OUTCOME 2
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Outcome 2
Produce a plan for the development of own task management skills within a vocational project.

Task 1: Introduction to health and safety
Before you go into a work placement, you need to understand the importance of health and safety. 

When people think of health and safety they remember stories such as:




And often don’t take it seriously.

The sad statistics are that a worker aged 16–24 is:

· Injured every 12 minutes

· Seriously injured every 40 minutes

· Killed every 4 weeks (source http://www.hazards.org/2young2die/index.htm)
You are about to start a work placement in a location you have most likely never been in before and therefore you will not be aware of all the risks and hazards. You will be inexperienced and must take extra care to follow instructions and listen to advice from your mentors.

Visit the website http://www.wiseup2work.co.uk
Explore the wiseup2work office and go to MYWU2W (the computer). 

Read the case studies in STYLEUP and make a note of the points that surprise you most below:

1. _____________________________________________________________
2. _____________________________________________________________
3. _____________________________________________________________
4. _____________________________________________________________
5. _____________________________________________________________
Discuss your points in your group and consider what risks and hazards you may be exposed to on your placement.
Task 2: HSE Check it out video 

Watch the video ‘Check it out’ from the Health and Safety Executive about young people in the workplace and answer the following questions.
Think about different parts of your life:

1. Taking part in a leisure activity
2. At home

3. At school
What do you do that could be dangerous?

How do you prevent yourself getting hurt?

When was the last time you had an accident and what happened?

How could you have prevented it from happening?

Think about what you saw in the video. What were the main issues in the video?

What caused the accidents to happen?

Could the accidents have been worse?

What should have happened to avoid these accidents happening?

What do you think they should tell you when you arrive at work?

Task 3: Implications of poor health and safety 
As we have heard earlier, people often see health and safety as an inconvenience and something that makes their jobs more difficult. From the statistics mentioned earlier, it is something that cannot be dismissed as the consequences of health and safety failures can be catastrophic as seen in the ICL/Stockline disaster in 2004. This tragic incident caused the deaths of nine employees and injured 40 others, plus a member of the public. An underground corroded pipe had been leaking liquid petroleum gas into the premises; this caused an explosion that in turn collapsed the entire building.

It is important that you know how to assess hazards and risks to keep yourself safe in the workplace. Section 7 of the Health & Safety at Work Act 1974 states that:

It shall be the duty of every employee while at work—

(a)
to take reasonable care for the health and safety of himself and of other persons who may be affected by his acts or omissions at work; and

(b)
as regards any duty or requirement imposed on his employer or any other person by or under any of the relevant statutory provisions, to co-operate with him so far as is necessary to enable that duty or requirement to be performed or complied with.

This legal speak actually means that you are required by law to take care when at work as your actions can injure/harm yourself or cause harm to others if you behave recklessly. You are also required by law to co-operate with the management of the organisation and follow any guidelines they have in place. 

Using the internet, research examples of health and safety failures; make a note of them and the consequences below. Consider what could have been done to prevent the events happening. You may wish to start at the Health and Safety Executive’s website: http://www.HSE.gov.uk
	Name of incident
	Description 
	Date
	Consequences 
	Preventable?

	EXAMPLE: ICL/Stockline
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Task 4: Poster and presentation

Using the information you collected and collated in Task 3, create a poster outlining the key points in relation to one incident you have researched. 

You should be prepared to discuss your completed poster with the rest of the class/group.

Task 5: Risk assessments
Assessing risks effectively is essential in every workplace and poor risk management has resulted in numerous injuries and fatalities. 

It is actually a very simple task to do and you are going to learn how to complete a risk assessment. A risk assessment is merely a method of identifying the hazards and risks and identifying how the risk of harm can be minimised. 

A risk assessment must be completed on your own placement before you start, you should ask to get a copy of this for your own file.

There are five simple steps to follow according to the HSE, which are:

Step 1: identify the hazards

A hazard is anything that may cause harm, such as chemicals, electricity, working from ladders, an open drawer, etc.
Step 2: decide who might be harmed and how 

Employees, visitors, passers-by, young people, expectant mothers, etc.
Step 3: evaluate the risks and decide on precautions 

Can you get rid of the hazard altogether? For example, by using a trolley for moving heavy objects rather than carrying them, reducing contact with hazards, such as use safety barriers, issue safety equipment (eg hard hat), provide wash facilities (eg eye wash stations).

Step 4: record your findings and implement them 

Record them onto your risk assessment pro-forma (page 8).

Step 5: review your assessment and update if necessary 

Set a date towards the end of the course for reviewing the risk assessment and decide if the process needs to be updated or improved. Workplaces rarely stay the same for long so this is normally undertaken every year.

Identify an area within your school/college to conduct your risk assessment on. Discuss this with your teacher/lecturer and then complete the table on page 9.
Name of assessor: ___________________________________________________ Date: _______________________________

Area being assessed: _____________________________________________________________________________________

	What are the hazards?
	What is the risk rating? (the likelihood of harm) 
	What safety precautions are already in place?
	What else needs to be put in place?
	How will you put this into action?

	EXAMPLE: Trailing cables from printer
	Medium
	None at present
	An extension cable is required to ensure the cables go around the outside of the room rather than creating a trip hazard across the room.
	The janitor will be notified to carry out these actions.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	What are the hazards?
	What is the risk rating? (the likelihood of harm) 
	What safety precautions are already in place?
	What else needs to be put in place?
	How will you put this into action?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Signed: 
Review date: 
Task 6: Placement risk assessment

You should now have a copy of the completed risk assessment that relates to your vocational project.

Add it to your file and read over its contents.

Discuss the risk assessment with your teacher/lecturer and make note of the main points to be aware of below.

	Safety point
	Description
	What I should do to stay safe

	EXAMPLE: Use of visual display units
	Using monitors for long periods can lead to eye damage and eye strain
	Have a break for a few minutes every hour to rest my eyes.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Task 7: Personal task setting

To ensure you get the most out of your vocational project, you must identify personal tasks for you to complete. You must identify a minimum of two tasks for each target.

A sample has been completed for you.

	Target 1: time management

	Task
	Timescale
	Completion date
	Resources
	Complete (()

	1. I am going to improve my time management skills for my project by:

· preparing a timeline of what I need to do before my work placement

· creating a daily to do list to help me manage my day-to-day tasks.


	End of September
	2 October
	Timeline template; computer access; internet availability; printer access; to do list templates; school calendar 
	(

	Explanation of choice

By creating a timeline for my project I will know when I am on target and it will give me a clear outline of what I need to do and when to make it a success.

A daily to do list will help me manage my tasks on a daily basis and will help me stay on target to achieve my project.




NB: Two tasks would be sufficient but three may be required for your vocational project.

	Target 1: 

	Task
	Timescale
	Completion date
	Resources
	Complete (()

	1.
	
	
	
	

	Explanation of choice

	2. 
	
	
	
	

	Explanation of choice

	3.
	
	
	
	

	Explanation of choice


	Target 2: 

	Task
	Timescale
	Completion date
	Resources
	Complete (()

	1.
	
	
	
	

	Explanation of choice

	2. 
	
	
	
	

	Explanation of choice

	3.
	
	
	
	

	Explanation of choice


Task 8: Pre-placement checklist

Before you undertake your placement/vocational project, you should make a note of all the key points to help you prepare. 

Complete the table below.

	Name of employer
	

	Address of employer
	

	Contact person
	

	Contact number
	

	Job title
	

	Dress code
	

	Key job activities
	

	Travel arrangements
	

	Working hours
	

	Breaks
	

	Notes from contacting employer
	

	What are your main hopes for this placement?
	


Extension

Working as part of a group, discuss your pre-placement checklist.










































Pupils must wear safety specs to play conkers





Trapeze artists forced to wear hard hats





Children banned from riding at donkey derby
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