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INSTRUCTIONS TO AUTHORISED FORKLIFT TRUCK DRIVERS:

1. Write the date under the appropriate day of the week;

2. Carry out the checks listed below; and

3. If any defects are found, mark the appropriate box with an ‘X’, record the details of the defect(s) on the reverse of this sheet, and complete the action plan. You must also report the defect(s) to [Job role / Name] immediately. 
IF THE FORKLIFT TRUCK IS FOUND TO BE DEFECTIVE IN ANY WAY THEN IT MUST NOT BE USED. 

Week commencing (date): ​​​​​​​​​​​​​​​______ / ______ / ___________
	All Trucks

	
	Mon
	Tues
	Weds
	Thurs
	Fri

	Ref.
	Check

	1
	Check previous defects have been corrected
	
	
	
	
	

	2
	Obvious leaks
	
	
	
	
	

	3
	Body work (any damage)
	
	
	
	
	

	4
	Lift rams / hydraulic pipes (any damage / debris / weaknesses)
	
	
	
	
	

	5
	Forks and latch pins (any damage, cracks)
	
	
	
	
	

	6
	Carriage and back plate
	
	
	
	
	

	7
	Mast / roller / slides (any damage or foreign items / appropriate lubrication)
	
	
	
	
	

	8
	Chains / pulleys / stop bolts / pins (any damage, obvious stretching, appropriate lubrication)
	
	
	
	
	

	9
	Condition of wheels (especially flanges on rims fitted with pneumatic tyres)
	
	
	
	
	

	10
	Tightness and security of wheel nuts
	
	
	
	
	

	11
	Condition of tyres (obvious damage)
	
	
	
	
	

	13
	Tyre pressure of pneumatic tyres
	
	
	
	
	

	16
	Hydraulic oil level (correct when forks are in parked position)
	
	
	
	
	

	17
	All hydraulic controls (including visual check for leaks)
	
	
	
	
	

	18
	Operating controls / system
	
	
	
	
	

	19
	Isolation switch operation
	
	
	
	
	

	20
	Lights / electric controls
	
	
	
	
	

	21
	Braking operations – hand / foot
	
	
	
	
	

	22
	Parking brake
	
	
	
	
	

	23
	Steering operations
	
	
	
	
	

	24
	Horn / seat / seat belt (correctly fitted and functioning correctly)
	
	
	
	
	

	25
	Functional test for lifting, tilting and manipulation
	
	
	
	
	

	26
	Functional test of attachments
	
	
	
	
	

	27
	Condition of overhead guard / load back-rest extension
	
	
	
	
	

	28
	Mirrors (plus any other visibility aids if fitted)
	
	
	
	
	

	29
	Gauge / Instruments
	
	
	
	
	

	30
	Alarms / other warning devices
	
	
	
	
	

	31
	Other checks
	
	
	
	
	

	32
	Other checks
	
	
	
	
	


	Petrol / Diesel / LPG

	
	Mon
	Tues
	Weds
	Thurs
	Fri

	Ref.
	Check

	1
	Fuel level
	
	
	
	
	

	2
	Fuel connectors
	
	
	
	
	

	3
	Engine Oil Level
	
	
	
	
	

	4
	Engine
	
	
	
	
	

	5
	Coolant level
	
	
	
	
	

	6
	Battery
	
	
	
	
	

	7
	Fan / other belts
	
	
	
	
	

	8
	Inching pedal
	
	
	
	
	

	9
	LPG bottle security
	
	
	
	
	

	10
	Other checks
	
	
	
	
	


	Electric

	
	Mon
	Tues
	Weds
	Thurs
	Fri

	Ref.
	Check

	1
	Electrolyte levels
	
	
	
	
	

	2
	Cable connections
	
	
	
	
	

	3
	Motor
	
	
	
	
	

	4
	Battery security
	
	
	
	
	

	5
	Battery charger (switched off, charge lead disconnected and stored properly)
	
	
	
	
	

	6
	Batteries (charged and leak free)
	
	
	
	
	

	7
	Other checks
	
	
	
	
	


	
	Monday


	Tuesday
	Wednesday
	Thursday
	Friday

	Date


	
	
	
	
	

	Print Name


	
	
	
	
	

	Signature


	
	
	
	
	


DETAILS OF ANY DEFECTS MUST BE RECORDED ON THE REVERSE OF THIS SHEET
ACTION PLAN
	Date
	Ref
	Description of defect(s)
	Action Required
	Person Responsible
	Target Date
	Date Completed

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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