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DESIGNS FOR FLOORS

I.





Health & Safety at Work

Safe Use of Forklift Trucks
Mr Carpet Ltd operates two forklift trucks. 
(1) Truck fitted with twin forks for lifting items on palettes only.

(2) Truck fitted with a carpet boom for lifting rolls of carpet and vinyl’s only.

Only the correct truck with the appropriate lifting apparatus should be used.

Before using any forklift truck the following points need to be checked by the user every time it is used before using.

(1) Are there any visible defects with the forklift truck?
(2) Do you hold the correct certificate of competence to use this truck?
(3) Are you authorised by a director of Mr Carpet Ltd to use this truck?

(4) Is the area you are operating the forklift truck in clear of pedestrians?

(5) Is the fork lift suitable for the load being carried and fitted with the correct lifting apparatus?
Any sign of damage of faults should be reported immediately to the warehouse manager. The warehouse manager should report all faulty or damaged equipment to a director of Mr Carpet Ltd and stop using the equipment until it has been passed as safe to do so by a director of Mr Carpet Ltd.
When using the fork truck
Provided you hold a current certificate of competence to drive the truck and are authorised by a director of Mr Carpet Ltd to use this truck then the following points must be observed.
Whilst Forklift in Motion

1. Customers ARE NOT allowed into forklift operating areas and should be asked to wait in their vehicle or in the office area if collecting or delivering goods. 

2. All pedestrian staff to stand clear of area where forklift is operating at all times. 

3. Always travel with the boom/forks as low to the ground as the load will allow when moving between warehouses, racks or lorries to increase vision and to  avoid overhead damage from an extended mast.

4. The driver should be aware in case anybody crosses the path or stands in front or behind whilst in motion.

5. Always look behind before reversing from a rack or lorry.

Whilst Forklift Unattended

1. When not in use forklifts to be left so as not to cause an obstruction to doors & walkways

2. Boom/Forks must be lowered to ground level.

3. Keys to be removed from ignition while forklifts are left unattended.

Regular Maintenance

It is the responsibility of all warehouse staff to check the following points with the forklift trucks.

Daily Checks

(1) The battery charge condition should be checked and if necessary the truck should be put on charge using the correct charger.

(2) The condition of the truck paying particular attention to the controls, tyres and hydraulic pipes should be checked and any defects reported immediately.
Weekly Checks

(1) The level of the batteries should be checked and if low should be topped up with distilled water only to the correct level. Care must be taken when filling the battery not to overfill or spill the water around the cells. 
(2) The condition of all the hydraulic pipes should be checked for wear or damage and any defects reported immediately.

(3) The condition of the tyres should be checked and while the tyres on the trucks used by Mr Carpet Ltd are solid any serious scrapes or damage should be reported immediately.

(4) The condition of the chains, wheels and mast should be checked for wear or damage and any defects reported immediately.

(5) The general condition of the truck including the effectiveness of the brakes, reversing beeper, the correct function of the controls and safety belt should be checked for wear or damage and any defects reported immediately.






S:\Health & Safety\Riverside\Safe use of Forklifts.doc – Page 1 of 2

