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PURPOSE

[bookmark: _Hlk152677607]The objective of Forklift License Management Standard Operating Procedure (SOP) is to provide clear guidelines for operational departments within Namlog Group on the Forklift license management process. 

SCOPE

[bookmark: _Hlk152677912]The SOP is applicable to operational personnel who are responsible for the Forklift license management process.

PROCESS

1. HR Administrator:
· In Teams, review the Forklift Audit Sheet Monthly and determine which Forklift license needs to be renewed.
· Notify the relevant department if a license is due to expire within a month.
2. HR Department:
· Arrange with the service provider (Driving Sense) to book:
· One day for refresher training for forklift drivers 
· Two days for novice training for forklift drivers 
· Ensure the dates are convenient for operations to minimize disruptions.
3. Forklift Driver:
· Renews/Attain the Forklift license. 
· After refresher/Novice license renewal, handover the Forklift license to your Manager/Supervisor
4. HR Administrator
·  Make copies of the Forklift license, 
· Handover the original license to the manager to give to the forklift driver.
5. Human Resource Business Partner:
· Receive a copy of the Forklift license and:
· [bookmark: _Hlk169610606]Save the Forklift license in electronic and physical file.
· Update the Forklift License Audit Sheet in Teams.
· In case Forklift license(s) have expired:
· Notify the relevant department via email.
· Provides next available dates. 









Forklift License
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This is to certify that @
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Sfiso M Shabalala
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has been found competent in the following Training
Operate counter-balanced lift truck

Unit Standard Number: 242974
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Credits: 7
Code: F1
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Certificate Number: AC2024/05/24965
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