
Bench Grinder Safety Training Document 

Annual Refresher Training 

 

Introduction 

Bench grinder safety is crucial for preventing workplace accidents and ensuring compliance with 

safety regulations. This document provides a refresher on bench grinder safety principles and 

refers to a training video that you must have watched prior to completing this training. 

Objectives 

By the end of this training, you will: 

1. Understand the components and operation of a bench grinder. 

2. Recognize common hazards associated with bench grinder use. 

3. Know the steps to properly inspect, set up, and use a bench grinder safely. 

4. Identify emergency procedures in the event of an incident involving a bench grinder. 

 

Pre-Training Requirement 

Before proceeding with this document, you are required to watch the "Bench Grinder Safety 

Basics" training video. Ensure you have paid attention to: 

• Key components of a bench grinder. 

• Proper inspection and maintenance techniques. 

• Safe operation practices. 

• Common mistakes to avoid when using a bench grinder. 

 

Key Topics Covered 

1. Bench Grinder Components and Uses 

• Grinding Wheels: Used for shaping or sharpening tools. 

• Tool Rests: Must be adjusted to maintain a safe gap from the grinding wheel. 

• Safety Guards: Should always be in place and properly adjusted. 

• Eye Shields: Protect against sparks and debris. 

Key Tip: Always select the correct grinding wheel for the task and material being worked on. 

2. Bench Grinder Inspection 

Inspect the bench grinder before each use: 

• Check grinding wheels for cracks, wear, or damage. 



• Ensure tool rests and safety guards are securely in place. 

• Verify that the grinder is firmly mounted and stable. 

3. Setting Up the Bench Grinder 

• Adjust the tool rest to within 1/8 inch of the grinding wheel. 

• Ensure the work area is clear of clutter and flammable materials. 

• Wear appropriate personal protective equipment (PPE), including safety glasses, gloves, 

and hearing protection. 

4. Safe Bench Grinder Usage 

• Stand to the side of the grinder during startup to avoid potential wheel failure. 

• Do not force materials into the grinding wheel; apply gentle pressure. 

• Keep hands and fingers clear of the grinding wheel. 

• Allow the wheel to come to a complete stop before making adjustments. 

5. Emergency Procedures 

• In the event of an incident: 

o Turn off the grinder immediately. 

o Call for medical assistance if injuries occur. 

o Report the incident to your supervisor. 

o Inspect and document the condition of the grinder before resuming use. 

 

Post-Training Quiz 

To ensure comprehension, complete the following quiz: 

1. What should you check during a bench grinder inspection? 

2. How close should the tool rest be to the grinding wheel? 

3. What PPE is required when using a bench grinder? 

4. Describe the steps to take in case of an incident involving a bench grinder. 

 

Acknowledgment 

By signing below, you acknowledge that you have watched the "Bench Grinder Safety Basics" video 

and reviewed this training document. 

Employee Name: ___________________________Date: ___________________________ 

 

Supervisor Signature: ___________________________ 



Drilling Equipment  

Annual Refresher Training Document 

Introduction 

Welcome to your annual refresher training on Drilling Equipment. This document aims to ensure that 

all employees involved in drilling operations are up-to-date with the proper procedures, safety 

standards, and equipment handling techniques. 

The content of this training includes key information from our supplied video and should be reviewed 

alongside your viewing of the video. It is mandatory for all employees to have watched the training 

video prior to completing this document. 

Please ensure that you have watched the video before proceeding with the training exercises and 

quiz. 

 

Training Objectives 

By the end of this annual refresher training, you should be able to: 

1. Identify the major components of drilling equipment. 

2. Demonstrate safe operation practices for each type of equipment. 

3. Understand and apply maintenance and inspection requirements. 

4. Recognize the importance of environmental and safety protocols. 

5. Respond effectively to common drilling equipment malfunctions. 

6. Complete required documentation accurately. 

 

1. Overview of Drilling Equipment 

Drilling operations require various types of equipment that must be operated and maintained 

correctly to ensure safety and operational efficiency. The following key equipment types were 

covered in the video: 

A. Drilling Rig 

The drilling rig is the central equipment for drilling operations. It consists of several components, 

such as: 

• Derrick or Mast: The vertical structure that supports the drill string. 

• Top Drive: A motorized unit that rotates the drill pipe. 

• Rotary Table: A mechanical device used to rotate the drill string. 

• Draw Works: The equipment that raises and lowers the drill pipe. 

• Mud Pumps: Pumps that circulate drilling fluid (mud) through the system. 

 



B. Drill Bits 

Drill bits are essential components of the drilling process. The video demonstrated the different 

types of bits used based on the rock formation and drilling environment, including: 

• Tricone Bits 

• PDC Bits (Polycrystalline Diamond Compact) 

C. Blowout Preventer (BOP) 

The BOP is a safety device used to prevent the uncontrolled release of pressure during drilling 

operations. The video explained the function of each component in the BOP stack, including the: 

• Annular Preventer 

• Ram Preventers 

 

2. Safety Procedures and Protocols 

Safety is the top priority in any drilling operation. The video outlined essential safety protocols, such 

as: 

• Personal Protective Equipment (PPE): All employees must wear appropriate PPE including 

helmets, gloves, steel-toed boots, and hearing protection. 

• Lockout/Tagout (LOTO): Before performing maintenance or repairs, ensure that all 

equipment is properly shut down and locked out. 

• Daily Inspections: Perform daily checks on all equipment to ensure it is functioning properly. 

• Emergency Response: Know the procedures for handling emergencies such as blowouts or 

equipment failures. 

Key Safety Checks: 

• Confirm that all safety devices (e.g., BOP) are in place and operational. 

• Inspect hoses, cables, and connections for signs of wear or damage. 

• Check the control systems and alarms for functionality. 

 

3. Equipment Handling and Maintenance 

Proper handling and regular maintenance are crucial to prolonging the life of drilling equipment. The 

video demonstrated step-by-step procedures for: 

A. Handling Equipment Safely 

• Proper Rigging: Use appropriate rigging to lift and move heavy equipment. 

• Drilling Fluid Management: Maintain the proper fluid levels and viscosity for effective 

drilling. 

 



B. Routine Maintenance 

• Drill Bit Maintenance: Regularly inspect and replace drill bits to prevent premature wear. 

• Lubrication: Ensure that moving parts are properly lubricated to reduce friction and wear. 

C. Common Malfunctions 

• Bit Wear: Check for excessive wear on drill bits and replace them as needed. 

• Pump Failures: Be aware of signs of pump failure such as unusual noise or loss of pressure. 

 

4. Environmental and Regulatory Considerations 

The video highlighted important environmental and regulatory aspects of drilling operations: 

• Waste Management: Ensure proper disposal of drilling fluids and other waste materials. 

• Pollution Prevention: Follow guidelines for preventing soil, water, and air contamination. 

• Compliance with Local Regulations: Always stay informed of local and national drilling 

regulations. 

 

5. Equipment Troubleshooting and Response 

In the video, troubleshooting procedures for common drilling equipment issues were outlined. 

Employees are expected to: 

• Identify and diagnose equipment malfunctions. 

• Take corrective actions in compliance with company procedures. 

• Report any issues to the maintenance team promptly. 

Some common issues include: 

• Loss of Drilling Pressure: Possible causes include blocked hoses, malfunctioning pumps, or 

improper mud circulation. 

• Overheating of the Motor: Check for proper lubrication and cooling systems. 

 

6. Documentation and Reporting 

Accurate documentation is essential in maintaining equipment and ensuring compliance with safety 

regulations. The video showed how to: 

• Complete Daily Inspection Forms: Record all equipment checks and any observed issues. 

• Incident Reporting: Accurately document any accidents or near-misses. 

• Maintenance Logs: Keep detailed logs of maintenance activities and repairs. 

 



7. Final Quiz 

Once you have completed watching the video and reviewing this document, please take the final quiz 

to assess your understanding of the training material. 

Quiz Overview: 

• Multiple-choice questions covering safety protocols, equipment handling, troubleshooting, 

and regulatory compliance. 

• Fill-in-the-blank questions on equipment types and their components. 

• Scenario-based questions to test your problem-solving and decision-making skills. 

 

Conclusion 

Thank you for completing your annual refresher training on Drilling Equipment. Remember that safe 

and efficient operation of drilling equipment is essential for both personal safety and the overall 

success of drilling operations. We expect all employees to follow the procedures outlined in this 

training and to report any concerns or suggestions for improvement. 

For any questions or further clarification, please reach out to the Training Coordinator. 

 

Acknowledgment: 

I hereby confirm that I have watched the training video and reviewed the content provided in this 

document. I understand and agree to abide by the safety and operational procedures outlined in this 

training. 

Employee Name: ___________________________Date: ___________________________ 

 

Supervisor Signature: ___________________________ 

 



Ladder Safety Training Document 

Annual Refresher Training 

 

Introduction 

Ladder safety is crucial for preventing workplace accidents and ensuring compliance with safety 

regulations. This document provides a refresher on ladder safety principles and refers to a training 

video that you must have watched prior to completing this training. 

Objectives 

By the end of this training, you will: 

1. Understand the types of ladders and their appropriate uses. 

2. Recognize common hazards associated with ladder use. 

3. Know the steps to properly inspect, set up, and use ladders safely. 

4. Identify emergency procedures in the event of a ladder-related incident. 

 

Pre-Training Requirement 

Before proceeding with this document, you are required to watch the "Ladder Safety Basics" training 

video. Ensure you have paid attention to: 

• Types of ladders and their weight capacities. 

• Proper inspection techniques. 

• Safe ladder setup and usage. 

• Common mistakes to avoid when using ladders. 

 

Key Topics Covered 

1. Ladder Types and Uses 

• Step Ladders: Ideal for jobs requiring stability and no leaning support. 

• Extension Ladders: Suitable for reaching elevated areas. 

• Platform Ladders: Provide a stable standing area for prolonged tasks. 

Key Tip: Always choose a ladder rated for your intended load and ensure it meets safety standards. 

2. Ladder Inspection 

Inspect ladders before each use: 

• Check for cracks, bends, or missing parts. 

• Ensure all locking mechanisms are functional. 



• Verify the ladder is free of grease, oil, or other slippery substances. 

3. Setting Up the Ladder 

• Place ladders on a stable, level surface. 

• Maintain a 4-to-1 ratio for extension ladders (1 foot out for every 4 feet of height). 

• Secure the ladder to prevent movement. 

4. Safe Ladder Usage 

• Always face the ladder when climbing or descending. 

• Maintain three points of contact (two hands and one foot or two feet and one hand). 

• Do not overreach; keep your belt buckle within the ladder rails. 

5. Emergency Procedures 

• In the event of a fall or ladder malfunction: 

o Call for immediate medical assistance if injuries occur. 

o Report the incident to your supervisor. 

o Review and document the ladder’s condition to prevent recurrence. 

 

Post-Training Quiz 

To ensure comprehension, complete the following quiz: 

1. What should you check during a ladder inspection? 

2. What is the 4-to-1 rule in ladder setup? 

3. How many points of contact must you maintain while using a ladder? 

4. Describe the steps to take in case of a ladder-related incident. 

 

Acknowledgment 

By signing below, you acknowledge that you have watched the "Ladder Safety Basics" video and 

reviewed this training document. 

Employee Name: ___________________________Date: ___________________________ 

 

Supervisor Signature: ___________________________ 

 



Lathe Equipment  

Annual Refresher Training Document 

Introduction 

Welcome to your annual refresher training on Lathe Equipment. This document is designed to 

reinforce your knowledge and skills in operating lathe machines safely and efficiently. This training is 

a continuation of the information shared in the provided training video. 

It is mandatory that you have watched the video before proceeding with the contents of this 

document. Please ensure you have viewed the video completely to get the most from this refresher. 

 

Training Objectives 

By the end of this annual refresher training, you should be able to: 

1. Identify the main components of a lathe machine. 

2. Understand the safe operation procedures for using a lathe. 

3. Recognize common lathe malfunctions and troubleshooting methods. 

4. Demonstrate effective maintenance and care of lathe machines. 

5. Apply the principles of cutting tool selection and use. 

6. Complete necessary documentation for lathe operations. 

 

1. Overview of Lathe Machines 

Lathes are versatile machines used in manufacturing to shape materials (often metal) by removing 

material with a rotating cutting tool. The video provided an in-depth explanation of how lathes 

function and their major components, including: 

A. Key Components of a Lathe 

• Bed: The foundation of the lathe, which supports all other components. 

• Headstock: Contains the motor and driving mechanisms to rotate the workpiece. 

• Tailstock: Provides support for the opposite end of the workpiece and may hold tools for 

drilling or tapping. 

• Carriage: The moving part that holds the tool post and feeds the tool along the workpiece. 

• Cross Slide: Allows horizontal movement of the tool. 

• Tool Post: Holds the cutting tool in place during machining. 

• Chuck: A clamping device that holds the workpiece securely in place. 

 

 



2. Safe Operation Procedures 

Safety is paramount when using lathe machines, and the video covered essential safety guidelines 

that must be followed at all times: 

A. Personal Protective Equipment (PPE) 

• Always wear the appropriate PPE: safety glasses, hearing protection, and gloves (optional, 

but never wear loose clothing or jewelry). 

• Ensure long hair is tied back to prevent it from being caught in moving parts. 

B. Pre-Operation Safety Checks 

Before starting a lathe operation, you must: 

• Inspect the machine: Ensure all components are in proper working order, especially the 

chuck, tailstock, and tool post. 

• Verify tool setup: Confirm that the cutting tool is securely mounted and that no tools or 

materials are obstructing the machine's movement. 

• Check the workpiece: Ensure that the workpiece is correctly and securely clamped in the 

chuck or on the lathe bed. 

C. Operating the Lathe 

• Start the lathe at a low speed and gradually increase the speed as needed. 

• Always use proper technique when feeding the material into the cutting tool. 

• Never leave the lathe running unattended, especially with a rotating workpiece. 

• Always stop the machine completely before making adjustments or measuring. 

 

3. Tool Selection and Cutting Techniques 

Proper tool selection is critical to achieving high-quality results and avoiding damage to both the 

workpiece and the lathe. The video demonstrated various cutting tools and their functions. Key 

points include: 

A. Types of Cutting Tools 

• Turning Tools: Used for shaping the outer diameter of the workpiece. 

• Boring Tools: Used for enlarging holes. 

• Facing Tools: Used for machining the end of a workpiece flat. 

• Threading Tools: Used for cutting threads on the workpiece. 

B. Cutting Techniques 

• Turning: Involves removing material from the workpiece as it rotates. This is the most 

common lathe operation. 

• Facing: This process cuts across the face of the workpiece to make it flat. 



• Parting: A tool used to cut off parts of the workpiece. 

• Drilling/Tapping: When the tailstock is used, drilling or tapping operations can be 

performed. 

C. Choosing the Right Cutting Tool 

Selecting the appropriate cutting tool depends on the material of the workpiece and the type of cut 

you need to make. For example: 

• HSS (High-Speed Steel) tools are suitable for general-purpose work. 

• Carbide tools are better for harder materials and high-speed operations. 

 

4. Lathe Maintenance 

Regular maintenance is crucial for ensuring that the lathe operates efficiently and safely. The video 

provided a guide to maintaining key parts of the lathe: 

A. Daily Maintenance Checks 

• Clean the lathe: Remove chips, debris, and any material buildup from the machine after each 

use. 

• Lubricate moving parts: Ensure that the carriage, cross-slide, and other moving components 

are properly lubricated to reduce friction and wear. 

• Check coolant levels: Ensure that the lathe's coolant system (if applicable) is topped off and 

functioning correctly. 

B. Weekly Maintenance 

• Check for loose components: Tighten any loose bolts or nuts on the lathe. 

• Inspect the belts and gears: Ensure the belts and gears are in good condition and not overly 

worn. 

• Check the alignment of the tailstock and tool post: Ensure these components are properly 

aligned for accurate machining. 

C. Preventive Maintenance 

• Perform preventive maintenance according to the manufacturer’s guidelines, which may 

include replacing worn-out parts, recalibrating machine components, and conducting more 

in-depth checks. 

 

 

5. Troubleshooting Common Issues 

The video highlighted common problems that may occur during lathe operations, along with 

suggested troubleshooting steps: 

 



A. Common Lathe Problems 

• Vibration or chatter: This can be caused by improper tool selection, incorrect cutting speeds, 

or a misaligned workpiece. 

• Uneven cuts: Ensure that the tool is sharp and that the feed rate is set correctly. 

• Overheating: If the machine is running hot, check for adequate lubrication and cooling. 

B. Troubleshooting Steps 

• Check tool sharpness: Dull tools can cause inefficient cuts and excess heat generation. 

• Verify alignment: Misalignment between the chuck, tailstock, and tool post can lead to 

uneven cuts. 

• Check feed rates and speeds: Adjust the speed and feed rates based on the material and the 

cutting tool used. 

 

6. Documentation and Reporting 

Accurate documentation is essential for tracking machine performance, maintenance schedules, and 

any incidents that occur during operation. The video demonstrated how to document: 

A. Daily Operation Logs 

• Record machine settings, cutting speeds, and feed rates used during operations. 

• Log any issues encountered with the lathe during use. 

B. Maintenance Logs 

• Document regular maintenance activities, including oil changes, parts replaced, and repairs 

made. 

• Ensure that maintenance is scheduled according to the manufacturer's recommendations. 

C. Incident Reports 

• In the event of a malfunction or injury, complete an incident report outlining the problem, 

the cause, and the corrective actions taken. 

 

7. Final Quiz 

Once you have watched the video and reviewed this training document, you must complete the final 

quiz to demonstrate your understanding of the material. The quiz will cover: 

• Multiple-choice questions on lathe components, safety protocols, and operation techniques. 

• Practical scenarios to assess your problem-solving skills in troubleshooting lathe issues. 

• Questions on maintenance, tool selection, and cutting techniques. 

 



Conclusion 

Thank you for completing your annual refresher training on Lathe Equipment. It is essential that all 

operators adhere to the safety procedures and operational guidelines outlined in both the video and 

this document. Safe operation of the lathe ensures that your work is efficient, precise, and, most 

importantly, performed in a safe environment. 

If you have any questions or need further clarification, please contact your supervisor or the Training 

Coordinator. 

 

Acknowledgment: 

I hereby confirm that I have watched the training video and reviewed the content provided in this 

document. I understand and agree to abide by the safety and operational procedures outlined in this 

training. 

Employee Name: ___________________________Date: ___________________________ 

 

Supervisor Signature: ___________________________ 

 



Manual Handling  

Annual Refresher Training Document 

Introduction 

Welcome to your Manual Handling Annual Refresher Training. This document is designed to help 

reinforce your knowledge and skills in safely handling materials and equipment. Manual handling can 

involve a variety of tasks, and understanding the correct techniques is essential to preventing injuries 

and maintaining a safe work environment. 

This training is mandatory and should be completed after watching the supplied training video, 

which outlines essential manual handling techniques. Please ensure you have watched the video 

before proceeding with the content of this document. 

 

Training Objectives 

By the end of this annual refresher training, you should be able to: 

1. Identify the key risks associated with manual handling tasks. 

2. Demonstrate the correct lifting, carrying, and lowering techniques. 

3. Understand the role of ergonomics in manual handling tasks. 

4. Recognize the importance of personal protective equipment (PPE) in manual handling. 

5. Apply strategies to reduce the risk of injury while performing manual handling tasks. 

6. Complete the required documentation for any incidents or unsafe practices. 

 

1. Overview of Manual Handling 

Manual handling refers to the physical activity of lifting, carrying, pushing, pulling, or lowering 

objects. The supplied video covered the types of manual handling tasks you may encounter, 

including: 

• Lifting: Raising or lowering objects from one position to another. 

• Carrying: Transporting objects over a distance. 

• Pushing/Pulling: Moving objects horizontally, which may include using trolleys, carts, or 

other equipment. 

• Lowering: Placing objects carefully to avoid injury or damage. 

A. Risks of Manual Handling 

The video outlined several potential risks related to manual handling: 

• Back injuries: Caused by improper lifting or bending. 

• Musculoskeletal injuries: Stress on joints, muscles, and tendons, leading to strains or 

sprains. 



• Repetitive strain injuries (RSIs): Caused by repeated motions or static postures. 

• Slips, trips, and falls: Due to obstacles or improper handling techniques. 

B. Factors Affecting Risk 

• The weight and size of the load: Heavier or awkwardly shaped loads increase the risk of 

injury. 

• The position of the load: Loads that are positioned too high or too low can make lifting more 

difficult. 

• The environment: Slippery floors, cluttered workspaces, or uneven surfaces increase the risk 

of accidents. 

 

2. Safe Lifting and Handling Techniques 

The video provided detailed instructions on how to perform manual handling tasks safely. Here are 

the key takeaways for lifting, carrying, and lowering loads: 

A. The Safe Lifting Process: 

1. Assess the load: Before lifting, ensure the load is not too heavy or awkward. If it is, ask for 

assistance or use lifting equipment. 

2. Position yourself correctly: 

o Stand close to the load, with your feet shoulder-width apart. 

o Bend at the knees, not the waist, and keep your back straight. 

o Ensure your grip is firm, with your palms facing the load. 

3. Lift with your legs, not your back: 

o Push through your heels and straighten your legs to lift the load. 

o Avoid twisting your torso; turn your whole body if necessary. 

4. Carry the load: 

o Keep the load close to your body, at waist height if possible. 

o Maintain a straight back and avoid leaning forward or sideways. 

B. Lowering the Load Safely: 

1. Bend your knees to lower the load, not your back. 

2. Use your legs to guide the load down to a safe height. 

3. Place the load gently rather than dropping it abruptly. 

C. Carrying the Load: 

• When carrying a load, ensure it is positioned at a comfortable height, typically around waist 

level, and maintain a firm grip. 



• If you must carry it over a long distance, consider using equipment like trolleys or carts. 

 

3. Ergonomics in Manual Handling 

The video highlighted how proper ergonomics can reduce the risk of injury during manual handling 

tasks. Ergonomics involves adjusting your environment and tasks to fit your body’s natural 

movements and capabilities. 

A. Ergonomic Guidelines for Safe Manual Handling: 

• Maintain good posture: Stand tall with your back straight and shoulders relaxed. Avoid 

slumping or rounding your back. 

• Work at the correct height: Adjust your workstation, shelves, or tables to reduce bending, 

stretching, or reaching. 

• Use mechanical aids: Whenever possible, use lifting equipment, such as forklifts, trolleys, or 

conveyors, to reduce the physical strain on your body. 

B. Avoiding Repetitive Strain Injuries (RSIs): 

• Alternate tasks: If possible, switch between lifting and other activities to avoid repetitive 

motions. 

• Take regular breaks: Rest and stretch periodically, especially if you are performing manual 

tasks for long periods. 

 

4. Personal Protective Equipment (PPE) for Manual Handling 

The video also emphasized the role of PPE in reducing injury during manual handling tasks. Ensure 

you wear the appropriate equipment for the task at hand. 

A. Key PPE for Manual Handling 

• Gloves: Provide a better grip and protection from cuts, abrasions, and blisters. 

• Steel-toed boots: Protect your feet from falling objects or mishaps. 

• Back support belts: These may be useful for individuals involved in heavy lifting (though they 

should not be used as a substitute for proper lifting techniques). 

• High-visibility clothing: Essential for visibility in areas with heavy machinery or traffic. 

 

5. Manual Handling Aids and Equipment 

The video demonstrated various tools and equipment that can assist with manual handling, such as: 

A. Lifting Equipment 

• Forklifts: Useful for heavy lifting and transporting large loads. 

• Trolleys and carts: Allow for easier transportation of items across distances. 



• Pallet jacks: Ideal for moving heavy items on pallets. 

B. Using Lifting Aids Properly 

• Always ensure lifting aids are in good working order before use. 

• Make sure to push, not pull, heavy loads when using carts or trolleys. 

 

6. Reporting Incidents and Unsafe Practices 

As part of this refresher training, you are reminded to report any unsafe practices, injuries, or near-

misses that occur during manual handling tasks. 

A. How to Report 

• Immediately report any injuries, no matter how minor, to your supervisor or the safety 

officer. 

• If you encounter a situation that feels unsafe, stop the task and inform your supervisor. 

• Document any incidents in the designated log or incident report form. 

B. Importance of Reporting 

• Reporting helps identify potential risks and improves workplace safety protocols. 

• Timely reports can prevent further incidents and promote corrective actions. 

 

7. Final Quiz 

After watching the video and reviewing this document, please complete the final quiz to assess your 

understanding of the material. The quiz will cover: 

• Key safe manual handling techniques. 

• Correct ergonomic practices. 

• PPE requirements for manual handling. 

• Reporting and responding to unsafe practices and incidents. 

 

Conclusion 

Thank you for completing your annual refresher training on Manual Handling. By following the 

techniques and procedures outlined in this training, you help ensure a safer working environment for 

yourself and your colleagues. Always prioritize safety, assess the risks, and use proper lifting 

techniques to prevent injuries. 

If you have any questions or require further assistance, please contact your supervisor or the Training 

Coordinator. 

 



Acknowledgment: 

I hereby confirm that I have watched the training video and reviewed the content provided in this 

document. I understand and agree to abide by the safety and operational procedures outlined in this 

training. 

Employee Name: ___________________________Date: ___________________________ 

 

Supervisor Signature: ___________________________ 

 



Portable Electrical Equipment  

Annual Refresher Training Document 

Introduction 

Welcome to your Portable Electrical Equipment Annual Refresher Training. This document is 

designed to reinforce your understanding of the safe operation and maintenance of portable 

electrical tools and equipment. Portable electrical equipment plays a crucial role in many work 

environments, and it is essential to use these tools correctly to avoid electrical hazards and injuries. 

This training is mandatory and should be completed after watching the supplied training video. 

Please ensure that you have watched the video in its entirety before proceeding with the content of 

this document. The video provides important visual demonstrations of safe practices, and this 

document will help you further apply these practices. 

 

Training Objectives 

By the end of this annual refresher training, you should be able to: 

1. Identify different types of portable electrical equipment and their uses. 

2. Recognize the common electrical hazards associated with portable tools. 

3. Apply the proper safety precautions when using portable electrical equipment. 

4. Perform pre-operation checks to ensure equipment is in good working order. 

5. Understand the importance of regular maintenance and inspections. 

6. Respond appropriately to electrical faults and emergencies. 

7. Complete required documentation for inspections and incidents. 

 

1. Overview of Portable Electrical Equipment 

Portable electrical equipment refers to any tool or device that is powered by electricity and is 

designed to be easily moved or carried. The video provided an overview of the most common types 

of portable electrical equipment, including: 

A. Types of Portable Electrical Equipment 

• Power Tools: Drills, saws, grinders, sanders, etc. 

• Handheld Devices: Electric screwdrivers, impact wrenches, and more. 

• Generators: Portable generators for powering equipment in locations without direct 

electrical supply. 

• Extension Cords: Used to extend the reach of electrical power to tools and equipment. 

 

 



B. Electrical Hazards 

The video highlighted the most common hazards associated with portable electrical equipment: 

• Electric shock: Can occur when equipment is improperly used or maintained. 

• Electrical burns: Caused by faulty equipment or exposure to high voltage. 

• Fires: Caused by equipment malfunction, overheating, or faulty wiring. 

• Trips and falls: Due to loose cables, cords, or damaged equipment. 

 

2. Safe Use of Portable Electrical Equipment 

Safety is the top priority when using portable electrical equipment. The video demonstrated various 

safety measures to reduce the risk of accidents and injuries. 

A. General Safety Precautions 

• Inspect equipment before use: Always check portable electrical tools for visible damage 

such as frayed cords, exposed wires, or missing parts. 

• Use equipment properly: Only use equipment for its intended purpose. Never override 

safety features or modifications. 

• Work in a dry environment: Avoid using electrical tools in wet or damp conditions unless 

they are specifically rated for such use (e.g., IP-rated tools). 

• Wear appropriate PPE: Ensure you wear safety gear, such as rubber-soled shoes, insulated 

gloves, and eye protection. 

B. Electrical Safety 

• Check for grounding: Ensure that tools are properly grounded to prevent shock hazards. 

Equipment without proper grounding can result in electric shock. 

• Use GFCI outlets: Always plug equipment into Ground Fault Circuit Interrupter (GFCI) outlets, 

especially in outdoor or damp environments, to prevent electrical shock. 

• Avoid overloading circuits: Ensure that electrical circuits can handle the load required by the 

equipment. Never daisy-chain extension cords or overload power strips. 

• Turn off equipment when not in use: Always switch off and unplug electrical tools when not 

in use to prevent accidental activation and reduce the risk of fire. 

 

3. Pre-Operation Checks 

Before using any portable electrical equipment, perform the following pre-operation checks as 

shown in the video: 

A. Visual Inspection 

• Cables and plugs: Check for visible signs of wear, cuts, fraying, or exposed wires. Do not use 

damaged cables or plugs. 



• Tool housing: Ensure the tool’s casing is intact and free from cracks or other damage. 

• On/Off Switch: Test the switch to ensure it functions correctly and does not stick or 

malfunction. 

B. Functional Check 

• Test the equipment: Before starting the full operation, test the equipment briefly to ensure 

that it functions as expected. 

• Ensure safety guards are in place: Check that safety shields, guards, and covers are securely 

fastened. 

 

4. Maintenance and Inspections 

Regular maintenance and inspections are crucial for ensuring the safe and efficient operation of 

portable electrical equipment. The video demonstrated how to: 

A. Routine Maintenance 

• Clean equipment regularly: Dust and debris can cause overheating. Clean the tools after 

each use, following the manufacturer's guidelines. 

• Lubrication: Certain tools may require regular lubrication to maintain smooth operation and 

reduce wear. 

• Inspect power cords: Frequently check the cords for wear and replace them if necessary. 

Avoid pulling the tool by the cord, as this can damage the wires inside. 

B. Periodic Inspections 

• Inspection by qualified personnel: Have a qualified electrician or technician inspect the 

equipment periodically to ensure it is safe to use. 

• Labeling and tagging: Mark tools with inspection dates and safety tags to track when they 

were last inspected and when they need maintenance. 

 

5. Electrical Faults and Emergency Procedures 

The video demonstrated how to respond to electrical faults and emergency situations. It is important 

to understand how to act quickly in case of an emergency. 

A. Identifying Faults 

• Overheating equipment: If the tool is overheating, shut it off immediately and allow it to 

cool. Inspect it for malfunctioning components, such as worn-out bearings or clogged vents. 

• Strange noises or sparks: If you notice unusual sounds or sparks coming from the tool, stop 

using it immediately and have it checked. 

• Tripped circuit breaker: If a circuit breaker trips, check the tool and the circuit for issues. Do 

not bypass the breaker, as this is a safety feature. 

B. Emergency Response 



• Shut off the power: In case of electrical shock or fire, immediately cut off the power supply 

by unplugging the equipment or turning off the circuit. 

• Call for help: In case of injury, immediately call for medical assistance and provide first aid as 

necessary. 

• Fire safety: Keep a suitable fire extinguisher nearby when working with electrical tools. 

Never use water to extinguish an electrical fire. 

 

6. Reporting Unsafe Practices and Incidents 

It is critical to report any unsafe practices, malfunctions, or incidents involving portable electrical 

equipment. 

A. Reporting Procedure 

• Document any damage: Report any equipment that is found damaged, malfunctioning, or 

unsafe to use. 

• Incident reporting: If an accident occurs, complete an incident report detailing the nature of 

the incident, the individuals involved, and any contributing factors. 

• Safety audits: Participate in safety audits and inspections to ensure that equipment is 

properly maintained and safe to use. 

B. Importance of Reporting 

• Reporting unsafe equipment and practices helps to prevent accidents and injuries. 

• Proper documentation ensures that corrective actions are taken and helps to identify areas 

for improvement. 

 

7. Final Quiz 

Once you have watched the video and reviewed the material in this document, please complete the 

final quiz to assess your understanding of portable electrical equipment safety. 

Quiz Overview: 

• Multiple-choice questions covering safe operation practices, maintenance, emergency 

response, and safety precautions. 

• Scenario-based questions to test your decision-making in hazardous situations. 

• True/False questions about electrical safety and equipment inspection. 

 

 

 

 



Conclusion 

Thank you for completing your annual refresher training on Portable Electrical Equipment. By 

following the safety procedures, conducting regular inspections, and responding appropriately to 

emergencies, you help ensure a safer work environment for everyone. 

If you have any questions or need further clarification, please reach out to your supervisor or the 

Training Coordinator. 

 

Acknowledgment: 

I hereby confirm that I have watched the training video and reviewed the content provided in this 

document. I understand and agree to abide by the safety and operational procedures outlined in this 

training. 

Employee Name: ___________________________Date: ___________________________ 

 

Supervisor Signature: ___________________________ 

 



Ramp Stenjoh 3.5T 2 Post  

Annual Refresher Training Document 

Introduction 

Welcome to your Ramp Stenjoh 3.5T 2 Post Annual Refresher Training. This document has been 

designed to reinforce your knowledge of the proper and safe use of the Ramp Stenjoh 3.5T 2 Post 

Lift. This equipment is critical in many workplaces, and understanding how to use it safely is essential 

for maintaining a secure work environment. 

Before proceeding with this document, please ensure that you have watched the supplied training 

video. The video contains important visual demonstrations of the safe operation, inspection, and 

maintenance of the 2 Post lift. This video must be watched prior to reviewing the content in this 

document, as it provides essential visual context and instructions. 

 

Training Objectives 

After completing this refresher training, you should be able to: 

1. Identify and understand the key components of the Ramp Stenjoh 3.5T 2 Post lift. 

2. Operate the lift safely and efficiently. 

3. Conduct routine inspections and maintenance to ensure safe functionality. 

4. Recognize common hazards and know how to avoid them. 

5. Respond appropriately in emergency situations. 

6. Complete required documentation related to the lift’s maintenance and safety checks. 

 

1. Overview of the Ramp Stenjoh 3.5T 2 Post Lift 

The Ramp Stenjoh 3.5T 2 Post Lift is an essential piece of equipment for lifting vehicles to a height 

for inspection, repair, and maintenance. This lift has a weight capacity of 3.5 tons and uses two 

vertical posts, lifting arms, and a hydraulic power unit to raise and lower vehicles. 

Key Components 

1. Lifting Arms: Adjustable arms used to support the vehicle during lifting. 

2. Post Columns: Vertical supports that hold the lifting arms in place. 

3. Lift Control Panel: The system used to control the operation of the lift. 

4. Hydraulic Power Unit: The power source for lifting the vehicle. 

5. Safety Locks: Engage when the vehicle is raised to prevent accidental lowering. 

6. Base Plate and Ramp: The surface on which the vehicle is driven onto the lift. 

 

 



2. Safe Operating Procedures 

In the supplied training video, the safe operation of the Ramp Stenjoh 3.5T 2 Post Lift was 

demonstrated. Following these steps is crucial for ensuring the lift’s safe operation. 

A. Pre-Use Inspection 

Before using the lift, ensure that you inspect the equipment carefully to identify any potential issues. 

This inspection should be performed daily before each use and include the following checks: 

• Visual inspection of lifting arms: Look for wear, damage, or misalignment. 

• Inspect hydraulic hoses: Ensure there are no leaks, cracks, or fraying. 

• Check power unit: Verify that the hydraulic power unit is functioning correctly and that there 

are no fluid leaks. 

• Inspect post columns: Ensure the posts are stable and properly anchored. 

• Test the lift control panel: Ensure all buttons and levers are functioning correctly. 

B. Positioning the Vehicle 

• Align the vehicle correctly: Make sure the vehicle is centered on the ramp and the lifting 

arms are positioned under the vehicle's lifting points. 

• Check the weight: Verify that the vehicle does not exceed the 3.5T weight limit of the lift. 

C. Lifting the Vehicle 

• Engage the safety locks: Ensure that the lift’s safety locks are disengaged before lifting the 

vehicle. 

• Slowly raise the vehicle: Use the control panel to raise the lift in a smooth, controlled 

manner. Always monitor the vehicle to ensure it is lifting evenly. 

• Ensure stability: Once the vehicle reaches the desired height, ensure that it is stable and 

securely positioned. 

D. Lowering the Vehicle 

• Check the area for clearance: Before lowering the vehicle, make sure there is enough space 

around the lift. 

• Lower the vehicle slowly: Gradually lower the vehicle, keeping control at all times. 

• Re-engage the safety locks: Once the vehicle is back on the ground, re-engage the safety 

locks to secure the lift in its lowered position. 

 

 

 

 

 



3. Inspection and Maintenance 

Routine maintenance and regular inspections are key to ensuring the safe and reliable operation of 

the Ramp Stenjoh 3.5T 2 Post Lift. The video covered essential maintenance procedures. 

A. Daily Inspections 

• Visual checks for wear and tear: Always perform a quick visual inspection of the lift, 

checking for any damage or malfunction. 

• Check for hydraulic leaks: Look for any signs of fluid leakage around hoses, the power unit, 

or the lifting arms. 

• Verify the proper function of safety locks: Ensure that the safety locks engage properly to 

prevent accidental lowering. 

• Test control functionality: Check that all buttons, switches, and levers on the lift control 

panel are in working condition. 

B. Periodic Maintenance 

• Lubricate moving parts: Regularly lubricate all moving components to ensure smooth 

operation and reduce wear and tear. 

• Hydraulic fluid maintenance: Check and top up hydraulic fluid as necessary to maintain 

proper lift functionality. 

• Inspect cables and pulleys: Periodically inspect cables, pulleys, and other mechanical 

components for signs of damage or wear. 

• Check foundation stability: Ensure the base plates and post columns are stable and securely 

anchored to the floor. 

C. Reporting Issues 

If any issues or malfunctions are identified, report them immediately to your supervisor or 

maintenance team. Do not use the lift if it is unsafe, and ensure that all required repairs are made by 

a qualified technician. 

 

4. Emergency Procedures 

In case of an emergency, it is crucial to know how to respond to ensure safety. The video 

demonstrated key emergency procedures for the Ramp Stenjoh 3.5T 2 Post Lift. 

A. Power Failure 

• Emergency lowering system: If the lift stops working due to a power failure, use the manual 

lowering system to safely lower the vehicle to the ground. 

B. Vehicle Stability Issues 

• Stop immediately: If you notice the vehicle becoming unstable while on the lift, stop the 

operation and secure the area. Do not attempt to continue lifting or lowering until the issue 

is addressed. 



• Reposition the vehicle: If necessary, reposition the vehicle to ensure it is centered and 

securely supported by the lift arms. 

C. Hydraulic System Failure 

• Shut off the power: If a hydraulic failure is suspected, immediately shut off the power to the 

lift and report the issue. 

• Do not use the lift: Do not attempt to use the lift until the hydraulic system has been 

inspected and repaired by a qualified technician. 

 

5. Documentation and Reporting 

After each use, complete the necessary documentation for inspections, maintenance, and any 

incidents involving the Ramp Stenjoh 3.5T 2 Post Lift. 

A. Inspection Logs 

• Record daily inspections: Log all inspections and any issues identified during the inspection. 

• Maintenance records: Keep a record of any maintenance tasks performed, including 

lubricating components or replacing parts. 

B. Incident Reporting 

• Report accidents or issues immediately: If an incident occurs involving the lift, document 

the situation thoroughly and report it to your supervisor. 

• Complete the incident report: Ensure that all relevant information, such as the nature of the 

issue and any corrective actions taken, is recorded. 

 

Conclusion 

Thank you for completing your Annual Refresher Training for the Ramp Stenjoh 3.5T 2 Post Lift. By 

adhering to the safe operating practices, performing regular inspections and maintenance, and 

knowing how to respond to emergencies, you contribute to the safe and effective use of this critical 

equipment. 

If you have any further questions or require clarification, please contact your supervisor or the 

Training Coordinator. 

 

Employee Name: ___________________________Date: ___________________________ 

 

Supervisor Signature: ___________________________ 

 



Ramp Stenjoh 5T 2 Post  

Annual Refresher Training Document 

Introduction 

Welcome to your Ramp Stenjoh 5T 2 Post Annual Refresher Training. This document is designed to 

provide you with essential safety and operational guidelines for the Ramp Stenjoh 5T 2 Post Lift, a 

critical piece of equipment used for lifting vehicles. Proper training and adherence to safety protocols 

ensure that you can operate this lift safely and efficiently. 

Before continuing with this document, it is mandatory that you watch the supplied training video, 

which covers important visual demonstrations of the correct operation, safety checks, and 

maintenance procedures for the 5T 2 Post Lift. The information provided in the video is essential and 

must be reviewed to fully understand the procedures outlined in this training. 

 

Training Objectives 

Upon completion of this refresher training, you will be able to: 

1. Identify key components of the Ramp Stenjoh 5T 2 Post Lift. 

2. Safely operate the lift for lifting and lowering vehicles. 

3. Conduct regular safety inspections and perform routine maintenance. 

4. Recognize hazards associated with the lift and take appropriate actions to mitigate risks. 

5. Respond to emergencies and lift malfunctions effectively. 

6. Complete necessary documentation regarding inspections and incidents. 

 

1. Overview of the Ramp Stenjoh 5T 2 Post Lift 

The Ramp Stenjoh 5T 2 Post Lift is a vehicle lift with a weight capacity of 5 tons. It features two 

vertical posts that house lifting arms, a hydraulic power system, and an integrated control panel to 

raise and lower vehicles. The 5T 2 Post Lift is commonly used in automotive repair shops, service 

centers, and maintenance facilities. 

Key Components 

1. Lifting Arms: These arms support the vehicle while it is raised. They are adjustable to 

accommodate different vehicle sizes. 

2. Post Columns: The vertical posts that support the entire lift structure. 

3. Hydraulic Power Unit: The system that powers the lifting mechanism, allowing the lift to 

raise and lower the vehicle. 

4. Safety Locks: These locks engage once the vehicle reaches the desired height to prevent 

accidental lowering. 

5. Lift Control Panel: This panel controls the movement of the lift, typically featuring buttons or 

levers to raise and lower the vehicle. 



6. Base Plate and Ramp: The flat surface and ramp that the vehicle drives onto when being 

positioned for lifting. 

 

2. Safe Operating Procedures 

As demonstrated in the supplied video, safe operation of the Ramp Stenjoh 5T 2 Post Lift is essential 

to avoid accidents or malfunctions. Below are the main operating steps to follow: 

A. Pre-Use Inspection 

Before using the Ramp Stenjoh 5T 2 Post Lift, you must conduct a thorough inspection to ensure it is 

in safe working condition. The video outlines the following checks: 

1. Check for leaks: Examine the hydraulic hoses and connections for any signs of leaks or 

damage. 

2. Inspect lifting arms: Ensure the lifting arms are undamaged and functioning correctly. 

3. Verify the lift's structural integrity: Inspect the posts and base for any signs of instability or 

damage. 

4. Test the safety locks: Make sure the safety locks are in good working condition. 

5. Check the power unit: Ensure the hydraulic system is functioning and that the power unit is 

not leaking. 

6. Test the lift controls: Make sure the lift control panel is responsive and functions smoothly in 

all directions. 

B. Positioning the Vehicle 

1. Align the vehicle: Position the vehicle centrally on the ramp, ensuring the lifting arms are 

properly aligned under the vehicle’s lifting points. 

2. Verify the weight: Confirm that the vehicle does not exceed the 5T weight capacity of the 

lift. 

3. Ensure sufficient space: Make sure there are no obstacles or hazards around the lift and 

vehicle. 

C. Lifting the Vehicle 

1. Engage safety locks: Before lifting, disengage the safety locks so the vehicle can be lifted 

smoothly. 

2. Raise the vehicle: Use the control panel to gradually lift the vehicle. Monitor the vehicle 

during the lifting process to ensure it is being raised evenly and safely. 

3. Stop at desired height: Once the vehicle reaches the required height, stop lifting. Confirm 

that the vehicle is stable before proceeding. 

 

 

 



D. Lowering the Vehicle 

1. Clear the area: Ensure no one is in the danger zone around the lift before lowering the 

vehicle. 

2. Lower slowly: Use the control panel to slowly lower the vehicle to the ground. Always 

maintain control of the lowering process. 

3. Re-engage the safety locks: Once the vehicle is safely lowered to the ground, engage the 

safety locks to prevent any accidental movement. 

 

3. Inspection and Maintenance 

Routine inspection and maintenance are vital to keep the Ramp Stenjoh 5T 2 Post Lift in optimal 

working condition. The training video covered key maintenance practices that should be followed 

regularly: 

A. Daily Pre-Use Inspections 

• Visual check for wear and tear: Inspect all components, including lifting arms, post columns, 

and the hydraulic system, for any signs of damage or wear. 

• Hydraulic hose check: Ensure that no hoses are cracked, frayed, or leaking. 

• Test safety locks: Make sure the safety locks engage securely and are in good working 

condition. 

• Check the control panel: Verify that all controls on the lift are functioning properly. 

B. Periodic Maintenance 

• Lubricate moving parts: Apply lubricant to all moving components, including lifting arms and 

joints, to reduce friction and prevent premature wear. 

• Check hydraulic fluid levels: Regularly inspect the hydraulic fluid and top it up if needed to 

ensure proper operation of the lift. 

• Inspect cables and pulleys: Periodically check the cables, pulleys, and other mechanical parts 

for signs of wear or damage. 

• Examine the foundation: Check the base and posts for stability. Ensure that all anchor bolts 

are tight and the lift is securely fastened to the floor. 

C. Fault Reporting and Repairs 

• Immediate reporting of faults: If any faults or issues are identified during an inspection, 

report them immediately to your supervisor or the maintenance team. 

• Repairs by qualified technicians: Do not attempt to repair the lift yourself. Any necessary 

repairs should be carried out by a qualified technician to ensure safety and compliance. 

 

 

 



4. Emergency Procedures 

In the event of an emergency, follow the steps outlined in the training video: 

A. Power Failure 

• Manual lowering: If the lift fails due to a power outage or hydraulic issue, use the manual 

lowering system to safely bring the vehicle back to the ground. 

B. Vehicle Instability 

• Stop operation immediately: If the vehicle becomes unstable during lifting or lowering, stop 

the operation and secure the area. Recheck the vehicle’s position and the lift's functionality 

before proceeding. 

C. Hydraulic or Mechanical Failure 

• Shut off the power: In case of hydraulic or mechanical failure, immediately turn off the lift’s 

power supply and notify your supervisor or maintenance team. 

• Do not use the lift: Never attempt to use the lift if it is malfunctioning. Ensure that repairs 

are made by a qualified technician before the lift is used again. 

 

5. Documentation and Reporting 

Accurate documentation of inspections, maintenance, and any incidents is essential for safety and 

compliance. 

A. Inspection Logs 

• Record daily inspections: Log all routine inspections and any issues identified during the 

inspection. 

• Maintenance records: Keep track of maintenance performed on the lift, including 

lubrication, hydraulic fluid levels, and part replacements. 

B. Incident Reports 

• Report all incidents: If an accident, malfunction, or near-miss occurs, complete an incident 

report immediately. Document the issue, actions taken, and any corrective measures. 

 

 

 

 

 

 

 

 



Conclusion 

Thank you for completing your Ramp Stenjoh 5T 2 Post Annual Refresher Training. Following the 

procedures outlined in this training document and the supplied video will ensure that you can 

operate the lift safely and maintain it in good working condition. Always conduct regular inspections, 

perform maintenance, and report any issues immediately. 

If you have any further questions or need clarification on any points, please contact your supervisor 

or the Training Coordinator. 

 

Employee Name: ___________________________Date: ___________________________ 

 

Supervisor Signature: ___________________________ 

 



Tyre Changing & Balancing  

Annual Refresher Training Document 

Introduction 

Welcome to your Tyre Changing & Balancing Annual Refresher Training. This document is designed 

to provide you with updated guidelines and procedures to ensure safe and effective practices when 

performing tyre changing and balancing tasks. Tyre changing and balancing are essential services in 

automotive maintenance, and following the correct procedures ensures the safety and reliability of 

vehicles. 

Before continuing with this document, please ensure that you have watched the supplied training 

video. This video demonstrates key procedures for tyre changing and balancing, providing visual 

guidance that is crucial for understanding the methods and safety precautions necessary for this 

task. Watching the video is mandatory before proceeding with the document. 

 

Training Objectives 

After completing this refresher training, you should be able to: 

1. Understand the process for changing and balancing tyres safely. 

2. Identify and use the correct tools and equipment for tyre changing and balancing. 

3. Follow proper safety procedures to minimize risks during tyre-related tasks. 

4. Recognize signs of damaged tyres and know when to recommend tyre replacement. 

5. Understand the importance of accurate tyre balancing and its impact on vehicle 

performance. 

6. Complete required documentation regarding tyre inspections and work performed. 

 

1. Overview of Tyre Changing & Balancing 

Tyre changing involves removing an old or damaged tyre from a vehicle’s wheel and replacing it with 

a new or repaired one. Balancing ensures that the tyre and wheel assembly rotates evenly, 

preventing vibrations and improving safety and comfort during driving. 

Key Components of Tyre Changing 

• Tyre Changer Machine: A machine used to remove the old tyre and fit the new one onto the 

rim. 

• Bead Breaker: A tool that loosens the bead of the tyre from the rim. 

• Lever Bars: Used to help remove and fit the tyre onto the rim. 

• Lubricant: Helps ease the process of removing and fitting the tyre onto the rim. 

• Wheel Balancer: A machine used to detect and correct the imbalance in the tyre and wheel 

assembly. 



 

2. Safe Operating Procedures for Tyre Changing 

The supplied training video demonstrated the correct and safe operation of the tyre changing 

equipment. Below are the key steps for safely changing a tyre. 

A. Pre-Use Inspection 

Before starting any tyre changing procedure, ensure that all equipment is in proper working 

condition: 

• Tyre Changer: Inspect the tyre changer for any damage, wear, or malfunction. 

• Bead Breaker: Check for proper functioning and any signs of wear. 

• Lubricants: Ensure that the tyre lubricant is available and has no contaminants. 

• Tools and Equipment: Ensure that all tools, such as lever bars, are in good condition and not 

damaged. 

• Personal Protective Equipment (PPE): Always wear the necessary PPE, including gloves and 

safety glasses. 

B. Removing the Old Tyre 

1. Position the Wheel: Place the wheel securely on the tyre changer machine. 

2. Use the Bead Breaker: Apply the bead breaker to loosen the tyre bead from the rim. Make 

sure you follow the instructions in the video for proper bead breaking to avoid damage. 

3. Lubricate the Tyre Bead: Apply a thin layer of lubricant to the bead to make the removal 

process easier and prevent damage. 

4. Use Lever Bars: Carefully insert the lever bar between the tyre and the rim, using proper 

technique to remove the tyre from the rim. Take care not to damage the rim or tyre. 

C. Fitting the New Tyre 

1. Lubricate the New Tyre: Apply lubricant to the bead of the new tyre to facilitate easy fitting. 

2. Mount the New Tyre on the Rim: Carefully position the new tyre on the rim, ensuring that 

the tyre is properly aligned with the rim before starting the fitting process. 

3. Use Lever Bars to Fit the Tyre: Slowly use the lever bars to fit the new tyre onto the rim. Be 

cautious of your hand placement to avoid injury. 

4. Check for Proper Seating: Ensure the tyre is seated correctly on the rim, with no gaps or 

misalignments. Check the bead area for proper fitment. 

D. Inflating the Tyre 

1. Check the Tyre Pressure: Before inflating, ensure that you know the correct tyre pressure for 

the specific vehicle. 

2. Inflate Gradually: Inflate the tyre slowly, checking frequently to ensure the tyre is seating 

properly. 



3. Final Pressure Check: Once the tyre is properly inflated, check the pressure using a pressure 

gauge to ensure it is within the manufacturer’s recommended range. 

 

3. Tyre Balancing 

Balancing is critical to ensure that the tyre and wheel assembly rotate smoothly, preventing 

vibrations and ensuring the safety of the vehicle. The video provides detailed steps on how to 

balance tyres accurately. 

A. Pre-Balancing Preparation 

1. Check for Damage: Inspect the tyre and rim for any signs of damage that may affect the 

balancing process. 

2. Remove the Valve Stem: Remove the valve stem from the wheel to allow for proper 

balancing. 

3. Clean the Wheel: Ensure the wheel is clean from any debris, dirt, or grease that could 

interfere with the balancing process. 

B. Mounting the Wheel on the Balancer 

1. Place the Wheel on the Balancer: Secure the wheel firmly on the balancing machine, 

ensuring that it is aligned properly. 

2. Run a Spin Test: The balancer will run a test spin to detect any imbalances in the tyre and 

wheel assembly. 

C. Adding Wheel Weights 

1. Adjust for Imbalance: The machine will indicate where weights need to be added. Follow the 

video’s guidance on how to properly add and position wheel weights. 

2. Test Again: After adding the required weights, perform another spin test to ensure the wheel 

is properly balanced. 

 

4. Safety Procedures 

As demonstrated in the supplied video, following proper safety procedures is essential when 

performing tyre changing and balancing tasks. Below are key safety precautions to follow: 

• Personal Protective Equipment (PPE): Always wear the necessary PPE, including gloves, 

safety glasses, and steel-toe boots. 

• Proper Handling of Tools: Use all tools, including lever bars and the bead breaker, with care 

to avoid injury. Follow the video guidelines for correct hand placement and force application. 

• Avoid Pinch Points: Be cautious of pinch points when using the tyre changer or balancing 

machine. Keep hands and clothing clear from moving parts. 

• Inspect Equipment Before Use: Always check equipment for any damage or malfunction 

before starting work. 



• Clear Work Area: Keep the work area free from clutter and ensure there is enough space for 

you to operate safely. 

 

5. Documentation and Reporting 

Accurate documentation and reporting are essential for ensuring compliance and tracking 

maintenance tasks related to tyre changing and balancing. 

A. Inspection Logs 

• Log tyre condition: Record the condition of the tyres you are replacing. Document any 

damage, wear, or unusual conditions observed. 

• Record work performed: Document the tyres changed, the balancing process, and any 

additional services completed. 

B. Report Issues 

• Report any malfunctioning equipment: If any tools or machines are not functioning 

properly, report them immediately to your supervisor for repair or replacement. 

 

Conclusion 

Thank you for completing your Tyre Changing & Balancing Annual Refresher Training. By following 

the safe operating procedures, performing regular checks, and adhering to the guidelines outlined in 

this training document and the supplied video, you will help ensure the efficient and safe completion 

of tyre-related tasks. 

If you have any questions or require clarification, please feel free to contact your supervisor or the 

Training Coordinator. 

 

Employee Name: ___________________________Date: ___________________________ 

 

Supervisor Signature: ___________________________ 

 



Vehicle Jacking Equipment  

Annual Refresher Training Document 

Introduction 

Welcome to your Vehicle Jacking Equipment Annual Refresher Training. This document is designed 

to provide you with essential guidelines and safety procedures for the proper use of vehicle jacking 

equipment, which is critical for lifting vehicles safely and efficiently during maintenance, repairs, and 

inspections. 

Before continuing with this document, it is mandatory that you watch the supplied training video, 

which demonstrates the correct usage, safety checks, and best practices when operating vehicle 

jacking equipment. The information presented in the video is crucial for your understanding of the 

procedures and must be reviewed before proceeding with this training. 

 

Training Objectives 

Upon completion of this refresher training, you will be able to: 

1. Understand the types of vehicle jacking equipment and their proper use. 

2. Safely operate jacks, including floor jacks and bottle jacks, when lifting vehicles. 

3. Perform necessary safety checks before and during the use of jacking equipment. 

4. Identify hazards associated with improper jacking techniques and how to avoid them. 

5. Understand the correct lifting and lowering procedures for vehicles. 

6. Complete the required documentation regarding inspections and use of jacking equipment. 

 

1. Overview of Vehicle Jacking Equipment 

Vehicle jacking equipment is used to lift a vehicle off the ground to allow for maintenance tasks such 

as tyre changes, brake repairs, and other undercarriage work. The supplied training video outlines 

the different types of jacking equipment commonly used: 

Types of Vehicle Jacking Equipment 

1. Hydraulic Floor Jack: A low-profile jack with a long handle, commonly used in professional 

workshops to lift cars and light trucks. 

2. Hydraulic Bottle Jack: A compact, vertical jack that provides higher lifting capacity but is 

generally used for vehicles with higher lifting points. 

3. Scissor Jack: A mechanical jack commonly found in passenger vehicles, often used for 

roadside emergencies. 

4. Trolley Jack: A specialized floor jack that allows for easier movement around the vehicle, 

used primarily in workshop settings. 

Each type of jack is designed for specific applications, and proper selection depends on the vehicle’s 

weight, height, and lifting points. 



 

2. Safe Operating Procedures for Vehicle Jacking 

As demonstrated in the supplied training video, it is crucial to follow proper operating procedures to 

ensure safe vehicle lifting. Below are the essential steps for safe operation: 

A. Pre-Use Inspection 

Before using any jacking equipment, ensure it is in good working condition by conducting the 

following checks: 

1. Check for visible damage: Inspect the jack for any cracks, rust, or other signs of damage that 

could affect its performance. 

2. Check hydraulic fluid levels: For hydraulic jacks, ensure the hydraulic fluid is at the correct 

level to guarantee smooth operation. 

3. Test the jack's functionality: Operate the jack before use to ensure it raises and lowers the 

vehicle smoothly and without hesitation. 

4. Inspect the lifting mechanism: Check that the lifting arm or pad is securely attached to the 

jack and shows no signs of wear or damage. 

B. Setting Up the Jack 

1. Position the Jack Correctly: 

o Place the jack under the correct lifting point of the vehicle. Refer to the vehicle’s 

manual or the supplied video for the proper lifting points (usually near the vehicle's 

frame or designated jacking locations). 

o For a floor jack, ensure the jack’s saddle is aligned with the lifting point. 

o For a bottle jack, position the jack in a vertical position, ensuring it is stable and 

aligned with the lifting point. 

2. Ensure Stability: Ensure the vehicle is on a level surface and that the jack is stable before 

use. The area should be free from debris or obstructions. 

3. Chock the Wheels: Place wheel chocks on the opposite end of the vehicle (front or rear) to 

prevent it from rolling during the lifting process. 

C. Lifting the Vehicle 

1. Start Lifting Slowly: Operate the jack to raise the vehicle slowly and steadily. Keep a close 

watch to ensure the vehicle remains stable during the lift. 

2. Check for Alignment: As the vehicle is lifted, continuously monitor the jack’s alignment with 

the lifting point to ensure it remains centered. Do not lift the vehicle too quickly, as this could 

cause instability. 

3. Monitor the Lift: Always stay at the vehicle’s side and closely observe the lifting process. Do 

not leave the vehicle unattended while it is being raised. 

 



D. Positioning Safety Stands 

1. Lower the Vehicle onto the Safety Stands: Once the vehicle is at the desired height, carefully 

lower it onto appropriately rated safety stands or supports. Never rely solely on the jack to 

support the vehicle during maintenance. 

2. Ensure Stability: Before beginning any work on the vehicle, confirm that the safety stands 

are securely positioned under the vehicle’s lifting points, and the vehicle is stable. 

E. Lowering the Vehicle 

1. Remove Safety Stands: Ensure that all work on the vehicle has been completed before 

lowering. Remove the safety stands once you are ready to lower the vehicle. 

2. Lower the Vehicle Slowly: Use the jack to slowly lower the vehicle back to the ground. 

Always maintain control during the lowering process to prevent sudden drops or shifts in the 

vehicle’s position. 

 

3. Safety Considerations 

As emphasized in the supplied video, safety is the top priority when using vehicle jacking equipment. 

Key safety considerations include: 

A. Avoiding Common Hazards 

• Incorrect Jack Placement: Always ensure the jack is positioned under the correct lifting 

point. Incorrect placement can cause the vehicle to slip or fall. 

• Lifting with the Vehicle Running: Never operate the jack when the vehicle is running, as this 

can lead to accidents or shifting of the vehicle. 

• Unstable Surface: Always use the jack on a firm, level surface. Avoid using jacks on gravel, 

soft ground, or uneven surfaces. 

B. Personal Protective Equipment (PPE) 

• Wear PPE: Always wear appropriate PPE, including gloves to protect your hands from sharp 

edges and safety footwear to prevent foot injuries. 

• Eye Protection: Wear safety glasses or face shields when performing jacking operations to 

protect against flying debris or accidental jack failures. 

C. Working with Multiple People 

• If lifting a particularly heavy vehicle or if you're uncertain about the stability of the jack, 

always enlist the help of a second person to assist in the operation. 

 

 

 

 

 



4. Inspection and Maintenance of Vehicle Jacking Equipment 

Proper maintenance of jacking equipment is crucial to ensure safety and extend the life of the 

equipment. Regular inspection and maintenance, as demonstrated in the supplied training video, 

should be conducted: 

A. Regular Inspections 

• Check Hydraulic Fluid: For hydraulic jacks, check the fluid level regularly. Low fluid can affect 

the performance of the jack. 

• Inspect Seals and Hoses: Check the seals and hydraulic hoses for wear, cracks, or leaks. 

• Test Lift Mechanism: Test the lifting mechanism to ensure the jack raises and lowers 

smoothly without any hesitation or issues. 

B. Proper Storage 

• Store jacking equipment in a dry, clean area away from extreme temperatures. Avoid storing 

it in areas where it may be exposed to excessive moisture or contaminants that could affect 

its functionality. 

C. Scheduled Maintenance 

• Lubricate Moving Parts: Ensure that all moving parts, such as lifting arms and handles, are 

regularly lubricated to ensure smooth operation. 

• Annual Inspection by Qualified Technicians: Have your jacking equipment inspected and 

serviced annually by a qualified technician to ensure it remains in good working order. 

 

5. Documentation and Reporting 

Documenting the use and maintenance of vehicle jacking equipment ensures compliance and 

promotes safety. Refer to the training video for guidance on how to properly complete inspection 

logs and incident reports. 

A. Inspection Logs 

• Record daily checks of the jacking equipment, including hydraulic fluid levels, structural 

integrity, and operational status. 

B. Incident Reports 

• If any issues arise during the use of jacking equipment (such as malfunctions, accidents, or 

near misses), complete an incident report immediately. Document the details of the issue 

and report it to your supervisor. 

 

 

 

 

 



Conclusion 

Thank you for completing your Vehicle Jacking Equipment Annual Refresher Training. By following 

the procedures outlined in this training document and the supplied video, you can ensure the safe 

and efficient use of vehicle jacking equipment. 

Always perform routine checks, use proper lifting techniques, and prioritize safety for yourself and 

those around you. If you have any questions or need further clarification, please contact your 

supervisor or the Training Coordinator. 

 

Employee Name: ___________________________Date: ___________________________ 

 

Supervisor Signature: ___________________________ 

 



Working Under Tipper Bodies & Tilt Cabs  

Annual Refresher Training Document 

Introduction 

Welcome to your Working Under Tipper Bodies & Tilt Cabs Annual Refresher Training. This 

document is designed to provide you with key safety procedures and guidelines to ensure safe 

practices when working under tipper bodies and tilt cabs, which are commonly found in various 

vehicles used for hauling materials. 

Before continuing with this document, it is mandatory that you have watched the supplied training 

video. This video provides vital visual instructions and safety procedures that are essential for 

understanding the hazards and best practices for working under tipper bodies and tilt cabs. Watching 

the video is a prerequisite for proceeding with this training. 

 

Training Objectives 

After completing this refresher training, you will be able to: 

1. Recognize the specific hazards associated with working under tipper bodies and tilt cabs. 

2. Understand the safe operating procedures when working under these vehicles. 

3. Identify the correct tools, equipment, and safety systems used for securing tipper bodies and 

tilt cabs. 

4. Follow the proper steps to safely perform maintenance, inspections, or repairs on vehicles 

with tipper bodies and tilt cabs. 

5. Complete the necessary documentation related to safety checks and work performed. 

 

1. Overview of Tipper Bodies & Tilt Cabs 

Tipper bodies and tilt cabs are used in vehicles for transporting bulk materials or for specialized 

applications such as waste removal or construction. Working underneath these types of vehicles 

presents unique risks, especially when the body or cab is raised, as it can be unstable and prone to 

sudden movement. 

The supplied video will have demonstrated how to identify these hazards and take the appropriate 

safety measures before beginning any work under or near these components. 

Key Components of Tipper Bodies & Tilt Cabs 

• Tipper Body: The raised cargo compartment of a vehicle that is used to transport loose 

materials like sand, gravel, or debris. The body tilts to unload its contents. 

• Tilt Cab: The front cab of the vehicle that can tilt to provide access to the engine and other 

components for maintenance. 

• Hydraulic Systems: Both tipper bodies and tilt cabs rely on hydraulic systems for lifting and 

tilting. These systems must be inspected regularly for leaks and faults. 



 

2. Key Hazards When Working Under Tipper Bodies & Tilt Cabs 

As demonstrated in the supplied training video, working under a tipper body or tilt cab can be 

hazardous if safety precautions are not followed. The following are some of the key hazards: 

A. Unstable Loads 

• When a tipper body is raised, it is important to ensure that the load inside is balanced and 

secure. An unbalanced load could cause the body to tip unexpectedly, leading to potential 

injury. 

B. Hydraulic Failures 

• Hydraulic systems used for raising tipper bodies and tilt cabs can fail due to leaks, faulty 

seals, or other mechanical issues. A failure of the hydraulic system can lead to sudden drops, 

posing a serious risk to anyone working underneath. 

C. Unexpected Tilting 

• Tilt cabs, when improperly supported, can fall unexpectedly, particularly if the hydraulic 

mechanism is not properly secured. Always ensure that the cab is properly supported before 

working underneath. 

D. Crushing Hazards 

• There is a significant risk of crushing injuries when working under vehicles with raised bodies 

or cabs. It is critical to never work under a raised vehicle without proper support in place. 

 

3. Safe Operating Procedures for Working Under Tipper Bodies & Tilt Cabs 

The supplied video provides key visual demonstrations on the procedures and safety measures you 

must follow when working under tipper bodies and tilt cabs. Below are the critical steps for safely 

performing this type of work. 

A. Inspecting the Vehicle Before Lifting 

1. Check the Hydraulic System: Ensure that the hydraulic system for the tipper body or tilt cab 

is functioning correctly. Look for any visible signs of wear, leaks, or damage to hoses and 

cylinders. 

2. Inspect the Load: If the tipper body is raised, verify that the load is balanced and that there 

are no objects that could shift and cause instability. 

3. Ensure the Vehicle is on Level Ground: Always work on stable, level ground. Avoid working 

on slopes or uneven surfaces that could cause instability. 

B. Secure the Vehicle 

1. Apply Parking Brakes: Always engage the parking brake on the vehicle to prevent any 

unintended movement. 

2. Wheel Chocks: Place wheel chocks on both sides of the vehicle's wheels to prevent any 

rolling or shifting during the operation. 



C. Use of Safety Supports 

1. Use Mechanical Supports for the Tipper Body or Tilt Cab: Never rely solely on hydraulic 

power to keep the tipper body or tilt cab raised. Always use appropriate mechanical supports 

(e.g., safety props, locks, or stands) that can prevent the body or cab from falling 

unexpectedly. 

2. Ensure Supports are Properly Placed: Double-check that supports are securely positioned at 

the designated areas before entering underneath the vehicle. 

3. Never Work Alone: Always have a colleague or supervisor present to assist in case of an 

emergency. 

D. Lifting Procedures 

1. Operate the Hydraulic System Carefully: If you need to raise or tilt the vehicle, ensure the 

hydraulic system is operated slowly and carefully. Avoid sudden movements that could cause 

instability. 

2. Watch for Fluid Leaks: Ensure that the hydraulic system is not leaking fluid before initiating 

any lifting. Leaks can indicate a malfunction and may lead to a failure. 

E. When Working Under the Vehicle 

1. Only Work Under Properly Supported Vehicles: Ensure that the vehicle is secured with 

proper safety supports before going underneath. Do not work under a raised vehicle without 

proper mechanical support. 

2. Inspect and Maintain the Supports: While working, check periodically to ensure the 

supports remain in place and have not shifted or become unstable. 

3. Use Personal Protective Equipment (PPE): Always wear appropriate PPE, including gloves, 

safety glasses, and hard hats, to protect yourself from potential hazards. 

 

4. Emergency Procedures 

If an emergency occurs while working under a tipper body or tilt cab, the following steps should be 

taken immediately: 

1. Raise the Alarm: Alert everyone in the vicinity that there is a problem. 

2. Move to a Safe Location: If the vehicle shows signs of instability, move to a safe distance and 

instruct others to do the same. 

3. Shut Off the Power: If possible, turn off the vehicle’s engine and hydraulic system to prevent 

further movement. 

4. Contact Emergency Services: If someone is injured or trapped, contact emergency services 

for immediate assistance. 

 

 

 



5. Maintenance and Inspection 

Regular maintenance and inspection are essential to ensure that tipper bodies and tilt cabs function 

safely. Follow these steps: 

A. Regular Inspections 

1. Check Hydraulic Lines: Inspect hydraulic lines, cylinders, and hoses for any signs of damage 

or wear. Ensure they are free from leaks. 

2. Test Safety Mechanisms: Ensure that safety locks, props, or supports are functioning 

correctly and can securely hold the vehicle in a raised position. 

3. Inspect Load Area: Ensure that the tipper body’s load area is clean, and check that there are 

no obstructions or materials that could shift during operation. 

B. Perform Scheduled Maintenance 

• Ensure that the hydraulic system is serviced regularly and that all moving parts, such as 

hinges and support brackets, are lubricated and in good working condition. 

 

6. Documentation and Reporting 

It is essential to maintain accurate records related to the use, inspection, and maintenance of tipper 

bodies and tilt cabs. 

A. Inspection Logs 

• Complete daily checks for hydraulic system function, vehicle stability, and safety support 

functionality. 

• Record any issues or malfunctions immediately, and ensure that they are reported to the 

supervisor or maintenance team for follow-up. 

B. Incident Reports 

• If any accidents or near-misses occur, complete an incident report immediately, documenting 

the circumstances and any corrective actions taken. 

 

Conclusion 

Thank you for completing your Working Under Tipper Bodies & Tilt Cabs Annual Refresher Training. 

By following the procedures and safety guidelines outlined in this document and the supplied video, 

you will be able to perform your tasks safely and efficiently while minimizing risks. 

If you have any questions or require clarification, please feel free to reach out to your supervisor or 

the Training Coordinator. 

 

Employee Name: ___________________________Date: ___________________________ 

 

Supervisor Signature: ___________________________ 
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