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INTRODUCTION
Welcome to the learning programme

[image: image19.png]


Follow along in the guide as the training practitioner takes you through the material. Make notes and sketches that will help you to understand and remember what you have learnt. Take notes and share information with your colleagues. Important and relevant information and skills are transferred by sharing!

This learning programme is divided into sections. Each section is preceded by a description of the required outcomes and assessment criteria as contained in the unit standards specified by the South African Qualifications Authority. These descriptions will define what you have to know and be able to do in order to be awarded the credits attached to this learning programme. These credits are regarded as building blocks towards achieving a National Qualification upon successful assessment and can never be taken away from you!

Programme methodology
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The programme methodology includes facilitator presentations, readings, individual activities, group discussions and skill application exercises.

Know what you want to get out of the programme from the beginning and start applying your new skills immediately.  Participate as much as possible so that the learning will be interactive and stimulating.

The following principles were applied in designing the course:

· Because the course is designed to maximise interactive learning, you are encouraged and required to participate fully during the group exercises

· As a learner you  will be presented with numerous problems and will be required to fully apply your mind to finding solutions to problems before being presented with the course presenter’s solutions to the problems

· Through participation and interaction the learners can learn as much from each other as they do from the course presenter

· Although learners attending the course may have varied degrees of experience in the subject matter, the course is designed to ensure that all delegates complete the course with the same level of understanding

· Because reflection forms an important component of adult learning, some learning resources will be followed by a self-assessment which is designed so that the learner will reflect on the material just completed.

This approach to course construction will ensure that learners first apply their minds to finding solutions to problems before the answers are provided, which will then maximise the learning process which is further strengthened by reflecting on the material covered by means of the self-assessments.

Different role players in delivery process

· Learner

· Facilitator

· Assessor

· Moderator

What Learning Material you should have

This learning material has also been designed to provide the learner with a comprehensive reference guide.

It is important that you take responsibility for your own learning process; this includes taking care of your learner material.  You should at all times have the following material with you:
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Learner Guide
	This learner guide is your valuable possession:
This is your textbook and reference material, which provides you with all the information you will require to meet the exit level outcomes. 

During contact sessions, your facilitator will use this guide and will facilitate the learning process. During contact sessions a variety of activities will assist you to gain knowledge and skills. 

Follow along in the guide as the training practitioner takes you through the material. Make notes and sketches that will help you to understand and remember what you have learnt. Take and share information with your colleagues. Important and relevant information and skills are transferred by sharing!

This learning programme is divided into sections. Each section is preceded by a description of the required outcomes and assessment criteria as contained in the unit standards specified by the South African Qualifications Authority. These descriptions will define what you have to know and be able to do in order to be awarded the credits attached to this learning programme. These credits are regarded as building blocks towards achieving a National Qualification upon successful assessment and can never be taken away from you!
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Formative Assessment Workbook

	The Formative Assessment Workbook supports the Learner Guide and assists you in applying what you have learnt. 
The formative assessment workbook contains classroom activities that you have to complete in the classroom, during contact sessions either in groups or individually.

You are required to complete all activities in the Formative Assessment Workbook. 

The facilitator will assist, lead and coach you through the process.

These activities ensure that you understand the content of the material and that you get an opportunity to test your understanding. 


Different types of activities you can expect

To accommodate your learning preferences, a variety of different types of activities are included in the formative and summative assessments. They will assist you to achieve the outcomes (correct results) and should guide you through the learning process, making learning a positive and pleasant experience.
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The table below provides you with more information related to the types of activities. 

	Types of Activities
	Description
	Purpose

	Knowledge Activities
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	You are required to complete these activities on your own. 

	These activities normally test your understanding and ability to apply the information.

	Skills Application Activities
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	You need to complete these activities in the workplace 


	These activities require you to apply the knowledge  and skills  gained in the workplace
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Natural Occurring Evidence


	You need to collect information and samples of documents from the workplace.
	These activities ensure you get the opportunity to learn from experts in the industry.

Collecting examples demonstrates how to implement knowledge and skills in a practical way


Learner Administration 
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Attendance Register

You are required to sign the Attendance Register every day you attend training sessions facilitated by a facilitator. 

Programme Evaluation Form 

On completion you will be supplied with a “Learning programme Evaluation Form”. You are required to evaluate your experience in attending the programme.

Please complete the form at the end of the programme, as this will assist us in improving our service and programme material.  Your assistance is highly appreciated.

Assessments

The only way to establish whether a learner is competent and has accomplished the specific outcomes is through the assessment process.  Assessment involves collecting and interpreting evidence about the learners’ ability to perform a task.

To qualify and receive credits towards your qualification, a registered Assessor will conduct an evaluation and assessment of your portfolio of evidence and competency.

This programme has been aligned to registered unit standards.  You will be assessed against the outcomes as stipulated in the unit standard by completing assessments and by compiling a portfolio of evidence that provides proof of your ability to apply the learning to your work situation.
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How will Assessments commence?

Formative Assessments 

The assessment process is easy to follow. You will be guided by the Facilitator. Your responsibility is to complete all the activities in the Formative Assessment Workbook and submit it to your facilitator. 

Summative Assessments 

You will be required to complete a series of summative assessments. The Summative Assessment Guide will assist you in identifying the evidence required for final assessment purposes. You will be required to complete these activities on your own time, using real life projects in your workplace or business environment in preparing evidence for your Portfolio of Evidence. Your Facilitator will provide more details in this regard.

To qualify and receive credits towards your qualification, a registered Assessor will conduct an evaluation and assessment of your portfolio of evidence and competency.

Learner Support

The responsibility of learning rests with you, so be proactive and ask questions and seek assistance and help from your facilitator, if required.
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Please remember that this Skills Programme is based on outcomes based education principles which implies the following:

· You are responsible for your own learning – make sure you manage your study, research and workplace time effectively. 

· Learning activities are learner driven – make sure you use the Learner Guide and Formative Assessment Workbook in the manner intended, and are familiar with the workplace requirements.  

· The Facilitator is there to reasonably assist you during contact, practical and workplace time for this programme – make sure that you have his/her contact details.

· You are responsible for the safekeeping of your completed Formative Assessment Workbook and Workplace Guide 

· If you need assistance please contact your facilitator who will gladly assist you.

· If you have any special needs please inform the facilitator 
Learner Expectations 

Please prepare the following information. You will then be asked to introduce yourself to the instructor as well as your fellow learners
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	Your name: 

	

	

	The organisation you represent: 

	

	

	Your position in organisation: 

	

	

	What do you hope to achieve by attending this course / what are your course expectations?

	

	

	

	

	


UNIT STANDARD 120383

Unit Standard Title 

Provide assistance in implementing and assuring project work meets quality requirements 
NQF Level

4

Credits
6

Purpose

Learners accessing this standard will be working as a leader in the context of a small project / sub-project involving few resources and having a limited impact on stakeholders and the environment or working as a contributing team member on a medium to large project when not a leader. These projects may be technical projects, business projects or developmental projects and will cut across a range of economic sectors. This standard will also add value to learners who are running their own business and recognise that project management forms an integral component of any business
Learning assumed to be in place

Learners accessing this qualification will have demonstrated competence in mathematics and communication skills at NQF level 3 or equivalent
Learners accessing this qualification will have demonstrated competence in computer literacy and applicable software at NQF level 3 or equivalent
120372 - Explain fundamentals of project management
Unit standard range

Project work may include but is not limited to small project or sub-project involving few resources and having a limited impact on stakeholders and the environment
Projects may include but is not limited to all projects including technical, developmental and business related projects
Quality control activities may include but is not limited to testing, monitoring conformance with specifications, reporting on variances, recommending ways to eliminate causes of unsatisfactory performance of product and/or process, regular inspections by individuals
Testing may include but is not limited to checking against checklists, inspections, review, verification and validation against standards and requirements
Identifying and reporting non-conformance may include but is not limited to equipment, facilities, project information, project activities, deliverables, project outcomes, schedules, groups, and individuals
Deviations from specifications may be acceptable - non-conformances are unacceptable
Quality stakeholders may include but are not limited to client, suppliers, project team members, project managers, project financiers, legal bodies
Quality control will include but is not limited to a single disciplinary environment, within the current organisational framework, procedures, guidelines and regulations
Learners will participate in quality control rather than quality assurance
Policies and procedures may be organisation specified systems, policies and procedures or where these do not exist, accepted industry best practice
Specific outcomes and assessment criteria

Specific outcome 1: Describe and explain the need for consistent processes and standards to achieve quality

Assessment criteria

Quality stakeholders, objectives, levels and standards are identified and explained

The purpose of quality control on a project is explained with examples

The processes required to control quality on a project are explained, with examples, in accordance with organisational standards and practices or recognised industry practice

Reasons for consistent practice are given with examples

Specific outcome 2: Suggest actions, within own field of expertise, in support of the development of quality project deliverables
Assessment criteria

Suggestions are made relating to the project deliverables for ensuring a quality product

Suggestions are made relating to technical work procedures to ensure safe work environment

Suggestions are made relating to technical work procedures to ensure quality objectives can be met

Specific outcome 3: Conduct tests as per test plan and communicate test results

Assessment criteria

Project quality outcomes are tested according to agreed test plan

Deviations, non-conformances and exceptions are identified through testing using a test plan and are recorded in the required format

Records of deviations, non-conformances and exceptions are maintained in an accurate and complete manner

Basic analysis of test results is conducted in accordance with agreed test plan

Test results are communicated in accordance with agreed procedures.  Analysis may include but not limited to simple statistical analysis, comparison of results to baseline or specification. Test plan includes but not limited to instructions for testing, results expected and analysis required per result specification

Essential embedded knowledge

The definition of quality as it pertains to a particular project

Purpose and process of quality control

Project processes, standards and test plan implementation procedures and methods

The procedures for recording deviations and exceptions

The concept of Total Quality Management (TQM) and the importance of continuous improvement

Critical cross field outcomes

Identify and solve problems pertaining to the deviations and exceptions against the project test plan

Work effectively with others when providing assistance to others for the implementation and application of the project quality requirements

Collect, analyse, organise and evaluate information so that support can be provide in the development of quality project deliverables and to identify non-conformance

Communicate effectively with all project quality plan stakeholders to ensure assistance can be provided

Demonstrate the world as a set of related systems where the provision of assistance in meeting quality requirements impacts on the overall success of the project outcomes

QUALITY PROCESSES AND STANDARDS

Outcome

Describe and explain the need for consistent processes and standards to achieve quality

Assessment criteria

Quality stakeholders, objectives, levels and standards are identified and explained

The purpose of quality control on a project is explained with examples

The processes required to control quality on a project are explained, with examples, in accordance with organisational standards and practices or recognised industry practice

Reasons for consistent practice are given with examples

Project quality management

Quality is an elusive concept.  It is not easy to define, yet we often know when we have not received ‘quality’ from a service or purchase.  In this section, we will be reflecting generally on what we understand by the term ‘quality’, and then we will look at quality in the context of project management.

What quality is

The quality of a product or service refers to the perception of the degree to which the product or service meets the customer's expectations. Quality has no specific meaning unless related to a specific function and/or object

Everyone has their own definition of what quality is.  The International Standards Organisation, (ISO) defines quality as: The degree to which a set of inherent characteristic fulfils requirements"   

In technical usage, quality can have two meanings:

The characteristics of a product or service that bear on its ability to satisfy stated or implied needs. 

A product or service free of deficiencies

Noriaki Kano and others think of quality as having two dimensions: 

must-be-quality : fitness for use 

attractive quality: what the customer would love, but has not yet thought about.

Noriake Kano’s definition can also be stated as: products and services that meet or exceed customer’s expectations.

Planning for quality

To plan the quality of a project is to refine the tasks broadly defined during the Project Identification phase. Part of quality planning is to prioritise the order of tasks into a sequence which best fits the project’s progress. It is important to remember that the quality dimension is the crucial linchpin between resources required and the time and cost dimension which is discussed further on. 

Quality planning outlines the standards of performance expected by project management and provides a useful guide for monitoring project progress. Key quality planning elements are:

Determining the quality and types of resources needed (human and material),

Setting the performance standards desired, and

Verifying output quality.

The latter two elements (performance standards and the verification of output quality) is performed by comparing the actual progress of the project during the Project Implementation phase with the planned progress as defined by the project schedule.

The former element (determining the quality and types of resources needed) is developed within a Project Breakdown Structure.

The relationship between time and planning

Project management, which of course starts with one’s personal management of time, is an essential skill.  Time overruns cost money (and sometimes incur penalties in the private sector).   To be able to manage time effectively, project managers should follow a systematic process.

Time and Planning Processes

Some time and project planning processes (which are inextricably linked) are given below:

Cost of time

Determine the cost of time (Include salaries, office space, equipment, resources and profit. Calculate an hourly rate.)

Plan the project

Specifications (Get clarity on all aspects of the project and ensure that the specifications are realistic in terms of the conception of the project, who relates to whom, how and when tasks are ‘handed over’, what time scales are planned and whether they are realistic or even possible, what other tasks, functions or projects may impact on your project delivery, and exactly what resources are required, how they will be acquired and by whom)

Milestones (Determine milestones, that is, manageable tasks)

Compile task list (Work out interdependencies between tasks which tasks rely on another to be completed, etc.)

Estimate time (Remember that tasks usually take longer than we initially think. Allow for delays, hitches, and for other projects or groups to impact on your time management.)

Scheduling

Use the scheduling tools that are available and remember that schedules are guides that may need to be adjusted as the reality of project challenges arise.

Clarify tasks

Clarify tasks (Rather establish upfront what is expected than discover that you have concentrated on peripheral aspects.  Questions that you could ask in this regard are:

What is the purpose of the task or activity?

What are the measures of success?

What is exceptional performance?

What are the priorities and deadlines?

What resources are available?

What costs are acceptable?

How does this relate to other people, projects and programmes?

Monitor progress

This is a key aspect of project planning.  Information gleaned should e communicated timeously. For example, if a project is falling behind time wise or if too much money is being spent, the reasons should be established, solutions found or alternative actions planned.

Procedures

A Quality Management System (QMS) is a set of policies, processes and procedures that are needed for the planning and producing of products that meet the needs of customers. 

Quality control includes:

Checking the quality of raw materials and components

Checking the assembly of the products and components

Checking the production of the products or services

Inspection: regular inspections must be carried out in order to make sure that the production process is going smoothly and very importantly, to find defects in products or services while corrective action can still be taken

How to go about setting quality control

Workers and inspectors must be made well aware of the prerequisite standards, and tolerances must be set. 

A suitable number of inspection points must be decided upon. 

Reliable testing and inspecting measures must be used. 

A suitable number of inspections per inspection point must be decided upon. 

The quality control process

Step 1: Define quality objectives/standards.

Of what quality is your product/service going to be?  Different people associate different quality to different things so the objectives need to be very specific.  The objectives need to be both qualitative (like reliability and durability) and quantitative (length, height etc.). 

Step 2: Measuring quality.

Quality can be measured using statistics.  Variation, (the difference between actual and planned performance), are determined for materials, processes, equipment and the final product. 

During this stage management decides whether the limits have been exceeded or not.

Step 3: Rectifying 

Returning the situation to normal and solving quality problems so that the cost of capital is as low as possible. Problems like cost of control, cost of failures and cost of poor quality must be solved.

Statistics can also be used to see which products/areas can be improved.

Quality circles consist of a group of employees who get together and identify areas that could promote, impede (stop), or prevent quality.  They then suggest possible solutions.

Assess quality

Quality can be assessed around the following concepts:

Performance

This is about getting the job done. Performance embraces three aspects – behaviours or processes, outputs or services and outcomes or value added and impact

Economy

This is about the measurement and regulation of inputs or resources. How are they utilised?

Efficiency

How are outputs produced related to inputs utilised?

Effectiveness

Effectiveness is difficult to assess.  It is often intangible and relies on perceptions.

Benchmarking

This is the process of continuously measuring and comparing an organisation against leading organisations in order to improve performance.

Quality assurance

While implementing a quality improvement project, one may like to know whether one is moving according to plan. 

Monitoring is the process of comparing the plan versus the actual progress while the work is still in progress. 

Evaluation is the process of finding out whether a quality improvement project has achieved the goals that were set after enough time has passed to assess the impact of the improvement project. For example, a Comrades runner will check what distance, s/he has covered so far and how much time has passed. The runner is monitoring his/her progress. Once the runner crosses the finishing line, the runner looks where s/he is in the final rankings. Has she or he achieved her set goal? S/he may also look back on the race to find out what could be done better the next time around. S/he is evaluating the race. 

Monitoring a project typically tries to answer:

What is the feedback from our clients like?

Are we achieving the quality standards that we have set ourselves?

Are we keeping the necessary records?

Are the staff performing as expected?

Are we on schedule and within budget?

When evaluating a quality of care initiative, we can assess any of the indicators below. To get answers to these questions, we can conduct individual or group interviews, review records or carry out a survey.

	Element
	Description 

	Accessibility
	Geographical, financial, social, physical access to services 

	Effectiveness
	The efficacy of a process or intervention 

	Comprehensiveness
	The ability of the service to meet the wide ranging needs of individuals and communities 

	Appropriateness
	The level and range of services, given the needs of the community and the resources available 

	Acceptability
	Assesses the match between patient and community expectations and the care provided 

	Coverage
	Measures the proportion of the target population that were successfully in contact with the health service 

	Continuity
	Assesses the potential for continued interaction between the organisation and customers or communities. 

	Respect
	Measures the quality of the social interaction between staff and customers 

	Efficiency
	Assesses the relationship between inputs and outputs 

	Equity
	Assesses whether all these elements of quality have been equally available to all people 


Source: Health Systems Trust http://www.hst.org.za/sahr/tabl111.htm
Total quality management

Total Quality Management (TQM) is a management strategy to implement awareness of quality in all processes of the organisation and by all employees of the organisation. Total Quality provides an environment in which everyone in the organisation can ensure customer satisfaction at continually lower real costs.

As defined by the International Organisation for Standardisation: (ISO):

"TQM is a management approach for an organization, centered on quality, based on the participation of all its members and aiming at long-term success through customer satisfaction, and benefits to all members of the organization and to society.

In Japan, TQM comprises four process steps, namely:

1. Focuses on "Continuous Process Improvement", to make processes visible, repeatable and measurable. 

2. The idea that "things will work as they are supposed to" (for example, a pen will write). 

3. Examining the way the user applies the product leads to improvement in the product itself. 

4. The idea that "things should have an aesthetic quality" (for example, a pen will write in a way that is pleasing to the writer)

TQM requires that the company maintains this quality standard in all aspects of its  business.  This requires ensuring that things are done right the first time and that defects and waste are eliminated from operations. 
MAKE SUGGESTIONS

Outcome

Suggest actions, within own field of expertise, in support of the development of quality project deliverables

Assessment criteria

Suggestions are made relating to the project deliverables for ensuring a quality product

Suggestions are made relating to technical work procedures to ensure safe work environment

Suggestions are made relating to technical work procedures to ensure quality objectives can be met

Accidents in the Workplace 
What is an Accident?

An Accident is an undesired event caused by unsafe acts or unsafe conditions that cause physical harm or has the potential for harm or the potential for loss.

Causes of Accidents

The three contributing factors that result in accidents are as follows.

Unsafe acts            88%

Unsafe conditions   10%

Acts of providence    2%

98 % of all accidents can be prevented due to the causes of these accidents are things people do wrong in the work place.

2 000 000 Accidents were investigated and it was found that for every one major accident that caused death or disablement there can be 10 accidents that only caused minor injuries where only First Aid treatment was required, and 30 accidents that caused property damage.
Basic Causes of Accidents

Personal Factors

Lack of knowledge/skill, by the worker. 

In short this means that the worker was not trained to do his/her job properly and safely.

Improper motivation.

The worker is not interested in his/her job.

Physical and mental problems.

The worker is not fit to do the job properly or he /she is not capable of doing the job safely. It cannot be expected for a code 14 drivers to perform a brain operation on a patient. The person working in a wood and coal business should be a person who is able to pick up heavy objects and therefore should be a strong person

Attitudes.

The attitudes of people often relate to the following:

Home influence

Education and training

Job experience

Personal habits

Mentally and physically unsuited to do the job

Work problems and grievances

Job factors

The following will also contribute to accidents:

Inadequate work standards (no safe working procedures)

Inadequate design (equipment that is not properly designed to do the job

Normal wear and tear (no proper and regular inspection on equipment

Abnormal usage (substantial equipment that is used, like household equipment used for industrial purpose) 

Effects

Unsafe Acts:

Failure to warn (not telling the worker of the dangers in the workplace)

Failure to secure (fail to fasten the top of a ladder while working on a roof)

Operating at improper speed (working to fast to get the job done, chasing production)

Making safety devices inoperative (bypassing circuit breakers that keeps on tripping)

Removing safety devices (removing thermostats from equipment or bypassing earth leakages)

Using defective equipment (Using electrical equipment where open wiring is visible)

Failure to use personal protective equipment (PPE) (not using proper cloves when removing hot foods from the oven)

Improper loading (unsafe loading of goods on a vehicle or trolley which can fall off and injure people)

Improper placement (storing of foods stuff in the same are were cleaning materials are kept, this can result that the food stuff can be affected and become poi send.

Improper lifting (picking up heavy objects the wrong way.)

Improper position for task (taking up a unsafe position while working)

Horseplay (playing in the work place chasing each other or to through a fellow worker with objects or water)

Alcohol and drugs (workers working while under the influence of alcohol or drugs can result in injuring them self or fellow workers)
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Unsafe Conditions:

Inadequate guards and barriers (open components of machinery that can have the result that the worker’s hands or clothing can be caught)

Inadequate PPE (No or little personal protective equipment or the wrong type of PPE)


Defective tools, equipment or materials (Using a teaspoon to remove chips from the hot oil in a pot. Working at the stove while the extractor unit is out of order)

Congestion or restricted action (Working in the kitchen where to many workers are. This can result in workers bumping into each other)

Inadequate warning system (No fire alarm that can be activated if a fire breaks out in the work place)

Fire and explosion hazard (Flammable liquids stored in areas with extreme temperatures. Storing chemicals in the same area that reacts with each other)

Bad house keeping (Every thing in its place and a place for every thing. Keep your work place clean, neat and free from obstruction and keep it bacteria free. This is very important in the food preparation process)

Noise exposure (A area that exceeds a noise level more than 85 disables)

Temperature extremes (If good ventilation in the workplace are not adequate, this can result in worker are exposed to heat exhaustion, and can become unconscious)

Inadequate or illumination (Good lighting is very important in the work place to ensure that the worker can do his/her job properly. Where lighting is to extreme workers can also damage there eyes by not using PPE)

Inadequate ventilation (ventilation in the work place is from utmost importance, lack of proper ventilation can cause workers to become drowsy and this will result in accidents)   

Occupational Safety

Some of the main causes of accidents in the workplace that result in injuries, fatalities (Death), or heath hazards are as follows.

Contact with moving machinery (Hands in the mixer while it is in operation)

Contact with stationary objects (Good or machinery placed in the working are where workers can bump or trip over resulting in falling or injuring themselves)

Vehicles (Run over by a car or delivery truck, Forklift, or any vehicle that is used in the workplace)

Falling objects (Goods stacked on top of places were it can fall of and injure workers)

Sharp point (Knives, forks and any other sharp objects that can result in cutting or penetrating the body parts of the worker)

Hard surfaces (Floors, walls machinery that can cause injury by slipping, bumping or falling on)

Contact with hazardous substances (getting drain cleaner in the eyes or on the skin which is corrosive and can cause blindness, or irritation of the skin)

Extreme temperatures (Improper ventilation will cause drowsiness and poor performance of the worker and the will lead to injuries)

Physical exertion (Carrying out tasks, such as lifting or moving objects that are heavy for long periods of time)
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Common Hazards

Hazards will differ from work place to work place, and they could be the following, depending on the circumstances.

Confined spaces

Areas, which are very small, or ventilation is inadequate, resulting in dangerous circumstances.

Electricity

Electricity is one of the main causes of injuries and fires in the workplace. DO NOT work with faulty electrical equipment, DO NOT work on equipment before isolating the electricity and use the correct lockout procedures.

Fire and explosions

Flammable liquids used in an unsafe way, chemicals that are mixed that react with each other. Striking a match when smelling gas, wrongly installed gas installations and many other examples. 

Housekeeping:

If proper housekeeping standards aren’t followed it will result in using substandard equipment when the correct equipment cannot be found.

Mechanical devices

Mechanical devices such as hand mixers, hand operated food processors, which can injure workers if not operate properly.
Radiation

Radiation can not only be chemicals that can cause long term effects on the body but can also be heat radiation from working in front of a stove for long periods without specified intervals to recover from the exposed heat and to prevent dehydration of body fluids of the worker. It is therefore very important to take in lots of fluids when working in these environments.

Chemicals

Chemicals such as cleaning agents can be corrosive, flammable and even explosive. Chemicals that are not used in the correct and prescribed manner as stipulated by the manufacturer can be dangerous and even fatal to the user.

Pressure

Pressure cookers in kitchen have caused many accidents in the past. Many working environments use steam for cooking purposes and extreme caution should be taken when working with this medium for many burs are caused by steam operating equipment. Gas bottles are also classified as pressure vessels and can cause burns and explosions.

Tools and equipment

Tools and equipment used in the kitchen such as knifes, blenders, stoves, refrigeration, microwave ovens, food processors, extraction fans, and many more can be potential dangers if not properly operated. Safe working procedures must therefore be introduced for each and every task in the profession of the worker for the task to be performed.
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Vehicles and machinery

In accordance with the O H S Act every worker must be trained for the specific job that he/she performs. In some cases a worker is not allowed to operate a machine or a vehicle without a special license after undergoing training by an accredited company and found competent to operate the machine or vehicle, and a special license must be issued. These examples can be lifting equipment, forklift trucks and motor vehicles and trucks.

Welding, cutting and grinding operations

Welding can cause severe harm to the eyes of the welder if the proper PPE is not used during the performance of the task. This does not only comply with the welder but also the workers working in the same area. This can be overcome by either the workers wearing the same PPE as the welder or by leaving the area where the welding takes place. Grinding and cutting is as dangerous to fellow workers as to the worker performing the job. The reason is that during grinding and cutting small parts of the material that is worked on can be flung in fellow workers eyes and can cause severe injury or permanent disablement.

Working at heights and excavations:
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Proper training must be must be given to workers before performing these tasks. These tasks include working on ladders, scaffolding, heights and trenches that is dug. Ladders can be dangerous if not in good working order and inspected regularly, if scaffolding has no firm base were it is erected it can collapse, and if special precautions is not taken when trenches is dug collapse of the side walls can cause workers to be buried alive if the side walls collapse.
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General Housekeeping

Definition of housekeeping

A place for everything and everything in its place
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Good lighting.

Good ventilation

Hygiene facilities to be kept clean

All aisles and storage areas clearly marked

Good stacking and storage practices

Stacked goods must not endanger life

Factory yards must be kept tidy

All refuse to be placed in bins

Poor housekeeping

Unnecessary rubbish, waste and vegetation in the yard

Poor stacking/storage practices

Unsafe handling of flammable liquids

Compartments not kept in good condition.

Remember the definition of housekeeping; the following steps should be taken to ensure good housekeeping.     

Passages, aisles and walkways should be marked and kept clear of obstacles to prevent workers and visitors from injuries.

Waste bins should be provided. If there is no waste bins workers tend to through waste materials and papers on the floor, this will create a fire hazard in the work place.

All spillages must be cleared and cleaned immediately to prevent workers to slip, or be contaminated if chemicals are involved.

Report any unusual parcels or packages to security

Place everything in the correct place and store all products correctly.

Clean up your work place at the end of every shift. (Do not leave it for the follow-up shift to clean.    

Legislation 

Unfortunately we all work in industries that have potential hazards to health and safety which could result in accidents and occupational diseases; where people can get injured, disabled or even killed.

No matter how aware we all are of the health and safety factors related to our tasks, we will never be able to eliminate incidents or accidents completely.

The above is true because we must consider that the human factor as well as environmental factors, plays a big role in the causes of accidents.

Human beings are of nature lazy and will always look for a short cut to complete a task or assignment and we will often “get away with it”, but then we will run out of luck, and someone will get hurt or killed.  

We must remember and understand that …

accidents don’t just happen –

they are caused by unsafe acts 

and/or 

unsafe conditions.

OHS

The O.H.S. ACT 85 of 1993 (Occupational Health and Safety) requires the employer to bring about and maintain, as far as reasonable practicable, a workplace that is safe and without risk to the health of the workers. 

This means the employer must look in to the following.

That the workplace is free of hazardous substances, such as benzene, chlorine, and micro organisms, articles, equipment, processes, etc. that may cause injury, damage or disease. Where this is not possible, the employer must inform workers of these dangers, and how to work safely, and provide personal protective equipment for a safe workplace.

However it is not the sole responsibility of the employer to adhere to the O.H.S. ACT.  The workers also have responsible that they must adhere to, regarding certain regulations within this legislation. 

In short this means that the worker and the employer shares responsibility regarding Health and Safety in the workplace.

The Act and Regulations

THE Act known as the Occupation Health and Safety Act (Act 85 of 1993) consists of 50 sections approved by parliament. The purpose of the Act is to provide for Health and Safety of persons at work or in connection with the use of plant and machinery. It further provides for the protection of persons other than persons at work from hazards arising out of or in connection with the activities at work. The Minister of Labour incorporates various regulations, on specific topics, into the Act from time to time.

The Act or regulations can be purchased from the Government printer in Gazette form or bound form from various publishers.

Department Of Labour

Chief Directorate of Occupational Health and Safety

The Chief Directorate of Occupational Health and Safety of the Department of Labour administrates the occupational Health and Safety Act.

In order to ensure the Health and Safety of workers, provincial offices have been established in all the provinces. To this end, occupational Health and Safety inspectors from these provincial offices carry out inspections and investigations in the workplaces.

Inspections

Inspections are usually planned on the basis of accident statistics, the presence of hazardous substances, such as the use of benzene in laundries, or the use of dangerous machinery in the workplace. Unplanned inspections, on the other hand, usually arise from requests or complaints by workers, employers or members of the public. These complaints or requests are treated confidentially.

Powers of Inspectors

If an Inspector finds dangerous or adverse conditions at the workplace, he or she may set requirements to the employer in the following ways:

Prohibition notice

Contravention notice

Improvement notice

Other powers
Prohibition notice

In the case of threatening danger an inspector may prohibit a particular action, process, or the use of a machine or equipment, by means of a prohibition notice. No person may disregard the contents of such a notice and compliance must take place with immediate effect.

Contravention notice

If a provision of a regulation is contravened, the inspector may serve a contravention notice on the workers or the employer. A contravention of the Act can result in immediate prosecution, but in the case of a contravention of a regulation, the employer may be given the opportunity to correct the contravention with in a limit specified in the notice, which is usually 60 days.

Improvement notice

Where the Health and Safety measures which the employer has instituted do not satisfactorily protect the Health and Safety of the workers, the inspector may require the employer to bring about more effective measures. An improvement notice, which prescribes the corrective measures, is then served on the employer.

Other powers

To enable the inspector to carry out his or her duties, he or she may enter any workplace or premises where machinery or hazardous substances are being used and question or serve a summons on persons to appear before him or her. The inspector may request that any documents be submitted to him or her, investigate and make copies of the documents, and demand an explanation about any entries in such documents. The inspector may also inspect any condition or article and take samples of it, and seize any article that may serve as evidence.
Note: The above-mentioned powers of inspectors are not absolute. Any person, who disagrees with any decision taken by the inspector, may appeal against that decision in writing to the Chief Inspector Occupational Health and Safety at Department of Labour.

Personal Protective Equipment

Personal Protective equipment is the primary control measure, where engineering controls are passive control measures.

When using Personal Protective Equipment, the hazards are still present in the environment; the protective device merely provides a barrier between the hazard and the worker.

It is imperative to understand that the issuing of Personal Protective Equipment is the last resort when all other methods fail to render the hazard safe.

To ensure that the Personal Protective Programme is successful the following steps must be put in place:

Write a policy on the usage of Personal Protective Equipment and inform employees and visitors on the use of Personal Protective Equipment.

Select the proper/correct type of equipment

Implement a thorough training programme

Enforce the use of Personal Protective Equipment

Risk assessments can and will identify were Personal Protective Equipment should be used

Types of personal protective equipment.

Head Protection
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Hard hats provide protection for the head in areas where the danger of falling or flying objects exists, or where the head could be bumped against low structures. 
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However, this protection could also be lost when a hard hat is cracked or the insert is damaged or missing. Hard hats must never be used as a seat or a bucket or for any other purpose except that for which they were designed. Hardhat linings must be washed when dirty and at least on a monthly basis
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Hearing Protection

Earplugs and earmuffs provide protection for the ears in noisy, hazardous areas, to prevent loss of hearing. Ear protectors must be maintained in an efficient and sanitary condition at all times. They should be stored in clean, dust-free containers; otherwise, users could suffer from infection of the ears.

Eye and Face Protection

Different situations will require different safety equipment. It is important that the most effective eye protection be worn and that the care must be taken when storing and cleaning these safety equipment as the lenses can scratch and thus causing a reduction in sight. Store these equipment in such a way that the lenses will not scratch. 
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Safety spectacles provide protection for the eyes and must be worn where the danger of flying particles exists, e.g. where metal hand tools are used, such as chisels. 
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Full-face shields must be worn when grinding work is done, and where splashing hazards exist. 
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Safety goggles must be worn in all dusty areas.  All employees involved in flame cutting, welding or brazing operations must wear welding goggles. 
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Hand Protection

Safety gloves provide protection for the hands and must be worn if there is a chance that employees could suffer injuries to the hands, e.g. cuts or severe abrasions. Safety gloves must be kept clean and in a good condition and must never be neglected and left to lie around haphazardly.

Breathing Protection 

There are two kinds of protection available

Filter type
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These respirators have filters, cartridges, or canisters that remove contaminants from the air by passing the ambient air through the air-purifying element before it reaches the user. These filters have a limited life span an have to be replace at regular intervals
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Air supplied type

These supply clean air directly to the user from a source other than the air surrounding the user. The clean air is supplied by means of an “air hose” and this hose will have to be attached to the worker. Care must be taken as not to damage the “air hose”.

Some of these filter type respirators can only be worn once or have a limited effective lifetime, and are to be changed when the user feel that little protection is offered. 
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Respirators must be stored in such a manner that they will not be damaged and exposed to any substance. It is important to clean and inspect the respirator after it has been used. 

Before using a respirator, make sure that the respirator will offer the required protection and that all the parts are in a good working condition
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Foot Protection

Safety shoes are fitted with steel toecaps and provide protection to the feet against falling objects. Safety shoes and lasses must be kept in a good condition (cleaned and polished regularly) and must never be neglected.

Protective Clothing

[image: image54.wmf]Overalls are issued to employees to reduce the possibility of injury caused by contact or radiated heat, cold, abrasive or sharp surfaces. Loose, tattered clothing worn by employees is not only indicative of an untidy method of working, but is also a hazard as it is likely to get caught in moving machine parts.
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Safety Harness

Safety belts, harness, lifelines, and climbing shoes are essential to protect employees carrying out hazardous work above ground level. These items must be kept in an excellent state of repair and maintenance must be done under strict supervision. This equipment must be stored as per the equipment manufacture’s instructions.

TEST AND COMMUNICATE RESULTS

Outcome

Conduct tests as per test plan and communicate test results

Assessment criteria

Project quality outcomes are tested according to agreed test plan

Deviations, non-conformances and exceptions are identified through testing using a test plan and are recorded in the required format

Records of deviations, non-conformances and exceptions are maintained in an accurate and complete manner

Basic analysis of test results is conducted in accordance with agreed test plan

Test results are communicated in accordance with agreed procedures.  Analysis may include but not limited to simple statistical analysis, comparison of results to baseline or specification. Test plan includes but not limited to instructions for testing, results expected and analysis required per result specification

Testing

When testing products it is suggested that the person responsible for testing the product selects a random sample of the product.  The product is then tested for those things that are most important to the customer. 

If the product fails the test, isolate the reason for the failure.  Once the reason for the failure has been established, the production process must be redesigned to add or change procedures that will eliminate the reason for the failure.

When testing includes measuring, the person testing the product must include the measurement ranges as well as the failures of these measurement ranges.  It may be necessary to redesign the part to eliminate failure of the part.

Testing is done mostly in manufacturing and production, where products, parts and components are tested.  Some testing measures include:

Life test: the sample product is operated until a part fails.  This determines the expected life of the product or the part.  From this test, new specifications for the product or the part could also be determined.

Aeroplanes and even cars are tested in wind tunnels to determine how much the wind affects their performance

Some products are tested for their resistance to heat or cold

Inspections

When a product is inspected, the person doing the inspection has to compare the characteristics of the product with the requirements of the product.   Once this has been done, the person doing the inspection can determine whether the product conforms to the requirements or not.  If the product does not conform, reasons for the non-conformation must be stated as well as suggestions for corrective action.  

Inspections must be carried out regularly and have to be done for the entire process: from purchasing raw materials to delivery of the final product.

Checking against checklists

Whether you use testing, inspections or both methods, you will have to use checklists for the inspection.  Checklists were discussed during a previous module.  The principles for designing checklist to control quality would be the same.

When developing a checklist, make sure that all relevant criteria are listed, have a column where the inspector can tick conformance or non-conformance and also leave space for remarks.

Check lists would form part of your quality control documents and will be used to discuss whether products or services conform to quality requirements or not.

Checklists should also be filed in a safe place, as they are evidence of your quality management system.

Review

The purpose of inspection and testing is to verify and validate the product against standards and requirements.

Verification is the process that is used in quality management to evaluate whether or not a product or service complies with the standards and requirements as determined by the project documents and the customer, in other words the testing or inspection procedure.

Verification takes place during the development of the product as well as the production process.

The documents that prove that your product or service conforms to the standards and requirements are called validation documents.  Validation is therefore the process of generating documents that can prove that the product or service does conform to the quality requirements as laid down.

We can say that validation makes sure that you build or produce the right thing, while verification makes sure that you build or produce it right.  

“Building the right thing” refers back to the user's needs; while “building it right” checks that the documented development process was followed
Once the inspection or test has been carried out, the documents must be reviewed to find out if the product or service conforms to requirements.  In a project, when your quality control documents show that products or service do conform with requirement, you will have to report to the outside stakeholders and possibly also have a meeting to get their agreement that the product or service does conform.

Reporting on variances

In budgeting, a variance would be the difference between the amount that was budgeted and the actual amount that was spent.

A variance is therefore the difference between the planned results of activities and tasks and the actual results of the activities or tasks, and the effects of the results on the project.

A variance can be favourable: when the results are better than expected, or unfavourable when the results are worse than expected. 

Variances have to be reported to the relevant stakeholders.

Reporting non-conformances

The following have to be monitored as part of the quality control process and  non-conformances to be reported to the relevant stakeholders :

Equipment 

Ask the following questions:

Is the equipment producing more or less than was expected?  

How big is the variance?  

Is the variance favourable or unfavourable?

How does the variance affect the project?

Facilities

At times the facilities that are used do not conform to the requirements.  An example could be a training room with no chairs or desks of even points where training equipment such as projectors can be connected with electricity

Project information

Project information should always comply with requirements.  When you discover, for example, that the production schedules for team C are late, this is a non-conformance and it should be investigated and reported. 

Project activities

Project activities must be monitored and controlled very strictly and non-conformance must be reported to the appropriate stakeholders, such as team leaders and project managers, without delay.

Deliverables

Deliverables are part of the reason why the project exists so variances and non-conformances have to be reported immediately

Project outcomes

A variance or non-conformance to a project outcome has to be reported.

Schedules

Whenever actual schedules vary from planned schedules, the matter has to be investigated, analysed and reported.  Remember to include suggestions for corrective action in your report

Groups and individuals

The performance of groups and individuals directly affects the success of the project.  When the performance of groups and individuals is better than planned, report this to the stakeholders such as the team leaders and the project manager.  Remember to congratulate the team.

When the performance of a group or individual is worse than planned, the matter must be investigated, the cause for the non-conformance identified and corrective action must be taken.

Deviations VS non-conformance

When one or more characteristics of a product fail to meet specified requirements, they are referred to as product nonconformities.

An apple that is shrivelled, full of insect bites and which has a worm in it fails to meet the requirements of customers.  This is a serious as customers will not be happy with the product and will refuse to buy it.

On the other hand, a deviation from the requirements may be acceptable to the customer.  For example, apples that are a bit smaller than usual but still look shiny, fresh and free from insect bites would probably be acceptable to customers.  

For a soccer stadium a non-conformance would be to provide only 40 000 seats while the requirements state that 65 000 seats have to be available.  If the requirements state that the kitchen should have green floor tiles and only white floor tiles are available, this is a deviation and it could be perfectly acceptable to the customer.

To find out when a deviation is not acceptable to the outside stakeholders of a project, discuss the matter with them.[image: image2][image: image3][image: image4][image: image5][image: image6][image: image7][image: image8][image: image9][image: image10][image: image11][image: image12][image: image13][image: image14][image: image15][image: image16][image: image17][image: image18]
�





�





�





�





�





�





�





�





�





�





� INCLUDEPICTURE "http://info.lu.farmingdale.edu/depts/met/ind308/sar1.jpg" \* MERGEFORMATINET ���





�





�





� INCLUDEPICTURE "http://www.made-in-china.com/showimages/111/130978/0/Work_Shoes_(Safety_PU405).jpg" \* MERGEFORMATINET ���





�





�





� INCLUDEPICTURE "http://www.whsalisbury.com/fall/images/cover.jpg" \* MERGEFORMATINET ���








Page 2

[image: image56.png]


[image: image57.wmf]