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MECHANICAL MATERIAL HANDLING TRAINING GUIDE

Training on mechanical material handling in the Food
Beverage Wholesale Distribution industry must
integrate general safety protocols with specific food
safety and hygiene compliance measures. This training
guide supports workers, managers, and supervisors in
delivering effective training that aligns with regulatory
requirements. This guide offers tools and insights for
training operators, pedestrians and supervisors.

The guide is structured into four key sections:

=  Preparation: Steps to take before
conducting training

» Delivery: Core topics to cover during
the training session

» Evaluation: Measures of training effectiveness

*  Follow-up: Activities to reinforce learning after training completion

Key training points should cover hazard prevention, proper equipment use,
and stringent contamination control measures.

Preparation of Training

Delivering training is a significant responsibility, and being thoroughly prepared ensures the training is
effective and potentially life-saving. Key preparation steps include:

1) Choose Your Trainer(s)
Ensure trainers are qualified on the equipment and possess a thorough understanding of the regulatory
requirements relevant to their work and facility. Training can be led by a single instructor or a
coordinated team. A solo trainer offers consistency in messaging and instruction, ideally someone
with expertise in mechanical material handling equipment used and food safety protocols. If using a
team-based approach, divide responsibilities strategically: one group can deliver theoretical instruction
on mechanical material handling principles and safety regulations, while experienced personnel
lead hands-on sessions on mechanical material handling equipment. Trainers should communicate
regularly to maintain consistent messaging and ensure alignment with both regulatory requirements
and adult learning strategies, which are essential for effective knowledge transfer.
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2)

3)

4)

5)

6)
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8)

9)

Determine Who Needs Training
Training should be provided to:

— Operators: Those who will be operating equipment and following procedures.

— Pedestrians: When mechanical material handling equipment is being used, nearby personnel
traveling through the facility near equipment should know how they might be affected.

—  Supervisors: Supervisors who enforce procedures and assess skills need more than theory -
they must understand how things work in practice to help keep the workplace safe.

Understand Learner Needs

Assess learners’ prior experience and potential challenges. Accommodate accordingly, and
consider recommending a foundational awareness course— like WSPS’ Safe Lifting & Manual
Materials Handling Course, — before the main training.

Know Your Equipment

Identify which equipment will be used during training, their associated hazards, and when they’ll be
available. Avoid using equipment scheduled for production to prevent confusion or accidents during
practical exercises.

Gather Necessary Tools and Personal Protective Equipment (PPE)
Ensure all tools and PPE are available. If PPE is required, order it in advance so it’s ready for
training.

Prepare a Variety of Training Tools

People have different learning styles—visual, auditory, kinesthetic, and reading/writing—which
influence how they best absorb information. To effectively engage all participants, it's important
to use a variety of training tools that cater to each style.

Prepare Printed Materials
While digital documents are useful, printed copies of procedures allow learners to follow along,
highlight key points, and take notes. Bring extra paper and pens for convenience.

Create a Training Agenda

Draft a clear agenda to cover all essential mechanical material handling topics, such as identifying
hazards, pedestrian safety, food contamination and load management. Be ready to address learner
questions thoughtfully and timely.

Set Up a Sign-In Sheet
Track attendance with a detailed sign-in sheet that includes training dates, topics, and the machinery
used for practical exercises.
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Delivering Training
The training day has arrived, and it’s natural to feel a bit anxious—especially if it’s your first time

leading a session. The best way to set yourself up for success is through thorough preparation.
To ensure everything runs smoothly, keep the following tips in mind during your session:

1) Arrive Early
Being punctual sets the tone. Aim to be the first on-site—not
the last. Arriving ahead of time gives you space to set up, settle
in, and get familiar with the environment. Speak with nearby
staff and locate key safety features like fire extinguishers and
emergency exits. You’ll need to share this information with your
trainees, so make sure you’re knowledgeable and confident in
your surroundings.

2) Personally Greet Learners
Make an effort to welcome each participant and learn their names. Even simple notes like “Sarah
- red jacket” can help. Addressing learners by name builds trust and makes follow-up easier. Show
genuine interest in each person—you want them to feel engaged and valued. Name cards are a great
tool to encourage interaction among the group.

3) Create Meaningful Context
Adults retain information better when it’s tied to real-life relevance. Use stories or realistic scenarios
to explain when and why safety procedures are necessary. For example, describe a situation when
an operator has been distracted and has had a narrow miss or has struck an object. Ask the group
what risks arise if we do not keep our focus on the task at hand. These discussions help learners
understand the serious consequences of failing to prioritize safety.

4) Emphasize the Importance
Be clear, honest, and direct. Help learners understand
the gravity of what’s at stake. Answer the question,
“Why does this matter to me?” so they connect personally
to the training and take it seriously.

5) Foster Open Dialogue
Invite questions and make it clear that every inquiry
is welcome. If you don’t have an answer immediately,
commit to following up. Some learners may be hesitant to
speak in a group—offer one-on-one time after the session.
Use a “parking lot” list to capture off-topic but valuable questions for later discussion.
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6) Explore Common Misconceptions

For example:

— Misconception 1: Ministry of Labour, Immigration, Training and Skills Development
(MLITSD) only cares about manufacturing, not warehousing and distribution.
The OHSA and its regulations apply to nearly all workplaces in the province, including food
beverage distribution warehouses. The MLITSD actively enforces safety standards related
to material handling equipment, machinery guarding, and training requirements
(to name just a few).

— Misconception 2: Speed is more important than careful handling to meet
distribution demands.
Prioritizing speed often leads to preventable accidents, product damage, and potential
contamination events. In Ontario’s highly competitive market, the costs associated with
accidents, insurance claims, and product recalls far outweigh the perceived time savings
from rushing and taking shortcuts.

— Misconception 3: Training is a one-time thing, especially with high turnover rates.
Ontario’s OHSA requires competence for all workers, which implies ongoing supervision and
training, especially for new hires or those changing roles. High turnover makes robust, ongoing
training more critical, not less, to maintain a safe and compliant operation. Training should be
considered an ongoing process that when completed properly, makes the company feel like the
time and effort was worth it.

— Misconception 4: Only the operator is responsible for a forklift accident.
Ontario operates under the Internal Responsibility System (IRS) mandated by the OHSA. This
means everyone—employers, supervisors, and workers—has a role in ensuring a safe workplace.
Inadequate supervision, lack of enforcement of safety procedures, and low risk perception
among all staff (including pedestrians) are cited as root causes of incidents. Everyone has
arole to play in keeping the workplace safe.

— Misconception 5: Basic training is sufficient for all staff.
High staff turnover in the industry can lead to a lack of understanding of specific training
requirements. Training must be adequate for both operators and pedestrians, site-specific,
and ongoing, as required by provincial OHSA regulations.
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7) Provide Hands-On Practice
Experience is the best teacher. Every learner should have the opportunity to actively apply the
training material in the warehouse envrionment. Observing isn’t enough; they need to physically
apply the training to actual warehouse situations to understand safety protocol procedures, and
their importance.

During in-person training instructors can:

— teach equipment-specific and warehouse protocols

— emphasize the importance of food safety compliance

— review common mistakes and underline the potential consequences

— provide hands-on experience on different equipment and locations in the warehouse

CSA B335-15(R2024), Safety Standard for Lift Trucks, provides comprehensive requirements for
conduting a proper practical session and should be carefully reviewed.

8) Continue Skill Evaluation
Learning does not stop when the
session ends - it continues through
daily practice and experience.
Consider regular assessments after
the class to gauge understanding.
Supervisors should regularly
observe and evaluate mechanical
material handling practices on the
job. If gaps are found, use them as
coaching opportunities. Document
all evaluations to demonstrate the
company’s commitment to safety
and compliance.
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Evaluating and Assessing Training Effectiveness

To measure competence after training, instructors should utilize a combination of written tests,
practical demonstrations, and periodic inspections to assess learners’ knowledge and skills. Competence
is demonstrated through successful application of protocols and procedures, not just being able to
operate the mechanical material handling equipment. Evaluators, including supervisors, should
consider the following criteria to measure compentence.

Trained persons should be able to:

1) Explain the purpose and role of mechanical material handling protocols
and procedures including:

— when and why protocols and procedures are used

— the ability to emphasize the life-saving importance of such requirements

2) Apply safety protocols consistently, including:
— follow all safety procedures and guidelines without supervision

— identify and mitigate potential hazards in the work environments

3) Operate equipment according to procedure, including:
— use mechanical material handling equipment correctly and safely

— perform pre-operation inspections and report any malfunction

4) Demonstrate knowledge of policies, including:

— understand and articulate company policies related to equipment use,
safety, and emergency procedures

— comply with regulatory standards (e.g.,, OHSA, WHMIS)

5) Perform practical tasks proficiently,including:
—  execute job-specific tasks with precision and efficiency

— adapt to different scenarios while maintaining protocol adherences

6) Communicate effectively, including:
— report incidents, near misses, or equipment issues clearly and promptly

— collaborate with team members to ensure safe operations

7) Retain and apply training over time, including:
— show consistent performance during periodic inspections or refresher evaluations

— demonstrate improvement or maintenance of skills over time
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8) Respond appropriately to emergencies, including:
— take correct actions during simulated or real emergency situations

— use emergency equipment and follow evacuation procedures as trained

After Training

Following up with learners is an essential part
of training. Keeping communication open
reassures learners that support is available
and that they are not alone.

Follow-up includes:

1) Answering Outstanding Questions.
Some topics raised during training may
need further clarification—such as specific
procedures for certain mechanical material
handling equipment. Share answers with
the entire group, ideally via email, and
confirm that the response meets their needs.

2) Offering Additional Support.
Everyone learns differently and at their own pace. Be ready to provide extra help,
such as shadowing and coaching, for those who need it.

3) Communicating About Ongoing Training (trainees and their Supervisors).
Consider retraining at regular intervals—to ensure procedures are being followed, to highlight
equipment changes, updates to procedures and when roles shift. Make sure both learners and
their supervisors are aware of this schedule and know that refresher training is available
anytime it’s needed.

Taking these considerations into account and making steps to be prepared in advance of, during and
after training will help you deliver effective and impactful mechanical material handling training
to your co-workers and colleagues.

For more information about building an effective training program, and for specific information about
what training is required, contact WSPS to speak to a consultant.
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Additional WSPS Resources

= Safe Lifting & Manual Materials Handling Course
=  SAFE-Lift 2 All-In-One USB Training Kit

= Safety Around Forklifts, Cars, Vans and Trucks

= Vehicle & Pedestrian Safety

=  Mobile Equipment & Pedestrian Safety: Safety Technologies Guide

© Workplace Safety & Prevention Services 2025. Workplace Safety & Prevention Services (WSPS) grants permission to approved
end users to reproduce this document in whole or in part, provided its intended use is for non-commercial, educational purposes
and that full acknowledgement is given to the WSPS. Approved end users are firms registered with the Workplace Safety and
Insurance Board. WSPS reserves the right to extend this permission to other stakeholders and interested parties by express written
permission upon application. WSPS extends no warranty to materials amended or altered by the end user. Under no circumstances
is this document, or any portion thereof, to be duplicated for purposes of sale or for external reproduction or distribution.

(Sample WSPS acknowledgement, “Reproduced or adapted from name of solution with permission of Workplace Safety &
Prevention Services, Mississauga, Ontario.”)

The information contained in this reference material is distributed as a guide only. It is generally current to the best of our knowledge
as at the revision date, having been compiled from sources believed to be reliable and to represent the best current opinion on the
subject. No warranty, guarantee, or representation is made by WSPS as to the absolute correctness or sufficiency of any representation
contained in this reference material. WSPS assumes no responsibility in connection therewith; nor can it be assumed that all acceptable
safety measures are contained in this reference material, or that other or additional measures may not be required in particular or
exceptional conditions or circumstances.

November 2025
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