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What is an order picking forklift truck?
An order picking forklift truck (also known as a stock picker) is different from other forklifts. 

•	 On an order picking forklift the mast is fixed and cannot tilt forwards. 

•	 An order picking forklift lifts and lowers the operator with the load. 

•	 The controls travel with the operator.

Tether bar

Dead man’s pedal

Three-bar sidegate

Mast is fixed

Operator is lifted and lowered with the load

Controls travel with operator

Auxiliary lift controls



© Easy Guides Australia Pty Ltd10 

Parts of an order picking forklift truck

Operator’s 
storage area

Steering wheel

Battery gate

Upper louvered 
cover

Battery cover

Lower cover

Location of operational 
fire extinguisher 

(location optional) Operator’s display

Work-lights, fan and 
control switches

Overhead guard

Forks (tynes)

Dead man’s pedal

Pallet clamp release pedal

Pallet clamp

Card slot

Optional wire or rail 
guidance on/off switch

Simulaneous-function 
control handle

Standard sidegate

Emergency power 
disconnect button

Key switch

Location of tether 
mounting bar

Note: 

This order picking forklift has lock-down bars. 
Some order picking forklifts have a cage.
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Data plate
The order picking forklift and any attachments used with it will have a data plate. 

•	 This data plate shows you how much weight the forklift or attachments can lift. 

•	 Trying to lift more than the data plate allows will damage the forklift or the load. 
	It can cause the forklift to become unstable and it may even tip over.

•	 If the data plate on the order picking forklift you are about to use is missing or 
unreadable, do not use the order picker.

Minimum battery 
weight for 
this truck.

(Battery weight 
must be between 
the minimum and 
maximum weight)

Maximum battery 
weight for 
this truck

Power rating 
of battery

Nominal battery 
voltage

Model designation

Serial number assigned to 
this truck by factory

Approximate weight 
of truck minus 
battery, load 
and operator

Approximate weight 
of truck with battery 

installed, minus 
load and operator

Maximum load 
capacity of the truck
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Prepare  
for hazards

Part 1

Trainers please note:
The answers in this book are in no way conclusive and are to be used as a guide 
only. Use your own knowledge and experience to correct the variation of answers 
that may be given by learners.
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Above head height

Ground level to eye level

Ground level (and below)

b)	� Tick any of these 
hazards you may have 
come across in past or 
present workplaces.

Theory Training Task 1
Performance Criteria: 2.3

a)	 Give examples of hazards you should look for before you begin work

Performance Criteria: 2.3

Identify workplace hazards
A hazard is anything that can hurt you or others while you work. 
You need to know (identify) workplace hazards before you start 
work. Look for hazards. Look above you, look around you, and 
check the ground below you.

•	 stable/level surface
•	 spills or wet surfaces
•	 debris and rubbish
•	 trenched or recently filled trenches
•	 unstable ground
•	 underground services
•	 surface is strong enough to support 

the weight of any equipment/materials.

•	 other equipment
•	 machinery/plant
•	 people and pedestrians
•	 things in the path of travel
•	 environmental conditions
•	 surrounding structures
•	 facilities
•	 dangerous materials
•	 other obstructions
•	 insufficient lighting.

Answers may include 
but not limited to:

Trainers: Encourage your learners to place 
a tick beside hazards they have seen in 
their past or present places of employment.

•	 powerlines and overhead service lines
•	 trees
•	 buildings 
•	 other obstructions.
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Performance Criteria: 2.3, 3.1

Hazards control measures
What are hazard control measures? 
They are actions you take to control or prevent a danger 
that can injure (hurt) you. Use controls to reduce the risk 
to workmates and property. Set up the hazard controls 
before you start the task. 
The hierarchy of hazard control tells you the steps to take 
so you can reduce the danger from hazards. 
A risk is the chance of a hazard injuring a person. In other 
words, what is the chance of the hazard hurting you?

Theory Training Task 2
Performance Criteria: 2.3, 3.1

a)	 What is a Job Safety Environment Analysis Worksheet (JSEA) used for?

b)	 What else could you include to show how you will control a hazard?

Job Safety Environment Analysis Worksheet
Company name:

Site name:

Contractor:

Activity:

Date:                                                  JSEA No.

Permit to work requirement:            Yes              No

Approved by:

A JSEA is used to record a work plan. 

A JSEA should include details of the:
•	 Job
•	 Hazards 
•	 Measures you will take to control those hazards.
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Check the forklift
Part 2

Trainers please note:
The answers in this book are in no way conclusive and are to be used as a guide 
only. Use your own knowledge and experience to correct the variation of answers 
that may be given by learners.
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Theory Training Task 10
Performance Criteria: 2.6, 2.7

a)	 Circle the things you should check the order picking forklift for:

Performance Criteria: 2.6, 2.7

Visual check
Before you use an order picking forklift truck, do a visual 
check to make sure there aren’t any problems. 

Before you move any loads, look at the forklift to see if it’s 
in a safe working condition and is right for the job. 

A faulty forklift could cause an accident and injure or kill 
you or your workmates.
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Plan the move
Part 3

Trainers please note:
The answers in this book are in no way conclusive and are to be used as a guide 
only. Use your own knowledge and experience to correct the variation of answers 
that may be given by learners.
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Theory Training Task 19
Performance Criteria: 1.3

a)	� How do you find out the order picking forklift’s load capacity to make sure 
it can move or lift the load?

b)	 Can you name three things an order picker’s data plate tells you?

Performance Criteria: 1.3

Choosing the right order picking forklift
Make sure you choose the right order picking forklift 
for where you are working.

Answer may include:
•	 Maximum load capacity of the order picking forklift truck
•	 Load centre distance
•	 Approximate weight of order picking forklift truck
•	 Maximum lift height.

•	 By reading the order picker’s load limits in the owner/operator manual 
•	 By looking on the order picker’s data plate.
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Performance Criteria: 1.4, 3.4

Check path of load
Check the route you will take to move the load. 
Look out for hazards to avoid.

Theory Training Task 20
Performance Criteria: 1.4, 3.4

a)	� When using an order picking forklift why do you need to keep to an 
agreed path?

b)	 Why do you need to check the area before you start?

Answer includes:
•	 To plan the path I will move along. 
•	 It also helps me choose the right order picking forklift to do the job.

So other workers know what you’re doing.
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Shut down and 
secure the order 
picking forklift

Part 5

Trainers please note:
The answers in this book are in no way conclusive and are to be used as a guide 
only. Use your own knowledge and experience to correct the variation of answers 
that may be given by learners.
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Theory Training Task 32
Performance Criteria: 3.8

Why is it dangerous to park an order picking forklift in front of an exit?

Theory Training Task 33
Performance Criteria: 3.8, 4.1

What should you do with the fork arms when you have finished using an 
order picking forklift truck?

Performance Criteria: 3.8

Parking an order picking forklift truck
You have finished using the order picking forklift truck. 
Park it in a safe area so it won’t get in the way of anything.

Performance Criteria: 3.8

Shut down the order picking forklift
After you’ve parked the order picking forklift, you need to 
shut it down properly. Check the user/operator manual to 
learn the right shutdown procedure (things you should do).

Answer may include:
•	 Parking in front of an exit will block it.
•	 If there is an emergency people will be unable to get out of the building.

The fork arms should be lowered with the fork tips 
resting on the ground.
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Theory Training Task 34
Performance Criteria: 4.1

Label the shutdown procedures below in the correct order from 1 to 4.

Turn the key switch to  
OFF/remove the keycard

Take the key/keycard out of  
the ignition and disconnect 

the battery connector

 Lower the forks completely Release the controls

3 4

2 1




