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LESSON 12

( COMMUNICATING THE ACT TO EMPLOYEES

This lesson wilt give you information about technigues of communicating the contents of the Occupational
. Safety and Health Act to the employees you suncrvise so they will UNDERSTAND the faw. The lesson will
also tell you about techmiques for motivating employees to COMPLY with the law

The first step s to give the employees a general ntroduction to the Act, using some of the same
introductory materidl presented to you in Lesson 1. Your introductory communications should include the
following information

® The law requires employers to keep their employees informed of their protections and obligations
under the Act, including the provisions of applicable standards,

® The law requires each employee to comply with occupational safety and health standards and all
rules, regulations, and orders issued in connection with the Act that apply to the employee’s
actions.
It 1s important to be sure your emiployees understand that one major purpose of the faw is to assure thetr
well being and that to acccmplish this goal both employer and employees have an obligatior, to comply
with the law,

By now you realize the broad impact the Occupational Safety and Health Act i1s having on business and
ndustry. Many authorities believe this law 1s the most important p ce of legislation of its type in recent
tistory. To accomplish its goals most effectively, both the LETTER and the SPIRIT of the law must reach
all levels in all places of employment. This inciudes every parson in an 6rganizat|on, from the newest
(‘ (". empioyee to the semior management representative. it includes blue-collar and white-coliar employees.
~. office persannel and chnn parennnel, maintenance and prodnctinn employees alike Impracs on thom that
N every single person in the company must cooperate, that you intend to, and that you expect them to, for
the benefit of all

. For the law to reach and influence all levels, it must be understood. Understanding and compliance require
communication and motivation. To be understood, the taw must be comr municated properly. To be
effective, employees and employers alike must understand its goals and now 1t works, and be motivated to
comply. The letter and the spinit of the law are both important in th's process. FINAL responsibility for
achieving comphance with the law 1s the FMPLOYER'S, and this responsibility can best be fulfilted oy
effective communication and motivation As you have seen from preceding lessons, the LETTER of the Act
emphasizes:

® duties of employers and employees
® standards that must be met |
® need for recordkeeping

® citations, fines, and penalties

History and human nature show that faws {just Iike in-plant rules) are not very effective uniess they have
some TEETH in them. The letter of the law puts the teeth in it |
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The SPIRIT of the Act is retlected 1n the following goals:
® 10 assure safe and healthful working conditions
® to reduce accidental deaths, injuries, and occupational ilinesses
® to heip people by rnidding workplaces of hazards

® to cut the human and economic waste that injuries and illnesses cause

® to preserve human resources

e e T ™ e ™ e

The spirit of the Actis POSITIVE and HUMANITARIAN,
S .

The Act requires employees to follow safety and health rules, but final responsibility for compliance with
the law rests on the shoulders of the employer. It is the employer who must assure empioyee observance of
the law, Obtaining employee compliance requires good communication between employer and employee. i
YOU as a supervisor are one of the employer's main channels of communication. In your day-to-day |
supervision of employees YOU have both the opportunity and the obligation to make the law work
effectively through proper communication and motivation.

The Act requires employers to post certain notices to keep employees informed of their protections and '
cbiigations under the ACT (FEDERAL REGISTER Section 1903.2). The employer is required to display a |
copy of the OSHA poster titled ""Safety and Health Protection on the Job" displayed in the center of the

recordkeeping requirements booklet. You should read that poster right A now It informs employees of their !
rights and obligations under the law, .

. By displaying this poster, the employer can accomplish which two things described befow?

a. inform employees about their protections and obligations under the law

b. comply with the law

c. inform employees about the employer’s annual job-related injury and iliness record

2. The OSHA Standards require the EMPLOYER TO POST AN ANNUAL SUMMARY of ;
occupational injuries and tlinesses (CFR 1904.5) This summarv raust appear in 3 prominent place

where it can be seen by all employees. By posting this annual summary, the employer can
accomplish which two of the following things?

a. compiy vath the law

b. inform empioyees of their protections and obligations under the law
|
¢ nform employees of the employer’s job-related njury and iliness record for the year

Th» OSHA poster, the annual summary of occupational injuries and 1linesses, and other safety and health
posters and messages can be displayed on bulletin boards. The effectiveness of hulletin board displays is




ANSWERS TO QUESTIONS:

1. a. Inform employecs b. C0|‘np|y with the law
Employees also have to be snformed ahout the annual jobrrelated injury and illness record, but
this information 1s not contained in the OSHA poster,

2. 3 Comply with the law c. Inform employces about the employer’s record
. for the year .
Information about employee protections and obligations under the law is in the OSHA poster.

influenced by three factors: how many bulletin boards you use, where they are located, and how often
displays are changed. Some good rules to follow when using bulletin boards are:

® put bulletin boards 1n locations where messages wili get maximum exposure
® change displays often to maintain interest
® use enough bulletin boards to give a imessage maximum exposure

3. Would the locations histed below be good places to put bulletin boards to provide maximum
exposure for safety and heaith messages?

Yes No
. water fountain
. wall clock

employees can see them

d. haliway used by only a few employees

Employees are usually moving rapidly in and out of the entrances and exits of buildings. These enirances
and exits are not the best places for safety and health bulletin boards, because employees won't take time
to fook at them when they are walking rapidly.

COMMUNICATION PRINCIPLES
Three principles of effective safety and heaith communications are:
® repetition - the MORE OF TEN a message is repeated, the more likely 1t is to be remembered

® specifically - the MORE SPEC!FIC a communication is, the more effective it will be

® relevance - the MORE APPLICABLE the contents of a message are to the work area where it is
posted, the rmore effectiv+ it will be

ERI
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ANSWERS TO QUESTIONS:
3. a,b,u Yes ) d. No

would not be seen by the laigest number of employees,

\

Water fountains, wall clocks, and points of congestion are good locations for bulletin boards,
but a hallway used by only a few employees would not be the best location because the message

example at the bottom of this page, which also has a picture.

5 According to the principle of relevance, a safety or

most appropriate 'aration in Column B.

Column A
a LOCK OUT INJURY" PUT SAFETY LOCKOUT
TAGS ON EQUIPMENT CONTF WHILE

VO NCPAIR THE SOUPMINT

b, PROTECT YOUR EYESIGHT: Wt
SAFETY GOGGLES WHILE RATING
GRINDING MACHINES

4 *According to the repetition principle, which practice described below is likely to be more
of fective 1n communicating safety and health information?

a. expose each employee to a safety or health message at least once a month
- b. expose each emplayee to a safety or health message once a day

Accérding to the rinciple of specif:city, a safety or health message should not be just a slogan, but shoutd
have some SPECIFIC CONTENT For example, "“avoid 1njury” is a slogan. So 1s “li,t correctly.” However,
“avoid nury; hift with your legs not your back,” 1s a message with specific content. Even better is the

heaith message should APPLY TO THE

< AREA where it 's posted For example, the message about correct 11fting procedures illustrated n
the preceding item wold be more appropriate in a merchandise receving or shipping area than in
the tilling depar'men’ where invoices are prepared. Match each message in Column A with the

Column B

® Machine shop

® Maintenance Department

AVOID INJURY

back.

Lift with your legs and not your

KEEP

THIS

LINE
NEARLY
VERTIC/L
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ANSWERS 10 QUESTIONS:

4. b, Expnse each employce to a safety or health message at least orce a day. A massage gets a lot
more repetition if read daily than if read monthly.

5. 2. Mantenance Department. The maintenance personnel are the ones who v.."t be repairing the
eqiupment, so they are the ones you want to reach with the message about putting 1ags on the
equipment controls.

5. Which message below :s only asiogan and which has specific content?

, Specific
Slogan Content

a. protect your eyesight

b. protect your eyesight, wear safety goggles
when operating grind.ng machines

N

Several proven principles of effective communication have been given the name “the FIDO approach’ as an
ad in remembenng them:

F . frequency - the MORE OF TEN a message 1s repeated, the more likely.it is to be. remembered

. \

| -intensity = the MORE \/lVID, enthustastic, personahized, and positive the commumca;ion is, the
better it w:ll be remembered -

D curatiorn  SHOPTER messages are mare hikaly to he remembered than jonger ones
O - over again - learning 1s enh2nced and strengthened by REPETITION i

Does the "frequency principle” sound familiar to you? It should, because it Is essentially the same idea as
the “repetition principle.” And what about the “over again principle” above? Does it sound familiar, too?
When you think about it, you wiil realize that the over again principle,” the "frequency principle,” and
the “repetition principle”’ are all saying the same thing in different words; the more often something is
repeated, the more Iikely it is to be remembered. The fact that you learned this principle is an 1llustration
that IT WORKS! )

Rule bookiets and employee handbooks are 2 widely used form of communication regarding safety and
heaith. They often are pocket-sized so they can be easily carried on the job. They usually contain such
items as a company’s general safety rules, specific departmental rules, safe job instruction reminders, and
related safety and heaith information.

Employee magazines and newsletters are forms of communication about safety and health which are widely
used to reach a majonity of employees. These pubt.cations are especially important means of maintaining ,“
interest in job safety and health and keeping employees informed about the subject. They can carry items ,'
about vanious aspects of job safety and health such as the Act, what the company is doing to promote safe *
and healthful work conditions, safety and health contests, the positive safety and heaith performance of
specific departments and .ndwiduals, unusual accidents of job-related ilinesses and what can be learned
from them, safe and healthful work practices, and the benefits of safe and heaithful job behavior.
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ANSWERS TO QUESTIONS:

6. a. Slogan. This 1s not as good as a spectfic message.
b. Specific Content, The message not only tells you what to do, but how to do it.

In addition to the famihar forms of written safety and health communications which have been discussed, a
great deal of effecuve safety and health communication takes place by people talking to each other,
especially supervisors talking to the employees they supervise. Safety and health talk may take the form of
a one-to-One conversation or a group conversation, it may be informal or formal, 1t may be live or even
taped. Safety and health talk may range from a prerecorded message from the senior management
representative, for example, to a quick job safety or health tip you give an employee in ten seconds, such as
“Sam, please take that grinder to the tool crib and exchange 1t for one without a frayed wire; 1 don’t want
10 see you get shocked or burned.” Since YOU have more direct, cioser, and more frequent contact with
employee: than does anyone else, tn management, YOUR personal communication efforts are particularly
important. Employees {earn and are motivated by what YOU say in job indoctrination, day-to-day
coaching, job instruction, and safety a:nd health talks  You will learn mare about these safety and health
talks. (You wiit learn more about these safety and health training techniques in Lesson 13.}

When you go on a vacation tnp, do you take snapshots or shdes? And when you get back from your trip,
do you show the results to your friends and relatives with aporopriate commentary? |f you do, you can
prepare and present your own safety and health programs. With a reguiar 35 millimeter slide camera or
whatever type of camera you have or can borrow, you can capture vivid pictures tn your workplace and
elsewhere to sllustrate job safety and health points you want to make. Then you can etther do the narration
yourselt as you show the shdes or photographs, or you can reco.d the commentary on tape. This procedure
isn’t reaily any different, except in content, from what you do when you prepare and show slides or
photographs to family, friends, or fellow clu members, for example. Don’t think of safety and health
pivtugiukin O ahidu suund sHOows as leLhitivaly LuIhpiex, 96 VEYUNU yuur SCOPE « ey aten’ s

Other speciwhized means of communicatioft about safety and health include models, mock-ups, movies,
videotape, exhibrts, and displays Many of/these, like the photograph and slide shows discussed previously,
you can put together yourself. Others are/favailable, either free or at a nominal charge, from manufacturers,
vendors, and supphérs of the equipment,/matenal, and supphes you use in your workplace. In Lesson 14
you will learn how you can get access to fhese useful communication tools through the safety or purchasing
departments in your company,

The best campany safety and health programs are those that are the result of active management interest
and involvement, Policy and rules to guide the company’s complete program for.safety and health are a
demonstratton of management’s involvement in the program. A policy statement, signed by the senior
management representative, widely publicized in the company, and converted into action plans is evidence
of the type of commitment that sets the stage for the success of a job safety and health program. Another
step 1N this process of effective communication and motivation involves the development and use of rules.
PerPaps you do not think of rules as touis of COMMUNICATION, but why not? Rules, covering all aspects
of safety and health in your operation, communicate to employees the guidefines for your complete
program. Telling employces what rules they are expected to follow 1s one way of making clear to them
specifically what job safety and heaith 1n your company s all about.

o
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Safety and health rules often include bott general rules and those that are specific to a certain department,
craft, or operation, As an example, iere are sumne commonly used general safety and health rules that wili
protect all employees:

® Foliow instructions; don't take chances. {f in doubt, ask Be safe and healthy, not sorry.,

® if you see conditions or practices you think might cause employee injury of iiness, report them
immediateiv.

® Keep your work area clean- and orderly. Disorder 1s a prime cause of accidents and injuries. Put
everything you use back n its proper place.

® Use tools and equipment only fcr their [, oper purpse.
® Use, alter, repair or adjust tools and equipment on'y if authorized.

® Immediately report any accigent, regardless of how minor, invelving ypu or your equipment. Get
first aid quickly.

® if your job requires personal protective equipment, wear it properly and keep it in good
condition,

® Avoid horseplay - it is distracting andf dangerous.
® Learn to lift correctly; then when yo’v do Iift, do it the right way.

® QObey all rules’ and regulations appdlcab|e to your job, including signs of warning, caution, and
instruction,

Rutes must be thought out, spelled out, and carried out. Simply posting them wili not guarantee that they
will be carried out. Communication, motivation, and discipline are required. When most people think of
discipline, they think 1n terms of reprimanding, scolding, threatening, and punishing, but this 1s just one
side of the coin « the negative side. The positive, constructive side of discipline is the viewpoint that, in its
broader sense, disciphine 1s training and assistance which develeps self-control, orderliness, and efficiency.
Positive, constructive discipline emphasizes POSITIVE INCENTIVES such as praise, recognition, and other
forms of reward. Positive discipline 1s the method that meets the needs of people, results in satisfaction, and
MAKES EMPLOYEES WANT TO COOPERATE. This positive, constructive approach to discipline is based
on some of the newest, soundest research into human behavior; it 1s a practical apphication of proven
psychological principles ‘and technigues.

Supervisors can INFLUENCE job safety and health BEHAVIOR by either positive or negative discipline.
Negative discipline, such as punishment, will influence behavior, but can also Cause resentment. The use of
punishment, threats, and blame can cause frustration and anger. This does not mean that you should never
use negative discipline, Sometimes it 1s necessary. |f a rule violation calls for a warning, suspension, or
discharge, for example, then the person who violates the rule should be warned, suspended, or discharged,
{f a rule is not enforced, it really is not a rule. On the other hand, supervisors can accomp‘lish a great deal
through positive, constructive discipline by:

L] assistmg, gutding, and training employees in the safe and healthful way of doing things

® helping employees to understand why safety and health rules are necessary /

~3
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9 showing e mplioyees that good discipline means job security

® letting every employee know what 1s expected and what will happen it a person fails to do what is
expected

® building a team spinit in which employees are proud of their group’s good job safety and health
reputation and work hard to keep it good N

® being consistent and fair in handling people who break the job safety and health rules
7 If a supervisor gives Praise and recognition for the good safety and healith performance of

employees, including written commendations for personnel records, the supcrvisor is practicing
dis~‘pline.

a. Positive
b. Negative

Previous lessons have discussed the advantayes of taking action to PREVENT injuries “nd job-related
itlnesses from occurring. You are also familiar with the practice ‘of preventive maintenance which involves
inspection, servicing, and repair as needed of an item before it malfunclions in order to prevent
mifunctioning. The idea behind PREVENTIVE DISCIPLINE 15 similar. Preventive discipline means trying
at all times to prevent violations of company rules from occurring so that negative discipline will nat be
necessary.

Here are a few Pointers on how to prevent viplations of job safety and health rules:

® make certain that you know what the company’s job safety and health rules are, that you
understand them, and that you know why they are necessary

@ :hen be sure that EMPLOYEES know what the company ‘s rules are, that THEY understand them,
and that THEY know why they are necessary. show employees why observance of these rules s in
THEIR interest

® instruct employces in the proper work methods and practices
® gve simple, clear, understandable orders which ernployees will not mistake

@ if 1n employee 1» not performmg a particular job sat~*actorily, consider whether the employee
might be able to perform atequately on some other job

® bofore you take corrective actionr: in the case of an employee, ask yourself this question: Have |
awven this employde the consideration | would believe was fair if 1 were in the employee’s seat?
If a supervisor has reascn to beliave an employee s going to violate a job safety or hegith rule, but takes no
action and lets the viotation ocaur., ., ‘
8 The suprrvisor is not practicing —..__discipline.
When disciplinary action doss have to be taken, it s a good 1dea to analyze the case and see what reslly

happened and how it nught Lave been prevented  You shoyld ask vourself in each « use, “What could | have
done to prevent this offence?”” urd “What can tiearn frem this disaplinary case to help me prevent similar

1
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ANSWURS TO QUESTIONS:

7 a. Poutive. Any hind of REWARD for desirable joby satety and health behavior which you want
to encourage employees to continue to perform s positive, constructive disciplinie.

8. Preventive Preventive disciphine would involve uymg to get the employee on the right track
before troubie develops. —

violations of job safely and hcealth rules in the future?”” You should especially look for conditions and
contributing factors such as ,

® poor communication

® failure to motivate the employee

o, poo'r instiuctions

® nadequate fraining

L fvaulure to create a warm work atmosphere

® gmployee placed in wrong job
),
'

® poor working conditions /
® failure in detecting early warning signs 7

/
® excessive tolerance of poor conduct/'
Vi

® jack of foresight
® playing favorites
® treating employee like machine

If one of these contnbuting factors was involved, you CAN and SHOULD do something to improve the
condition,

So far in this lesson we have discussed the necessiiy for familiarizing your employees with the provisions of
the OCCUPATIONAL SAFETY AND HEALTH ACT so that they understznd the law and the
responsibilit:es of both the employer and employc g

’

To promote the best safety and health programs for your workplace, you nmiust commurnicate with the
employees. Communicatior techniques include certain principles; i.e , REPETITION, SPECIFICITY and

RELEVANCE.

The effective presentation of these principles in your safety programs can be enhanced by using bulletin
boards, stide programs, publications, such as cagpany newsletters and pamphlets and company rules and
regulations, properly enforced.
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DISCIPLINE, required to make vour prorcams effective, has been analyzed mnsofar as three types are
concerned: neqative, positive and preventive,

The remaindet ot this isson 1s designed to help you in learning about vanous'types of meetings with
employees and how to conduct them. In addition, some principles and methods\of MOTIVATING

“employees will be described,

-
’

JOB SAFETY AND HEAI TH MEETINGS - .

9. A good technique vou can use to commumicate with the employees you supervise about job
safety and health is to hald regular safety and heaith meetings. SHORT meetings held frec ently

i

¢ are better than long meetings held at greater intervals. Based on this rule, which of the following

will be more effective? )
a."a 15-minute meeting each week
b. a 1-hour meeting each month
10.,‘ The best time to hold a weekly safety and health meeting s at the beginning of the first scheduled

shift of the week. Of the reasons listed below, check which three are good reasons for having a
safety and health meeting at the beginning of the week?

a. to get employees off on the right foot —
b. to counteract the distractions of the weekend —

I c. to get the maximum benefit from ine meeting auring the coming
work week -

A

d to fll! in any slack time you and employees may have on the first
day of the work week

11 JFor a 15-minute safety and health meeting, you should select ONE TOPIC. Supervisor A decided
to have a meeting about the need for wearing gloves when handling certain materials, The
supervisor brought to the meeting the gloves that should be worn and the materials that required
gloves in order to be handled. The gloves were passed around at the meeting, and the matenials
were arranfed so that everyone could see them. Was Supervisor A sticking to one topic at the
meeting?

a. Yes
b. No
12. Ercourage employees to PARTICIPATE in safety and health meetings Ask for thewr opinions
and sufgestions. Find out if any of them have examples from the'r own experience on the subject
of the particular meeting if the employees at the meeting want to make comments, you should
consider this to be pvug(nce of* =

a. therr interest, attention, and concern

b. th: fact that you have lost coritroi of the meeting

' 12
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ANSWE RS TO-QUESTIONS. -

9. a. A SHORT meeting is easter 1o fit into the work schedule and 15 just the nght length of time to,

hold employuees’ stiention, \ .

10. a. b. c.
A short meeting at the beginning of the work week will focus everyone’s attention on safety and
health throughout the week. ;

11. a. Yes. Concentrating on the one subject of wearing gloves for handling haéardous materials is
the best way to impress that particular point on employées‘ mi.nds. ;

12. a. Their interest, attention, and concern., /
People who are bored and disinterested will not have anything to sdy because they will not be in-
volved or thinking about the subject of the meeting! Whenever your Ineetings generate questions
and comments, you are making excelient progress. -

-
13. Supervisor A wants to have a series of 15-minute safety and health meetings, to cover a single
subject at each meeting and'|o encourage partictpation of employees at the meetings. Which two
practices will heip accomphish a!l three objectives?

2. have longer meetings

b. discourage discussion

-

,

c. schedule 10 minutes of presentation and 5 minutes of discussion {or vice versa)
rl

d. arrange to be centacted after the meeting about other sugjects

There are various techniques yod can use in your safety and health meetings to help employees visualize
what you are talking about. These techniques are called VISUAL AIDS. Visual aids get employees’
attention and help ‘them understand and remember your message. In addition to siides and photographs,

“which were ‘discussed previously, you can use movies or models as visual aids. You can also use actual

equipment, tools, or materials. Following 1s an example of this technique.,

Supervisor A held a meeting on the subject of unsate small hand tools. The supervisor brought to the
meeting a hammer with a cracked handie and a chisel with a mushroomed head and passed the tools
ground. He explained the different kinds of injuries that could occur because of the poor condition of the
tools. He discussed a recent accident in their workplace that had been caused by an unsafe hand tool. He
told. the employees what to do f one of thew hand tools became damaged. Supervisor A was using unsafe
tools as a visual aid. This technique is very effective because the employees are using the tools every day,
and it also indicates the supervisor’s concern for their safety.

Supervisor B built a cardboard model of the materials handling area to use in a meeting about aisles,
passageways, housekeeping, and work fiow. The supervisor was recreating a real-life situation in the form of
the 1vodel. Again, the employees were easily able to iddntify THE!R work area and the significance of the
demonstiation,

To maintain interest and avoid boredom, vary the presentation metaods you use in your job safety and heaith

meetings. For example, you can alternate presentation methods by using slides with a tape-recorded
commentary at one meeting, and photographs of unsafe conditions at a third meeting. {f you show a movie

n
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ANSYIERS TO QUESTIONS .

13. ¢ endd
By encouraming employ s 1o ttob to on 2 tubject at a ancting but to come around fater to talk
about other gy, 11,5 possibhe to ecver the chosn subject in a short meeting and at the same
time not disconreye employees from speaking up.

\

and have a {uest spo:dh-.l the nextweek, you are vary:ng the presentation method so that the employees will
look forward to these discussions

In addiion to usng visual ads ard o vancty of presentation methods, you can add interest to safety and
health meetings by having them at different locations. The subjects of the meetings will give you ideas for
different focations

@ A mecting about the care and repiacement of machine gu ards should be held 1n the machine shop.
Since the machine shop s the place where machine guards are installed and used, it is the logicat
place for a meeting about machine guards.

® A meeting about emergency first aid shoutd be conducted in the dispensary  Since the dispensary
is the place where medical treatment would be performed if an employee were injured, it is the
logical place for a meet:ng about first aid.,

SAFETY AND HEALTH MEETINGS ABOUT FEDERAL STANDARDS

&
A good way to communicate the contents of the Act and the OSHA standards is to have a series of safety
and health meetings about the partcular OSHA standards thzt apply to your workplace. Some of the
subjects covered in the OSHA standards are tisted on the last three pages of this lesson.

The OSHA standards are changing. All revisions will appear in the FEDERAL REGISTER and in its 2nnual
summary involving job safety and health, which 1s entitied CODE OF FEDERAL REGULATIONS 29
LABOR PART 900 to end.

The supervisors in Orgamzation X afe having a series of 15-minute weekly safety and hedlth meetings about
the OSHA standaids that affect their workplaces.,

The first week, Supervisor A brought two grinding wheels, a new one and a broken one, to his meeung. He
explained the proper way to check, install, use, and maintain this type of wheel. He discussed the hazards
of exploding wheels and the reed for correct use of guards, protective equipment, and work procedures

Supervisor B brought several cardboard boxes to his meeting and demonstrated the difference between
proper and improper stacking techniques. He used this demonstration to lead into a discussion of good
housekeeping practices. )

Supervisor C brought a respirator and a variety of cartridges to her meeting. She discussed the selection, use
and care of these devices for protection from dust, fog, fumes, mist, gases, smoke, sprays, and vapors.




14 Mawch the descnpnios of cach safety cnd hea'th meeting n Column A with the STANDARD n

{( , Column B, v/hrh was the subject of the mecting
Colurnn A Column B
a Supervisor A displayed new and ® Standards for  Grinding, Polishing, and
broken grindiiig wherls Buffing Operations
b. Supervisor B vsed boxes to demon- ® Standards for Housekeeping
strate stacking techmiques and dis-
cussed housekeeping ® Standards for Respiratory Protection

c. Supervisor C displayed a respirator
and cartridges

. At his second safety meeting, Supervisor A displayed a pair of damaged safcty glasses that has saved the
eyesignt of an employee. He described the acadent and let everyone see the 1esults of the impact the glasses
had absorbed and imagine what would have happened if the employee’s eves instead of the glasses had been
hit.

At his meeting, Supervisor B displayed a large white Posterboard on which were painted big patches of
color - red, orange, yellow, green, blue, purple, and black. He explained what each color meant when used
as a hazard marking and asked employees to report at the next week’s meeting areas which needed better
safety and health hazard color code marking.

Su.pervisor C brought an emergency fockout tag to her mecting. She explained the system of emergency tags
used 1n the organization and descrnibad what rught happen if an employee were repatnng untagged

( equipment but were not visible from the controls of the equipment, for example. She made sure that
empivyess Kiiew widt 10 U 1 they i0ung oot fays On vatves of switdies and eapiditieG the special
procedures and precautions that should be followed.

15. Match the description of each safety and heaith meeting in Column A with the standard in
Column B which was the subject of the meeting”
, " Column A Column B
! a. Supervisor A displayed a par of ® Standards for Color Codes for Marking Physi-
y damaged safety glasses which had cal Hazards
saved an employee’s eyesight
) ® Standards for Eye and Face Protection
b b. Supervisor B used big patches of
) colors on posterboard to llustrate ® Standards for Accident Prevention Signs and
safety and health hazard color coding Tags
B c. Supervisor C displayed an emergency ‘

tockout tag and explained what em-
ployees should do when they see
such tags on valves or switches.

The third week, bot Supervisor A and Supervisor B used the same standard as the subject of their safety
meetings. Supervisor A asked employees to describe, without looking around, the locations of the fire
extinguishers in thewr work area and what kind of fire each of the extinguishers was intended to fight. Since

( 13
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ANSWERS TO QUESTIONS.

14. a Grinding, Polishing, and Butfing Operations
b. Housekeeping
c. Respiratory Protection

15. a. Eye and Face Protection >
b. Color Codes for Marking Physical Hazards
¢ Accident Prevention Signs and Tags

not everyone could answer the questions, he took the employees on a firg extinguisher tour, stopping at

each of the area extinguishers and explaining how the extinguisher operated and what kinds of fire 1t would
extinguish,

Supervisor B brought a small box of bicarbonate of soda to hus meeting He explained to empioyees that the
sodium bicarbonate will put out a fire in a flam{pg frying pan or in an automobile engine, for example. He
told them that sodium bicarbonate s also used as'the base chenyical sn most dry chemical fire extinguishers
and discussed various types of fire extinguishers.

[ 4
Supervisor C brought to her meeting a portable electric power tool with a frayed cord. She explained how
this kind of defect can electrocute the user who touches the cord, especially if the user is also touciing
metal piping or standing in water She told the employees about the safety checkout procedure for hand
power tools that they were to begi using to assure that tools were checked by employees before use.

16. The meetings of Supervisors A and B wera about the __ standards.
17. The meeting of Supervisor C was about the standards.

a. Electrical

b. Fire protection

MORE IDEAS ABOUT VISUAL AIDS

The preceding items contain some examples of how supervisors used visual aids in ther weekly safety and
health meetings. These 1deas and a number of others which you might want to use follow.

IDEAS FOR USING VISUAL AIDS IN SAFETY AND HEALTH MEETINGS

® Protection 1s the name of the game, whether it's a fence around your yard or a quard around a machine.
They both serve a useful purpose. Use a PIECE OF CHICKEM WIRE as a point of discussion on the value
of quarding. Just as the chicken wire can protect your home from intruders so the various machine
guards used around the company can protect you from serious injury Ask employers to report any that
are being bypassed or removad, or any dangerous situation which should be guarded but ts not You may
be surprsed at the knowledgrable answers you get. (Machinery and Machine Guarding Standards are
found m Part 1910 Subpart 0)

@ Bring in an ARM CAST or LFG CAST that you have cbhtaincd from the local hospital, or fromn an

acqquantance who recently had to wear 1t Ask the employees #hy p2ople have to wear these sorts of
things If any of them have worn a cast, have them tell some of the ways 11 wa, inconveaent,
uncomfortable, restraiming, or disadvantagecus Discuss accidents involving shps, trips, falls, and broken
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ANSWERS 1O QUESTHIONS

16. b.

bones Have »mployens identiny hazards 1n thenr workplaces that could cause such accidents and suggest
ways to eliminate them,

® Bring an, ARROW to the meeting. Ask 'e empioyees if they would stand in front of an archer who was
shooting that anow. A silly question? Maybe not After all, many shops have equipment which
potentially can throw off chips or other flying pai icles of vanous kinds Standing in front of these
machines without the necessary protective equipment could be as dangerous as standing i front of an
archer. (Protective Equipment Standards are found in Part 1910 Subpart 1.)

® Display ane or more V-BELTS. Discuss their importance as machine driving forces Then discuss theur
hazard potential, and the driving forces in people that lead them to unsafe acts regarding
V.belrs rosulting 1in cuts, bruises, and finger amputations Ask employees for preventive action
suggestions

® Put your fingers in a loaded RAT TRAP? Nct hkely. Pull back the spring on the trap, and, after your
fingers are 1n a safe position, let it fly. You'll certainly get everyone's attention when 1t slams shut. dut
more important, you can equate the rat trap with the very real and very dangerous hand traps in the area
The point. think of every unsafe position for your hands as a possible rat trap and watch your fingers.
they have to last a hifetime. Make a survey of your business, pointing out all potential hand traps.
{

® A few spools empty of thread strung along a rubber band make an excellent MODEL OF THE HUMAN

COIRIAL L1 Issd Tl c o d b omamt o ot LAt e R e R T T
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the spinal column shou'd not be fiexed. When the spoois at either end are Lifted the row will bend 1n the
middie, simulating the flexing of the spinal column when an injured person is picked up without proper
support. Moving a person with a broken back could sever the vital spinal cord. Similarly, the spools can
be used to illustrate how little supporting strength the flexible backbone has when hfting unless 1t s in an
almost vert:cle position . ¥

® Exhitit two GRINDING WHEELS, a new one and a broken one Have dialogue about the proper way to
check, insta!l, use, and maintain this type of wheel. Review the deadly hazard of expfcding wheels and
the need for consistent and correct use of guards, protective equipment, and work procedure.

® The heart pumps a full five quarts of b'ood every 60 seconds. The loss of one quart, a scant two pints,
creates a very senous medical probiem. The danger of severe and rapud bleeding can be dramatized by
using a CARTON OF WATER, COLORED RED WITH VEGETABLE DYE. Pour the contents of the
carton into a ciear Quart mutk bottle while poln(mg outl that the loss of this much blood s
Iife-threatening After you've made your point, show your hsteners how to stop severe bleeding with
direct pressure on the wound.

@ Bring 3 SPARE EMERGENCY OR LOCKOUT TAG to your meeting. Explain the system of emergency
tags used in your company. Make certain that each employee knows what to do if there 1s & tag on a
valve or switch. Explain any special procedures or precautions that should be followed. (Standards for
Accident Prevention Signs and Tacs are found in Part 1910 Subpart J )

15
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Bring in a respirator and a variety of cartnidges Discuss the majot guidelines for selection, use and
care ot these devices for protection from occupational diseases related to harmful dusts, fogs,
fumes, musts, gases, smokes, sprays or vapors (Respiratory Protection Standards are found in Part
1910 Subpart {.}

A tencent BOX OF SODIUM BICARBONATE might well be the world's best b;;rgam. It will put
out 3 Hlaming frying pan or auto engine fire with equal ease. Sodium bicarbonate is so good, it is
used as the base chemical in most dry chemical fire extinguishers. Moreover, it is a first aid kit
with few equals Mixed with petroleum jelly it can take the bite out of a bee sting. Mixed with
water (several teaspoonfuls per half glass of water) and gwven in large amounts, it will induce
vomiting in @ poisoming victim, The same mixture, in less quantity, serves to neutralize a strong
acid poison For shock victims {when medical care 1s delayed), give a mixture of 1/2 teaspoon salt
and 1/2 teaspoon bicarbonate of soda in a half glass of water at 15-minute intervals.

A HAMMER WITH A CRACKED HANDLE, a CHISEL WITH A MUSHROOMED HEAD, or any
stmular defective tool used in your work 1s an excellert visual contact for a talk on hand-tgo!
safety Bring the tools to the meeting, and pass them around, Explain the different %inds of
injures that couid occur because of their poor condition. If an accident has already occurred, feet
free to discuss 1t, especially f one of your own crew was injured. Tell the employees what to do
when one of therr hand tools becomes damaged.

Bring n several relatively small CARDBOARD BOXES. Demonstrate the dramatic difference
between proper and pcor piling Use this as a lead-in for highlighting key points of good
housekeeping 10 storage areas {Standards pertaining to housekeeping are found in Part 1910
guh"\‘w'D)

Can a good first aid kit be made for a dolar or two? Yes, indeed, A few yards of unbleached
musiin cut nto TRIANGULAR BANDAGES afford as much protection from severe bleeding and
refated njunes as many exoensive commercial first aid kits. These triangles of 1/2 square yard can
ba foldued into one of the most useful bandages known: the cravat Consult your company doctor
or th2 Red Cross First Aid handbook for details Remind your listeners that this Hifesaving bandage
can be kept in the car glove compartment as well as in the home

Bring in a DART OR TWO AND A SMALL TARGET Ask for a volunteer to stand tn front of
thw targ2t while you fire off a dart. When peogle tell you you're crazy, you can tell them you're
no more crazy than employees you've seen standirg without eye protection in front of yninders,
chippers, or whatever other machinery you have. After all, 5 chip can blind as easily as a dart.
Discuss all aspects cf eye safety with the employees (Standards for eye and face protection are
found n Part 1910 Subpart 1) '

Use a large piece of WHITE POSTER BOARD WITH BIG PATCHES OF COLORS on it, {red,
orang, yellow, green, biue, purpls, black). Ask the employees Ahat cach color means, as a hazard
marking  Ask them to report, in the next meeting, areas needing better utilization of safety color
crvding  (Standards on safety color code for marking physical hazards are found in Part 1910
Subpart )

Find an electnic tool or apphance with a FRAYFD CORD Explain that this kind of defect can
ll and should be reported A person touching this cord could be clectrocuted, vspoecially if the

19
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person were touching metal puung o standing 1n water At this time you may want to start a
safety chedk out for hand power touls The tools shuuld be carefully checked by each employce
betore they are used {Electricd Standards are found i Part 1910 Subpait S.)

® SAFETY GLASSES THAT SAVED SUMEONE’S SIGHT t:ll a compelling story, esoecially if that
tomeone works for you or works 1 your business Bring the safety gl?:ssus to the mecting and tell
the facts about the eccident. Let everyone see the smpact they absorbed Those with vivid
imaginations can guess what the result would have been if the eye, instead of the glass, had been
hit Many compamies have chapters of the Wise Owl Club {membership restricted to those who
saved their sight through eye protection.} If yours does, arrange to have a member give a short
tatk on eye protection

® Ask your employees, without looking, to tell the location of the FIR’E EXTINGUISHERS: and, f
they can, which kind of fire each of the extinguishers will fight. If not everyone can answer the
questions, take this opportunity to tuke everyope on a "Cook’s tour ” Stop at each of the area
extinguishers, and explain to each of the employkes how they operate and what kinds of fires they
can put out (Fire protection standards are found 1n Part 1910 Subpart L.}

® “Three minutes to live' 1s a frightening thought:, but 1t’s also the realistic outlook for the accident
victtm who 1s not breathing. After three minutes of not breathing, chances of revival decline
rapidly. A THREE MINUTE EGG TIMER can“’ be started at the beginning 6f your talk to show
how quickly thiee minutes can pass. Use this device to open a talk on the correct method of
mouth-to-mouth resuscitation. Accurate :nstructions can be found in the Amencan National Red
Cross First Aid handbook.

® Use a STEPLADDER, a stool, and a wooden crate as aids for a discussion of "steps to ladder
C safety.”” Emphasize that no one should risk a broken neck by chimbing up on furniture or
€G.pITnl SR Wb tv Lty Ly 215p0 wee of W righi bl of leduer. (SwanGards (Ul jedGEls are

found in Part 1910 Subpart D.}

® See 1f you can find an old PIECE OF LUMBER with a big RUSTY NAIL sticking through it, 1
Bring 1t to your meeting and show 1t to your employces The danger 1s that the puncture infhcted «
by this nail may be filled with milhons of tetanus germs Without proper clearing, medical j
treatment, and possibly a tetanus shot, the wound could become infected, with deadly lock-jaw the 1
possible result. Remind employees to remove these nails or to bend them over. Well-built shoes |
with sturdy soles are another good precaution. |

|
|
1

® A chain 15 only as strong as its weakest hink Bring a DEFECTIVE CHAIN to your meeting and
show it to your employees Remind them that because their lves mdy be resting on the strength |
of that weakest link, they should inspect each chain before using it. Look for: 1) bent links, |
2) cracks in weld areas, 3} transverse nicks and gouges, 4) corrosion pits, 5) stretched hnks. Specific
information on chain usage can be found in chain manufacturers’ catalogs or in National Safety

Council publications, -

This chart will help you in your safety meetings, Reaa the five principles involved, and then turn to the
next page.
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Read safety materials seifishly. Listen

O

idea—a communication bull‘s-eye.

R Make 1t perscnal and meaningful to them.

what you mean.
booklet.

n

special action, Give a prescniption.,

Practice the 5 P's for successful safety talks*

Prepare P Think safety. Write things down for your idea bank.

to others’ ideas and
attitudes. Organize and outline your tatks. Practice.

Plnpﬁmt P Don't try to cover too much ground Concentrate

on one safety rule, ona first aid hint, one unsafe practice, one main

Personahz&» Establish common grond with your lis-

teners. Bring it close to home. Make it important in their minds.

PICtUHZe P Create clear mental pictu.es for your listeners.

Appeal to both their ears and their eyes. Help them really "'cee
Use visual aids, hike those suggested in this

H I'QSCHDB P 111 closing your safety talk, answer the question the
listeners always have—'"So what?'’ Tell them what to do. Ask for

(¥ o4

Using the “"Five ‘P’ Approach” in safety and health meetings will do much to make them interesting and
meanimgful. This practical and proven communication technigue consists of five things you can do to make

any safety or heaith communication more effective and more interesting - Prepare, Pinpoint, Personalize,

Pictunize, and Prescribe.

Match each set of directions in Column A with one of the five Ps listed 1n Column B.

Column A

18. organize and outline your talks

19 don't try to cover too much ground; concentrate on one
sprecific problem

20. establish common ground with your listerers; talk about a
spectfic problem that applies to the jobs of the eriployees
In the meeting

21, create mental pictures for your histeners, use visual aids

22, teil your histeners what to do; suygest specific solutions
for problems in thewr workplace

21

18

Column B

a. prescribe
b. picturize

¢ personalize

C.

pinpoint

e. prepare




ANSWERS TO QUESTIONS

18. e. 19. d. 20. c.
21. b 22. a.
MOTIVATION

in addition to using good communication techniques, you need to apply the basic principles of motivating
people tc get employees to enthusiastically comply with safety and health standards What exactly is
motivation? How does 1t work? Everyone has had experiences (n particular situations of knowing what
must be done, how to do it, why i1t 1s being daone, and what the results are going to be - and WANT!NG TO
ACHIEVE THOSE RESULTS. These are the times when a person s MOTI{VATED! Motivating employees
means heiping them to feei this way about achieving job safety and health and about thinking and
performing in a safe and heaithfut manner Mouvation 1s a positive thing. MOTIVATING OTHERS MEANS
INSPIRING, ENCOURAGING, AND MOVING THEM TO ACTION: 1t means creating the climate and
conditions that are conducive to willing and enthusiastic achievement of goals. Motivation means getting
the desired results in terms of job safety and health performance by erierguzing your employees, {t’s not as
difficult as you may think, but it does take a basic understanding of certain motivational principles which
will be explained in the following items.

23. One basic principle of motivating people 1s the principle of RECIPROCAL !NTEREST. This
means that the employees you supervise will be rotivated to accomplish the results you want TO
THE DEGREE you show interest in the results they want. The employees are more likely to °
cooperate 1n meeting the goal of eliminating Job safety and health hazards if you show them you
are interested i1n

~dr A [ P C el 8 ] s
24 A cocond wotivations! proncste o othe Friaciplc of PENCCNAL PARTICIPATICN. This wticdte

that if you can get the emplo: ces you supervise personally involved in-the safety and health
program, it will INCREASE therr motwation. To apply the principie of personal participation,
which one of the following actions would you take?

a. "ask the employees for their ideas and suggestions about eliminating job safety and health
‘ hazards

b. tell the employées what you have dec.ded they must do to 1educe hazards

25. When employees have a feeling of proprietorship about the job safety and health program and
exert extra effort to make THE(IR ideas, THEIR plans, THEIR decisions, and THEIR project a
success, the motwvational principle of _ has been effectively applied.

" a. personal participation

b. reciprocal interest

ERIC : .
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ANS\WERS TO QUESTIONS.

23, Helping them do a good job without getting hurt or damaging their health No employee 1s likely
to be disinterested in protecting personal well being while maintaining productivity,
7

24 a Ask emplayees for their ideas and sudgestions about eliminating job safety and heaith hazards.
Even though you may know what needs to be done, if you encourage employees to make sug-
gestions, they will feel more involved - and you may get some good tdeas you haven't thought
of! Even though the actions and rules you decide on are good ones, employees will be mose
likely to cooperate if they feel they have had SOMETHING TO SAY ABOUT what the actions
and rules are to be. Employees might even syggest more stringent rules than those you had in

mind!

25 a Personal particsipation. Getting employees to take a real part in a safety and health program
not only assures their cooperation, but makes for a better progran.

ERIC

26. A third principle of motivation is the principle of PERSONAL RECOGNITION. This means that
the employces you supervise will be more highly rnotivated t0 make the safety and health
program work  they know THEIR EFFORTS ARE APPRECIATED. When you give the
employees credit for their contributions to a project, you are applyng the motivational
principles of —_—

a, personal recognition
b. personal participation

c. reciprocal interest

27. Which of the following actions Is an application of the motivational principle o# personal

-

recognition?
a praning an employee for a hazardous job safely done
b cnticizing an employee for doing somathing unsafe or hazardous 1o health

28 1f no notice 1s taken of un employee’s good job safety and hea'th performance and as a result the
employee loses enthusiasm for supporting the employer’s program, this vould be an example ot
apphcation of the motivational pninciple of personal recognition.

[ Y

a. successful
b faulty

29, When you prepare o writter commerndatioe for 2n emptoyee’s personnel inlder saying the
employre ts doing 4 goed job of meeting safety and health standards, you are using the

motivation principle of
a personal participation
b, persenat recagnition

¢ reciprocal intorest
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ANSWERS 10 QUESTIONS:

26. a. Personal recognition. It takes ittle effort on a supervisor’s part to praise an employee for a
safe or healthful action on the job and it has a very beneficial effect on the employce’s motiva-
tion. "

27. a. Praising an employee for a hazardous job safely done. A supervisor needs to be very careful
to balance necessary criticism with deserved praise so as not to discourage employces from trying

to perform work in a safe and healthful manner.

28. b. Faulty. One of the easiest things you can do to motivate employees is to observe when they
do a good job and TELL them so'

29. b.

A practical tool for motivating hazard-free behavior is a job safety and health suggestion program. in a
safety and health suggestion program, employees are encouraged to submit ideas for reducing or eliminating
job safety and health hazards. Employees whose suggestions are adopted receive recognition and awards.

30. For a job safety and heaith suggestion program to be an effective motivator, the suggestions
which are submitted must be followed up IN A TIMELY FASHION. Supervisor A has a safety
and health suggestion prograin set up so that a committee evaluates suggestions once a month,
reports back to the employee who submitted the suggestion, and gets prompt implementation of
suggestions where practical. Supervisor B runs a safety and health suggestion program by filing
suggestions and evaluating them every six months. Which supervisor 1s more likely to have an
effective safety and hezlth suggestinn program?

a. Supervisor A
b. Supervisor B

Another motivating tool you can use is a job safety and health awards program. Employees who
consistently excel at performing hazardous jobs in a safe and heaithful manner or who make unusual or
significant contributions to job safety or health, such as a simple and clever solution to a very hazardous
problem, or clear-headed and resourceful action 1n a moment of crisis, can be SINGLED OUT for safety
and health awards.

I1¥ you decide to have a safety and health awards program and want to be sure it is an effective motivator,
consider presenting awards to recipients tn a special way. Photographs of job safety and health award
winners and publicity 1n company or local newspapers help to make awards special. Having the award
recipient’s family, supervisor, fellow employees, and community representatives present at the award
presentation ceremony is an example of giving an award in a special way and makes the recipient feet it 15
something of value! )
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ANSWERS TO QUESTIONS:

.

30. a. Supervisor A, Wnen you take prompt action on suggestions, there will be more of them
forthcomingt

APPLYING A MOTIVATIONAL PRINCIPLE ~

31. When you arrange for employees who earn safety and health awards to get recognition in 2
specidl presentation ceremony, you are applying the motivational principle of

a reciprocal interest

b personal participation
c. personal recognition
d communication

As a supervisor, LEADERSHIP IS YOUR JOB. tt s supervisors like you who must lead the way to safety
and health on the job. Your leadership job demands a great deal in the way of knowledge, skills, and
attitudes. 11 s essential that you know the law and the safety and health standards applicable to your
workplace, that you know the basic principle: of occupational safety and health, and that you know your
orqinization’s jots safety and health pohicies, procedures, and practices. Among the vitally important skills
you must use ar» skitls of communication and motivation. These skills are essential for imparting safety and
meltth bnoadid i, Ladding 3003 s iy end Dedili alidudes, inpioving empiuyees’ skiis oi safe and
hedithful workmanship, and dueveloping employee habits that MAKE JOB SAFETY AND HEALTH A WAY
OF LIFE!

LIST OF SOME OF THE SUBJECTS COVERED IN OSHA STANDARDS
FEDERAL REGISTER PARTS 1910-1926

A - ‘ -B - {Cont'd)
Abrasive blasting Bootts, spre.
Abravive vheel machinery . Buffing and polishing wheels
Accident prev-ntion tags
Acetylene
/ .C-

AT contaminants
Anhydrous 1mmania, stotage and hardhing of

-

Apphances {electric) Cables, flexible electrical
Arc welding and cutting eqiipment Carbon dioxide extinguishing systems
Autrmate sprenkler systems Cauvtion signs
. Chernical toilet specifications
=B - Cotlor code fur marking physical hazards
» ' Compressed gus and compressed aw equipment
Bokery equipmant Cornpressed gas cytinders, inspection of
trrolagcal hazard tags Compressed ygases
Hlast nyg abrasive Cooperage machinery
Biachirg agont, and suppites storage of Cranes, overhead and gantry
Beatswain's chawrs Crawler lucomotive and truck cranes
22 T
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3l e
.D- “H-
Danger signs Hand and portable powered tools and equipment
Degreasing ° Hazard tags, biological
Derricks . Hazardous locations {el~ctrical)
Dip tanks containing flammabic or combustible Hazardous materials
liquids Head protection, occupational

Dusts Housekeeping
_ Hydrogen

N -E- Hydrostatic tests

Egress, means of

Electrical

Electrical cords and cables, flexible
Electrical protective devices
Environmental control, general
Exit marking

Explosives and biasting agents

Eye and face protect:on

Fire extinguishung systems
Automatie snrninkler systems
Carbon dioxide systems

ire protect:on

First 310, medical services and

Fixed tadders

Flammable and combustible liquids

Flexibte cords and cables {electrical)

Foot protection, occupational

forging machines

Fumes

Gantry cranes

Garaging LP-Gas-Fueled vehicies

Gas mask canisters, 1dentification of
Gas regulation and mixing equipment
Gases

General environmental controls
Grinding, polishing, and buffing operations
Grounding {electrical)

Guarding, machinery, and machine
Guarding of portable powered tools
Guillotine type cutters

tmmedhate evacuation warning signal
in-plant tratfic signs
tonizing rachation

Jacks
Junction boxes and fittings

Ketene (Threshold Limit Value)
Kiers
Kiln tender room

Ladders
Mason’s ladder
Portable metal laddars
Portable wood ladders
Laundry machinery and operations
Liquefied petroleum gas 4s a motor fuel
Liquefied petroleum gases storage and handling of
Liquids, flammable and combustible
Logging, puipwood
Longshoring .
Lowe: explosive limit of some commonly usud
solvents
LP-Gas in buiidings
Lunchrooms

23

26




M-

Machinery and machine guarding

Manlifts

Mason’s ladder

Materials handling and storage
*Mechanical power presses

Mechanical power-transmission apparatus

Medical services and first ard

Mills and calenders in the rubber and plastics

industries
Mists

Nitrous oxide

*No Smoking”’ signs

Noise exposure, occupational
Nonionizing radiation

. O .

Occupational foot protection
Occupational head protection
Occupational noise exposure

Open surface tanks

Overcurrent protection (elactricat)
uvernead and gantry cranes

Oxygen (as liquid or compressed gas)

~

<P

. Painting, spray
Permissible noise expbsures
Peisonal protective equipment
Polishing wheels, buffing and
Privy specifications
Portable fire extinguishers
Poriable metal ladders
Partable power tools
Portable wood ladders
Power lawnmowers
Power tools
Powered industrial trucks
Puip, paper and paperboard mills
Pulpwood I6gg|ng

.Q-

Quinone {Threshold Limit Value)

-R-

Radiation standards for mining
Radiation symbol

Radiation warning signs

Rag cookers

Resistance welding equipment
Respiratory protection

-§-

Safety belts and lifelines
Safety instruction signs
Safety shoes (foot protectionf
Sanitation

Sawmills

Scaffoiding

Shipbuilding

Sians and tags, specifications for accident pre-

vention

Slow moving vehicle embfem

Spray booths

Spray cleaning and degreasing

Spray finishing using flammable and combustible
materiais

Spray rooms, design and construction of

Statrway raifings and guards

Standpipe and hose systems

Storage of explosives, Amenican table of distances
for

.

-T-

Ternporary labor camps

Textiles

Toilet facilities

Toilet specifications, chem cal
Transformers

Transportatxc}n of explosives
Transportation of packaged blasting agents
Threshold Limit Values

\. 2’7
Y
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Use of explos:ves and blasting agents
Use of respirators agents
Use of respirators

Vapor degreasing tanks

Vapors

Vehicle, emblem, siow moving
Vehicle:mounted work platforms
Vent line diameters

Ventilators

W -

Walking-working surfaces

Warning signs, radiation

Washroom machines

Water gel (slurry) explosives and bla<ting agents

78

« W+ {Cont'd)
Welding and cutting equipment, arc
Welding, cutting, and brazing
Welding equipment, resistance
Window-jack scaffolds
Woodworking machinery requirements
Work platforms, vehicle mounted

< X -

X-ray inspection of welded, piping joints
X-rays (conizinQﬂradiauon)

-Y.
Yeltow {safety color code)
-Z-

Zinc {welding or cutting)
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LESSON 13

HOW AND WHEN TO PROVIDE SAFETY AND
HEALTH TRAINING

The purpose of this lesson 1s to show you how and when to provide safety and health traiming. It is
especially directed to employees performing new jobs and how to make and keep,them aware of hazards.

The purpose of occupational safety and health training 1s to make employees aware of the safety and health
hazards that they operate under during thewr working day, as well as how to perform their jobs without
endangering themselves or thesr fellow employees.

v
The following quotations from the standards are examples of the emphasis placed on safety and health
training by the Act: '

CFR 1910.178(1) Powered Industrial Trucks: “only trained and authonized operators shall be
permitted to operate a powered industrial truck. Methods shall be devised to train operators in the
safe operation of powered industnal trucks.” ’

CFR 1910.217{f}{1) Mechanical Power Presses: “"The employer shalt train and instruct the operator
in the safe method of work before starting work on 2ny operation covered by this section.”

Before any employee you supervise starts a job that i1s new to that employee, it is your responsibility to
provide safety and heaith training for that specific job. This means that safety and health training is
requ.red for a new employee, an employee who is changing jobs, a newly created job, or a job that has been
gt Vo e tho host prrean o grovde cafary ard haslth training for emnlovees <1arrimJ 'inhs new to
them because you are the one who 1s most knowledgeable about the hazards involved n the jobs under
your supenvision,

Training an ernployee tefore work xs’started on a job gives you a good opportunity to influence the
formiation of good work habrts. With newly hrred employes2s who are beginning thesr first jobs, you can
belp them in the formatior of safe and healthful work hapits that will continue tnroughout their entire
worxing hves, With newly hired ernployees who have past woOrk axperience, you can get them off on the
right foot with your empioyer With experienced employees who have been assigned to new jobs, to newly
created jobs, of tu Chang:d jobs within the organ.zation, you can detect and correct unsafe or unbealthful
work habits which the employees may not even be aware of.

Proviching safety and health training for employees starting jobs new tu them is an important supfrvisory
function. )

Safety and health rraining should include the foilowing nformation: ,

@ the nghts and recponsibihities of ¢mployees under the Act, including conduct on the part of
EMPLOYEE that may be necessary to comply with an OSHA Standard

® first 2yl und ernergency procecdures
® the need ta report all syents resulting in inury, iliness, or proparty damage, as well as near misses
" @ the need to report hazargous conditions and practices

® company and departmmental safety and health rules and how they apply to the employee’s job
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® the specific hazatds of the employee’s job and how 1o avand them

® the procedures, precautions, sifeguards, and personal protective equipmont necessary to protect
the emptoyee from the hazards of the jooh

As sou will note from the prec ding, safety ard heaith training for a new emproyee include, the thice
Rs: nghts, responsibihities, and rules

® Teaching a new employee his or her RESPONSIBILITIES under the Act
® Teaching a new employee his or her RIGHTS under the Act
® Teaching a new employes the general and departmental safcty and health RULES of the company

You should also teach emplcyees starting jobs new to thern about the OSHA safety and health
STANDARDS that apply to their jobs.

Safety and health training should also :nciude information about action to be taken tn the following
emergency situations?
3 .
® what to do if the employee or a fellow employee is seriously injured or deveiops severe symptoms

V of liness

® how and when to evacuate the building rap:dly

® how and when to give a fire alarm to fellow employees, report a fire to the local fire department,
and use portable fire extinguishers and other avaitable fire fighting equipment

( ® how and when tno chit nff olot‘f'inny' noc, and athar rr\n{‘-:ﬁ_l hazpede

it 1s especially important for employees to know what to do In these emergency situations because quick
action Is required,

Since the employer 1s responsible for correcting hazards and recording Winesses and njuries ceused by
. occupational hazards, a good training program vall include teaching employees to report such conditions
and events. Tell new employees about the reporting requirements of the Act. Since regulations promulgated
under the Act require your employer to maintain specific information on all recordable injuries and

t ilinesses, you should stress the need for employees to report all job-related injuries and ilinesses that occur
( in thetwr workplaces.
2 it i1s a good idea to have employees report ALL injuries and ilinesses so that YOU can make the decision as
} to whether an event is RECORDABLE or not. Then, too, remember that some ‘‘near misses’’ which are not

actually recordable have come within mere fractions of being serious enough to count. You can often learn
something from a “near miss” that will help prevent the actual thing from happening.

The importance of prompt reporting of hazardous conditions or practices should be explained duning the
safety and health training you give before the employee starts a new job.

e S

in addition, safety and health training for new employees should include general and departmental safety
and health rules.
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Thi, thty be the employee's frstintioduction to the safety antd hedith reauiremen?s of your estublishment,
By stressing safety atui health an the beginmng, the emnplayce will Lo less likely to make errers when ferst
perforiming job duties The employer will ziso be impresced by the fact that the ogamization mean,
bustiiss about prachieing guod suf. 1y and health precedares

An effective way to teach emiployess sbourt sefety and health rules 1s to explain that each rule refers to g
hazardous act or cotdition which expeniencs has shown causes occupcetional injuries and ilinesses.

Desciibe actudl viclations of safety and health rules and the accidents and exposures to hedith hazards that
the violations have 'od to Tel employees that the rules have been made to PREVENT hazardous acts and
conditions which are known to cause injuries and inesses on the job.

Supervisor A tells a new employee; “Don't use tocls, materials, or equipment that are defective {rou, .
shppery, corroded, frayed, cracked, etc ). Report defects and get them fixed.” The supervisor ts teaching
the new employee about a safety and health rute

Supervisor B tells a new employee in a chemical ptant sbout the safety and health rule requiring employees
to wear goggles when handling chemical solutions. The supervisor describes how an employee, who was not
wearing goggles while Ziawing aud from a drum, splashed some acid 1n one eye and required emergency
medical treatment to save the vision in that eye.

Supervisor B 1s teaching a new employee a safety and health rule ard describing a viclation ot a safety and
health rule and the consequences of the violation.

Telling employees what the safety and health rules are is important in developing job safety and health
awareness. However, even when employees are aware that your employer stresses job safety and health, this
does not necessarily mean they will be able to figure out how to apply safety and health rules to their own
jobs wathout being taught, Application of generai rules to specific job situations doesn’t occur
automatically. As a part of the traming process, you must convert general safety and health rules into
SPECIFIC safety and health practices for an empioyee to apply to a specific job.

Supervisor C tells a new rolling machine operator in a roofing Paper factory that the company has ageneral
rute forbidding operators to remove protective guards of devices from machines. The supervisor points out
the protective guard on the machine at the pomnt where the roofing paper goes between two rollers. The
supervisor explains that the purpcse of the protective dovice is to prevent the operator from getting caught
in this nip point and drawn between the roliers. Supervisor C is teaziung the new employee how to appiy a
general safety and health rule to the employee's specific job.

Supervisor D is training a new employee who will work in a petroleum product manufacturing process
involving the use of toxic chemicals. The supervisor telis the employee that the department has a safety and
health rute forbidding anyone to transfer a chemical from one of the large lapelled storage containers into
any smaller container that is unlabelled. The supervisor shows the employee several of the small, portable
containers and explains how to !abel thefn. .

The supervisor illustrates the hazards presented by unmarked toxic chemicals by describing what might
happen tf ai employee who knew what was 1n an unmarked container was interrupted or cal d away and
another employee came upon the hazardous chemical unaware of what it was. Supervisor D is teaching the
new emgloyee how to apply a departmental safety and health rute to the employee’s specific job.

Now you can see that in addition 10 teaching a new employee how to apply the qeneral and departmental
safety and health rules to the job the employee will do, 1t I1s necessary to teach the employee about the
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hasards speaific to the job and how to avard thom Safety and health traiing about a specitic job should
mclude the tUOvang mtarroation”

® instiuctions shout the speaific hazards of the new job

® mnstructions shout the specific procedures, precautions, and sateguards rnecessary to herform the
spesific joh without iy or diness

During traini'g, the safe and heglthful method which has been developed for performing each step of the
job should be duscribed i detal ond the various hazards of the job should b pointed out and Cescnibed in
terms of their relationship to the ok steps Onn purpose of ‘training o o teach the enployee vhat the
hazards conneuted with a specific job are and how to avoid them. This kind ot specitic tranina has been

found to reduce the number andg severity of occupational acaidents and « xposure to health hazards.

To be sure you include information about all the hazards of a specific job and how to avoid them, you need
the following informatior.:

® - the key steps of the job
® the hazards involved in each step
® the sufety and health practices the employee must be toid and shown
® the safety and healta knowledge the employee must azquire
A job analysis ke the one discussed in Lesson 4 will provide the necessary information.,
The contents of ¢« JOB ANALYSIS were described 1n Lesson 4. Use the words below to filt in the hianks

1 Ac v will Temember, 3 1nh analvgic hieaks a 10h down into a sediienece nf

A job analysis identifies the ____involved n each step.

3. A job analysis describes the __ which a.e key factors in performing the job safely

and healthfully,

a. steps

b. procedures and precautions
c. hazards

Review the job anatysis and make a hst of the hazards associated with the job. The followirg arc important
components in performing a job in a safe and healthful manner.

® the tools, materials, and eGuipment being used
® the movements performed by the employee

@ the congitions in the surrounding woikplace

Yoy 29

._...,..1




ERIC

Aruitoxt provided by Eic:

ANSWERS TO QUESTIONS:

1. a. steps ? <. hazards 3. b. procedures and precautions )

\

A job aralysis may already have been performed as a part of your employer’s occupational iliness
and injury prevention and contrul program or as part of the normal wage or job survey to set stand-
ards for job duties and pay. If so, you can use this existing job analysis to plan the contents of the
safety and health training you are going to do. if a job analysis has not been done, it would be destr-
abie for you to perform one, or reguest that one be performed, .using the techmqué described in
Lesson 4.

The job analysis focuses attention on the hazards of the job and aids tn developing safe and healthful work
procedures and 1dentifying safeguards necessary for h.azard-free job operation.

To be sure that all the hazards associated with a particular job are covered in the safety and health training
for that job, in addition to consulting the job analysis, refer to reports of injuries and tlinesses (discussed in
Lesson 3 and 5), and to the facility inspection reports (discussed an Lesson 7).

The safety and heaslth train:ng which you give nev, employees is most likely to be done on the job.
However, in the event you should be called on to teach a formal classroom course, there are a number of
publications avaiiable which will explain the process of determining the training requirements znd training
objectives for a course, preparing lesson plans, identufying trainine aids, etc. Some of these publications are
listed under “‘Training” 1n the bibliography in Lesson 15,

After you have pilanned the content of the safety and health training you will do, the next step is to
assemble whatever tools and materials are necessary and to arrange the work situation. Below is a list of

208, ce ntnorforr 102t mandy e nctratt 3 TS empltyTe Sren anperienzed cmpleyec 6n a new job.

Use the words to fill in the blanks. )

4. Read the

5. Make a hst of the and
healthfu! performance of the job.

which are the k2y factors in safe and

6 Assanbie the . equipment, and materials that the employce will use on the job.
7. ____the work station as you want the employee to keep 1t.,
a, job analysis
k. tuols
c. proeedures, precsntions
d arrange
L 5500 5 discus-ed the importance of putting an employes at egse when conduching an interview abaut an
corident o exposure to o a heaith hazard 1t s cqually important to put @n employee at ease when

eorducting sifety andd heofth traieing Begin with an inforral consersation Jhout subjects of qeneral
wrtenrest, Thisis one g sy to put the rmiployee ot ease

e e —— — e, g e =




ANSWERS TO QUESTIONS:

(. 4 a. jobandlysis Loo¢ procedires, precautions

6. b touls 7 d arrange

Durning this initial conversation, st s o quod i a to get the employee to tell you what he or she already
knows about thejob. 1t also o gnod ded to find out 1t the employee thinks that occupational injuries and

ilinesses are due to circumstinces beyond an employee’s control or that an employee can avoid harm by
1
saie and heaithful work habits

) Safety and health training specific to the job consists of tour steps:
® telling the employee how to do the job safely and heaithfully

® showing the employee how to do the jobs safely and healthfully

€ letting the employee do the job while you cbserve and correct as necessary

¢ following up the training with observation after the employee begins reqular performance of the
job to be sure safe and healthful work habuts are retamned

' Each of these steps will be amplified in the remamnder of this lesson to stress its importance aru help you to
. administer your own training program.

, 8. To tell how to do a job safely and healthfully, you will have to tell the employee about the

hazards in each step of the job opecration. Each time you point out a hazard, exptain how to

N ( ( avoid the hazard Supervisor A s training a new pipefitter in an o1l refinery. The supervisor shows

s v the japifites Winth prpehes véity vausou substdnces and indicates winat causuc supstances the

lines carry. The supervisor emphasizes that if an obstruction is rodded out of a plugged tine while

the line 1s under pressure, there is a hazard of being burned by the caustic solution suddenly

. spurting out onto the employee. The supervisor explains that the way to avoid the hazard s to

; make sure that the line to be worked on ts not under pressure by closing the valve leading into
1 | that part of the pipeline and bleeding the pipeline before beginning work Supervisor A is

a. explaining a hazard in one stey of the job

i

\

i
‘ |
1\ | b. explaining how to avoid the hazard
| N
\
| i <. explaining a hazard in one step of the job and explain:ng how to avoid the hazard
{

9. Supervisor B is training a new electric.an for the job of repairing large stationary power-driven
{ equipment. The supervisor points out that 3 person at the controls of the equipment is not able
to see all parts of the equipment. This means that if the equipment operator does not know a
maintenance technician 1s working on the equipment, the operator might start up the equipment

causing the maintenance technician to be sertously hi;y o killed. Supervisor B 1s teaching the
new employee about

3. a hazard that exists
b. asafety or health rule

c. what to do to avoid a hazard of the job

( 3N
X 4
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ANSWERS TO QUESTIONS:

8. c.

9. a. A hazard that exists. The operator’s work station should be locked and tagged.

10. Supervisor B tells the new electrician that the department has a rule requiring that the source of
power be either locked out or physically disconnected before any maintenance is performed on
power-driven equipment. Supervisor B 1s now teaching the new empioyee atout

a. asafety or health rule

b. ahazard that exists

11 Supervisor B then explains ta the new technician how to disconnect or lock out the power source
of the equipment, prior to working cn it, in the follow:ng ways:

® by locking the clectric switch on the power circuit in the “"off” position
® hy disconnecting the motor electrically or mechanically

® by removing the belt drive

Supervisor B 15 teaching the new employae about

4. what to do to avoid a hazard
b ahazard that exists

DEMVIONSTRATE EACH STEP

Once you have explained hows to perform a job step safely and healthfully, demonstrate how to perform
the step Be sure to peiform the step EXACTLY as you want the employee to do it. If personal protective
rquipment is required, use it The purpose of the supervisor’s performing a safety or health procedure

exactly as the supervisor wants the employee to perform 1t results in the following:

® the employer sees cuch potentially hazardous step of his or her new job performed exactly as it

should be done
® the ernployee learns safe and healthful work habits
® the employee sees how to avoid the hazards of the job

By providing quod safety and health training before an employee starts a Job, you can avord the many
ndustnal aceidents and exposures to health hazerds that occur as a resuit of poor work habits or lack of
informinon about how to do the jobin a hazared free manner

Superasor C s demorstrating a stepin a job operation to a new emyployee The operation involves handling
rough matenals, and there is g ruk of eye injury from metal chips, Supervisor C s performing the nperatiun

32
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ANSVWLRG 10 QUIESTIONS:

12. By demonstrating each step of a joh to a new employec, you dre tedaching safr and healthiul work

wearing protective gloves end gog les. The supervisor wearing the protective equipment for self-protection
and to perform the step exactly as the employce should do 1t

habits. Can you teach sate and heaithful methods by doing the following things?

Yes

a. showing an employee how to perform skiiled hand
operaticns 1n the safest manner

b. showing an employee how to hft bulky objects
without getiing a backache, spran, or pulled

muscle

c. perforrming an operation without weaning the
proper protective equipment

d taking a risky shortcut

12 Moge aoorte hape 10 by chnwe thirss mors thon once o ~rden <o legrre

necessary, Once you have done the following things, is your safety and health traning job

complete?®

® told a new employee once what the hazards of the job are

No

3Aamne.d
thom, Pooatiticn ¢

® told a new employee once how to perform the Job safely and healthfully

® gven the new employee one demonstration of how 1o perform the job safely and

healthfully
a. Yes

b. No

As experienced teacher knows that people do not ‘earn things perfectly the first time, but that a number of
repetitions are required, depending on how compiex the step is that is being learned.

After ycu have explained and demonstrated (several times, if necessary) the safe and healthful way todo a
particular job, et the new employee perform the job. Get the employec to teil you what each propér action
s and to show you how to do 1t safely and healthfully. When you let the employee perform the job, you

are encouraging the empioyee to learn by doing.
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ANSWERS TO QUESTIONS!

12, a. Yes b. Yes c. No - d. No

13. b. No, A new employee has too many things to think about to be able to learn from one ex-
planation and demonstration. Even an experienced employee who has been transferied to a new
job will probably require more than one demonstration.

As the employee learns to avoid job hazards by doing the job as you have demonstrated, you can tactfully
corfect any errors. Communicate to the employee that you expect different people to learn at
ditferent speeds. Explain that what 1s important s not how quickly a person learns or how many
mistahes ¢ person makes while learning, but how safely and healthfully the job is performed after it
is learned.

Watch the employee go through the job cycle two or three times. Note what unsafe or unhealthful
acts are performed and correct them, but be patient with misunderstandings and mistakes. Remember
that it is normal for people to be nervous when they are learning new things, especially when their
supervisor 15 watching them closely, and that bemng nervous may make them more awkward than
usual,, N

Safe and healthful work habits are not automatic. THEY MUST BE TAUGHT.

Hirdarergnding of the neod $or eafeguard devices or mozhires and for othor pretactivg cqupritat, wiien

required; 15 not automatic 1T MUST BE TAUGHT.

The purpose of a safeguard ard how to use 1t must be explained to an employee. This is part of the process
of teaching the employee to perform the job safely and healthfuily.

To the newly assignes operator of a planniing mill, Supervisor A explained how an injury could occur if the
operator removed the protective cover guard from the revolving cutter head. To a newly assigned foundry
employee, Supervisor B explained that the purpose of the protective aluminum heat shield between the
employee’s work station snd (he blast furnace was to reflect the extreme heat of the furnace away from the
smployee and avoid heat stress Both supervisors explained the NEED for and PURPOSE of a protective
device.

The following are examples of a supervisor explairing to a new employee the PURPOSE of a protective
guard device;,

@ Supervisor A explains to the new operator of a textile printing machine that the inrolling rolls of
the machine are protected by a barrier which can be adjusted to admit various thicknesses of
textiles, but not the operator’s fingers.

@ Supervisor B explains to the nevws orcrator of a punch press bow the sweep guard prevents the
operator’s hand from remaining in the punch area vwhen the press is tripped.

i
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14,

The harmeul con e guences of exposure to a safety hazard are hhely to be mare immiediately ob-
vious than the harmful conse yuenccs of exposure to o health hazard, Supervisor C s training a new
employee who 1s qoing to operate a ripsaw. When Supervisor C pornts out the fact that of the
querd on the biade of the ssw 1S not kept in place while sawing. the operator’s hand can come in
contact with the nipsew. the employee knows without being told that the blade will cut the
opergtor’s hand. ’

However, when Supervisor D points cut to a new food handler in a food processing plant the fact
that, 1f the employee does not veear protective gloves while handiing unprocessed cashew nuts,
the handier’'s hands vall come in contact with the cashew nuts. the employee vl probably not
know why such contact 15 harmful. Should Supervisor D provide the employee the additional
information that centact with unprocessed cashew nuts causes biisters and other symptoms of
severe dermatitis?

3. Yes

b. No

Supervisor C is training a new welder who is going to be wrecking a red-painted metal structure during a
salvag:gg operation, The supervisor tells the weider 1o wear respiratory protective equipment while cutting
the structure witn the welding torch to avoid inhaling the fumes produced by the heat of the cutting

operat.on

15.

16.

Has Supervisor C to!d the new welider everything that is necessary to make the welder understand
why inhaling the fumes would be harmful?

a. Yes
b. No

Supervisor C tells the new welder that the metal structure 1s painted with red lead anc that lead
combined with the heat from the welding torch will produce toxic fumes. The supervisor also
explains what the physical results of breathing the tox:c fumes will be, Has the supervisor given
the new employee the additional information needed to understand why exposure 10 the health
hazard will be harmful?

a. Yes

b. No

Following are hezatds that employees will face on new jobs, along with information that supervisors should
give the new employees about the hazards. These are examples of a supervisor giving enough information

about a hazard, its consequences, and how the employee should protect himseif.

Employee A is going to work n a cutlery grinding operation. The operation produces an almost invisible
fine dust which remains suspended in the air which the employees breathe. The dust can have a harmful

effect on employees’ lungs.

® The supervisor needs to warn the employee about the presence of the dust in the air, to explain to
the employee that the dust is harmful if breathed, and to tell the employee what kind of

respirator to use and how to use it to be protected against breathing the dust.
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ANSWERS TO QUESTIONS:

14. a.

15 b,

16. a.

Employee B 15 going to work n an industrial manufacturing process involving the use of toxic, caustic, and
flammable solvents and other chemicals.

® The supervisor needs to show the employee each hazardous substance, tell the employee the name
of edch substance, expiain how expOsure can occur, describe the harm exposure Zan cause, and

demonstrate how to avoid the exposure.

Employee C 1s going to work In a jet engine test area where the noise level 1s high endugh 1o damage
employees’ hearing on very short exposure.

® The supervisor needs to tell the employee that the naise level can damage the erployee’s hearing
or very short exposure, what kind of ear protectors must be worn, when they must be worn. and
how to wear them.

Employee knowledge and understanding of hazards can act as a built-in safeguar.
The following examples itlustrate inadecuate safety and health training.

® Supervisor A tells new employees not to inhale fumes or get liquid on their skinis, but deoesn’t tel)

themn exactly how to avord these hazards.
)

® Supervisor B gves new employees face masks and respirators and tells them to work safely, but
pi1ovides no further detasls.

Tha supetvisors have not given comptete information to train these employees property.

Provious items have conta.ned exainpies of jobs which require the use of personal protective equipment to
shirld employees from hazards 1n the job. An important part of job safety and health training 1s informing
an «mployee about the protective egaipment required for the Job. 1ts purpose and hows :t 1s used should be
explaned 1n detail,

17 Supervisor A points out to a new employee who will be handling bronze castings that many of
the castings have 1ough edges which can injure the hands. The supervisor shows the employee the
k'nd of protective to wear to prote-t the hands when handiing the rough

castings

18 Supervisor B points out to a new employee who 1s going to handle pig sron and other heavy
objeets that injury to the feut can otcur if ore of these heav / objects 15 dropped. The supervisor
shows the ness emiployee the kind of safety to wear (o protect the feet when
hardiing the heavy objects.

‘d
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4 ANSWELRS TU QUESTIONS:

17. b

16, a.

19. Supervisor C points out to 3 new emnloyee who 15 going to repair motor vehicles that injury to
the face and eyes can occur from fallina metal chips and other debris while working underneath a
vehicle. The supervisor shows the employee the kind of to wear to protect the
face and eyes from mjury while lying underneath a vehicle.

a. shoes
b. gloves L.
c. face shieid
Each of the supervisors in the preceding 1tem has told his employees about:
® 3 HAZARD that exasts in the job

® the proper PERSONAL PROTECTIVE EQUIPMENT to wear 10 protect themselves aganit the
hazard

® the PURPOSE of the protective equipment

( ( 14 .5 not saficient 1o nucitly mention e fecd o1 pioteClive equipsnent. The hazard must be emphasized
ai.d the purpose and function of the equipment m:st be explained in detail. This is especially necessary
because of the fact that using or weanng protective equipment can be somewhat awkward, inconvenient, oy
uncomfortable, especially when 1t is first worn. An employee must be CONVIMCED that there is a real
danger and that the equipment provides real protection agasinst the hazard. The employee i1s then more
hkely to be willing to tolerate a certain amount of inconverience or discomfort in order to protect his or
her heaalth. When Supervisor A tells new employees that safety glasses are required to be worn on ths ;ob,
the supervisor follows up by demonstrating the tmpact resistance of the glasses. Supervisor A shows new
employees actual safety glasses or photographs of safety glasses which have been shattered as they absorbed
the impact of a flying object ard saved an employee’s eyesight. Then the supervisor hits an old pair of
safety glasses with a hammer or uses the old safety glasses to drive a nail into 3 soft board. The supetvisor s
trying to convince new employees that wearing safety glasses reaily does protect their eyes from flying
objects.

20. Another reason to give a new employee detailed information about the purpose and use of
personal protective equipment is to reduce the likelthood that a protective devicc vill be used for
the wrong purpose and give the employee a false sense of security. If an employee knows the
difference between various kinds of respirators, for example, the employee will be
likely to use a respirator with a dust filter for protection against solvent vapors.

a. Less

b. More

C
N
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' ANSWERS TO QUESTIONS:

19. c. (3

20. a.

CONVINCING AN EMPLOYEE TO {JSE PROTECTIVE EQUIPMe NT

Supervisor A works in a meat packing house where sharp knives and cleavers are used. The supervisor
reminds a new employee that when pressure is apphied with a sharp instrument there is a danger that the
instrument will shp and injure the user. The supervisor tells the employee to wear a padded apron when
using the knives and cleavers. The supervisor demonstrates to the employee that the apron does not unduly
restrict mobility. The supervisor shows the employee that the padded apron has quick release fasteners to
avoid friction burns or other injury if the apron gets caught in the conveyor belt carrying the meat being
processed. Supervisor A is telling the new employee about;

¢ a HAZARD of the job
® HOW TO AVOID the hazard by wearing personal protective equipment
¢ what SPECIFIC personal protective equipment to wear

In training a new employee in job safety and heaith, a distinction needs to be made between personal
protective equipment the employee will use in the normal work situation and equipment to be used in an
EMERGENCY situation. Supervisor 8 tells a new employee in a cotton gin.about the respiratorv protective
cquigniieni {0 wedr to prevent innaling harmful cotton dust. Supervisor-C tells a new employee in an ice
plant where ammonig leaks scm.times occur about the gas mask to keep handy for protection should such
a leak occur.

21. Supervisor B is telling a new employee about personal protective equipment to be used in a/an
_ job oneration,

a. Emergency

~

b. Normal __

22. Supervisor C is teiling a new employee about personal protective equipment to be uscd in afan
situation.

a. Emergency
b. Normal

When telling new employees about the personal protective equipment required for their jobs, 1t is necessary
v loattempt to counter the objections employees typically have about wearing such equipment.

L]

Take a reahstic approach, Avoid underemphasizing or overemphasizing the haz.rds of the job. Because the
objections have some basis 1n fact, 1t is important to explain how disadvantages can be minimized.

Tell the employee what discomforts can occur and how to doal vith them. For examPle, if safety glasses
cause headaches or dizziness, the reason may be that the employee 1s nearsighted or farsighted and needs to
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ANOWEKS TO QUISTIONS:

2% b

wedr corrective glasses. An employee who 1s aware of this fact can have an eye examination and get
currective safety glasses to eliminate the problem Remember that employees don't expect jobs to be
perfect. They ad+pt to ail kinds of unsafe and unheaithy conditions and practices. Put that adaptability to a
positive, constructive use. Get them to adapt to using protective equipment and sa‘eguard devices.

23. In additionto personal protective equipment, some types of r;ealth hazards require monitoring
devices or test equipment for such purposes as determining the presente of a contaminant in the
air, measuring the amount of a contaminant in the general area, or “rncasurmg the amount of
exposure a particular employee has received. Supervisor A 1s training 3 new employee who will
Wwork tn an area whe e there 1s a health hazard from an gir contaminant. The supervisor tells the
employee what the air contaminant is and how the contaminant can be harmful. Each employee

1. who works n the area wears a lape! sampler to measure the individual’s exposure to the
contaminani. Does the supervisor nzed to explain to the new employee the purpose of the lapel
\/ sampler and how to read 1t?

In add:tion to telling a new employee about required personal PROTECTIVE equipment, a supervisor
should tell the employee what work clothing is considered safe and UNSAFE for the job and why..
L Suptmns At 2l Imlt oo w1t guiiy 0 wul o aiound uni presses, tathes, o1 vther equipment witn
exposed revolving parts, that neckties, scarves, and loose or baggy clothing create a hazard. Supervisor B
tells machine operators about the danger of wearing finger rings. Supervisor C cautions employees who will
be working around flying sparks not to wear pants with cuffs. These supervisors are warning employees

about unsafe work clothing.

Certain types of jobs present higher than normal hazards to the safety and health of employees. Examples
are situations whe.e employees work around high-pressure equipment or equipment that uses or generates
flammable hiquids or explosive gases or dusts; processes that generate silica dusts or lead fumes; work in
tunnels; processes that involve cotton dusts or asbestos; and manufacture of toxic or caustic chemicals and
petroleum products For these joos, more intensive safety and health training should be provided. Like
employees 1n all jobs, people who work in extra hazardous situations require training 1n ways to avoid
hazards 1n normal job activities. In addition, they require training In actions to take if an accident or
exposure to a hecaith hazard results. Employees in a chemicar plant, for example, who are working with
toxic, caustic, flammable, or explosive substances need to be trained about what to do 1n case a large
volume of a hazardous chemical is spilled or released. Training in use of safety showers and eye baths 1s
necessary. Where the possibility exists that a pipe connection might break off a chlorine tank, employees
need to be taught about special clamp fittings prepared in advance and kept 1n an emer¢ ncy kit,

24. 't a new employee"gets splashed with a caustic solution and learns to use the safety shower by
being pushed under 1t by co-workers, has this employee in a high hazard job received adequate
special safety and health training?

2. Yes

b. No
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23 a Yes. The supervisor should atso tell the employee or the employee’s representative of his or
her night to view such mon:toring when there is an applicable OSHA Standard reguiring monitor-

ing.

24. b.

The following should then always be included i safety and health training for high hazards jobs.
® What to do and what not to do in order to perform normal job operations safely and healthfully

® What special procedures to perform and special devices to use if an accident or exposure to a
health hazard occurs

Once you have given a new employee job safety and health training, this does not mean your training job is
fiaishedk You must follow up the safety and health instruction you have done before the employee starts
the joo by observing the new employee after he or she is performing the new job on a full-time basis, See
that all the safety and health procedures have been correctly learned and remembered.

Don’t overlook the fact that in some situations, employees who are already on the job will require safety
<nd health traiing and’or retraining 1f the emphasis on job safety and health in your company is relatively
nevs, for example, employees already on the payroll may not have received safety and health training when

thoy staited their jobs Even when empioyees have receied safety and health training, they sometimes
roe hitly devaeinn ine~fa pr pahoathfol canrk hokite Apgrhor sung nf situgtion wehere ¢~fory and baglth
trarming 15 needed by employees already on the job occurs when a change in the job or its surroundings
present a hazard v hoch the empioyees die not aware of. The supervisor can determine whether retraining is
rowired by checking the work habits of employees through freguent contact and close observation The
tohiwing foliows up items will discins techniques of job observat:n which can be used to determine the
nced for retraning

T9 dzcide how eifective your traning has been, you have to observe , our employees’ performance to see
whnther they ¢o their job in a safe and heaithful manner.

Travng followsrup by job observation means exactly what the title implhes- observing your employees’
performuance on the job

Thore are three typis of job observations One type 15 unp'>nned and 15 called INCIDENTAL observation,
This s the typ> of observation that oceurs when you are on the move getring other things accomplished.
Fram incident 1l observation you ot a general ympression of how a ,ob 15 being done. You might notice, for
sxvample, someone performing a task inoan especially careful manner or someone taking a dangerous
shorteut

Another type 0f joh observation s the IMTENTIOMAL-CASUAL observation in which you plan to ohserve
joh performanee as, part of your normal work routine. For instance, you right stop to see ho . -~ a new
croptayee s doing, to ser wheth roropeenstruction n job safety ard health has been qiven,

A thrd type of b observation 1s called FORMAL-TOOL OBSERVATION Formal-total observation in-
voluns g start to finsh obueevation of 1 sprobic job 1n a systematic, way.

. . AT
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Matenr the folfowing exainpivs with the names of a type ot job observation. The name of a type can be used

more than once,

Method Examples

25, Incidental observation a. You systematically observe one of

T your employees operating a punch
26. Intentional-casudl observation press

27. Formal total observation b. While walking by a work area, you
see an employue not wearing safety

goggles
c. You happen to see an employee

/ using the wrong job technique
d. You do acomplete observation of 3
’ punch press operation

e. You stop brefly to sce how a new
employee i1s doing

28. Which of the three types of job observation is unplanned?
29 Which one of the three types of job chservation requires the most planning?

THE BENEFITS OF FORMAL-TOTAL OBSERVATION

There are many benefits of a formal-total observation. Here are some examples of the benefits of this

systematic way of observirg a specific job.

® 1t gives you rehable feedback on the effectiveness of your safety and health™training ef forts.

® [t keeps you aware of current work procedures in your area and helps you in correcting hazardous

practices before they result in injuries or ilinesses.

® |t provides you with excellent opportunities for positive reinforcement of safe and healthful work

habits

® |t increases awareness of the importance of safety and health in all jobs.

Conducting a formal-total observation requires that you observe a specific job in a systemctic way,

After an employee has started work on a job on a full-time basis,

healtth
to an employee to work safely and healthfully,

reminder to wear a respirator when entering a h
some bags of caustic materials appear to be leaking,
protection.

You can reap the benefits of an organized safety and health t|
including @ tip with each task assignment,

4

"4

you can use another kind of safety and
trenung called SAFETY AND HEALTH TIPPING. A safety or health tip 15 a quick hint or reminder
It can deal with any aspect of the job. It might be a
azardous work environment. |t might be a warning that
and a reminder to wear an apron, gioves, and face

ppIng program 1f you will get into the havit of
Whenever you give an employee a work assignment, ask yourself

oy




ANSWERS TO QUESTIONS:

25, b, c.

26. e.

27. a,d.

28. Incidental Observation ~

¢
29. Formal-total Observation. in this method you would systematically study an eméyee per-
forming the job -

this key question: "*What 1s the most likely accident or exposure to a health hazard that can #ccur on this
particular job?"" Then give your tip on how to avoid the problem. People tend to remember what they hear
last If the fast communication they hear from you 1s the key safety or heaith TIP for the task, the chances
of their remembering and avoiding the hazard are very good. This visibly demonstrates your concern for the
safety and health of employees and helps bui'd safe and heaithful work habits.

30. A safety or health tip 1s most effective when used:
a. In aclassroom training session
b. on the job

31. Would reminding employees to use their safety lenses while operating yrinding machines be a
safety and health tip?

a. Yes

b. No

32. Suggestions made by you in your work area.to protect employees from safety or health hazards
are called safety and health

Let's practice safety and health tipping. You are the foreman of a plant maintenance team. You have just
ass'gner! an employee to replace the drive belt on an air compressor. In order to replace the belt, the drive
moter must be stopped and the employee must go behinid the machine to the pulley area. It takes about 30
minutes to change a belt, during which time the employee 1s not visible from the starting switch. Other
employees may need compressed air to run their machines and the reserve supply of air wi'l be exhausted in
15 minutes. There 1s a good possibility that another employee, needing air to power a tool, will try to turn
on the compressor when the reserve supply 15 exhausted. The required safety procedure is to place a DO
NOT START tag over the switch ana a “lock out” on the main switch handle.

33. In your own words, what would be your safety tip for this situation, as you assign the task to the
employee? _____ :

Frequent safety and health tipping will help to avoid injury and illness in your work area.

34 1t s more helpful to the employee when you include a safety or health tip with
. task assignment,

a. most
b, every

C. some
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ANSV/ICRS TO QUESTIONS,

30. b. On the job This s mest etfective because the employee receves the tip just befo:e starting

- the task.
31. a,
32. Tpping
33. "Plesse remember to place a CO NOT START tag on the main switch and put a lock on the
raain switch hanale so 1t can't be turned on ™ (This safety procedure is referred to 1in CFR
1910.145.)
34. b,
SUMMARY

In this lesson you have learned about the emphasis that the Act places on training. The fact that safety and
health training 1s necessary for new emrioyees, employees chanjing jobs, newly created Jobs, and changed
jobs was discussed. Y ou have learned that employees should be taught about general safety and health rules
and how to apply these rules to their own jebs.. The need to train employees 1n emergency procedures and
to gwve thern instructions about reporting of hazardous acts, hazardous conditions, injuries, iiinesses, events
causing property damage, and rear misses was reviewed. You have learned the importance of teaching
emplayees about the hazards of their specific jobs and how to perform their jobs in a safe and healthful
manner using the neccssary procedures, precautions, and safeguards. You have learned how to train the
employees by explaining wnat to do, demonstrating what to do, and then letting the employee perform the
job and how to follow up traiming with jcb observation. Use of the technique of safety and health tipping

was explamned as a useful way to promote and maintam szfety and healthful job performance arnong all the
Cf‘»;;:ay-.u.r yud suparviec.
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