (no sandals or thongs), reflective safety vest, gloves, sunglasses (if working outside), safety cap / hat.

	    [image: ]
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	[image: ]



In some circumstances hearing protection should be worn. 
Please check with your trainer prior to the assessment.
[bookmark: _Toc13740231]

1.8 Evidence Identity
You must bring with you to the SafeWork NSW assessment the following items equalling 100 points (one form of ID must include photo identification) with proof of address:
Some documents you can use to provide this include:
· [image: ]Australian birth certificate
· Australian drivers licence   
· Medicare card
· ATM card
· Utilities bill (gas, electricity, water)


                                                                          
[image: ]
[image: ]
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Please use the information below and over the page as a guide for your identification requirements.





	[image: ]
	Self-check questions


Activity Topic 1.8
1. [bookmark: _Hlk7698867]How many points of ID do you need to apply for a forklift licence assessment?

2. What documents will you require for your ID evidence?


3. Where do you apply for your Forklift licence once you are deemed competent by a SafeWork NSW assessor?



4. How long do you have to apply for the licence once you have passed your assessments and have been declared competent to operate  a forklift truck?


5. Are there any circumstances you can you operate a Forklift truck without a licence?
















Topic 2
[bookmark: _Toc13740232]Safety and Dealing 
with Hazards



[bookmark: _Toc13740233]2.1. Introduction
In this topic you will learn about:
· dealing with hazards
· electricity
· pedestrians and forklifts
· traffic management
· lighting
· forklift engine selection and safety.

[bookmark: _Toc13740234]2.2 Dealing with hazards
[image: ]You should always prepare an operational plan before you commence work. Your plan should show that you have thought about:
· how to do the job
· what tasks need to be completed first
· workplace policies and procedures
· any hazards and how you will control them.
[bookmark: _Hlk7707431][image: ]A job safety analysis (JSA) is the exercise of identifying risks to safety and health in the workplace and documenting the control measures to manage (or mitigate) those risks. Each JSA must be site specific and include all workers involved in the development of each JSA. When you are required to complete a JSA, your manager will provide it to you.  It will be your responsibility to complete it and return it to your manager.

A hazard is a circumstance with the potential to cause injury or damage.
Every workplace has hazards present. Some hazards are identified, and some may be random and unexpected. It is your responsibility as an operator with an HRW licence to deal with these hazards in a manner which removes them or reduces the risk to make them safe for yourself and everyone else.








[image: ]
Some worksite hazards you may encounter on a worksite include:
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· [bookmark: _Hlk7707500]power lines 
· lighting
· people	
· load limitations
· pot holes 
· other hazards unique to the workplace
· trees
· obstructions
· trenches
· overhead services (inside and out) 
· forklift suitability
· traffic 	
· other equipment in the area
· buildings 
· suitability of PPE
· bridges
· site personnel
· visitors
· beams 	
· underground services
· doorways 
· railway lines
· dangerous materials 
· height limitations
· weather conditions
· forklift suitability
· variations in surfaces
· ability of the ground to adequately support the load
· surface levels.



We can group some of these together to make them easy to remember:
· [bookmark: _Hlk7707484]3P (powerlines, people, potholes)
· 3T (Trees, trenches, traffic)
· 3B (buildings, bridges, beams)
· 2D (doorways, dangerous materials)
· 2L (lighting, load limitations)

Other hazards may include:
	[bookmark: _Hlk7707527]C
	•	Capacity of the forklift 

	L
	•	Location and route

	A
	•	Attachment suitability

	P
	•	Permits (Any work permits required)

	S
	•	Size and Weight (Load)




More hazards to consider:
unclear communications
task details
type of equipment required
availability of equipment
blind spots.
When you are new to a workplace, you should start your job by consulting with those who can tell you of the known hazards in your area of operation. They should also able to tell you of the workplace policies and procedures you are required to observe. People you should consult with include:
[bookmark: _Hlk7707949]safety officers
supervisors
site engineers
workplace operations managers
fellow workers.



[bookmark: _Toc13740235]2.3 Hierarchy of Control
The internationally accepted method of dealing with hazards is called the ‘Hierarchy of Control’. This method is a range of steps, in order of preference, that can eliminate, or reduce the risk of hazards.

 A useful little memory aid for the Hierarchy of Control is: 

Every      (Elimination)
Sunday   (Substitution)
I              (Isolation)
Eat          (Engineering controls)
Apple      (Administrative controls)
Pie          (PPE/PPC)

[image: Image result for hierarchy of control]Apply the highest level of control equal to the risk level – lower value controls may be used in the interim until long term controls are implemented.
Hazard controls should be applied as soon as the hazard is identified and before starting work.
[bookmark: _Hlk7699090]If PPE or safety equipment is policy for the workplace, or is required as the result of your hazard control measures, it should be inspected and worn prior to commencing in the area.

	[image: ]
	Self-check questions


Activity Topic 2.3
1. What is a good way to identify workplace risks to safety and health and documenting it?



2. Name seven worksite hazards that you would need to consider before conducting forklift operations?




3. What worksite hazards called the 3Ts, 3Ps and the 3Bs  can be grouped together to help us remember them?



[bookmark: _Hlk7699111]
4. What does CLAPS stand for when we are thinking of hazards we must consider before commencing forklift operations?


[bookmark: _Hlk7747038]
5. What is the hierarchy of hazard control?
[bookmark: _Hlk7746849]A range of options that can eliminate or reduce the risk of hazards.

6. [bookmark: _Hlk7699124]Who are the five people you ask to find out about known hazards and workplace policies and procedures before starting forklift operations work on a worksite?



[bookmark: _Toc13740236]2.4 Electricity
There are varying rules across Australian states and territories for working near electrical powerlines. In NSW the regulatory safe distances are:
[image: ]
[bookmark: _Hlk7708069]Up to 132000 volts......................... min. 3 metres
132000 volts to 330000 volts ......... min. 6 metres
Over 330000 volts.......................... min. 8 metres  
Contacting the relevant power authority is the best way to establish the voltage at any location.
[image: ]
[image: ]
[image: ]
If at any time you are required to work within these safe operating distances you must:
· [bookmark: _Hlk7708318]Have an exemption from the relevant authority.
· Have power shut off or insulated by authorised competent person.
· Use of spotter depending on state regulations.


If, for whatever reason, you are operating a forklift truck which comes into contact with power lines there are some important steps to follow. 
The order of actions is as follows: 
[bookmark: _Hlk7708620]
1. Warn other people to stay away.

2. If it can be done safely, try to move the forklift away from contact with the power lines.

3. If the forklift cannot be safely moved away, remain on the forklift, do NOT touch any metal parts, and call for help so that somebody else organises the power shut off.

4. If it is unsafe to remain on the forklift due to fire or life threatening issues check that the ground is clear of water and obstacles.

5. If safe to do so, jump clear of the forklift without touching any metal parts of the forklift and the ground at the same time.

6. When moving away from the equipment, shuffle with both feet together, as the ground may be electrified, until at least 8 metres from the nearest part of the forklift. Under no circumstances should you run or walk away with large steps. (Beware of Step Potential, see example below).

[image: ]












[bookmark: _Hlk7708687]In the example above, the forklift operators left foot is at 7kV relative to the ground. Their right foot is at 5kV relative to the ground. Therefore, the operator has a 2kV difference in voltage between their feet. This will cause at least a couple of amps to flow through the operator’s body, possibly causing the operator to seize and catch fire.

7. Inform management and follow reporting procedures.
8. Do not use forklift until it is checked and approved for use.

Tiger Tails
Power lines may sometimes be identified by wrapping on the cables known as ‘Tiger Tails’. (See picture below).

[image: ]

Tiger Tails are manufactured in yellow and black striping or red and black striping. The colour used will depend on the state or territory regulations. In NSW they are yellow and black.
Tiger Tails are also available in two lengths – 1.25m and 2.5m to suit differing needs and specifications. 
Please note that tiger tails are only visual indicators and do not insulate the powerline. They cannot be used on high voltage lines and, in NSW can only be fitted by Ausgrid.

When using tiger tails on powerlines, you must still maintain legal clearance distances at all times.
All of the hazards and controls outlined above are issues which require consideration when we are determining the route we are going to use and the environment in which we are going to work.





	[image: ]
	Self-check questions


Activity Topic 2.4
1. [bookmark: _Hlk7699224]What are the safe regulatory distances in NSW for working near electrical powerlines?



2. How would you find out the voltage on a worksite before you start forklift work?


3. What three things must you do if you are required to work on a forklift  inside the safe operating distances from overhead powerlines?  


4. What are the eight steps, in order, you would observe and consider if your forklift made contact with overhead power lines ?








5. [bookmark: _Hlk7699235]Whats the name of the visual indcator which warns you of overehead electricty lines in NSW and what colours are used?





[bookmark: _Toc13740237]2.5 Pedestrians and Forklifts, Traffic Management
[image: ]What can you do to control the hazard and reduce the risk of injury if other personnel, vehicles or mobile plant are present? 
Use: 
1. flag person(s) 
2. traffic cones 
3. high visibility vests
4. flashing hazard lights / beacon
5. horn
6. reversing beeper 
7. scaffolding, hoardings or gantries
8. warning signs and barriers
9. pedestrian exclusion zones  
/ defined pedestrian pathways
10. vehicle exclusion zones
11. traffic management plan.
If operating at night, sufficient lighting must be provided.
Other workers and pedestrians should not be within 3 metres of the forklift while it is being operated. 





Traffic Management

Forklift trucks must not collide with pedestrians or other powered mobile plant. If there is a possibility of an industrial lift truck colliding with pedestrians or other vehicles you:

· [bookmark: _Hlk7709125]Must ensure the industrial lift truck has a warning device that will warn people of the movement of the industrial lift truck e.g. a horn or reversing alarms should set-up the should set-up the workplace so industrial lift trucks, pedestrians and other vehicles are separated and their paths do not cross.

· Should provide dedicated loading and unloading areas.

Work areas should be designed and maintained so industrial lift trucks can be operated safely. Some of the control measures to consider and how they can be used are listed in the following table.


	Control Measures
	Examples of how to use control measures

	Barricades
	[bookmark: _Hlk7709312]Separating pedestrian and traffic areas with physical barriers can prevent pedestrians entering areas where industrial lift trucks are working.

	[bookmark: _Hlk7709420]Bollards or guard rails
	[bookmark: _Hlk7709459][bookmark: _Hlk7709470]These can be installed inside and outside on both sides of doorways used by industrial lift trucks to minimise the risk of collision with doorways, pedestrians, other vehicles or immovable objects. Bollards and guard rails should be clearly identified e.g. painted with black and yellow diagonal stripes.

	Doors
	[bookmark: _Hlk7709358]Doors made of transparent material can assist visibility and minimise, so far as is reasonably practicable, the risk of collision.

	[bookmark: _Hlk7709483]Speed limits and speed humps
	[bookmark: _Hlk7709507]Apply work area speed limits and install speed limiting devices in ride-on industrial lift trucks to control speed. Speed humps are unsuitable for controlling the speed of industrial lift trucks. Where they are installed to control other vehicles, provision should be made for industrial lift trucks to by-pass the speed humps.

	[bookmark: _Hlk7709609]Satisfactory 
lighting
	[bookmark: _Hlk7709650]This must be provided, so far as is reasonably practicable, including in work areas where industrial lift trucks operate. The area immediately inside a building where industrial lift trucks enter should be well lit to avoid vision problems when passing from bright sunlight into a poorly lit area. Travelling in and out of covered areas creates a risk to operators who wear photo-chromatic glasses. These glasses darken as light intensity increases.

	[bookmark: _Hlk7709666]Satisfactory ventilation
	[bookmark: _Hlk7709706]This must be provided, so far as is reasonably practicable including in work areas where industrial lift trucks powered by Liquefied Petroleum Gas (LPG), petrol and diesel fuel are used so as to minimise the concentration of exhaust gas contaminants. Battery powered industrial lift trucks should be used in poorly ventilated or enclosed areas. 
[bookmark: _Hlk7709790][bookmark: _Hlk7709742][bookmark: _Hlk7709758][bookmark: _Hlk7709803]If it is necessary to use a combustion engine powered industrial lift truck in a poorly ventilated area like a shipping container or cool store it is preferable to use a diesel powered unit. This is because diesel engines produce less carbon monoxide than petrol or LPG powered units, noting diesel produces a visibly dirtier exhaust. Regular engine tuning and air monitoring should be carried out to minimise the exhaust of carbon monoxide and diesel particulates. Where reasonably practicable, avoid using powered mobile plant within an enclosed area.
If an industrial lift truck has to operate in a potentially flammable gas or combustible dust atmosphere, it should meet the relevant standard including the requirements for use in hazardous areas. 

	[bookmark: _Hlk7709814]Ramps
	[bookmark: _Hlk7709836]These should be secure, robust, provided with edge protection, not exceed the manufacturer’s specific gradient for operating the industrial lift truck, and be installed at points where an industrial lift truck needs to be driven from one level to another.

	[bookmark: _Hlk7709847]Loading docks
	[bookmark: _Hlk7710413]Satisfactory edge protection or a system of work to minimise the risk of industrial lift trucks falling or being driven over the edge of a loading dock should be provided. The system could include clearly defined operating areas by line marking at least 2 metres from an exposed edge with the area between the line and the edge declared an industrial lift truck exclusion zone. 


 
	[image: ]
	Self-check questions


Activity Topic 2.5
[bookmark: _Hlk7699310]1. What warning devices must you check on your forklift in your pre-start inspection that will alert pedestrians that you are working and using a forklift?



2. Name three control measures for traffic management when using a forklift and how would you use them. 





[bookmark: _Toc13740238]2.6 Lighting
When working at night or in low light conditions:   

· [bookmark: _Hlk7710983][image: ]Ensure there is sufficient lighting across whole working area for safe operating condition.

· Ensure that all forklift lights are fully operational (see operational pre-checks).  


[bookmark: _Toc13740239]2.7 Forklift engine selection and safety
Forklifts powered by internal combustion engines (IC) run on diesel fuel, liquid petroleum gas (LPG), gasoline and compressed natural gas. 

Internal combustion engines produce exhaust fumes which are poisonous to humans and can reduce alertness and induce unconsciousness.

They are unsuitable to use in a confined or poorly ventilated area as the driver may be overcome by the fumes.

Refuelling of forklift trucks must be carried out with the engine switched off to avoid the fuel and/or vapours igniting.

[bookmark: _Hlk7711485]A battery (electric) powered forklift truck produces no such exhaust gases and is the most suitable vehicle for restricted space conditions. On the other hand, battery electric forklift vehicles require the battery to be charged periodically. 

[bookmark: _Hlk7711724]Safety tip: This charging must be carried out in a well-ventilated area as explosive gases (hydrogen) are emitted during the charge cycle and may become concentrated if unable to dissipate sufficiently.



Batteries contain sulphuric acid which is very corrosive to human tissue and the surrounding environment. When you handle a battery you should wear protective clothing including: 
[bookmark: _Hlk7711815]
[image: ][image: ]•  eye protection
•  gloves
•  acid resistant boots
•  face mask
[image: ]•  protective apron. 

An eyewash station and emergency wash station should be available in the area where batteries are handled. 

As batteries contain highly corrosive sulphuric acid only authorised personnel should handle batteries.
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	Self-check questions


Activity Topic 2.7
1. [bookmark: _Hlk7699459]If you are working at night or in poorly lit workplaces, what should you ensure before you begin your work?



2. What is the most suitable type of forklift to use in a confined space and why?


3. Why do we turn off the engine of forklift trucks while we refuel?


4. What areas must battery operated forklifts be charged and why?



5. What protective clothing should be worn when changing a forklift battery?





Topic 3
[bookmark: _Toc13740240]Communications
 


[bookmark: _Toc13740241]3.1 Introduction
In this topic you will learn about:
· effective communications
· site policies and procedures
· in the event of an emergency
· common hand signals.
[bookmark: _Toc13740242]3.2 Effective communications
As a forklift driver you will need to have well developed communication skills to communicate with everyone around you as you work. 
You will also need to understand instructions and be able to read and interpret documents, labels and directions.
It’s important to be able to question people and listen to information so you can make safe decisions about your work.
Effective communications are vital when operating a forklift. Communication takes many forms:
· verbal
· written
· signage
· hand signals
· questioning and listening.
[bookmark: _Toc528920831][bookmark: _Toc13740243]3.3 Site policies and procedures
You must follow all safety rules and instructions when performing any work. If you are not sure about what you should do, ask your team leader, supervisor or the site supervisor. You should, where possible, also speak with other workers who may be working with you, to understand their knowledge of the worksite in relation to hazards and managing them.
They will tell you what you need to do and how to do it in a safe way.
Before starting your work, you need to make sure you have access to all instructions and documentation, including load weights, forklift capacity etc. for the job.
If you are on an unfamiliar site you will also need to know about the specific site safety rules and regulations, site hazards peculiar to that workplace and any warnings to be aware of. 
You should walk over the site and make your own observations before commencing work. You should pay particular attention to operations documentation including:
	Information
	Description

	Site details
	The information and safety requirements of the workplace environment (where you will be working).

	Hazard details
	Any hazards in the work area or related to the work. This could also include instructions on how to handle dangerous or hazardous materials.

	Task details
	Instructions of what the work is or what you will be doing (this can include diagrams or plans). Also instructions on how to do the job safely.

	Faulty equipment procedures 
	Isolation procedures to follow or forms to fill out (including your pre inspection check).

	Signage
	Site signage instructing what equipment you need to have. Or areas that are not safe to be in.

	Emergency procedures
	Instructions on what to do in emergency situations, for example if there is a fire, accident or emergency where evacuation or first aid is needed.

	Equipment and work procedures
	Details of how to operate plant and equipment and the sequence of work to be done.



This will help you to do your work in the safest way and make sure all work is compliant.
Your worksite and any others you visit for your work will also have instructions for working safely including:
· Emergency procedures, including using fire fighting equipment, first aid and evacuation.
· Handling hazardous materials.
· Safe operating procedures.
· Personal protective clothing and equipment.
· Safe use of tools and equipment.
 


	[image: ]
	Self-check questions


Activity Topic 3.3
[bookmark: _Hlk7749442]List three things that may be included in ‘operations documentation’.



[bookmark: _Toc13740244]3.4 In the event of an emergency
1. Notify emergency services and provide the relevant details.
2. Alert all personnel that a situation has arisen.
3. Warn all personnel of the potential dangers involved and the unsafe areas.
4. Inform management of the nature of the emergency.

 [image: https://www.fire.nsw.gov.au/gallery/images/news/2007/000_small_1.jpg]
Australia’s main emergency number is Triple Zero (000), which can be dialled from any fixed or mobile phone, pay phone and certain Voice over Internet Protocol (VoIP) services.

There are two secondary emergency call service numbers—112 and 106.

112 is available from all Global System for Mobile communications (GSM or GSM derived phones), which is a network that supports mobile phones using both cellular and data. 

106 connects to the text-based relay service for people with hearing or speech impairment. All calls to the emergency numbers, whether from fixed, mobile, pay phones or VoIP services are free-of-charge. 

106—Text Emergency Relay Service
If you have a hearing or speech impairment and your life or property is in danger, you can contact police, fire or ambulance on 106 directly through a TTY (also known as a teletypewriter or text phone). It is not possible to contact emergency services using the Short Message Service (SMS) on your mobile telephone. 

The Australian 106 Text Emergency Relay Service a 24 hour, 365 days a year service and calls are given priority over other National Relay Service (NRS) calls. 

Calling from a mobile telephone
Triple Zero (000) is Australia's primary telephone number to call for assistance in life threatening or time critical emergency situations. 

112 is a secondary emergency number that can be dialed from Australian mobile phones. 

There is a misconception that 112 calls will be carried by satellite if there is no mobile coverage. Satellite phones use a different technology and your mobile phone cannot access a satellite network.

Important – if there is no mobile coverage on any network, you won’t be able to reach the Emergency Call Service on a mobile phone, regardless of which number you dialed.

There is no advantage to dialing 112 over Triple Zero (000). Calls to 112 do not go to the head of the queue for emergency services, and it is not true that it is the only number that will work on a mobile phone.

PLEASE NOTE: Dialing 112 from a fixed line telephone in Australia (including payphones) will not connect you to the emergency call service as it is only available from digital mobile phones.

911 is the emergency telephone number used in other countries such as the United States and Canada. This number should NOT be used in an emergency in Australia. If dialed, this number won’t re-route emergency calls to Triple Zero (000).

Telephone numbers beginning with 911 (for example, 02 911x xxxx) have already been allocated to be used by individuals and businesses and they won’t be recognised in an emergency in this country. Any diversion to the Emergency Call Service after 911 has been dialed is not possible.
(Source: Adapted from the Australian Government Communications and Media Authority).

	[image: ]
	Self-check questions


Activity Topic 3.4
1. [bookmark: _Hlk7750433]Triple zero 000 is the emergency phone number in Australia. What are the two secondary emergency numbers to dial and text?


[bookmark: _Toc13740245]3.5 Common hand signals in Forklift operations
Workers in a team often develop their own hand signals to convey particular directions or instructions. There are common hand signals that you can apply to Forklift Operations.

Don't use half-hearted movements, use strong decisive actions to signal your directions. For operations not covered by standard hand signals – special signals shall be agreed on in advance by both the operator and the signal person and should not conflict with standard signals.[bookmark: _Hlk7750796]Raise the TINES
With your forearm
Vertical to your shoulder, forefinger 
pointing up, move 
your hand in a circular motion


[image: ][image: ]Lower the TINES
With arm extended, palm down, lower arm vertically




				
[image: ]
[image: ]
Tilt MAST back
With your forearm
vertical, thumb extended, jerk thumb over shoulder

[bookmark: _Hlk7750912][bookmark: _Hlk7750913]Tilt MAST forward with your arm extended to the side, thumb down, lower your arm vertically




[image: ]
[image: ]
Dog everything 
Clasp hands in front of body. NOTE: Dogging is classified as a High Risk Work. A person performing dogging work must hold a Dogging HRW licence to perform dogging work
Move TINES in that direction
With your arm
extended, palm down, point forefinger in the desired direction






[image: ]

[bookmark: _Hlk7751018]STOP Extend both arms out from your sides, palms down, The operator should respond top signals only from the designated signaller BUT obey STOP signals no matter who gives them.









[bookmark: _Hlk7699686]
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	Self-check questions


Activity Topic 3.5
1. What hand signals are used to ask a forklift operator to tilt the raise the tines?


2. What hand signals are used to ask a forklift operator to tilt the mast forward?


3. What’s the hand signal for stop when directing a forklift driver?








Topic 4
[bookmark: _Toc13740246]Forklift  
Components
 


[bookmark: _Toc13740247]4.1. Introduction
You will learn about:
· Forklift Components

[bookmark: _Toc13740248]4.2 Forklift Components
It is essential that forklift operators know the components of the equipment they are operating.

[image: ]
[bookmark: _Hlk7699719]
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	Self-check questions


Topic 4.2
1. [bookmark: _Hlk7751363]Where is a forklift name plate (also known as data plate, weight plate or load plate) usually located?



2. Where is a forklift’s counter weight located?




Topic 5
[bookmark: _Toc13740249]Inspections
 


[bookmark: _Toc13740250]5.1. Introduction
You will learn about:
· Pre Start inspections
· Instrument Panel
· Guards
· Post start inspections

[bookmark: _Toc13740251]5.2 Pre- Start Inspections
[image: ]



[bookmark: _Hlk7753137]Before starting work with the forklift truck at the beginning of a shift, we carry out a number of basic checks to ensure the forklift is free from damage and defects, and is safe to operate. 

It’s important when you start your pre-inspection you choose one point of the forklift and work in a methodical way checking everything in that area before moving on to the next. You should circle the entire forklift and finish back at your starting point.

The forklift driver needs a visual check of the forklift tine. If the driver sees any damage or deformation of the forklift tine, which might impair safe use, they should 

1. Tag the forklift as faulty.
2. Take the keys.
3. Tell their supervisor.

Fork tine inspection should be carried out carefully by trained people (qualified forklift mechanics) every 12 months or earlier in heavy use environments who will detect any damage, failure, deformities etc., which might impair safe use.

Any fork tine showing a defect must be withdrawn from service, and not be returned to for use unless it has been satisfactorily repaired. 

Pneumatic (air) tyres must be at correct operating pressure to maintain the stability of the forklift.

Solid rubber tyres, if fitted, should be checked for:

• Larger pieces of missing rubber.        • Worn down tyres  
• Uneven wear.                              	   • Wear has not reached the wear limit
• Tyres are securely fitted	

GENERAL CHECKLIST 
[bookmark: _Hlk7753467][bookmark: _Hlk7754052]TYRES – check they are in good condition, intact with rim and securely fitted.  Look for visual wear or damage.  Check tyre pressure.
FLUIDS – check oil, hydraulics, battery, fuel and coolant for leaks including hoses under fork lift.
STRUCTURE – check for cracks, bends, dents, distortion or broken parts.
Check apron and overhead guards are intact and secure.
TINES/FORKS – check they are evenly spread with locking pins in place.
Check there is no sharp edges or distortion.
MAST – check chains are level with no obstructions, rams not pitted or leaking.  Check for any wear to lift chains and guides, inspect hydraulic cylinders, look for any leaks.
BATTERY – check it is operational and for any damage.
BATTERY CHARGE – discharge meter in full green or 75% after raising forks (where applicable).
GAS OPERATED FORKS – check gas levels are ok and gas cylinder is not damaged.  Check gas cylinder is secure
ENGINE BAY – check it is generally clean?
Hydraulic oil-brake pads and brake fluid (CB machines only).
CONTROLS (pre-start) – check seat condition.  Check controls are clearly marked, seat & steering wheel are secure & properly adjusted. Seat belt (where fitted) works as intended and isn’t fraying.
CONTROLS (post start) – check controls and pedals are working. No unusual noises.
CAPACITY/LOAD PLATE – check load-capacity plate if fitted, legible and correct.  What is your safe working load (including when travelling, tilted & lifting)?
REVERSE BUZZER AND HORN – check working.
LIGHTS AND BEACON – check working.
STEERING – check smooth from lock to lock, no binding.
BRAKES – check both brake & park brake for proper operation.
SAFTEY PEDAL – check the motor cuts out.
POWER DISCONNECT – check all electric power cuts out.
HYDRAULICS – Operate lift, tilt & reach to full extent of travel.
GUARDS – check overhead, load backrest.
ATTACHMENTS – check they function correctly, no unusual noises.

During any inspection or at any time during operations, if any defect, including a missing or unreadable data plate, is identified the following procedure should be implemented:

• Do not use the vehicle			
• Remove the key
• Tag the vehicle Out of Service		
• Report to appropriate person
• Fill in Log Book	



	[image: ]
	Self-check questions


Activity 5.2
1. How often should you carry out a Pre- inspection of a forklift and why?


2. Name seven of the pre-operational checks you need to make on a forklift before you use it.







3. What steps must you take if you find a defect on a forklift?



4. If the data plate is damaged or missing what should you do?
a) Turn it off, leave the keys in and report immediately to the supervisor so it can be replaced
b) Use the forklift and at the end of the shift report it to your supervisor
c) Take the keys out, tag it and tell your supervisor
Please tick your answer/s


[bookmark: _Toc13740252]5.3 Instrument Panel
The operating panel or instrument panel of forklift trucks provide the operator with the following features:
· Lift lever - to raise and lower fork carriage.
· Tilt lever - to tilt the mast forward or backward.
· Save energy switch for electric forklifts - controls power levels for different working conditions.
· Direction switch - controls direction of the truck when the accelerator pedal is pushed.
· Battery indicator - indicates state of charge of the battery.
· Hour meter - records the total hours of service. 
· Fuel gauge.
· Speedometer.
[image: ][image: ]
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	Self-check questions


Activity 5.3
1. [bookmark: _Hlk7755489]List three things you would find on a forklift operating panel or instrument panel





[bookmark: _Toc13740253]5.4 Guards
There are three primary guards on a forklift truck. These are:

Load backrest guard (shown in red in diagram)
Stops load fouling the mast and protects 
operator. Check it is straight, secure and not damaged.
Overhead guard (shown in red in diagram)
 Protects the operator from falling objects.
 Check it is secure and not damaged.
 Foot guard - Protects the operator’s feet

Repairs to a forklift should only be undertaken by qualified and authorised personnel. 

[image: ]
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	Self-check questions


Activity 5.4
1. What are the three main guards which protect the operator of a forklift truck?





[bookmark: _Toc13740254]5.5 Post start Inspections (after starting the engine)
[image: ]
Mounting and dismounting is a leading cause of injuries for forklift operators.
Three points of contact by the forklift operator as they get into and out of the cabin is the safest way to visually see where they are going. 
[bookmark: _Hlk7756213]Having three secure points of contact when mounting or dismounting a forklift ensures operator safety and helps reduce falls and slips.
The three-point contact is two hands gripping the machine or handles getting in and out of the cabin and one foot to position the body for safe entry or exit from the Forklift. 

Once the preliminary checks are completed for damage and defects, we board the forklift truck and complete our checks for functionality and serviceable operation of the working systems.
These checks include:

	1. [bookmark: _Hlk7756461]Correct mounting procedure.  (Three points of contact).

	2. [bookmark: _Hlk7756481]Check seat, seatbelt operation, steering adjustment and all controls work properly

	3. Check  the fuel gauge.

	4. Check steering.

	5. Check all warning devices (buzzers and horns).

	6. Check  the lights.

	7. Check the brake operation.

	8. Check the forklift moves properly in all directions.

	9. [bookmark: _Hlk7756689][bookmark: _Hlk7756926]Check the operation of the mast to the height of the rated capacity, then to the overall maximum height. Next check the full tilt operation (fully back and forward).

If the forklift is fitted with side shift and reach options, check the operation of those features, and if there is a defect:
· Turn the forklift off.
· Tag the keys.
· Tell a supervisor.
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	Self-check questions


Activity Topic 5.5
1. How often should you carry out a post start inspection (after you start the engine) of a forklift and why?


2. Name seven of the post-operational checks on a forklift before you begin your work?








3. What’s the correct mounting procedure for getting into a forklift truck?






4.   What steps must you take if you find a defect on a forklift?



5. On a forklift what does the ‘rated capacity’ mean?
a. The height the forklift mast extends to 
b. The weight of the forklift 
c. The maximum weight the forklift can carry at a given height and a given load centre distance
d. The capacity of the forklift engine
[bookmark: _Hlk7699882]                     (Place a tick next to your answer/s)


Topic 6
[bookmark: _Toc13740255]Operations
 


[bookmark: _Toc13740256]6.1. Introduction
In this topic you will learn about:
· safe driving /stopping distances
· forklift stability
· maintaining stability during operations
· rear end swing
· manoeuvring the forklift
· how do forklifts safely lift and carry loads?
· the load centre
· inclines (ramps), rough surfaces and carriageways.

[bookmark: _Toc13740257]6.2 Safe Driving /Stopping Distances
SAFE DRIVING 
In the event of an emergency we should always give way to all emergency vehicles!
When reversing a forklift truck, it’s essential to:

· Make yourself aware of any hazards, pedestrians or equipment which may be in our intended line of travel and also warn any pedestrians of your intentions.

· Use your mirrors and look over both shoulders, to ensure that your warning devices (flashing light, reversing light and reversing beeper) are working.

·  Use a guide if your vision is obstructed.

While driving we should continuously monitor the load to ensure its stability and possible movement. This is to ensure the safety of personnel and the stability of the load itself.

Driving the forklift on a wet or slippery surface demands additional attention. We should reduce speed, avoid ramps or inclines and proceed with extra caution.

Passengers are not permitted on any part of the forklift unless the forklift is specifically designed for the purpose and fitted with additional seats and seatbelts. 

STOPPING DISTANCES
Knowing stopping distances helps us plan speed limits, forklift routes and our overall traffic management plan. 
Stopping distances are often significantly under-estimated.

For example, even at six kilometres an hour (i.e. walking pace) a forklift needs at least three metres to stop.

The distance at which a forklift can stop is affected by:

· the speed it is travelling
· the weight of the forklift and its load
· its mechanical and tyre condition
· the road or floor surface.

A laden forklift cannot use its maximum braking capacity because the load may slide or fall from the fork arms, or the forklift will tip forwards.

[bookmark: _Hlk7762640][bookmark: _Hlk7766651]
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	Self-check questions


Acitivity Topic 6.2
1. [bookmark: _Hlk7699985]Before reversing a forklift what are the three things a forklift driver must do?






2. When driving the forklift on a wet or slippery surface what must a forklift driver to ensure the safety of himself and others?


3. At six kilometres an hour (i.e. walking pace) how many metres does a forklift need to come to a stop?

4. The distance at which a forklift can stop is affected by four things. What are they:




5.  Are passengers permitted on a forklift? Explain your answer.










[bookmark: _Toc13740258]6.3 Forklift Stability
[image: ]The most important safety consideration when operating a forklift is the stability of the forklift when it is loaded. 

If the load on the forklift causes it to become unstable then it may tip forward (longitudinal stability) or tip sideways (lateral stability). 

The stability of the forklift is determined by the location of the CENTRE OF GRAVITY of the loaded forklift. 

There are a number of actions which may cause the forklift to tip over sideways (laterally) they include:

[bookmark: _Hlk7762831]• turning at speed				• uneven surfaces
• unevenly distributed load		             • unevenly inflated tyres
• driving too fast 				• turning with a raised load
• driving with a load raised		             • off set shift
• driving on a sloping surface	            • offset loads
• turning on a ramp or slope		            • edge of a loading bay.

Similarly, a forklift may tip front to rear (longitudinally). Causes include:
[bookmark: _Hlk7762926]• overloading 					• severe braking
• unevenly distributed load 		             • incorrect use of mast
• driving too fast				• load not against the heels of the fork
• driving with the load raised		• extended load centre
• driving on a sloping surface		• edge of a loading bay.


[image: ]
[bookmark: _Hlk7762968]A load is not to be carried on one fork arm as this will affect the stability of the forklift and potentially damage the fork arm.  





[bookmark: _Hlk7763046]The forklift should not be driven with the load raised as this will affect the stability of the load causing the forklift to tip over or lose the load. 
A safe height for the bottom of the load is considered to be front axle height or lower.


[image: ]










The stability of a forklift is based on the stability triangle of the forklift. 

This triangle is formed by the front drive axle and the midpoint of the rear steering axle. 
[image: ]
When the forklift is not loaded the centre of gravity for the forklift is at point D. 

When a load with a centre of gravity at F is added to the forks, the combined centre of gravity is located at E. 

If the combined centre of gravity remains above the stability triangle, then the forklift is stable. 

If the combined centre of gravity moves outside of the stability triangle, the forklift will tip.

The sides of the stability triangle as shown in the illustration above, are formed by the centre of each front wheel and the centre of the rear wheel, or at the centre of the axle if there are two rear wheels.
 
[bookmark: _Hlk7763138]A vertical line extending from the centre of gravity of the forklift – load combination must be inside of the stability triangle to prevent the forklift from tipping forward, falling sideways or dropping its load.

	[bookmark: _Hlk7700078][image: ]
	Self-check questions


Activity Topic 6.3
1. The stability of the forklift is determined by the location of  
	 of a loaded forklift. 

2. What are the seven things which could cause a forklift to tip over sideways (laterally)?




3. Name seven things which could cause a forklift to tip forwards or backwards (longitudinally).




4. A load is not to be carried on one fork arm as this will affect the stability of the forklift and potentially damage the fork arm.  

a. True or false?   Please circle the correct answer

5. Give your reasons why?



6. What is considered a safe height for the bottom of the load being carried on a forklift?




7. [bookmark: _Hlk7700091]The stability of a forklift is based on the stability triangle of the forklift. What must be inside the stability triangle to prevent the forklift from tipping forward, falling sideways or dropping its load?




[bookmark: _Toc13740259]6.4 Maintaining stability during operations
[image: ]It’s important to keep the combined centre of gravity of the forklift and the load within the stability triangle of the forklift. 

The following strategies will minimise the risk of overturning.
· [bookmark: _Hlk7763192]Keep the forks as low as possible when transporting a load - below the level of the axles if possible. 






[bookmark: _Hlk7763214]

[image: ]
· Keep the load as far back on the forks as possible. 

· Make sure the heaviest objects in the load are at the bottom of the load and nearest the back plate of the forks. 

· Tilt the mast back when transporting a load.

[image: ]             What do we do in the event of the forklift tipping over?





If the forklift is tipping over, do not attempt to jump off because you could be pinned under the lift. Protect yourself by:

[bookmark: _Hlk7763233]• Staying in your seat and do not attempt to jump off.
• Leaning away bracing yourself from the falling direction of the lift.
• Hold onto the steering wheel and make sure you’re stable.

Remain inside the frame of the forklift until it’s stationary and it’s safe to get out.
It’s critical that the seatbelt is worn at all times while driving the forklift. It prevents you being thrown out in the event of a rollover and prevents you being thrown into the metal structure of the forklift.


	[image: ]
	Self-check questions


Activity Topic 6.4
1. Name at least two strategies to minimise the risk of overturning a forklift?







[bookmark: _Toc13740260]6.5 Rear End Swing
Tail end swing or ‘Rear End Swing’ as SafeWork NSW refers to it, is responsible for a high percentage of damage caused to racking, products and machinery, as well as deaths and injuries in the workplace.

[bookmark: _Hlk7763818]Rear end swing is the rapid sideways movement at the rear of the forklift truck creating a hazard, particularly dangerous for pedestrians nearby as the tail of the forklift can swing very rapidly (up to three and half times faster than the speed of travel creating the potential to crush pedestrians.

 [image: Image result for rear end swing forklift]

The rear wheels on forklifts can turn almost 90 degrees, increasing tail swing.  

[bookmark: _Hlk7763862]Operators need to keep to the inside of every turn to allow enough room for the rear of the forklift to swing around corners and racking. For this reason, it is common to keep your truck close to the inside of the turn and therefore allow for the tail swinging wide.

[bookmark: _Hlk7763917]A competent driver actually starts to pick up or place a load many metres before they arrive at the exact destination. This way, maneuvering into position is a slight movement, rather than a rapid one.
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	Self-check questions


Activity Topic 6.5
1. If the forklift is tipping over what are three things which could keep you safe during an accident?



2. What is a rear end swing and who could be in danger from a rear end swing? Why?




3. What strategies can a forklift driver use to reduce rear end swing?





[bookmark: _Toc13740261]6.6 Manoeuvring the forklift
[image: ][image: ]
 Turning across narrow isles                               Turning sharp corners


Safety Tip: Negotiate turns by keeping close to the inside corner and start to turn when drive wheels meet corner.

Use the front inside wheel when judging the point where you are going to turn. 


Be aware of rear end swing around pedestrians and racking. Always be conscious of where the rear of your machine is.

Drive slowly when turning and always be conscious of rear-end swing.

[bookmark: _Hlk7767110][bookmark: _Hlk7765797]
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	Self-check questions


Activity Topic 6.6
1. [bookmark: _Hlk7700622] When manoevring a forklift around a corner, what two things should you do to ensure you you turn well and what speed is needed?






[bookmark: _Toc13740262]6.7 How do forklifts safely lift and carry loads?

[image: ]
[bookmark: _Hlk7767200]Forklifts have a ‘point of balance’ (or fulcrum) around which front to rear tipping motion occurs. This point of balance is where a vertical line drawn through the front axle touches the ground.

[image: ]A forklift is counterbalanced and operates on a seesaw principle. A load on a beam (the forks) supported by a fulcrum (the front wheels) is counterbalanced by a weight on the other end of the beam (the forklift body and counterweight built into it). 


Forklifts are designed and manufactured deliberately unbalanced! The load of the forks must be balanced by the weight of the lift truck for this principal to work. You balance at both ends!

The centre of gravity of the forklift-load combination can move outside the stability triangle if:
· the load is picked up on the tip of the forks
· the load is tilted forward
· the load is tilted too far back when raised
· the load is wide, or
· forklift movement causes the centre of gravity to shift.

[image: ]







A properly loaded lift truck does not exceed the rated capacity of the truck as listed on the truck’s data plate.
[bookmark: _Hlk7767365]All of the weight behind the fulcrum is the counterweight. It is designed to manufacturer’s specifications and we are not permitted to add extra weight without the manufacturer’s approval.
	[image: ]
	Self-check questions


Activity Topic 6.7
1. Forklifts have a ‘point of balance’ (or fulcrum) where a front to rear tipping motion occurs. Where is this point of balance?




2. Is all the weight behind the point of balance acting as a counterweight? Can extra weight be added without a manufacturter’s approval.



[bookmark: _Toc13740263]6.8 The Load Centre

[bookmark: _Hlk7767890]The Load Centre Distance is specified on the data plate and must be taken into account when we consider the suitability of the forklift for a particular load. 
[bookmark: _Hlk7767914]It is the distance from the vertical face of the forks to the centre of gravity of the load.
[bookmark: _Hlk7751956]The data plate contains a lot of information relating to the forklift.
[image: ] 
[image: ]
[bookmark: _Hlk7767938]An increase in the load centre distance reduces the capacity of the forklift in terms of the weight it may carry. Not having the load hard against the heels of the fork arms increases the load centre distance.
[image: ]
Load Centre = centre of gravity of object
Load centre of gravity = ½ length of load




[bookmark: _Hlk7700724]

	[image: ]
	Self-check questions


Activity Topic 6.8
1. [bookmark: _Hlk7767778]What is a forklift name plate (also known as data plate, weight plate or load plate) and what information does it contain?



[bookmark: _Hlk7767868]


2. Where can the load centre distance details be found on a forklift?

3. Describe what the load centre distance is?


4. What decreases when there is an increase in the load centre distance?





[bookmark: _Toc13740264][image: ]6.9 Inclines (ramps), rough surfaces and carriageways

[bookmark: _Hlk7768099][bookmark: _Hlk7768150]When driving the forklift truck on an incline / ramps the load must always face up the incline / ramp. If you need to transport a load up or down an incline always travel with the load on the uphill side. This means you drive forward up an incline and in reverse down an incline. This ensures that the load is kept above the drive wheels of the forklift and the load will not slip form the forks.
When driving an unloaded forklift up or down an incline the forks should always be on the downhill side so that the weight of the truck is above the drive wheels improving braking power. (Ensure the forks are raised enough so as to NOT bottom out at the bottom of the ramp). 
This means you travel in reverse up an incline and forwards down an incline. In some Australian states this practice may be frowned upon but this is the law in NSW. 
[bookmark: _Hlk7768248]It is also unsafe to turn a forklift when operating on a ramp as it will affect the stability of the forklift and the load potentially causing the forklift to tip over or lose the load. (See lateral stability).

Develop and implement a safe work procedure.
Ramps must be:
• wide enough and strong enough to take the forklift and load
• maintained in good condition
• have good traction in wet weather
• have side rails to prevent wheels slipping off
• allow a smooth weight transfer on and off the ramp
• have a gradient that does not exceed the angle recommended for safely operating
  the forklift.
All variable level ramps that a forklift is required to work on must be provided with locking and interlocking facilities.
[image: ]Only forklift trucks that are designed for working outside on rough terrain should be used if the ground surface is irregular and bumpy. 
[bookmark: _Hlk7768291]When a forklift needs to cross a rail line the driver should drive across at an angle so that only one wheel at a time is raised as the truck crosses over the rails. 
Use approved ramps or bridging plates where possible
Dock plates or bridging plates should always be securely fitted before driving between a truck and the loading dock.
[image: ]
[bookmark: _Hlk7768370]Crossing Carriageways 
When a load is to be transported across a public road or pathway, barriers and signs should be in place across the carriageway and a competent person must control traffic.

A traffic management plan is essential.



[bookmark: _Hlk7617696]


	[image: ]
	Self-check questions


Activity Topic 6.9
1. [bookmark: _Hlk7700821]When driving a forklift up an incline ramp which direction must the front end of the load face?


2. When travelling down a slope/ramp what direction must the forklift travel in?


3. What precautions should a forklift driver take when crossing a railway line?



4. Why is it unsafe to turn a forklift on a ramp or sloping surface?


5. What should be securely fitted before driving a forklift between a truck and a loading dock?  



6. When a loaded forklift is crossing a road or pathway, what elements of a traffic management plan should be put in place?





Topic 7
[bookmark: _Toc13740265]Loads
 






[bookmark: _Toc13740266]7.1. Introduction
In this topic you will learn about:
· weights
· calculations
· load stacking
· picking up and moving a load.

[bookmark: _Toc13740267]7.2 Weights
[bookmark: _Hlk7768590]Under no circumstances are you permitted to raise or lower a load over or near people as some of, or the entire load, may fall causing injury or death.
[bookmark: _Hlk7617017]Forklift operators have a responsibility to know the capacity of the forklift truck they are driving.

[bookmark: _Hlk7768691]Before attempting to shift a load, the forklift operator must establish that the truck is capable of moving it.

We need to know the weight of the load and the capacity of the forklift truck. There are several ways we can estimate the weight of a load:


· Viewing weighbridge dockets or consignment notes.
· Weighing the load.
· Calculating the weight of the load.
· Reading the labelling on the load or its packaging.


[image: ]

[bookmark: _Hlk7752042][bookmark: _Hlk7768627]To establish the capability of the forklift truck, look at the specifications on the ‘Data Plate’ attached to the vehicle.

[bookmark: _Hlk7752074][bookmark: _Hlk7752099]The rated capacity of a forklift truck is: The maximum load (weight) the vehicle can carry at the load centre distance and maximum lift height specified on the load chart (data plate).

[image: ]This information must be displayed on a plate located on the forklift (usually near the driver’s seat).

	Maximum 
load 
	Load centre
	Height

	1850
	Fill this in
	Fill this in






[image: ]The Safe Working Limit (SWL) or load capacity of the forklift is the maximum weight that should be placed on the forks of a forklift at a given Load Centre without the forklift becoming unstable.
The stability of a forklift depends on the: 
· weight of the load 
· the load centre of the load 
· the height of the load. 
A load chart relates these together and shows the maximum loads (weight) that a forklift can carry safely at different load centres and at different mast heights. 
Safety Tip: Always refer to the load chart plate.

[bookmark: _Hlk7700928]

	[image: ]
	Self-check questions


Activity Topic 7.2
1. What circumstances are you permitted to raise a load over or near people?



2. Forklift operators have a responsibility to know the capacity of the forklift they are driving. Where will they find that information?


3. What other information is needed before lifting a load?




4. What ways are there to estimate the weight of a load before it is lifted?






[bookmark: _Toc13740268][image: ]7.3 Calculations
Calculation 1.
Estimate the weight of the following load of cartons stacked on a pallet:
· Eight cartons paper to a layer.
· Five layers to a pallet.
· Each carton weighs 9.5kgs.
· Lightweight pallet used weighing 15kgs.
Show all calculations and weights in your working out:













[image: ]Calculation 2.
Estimate the weight of the following load:
Drums stacked on a pallet
· Four x 205 litre drums of water on the pallet. 
· Each mid steel 205 litres drum weighs 9kgs (stainless steel drums can weigh 20kgs)
· Heavy duty pallet used weighing 35kgs
· 1 litre water weighs 1 Kg.
Show all calculations and weights in your working out:















[image: ]Calculation 3.
1. Estimate the weight of the following load:
Bags of concrete stacked on a pallet
· 56 bags on the pallet
· Each bag weighs 25kgs 
· Heavy duty pallet used weighing 30kgs
Show all calculations and weights:









2. From the information on the following data plate, is this forklift capable of carrying the load with a vertical mast?
	Load Chart LP           LPG          22012           14/12/2011
This Load chart is for assessment only and must not be used for any other purposes

	
	MODEL: FEELER

	
	SERIAL NO:
501645
	
	
	MAX HEIGHT
	4700mm
	
	

	
	
	
	
	
	
	
	
	
	

	TYRES
	
	FRONT
	Solid
	KPa
	
	
	REAR
	Solid
	kPa

	
	
	

	MAST VERTICAL
	
	MAST FORWAR TILT: 6 DEGREES

	
	LENGTH mm
	FORK HEIGHT mm
	LOAD CENTRE mm
	WORKING LOAD LIMIT
	
	LENGTH mm
	FORK HEIGHT mm
	LOAD CENTRE MM
	WORKING LOAD LIMIT

	FORKS
	1100
	3700
	600
	1920
	
	1100
	3700
	600
	1630

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	

	SLPPERS
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	

	RAM
	
	
	
	
	
	
	
	
	

	PAPER GRAB
	
	
	
	
	
	
	
	
	

	BALE GRAB
	
	
	
	
	
	
	
	
	

	MAXIMUM DISTANCE FROM CENTRE OF LOAD TO FRONT OF                                                        a. FORKS           b. RAM             c. GRAB
PACE OF                                                                                                                                                                                 ARPON             APRON

	WARNING: USE OF FORK LIFT TRUCK FORKS, GRAB, SLIPPERS OR JIB
1. DO NOT LIFT LOAD UNLESS PLACED EVENLY ON FORKS
2. DO NOT TRANSPORT OR MANOEUVER WITH LOAD RAISED EXCEPT TO CLEAR OBSTRUCTIONS AND THEN ONLY WITH MAST TLITED BACK TOWARDS DRIVER
3. DO NOT TILT MAST FORWARD EXCEPT WHERE NECESSARY TO PICK UP OR
4. DO NOT NEGOTIATE ANY INCLINE UNLESS MAST END IS UPHILL.
5. DO NOT REVOLVE GRAB WHEN RAISED OR WHILST TRAVELLING
6. GRUP ROLL ONLY IN ITS CENTRE WHEN REVOLVING.
7. CENTRALISE GRAB ARMS ON CARRIAGE BEFORE TILTING.
8. DO NOT TILT MAST FORWARD WHEN LOAD SUSPENDED ON JIB
9. KEEP JIB AS LOW AS POSSIBLE AT ALL TIMES BY USING MINIMUM LENGTH SLINGS ON LIFTING BEAM.
10. DO NOT USE JIB ATTACHMENT UNLESS THE ALLOWABLE LOAD IS MARKED ON THE JIB AT EACH HOOK POSITION.








Calculation 4.
[image: ]

The data plate rates the above forklifts for lifting 2000kgs at 600mm load centre. 
Which of them is working within its capacity?
	Load weight
	Width of load
	Within capacity?

	2000kg
	1000mm
	

	2000kg
	1200mm
	

	2000kg
	1400mm
	



Explain your reasoning.











Calculation 5.
Below is an extract from a forklift truck data plate.
1. What is the maximum load the truck can lift with the mast tilted forward three degrees?


2. What is the maximum working load with the mast in the vertical position?


3. Can a load of 2140kgs and a load centre distance of 650mm be raised with the mast in the vertical position?




	Load Chart LP           LPG          22012           14/12/2011
This Load chart is for assessment only and must not be used for any other purposes

	
	MODEL: FEELER

	
	SERIAL NO:
501645
	
	
	MAX HEIGHT
	4700mm
	
	

	
	
	
	
	
	
	
	
	
	

	TYRES
	
	FRONT
	Solid
	KPa
	
	
	REAR
	Solid
	kPa

	
	
	

	MAST VERTICAL
	
	MAST FORWAR TILT: 6 DEGREES

	
	LENGTH mm
	FORK HEIGHT mm
	LOAD CENTRE mm
	WORKING LOAD LIMIT
	
	LENGTH mm
	FORK HEIGHT mm
	LOAD CENTRE MM
	WORKING LOAD LIMIT

	FORKS
	1100
	3700
	600
	1920
	
	1100
	3700
	600
	1630

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	

	SLPPERS
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	

	RAM
	
	
	
	
	
	
	
	
	

	PAPER GRAB
	
	
	
	
	
	
	
	
	

	BALE GRAB
	
	
	
	
	
	
	
	
	

	MAXIMUM DISTANCE FROM CENTRE OF LOAD TO FRONT OF                                                        a. FORKS           b. RAM             c. GRAB
PACE OF                                                                                                                                                                                 ARPON             APRON

	WARNING: USE OF FORK LIFT TRUCK FORKS, GRAB, SLIPPERS OR JIB
1. DO NOT LIFT LOAD UNLESS PLACED EVENLY ON FORKS
2. DO NOT TRANSPORT OR MANOEUVER WITH LOAD RAISED EXCEPT TO CLEAR OBSTRUCTIONS AND THEN ONLY WITH MAST TLITED BACK TOWARDS DRIVER
3. DO NOT TILT MAST FORWARD EXCEPT WHERE NECESSARY TO PICK UP OR
4. DO NOT NEGOTIATE ANY INCLINE UNLESS MAST END IS UPHILL.
5. DO NOT REVOLVE GRAB WHEN RAISED OR WHILST TRAVELLING
6. GRUP ROLL ONLY IN ITS CENTRE WHEN REVOLVING.
7. CENTRALISE GRAB ARMS ON CARRIAGE BEFORE TILTING.
8. DO NOT TILT MAST FORWARD WHEN LOAD SUSPENDED ON JIB
9. KEEP JIB AS LOW AS POSSIBLE AT ALL TIMES BY USING MINIMUM LENGTH SLINGS ON LIFTING BEAM.
10. DO NOT USE JIB ATTACHMENT UNLESS THE ALLOWABLE LOAD IS MARKED ON THE JIB AT EACH HOOK POSITION.






[bookmark: _Toc13740269]7.4 Load Stacking
[image: ]When stacking a load, make sure that the stability of the load and the stack are maintained and the packing density is efficient. 

It’s essential that the forks or the load don't catch on the stack or dislodge the other items from the stack.


· [bookmark: _Hlk7769207]  The driver of a forklift must take extreme care when unloading a pallet from a stack.
·   It's possible that items from an adjacent stack can be dislodged or the load becomes unstable and falls from the pallet.
Australia has a standard pallet that is common to many warehouses. The pallet dimensions and overhang affect the dimensions of racks and aisle sizes in a pallet rack storage system.

The dimensions of Australian pallets are 1170mm by 1170mm and 150mm thick and this should be remembered by forklift operators and stores personnel. 
[bookmark: _Hlk7619838][bookmark: _Hlk7769246]When stacking loads on top of each other we should ensure that it is carried out on a firm, level site, heavy goods are placed at the bottom and we do not stack too high.
[bookmark: _Hlk7769830]Before attempting t move an unstable load we should restack it so that it is stable.
[image: ]Stacking Patterns: The stability of a stack of cartons on a pallet can be improved by the pattern in which they are stacked. Interlocking patterns such as the pinwheel and the brick pattern hold the carton stack together. 
Packing density: It is important to use the pallet's cubic space effectively to cut down on the number of pallets needed and to minimise the amount of space in the warehouse needed to store the pallets. Gaps in stacking patterns are an inefficient use of space.


	[image: ]
	Self-check questions


Activity Topic 7.4
1. [bookmark: _Hlk7769786]What should you do before attempting to lift a pallet of goods that appears to be unsafely loaded?

2. Why should a forklift driver take extra care with the forks when unloading a pallet from a stack?



3. When stacking loads on top of each other what is the rule for heavy goods?



[bookmark: _Toc13740270]7.5 Picking up and moving a load
It’s essential the load on the pallet is stable and well stacked before it’s lifted and moved. 

Make sure the pallet is in good order. 
[bookmark: _Hlk7769526]Broken pallets should not be used. The load may need to be restacked if the pallet is broken and the broken pallet reported to the warehouse supervisor.

Under no circumstances should the maximum weight for a load (safe working load) be exceeded. 

When picking up a load:
· [bookmark: _Hlk7769571]make sure the forks are adjusted as wide as possible to fit under the load
· keep the mast in an upright position
· level the forks at the correct height before inserting into the pallet
· insert the forks all the way into the pallet 
· making sure that the pallet is evenly placed on the forks
· make sure the forklift is stopped before raising the load
· raise the load and tilt the mast back.
[bookmark: _Hlk7769483]DO NOT travel with the load raised above the axle. If you cannot see past the load travel in the reverse direction or have a competent person lead you. 
When transporting a load: 
· Travel at an appropriate speed, remember it takes time to stop a loaded forklift
· Don't turn on a slope you may over balance
· Don't stop abruptly, the load may shift
· Don't drive over uneven ground.

[image: ]How fast are you going now! 





[bookmark: _Hlk7670165]
	[bookmark: _Hlk7701077][image: ]
	Self-check questions


Activity Topic 7.5
1. If you cannot see past the load, what should you do?



2. In what circumstances should the maximum weight for a load (safe working load) be exceeded?


3. Before attempting to left a load, how far apart should the tines be?






Topic 8
[bookmark: _Toc13740271]Attachments
 






[bookmark: _Toc13740272]8.1 Introduction
In this topic you will learn about:
· forklift attachments
· using a jib
· lifting a person on a forklift/conditions for lifting a person.

[bookmark: _Toc13740273]8.2 Forklift attachments
There are many different types of forklift accessories. 

For the purpose of this course we discuss the jib attachment and personnel safety cage.

A jib can be fitted over the forks of a forklift so that loads can be lifted with a hook and sling. Jibs have fastening points that are rated for maximum loads. 

Loads that are heavier than the rated weight for the lifting point must not be lifted. 

[image: ] [image: ]


[bookmark: _Toc13740274]8.3 Using a jib
A forklift jib is a commonly used attachment for forklift trucks. 
It is designed to slide and secure easily onto forklift tines. It usually has a hook at the end of the jib for quick attachment to the load.

The main purpose of a forklift jib is to easily attach to, lift, and support a load during transport from one spot to another.  

Forklift jibs are made to certain working load limits (WLL) e.g. 2 tonne. The weight of the load must not exceed this working load limit. 

[bookmark: _Hlk7770038][bookmark: _Hlk7622365]The working load limit can be found clearly displayed on the forklift jib.
It’s important to remember that a working load limit can be decreased when an adjustable jib is extended, or positioned at an angle.


[bookmark: _Hlk7622653][image: ]Forward tilt of the mast must not be used when a jib is attached.

When a load is to be lifted with a jib make sure the loading point is directly above the centre of the load. The safe working limit (SWL) should be listed for each lifting point. 

When you calculate the weight of the load make sure you include the weight of the jib in the calculation. 

If the loading point is not above the centre of the load it will swing when lifted from the ground. This could strike other people or tip the forklift over. 

A load being lifted or carried using a sling and a jib must never be passed over the top of a person in case the load moves and slips out and falls on the person. 

Turning corners sharply or stopping abruptly can cause the load to swing and move the centre of gravity so the forklift may tip.

When using a jib stability can be increased by:
· Keeping the mast tilted back to reduce the load centre.
· Keeping the load lowered as much as possible. 

	[image: ]
	Self-check questions


Activity Topic 8.3
1. A jib is one of many attachments used on a forklift. Where can the working load limit of this attachment be found?


2. It’s important to remember that a working load limit can be increased or decreased when an adjustable jib is extended, or positioned at an angle?





[bookmark: _Toc13740275]8.4 Lifting a person on a forklift
[bookmark: _Hlk7770271][image: ]If a person is to be raised by a forklift, an approved and securely attached Personnel Safety Cage or a Forklift Truck Caged Work Platform must be fitted to the forks.

The platform must be securely attached to the forks. 

Under no circumstances must a person be lifted on bare forks or pallets. 

Travelling with a person in the caged work platform is strictly not allowed. 


Conditions for lifting a person

[bookmark: _Hlk7621945]If a person is lifted in a caged work platform the following conditions must be in place. 
· [bookmark: _Hlk7622000]The forklift must be stationary and on firm and level ground.
· The handbrake is fully engaged.
· The drive controls are in neutral.
· The operator remains at the controls the entire time the person is raised by the forklift.
· The cage work platform must be kept horizontal and not tilted forward or backwards with a person on it. 
· Workers must wear a approved lanyard.

[image: ]

    		 Dangerous practice             		  Safe practice

The following risk control measures should be put in place when using caged work platforms or boxes:
· Forklift trucks be equipped with flow restrictors or similar i.e. the valves in the hydraulic lines to prevent free fall in the event of a hose failure.

· Caged Work platforms should only be attached to a compliant industrial lift truck with a load capacity data plate that says which attachments may be used.

· The forklift truck is to be stabilised at all times while lifting people and preferably only used on a hard, even and level surface.

· Before work starts make sure the parking brake is set, the forklift’s drive controls are in neutral, the mast is vertical and hydraulic controls are off except lift and lower.

· Workers are trained to use caged work platforms safely including emergency procedures so occupants can be rescued if an incident or breakdown happens.

· Workers stand on the floor of the caged work platform, not on a ladder or other object.

· Where possible, caged work platforms are not used to transport people.

· The operator of the forklift truck stays at the controls at all times.

· The caged work platform safety gate is self-locking and kept shut when in the raised position.

The caged work platform fall arrest anchorage points should meet the requirements of the manufacturer’s instructions or those of a competent person. Each fall arrest anchorage point should be located so a lanyard can be attached to it before the person using the lanyard moves into a position where they could fall. Installed anchorage points should be tested and approved by a competent person before they are used as a visual inspection.


[bookmark: _GoBack]
	[image: ]
	Self-check questions


Activity Topic 8.4
1. [bookmark: _Hlk7701304]In what circumstances can you lift a person on on a forklift truck?


2. The forward tilt of the mast must not be used when a jib is attached
True or False?  Please circle the correct word

3. If a person is lifted in a caged work platform which of the following conditions must be in place?  Please tick your answer (s)

a) The forklift must be stationary and on firm and level ground
b) The handbrake is fully engaged
c) The drive controls are in neutral
d) The operator remains at the controls the entire time the person is raised by the forklift
e) The cage work platform must be kept horizontal and not tilted forward or backwards with a person on it
f) Workers must wear a approved lanyard and be attached at approved points in the platform

4. Can workers use a ladder when working in a caged work platform?





Topic 9
[bookmark: _Toc13740276]Finishing 
Operations
 





[bookmark: _Toc13740277]9.1 Introduction
In this topic you will learn about shutting down and parking a forklift.
[bookmark: _Toc13740278]9.2 Shutting down and parking a forklift
[bookmark: _Hlk7771052]Having completed our work with the forklift truck we have the responsibility for leaving it in a safe and secure location and operational condition. Conform to any specific site procedures applied.
	[bookmark: _Toc13740279][image: ]Parking a Forklift       
Don't park on sloping ground. If you do need to park on a sloping surface, chock the wheels as well as following normal parking procedures. Park clear of hazards. 
 Park in an appropriate area. 
 Don't park:
[bookmark: _Hlk7770940]•  near first aid stations
•  near firefighting equipment
•  near emergency exits
•  within 2 metres of rail lines
•  within insufficient clearance of overhead 
    power lines

•  where it will obstruct other vehicles and
   Pedestrians.



	[image: ]


[bookmark: _Hlk7771064]             Make sure the forks are lowered so they are
             resting on a flat surface. Use forward tilt.            



	



[bookmark: _Hlk7771086][image: ]Place gear in neutral. 


[image: ]
[bookmark: _Hlk7771186][bookmark: _Hlk7771198]Apply the park brake.



[image: ]Turn the forklift off and remove the key to prevent unauthorised use.



[image: ]If the forklift uses LPG fuel, make sure the gas valve is turned off to prevent leakage of gas that may cause an explosion or fire.



[bookmark: _Hlk7771257][image: ]   Check the forklift over for any leaks or damage.




[bookmark: _Hlk7771269][image: ]                                                     
If the forklift is electric, connect the battery to a battery charger so the batteries are charged for the next operator.







	[image: ]
	Self-check questions


Activity Topic 9.2
1. [bookmark: _Hlk7701338]You are have to park your forklift truck on an incline. What precautions must you take?
a) Chock the wheels 
b) Normal parking procedures
c) Park clear of hazards
d) All of the above  
Why?


2. List six locations you would not park a forklift truck.




3. What are normal parking procedures for a forklift truck?













Topic 10
[bookmark: _Toc13740280]Test Yourself
 






	[image: ]
	[bookmark: _Toc518640502][bookmark: _Toc13740281]Self-check questions



Instructions:
· Prepare yourself for your forklift licence assessment with these self-test questions.
· Read each question carefully.
· These questions are sample questions and will not be the same as the assessment.

     1.    	i) Name at least four forklift parts which would form part of your pre-start inspection.
a) 

b) 

c) 

d) 


ii) Name at least four liquid levels that would form part of your pre- start inspection.
a) 

b) 

c) 

d) 

2. If you noticed a crack in the heel of a fork arm, would you try and repair it yourself?







3. A tyre is found to have low pressure.  When would you attend to this problem?





4. To protect the operator from falling objects, what should be provided on a forklift truck?




5. What direction must the load face when:
i) travelling up a ramp?



ii) travelling down a ramp?



iii) Explain your answer.






6. Why is it unsafe to turn a forklift truck when it is on a ramp or sloping surface?






7. When operating a forklift why is it dangerous to turn a corner with the load raised?



8.	How should you drive a forklift truck across railway tracks?




9.	When travelling, at what height should the load and form arms be?



10.	When travelling name two items/conditions that would influence your speed of travel?
1.

2.


11.	A pallet contains an unbalanced load with one end heavier than the other.  Which end should be against the heel of the form arms?



12.	What would you do if you noticed a badly damaged pallet supporting a load?





13.	What is the minimum distance you should keep your forklift truck and load away from domestic power lines and high voltage transmission lines?




1. What would you do if you drove your forklift truck mast into power lines?  List three actions.
a) 

b) 

c) 


15.	What is the most suitable type of forklift truck to use in confined spaces?




16.	Why must batteries be charged in a well-ventilated area?




17.	Why must you not smoke when charging or changing forklift truck batteries?




18.	When travelling with a large load that obscures your vision, what precautions would you take?





19.	What should be provided when a forklift truck is working over a roadway, footpath or areas open to the public?




20.	


Are you allowed to add additional counterweights to a forklift truck without referring
              to the forklift manufacturer?  Explain your answer.

 
 
 

21.	Name three operating precautions that must be taken when using a jib attachment?
1.

2.

3.

22.	Is it permissible to use the forward tilt when lifting loads with a jib attachment?  Explain your answer.





23.	What must be marked at each hook position on a jib attachment?





24.	What important function does a load backrest (load guard) perform on a forklift truck?







25.	What is meant by “collapsed height” in relation to a forklift truck?






26.	Is it permissible to carry passengers on the bare fork arms or load?  Explain your answer. 
	




27.	By what means can people be raised on a forklift truck?
	




28.	Where must the operator of a forklift remain when a person is raised in a Work Platform?





29.	How would you establish the capacity and limitations of the forklift truck and equipment you are required to use?





30.	What is meant by load centre distance?







31.	How does increasing the load centre affect the capacity of a forklift truck?






32.	How will a forklift truck be affected if the load is not hard against the heel of the fork arms?




33.	Where is the forward Point of Balance (fulcrum) for a forklift truck?





34.	Is all the weight behind the Point of Balance acting as a counter-weight?







35.	How would you determine the weight of an unmarked load?





36.	A pallet appears to be unsafely loaded.  What would you do before attempting to lift it?






37.	Name three operating conditions that may cause a forklift truck to tip over sideways.  (lateral instability)?
a)  

b)  

c)   


38.	Name three operating conditions that may cause a forklift truck to tip forward length-ways.  (longitudinal instability)?
a)  

b)  

c)   


39.	Name three locations within the workplace where you should not park your forklift truck?
a)  
b)  
c)   

40.	If your forklift truck must be parked on an inclined surface, what precaution would you take?	







41.	What is meant by “overall height” in relation to a forklift truck?





42.       When parking your forklift truck what must be done with the fork arms?





43.        Using dot points outline the finishing operation.
*
*
*
*
*
*
*
*


[bookmark: _Toc13740282]Appendices
Forklift terms you should remember:
[bookmark: _Toc13740283]Overall height and Collapsed Height
[image: ][image: ]

[bookmark: _Toc13740284]Rear End swing

Rear end swing is the rapid sideways movement at the rear of the forklift truck creating a hazard, particularly dangerous for pedestrians nearby as the tail of the forklift can swing very rapidly (up to three and half times faster than the speed of travel creating the potential to crush pedestrians.


[image: ]

[bookmark: _Toc13740285]Fulcrum
[image: ]The fulcrum or pivot point is the point of balance of the forklift truck. It’s located where a vertical line is drawn through the front axle to the ground. An unloaded forklift is less stable – all the weight is in the rear. A loaded forklift is more evenly balanced – the forklift is more stable. 

When the load outweighs the counter weight the forklift can tip forward (longitudinal) when the load is raised. 
[bookmark: _Toc13740286]Load Centre
The load centre is the distance from the vertical face of the forks to the centre of gravity of the load.
[image: ]
[bookmark: _Toc13740287][image: ]Rated Capacity
The rated capacity of a forklift lift truck is the maximum load the vehicle can safety carry at a specified load centre distance and maximum lift height specified on the load chart (data plate). If the load is not centred at the precise position then the forklifts capacity will therefore be reduced.

The information in this table may prove useful during your career; however, generally isn’t found in a Forklift Licence assessment.

[bookmark: _Toc13740288]Stopping distances 
You need to know stopping distances when you plan speed limits, forklift routes and your overall traffic management plan. 

The above table shows the typical distance it takes for a fully laden 2.5 tonne forklift to stop once the operator has applied the brakes. This is in optimal conditions—travelling on a dry, even surface with good traction, driven by an alert operator not distracted by other activities. 

Reaction distance and total stopping distance for laden forklift (typical reaction time: 1.5 secs), (see above table). The table is based on a 1.5 second reaction time, plus a deceleration of 1.9 m/sec ^2 m/sec^2 (this is based on the range achievable without tip over for the majority of fully laden forklifts).

Stopping distances are often significantly under-estimated.
For example, even at six kilometres an hour (i.e. walking pace) a forklift needs at least three metres to stop.

The distance at which a forklift can stop is affected by:
· the speed at which it is travelling
· the weight of the forklift and its load
· its mechanical and tyre condition
· the road or floor surface.

A laden forklift cannot use its maximum braking capacity, because the load may slide or fall from the fork arms, or the forklift will tip forwards.

[bookmark: _Toc13740289]Re-calculating the Load Centre (if required)
If the load centre is greater than indicated on the load chart plate then the maximum load that can be safely carried must be recalculated. To calculate the new load you need to determine moment based on the maximum load at the specified load centre. 
safety Tip: Always refer to the load chart plate

The moment is determined by multiplying the weight of the load by the distance of the load centre to the axle of the front wheels. The new maximum load must not be more than the calculated moment. 
[image: ]
A = the distance of the front axle to the heel of the forks.
B = the load centre distance of the centre of the load to heel of the forks.
C = the weight of the load.
 (A + B) x C = moment 
 1050 x 2000 = 2100000 
 At the new load centre of 800mm 
 450 x 800 / 2100000 maximum load = 1680 kg
Safety tip: Whatever attachment your organisation uses, ensure it is approved for use and MUST HAVE the manufacturer’s specifications and compliance plate fitted to Australian Standards.

[bookmark: _Toc13740290]Slings and Chains 
The correct gear such as sling or wire rope must be in good condition and appropriate for the weight of the load being lifted.

[image: ][image: ][image: ][image: ]
Chain slings		Synthetic web slings			Wire rope slings

It is the responsibility of the organisation and the driver to ensure that the correct slings and attachments are used. All slings should have a tag that describes the load that can be lifted by the sling.

Slings are rated for Working Load Limits (WLL). 

You must make sure that you select a sling that can carry the weight of the load. 

The WLL ratings should be listed on a metal tag attached to the sling’s upper terminal link.
[image: ]
[image: ]
Chain slings can be made to any configuration. Variations include the number of legs, the length of the legs and the fittings attached to the master links and chain legs.
The useful life of chain slings is considerable, but it can easily be extended by observing the following:


Care
• Store chain slings on A-frames or wall racks in a clean dry place.

• Lightly oil chains before prolonged storage.

• Never heat treat alloy chain or fittings.

Use
• Always visually inspect that a chain sling is free from damage or wear before use.

• Ensure the weight of the load is known and is evenly distributed on the 
    sling legs.

• Ensure that the chain is free of twists and is protected from any sharp corners on the load.

 • Commence the lift slowly, taking up the slack gradually. Avoid shock loads.

• When lowering, avoid the possibility of crushing the chain by ensuring the load does not land on it. Use packing, timber or similar.

Inspection
· It is important to inspect chain slings regularly and to keep a record for each sling.

· Clean the chain thoroughly.

· Lay the chain out on a clean surface or hang it up in a well-lit area.

· Every chain link should be individually inspected for any signs of wear, twisting, 
stretching, nicks, or gouging and any worn link measured to determine degree of wear using Vernier calipers.

· Master links and hooks should be inspected for any sign of wear at their load bearing points and for any signs of distortion, such as widening of hook throat opening.

· Coupling links should be inspected for any signs of wear at their load bearing points, for excessive play of the load pin within the body halves and for impaired rotation of the body halves around the load pin.

· Chain links or fittings having any defects should be clearly marked to indicate rejection and the chain sling should be withdrawn from service until properly repaired and retested prior to returning to service.

· Slings that have damaged fittings may be repaired on-site by replacing the fittings (note: when reassembling coupling links it is recommended that a new pin and stud assembly be used), but must be proof tested after any modifications other than replacing safety latches that are not an integral part of a hook in accordance with the current Australian Standard. 

Remember - Every link must be examined.

Chain Slings should be inspected periodically by a competent person, in accordance with the current Australian Standard.

Synthetic web slings may be colour coded to indicate their WWL according to the Australian Standards. 

A number of factors can reduce the working load limit of a sling. 

· [image: ]Knots can reduce the strength of a rope by up to 50%. Angles also reduce strength - it is illegal to lift a load with an angle of more than 120 degrees.

· Hitches can reduce the lifting strength by 20% and 50%.

· Damage and wear can greatly reduce the strength of a sling.

· Wire rope slings can be deteriorated by rust, acid attack, stretching of the wire, broken wire strands and crushing of the wire. 

· Abrasion, cuts or solvent damage of synthetic (webbing) slings can seriously affect their Safe Working Limit.

· Before using any sling, it must be thoroughly inspected to ensure it is in good working condition.

· Synthetic (webbing) slings have different ratings and can usually be identified by colour. (See the following picture on the following page for examples).
[image: ]

A sling must be removed from service if any damage is visible or the manufactures tag is missing. Slings, like all other equipment must comply with Australian Standards.
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Activity Topic 1
1. What machinery can you operate with an LF licence?
             Answer may include:
· Standard powered LF forklift (internal combustion engine or electric, industrial truck equipped with a mast and elevating load carriage with attached pair of fork arms or other approved appropriate loading holding attachment)
· Electric “Ride-On” Forklift
· A tractor fitted with ‘lifting media made up of a mast and elevating load carriage to which is attached a pair of fork arms or other arms’ 

2. What licence is needed for a ‘walk behind’ (pedestrian operated) forklift?
 No licence needed

3. What licence is needed for an order picking forklift ?
LO class 
Activity Topic 1.8

1. How many points of ID do you need to apply for a forklift licence assessment?
100 points of ID 
2. What documents will you require for your ID evidence?
Answer may include:
Australian passport, Australian birth certificate, Medicare card, Driver’s licence, Bankcard, utilities bill (including water bill, council bill, electricty bill) with proof of address.

3. Where do you apply for your Forklift licence once you are deemed competent by a SafeWork NSW assessor
        At any Australian post office 

4. How long do you have to apply for the licence once you have passed your assessments and have been declared competent to oper
Within 60 days after passing your forklift theory and practical asssesments

5. Are there any circumstances you can you operate a Forklift truck without a licence?
Answer may include:

‘Under training and supervision of a qualified trainer.’
It is a requirement of licence LF assessment that you have enrolled and undertaken training with an accredited, Registered Training Organisation (RTO) in the TLILIC0003  Licence to Operate A Forklift course. 
You must pass the course with the RTO who will issue a Statement of Attainment (SOA) in the unit of competency  TLILIC0003  Licence to Operate A Forklift course  on successful completion.
Evidence of enrolment, training and successful completion must be to the satisfaction of the SafeWork NSW accredited assessor or you will be deemed unacceptable to undertake the assessment for a licence.
The definition of a person ‘under training’ is they:
· Must be enrolled in the training course with an accredited RTO, and
· Be under the supervision of a licenced driver
· This is the only time that you are permitted to drive a forklift truck without a current HRW licence.
Activity Topic 2.3
1. What is a good way to identify workplace risks to safety and health and documenting it?
Answer may include:
A job safety analysis (JSA) is the exercise of identifying risks to safety and health in the workplace and documenting the control measures to manage (or mitigate) those risks. Each JSA must be site specific and include all workers involved in the development of each JSA.

2. Name seven worksite hazards that you would nbeed to consider before conducting forklift operations
Answers may include:

Power lines 	                                      Lighting
People				         Load Limitations
Pot holes                                                  Other Hazards Unique to the workplace
Trees                                                         Obstructions
Trenches			         Overhead Services (inside and out) Forklift Suitability
Traffic                                                       Other equipment in the area
Buildings                                                  Suitable PPE
Bridges                                                     Site Personnel/visitors
Beams                                                      Underground services
Doorways                                                Railway lines
Dangerous materials                            Height limitations
Weather conditions                              Forklift suitability
Variations in surfaces                           Ability of the ground to adequately support the load
and surface levels

3. What worksite hazards called the 3Ts, 3Ps and the 3Bs  can be grouped together to help us remember them?
3P (powerlines, people potholes),
3T (Trees, trenches, traffic)
3B (buildings, bridges, beams)

4. What does CLAPS stand for when we are thinking of hazards we must consider before commencing forklift operations?
	C
	•	Capacity of the forklift 

	L
	•	Location and route

	A
	•	Attachment suitability

	P
	•	Permits (Any work permits required)

	S
	•	Size and Weight (Load)



5. What is the hierarchy of hazard control?
A range of options that can eliminate, or reduce the risk of hazards.

6. Who are the five people you ask to find out about known hazards and workplace policies and procedures before starting forklift operations work on a worksite.
· Safety officers
· Supervisors
· Site engineers
· Workplace operations managers
· Fellow workers


Activity Topic 2.4
1. What are the safe regulatory distances in NSW for working near electrical powerlines?
	Up to 132000 volts........................ min. 3 metres
132000 volts to 330000 volts ....... min. 6 metres
Over 330000 volts.......................... min. 8 metres  

2. How would you find out the voltage on a worksite before you start forklift work?
Contacting the relevant power authority is the best way to establish the voltage at any location

3. What three things must you do if you are required to work on a forklift  inside the safe operating distances from overhead powerlines  
Answers may include:
· Have an exemption from the relevant authority.
· Have power shut off or insulated by authorised competent person.
· Use of spotter depending on state regulations.	

4. What are the eight steps, in order, you would observe and consider if your forklift made contact with overhead power lines?
· Warn other people to stay away.

· If it can be done safely, try to move the forklift away from contact with the power lines.

· If the forklift cannot be safely moved away, remain on the forklift, do NOT touch any metal parts, and call for help so that somebody else organises the power shut off.

· If it is unsafe to remain on the forklift due to fire or life threatening issues check that the ground is clear of water and obstacles.

· If safe to do so, jump clear of the forklift without touching any metal parts of the forklift and the ground at the same time.

· When moving away from the equipment, shuffle with both feet together, as the ground may be electrified, until at least 8 metres from the nearest part of the forklift. Under no circumstances should you run or walk away with large steps. Beware of Step Potential.

· Inform management and follow reporting procedures
· Do not use forklift until it is checked and approved for use

5. What’s the name of the visual indcator which warns you of overehead electricty lines in NSW and what colours are used?
Tiger Tails, yellow and black 
Activity Topic 2.5
1. What warning devices must you check on your forklift in your pre-start inspection that will alert pedestrians that you are working and using a forklift?
Answers can include:
A horn, reversing alarms, head lights, warning lights

2. Name three control measures for traffic management when using a forklift and how would you use them 
	Answers can include: 
· Barricades separating pedestrian and traffic areas with physical barriers to stop them colliding
· Doors made of transparent material can assist visibility and minimise, the risk of collision
· Bollards or guard rails inside and outside on both sides of doorways to minimise the risk of collision with doorways, pedestrians, other vehicles or immovable objects
· Speed limits and speed humps to control speed but not the speed of forklift
· Satisfactory lighting including in work areas where industrial lift trucks operate
· Satisfactory ventilation so far as is reasonably practicable including in work areas where industrial lift trucks powered by Liquefied Petroleum Gas (LPG), petrol and diesel fuel are used so as to minimise the concentration of exhaust gas contaminants. Battery powered industrial lift trucks should be used in poorly ventilated or enclosed areas
· A diesel powered forklift. Is preferred for use in in a poorly ventilated area like a shipping container or cool store  because diesel engines produce less carbon monoxide than petrol or LPG powered units
· Ramps secure, robust, provided with edge protection, not exceed the manufacturer’s specific gradient for operating the industrial lift truck and be installed at points where an industrial lift truck needs to be driven from one level to another
· Loading docks Satisfactory edge protection or a system of work to minimise the risk of industrial lift trucks falling or being driven over the edge of a loading dock should be provided


Activity Topic 2.7
1. If you are working at night or in poorly lit workplaces, what should you ensure  before you begin your work?
	        Answers include:
· Ensure sufficient lighting across whole working area for safe operating condition
· Ensure all forklift lights are fully operational (see operational pre-checks)

2. What is the most suitable type of forklift to use in a confined space and why?
Answers can include: 
A battery (electric) powered forklift truck is the most suitable vehicle for restricted space conditions. 

3. Why do we turn off the engine of forklift trucks while we refuel?
Refuelling of forklift trucks must be carried out with the engine switched off to avoid the fuel and/or vapours igniting.
4. What areas must battery operated forklifts be charged and why?
Charging must be carried out in a well-ventilated area as explosive gases (hydrogen) are emitted during the charge cycle and may become concentrated if unable to dissipate sufficiently.

5. What protective clothing should be worn when changing a forklift battery?
•  eye protection
•  gloves
•  acid resistant boots
•  face mask
•  protective apron. 

Activity Topic 3.3
List 3 things that may be included in ‘operations documentation’.
Answers can include:
· Site details
· Hazard details
· Task information
· Faulty equipment procedures  (including your pre inspection check)
· Signage
· Emergency procedures
· Equipment and work procedures
Activity Topic 3.4
Triple zero 000 is the emergency phone number in Australia. What are the two secondary emergency numbers to dial and text?
· 106 for text messages (doesn’t work for mobile phone calls)
· 112 for mobile phones
Activity Topic 3.5
1. What hand signals are used to ask a forklift operator to tilt the raise the tines?
· With your forearm vertical to your shoulder, forefinger pointing up, move your hand in a circular motion

2. What hand signal is used to ask a forklift operator to tilt the mast forward?
· With your arm extended to the side, thumb down, lower your arm vertically

3. What’s the hand signal for stop when directing a forklift driver?
· Extend both arms out from your sides, palms down.
Activity Topic 4.2
1. Where is the forklift name plate (also known as data plate, weight plate or load plate) usually located?
Answer can include but is not restricted to:
· Next to the driver’s side on the truck metal beside the seat built it can also be located on the inside vertical part of the cabin, on the instrument panel or on the front of the truck cabin.

2. Where is a forklift’s counter weight located?
· At the back of the forklift truck
Activity Topic 5.2
1. How often should you carry out a Pre- inspection of a forklift and why?
· Before starting work on every shift to detect damage, faults and potential hazards to the truck which would make it unsafe to operate 

2. Name seven of the pre- operational checks you need to make on a forklift before you use it?
Answer can include but is not limited to:
TYRES – check they are in good condition, intact with rim and securely fitted.  Look for visual wear or damage.  Check tyre pressure
FLUIDS – check oil, hydraulics, battery, fuel and coolant for leaks including hoses under fork lift
STRUCTURE – check for cracks, bends, dents, distortion or broken parts.
Check apron & overhead guards are intact & secure
TINES/FORKS – check they are evenly spread with locking pins in place.
Check there is no sharp edges or distortion
MAST – check chains are level with no obstructions, rams not pitted or leaking.  Check for any wear to lift chains and guides, inspect hydraulic cylinders, look for any leaks
BATTERY – check it is operational and for any damage
BATTERY CHARGE – discharge meter in full green or 75% after raising forks (where applicable)
GAS OPERATED FORKS – check gas levels are ok and gas cylinder is not damaged.  Check gas cylinder is secure
ENGINE BAY – check it is generally clean?
Hydraulic oil-brake pads and brake fluid (CB machines only).
CONTROLS (pre-start) – check seat condition.  Check controls are clearly marked, seat & steering wheel are secure & properly adjusted. Seat belt (where fitted) works as intended and isn’t fraying.
CONTROLS (post start) – check controls and pedals are working. No unusual noises.
CAPACITY/LOAD PLATE – check load-capacity plate if fitted, legible and correct.  What is your safe working load (including when travelling, tilted & lifting)?
REVERSE BUZZER & HORN – check working
LIGHTS & BEACON – check working
STEERING – check smooth from lock to lock, no binding
BRAKES – check both brake & park brake for proper operation
SAFTEY PEDAL – check the motor cuts out
POWER DISCONNECT – check all electric power cuts out
HYDRAULICS – Operate lift, tilt & reach to full extent of travel
GUARDS – check overhead, load backrest
ATTACHMENTS – check they function correctly, no unusual noises

3. What steps must you take if you find a defect on a forklift?
Answer can contain but is not limited to”
· Turn off the truck
· Tag the keys
· Tell a supervisor

4. If the data plate is damaged or missing what should you do?
d) Turn it off, leave the keys in and report immediately to the supervisor so it can be replaced
e) Use the forklift and at the end of the shift report it to your supervisor
f) Take the keys out, tag it and tell your supervisor
Please tick your answer/s
                  Answer: C: Take the keys out, tag it and tell your supervisor
Activity Topic 5.3

1. List three things you would find on a forklift operating panel or instrument panel
Answer could include but is not limited to:
· Lift lever - to raise and lower fork carriage
Tilt lever - to tilt the mast forward or backward
Save energy switch for electric forklifts - controls power levels for different working conditions
Direction switch - controls direction of the truck when the accelerator pedal is pushed
Battery indicator - indicates state of charge of the battery
Hour meter - records the total hours of service. 
Fuel gauge
Speedometer
Activity Topic 5.4
1. What are the three main guards which protect the operator of a forklift truck?
1. Load backrest guard
2. Overhead guard
3. Footguard

Activity Topic 5.5
1. How often should you carry out a Post start inspection (after you start the engine) of a forklift and why?
· Before starting work on every shift to detect damage, faults and potential hazards to the truck which would make it unsafe to operate.

2. [bookmark: _Hlk7754015]Name seven of the Post- operational checks on a forklift before you begin your work?
1. Correct mounting procedure
2. Seat, seatbelt operation
3. Steering adjustment & all controls
4. Headlights and reversing lights 
5. Warning buzzers and devices, horns
6. Fuel gauge
7. Brake operation
8. Forklift moves properly in all directions
9. Check the operation of the mast to the height of the rated capacity. Then to the overall maximum height. 
10. Check the full tilt operation (fully back and forward).
11. Check the side shift and reach options

3. What’s the correct mounting procedure for getting into a forklift truck?
Answer not limited to:
· Three points of contact and climbing up face forwards and climbing down backwards out of the cabin 
· The three point contact is two hands gripping the machine or handles getting in and out of the cabin and one foot to position the body for safe entry or exit from the Forklift. 

Having three secure points of contact when mounting or dismounting a Forklift or ensures operator safety and helps reduce falls and slips.

4.   What steps must you take if you find a defect on a forklift?
· Turn the forklift off
· Tag the keys
· Tell a supervisor

5. On a forklift what does the ‘rated capacity’ mean?
e. The height the forklift mast extends to 
f. The weight of the forklift 
g. The maximum weight the forklift can carry at a given height and a given load centre distance
h. The capacity of the forklift engine


Activity Topic 6.2
1. Before reversing a forklift what are the three things a forklift driver must do?
Answer but not limited to:
· Make ourselves aware of any hazards, pedestrians or equipment which may be in our intended line of travel and also warn any pedestrians of our intentions
· Use our mirrors and look over both shoulders, to ensure that our warning devices (flashing light, reversing light and reversing beeper) are working
·  Use a guide if your vision is obstructed.


2. When driving the forklift on a wet or slippery surface what must a forklift driver to ensure the safety of himself and others?

· Pay extra attention, reduce speed, avoid ramps or inclines and proceed with extra caution.

3. At six kilometres an hour (i.e. walking pace) how many metres does a forklift need to come to a stop?
· at least three metres

4. The distance at which a forklift can stop is affected by four things, what are they:

a. the speed at which the forklift is travelling
b. the weight of the forklift and its load
c. its mechanical and tyre condition
d. the road or floor surface


5.  Are passengers permitted on a forklift? Explain your answer.
· Passengers are not permitted on any part of the forklift unless the forklift is specifically designed for the purpose and fitted with additional seats and seatbelts. 

· The only other time a person is allowed on a forklift is inside to be raised by a in an approved and securely attached Personnel Safety Cage or a Forklift Truck Caged Work Platform securely fitted to the forks. The must be harnessed to points inside the cage to the floor and wear an approved lanyard.

· Under no circumstances can a person be lifted on bare forks or pallets and travelling with a person in the caged work platform is strictly not allowed. 

Activity Topic 6.3
1. The stability of the forklift is determined by the location of The Centre of Gravity of a loaded forklift. 

2. What are seven things which could cause a forklift to tip over sideways (laterally)?
	
	Answer can include:
• Turning at speed				• Uneven surfaces
• Unevenly distributed load		             • Unevenly inflated tyres
• Driving too fast 				• Turning with a raised load
• Driving with a load raised		             • Off set shift
• Driving on a sloping surface	         		• Offset loads
• Turning on a ramp or slope		             • Edge of a loading bay


3. Name seven things which could cause a forklift to tip forwards or backwards (longitudinally).

	Answer can include:
	• Overloading 				• Severe braking
• Unevenly distributed load 		 • Incorrect use of mast
• Driving too fast			• Load not against the heels of the fork
• Driving with the load raised		• Extended load centre
• Driving on a sloping surface		• Edge of a loading bay


4. A load is not to be carried on one fork arm. True
5. Give your reason why?
This will affect the stability of the forklift and potentially damage the fork arm.  

6. What is considered a safe height for the bottom of the load being carried on a forklift?
The forklift should not be driven with the load raised as this will affect the stability of the load causing the forklift to tip over or lose the load. 
A safe height for the bottom of the load is considered to be front axle height or lower.

7. The stability of a forklift is based on the stability triangle of the forklift.. What must be inside the stability triangle to prevent the forklift from tipping forward, falling sideways or dropping its load?
A vertical line extending from the centre of gravity of the forklift – load combination must be inside of the stability triangle to prevent the forklift from tipping forward, falling sideways or dropping its load.

Activity Topic 6.4
1. Name at least two strategies to minimise the risk of overturning a forklift?
· Keep the forks as low as possible when transporting a load - below the level of the axles if possible. 

· Keep the load as far back on the forks as possible. 

· Make sure the heaviest objects in the load are at the bottom of the load and nearest the back plate of the forks. 

· Tilt the mast back when transporting a load.


Activity Topic 6.5
1. If the forklift is tipping over what are three things which could keep you safe during an accident?
• Staying in your seat and do not attempt to jump off.
• Leaning away bracing yourself from the falling direction of the lift.
• Hold onto the steering wheel and make sure you’re stable.

2. What is a rear end swing and who could be in danger from a rear end swing? Why?
· The rapid sideways movement at the rear of the forklift truck creating a hazard, particularly dangerous for pedestrians nearby as the tail of the forklift can swing very rapidly (up to three and half times faster than the speed of travel creating the potential to crush pedestrians.

3. What strategies can a forklift driver use to reduce rear end swing?
· As Forklift steer with their back wheels, keep to the inside of every turn to allow enough room for the rear of the forklift to swing around corners and racking. For this reason, it is common to keep your truck close to the inside of the turn and therefore allow for the tail swinging wide.




Activity Topic 6.6
1. When manoevring a forklift around a corner what two things should you do to ensure you you turn well and what speed is needed
Answers can include:
· Negotiate turns by keeping close to the inside corner and start to turn when drive wheels meet corner.
· Use the front inside wheel when judging the point at which you are going to turn. 
· Be aware around pedestrians and racking. 
· Always be conscious of where the rear of your machine is.
· Drive slowly when turning and always be conscious of rear-end swing

Activity Topic 6.7

1. Forklifts have a ‘point of balance’ (or fulcrum) where a front to rear tipping motion occurs. Where is this point of balance?
Answers can include:
· The ‘point of balance’ (or fulcrum) is around where front to rear tipping motion occurs. 
· This point of balance is where a vertical line drawn through the front axle touches the ground.

[image: ]

2. Is all the weight behind the point of balance acting as a counterweight? Can extra weight be added without a manufacturter’s approval?
Yes, the weight is at the back behind the fulcrom
No it is designed to manufacturer’s specifications and we are not permitted to add extra weight without the manufacturer’s approval.


Activity Topic 6.8
1. What is a forklift name plate (also known as data plate, weight plate or load plate) and what information does it contain?
Answer can include but is not restricted to:
To establish the capability of the forklift truck look at the specifications on the data plate which contains a lot of information including the rated capacity of a forklift truck, the maximum load (weight) the vehicle can carry at the load centre distance and maximum lift height specified on the load chart, battery capacity, battery weight, fuel type, tyre size, tyre pressure, serial number, attachments which can be used, tilt angles, model number

2. Where can the load centre distance details be found on a forklift?
· The Load Centre Distance is specified on the data plate

3. Describe what the load centre distance is?
· It is the distance from the vertical face of the forks to the centre of gravity of the load.
4. What decreases when there is an increase in the load centre distance?
· An increase in the load centre distance reduces the capacity of the forklift in terms of the weight it may carry. Not having the load hard against the heels of the fork arms increases the load centre distance.
Activity Topic 6.9
1. When driving a forklift up an incline ramp which direction must the front end of the load face?
You must always face up the incline.
2. When travelling down a slope/ramp what direction must the forklift travel in?
The forks must always be on the downhill side.
3. What precautions should a forklift driver take when crossing a railway line?
When a forklift needs to cross a rail line the driver should drive across at an angle so that only one wheel at a time is raised as the truck crosses over the rails.
4. Why is it unsafe to turn a forklift on a ramp or sloping surface?
Unsafe to turn because it will affect the stability of the forklift and the load potentially causing the forklift to tip over or lose the load.
5. What should be securely fitted before driving a forklift between a truck and a loading dock? 
Dock plates or bridging plates should always be securely fitted before driving between a truck and the loading dock.
6. When a loaded forklift is crossing a road or pathway, what elements of a traffic management plan should be put in place?
When a load is to be transported across a public road or pathway, barriers and signs should be in place across the carriageway and a competent person must control traffic.

Activity Topic 7.2
1. What circumstances are you permitted to raise a load over or near people?
· None. Under no circumstances are you permitted to raise or lower a load over or near people as some of or the entire load may fall causing injury or death.

2. Forklift operators have a responsibility to know the capacity of the forklift they are driving. Where will they find that information?
· Look at the specifications on the ‘Data Plate’ attached to the vehicle.

3. What other information is needed before lifting a load? 
· Before attempting to shift a load forklift operator must establish that the truck is capable of moving it.

· We need to know the weight of the load and the capacity of the forklift truck. There are several ways we can estimate the weight of a load.

4. What ways are there to estimate the weight of a load before it is lifted?
· View weighbridge dockets or consignment notes
· Weigh the load
· Calculate the weight of the load
· Read the labelling on the load or its packaging

Activity Topic 7.4
1. What should you do before attempting to lift a pallet of goods that appears to be unsafely loaded?
Before attempting to move an unstable load we should restack it so that it is stable.

2. Why should a forklift driver take extra care with the forks when unloading a pallet from a stack?
·  A forklift must take extreme care when unloading a pallet from a stack.
·   It's possible that items from an adjacent stack can be dislodged or the load becomes unstable and falls from the pallet.

3. When stacking loads on top of each other what is the rule for heavy goods?
· We should ensure that it is carried out on a firm, level site, heavy goods are placed at the bottom and we do not stack too high.
· Before attempting to move an unstable load we should restack it so that it is stable

Activity Topic 7.5
1. If you cannot see past the load, what should you do?
· If you cannot see past the load travel in the reverse direction or have a competent person lead you.

2. In what circumstances should the maximum weight for a load (safe working load) be exceeded?
· Under no circumstances should the maximum weight for a load (safe working load) be exceeded. 

3. Before attempting to left a load, how far apart should the tines be?
· make sure the forks are adjusted as wide as possible to fit under the load

Activity Topic 8.3
1. A jib is one of many attachments used on a forklift. Where can the working load limit of this attachment be found?
The working load limit can be found clearly displayed on the forklift jib.

2. It’s important to remember that a working load limit can be increased or DECREASED when an adjustable jib is extended, or positioned at an angle?

Activity Topic 8.4
1. In what circumstances can you lift a person on on a forklift truck?

[image: ]If a person is to be raised by a forklift an approved and securely attached Personnel Safety Cage or a Forklift Truck Caged Work Platform must be fitted to the forks.

The platform must be securely attached to the forks. 



2. The forward tilt of the mast must not be used when a jib is attached
TRUE or False?  Please circle the correct word

3. If a person is lifted in a caged work platform which of the following conditions must be in place?  Please tick your answer (s)

g) The forklift must be stationary and on firm and level ground
h) The handbrake is fully engaged
i) The drive controls are in neutral
j) The operator remains at the controls the entire time the person is raised by the forklift
k) The cage work platform must be kept horizontal and not tilted forward or backwards with a person on it
l) Workers must wear an approved lanyard and be attached at approved points in the platform
ALL OF THE ABOVE
4. Can workers use a ladder when working in a caged work platform?
NO NEVER

Activity Topic 9.2
1. You are have to park your forklift truck on an incline. What precautions must you take?
e) chock the wheels 
f) Normal parking procedures
g) Park clear of hazards
h) All of the above

2. List six locations you would not park a forklift truck?
1. near first aid station
2. near firefighting equipment
3. near emergency exits
4. within 2 metres of rail lines
5. within insufficient clearance of overhead 
6. power lines
7. where it will obstruct other vehicles and
8. pedestrians

3. What are normal parking procedures for a forklift truck?
· Leaving it in a safe and secure location and operational condition
· Forks are lowered so they are resting on a flat surface. Use forward tilt
· Place gear in neutral
· Apply the park brake
· Apply the park brake.
· Turn the forklift off and remove the key to prevent unauthorised us

· If the forklift uses LPG fuel, make sure the gas valve is turned off to prevent leakage of gas that may cause an explosion or fire.

· Check the forklift over for any leaks or damage.

· If the forklift is electric, connect the battery to a battery charger so the batteries are charged for the next operator.
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EVIDENCE OF IDENTITY INFORMATION
SHEET FOR PARTICIPANTS OF HIGH RISK

WORK LICENCE ASSESSMENTS

JULY 2018

SafeWork NSW require high risk work licence assessment candidates to provide a minimum of 100
points original evidence of identity documents.

Assessment is unable to commence until the evidence of identity documents have been sighted and
recorded by the assessor.

The table below outlines the acceptable evidence of identity and points value.

EVIDENCE OF IDENTITY REQUIREMENTS I

Remember:

* The combination of documents presented to the SafeWork NSW accredited assessor must include your
date of birth, current NSW residential address, photograph and signature.

« Documents provided must be original. Certified copies will not be accepted.
* You may only use one primary document.
* You do not have to provide a primary document, you may use a combination of secondary documents.

« |If you provide more than one credit card, savings account card or statement, they must be from
different financial institutions.

« |If you provide more than one utility bill, they must be from different utility providers.
« All documents provided must contain your name in full, not just your initials.

EVIDENCE OF IDENTITY Point value

Primary documents (Note: only one primary document can be provided)

Australian Birth Certificate/card issued by the Registrar of Births Deaths and Marriages 70pts
Passport - Australian or international (current or expired within last two years, but not cancelled) 70pts
Australian citizenship certificate 70pts

Secondary documents

Current Australian driver’s licence/learner driver’s licence/permit 40pts
Current Australian boat operator’s photo licence 40pts
Current NSW firearms photo licence 40pts
Current Australian issued high risk work photo licence 40pts
Current state/territory proof of age or photo card (for example a RMS issued photo card) 40pts
Australian defence or Police photo ID card 40pts
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Secondary documents (continued)

Department of Veterans Affairs card 25pts
Current Centrelink card 25pts
Property (council) rates notice issued in the last three (3) months 25pts
Property lease agreement 25pts
Home insurance document 25pts
Utility bills issued in the last three (3) months - for example water, electricity, gas 25pts
Telephone account issued in the last three (3) months 25pts
Current Medicare card 25pts
Current motor vehicle registration or insurance document 25pts
Credit/savings cards/bank statements 25pts

Correctional facility

For inmates of a correctional centre an arrangement exists to accept additional forms of EQI as listed below. This
additional EQl applies to correctional centre inmates who are being assessed in a correctional facility under this
arrangement ONLY.

Correctional centre inmate master index number photo card 40pts
Correctional centre inmate master index number card Spts
Letter of verification from the department of corrective services 25pts

Catalogue No. SW08446

ISBN 978174341516 O © Copyright SafeWork NSW 0718 Locked Bag 2906, Lisarow, NSW 2252 | Phone 13 10 50
SafeWork NSW, 92-100 Donnison Street, Gosford, NSW 2250 Website www.safework.nsw.gov.au
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