KNOX ACADEMY

NATIONAL 4/5 ADMINISTRATION
Outcome 1.3
Administrative Practices
HEALTH AND SAFETY

PUPIL TASKS

Name: _______________

Identify the Hazards Task
This is an individual task.

Write the answers in your jotter.
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	Hazards identified in Picture 1 are:

· Fire door jammed open




Group Challenge
In groups identify and list the hazards on A3 paper.  

How many can you find?
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Hazard/Fault Scenario
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Jill Baxter the new office junior is sitting at her desk on a cold December morning, and realises that her portable heater is smoking and producing a burning smell.

Jill looks at it and sees that there has been a piece of paper jammed through the grid at the top of the heater.

(a) What should she do?
(b) Create a Hazard/Fault Report Form in MS Word using the template below.
(c) Assist Jill Baxter by filling in a Hazard/Fault Report Form.
(d) Print out your completed form, including a footer.
	Hazard/Fault Report Form



	Please complete this form for any identified hazard/fault and pass it to your supervisor.



	Room Number


	

	Description of hazard/fault
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	Identify machine/equipment that the hazard/fault relates to
	

	Reported by
	

	Date
	

	If remedial/corrective action taken, please describe
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Accident Report Exercise 1
Read through the information given below and then carefully and accurately complete an Accident Report Form.  Pupils may either use the template stored on the server or create their own Accident Report Form based on the information below.

	Accident Details

Matthew Kingston, aged 28, from the Accounts Department, slipped down the stairs whilst leaving the canteen.  He grazed his back quite badly and injured his thumb whilst trying to save himself.  He was taken to the First Aid Room by Simon Walker, who was with him at the time of the accident, but it was decided to take him to hospital for an X-Ray on his thumb.  His arm was put in a sling to ease the pain.

The accident happened today at 1 pm.  Matthew’s home address is 15 Tenby Close, Bridgetown.




[image: image11.wmf]ACCIDENT REPORT FORM

KNOX ENTERPRISES

	Name: 


	Age:

	Home Address:



	Date of Accident: 


	Time:

	Details of Accident (include details of where): 



	Action Taken: 



	Did the injuries require hospital treatment?



	Names of any Witnesses: 



	Signature: 



	Authorised Signature (HR Manager): 




Report to Health and Safety Executive    FORMCHECKBOX 

Accident Report Exercise 2
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Read the scenario below:

	Accident Details

On Thursday 17 May 2008 at 2.58 pm, Mrs Jennifer Brown went to collect a printout of a Health and Safety booklet for her department.

She realised that the printer had a jam, so she decided to open it up and clear the jam by putting her hand into the machine and pulling out the paper.  As she undertook this operation Jennifer caught her hand and cut her fingers.

Jennifer went to the First Aider who referred her for stitches.

On her return to work, Jennifer was required to fill in an Accident Report Form.




(a) Complete an Accident Report Form
(b) In your jotter, state what action you will take to ensure that Jennifer knows what to do next time this situation arises.


Accident Report Exercise 3
Read the scenario below:

	Accident Details

Miss Frances Finch was walking along the corridor on Saturday 5 July 2008 at 1 pm on her way back to the office after lunch with a client.

Just then she saw Mr Bill Ruff carrying 3 boxes of computer paper which was about to topple over.  He crossed the corridor and attempted to walk into his office, although Mr Gavin Dunn (Cleaner) was cleaning the glass door with a large bucket of water which was on the floor beside him.

As Bill could not see where he was going he walked straight into the bucket spilling the water on the floor and the cleaner slipped and fell breaking his arm.

Frances went over to help Gavin who was in a lot of pain and got Bill to find the nurse who supported his arm and sent him to hospital.




(a) Complete an Accident Report Form as if you were Miss Finch, Human Resources Manager

Accident Report Exercise 4
Today there was an accident in the corridors of the offices of Orange Solutions plc. Please complete the accident report form based on the information provided:

	Employee Record Card



	Name:
	Henry Williams

	Address:
	139 Merchiston Avenue, Edinburgh

	Date of Birth:
	23 April 1975

	Job Title:
	Human Resources Administrator

	Department:
	Human Resources


Henry Williams works in Orange Solutions plc as a Human Resources Administrator. Unfortunately on the route to the canteen at lunchtime at 12.45 pm, he slipped and fell down a flight of stairs. The landing was awkward and Henry twisted his ankle.

It was fortunate that you were with him at the time and as you were an authorised first aider you were able to help immediately. You were able to get a First-Aid Kit and apply an ice pack to his ankle.

After a short period of time the swelling went down and you were able to have you lunch. 
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Case Study

It was John’s first day in his new job and he was eager to make a good impression.  His supervisor, Robert Barr, was pleased to have the extra help as work had been piling up.  Robert suggested that they dispense with the usual tour of the building as John would soon find his way around.

Robert did, however, warn John not to use the back door exit as they had been waiting for the joiner for 3 weeks to sort out the problem of the door sticking.

Although the company had a strict ‘no smoking’ policy, Robert told John that it would be alright to slip into the stock-room to have a cigarette mid-morning.

John noticed that much of the equipment was several years old and that the floor covering was damaged and needed replacing.

Linda showed John where he would be working and reminded him to unplug the photocopier when he wanted to boil the kettle as otherwise he could overload the electric sockets.

Robert then explained to John that his job would involve inputting data into a computer for most of the day.  If he wanted to finish work early, it was acceptable for him to work through the midday lunch break.

Although there was a staff canteen, John was told most of the staff chose to have a coffee while carrying on with their work as long as care was taken not to spill liquid over the desks.
Questions

(a) Name the type of training John should have been given when he started employment with the company.

(b) State 2 features which should have been included in John’s initial training.

(c) Identify 5 potential problem areas in the Case Study.

“It is a legal requirement that employer’s enforce regular breaks to be taken by the employees throughout the working day”

(d) Explain and justify the above statement, using the Case Study as an example.
NATIONAL 4/5
1 Briefly describe the hazard that may result form each of the following situations and suggest solutions.

a
The receptionist constantly uses her desk as a filing cabinet with papers piled high at the edge of the desk.

b
the bin is often overflowing and is situated underneath an ashtray.

c
Wires trail across the floor to multi-plugs.
d
Staff often stand on chairs with wheels to reach the top shelves.

e
An employee has put spare painkillers in the first aid box.

2 You arrive at work and switch on your computer.  You begin to hear a strange noise coming from the hard drive and the monitor appears to be cracking at the back.  What should you do?
3 Under HASAW 1974, both the employee and the employer must accept the responsibility for the health and safety in the workplace.  Briefly outline the responsibility of the Employee and Employer.
4 Last Friday, Mrs Cunningham from the Mail Room, tripped over a mail bag that was left lying on the ground.  Her assistant Mr Tripp, phoned the first aider.  An ambulance was called for and she was taken to hospital where it was found that she had broken her ankle.  Within the Human Resources department there are procedures for recording such accidents according to RIDDOR 1995.

a

Complete an accident report form on Mrs Cunningham’s behalf.  Once completed the form should be signed by the HR Manager Miss People 

b
How could similar accidents be avoided in the future.

5 For each of the Acts, suggest 2 main provisions.


a
Health and Safety at Work Act 1974


b
Health and Safety (First Aid) Regulations 1981


c
Health and Safety (Display Screen Equipment) Regulations 1992


d
RIDDOR 1995

6 Your Employer (Knox Enterprises) is aware that you have good ICT skills and sets you the following task:

	Using your ICT skills you have to design one of the following posters for your organisation.





NATIONAL 5
1 Mary, the office supervisor, always fancied herself as a bit of an electrician and whilst she had no formal qualifications, she was always willing to lend a hand when equipment broke down – especially now that the current maintenance contract had expired and had not been renewed.  Recently, when the photocopier broke down, Mary immediately opened the machine up and detected a suspicious looking loose wire.  Just as well she had a mug of coffee by her side for she had a suspicion that this job was going to take some time.  Mary pulled at the wire, there was a flash of light, a loud bang and she woke up in hospital.

As Health and Safety officer, write a report to the Manager recommending a procedure that staff should follow when equipment faults occur.  Justify your recommendations.

2 Sarah was a superb cleaner and took great pride in her work.  An incident occurred at work which meant that she was off work for 4 days.  No record of this incident was ever recorded.  Suggest was the employer should be done in order to comply with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995.

3 As a Health and Safety Office you have received information about the following:

· Staff are always complaining of headaches

· It is difficult to read the text on the monitors during daylight hours.  The curtains do not shut

· Walter and Wilma, who use the computers often,  are both suffering form constant wrist pain

· Eileen snapped at Lesley who was shocked at the outburst.  “I hate this new machine, it has software that I have never used before, my work takes twice as long.  I hate my job now”

Advise what actions could be taken to overcome each of these problems.
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There are extra Hazard Tasks on the computer





Use a different font for the details.





National 5 students could attempt the task using the Forms feature of MS Word – your teacher will show you how





� EMBED MicrosoftWorks.WkShbSrv.6 \s ���





� EMBED MicrosoftWorks.WkShbSrv.6 \s ���





� EMBED MicrosoftWorks.WkShbSrv.6 \s ���





Option 1: A training poster to show potential hazards in the organisation.





Option 2: An information poster to be shown on the organisation’s Health & Safety notice board on one of the items of legislation that affect Health & Safety in the workplace.
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