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Leader’s Guide Introduction
This section will guide you through the materials in this program and suggest how you might implement the program.  Read it first – it is your roadmap for success.

Purpose and Design of the Program

The Mid-Willamette Metals Consortium recognizes the need for safety to be more than an institutional program.  Safety is also an employee mindset and commitment that must be present every day in all that we do.  Safety Begins with ME! was designed to help employees understand the central role they play in creating a safe work environment.  It introduces basic ways that every employee can help create a safe work culture.  

This program consists of four 1-hour modules.  These modules should be delivered at least a week apart in order to allow time to complete application assignments made at the end of each module.  Sessions may be presented to mixed groups of supervisors and employees since the concepts and skills are universal in their application.  In addition to the 4 hours of classroom time, participants will need 1-2 hours between sessions to complete application exercises.  Some of these need to be led by supervisors or team leaders.  
The program should first be previewed by the Senior Executive or Shop Owner.  His/her support will be critical in order to ensure the success of the program.  Be sure the organization is committed to provide:

· Classroom time (approximately 4 hours);
· On-the-job application time (1-2 hours following modules 1, 2, and 3); and
· Support for the initiatives introduced within this program (i.e. where to post the Safety Suggestion log and the review process your shop will follow).  
Facilitating the Sessions

The workshops were designed for adult learners who generally learn best in an active, participative environment.  Lecture should be minimized.  Key concepts are presented through small and large-group discussions, case situations, and a variety of hands-on exercises.  

A pre-/post-test is provided to assess the impact of the program on participants’ knowledge, actions, and beliefs.  Be sure to administer the pre-test prior to beginning the program.  It is suggested you send it out with the program invitation.  

This Leader’s Guide provides simple step-by-step instructions you can use to guide a group of participants through each session.  Experienced facilitators may embellish and experiment with variations.

Program Materials

Your complete training package contains the following materials:

	Leader’s Guide
	This manual is for the trainer/facilitator who will lead the Safety Begins with ME!  program.  It contains complete instructions for a successful implementation.   


	PowerPoint Slides
	Four PowerPoint slide sets have been provided to guide participants through the content and exercises for each of the four modules.  These PPT files contain many linked video files.  For videos to play correctly, file names and locations cannot be changed.  See instructions below (Where to Begin).  Alternatively, you may use the Pack and Go format to play PPT directly from the CD.*


	Wall Posters
	Six full-color wall posters have been created to visually reinforce key concepts introduced throughout the program.  They can be used as training aids, and may remain in the workplace following training as reminders and job aids.  


	Participant Handout
	The handout set has been designed to provide participants with all the information and tools needed during the four modules.  The handouts may be printed and bound as a complete set; or individual pages may be copied and handed out at each session as needed.  



	Hazard Recognition Cards
	This deck of 20 over-sized playing cards – each listing a potential hazard that may create an unsafe workplace – are used to help participants identify potential hazards during two classroom activities.  

	Change a Flat Tire Cards
	This set of 3x5 cards lists the steps for changing a flat tire.  This generic process may be used during the Job Safety Analysis exercise in Module 3 – or you may chose another work process that many of your employees are familiar with.


	DVD:  Work Place Safety
	This 18 minute video is used in Module 1 to introduce the theme, “Safety Begins with ME!”  

	CD
	The CD provided with this package contains the PPT files* and soft copies of all the other materials included in this program.  


*NOTE:  The CD contains traditional PPT files as well as “Pack and Go” versions for each of the four PowerPoint shows. The “Pack and Go” folder includes a PowerPoint viewer that allows the slide show to run on any PC (even without PowerPoint) directly from the CD.  
Where to Begin?

In order to successfully facilitate this program, it is important that you are thoroughly familiar with all the included materials.  The following suggestions will get you started.

· You must copy the files exactly as described here in order to maintain the PPT links so that the videos embedded in the PPT will play correctly:

· Copy the file folder “Safety Begins with ME” and all of the files and subfolders contained within it to your C: drive.  It must be located on a drive labeled “C:” for the linked files to be recognized.  
· You may delete the “Pack and Go Presentations” folder if desired.  This folder contains duplicate files which are only needed if you choose to play the slide show directly from the CD.  (See box below.)

· Do NOT change sub-folder or file names.  Do not move files.  If anything changes in the file name and path, the link to that file within the PPT slides will be broken and will need to be re-linked manually.  
Alternatively, you may use the “Pack and Go” presentations – contained in the folder by this name – to show the slides directly from the CD, without copying them to the hard drive.  Note:  Depending on the speed of your CD drive, this may result in retarded video playback. 

· Glance through the set of participant handouts and the slides to get an overall flavor for the program’s content and flow.
· Next, skim through the Leader’s Guide to see how the workshop unfolds and what is required of you as a facilitator of the program.  NOTE:  These pages – stored in this manual behind tabs 1 thru 4 – were created using the PowerPoint notes view.  As you proceed, review the additional materials provided with this kit that are used in the various learning activities.
· Schedule the session(s) and send invitation memos as necessary.   The suggested class size is 8 – 20 participants.  A mix of management and employees is encouraged.  You may wish to include the course PRE-test with your memo.  Alternatively, you can plan additional time to have participants complete this at the beginning of the first module.  
· Study the Leader’s Guide, highlighting key points you will make, and making notes of personal examples you wish to share.  


· Customize the materials by inserting your own pictures, stories, and examples as appropriate.  
· In Module 1, you have the opportunity to insert slides of potential hazards in your own workplace.

· For Module 2, decide which process(es) you will focus on for the Job Safety Analysis.  
· In Modules 1 and 4 you introduce the Safety Suggestion Log and the Safety Suggestions process. Determine ahead of time how your shop will implement this process.
· Be sure to chose a good closing story for module 4.
· Practice presenting each module prior to delivery so that you are comfortable advancing the slides with their pre-programmed animations.  
Class Composition and Room Set-up

Generally, it is best to maintain a class size of 8-20 participants.  If you are able to train a group of employees from one function or department, they will find it easier to complete the application assignments as a team following the training.  A mix of management and front-line employees is encouraged as it will facilitate application of concepts between sessions.
The recommended room arrangement is in table groups of 4-6 participants each.  A U-shaped arrangement may also work well if the group is relatively small (less than 12 participants).  Several activities require the learners to work in pairs or small groups.   (Recommended room set-up diagrams follow.)  

You will need a flip chart, screen, an LCD projector with speakers in the training room.  The prepared wall charts may be attached to the flip chart or – even better – taped to the walls around the training area.

Room Set-up Diagram – Table Groups



Room Set-up Diagram – U-Shape












Equipment and Materials
Please ensure that the following equipment is available in the training room:
· Small presenter table at front of room

· Flip chart (minimum of one, two charts are more convenient)

· Screen

· LCD projector

· PC with Microsoft PowerPoint 2003 or later – All PPT files must be loaded into the prescribed directory on the C: drive.  OR  You may choose to play the “Pack and Go” version of the slides.  

· Internet connection – Module 2 has an opening hook that plays a youtube video clip.  Check to ensure that you have a working internet connection from your PC.

· Speakers or sound system connected to laptop – Several audio and video clips embedded into the PPT require sound.

· (Optional) TV/DVD Player to play the DVD.  Alternatively, the DVD may be played on the above PC using the projector and speakers to create a large screen video experience.


It is suggested that you keep all the relevant materials for this course in one box to ensure that no component of the course goes missing.  The following materials should be available:
· Facilitator’s Guide (THIS manual)

· Participant Handouts (Either reproduce a complete set for each learner, or set up folders containing individual copies of specific handouts required for each session.)
· Set of six Wall Posters:  

1. Causes of Hazards

2. 5-S:  It’s MORE Than Just Good Housekeeping!

3. Job Safety Analysis

4. Speak-Up for Safety 
5. Huddle  Before You Begin Work 
6. Hazard Control Measures

· DVD:  Work Place Safety
· Hazard Recognition Cards – One set of 20 cards

· Change a Flat Tire Cards

· Flip chart pad, markers, and masking tape for posting charts
Layout of Facilitator’s Guide
The facilitator notes for this course have been developed using the Notes View of PowerPoint.  These pages have been printed and are included behind tabs 1-4 of this manual.  Key features are highlighted below:
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Suggested transition statement





























Advance (click) to reveal slide animations





Wall posters (also on slide)





Handouts (also on slide)











Suggested scripting and questions to ask








Clock time (and total duration )
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Flip Chart





2nd Flip Chart (Optional)





Small projector table
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2nd Flip Chart (Optional)
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