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1.1 Introduction 
 
This training course is based on the Unit of Competence RIIHAN201D Operate a Forklift. 
 
The work required in this unit relates to the National Standard for High Risk Work which is addressed by TLILIC2001A 
Licence to Operate a Forklift Truck. This unit in isolation does not meet the requirements of High Risk Work Licensing and 
must be used in conjunction with, or following the successful completion of TLILIC2001A. 
 
You will learn about: 
 

 Planning out your work. 
 

 Carrying out routine checks on the forklift before you use it. 
 

 Shifting loads safely with a forklift, using a range of attachments. 
 

 Shutting down and maintaining the forklift when you have finished. 
 
 
 
 

1.1.1 What is a Forklift? 
 
A forklift is a powered industrial truck equipped with a mast and an elevating load carriage with a pair of fork arms or 
another load handling attachment. 
 
This can also include trucks where the operator is raised with the attachment for order picking. 
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1.1.2 Parts of a Forklift 
 

 
 
 
 

1.2 Plan Work 
 
It is important that you understand all of the health and safety rules relevant to your job. 
 
As a forklift operator you are responsible for planning and carrying out high risk 
work. This work must be done in accordance with a range of safety 
requirements including: 
 

 Work Health and Safety requirements. 
 

 Duty of care. 
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1.4.3 Assess Risks 
 
Once you have identified the hazards on site or related to the work you will be doing you need to assess their risk level. 
 
Risk levels are worked out by looking at 2 factors: 
 

 
 
 
 
You can use a table like the one shown here to work out the risk level: 
 

 Consequence 

Likelihood 

1. Insignificant 2. Minor 
First Aid 
Required 

3. Moderate 
Medical 
Attention and 
Time Off Work 

4. Major 
Long Term 
Illness or 
Serious Injury 

5. Catastrophic 
Kill or Cause 
Permanent 
Disability or Illness 

1. Rare Low Low Moderate Moderate Moderate 

2. Unlikely Low Low Moderate Moderate High 

3. Possible Low Moderate High High Extreme 

4. Likely Moderate Moderate High High Extreme 

5. Almost Certain Moderate High High Extreme Extreme 

 
 
 
 
For example, a hazard that has a Major consequence and is Almost Certain to occur has a risk level of Extreme. 
 

 Consequence 

Likelihood 

1. Insignificant 2. Minor 
First Aid 
Required 

3. Moderate 
Medical 
Attention and 
Time Off Work 

4. Major 
Long Term 
Illness or 
Serious Injury 

5. Catastrophic 
Kill or Cause 
Permanent 
Disability or Illness 

1. Rare Low Low Moderate Moderate Moderate 

2. Unlikely Low Low Moderate Moderate High 

3. Possible Low Moderate High High Extreme 

4. Likely Moderate Moderate High High Extreme 

5. Almost Certain Moderate High High Extreme Extreme 
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The risk level will help you to work out what kind of action needs to be taken, and how soon you need to act.  
 
The table below is an example of a site risk policy: 
 

Risk Level Action  

Extreme 
This is an unacceptable risk level 
The task, process or activity must not proceed. 

High 

This is an unacceptable risk level 
The proposed activity can only proceed, provided that: 

1. The risk level has been reduced to as low as reasonably practicable using the hierarchy 
of risk controls. 

2. The risk controls must include those identified in legislation, Australian Standards, Codes 
of Practice etc. 

3. The risk assessment has been reviewed and approved by the Supervisor. 

4. A Safe Working Procedure or Work Method Statement has been prepared. 

The supervisor must review and document the effectiveness of the implemented risk controls. 

Moderate 

This is an unacceptable risk level 
The proposed activity can only proceed, provided that: 

1. The risk level has been reduced to as low as reasonably practicable using the hierarchy 
of risk controls. 

2. The risk assessment has been reviewed and approved by the Supervisor. 

3. A Safe Working Procedure or Work Method Statement has been prepared. 

Low The proposed task or process needs to be managed by documented routine procedures, which 
must include application of the hierarchy of controls. 

 
 
 
 
 
The action you take will depend on: 
 

 The  organisation’s  policies. 
 

 The  worksite’s  procedures. 
 

 Relevant laws and regulations. 
 
 
 
 

1.4.4 Control Hazards to Reduce Risks 
 
The best way to control hazards is to use the Hierarchy of Hazard Control. The hierarchy of hazard control is a range of 
options that can eliminate, or reduce the risk level. 

 
You start at the top of the list and see if you can take away (eliminate) the 
hazard or danger.  
 
If  you  can’t  take  it  away  you  move  down  the  list  to  see  if  you  can  swap  it  for  
something safer (substitution).  
 
Keep working through the list until you find something (or a combination of 
things) that controls that hazard or danger.  
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This table shows you the 6 different types of controls in order from best to worst: 
 

Hierarchy Level Action 

1. Elimination Completely remove the hazard. This is the best kind of hazard control.  

2. Substitution Swap a dangerous work method or situation for one that is less dangerous.  

3. Isolation Isolate or restrict access to the hazard. 

4. Engineering Controls Use equipment to lower the risk level. 

5. Administrative Controls Site rules and policies attempt to control a hazard. 

6. Personal Protective Equipment The least effective control. Use PPE while you carry out your work. 

 
It is important to think about all of the options available when deciding on the best hazard controls. You may need to use 
more than 1 control measure to bring the risk level down to an acceptable level.  
 
 

1.4.4.1 Apply Hazard Control Measures 
 
Once you are ready to use the forklift make sure you have implemented the required hazard control measures. 
 
Talk to the other workers in the area to make sure they are aware of the work you are doing, and the control measures 
you have put in place. 

 
Control measures could include: 
 

 Disconnecting power when working near power lines or overhead services. 
 

 Putting safety tags on electrical switches or isolators to stop somebody 
from turning the power back on while you are working on or near power 
lines. 

 
 Insulating power lines. 

 
 Using a safety observer (also known as a spotter) inside the exclusion zone 

to  make  sure  you  don’t  get  too  close  to  power lines.  
 

 Setting up barricades and traffic control to keep the area clear. 
 

 Placing pedestrian controls (barricades, signs, etc.) to limit the number of 
people in the area. 

 
 Moving any obstructions out of the way. 

 
 Wearing personal protective equipment such as high-visibility clothing and 

non-slip work boots. 
 

 Setting up additional lighting in the work area. 
 
Check the situation after you have applied a control measure to see if more 
controls, or different controls are needed to make the job safe. If more controls are 
needed, make sure they are applied before you start or continue the work. 
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1.5 Types of Forklift Trucks 
 

Choosing the right equipment for the job is very important. 
 
Before starting work you need to think about: 
 

 The ground conditions. 
 

 Ventilation in the work area. 
 

 How much room you have to work in. 
 

 The type of load. 
 
 

 
 
Information about technical capabilities and limits can be found in the operator manuals supplied by the manufacturer of 
each item. 
 
It is not safe to operate plant or equipment outside site procedures and the 
manufacturer’s  specifications.  This  may  cause  the  machinery  to  break  and  could  
also cause an accident or injury. 
 
These factors will affect your choice of forklift and attachments. 
 
All plant and equipment will need to be inspected before you use it to make sure 
every item is in safe working order. Any faults must be rectified before you start 
and should be reported in accordance with site procedures. 
 
 
 
There are a few kinds of forklift trucks that you might use. These include: 
 

 
 
DO NOT use an internal combustion (petrol, gas or diesel) forklift in a confined space (e.g. container or cool room).  
The fumes could kill! 
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1.5.1 Counterbalanced Forklifts 
 
Counterbalanced forklifts use the entire weight of the forklift (behind the point of balance) as a counterweight to the 
weight of the load. 
 
By using the entire weight of the forklift, a load can be lifted safely without tipping the forklift forwards. 
 
The point of balance (fulcrum) is usually at the front axle of the forklift (middle of the front wheel). Everything behind the 
front axle of the forklift is used to counter the weight of the load that is being lifted. 
 

 
 
 
Never add extra counterweights to the forklift truck without checking the manufacturer instructions first. 
 
 

1.5.2 Rear End Swing 
 
Rear end swing is the fast sideways movement of the back of the forklift. This creates a hazard, especially for people or 
pedestrians nearby. You may need to set up barriers to stop people getting too close to where you are using the forklift. 
 
Forklifts steer with the back wheels so the rear of the forklift turns up to three and a half times faster than the speed of 
travel. With the rear end steering operators need to keep to the inside of every turn to allow enough room for the back of 
the forklift to swing around.  
 

 
 
 

1.5.3 Forklift Stability & Centre of Gravity 
 
Some factors that affect the stability or the forklift are: 
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1.5.3.1 Centre of Gravity 
 
The centre of gravity (CG) of any object is the single point where the 
object is balanced in all directions. Every object has a centre of gravity. 
 
The forklift truck has moving parts which means it has a CG that moves. 
The CG moves forward and back as the mast is tilted forward and back. 
The CG moves up and down as the forks move up and down. 
 
When you pick up a load, the forklift and load have a new combined CG. 
The stability of the forklift depends on the location of its CG or, if the 
truck is loaded, the combined CG. 
 
 
 
 
 
 
 
 

1.5.3.2 Stability Triangle 
 
For  the  forklift  truck  to  be  stable,  the  CG  must  stay  within  an  area  called  the  ‘stability  triangle’.  This  triangle  sits  between 
the drive wheels and the centre of the rear axle.  
 

 
 
 
If the CG moves forward past the drive axle, the forklift can tip forward (longitudinal). If the CG moves out sideways from 
the stability triangle, the forklift can rollover on its side (lateral). 
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The stability of the loaded forklift is affected by a number of factors including: 
 

 Load size. 
 

 Load weight. 
 

 Load shape. 
 

 Load position. 
 

 Height to which the load is lifted. 
 

 The amount of forward or backward tilt. 
 

 Tyre pressure. 
 

 Speed and momentum created when the forklift is moving, turning or 
coming to a stop. 

 
 Uneven surfaces and inclines. 

 
 
 
 
You need to be aware of these factors when travelling with an unloaded forklift as well, because an unloaded truck will tip 
over to the side more easily than a loaded truck with its load in the lowered position. 
 
The centre of gravity of the forklift 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. 
 

 Forklift movement causes the centre of gravity to shift. 
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1.5.3.3 Load Centre Distance 
 
The distance from the front face of the forks (or the load face of an attachment) to the centre of gravity of the load and 
from the top face of the fork blades vertically upwards is called the Load Centre Distance. 
 

 
 
 
 
As  load  centre  distance  increases,  the  forklift’s  capacity  decreases.  The  use  of  special  attachments  instead  of  forks  will  
also decrease the regular capacity of the forklift truck. 
 
If the load  is  not  right  up  against  the  heel  of  the  fork  arms,  the  forklift  truck’s  capacity  is  reduced  and  stability  may  also  
be affected. 
 
The forklift trucks shown here are rated at 4200kg at 600mm load centre: 
 

  

 
 

 
 
Of these forklifts, only forklift B has a load that is within the 
rated capacity of the forklift: 
 
The load centre distance for forklift B is 500mm (within the 
600mm limit for 4200kg). Forklifts A and C have a load 
centre distance of 700mm and 650mm (both beyond the 
600mm limit). 
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1.5.3.4 Forklift Rated Capacity 
 
The rated capacity is the maximum load a forklift can handle in a specific configuration (load height, mast tilt) based on 
load weight, height and load centre distance. 
 
Shown here is an example of a forklift load chart or data plate: 
 

FORKLIFT LOAD CHART 
(example only) 

 
MODEL SERIAL 

NO 
MAX 
HEIGHT 

MAX BACK TILT   WARNING 
1. DO NOT LIFT LOAD UNLESS PLACED EVENLY ON FORKS. 
2. DO NOT TRANSPORT OR MANOEUVRE WITH LOAD RAISED 
EXCEPT TO CLEAR OBSTRUCTION AND THEN ONLY WITH MAST 
TILTED BACK TOWARD DRIVER. 

XTQ300a ACLF-011 3855mm 10 DEGREES  

           
MAST VERTICAL  MAST FORWARD TILT 10 DEGREES 

 LENGTH 
mm 

FORK 
HEIGHT 
mm 

LOAD 
CENTRE 
mm 

WORKING 
LOAD 
LIMIT kg 

  LENGTH 
mm 

FORK 
HEIGHT 
mm 

LOAD 
CENTRE 
mm 

WORKING 
LOAD 
LIMIT kg 

Forks 1065 3855 800 2010  Forks 1065 3855 800 1755 

 
 
 
 
By reading the chart we can see that the maximum working load limit (WLL) of 
the forklift when using forks with the mast tilted forward is 1755kg. 
 
We can also see that the maximum WLL the forklift can lift with a load centre 
distance of 800mm and the mast in a vertical position, with forks is 2010kg.  
 
The same weight load with a load centre distance of 900mm could not be lifted 
by this forklift. 
 
But a heavier load with a smaller load centre distance for example 700mm might 
be safely lifted if the data plate has working load limits for different load centres. 
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Example 1: 
 
You need to move a load of cartons that have been stacked on a pallet. 
 

 There are 4 cartons per layer and 6 layers on the pallet. 
 

 Each carton weighs 33kg. 
 

 The pallet is standard size and weighs 15kg. 
 

 
 

 
 
 
Example 2: 
 
You need to move a load on a pallet that is made up of: 
 

 2 large boxes marked as 88kg each. 
 

 4 smaller boxes marked as 35kg each. 
 

 The pallet is standard size and weighs 15kg. 
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Example 3: 
 

You need to move a pallet loaded with 4 barrels of liquid. 
 

 Each barrel weighs 210kg. 
 

 The pallet weighs 22kg. 
 
 
 

 
 

 
 
 
 

2.5.2 Picking Up a Load 
 
When picking up a load with the forklift make sure that you: 
 

1. Approach the load from front on. 
 

2. Insert the forks all the way into the pallet. 
 

3. Raise the forks and tilt the load back slightly for stability. 
 

4. Position the load at axle height or as low to the ground as possible for 
safe travel. 

 
NEVER pick up the load on only one fork arm. If you do the stability of the forklift may be affected, and you may damage 
the forklift. 



 

RIIHAN201D Operate a Forklift 
Learner Guide 

Page 37 

2.5.3 Travelling Safely with a Load 
 
Always be careful when driving the forklift. There are a number of ways to help 
make sure you operate safely. 
 
Drive slowly and avoid using ramps or other inclined pathways. 
 
Be aware of ground and weather conditions (for example wet or slippery surfaces). 
 
Use your horn when approaching blind corners. 
 
Keep to forklift zones and barricade off the work area if there are people nearby. 
 
 
 
 
 
Keep the load at about axle height while travelling and tilt the mast backwards for stability. 

 
Do not travel or turn the forklift with the load raised up in the air. The load 
height can affect the stability of the forklift while travelling, braking or turning. 
This creates a hazard that could result in the forklift tipping over, rolling over or 
losing the load. 
 
If the load blocks your view, travel in reverse. Get somebody to direct you and 
keep an eye out for other people or equipment in the area. Make sure the 
warning devices are working correctly and always check your mirrors and look 
over both shoulders before reversing in the forklift.  
 

Be aware of rear end swing. This can be very dangerous for people nearby. 
 
 
 
Maintaining a safe operating speed is based on: 
 

 The size and type of the load. 
 

 Worksite policies, procedures and signage. 
 

 Weather conditions. 
 

 Ground or floor conditions. 
 

 Personnel and other equipment in the area. 
 

 Forklift size, capacity, turning circle and technical limitations or capabilities. 
 
You need to constantly monitor the load movement to ensure that workers in the 
area are safe, and that the load and forklift are stable. 
 
If loading onto a truck from a loading dock, make sure there are secured dock plates or bridge plates in place. 
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2.5.4 Travelling Safely on Ramps 
 

When travelling on a ramp, ensure that you do not turn on it or travel across it – 
always be sure to travel up or down. 
 
Turning or travelling across a ramp can affect the stability of the forklift, 
increasing the chance of tipping or rolling the forklift over. 
 
When travelling with a load on a ramp (either up or down), always 
face the load uphill (forks pointing up the ramp). 
 

 
 

2.5.5 Placing a Load 
 
When placing a load using a forklift truck, make sure that you remember the following steps: 
 

 
 
 
 
Tilt the forks slightly forward. Look over both shoulders and reverse the forklift to remove the forks, making sure you 
don’t  scrape  the  forks  on  the  pallet. 
 
You may need to lean out slightly to one side for a better view of the load. 
 
If refilling stock into racking or shelves, you need to make sure that: 
 

 Loads are stacked on a firm level site. 
 

 Heavy goods are placed at the bottom. 
 

 The stack does not become unstable because of height. 
 
 
 

2.5.6 Using Forklift Attachments 
 
There are various attachments that can be used with a forklift truck. Ensure that you follow all manufacturer and safety 
guidelines with all attachments. 
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2.5.6.7 Tyre Handler Attachments 
 
Tyre handler attachments come in a range of sizes. Some are designed to carry 
a single large tyre, while others can lift a number of smaller tyres at once. 
 
Generally these attachments are a hydraulic claw that is shaped to be able to 
support the curve of a tyre, and in most cases, rotate it for fitment onto a larger 
piece of mobile plant. 
 
 
 
 
 

 
 

2.6 Emergency Procedures 
 
If something goes wrong while you are using the forklift it is important that you 
have an idea of what to do. 
 
In the case of any workplace emergency you must make sure that you: 
 

 Alert the relevant personnel of the emergency situation. 
 

 Communicate the nature of the emergency to the supervisor and others. 
 

 Inform workers of unsafe areas. 
 

 Provide information to emergency services. 
 
It is important that you give right of way to all emergency vehicles during emergency situations. 
 
 
 

2.6.1 Lateral Instability 
 
Things that may cause a forklift truck to tip over sideways (lateral instability) are: 

 
 Unevenly distributed load. 

 
 Turning at an unsafe speed. 

 
 Side shift not centred.  

 
 Driving over uneven surfaces. 

 
 Driving with a flat or underinflated tyre. 

 
 Driving too fast (loaded or unloaded). 

 
 Turning with the load raised. 

 
 Driving with the load in the elevated position. 

 
 Operating on a sloping surface. 
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2.6.2 Longitudinal Instability 
 
Things that may cause a forklift truck to tip forward lengthways (longitudinal 
instability) are: 
 

 Driving with the load in the elevated position. 
 

 Shifting of the load centre forward (centre of load is forward of the 
approved load centre). 

 
 Driving too fast (loaded or unloaded), including reversing. 

 
 Overloading. 

 
 Severe braking. 

 
 Incorrect use of the mast tilt (especially with the load carried at a high 

level). 
 

 Unevenly distributed load. 
 

 Operating on sloping surface. 
 

 Driving over uneven surfaces. 
 

 Load not positioned against the heel of the fork arms. 
 
 
 
 
 

2.6.3 Forklift Rollover Procedure 
 
If you lose control of the forklift and it begins to tip sideways:  
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2.6.4 Contact with Power Lines 
 
If the forklift truck makes contact with power lines you must: 

 
1. Try to break contact with the power lines by moving the forklift clear (if 

possible), lowering the fork arms or moving the mast. Before 
attempting this it is important to consider that the controls may be 
electrified. If this is the case, do not touch them. 

 
2. If it is not possible to break contact with the power lines, you should 

stay in the forklift if it is safe to do so. Be careful not to touch any 
metal parts of the forklift as they may be electrified. 

 
3. If it is unsafe to stay in the forklift (because of fire or some other life 

threatening situation), you need to check to see if the area around the 
forklift is clear of any obstacles. If the area is clear you can attempt to 
jump from the forklift. 
DO NOT touch any metal part of the forklift and the ground at the 
same time. Once on the ground you need to hop or shuffle away from 
the forklift (keeping both feet together) until you are at least 8m away 
from the forklift. 
DO NOT ever walk or run from the forklift as the ground may be 
electrified. 

 
4. Once you are a safe distance from the forklift, you need to stay in the 

area and warn anyone else away from the forklift (at least 8m) until the 
power has been switched off and the site made safe. 

 
5. Complete any incident reporting documentation in line with workplace 

procedures. 
 

6. DO NOT use the forklift again until it has been checked and returned 
to service. 

 
 
 
 

2.6.5 Act On and Report Monitoring Systems and Alarms 
 
If at any time during the operation of the forklift a warning device goes off you must 
immediately stop (if safe to do so) and investigate the cause of the problem. 
 
You should never operate a faulty forklift so it is important to figure out what caused 
the warning device or alarm to go off. 
 
If it turns out that you are trying to lift a load that is too heavy, or have used an 
attachment incorrectly you will need to re-think how you are trying to carry out the job. 
Speak to your supervisor for guidance. 
 
If the forklift is faulty you will need to move it to a safe location (if it is still safe to 
drive), isolate it from use with a danger tag, remove the keys and report the problem to 
your supervisor. 
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2.7 Shut Down and Secure Forklift Truck 
 
When you have finished using the forklift, you need to park it, remove the keys and conduct post-operational checks. 
 

 
 
 

2.7.1 Parking the Forklift 
 
Always park the forklift on a flat surface out of the way of other traffic. 
 
DO NOT park the forklift: 
 

 On sloping surfaces. 
 

 Near First Aid stations. 
 

 Near fire fighting appliances. 
 

 Near doorways. 
 

 On or near pedestrian walkways. 
 

 Emergency exits. 
 

 Where it is obstructing other traffic. 
 

 Next to train tracks (no closer than 2m). 
 

 Under overhead power lines where the clearance is insufficient to be safe. 
 
 
 

 
When parking the forklift:  
 

 Make sure the fork arms are correctly positioned (tips down, tilted forward, 
and lowered to ground). 

 
 Select an appropriate transmission or gear (neutral) and apply the hand brake 

or parking brake. 
 

 Turn the engine off and remove the keys from the ignition to prevent 
unauthorised movement of the forklift (if applicable). 

 
 Shut off the LPG gas cylinder valve (if applicable). 

 
 Carry out any other site-specific procedures as required. 

 
If you have to park the forklift on an incline, make sure you also chock the front wheels 
in addition to normal parking procedures. 
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2.8 Post-Operational Checks 
 
After you have finished using the forklift, you need to check it to make sure it is 
ready for the next operator.  
 
General maintenance activities are done to keep all plant and equipment working 
safely for longer. 
 
As part of your job as a forklift operator, you need to inspect your machine to find 
and report any faults or damage that may have occurred during your work activities. 
 
 
 
Your inspection should include: 
 

 
 
Make sure the forklift is secured (keys are removed) after you have finished checking it. 
 
 
 

2.8.1 Carry Out Routine Operational Servicing and Maintenance 
 

Servicing  requirements  will  be  outlined  in  the  operator’s  manual,  or  workplace  
procedures. 
 
It may include: 
 

 Replacement of basic parts. 
 

 Fluid changes. 
 

 Running diagnostics on warning, safety and control systems. 
 

 Cleaning. 
 

 Lubrication. 
 

 Refueling or replacing the LPG canister. 
 

 Charging the battery. 
 

 Checking tyre inflation. 
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Some parts of the forklift may need to be regularly lubricated to keep the forklift 
in  safe  working  order.  Check  the  operator’s  manual  for  details. 
 
If there is anything that you are not trained to change or repair, speak with your 
supervisor to organise a mechanic or technician to do it. 
 
Always charge batteries in a well-ventilated area away from any naked flame. Do 
not smoke around a charging battery – the fumes could ignite, causing an 
explosion or a fire. 
 
 
 
 
After conducting any servicing or maintenance tasks on the forklift you may need to complete a log, detailing what you 
have done and when. 

 
Records need to be kept up to date so that personnel can make sure the forklift is in 
safe working order. 
 
These records are also used to determine if and when servicing has been 
completed. 
 
Speak with your supervisor about the records that you may need to keep as the 
forklift operator. 
 

 
 

2.8.2 Report All Defects 
 
Once a fault has been found, it needs to be reported and fixed. If you find any fault with the forklift during the inspection: 
 

1. Stop any operation and remove the keys. 
 

2. Tag the forklift – put an out of service tag on the forklift to stop 
anybody using it. 

 
3. Record the problem in the logbook or on the inspection checklist. Give 

as much detail as possible. 
 

4. Report the fault to an authorised person. 
 
Most sites have a fault report form that will need to be filled in with the details. 
The form will generally need the machinery or equipment make and model 
numbers, the site identification numbers, the type of fault and the person 
reporting the fault.   
 
 

2.8.3 Carry Out Housekeeping Tasks 
 

Housekeeping tasks may include: 
 

 Cleaning up work areas. 
 

 Cleaning plant and equipment. 
 

 Disposing of waste materials. 
 

 Recycling materials. 
 

Housekeeping tasks may include you having to dispose of environmentally sensitive fluids, oils and other materials. Always 
make sure you are disposing of these materials in accordance with workplace environmental protection procedures. 
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Appendix A - Forklift Inspection Checklist 
 

Forklift Daily Inspection Checklist 

Company Name: Date: 

Operator Name: Site: 

Machine Number: Operator Name: 

Check Type (Please Circle): Pre-Start Post-Operational 

 

Component What to Check for 9 Comments 

External Check 

Tyres and wheels. Inflation, pressure, damage, covers.  

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

Out of Service Tag Attached?   Yes   /   No 

Forks, mast, load 
backrest. 

Wear, damage, cracks, leaks, loose 
parts, excessive debris. 

 

Underneath machine. Leaks, loose parts, damage.  
Hydraulics (rams, 
hoses, connectors). 

Damage and leaks.  

Covers and guards. Damage, wear, secured.  
Decals and signage. Readability, wear.  
Load /data plate. Damage, wear, visible.  

Overall machine. 
Loose or missing parts, damage, 
wear, missing guards and safety 
devices. 

 

Engine Check 

Fluids. 
Engine oil, hydraulic oil, 
transmission oil, coolant, engine 
pre-cleaner, brake fluid. 

 ___________________________________ 

___________________________________ 

Out of Service Tag Attached?   Yes   /   No 

Battery. Cleanliness, security.  

Overall engine.  Damage, dirt buildup, leaks.  

Internal/Cabin Check 

Levers, controls and 
gauges. 

Damage, cleanliness, labels, 
working. 

 
___________________________________ 

___________________________________ 

___________________________________ 

Out of Service Tag Attached?   Yes   /   No 

ROPS. Damage, cracks, wear.  

Floor plates.  Clear and free of oil/grease.  

Seat and seat belt. Adjustment, damage, wear.  
Logbook.  Present and correct.  
Mirrors (if fitted). Adjusted, clean, visible.  
Overall cabin interior. Cleanliness, damage, missing parts.  
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Component What to Check for 9 Comments 

Operational Checks 
Accelerator and brake 
pedals. 

Working, damage, wear, dirt build 
up on pedals. 

 

___________________________________ 

___________________________________ 

___________________________________ 

___________________________________ 

Out of Service Tag Attached?   Yes   /   No 

Steering. Working, damage to wheel.  
Forward & reverse 
gear. 

Working, lights and alarms.  

Mast and fork controls 
(raise lower and tilt). 

Functioning, smooth or jerky.  

Attachments. Working, smooth or jerky.  
Radios, lights, horn. Functioning, damage, wear.  

Gauges. 
Oil pressure, fuel level, engine 
temperature, hydraulics, and 
speedometer. 

 

 

Action Taken to Repair Forklift: 
 

___________________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

___________________________________________________________________________________________________ 

Name: Date of Repair: 

Return to Service Authority by Supervisor 
Supervisor Name: Comments: 

Signature: Date: 

 


