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LEARNING PROGRAMME
SCHEDULE
Learning Programme Name: CONDUCTING PLANNED TASK OBSERVATIONS
	Unit Standard
	Unit ID
	US NQF Level
	US Credits

	Demonstrate knowledge pertaining to the preparation, conducting,

recording and follow up actions of a

planned task observation in a

working place
	120337
	NQF Level 3
	2 Credits


LESSON 1
Prepare for a Planned Task
Observation
This Learning Unit is aligned to US 120337 Specific Outcome 1: Demonstrate knowledge of how to prepare for planned task observation at a working place
This Learning Unit comprises the theoretical component of your learning and includes activities that are class-based and of a formative nature.

THE IMPORTANCE OF WORKPLACE OBSERVATIONS
All workers are guaranteed the right to conduct tasks in the safest conditions possible. Workplace safety observations are designed to assess the safety conditions of job sites and rectify any potential hazards. A safety observation checklist is a compact,

organised document that allows workplace safety officers to conduct thorough safety observations and document any concerns. Safety observation checklists are specific to particular fields of work, but

many items on a safety observation checklist are consistent throughout all fields.

TASKS FOR THE PLANNED OBSERVATION Fire Protection
A standard safety observation checklist should include a section that assesses the accessibility of fire evacuation routes and fire management systems including extinguishers, sprinklers and alarms. During a safety observation, determine the location and status of all fire extinguisher; all workplaces must be equipped with fire extinguishers according to legislation. All fire escape routes must be free of blockage from boxes or equipment, means of egress should be clearly marked with illuminated exit signs. Check the status of sprinkler and alarm systems; all alarm systems should be regularly tested to ensure proper working

order.
TASK 1 – This Task needs to be completed and placed in your PoE
Explain the requirements of your own workplace task observation checklist.
This Task is aligned to Specific Outcome 1, Assessment Criterion 2 and 3
Hazardous Materials
Many work sites involve the presence of hazardous gases or liquids. Any gas under pressure is considered a potentially hazardous material. During a safety observation, the workplace safety officer must ensure that all pressurised gases are in containers equipped with a pressure release valve. Any hazardous material must be properly labelled with a sign that identifies the type of material and guidelines for safely handling the material. Flammable materials must be stored in a temperature regulated area apart from the main work area; use a checklist to assess the proper storage procedures for hazardous and flammable materials.

During an observation, use a checklist to determine employee adherence to proper hazardous waste disposal procedures. checklists should address employee clothing, appropriate containers and adherence to disposal standards as legislated.

First Aid and Medical Equipment
All employees must be aware of the location of standard first aid and safety equipment. A safety

observation checklist records the number and location of clearly marked first aid kits in various areas of the work site. During an observation, ask an employee to show you the location of the nearest first aid kit should they need it in the event of an injury. Additional medical supplies like decontamination showers, defibrillators and eye-wash stations may be applicable for a checklist in certain high-risk industries. Use a checklist to ensure that all medical stations are clean, accessible and in proper working order; ask an employee to demonstrate proper safety procedures and record their adherence to proper procedures on the checklist.

Employee Safety Protocols
One of the most important aspects of a workplace observation is employee performance. Observe employees during their normal course of work, use a checklist to assess their performance in regards to health and safety procedures relevant to their jobs. For instance, a food handler must properly sanitise a workspace before preparing food while a welder must wear proper personal protective clothing before performing a welding task. A checklist should include industry-specific guidelines for proper personal protective clothing, use of

TASK 2 – This Task needs to be completed and placed in your PoE
Explain in your own words the purpose of having planned task observations.
This Task is aligned to Specific Outcome 1, Assessment Criterion 1
ORGANISE THE WORKPLACE
Poor housekeeping can contribute to low morale and sloppy work. Get rid of unnecessary items; provide proper waste containers, store flammables properly, make sure exits are not blocked, mark aisles and passageways, provide adequate lighting, etc.

Get everyone involved and impress upon employees that you want to make your workplace safer, more healthful and more efficient.

Before making changes in your safety and health operations, you need to gather information about the current conditions and business practices that comprise your safety and health management programme. This information can help you identify problems and determine what is needed to solve them. Ensure that you have this information and provide it to the person responsible for conducting the planned task observation so they are aware of any problems / challenge areas that may need to be urgently addressed.

Workplace assessments / inspections / audits and observations should be conducted by the person responsible for the safety and health management system or should be done by a professional health and safety consultant. The following aspects should be covered in any of these tasks:

  Safety and health activities – examine ongoing activities as well as those tried previously, company policy statements, rules (both work and safety), guidelines for proper work practices and procedures and records of training programmes

  Equipment – list the major equipment, what it is used for and where it is located. Special attention should be given to inspection schedules, maintenance activities, and plant and office layouts

  Employee capabilities – make an alphabetical list of all employees, showing the date they have been employed, their basic job descriptions, and experience and training

  Accident and injury / illness history – review first aid cases and worker’s compensation payments and review your losses. Compare your insurance rate with others in the same industry. Give special attention to recurring accidents, types of injuries, etc

After gathering your facts, see if any major problem areas emerge such as interruptions in your normal operations, too many employees taking too much time off due to illness or injury, too many damaged products, etc. If you discover a major problem, see what can be

done to solve it. Once a problem is identified, you can work on the corrective action or a plan to control the problem. Take immediate action and make a record of what you have done. Even if you find no major problems, don’t stop there. Develop a comprehensive health and

safety programme to avoid any major problems in the future.
TASK 3 – This Task needs to be completed and placed in your PoE
What is the importance of taking note of past inspections into consideration? How does this assist in maintaining health and safety in the workplace?

This Task is aligned to Specific Outcome 1, Assessment Criterion 6
SELF INSPECTION
The most widely accepted way to identify hazards is to conduct safety and health inspections because the only way to be certain of an actual situation is to look at it directly from time to time. Begin a programme of self-inspection in your own workplace. Self- inspection is essential if you are to know where probable hazards exist and whether they are under control or not.

Using a checklist can give you some indication of where to begin taking action to make your business safer and more healthy for all of your employees. You need to start by selecting areas that are most critical to your business, then expanding your inspection checklists over time to fully cover all areas that pertain to your business. Remember that a checklist is a tool to help, not a definitive statement of what is mandatory.

Don’t spend time with items that have no application to your business. Make sure that each item is seen by you or your designated employee and leave nothing to memory or chance. Write down what you see or don’t see and what you think you should do about it.

The inspections should cover safety and health issues in the following areas:

  Processing, Receiving, Shipping and Storage – equipment, job planning, layout, heights, floor loads, projection of materials, material handling and storage methods, training for material handling equipment

  Building and Grounds Conditions – floors, walls, ceilings, exits, stairs, walkways, ramps, platforms, driveways, aisles

  Housekeeping Programme – waste disposal, tools, objects, materials, leakage and

spillage, cleaning methods, schedules, work areas, remote areas, storage areas.

  Electricity – equipment, switches, breakers, fuses, switch-boxes, junctions, special fixtures, circuits, insulation, extensions, tools, motors, grounding, national electric code compliance

  Lighting – type, intensity, controls, conditions, diffusion, location, glare and shadow

controls

  Heating and ventilation – type, effectiveness, temperature, humidity, controls, natural and artificial ventilation and exhausting

  Machinery – points of operation, flywheels, gears, shafts, pulleys, key ways, belts,

couplings, sprockets, chains, frames, controls, lighting for tools and equipment, brakes, exhausting, feeding, oiling, adjusting, maintenance, lock out/ tagout, grounding, work space, location, purchasing standards

  Personnel – training, including hazard identification training, experience, methods of

checking machines before use, typ of clothing, PPE, use of guards, tool storage, work practices, methods for cleaning, oiling or adjusting machinery

  Hand and power tools – purchasing standards, inspection, storage, repair, types, maintenance, grounding, use and handling

  Chemicals – storage, handling, transportation, spills, disposals, amounts used, labelling,

toxicity or other harmful effects, warning signs, supervision, training, protective clothing and equipment, hazard communication requirements

  Fire Prevention – extinguishers, alarms, sprinklers, smoking rules, exits, personnel

assigned, separation of flammable materials and dangerous operations, explosion-proof fixtures in hazardous locations, waste disposal and training of personnel

  Maintenance – provide regular and preventative maintenance on all equipment used at

the worksite, recording all work performed on the machinery and by training personnel on the proper care and servicing of the equipment

  PPE – type, size, maintenance, repair, age, storage, assignment of responsibility,

purchasing methods, standards observed, training in care and use, rules of use, methods of assignment

  Transportation – motor vehicle safety, seat belts, vehicle maintenance, safety driver

programmes

  First Aid programmes / supplies – medical care facilities locations, poste emergency phone numbers, accessible first aid kits

  Evacuation plan – establish and practice procedures for an emergency evacuation e.g.

fire, chemical / biological incidents, bomb threat, include escape procedures and routes, critical plant operation, employee accounting following an evacuation, rescue and

medical duties and ways to report emergencies
LESSON 2
Conduct a Planned Task Observation
This Learning Unit is aligned to US 120337 Specific Outcome 2:

Conduct a planned task observation at a working place
This Learning Unit comprises the theoretical component of your learning and includes activities that are class-based and of a formative nature.

See the planned task observation tables Below:
	

	Criteria
	Area Standard
C = Commendable
S = Satisfactory
U = Unacceptable
N = Critical
	Actions
Required
	By
Whom
	By
When
	Action
Completed
	

	devices fitted for moveable equipment
	
	
	
	
	
	

	Equipment checked

and has current inspection tags
	
	
	
	
	
	

	No cords on floor or across walkways
	
	
	
	
	
	

	Equipment
	
	
	
	
	
	

	In good condition (in

unsafe taken out of service)
	
	
	
	
	
	

	In use or stored appropriately
	
	
	
	
	
	

	Suitable for purpose used
	
	
	
	
	
	

	Maintenance checks /

records upto date
	
	
	
	
	
	

	Ventilation
	
	
	
	
	
	

	Air vents, filters,

extraction fans clean
	
	
	
	
	
	

	Servicing records kept upto date
	
	
	
	
	
	

	Gas Cylinders
	
	
	
	
	
	

	Cylinders secured
	
	
	
	
	
	

	Stored outside

(minimum inside)
	
	
	
	
	
	

	Cylinders in use

secured on trolley
	
	
	
	
	
	

	Hazardous
Substances
	
	
	
	
	
	

	Material safety date

sheets available for all substances
	
	
	
	
	
	

	All containers clearly labelled
	
	
	
	
	
	

	Stored appropriately
	
	
	
	
	
	

	Manual Handling
	
	
	
	
	
	

	Unnecessary manual handling eliminated
	
	
	
	
	
	

	Staff trained in manual handling
	
	
	
	
	
	

	Staff trained in use of mechanical aids
	
	
	
	
	
	

	Lighting
	
	
	
	
	
	

	Light fittings clean,

working
	
	
	
	
	
	

	Work areas well lit
	
	
	
	
	
	

	Night lighting adequate
	
	
	
	
	
	

	



	

	Criteria
	Area Standard
C = Commendable
S = Satisfactory
U = Unacceptable
N = Critical
	Actions
Required
	By
Whom
	By
When
	Action
Completed
	

	Security lights working
	
	
	
	
	
	

	Employee Amenities
	
	
	
	
	
	

	Toilets, hand basis clean, soap available
	
	
	
	
	
	

	Lunch room / canteen clean
	
	
	
	
	
	

	Safety Signs
	
	
	
	
	
	

	OHS Policy displayed
	
	
	
	
	
	

	First aid, protective and fire equipment, signs, etc posted
	
	
	
	
	
	

	Waste Disposal
	
	
	
	
	
	

	Bins regularly emptied
	
	
	
	
	
	

	Clean
	
	
	
	
	
	

	Food scraps in vermin proof bins
	
	
	
	
	
	

	Infectious waste disposed of

appropriately (if applicable)
	
	
	
	
	
	

	Fire and Emergencies
	
	
	
	
	
	

	Extinguishers in place
	
	
	
	
	
	

	Serviced, not blocked
	
	
	
	
	
	

	Exits clearly marked,

clear
	
	
	
	
	
	

	Exits, emergency

lighting work
	
	
	
	
	
	

	Action cards,

emergency numbers displayed
	
	
	
	
	
	

	Smoke detectors tested
	
	
	
	
	
	

	Fire blankets

accessible
	
	
	
	
	
	

	Employees know procedures (ask a

sample of staff)
	
	
	
	
	
	

	First aid kit available, well stocked and clean
	
	
	
	
	
	

	Records kept of first aid provided
	
	
	
	
	
	

	Grounds
	
	
	
	
	
	

	Paths even /

obstruction free
	
	
	
	
	
	

	Garden sheds locked
	
	
	
	
	
	

	Easy access to grounds for staff / visitors
	
	
	
	
	
	

	


Commendable’: if the service’s policies and practices meet requirements. This would be

indicated by the service providing evidence that:

•    all criteria are satisfied

•    there is evidence of continuous improvement

•    there is no area of major health or safety risk nor major concern about staff /

visitors well-being, and

•    there is a consistent level of achievement of the outcome.

Satisfactory: if the service’s policies and practices generally meet the requirements and there are only minor deficiencies which can be rectified within an agreed timeframe. The service would:

•
be able to provide evidence of an adequate corrective plan currently being implemented to rectify the deficiency within a reasonable time, and

•    have no major areas of health or safety risk nor major concern about residents’

well-being.

Unacceptable: if any major health or safety risks or concerns about staff / visitors  well- being exist but the service can provide evidence that an adequate corrective plan is being actioned and will be achieved within an acceptable timeframe; if the service’s policies and practices do not meet the expected outcome because there are major deficiencies (other than a major health or safety risk or concern about residents’ well-being) which, despite corrective action, will take considerable time to rectify.

Critical if a major health or safety risk or concern about staff / visitors well-being exists for which there is no evidence of an adequate plan of corrective action currently being implemented. Immediate corrective action is required.

Unacceptable means an adequate corrective plan is being actioned and it will be achieved within an acceptable timeframe.
Critical means no corrective plan is in place and immediate corrective action is required.

Sample OHS Policy / Procedure Document Review
Name of Policy: ………………………………………………………………………. Name of Person Conducting Review: ……………………………………………. Date of Review: ……………………………………………………………………….
You are asked to review the attached policy and complete the following:
	No
	Criteria
	Yes
	No

	1
	Do you believe the policy is clear and understandable?
	
	

	2
	Is the policy current and correct?
	
	

	3
	Is the policy practical – that is, can it be followed in daily practice?
	
	

	4
	Comments / suggestions:
	
	

	

	

	

	

	


Sample - Hazard Log
Date of
Report

Nature of Hazard
(Risk Identification)

Priority (Risk
Assessment)

Action Required (Risk Control)

By Whom            By When             Date Action
Completed

Follow Up
Date

Sample - OHS Action Plan Worksheet
Actions Required (How we will improve what we say/do?)

Goals (What will be the improved result?)

How will action be Monitored / Evaluated and when Reviewed?

Person or Team
Responsible

Date Action to be Completed

Actual Date Action Completed

What was the Improved Results?

Sample - Incident / Injury Report
Status:
	Employee
	
	Contractor
	

	Visitor
	
	student
	


Details of Injured Person:
	Surname
	
	First Name
	

	Phone (H)
	
	Phone (W)
	

	Cellular No
	
	Sex
	

	Date of Birth
	
	1st Language
	

	Address:
	

	


Experience in Job: Work  Status
	0-3 months
	
	4-12 months
	

	3-5 years
	
	5 years +
	

	1-2 Years
	
	Temporary
	

	Permanent
	
	Part time
	


Details of Witnesses
	Surname
	
	First Name
	

	Phone (W)
	
	Phone (H)
	

	Address:
	

	Surname
	
	First Name
	

	Phone (W)
	
	Phone (H)
	

	Address:
	


Details of Incident or Accident
	Date
	
	Time of Injury
	am/pm

	Activity Engaged In
	

	Location of incident /

accident:
	

	Describe how and what happened
	


Details of Injury (the assistance of a supervisor may be required to complete this section)
	Nature of injury / illness (e.g. burn, sprain, cut, etc
	

	Mechanism (e.g. fall, grabbed by person,

muscular stress)
	


	Location on body

(e.g. back, right thumb, left arm, etc)
	

	Agency (e.g. furniture, another person, hot water,

etc)
	


Treatment Administered
	Was First Aid administered?
	

	Treatment:
	

	Referred to;
	

	First Aid Officer

(Name);
	

	Signature of First Aid

Officer
	


The following sections must be completed by the supervisor / manager
	Did the injured person stop work?
	If yes, state the time and date

	Outcome:

Treated by Doctor: First Aid Officer:
	

	Workmen’s

Compensation Claim

Completed:
	

	Returned to normal duties
	

	Hospitalised:
	

	Returned to

alternative duties:
	

	Incident or accident

investigation:
	

	Name of Supervisor
	

	Date
	

	Signature
	


Remedial Actions
Conduct task analysis                                         Reinstruct persons involved
Improve design / construction /

guarding

Conduct hazard / systems audit

Improve staff skills mix                                        Add to inspection programme

Develop / review tasks / procedures                   Provide debriefing and/or counselling
Improve procedures / communication /

reporting procedures

Improve work environment

Request maintenance                                         Improve security

Review OHS policy / programmes                      Improve personal protection
Temporarily relocate employees involved

Improve work congestion /

housekeeping

Replace equipment / tools

Other (Specify)

Improve work organisation                                  Investigate safer alternatives

Develop and/or provide training                          Request material safety / data sheets
What, in your own words, has been implemented or planned to prevent recurrence:
Remedial Actions Completed
	Signed (Supervisor)
	

	Title
	

	Date
	

	Review comments (Health and Safety Committee Meeting:

	Reviewed by

Manager (Name)
	

	Signed
	

	Date
	


Sample - Hazard Report
Report Completed By (name) ……………………………………………………..
Date: ……………………………………………………………………………………
Description of hazard
TASK 4 – This Task needs to be completed and placed in your PoE
Explain how findings of observations conducted in your own workplace are recorded. This Task is aligned to Specific Outcome 2, Assessment Criterion 2TEAMWORK When conducting observations, you will be working in teams. A group of

people will be selected to conduct such observations. These people may be SHE Representatives or Health and Safety Officers / Coordinators in the workplace.

We are all too aware that teamwork also breeds conflict – this must be avoided at all costs. It is important that the team or group of people work well together and in a harmonious

manner. This will ensure effective communicate and prevention of conflict.

The team or group leader must observe the team closely, ensuring that no conflict arises, and if it does, it must be handled and managed in line with organisational procedures and resolved as quickly as possible to ensure no negative effect on the observation being conducted.
LESSON 3
Recording and Following Up
3:
Record and follow up
This Learning Unit comprises the theoretical component of your learning and includes activities that are class-based and of a formative nature.

RECORDING FINDINGS
Once the observations have been conducted, all findings have to be recorded. As noted from the tools in Lesson 2, the checklists enable that sufficient information be recorded within the documents itself.

Some workplaces require that reports be completed on standard formatted documents. If this is a requirement, a person within the team needs to complete such documents. Once

they have completed the document, they should then circulate the document to the members of the team involved in the observation to ensure that all relevant information has been

accurately captured.

Once the team is satisfied with the contents of the report, including any recommendations, remedial and follow up action, the report then needs to be submitted to the relevant people

within the workplace.

TASK 5 – This Task needs to be completed and placed in your PoE
Who needs to receive copies of findings in your workplace? What is the process that then follows?

This Task is aligned to Specific Outcome 3, Assessment Criterion 1
COMMUNICATING FEEDBACK
Workplaces differ in processes, but in most instances where observations tasks / activities have been conducted, presentations of the findings will need to be communicated back to management. This can also include the relevant health and safety committees within the workplace.

FOLLOW UP ACTION  Whenever the need for remedial action is highlighted – whether in an inspection or audit, or after an accident – it is vital to implement it as soon as practicable. Sometimes this may involve reviewing your health and safety policy, plans and agreements!

If a problem is identified as the result of an accident, or even simply in the course of normal

working, it is important to rectify it immediately rather than wait for an impending inspection or audit – or another incident!

Taking proactive measures that increase compliance with your health and safety

agreements will immediately reduce the risk of accidents. These measures often include training employees and empowering people to take suitable action whenever they recognise dangerous situations.




Name of Learner:	………………………………………………..
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