In-Basket Project

Safety on the Job

Teacher Resources
Skill Level:
Intermediate

Time Line:
5 hours 

Description:
 SEQ CHAPTER \h \r 1 SEQ CHAPTER \h \r 1This unit is an examination of the safety practices and procedures at the Business Cooperative Experiences student’s training station.  Students will read, observe, write, and analyze information to prepare an oral/visual presentation.

SCANS Proficiencies
Resources:
Allocates Time



Organize work schedule to collect necessary data



Meet deadline

Information:
Acquires and Evaluates Information



Collect questionnaire information


Organizes and Maintains Information



Assemble material for presentation


Interprets and Communicates Information



Explain training station policies/procedures


Uses Computers to Process Information



Develop presentation



Prepare outline for oral report

Technology:
Selects Technology



Determine appropriate software to use for presentation

Basic Skills

Reading:
Read training station safety manual

Writing:
Compose answers to safety questionnaire


Complete safety alert form


Prepare outline for oral report

Listening:
Comprehend responses from business personnel

Speaking:
Make oral presentation

Thinking Skills

Creative Thinking:
Express creativeness in oral/visual presentation

Decision Making:
Identify hazardous situations

Problem Solving:
Determine suggestions to remedy hazards

Reasoning:
Distinguish relevant information


Determine recommendations

Personal Qualities

Responsibility:
Complete project by deadline

Social:
Work with others to gather information

NBEA Standards

Business Law III:  Agency and Employment

Analyze the role and importance of agency law and employment law as they relate to the conduct of business in the national and international marketplaces

B.
Employment

Level 3

· Identify legislation that regulates employment conditions (e.g., Fair Labor Standards Act, Immigration Reform and Control Act, and Occupational Safety and Health Act)

Safety on the Job

Teacher Instructions/Guidelines
Description/Jobs

This project will enable the student to become knowledgeable of the safety practices at his/her training station.  The student will recognize potential safety hazards and make suggestions for improvement.  The teacher should acquire several safety guidelines/handbooks from local companies.

Task 1
Class discussion regarding proper safety procedures.  The student will bring a copy of the written safety policies from his/her training station.  If there are no written policies available, the student may read from one of the handbooks the teacher has collected.


The student will complete the questionnaire about safety procedures at his/her training station.

Task 2
Complete the safety alert form for each potential safety hazard at his/her training station and offer possible suggestions for improvement.  The teacher may modify this form to meet local needs.

Task 3
Develop and give a oral/visual presentation on the safety policies/procedures at his/her training station using the information from the questionnaire and safety alert forms.  Submit an outline of the presentation.

This project will require a total of five hours for preparation, survey, and presentation.  You may want to incorporate other safety activities into the unit during the days the student is conducting his/her research.  

Equipment/Software

 SEQ CHAPTER \h \r 1Computer with word processing and presentation software
Supplies/Materials

Safety handbooks from local businesses

Training station safety policies provided by each student

Copies of the Office Safety Questionnaire and Safety Alert Form

Recommended Uses

 SEQ CHAPTER \h \r 1This project is specifically designed for Business Cooperative Experiences students; however, it could also be modified for other cooperative or job shadowing experiences.
Safety on the Job

Example Output/Solutions

There are no specific examples or answers for this project.  Each student's answers will vary with the information gathered from his/her training station.  

The class should discuss safety policies/procedures at the beginning of the project.  The teacher may have additional materials to share while students are collecting their research.  The information gathered on the questionnaire and from the observations reported on the safety alert forms will be the basis for the oral/visual presentation.

The final product will be a 3-5 minute oral/visual presentation.  An outline is to be submitted to assist in evaluating the student’s presentation.  Following the presentations, time should be allowed for class discussion.  

Safety on the Job

Evaluation Checklist

Name______________________________________________________________________

Date Started_______________________

Date Completed_____________________

	Performance Indicators
	Yes

(
	No

(
	Comments

	Task 1—Office Safety Questionnaire
	
	
	

	Obtained copy of training station safety policies/procedures
	
	
	

	Completed questionnaire thoroughly using information from company policies/procedures, interviews, and observations
	
	
	

	Task 2—Safety Alert Forms
	
	
	

	Completed form for each potential safety hazard 
	
	
	

	Included all necessary information
	
	
	

	Task 3—Oral/Visual Presentation
	
	
	

	Used appropriate layout/template
	
	
	

	Used appropriate fonts and font styles
	
	
	

	Used relevant graphics
	
	
	

	Used an appropriate color scheme
	
	
	

	Included all necessary information (all topics on questionnaire and Safety Alert Form)
	
	
	

	Created presentation free of typographical, grammatical, and/or punctuation errors
	
	
	

	Used appropriate oral presentation techniques
	
	
	

	· Pitch, volume, and speed
	
	
	

	· Gestures
	
	
	

	· Eye contact
	
	
	

	Prepared presentation to last 3-5 minutes
	
	
	

	Submitted outline of presentation
	
	
	

	· Used appropriate outline format
	
	
	

	· Identified content of presentation correctly
	
	
	

	· Created error-free outline
	
	
	

	Work Habits Observation
	
	
	

	Completed project in acceptable amount of time
	
	
	

	Remained on task
	
	
	

	Worked independently
	
	
	


Safety on the Job

Business Cooperative Experiences students are required to become familiar with and follow safety policies/procedures at his/her training station.  This project will enable you to become knowledgeable of the safety practices at your training station.  The student will recognize potential safety hazards and make suggestions for improvement.  

Task 1

Obtain a copy of the safety policies/procedures from your training station.  Reading the policies/procedures and observe safety practices/procedures at your training station.  Complete the attached Office Safety Questionnaire based upon your research, observations, and interviews of co-workers.

Task 2

Based on the answers to the Office Safety Questionnaire, interviews, and observations, complete a Safety Alert Form for each potential safety hazard at your training station.

Task 3

Use the information from Tasks 1 and 2 to prepare a 3-5 minute oral/visual presentation.  All areas on the questionnaire and the Safety Alert Form(s) should be covered in the presentation.  Be prepared to answer questions about your training station’s safety policies/procedures.

Prepare an outline of your presentation to submit to the instructor.

You will have 5 hours to complete the entire project.

Task 1

Office Safety Questionnaire

Name_________________________________________________________________

Training Station________________________________________________________

1.
Does your training station have written safety policies/procedures?  If yes, where is it located?

2.
Were safety policies included in your initial training?  Is there an incentive program in your company for accident-free work?  If yes, what is the incentive?

3.
Is there a safety committee at your training station?  If yes, explain how it functions and its responsibilities..

4.
Where is the fire extinguisher located in your office?

5.
Is there an evacuation route posted in your office?  If yes, explain how you would evacuate your area.

6.
What are the procedures in case of fire?

7.
Where is the fire alarm located for your area?

8.
What are the procedures for the following?

· bomb threat

· tornado

· earthquake

9.
How does your company handle the following?

· file cabinet safety

· electrical cords

· personal electrical appliances

· electrical outlets

· wet floors

· cluttered aisles and work areas

· food in the office area

10.
What are the ergonomic considerations for the following?

· eye protection

· noise protection

· work station furniture

· office equipment

11.
What is OSHA?  Describe its purpose

12.
List any potential safety hazards observed at your training station.

Task 2


Safety Alert Form

Date__________________________

Name (optional)___________________________________________

Department_______________________________________________

Please explain briefly your concern regarding a potential safety hazard

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Describe location____________________________________________________________

Your suggestions for improvement

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

Return this form to drop box outside business office.


Safety Committee Comments

Date reviewed__________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________


Copies:
Publisher


Safety Committee Chairperson
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