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Module 2: Occupational Health and Safety

I Module Overview

Module 2, "Occupational Health and Safety,” is dedicated to providing
comprehensive training in the workplace's essential safety practices and legal
requirements. Learners will learn how to apply the principles of workplace
safety, risk management, and health standards to prevent accidents and
maintain a safe working environment.

The module starts with the Working Time Directive and Equal Treatment in
Employment, emphasizing legal compliance and fairness. It details the Health
and Safety Frameworks, the Rights and Obligations of employers and
employees, and the Legal Framework. It addresses Occupational Violence,
Risk Assessment, and Workplace Hazards, promoting a secure environment.
Additional focus areas include Emergencies, First Aid, Workplace Safety,
Communication, Psychological Safety, and Ergonomics, ensuring
comprehensive safety and well-being at work.

General Cleanliness in the Workplace Duration
(Hours)

Classroom-based Learning Content 5
Delivery
Individual Work 4
Assessment 1
Practical on-the-job training TBD prior to
internship

. Learning Units Overview

Learning Units Duration
(Hours)

LU2.1 - Working Time Directive (2003/88/EC) 1
LU2.2 - Equal Treatment in Employment and 1
Occupation (2006/54/EC)
LU2.3 - Health and Safety at Work Framework 1
Directive (89/391/EEC)
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LU2.4 - Rights and Obligations 1
LU2.5 - Legal Framework 1

LU2.6 - Occupational Violence 1

LU2.7 - Risk Assessment and Hazards in the 2
Workplace

fu—

LU2.8 - Emergencies

LU2.9 - First Aid

LU2.10 - Communication in the Workplace
LU2.11 - Psychological Safety

LU2.12 - Ergonomics 1

N | O

fu—

|
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1. Learning Unit 2.1: Working Time Directive (2003/88/EC)

» Learning Unit Description

This unit introduces the European Working Time Directive, which ensures fair
working hours, rest periods, and annual leave to safeguard workers’ health and
well-being. Learners will explore key aspects such as weekly work hour limits,
break entitlements, and balancing work and rest. Through interactive activities
like discussions, role-plays, and case studies, participants will gain practical
knowledge on applying these rules in the workplace, ensuring compliance,
and understanding employees’ rights to maintain a healthy work-life balance.

» Learning Outcomes and Objectives

. . . Duration
N

Introduction to working time rules
2.1.1 Working time rules.

2.1.2 Hours employees can work
each week.

2.1.3 Taking breaks during a work
day.

2.1.4 Describe an employee’s right
to take time off work and how to

LO2.1 Explain the rights
and schedules at work,
following the working use it.

time rules, to help 2.1.5 Work hours and breaks not
balance work and rest. | gceording to rules.

2.1.6 Who can help employees with
questions and doubts about work
hours or rest time?

(%]
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e Learning Outcome 2.1 Explain the rights and schedules at work,
following the working time rules, to help balance work and rest.

e Working time rules.

e Hours employees can work each week.

o Taking breaks during a work day.

o Describe an employee’s right to take time off work
and how to use it.

e Work hours and breaks not according to rules.

e Who can help employees with questions and
doubts about work hours or rest time?

__________________________________________________________________________
General Cleanliness in the Workplace & 4



L]
2023-1-1S01-KA220-VET-000158090 J (/’
R

C________________________________________________________________________|
General Cleanliness in the Workplace & 5



2023-1-1S01-KA220-VET-000158090

General Cleanliness in the Workplace &




[ ]
2023-1-1S01-KA220-VET-000158090 J (/’ b

READY

Activity 1: Small Group Discussion: The Working Time Directive
Materials: Workplace scenarios on cards or paper, discussion guidelines

Steps: Participants will receive various workplace scenarios where they
discuss the Working Time Directive. Each group discusses the
appropriate application of the directive in their scenario and presents
their solution to the class.

Activity 2: Role Play: Negotiating Break Times

Materials: Role cards (manager, employee), role-play scripts.

Steps: Participants will role-play in pairs a negotiation between an
employee requesting more frequent breaks and a manager. The role-
play should explore negotiating the breaks effectively while ensuring
compliance with the directive.

Activity 3: Problem-Solving

Materials: Case studies on non-compliance, worksheet with questions.
Steps: Participants analyze a provided case study of an employer's non-

compliance with the directive, identify the issues, and suggest corrective
measures.

|
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Individual Work Assignment 1: Reflection

Reading Task: Read the provided reading material about the Working
Time Directive, focusing on the rules for maximum weekly working time,
break rights, and annual leave.

Activity: Write a brief reflection (100-150 words) on how the Working Time
Directive can help improve employee health and safety.

Reading Material: Occupational Health and Safety, Individual Work
Assignment Handbook, Chapter 1: Working Time Directive.

General Cleanliness in the Workplace & 8
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Occupation (2006/54/EC)

» Learning Unit Description
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This unit focuses on the Equal Treatment Directive, which ensures fair
treatment in the workplace regardless of gender, religion, nationality, or
racial background. Participants will learn about their rights and
responsibilities under the directive, emphasizing the importance of
equality in pay, working conditions, and opportunities for advancement.
Through role-plays, discussions, and case studies, learners will explore
practical ways to address inequality, promote respect, and create an
inclusive workplace. Additionally, the unit highlights the connection
between equal treatment of employees and the quality of customer
service, underscoring the broader impact of fairness in the workplace.

« Learning Outcomes and Objectives

LO2.2 Explain worker's
rights and responsibilities
under equal treatment in
employment and

Introduction to Equal Treatment in
employment and occupation

2.2.1 The importance of treating all
employees equally at work.

Duration

Learning Outcomes Learning Objectives -

(Hours)

advancement.

2.2.5 Consequences of not
following equal treatment
principles in the workplace.

occupation, focusing on 2.2.2 Fundamental rights under the 0.4
fair treatment regardless | Equal Treatment Directive
of gender, religion, (2006/54/EC).
nationality, or racial 2.2.3 Respect and equal
background. opportunities in the workplace.
Principles of Equal Treatment
2.2.4 The main principles for
treating everyone equally are fair
pay, working conditions, and
opportunities for training and 0.3

General Cleanliness in the Workplace &
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2.2.6 Situations where unequal
treatment might occur.

2.2.7 How to address unequal
treatment.

Equal Treatment to Customers
2.2.8 Treating all customers
respectfully and fairly

2.2.9 Link between equal treatment
of employees and the quality of 0.3
customer service.

2.2.10 Actions taken to promote a
respectful and inclusive service
environment.

Learning Outcome 2.2 Explain worker's rights and responsibilities under
equal treatment in employment and occupation, focusing on fair
treatment regardless of gender, religion, nationality, or racial
lbackground.

¢ Introduction to Equal Treatment in employment and
occupation

¢ Principles of Equal Treatment

e Equal Treatment to Customers

|
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Activity 1: Role-Play - Addressing Inequality in the Workplace
Materials: Scenario cards, feedback forms

Steps: Participants will act out provided scenarios where unequal
treatment may occur (e.g., unfair task allocation based on gender,
religion, age, nationality, or language skills). Peers and facilitators offer
feedback on how to handle the situation.

Activity 2: Group Discussion—Rights and Responsibilities
Materials: Copies of the directive’s summary and discussion questions.

Steps: Small groups discuss what they understand by equal treatment,
list their rights under the directive, and explore the impact of these rights
on their daily work lives.

Activity 3: Case Study - Consequences of Non-compliance

Materials: One case study on a business that failed to comply with the
principles, one case study on a business that succeeded in complying with
the principles

Steps: Groups review case studies, identify critical mistakes and
successes, and suggest improvements or preventive measures.

General Cleanliness in the Workplace & 15
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Individual Work Assignment 1: Poster

Reading Task: Review reading material on Occupational Health and
Safety, Individual Work Assignment Handbook, Chapter 2: EQual Treatment
in Employment and Occupation.

Activity: Create a poster highlighting the key principles of the Equal
Treatment Directive and its benefits to employees and employers.

Reading Material: Occupational Health and Safety, Individual Work
Assignment Handbook, Chapter 2: Equal Treatment in Employment and
Occupation.

|
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3. Learning Unit 2.3: Health and Safety at Work Framework Directive

» Learning Unit Description

This unit introduces the essential workplace health and safety principles
outlined in the Health and Safety at Work Framework Directive. Participants will
learn about employers’ and employees’ rights and responsibilities in
maintaining a safe working environment. Key topics include risk assessment,
safety measures, proper training, and emergency procedures. Through
scenario-based discussions, safety audits, and emergency drills, learners will
develop practical skills to contribute to workplace safety and understand their
role in preventing accidents and responding to hazards effectively.

« Learning Outcomes and Objectives

Learning Outcomes lzﬁfﬁg)n

Introduction to Health and Safety
in the Workplace

2.3.1 Maintaining a safe working
environment. 0.4
2.3.2 The fundamental legal rights
and obligations regarding
workplace safety and health.

Management of health and safety
2.3.3 The employer's responsibilities
in preventing workplace risks.

2.3.4 Safety measures, such as
proper equipment use and
emergency procedures.

LO2.3 Describe worker's
rights and duties
concerning health and
safety in the workplace.

0.3

Employee’s Role in Safety

2.3.5 Contributing to a safe working
environment

2.3.6 How workers should respond
to safety hazards and
emergencies.

0.3

|
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e Learning Outcome 2.3 Describe worker's rights and duties
concerning health and safety in the workplace.

Learning objective Duration

(hours)
¢ Introduction to Health and Safety in the Workplace
¢ Management of health and safety
e Employee’s Role in Safety

N

|
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Activity 1: Scenario-Based Discussion
Materials: Case studies of workplace incidents, role-playing scripts

Steps: Participants presented with various workplace scenarios (e.g., a
machine malfunction, a chemical spill, or an employee’s heart attack.) In
groups, they discuss the appropriate responses from both the worker and
employer perspectives, focusing on the rights and obligations outlined in
the Directive.

Activity 2: Safety Audit Simulation
Materials: Safety audit checklist, workplace layout diagrams

Steps: Participants use the checklist to perform a simulated safety audit
of a fictional workplace. They identify potential hazards and suggest
mitigating them, applying their knowledge of employer responsibilities
and safety measures.

Activity 3: Role-Play—Emergency Procedure Drill

Materials: Emergency procedure manuals, role cards, and an emergency
sound device

Steps: This is a practice drill in which learners must respond to an
emergency scenario (e.g, fire, medical emergency). Each participant has
a role and must act according to the safety procedures taught.

General Cleanliness in the Workplace & 22



[ ]
2023-1-1S01-KA220-VET-000158090 J <*/, b

READY

Individual Work Assignment 1: Presentation

Reading Task: Read Chapter 3: Health and Safety at Work Framework
Directive.

Activity: Prepare a short presentation (3-5 slides) summarizing the main
responsibilities of employers and employees under the directive.
Reading Material: Occupational Health and Safety, Individual Work
Assignment Handbook, Chapter 3: Health and Safety at Work Framework
Directive.

General Cleanliness in the Workplace & 23
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4. Learning Unit 2.4: Rights and Obligations

» Learning Unit Description

This unit explores the fundamental rights and duties of employees and
employers, focusing on wages, contracts, and the critical role of trade unions.
Participants will learn about employer obligations to provide fair working
conditions, and the protections offered by employment contracts. The unit
also delves into the function of trade unions in advocating for worker rights
and how employees can engage with these unions to address workplace
issues. Through role-playing, quizzes, and case studies, learners will gain
practical insights into negotiating contracts, understanding their rights, and
recognizing the vital support trade unions provide in ensuring fair treatment
and resolving disputes in the workplace.

« Learning Outcomes and Objectives

] . L Duration

LO2.4 Explain
fundamental rights and
duties regarding wages,
contracts, and the role of
work unions.

Introduction to Rights and Duties
of Employees and Employers

2.4.1 Employer obligations for
providing fair working conditions.

0.5

Role of Trade Unions

2.4.2 Function of trade unions in
representing and safeguarding
worker rights. 0.5
2.4.3 How to engage with or seek
assistance from trade unions
regarding workplace issues.

e Learning Outcome 2.1 Explain fundamental rights and duties
regarding wages, contracts, and the role of work unions.

Learning objective Duration
(hours)

e Introduction to Rights and Duties of Employees and
Employers 1
e Role of Trade Unions

General Cleanliness in the Workplace & 24
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Activity 1: Role-Playing - Employee-Employer Contract Negotiations

Materials: Role cards for employees, employers, and trade union
representatives; scenario descriptions involving negotiations over wages
or working conditions

Steps: Participants are divided into groups of four to five and given roles
to act out a negotiation scenario. Observers can provide feedback on
negotiation strategies and the effectiveness of union representation.

Activity 2: Quiz: Contract and Rights

Materials: Multiple-choice and true/false questions based on the
theoretical content.

Steps: Participants are split into teams where they can communicate
with each other to improve their chances. An interactive quiz where the
teams answer questions related to employment rights, employer
obligations, and the role of trade unions. Done in teams to encourage
discussion and peer learning.

Activity 3: Case Study - Analysis of Trade Union Intervention

Materials: Summaries of historical or recent cases involving trade union
interventions

Steps: In small groups, participants review case studies and discuss how
trade unions intervene in small groups, the outcomes achieved, and
lessons learned about worker rights and union effectiveness. The
participants then present their findings to the whole group.

General Cleanliness in the Workplace & 28
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Individual Work Assignment 1: Short Essay
Reading Task: Read Chapter 4 - Rights and Obligations.

Activity: Write a short essay (200 words) discussing the importance of
trade unions in safeguarding workers' rights and how they can assist in
workplace disputes.

Reading Material: Occupational Health and Safety, Individual Work
Assignment Handbook, Chapter 4 - Rights and Obligations.

General Cleanliness in the Workplace & 29
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5. Learning Unit 2.5: Legal Framework
« Learning Unit Description

This unit provides an overview of the legal framework governing workplace
health and safety, focusing on employees’ and employers' rights and duties.
Participants will explore the structure of relevant laws, including the Workplace
Safety and Health Act and related regulations. The unit emphasizes the
importance of risk assessment, reporting procedures, and compliance with
safety standards. Through case studies, role-plays, and information searches,
learners will gain practical skills in identifying legal requirements, reporting
unsafe conditions, and accessing essential safety information. Additionally,
the unit offers guidance on how to navigate legal resources and seek
assistance when needed.

« Learning Outcomes and Objectives

Learning Outcomes ?ﬁﬁ;‘s})n

Introduction to Legal Framework
LO2.5 Describe workers’ 2.5.1 The structure of laws and

legal framework related regulations concerning workplace
to workplace health and safety.

safety, their rights and 2.5.2 Identify the main objectives of
duties, and how to access | the Workplace Safety and Health
further information Act (46/1980) and related
regulations.

0.4

Rights and Duties of Employees
and Employers

2.5.3 The role of employers and
employees in maintaining
workplace safety according to the
law.

0.3

Accessing Information and
Resources

2.5.4 How to access and utilize 0.3
legal workplace safety and health
information.

General Cleanliness in the Workplace & 30
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2.5.5 Where to find help and how to
report unsafe conditions at work.

e Learning Outcome 2.1 Describe workers’ legal framework related
to workplace health and safety, their rights and duties, and how
to access further information

Learning objective Duration
(hours)

¢ Introduction to Legal Framework
e Rights and Duties of Employees and Employers 1
e Accessing Information and Resources

|
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Activity 1: Case Study: Laws and Regulations
Materials: Printed case studies describing workplace scenarios.

Steps: Participants will read case studies and identify potential violations
of the Act. They will then discuss their rights and duties in groups and
propose corrective actions.

Activity 2: Role-Play: Laws and Regulations
Materials: Role-play scripts, scenario descriptions

Steps: Participants will act as employees and managers to enact a
scenario where a safety breach occurs. The focus will be on correct
reporting procedures and employer response.

Activity 3: Information Search

Materials: Access to computers and the Internet, as well as a resource list
with URLs and contact details of relevant organizations.

Steps: Participants will be tasked with finding specific information, such
as local safety training, reporting procedures, or recent changes in safety
regulations.

General Cleanliness in the Workplace & 36
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Individual Work Assignment 1: Flowchart
Reading Task: Chapter 5: Legal Framework

Activity: Create a flowchart that maps out the reporting process of unsafe
working conditions, including who to contact and the steps to follow.

Reading Material: Occupational Health and Safety, Individual Work
Assignment Handbook, Chapter 5: Legal Framework.

General Cleanliness in the Workplace & 37
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6. Learning Unit 2.6: Occupational Violence

» Learning Unit Description

This unit focuses on understanding and preventing various forms of
violence, bullying, and harassment in the workplace. Participants will
learn to identify different types of workplace violence, recognize the
signs and consequences of such behaviors, and understand the crucial
role everyone plays in maintaining a safe and respectful work
environment. The unit also covers effective prevention strategies and
the appropriate steps to respond to incidents, including reporting
procedures. Through role-playing scenarios, developing safety plans,
and sharing personal experiences, learners will gain practical skills to
combat occupational violence and support colleagues who may be
affected.

« Learning Outcomes and Objectives

Learning Outcomes ]zll-lll::ltll'(s))n

Introduction to Forms of
Workplace Violence and

LO2.6 Explain various

) Harassment
forms of violence, . .
. 2.6.1 Different types of violence,
bullying, and harassment . .
. bullying, and harassment in the 0.4
in the workplace and
workplace.

preventive medasures

2.6.2 The signs and conseguences
against such behaviours. 9 9

of violent behaviours on individuals
and the workplace.

Prevention and Response Plans
2.6.3 Strategies and actions to
prevent violence, bullying, and
harassment in the workplace. 0.3
2.6.4 Steps to take when
responding to incidents, including
how to report them.

Role of Workers in Creating a Safe
Workplace

0.3

|
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2.6.5 Everyone's role in maintaining
a respectful and safe working
environment.

2.6.6 How to express concerns and
support colleagues facing
workplace violence or harassment.
2.6.7 Violent behaviour and
appropriate reactions to it.

e Learning Outcome 2.6 Explain various forms of violence, bullying,
and harassment in the workplace and preventive measures
against such behaviours.

e Introduction to Forms of Workplace Violence and
Harassment

e Prevention and Response Plans
e Role of Workers in Creating a Safe Workplace

|
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Activity 1: Role-Playing Scenarios
Materials: Scenario cards, role-play guidelines

Steps: Participants are divided into small groups. Each group receives a
scenario card depicting a form of violence or harassment. The groups
then perform role-plays on how to respond effectively to and report the
incident.

Activity 2: Developing a Workplace Safety Plan

Materials: A blank template document for safety plans and resource list
(legal, counseling services, etc.).

Steps: Participants are provided with a template and resources. In
groups, they develop a detailed action plan that includes preventive
measures, reporting procedures, and response strategies. Presentation of
their plans to the class for feedback and discussion.

Activity 3: Group Discussion on Personal Experiences

Materials: Discussion guidelines to ensure a respectful and supportive

environment.

Steps: Facilitate a guided discussion where learners can share
experiences and feelings about workplace violence in a safe setting.
Discussion of strategies that helped or could have helped in those
situations.

General Cleanliness in the Workplace & 44
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Individual Work Assignment 1: Lesson Plan
Reading Task: Read Chapter 6: Occupational Violence.

Video Task: Watch a video explaining workplace violence's impact and
how to prevent it. Use the QR code in Chapter 6 to watch the video on your

device.

Activity: Develop a brief outline of how you would teach other employees
to recognize and respond to workplace violence.

Reading Material: Occupational Health and Safety, Individual Work
Assignment Handbook, Chapter 6: Occupational Violence.

|
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7. Learning Unit 2.7: Risk Assessment and Hazards in the Workplace

» Learning Unit Description

This unit focuses on identifying potential hazards in the workplace, assessing
the associated risks, and proposing effective mitigation strategies.
Participants will explore workplace hazards, from physical and chemical to
biological and environmental, and learn how to maintain situational
awareness to recognize these dangers. The unit also introduces formal risk
assessments, emphasizing the importance of evaluating the likelihood and
severity of risks and implementing preventive measures. Through hands-on
activities such as hazard identification workshops, risk assessment role-
plays, and safety plan design, learners will develop practical skills to enhance
workplace safety and reduce risks.

» Learning Outcomes and Objectives

. . L Duration

Introduction to Potential Hazards

LO2.7 Describe potential in the Workplace

hazards in the workplace, | 2.7.1 Different types of hazards that

assess associated risks, can cause physical harm in the 0.5
and propose ways to workplace.

mitigate them. 2.7.2 Situational awareness in

identifying potential dangers.

Introduction to Risk Assessments
2.7.3 Likelihood and severity of risks
associated with identified hazards. 0.5
2.7.4 Steps in conducting a formal
risk assessment in the workplace.

Proposing Mitigation
2.7.5 Practical measures to reduce
or eliminate risks.

2.7.6 Importance of preventive 0>
measures and safety equipment in
mitigating workplace hazards.

Practical Application 0.5

General Cleanliness in the Workplace & 46
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2.7.7 Hypothetical workplace visit
(imaginary scenario) to apply
learned concepts.

2.7.8 Situations and conditions in a
simulated workplace, risks, and
preventive actions.

e learning Outcome 2.7 Describe potential hazards in the
workplace, assess associated risks, and propose ways to mitigate
them.

Learning objective Duration
(hours)

¢ Introduction to Potential Hazards in the Workplace
¢ Introduction to Risk Assessments

e Proposing Mitigation

e Practical Application

General Cleanliness in the Workplace & 47
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Activity 1: Hazard Identification Workshop

Materials: Images or videos of different work environments, hazard
identification checklists

Steps: Participants are shown images or videos and asked to list
potential hazards using a checklist. Discussion follows on why these
hazards are risks and how they can be mitigated.

Activity 2: Risk Assessment Role-Play
Materials: Scenario descriptions, risk assessment forms

Steps: Small groups receive a scenario describing a workplace. Each
group conducts a risk assessment using the steps learned. Groups
present their findings and proposed mitigation strategies.

Activity 3: Designing a Safety Plan

Materials: Empty safety plan template documents, example of a safety
plan

Steps: Participants design a comprehensive safety plan for a
hypothetical workplace using the information from previous activities.
Plans are shared with the class, and feedback is provided.

General Cleanliness in the Workplace & 52
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Individual Work Assignment 1: Risk Assessment

Reading Task: Read Chapter 7: Risk Assessment and Hazards in the
Workplace.

Activity: Conduct a mini risk assessment of a common area in your home
or workplace, identifying potential hazards and proposing mitigation
measures. Write a one-page report about what you found.

Reading Material: Occupational Health and Safety, Individual Work
Assignment Handbook, Chapter 7: Risk Assessment and Hazards in the
Workplace.

General Cleanliness in the Workplace & 53
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8. Learning Unit 2.8: Emergencies

» Learning Unit Description

This unit introduces essential strategies for preparing and responding to
workplace emergencies, focusing on creating and implementing effective
emergency action plans. Participants will learn the key components of
emergency prepadredness, including assessing situations, responding to
incidents, and communicating with emergency services. The unit also
emphasizes the importance of clear evacuation procedures and individual
roles during emergencies. Through practical activities like designing
emergency action plans, simulating incident responses, and conducting
evacuation drills, learners will develop the skills necessary to ensure safety and
efficiency during workplace emergencies.

» Learning Outcomes and Objectives

. . L Duration

Introduction to Emergency
LO2.8 Explain how to Preparedness

prepare for and respond | 2.8.1 Being prepared for

to emergencies in the emergencies at work.
workplace. 2.8.2 Components of an
emergency action plan.

0.25

Responding to Workplace
Incidents

2.8.3 Steps to take immediately
after an incident occurs.

2.8.4 How to assess a situation
quickly and effectively to
determine the appropriate
response.

0.25

Communication with Emergency
Services

2.8.5 The emergency number 112 (in 0.25
Europe) and critical information
needed when calling for help.

|
General Cleanliness in the Workplace & 54



[ ]
2023-1-1S01-KA220-VET-000158090 J <*/’ b

READY

2.8.6 Conveying clear and concise
information to emergency
responders.

Evacuation Procedures

2.8.6 The workplace evacuation
plan.

2.8.7 Individual roles and
responsibilities during an
evacuation.

0.25

e Learning Outcome 2.1 Explain how to prepare for and respond to
emergencies in the workplace.

Learning objective Duration
(hours)

e Introduction to Emergency Preparedness
e Responding to Workplace Incidents
e Communication with Emergency Services

e Evacuation Procedures

|
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Activity 1: Designing an Emergency Action Plan

Materials: Empty template documents of emergency plans, access to
information about the workplace layout

Steps: Design an emergency action plan specific to your workplace in
groups. Include all key components discussed.

Activity 2: Incident Response Simulation

Materials: Scenario cards, role play badges, dummy first aid kit

Steps: Role-play a scenario where an incident occurs (e.g, a chemical
spill). Participants must assess the situation, decide on the action, and
simulate calling for help.

Activity 3: Emergency Communication Drill

Materials: Phones or communication devices for simulation, scripts with
varying emergency scenarios

Steps: Practice making emergency calls with a partner acting as the
emergency operator. Focus on conveying clear and concise information.
Activity 4: Evacuation Drill

Materials: Evacuation route maps, whistle or alarm, and stopwatch for
evacuation timing.

Steps: Conduct a timed evacuation drill. Each participant performs their
designated role, and the group assembles at the safe area. Review
performance and provide feedback.
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Individual Work Assignment 1: Emergency Action Plan
Reading Task: Read Chapter 8: Emergencies.

Activity: Draft an emergency action plan for a hypothetical workplace
scenario, including evacuation procedures and roles and responsibilities.

Reading Material: Occupational Health and Safety, Individual Work
Assignment Handbook, Chapter 8: Emergencies.
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9. Learning Unit 2.9: First Aid

« Learning Unit Description

This unit focuses on equipping participants with the essential knowledge and
skills to effectively apply first aid in response to workplace accidents and
emergencies. Participants will learn first aid principles, the importance of quick
and effective response, and how to handle common workplace injuries. The
unit emphasizes familiarization with the location and contents of first aid kits
and the practical application of basic techniques. Through hands-on activities
like role-playing scenarios and a first aid kit challenge, learners will gain
confidence in responding to emergencies and providing immediate care to
their colleagues, reinforcing the importance of workplace safety and
preparedness.

» Learning Outcomes and Objectives

. . L Duration

LO2.9 Apply Introduction to First Aid

first aid to address 2.9.1 The principles of first aid and
workplace accidents and its importance in the workplace.
emergencies. 2.9.2 Common workplace injuries
and the appropriate first aid
responses.

0.5

Familiarization with First Aid
Equipment

2.9.3 Location of first aid kits in the
workplace.

2.9.4 Contents of a first aid kit and
use of each item.

Practical First Aid Skills

2.9.5 Basic first aid techniques such
as applying bandages and
dressings. 4
2.9.6 Steps to take in response to
bleeding, burns, and
unconsciousness.

0.5

General Cleanliness in the Workplace & 63



[ ]
2023-1-1S01-KA220-VET-000158090 J <*/’ b

READY

Done in a 4-hour Red Cross Basic
First Aid Course

e Learning Outcome 2.9 Explain the rights and schedules at work,
following the working time rules, to help balance work and rest.

Learning objective Duration
(hours)

e Introduction to First Aid
e Familiarization with First Aid Equipment: 1

e Practical First Aid Skills
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Activity 1: Role-Play Scenarios

Materials: First aid kits, dummies or volunteers, and scenario cards.
Scenarios include:

1. Someone has a severe cut from machinery.

2. A co-worker suffers a burn from hot equipment.

3. A person is found unconscious in the storage area.

Steps: Divide into groups; each group picks a scenario card. Discuss the
first aid procedure applicable to the scenario. Perform the first aid
actions using the materials provided.

Activity 2: First Aid Kit Challenge
Materials: Various first aid kits, item cards describing use

Steps: Participants split into groups. The groups open their kit and lay out
all the items. Match the item cards with the correct first aid supplies.
Discuss the use of each item and demonstrate its practical application
where possible (e.g., bandaging a dummy'’s arm).

* Other activities handled during Red Cross Basic First Aid Course *

|
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10. Learning Unit 2.10: Communication in the Workplace
» Learning Unit Description

This unit focuses on the importance of healthy communication in creating a
positive and productive workplace. Participants will explore the basic
concepts of effective communication, its impact on teamwork and culture,
and the common barriers that hinder clear communication, particularly for
low-skilled workers and immigrants. The unit emphasizes essential
communication techniques such as active listening, clear speaking, and non-
verbal communication and how to apply these skills in everyday workplace
scenarios. Through role-playing, group discussions, and feedback exercises,
learners will develop the ability to communicate more effectively, foster
inclusiveness, and contribute to a supportive and respectful work
environment.

» Learning Outcomes and Objectives

. . L. Duration

Introduction to Healthy

. Communication
LO2.10 Explain healthy .
- . 2.10.1 Basic concepts of healthy
communication and its .
communication in the workplace. 0.5

importance in the

2.10.2 Impact of positive
workplace. P P

communication on teamwork and
workplace culture.

Barriers to Effective
Communication

2.10.3 Common barriers to effective
communication, particularly those
faced by low-skilled workers and 0.5
immigrants.

2.10.4 Strategies to overcome
language barriers and cultural
differences.

Techniques for Effective

. . 0.5
Communication
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2.10.5 Essential communication
techniques include active listening,
clear speaking, and non-verbal
communication.

2.10.6 How to express oneself
clearly and respectfully in a
workplace setting.

Applying Communication Skills
2.10.7 Communication skills to
common workplace scenarios,
emphasizing empathy, respect,
and inclusiveness.

2.10.8 Giving and receiving
feedback constructively and how
to navigate misunderstandings.

0.5

e Learning Outcome 2.1 Explain the rights and schedules at work,
following the working time rules, to help balance work and rest.

Learning objective Duration
(hours)

¢ Introduction to Healthy Communication
e Barriers to Effective Communication

e Techniques for Effective Communication
e Applying Communication Skills
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Activity 1: Role-Playing Communication Scenarios
Materials: Scenario cards, role-play guidelines, observer feedback forms

Steps: Participants take turns playing roles in scripted scenarios.
Observers provide feedback on communication effectiveness.

Activity 2: Communication Barriers Broken Down

Materials: Worksheets outlining common barriers, group discussion
prompts

Steps: Small groups discuss barriers they've experienced and propose
solutions, which are then shared with the larger group.

Activity 3: Feedback Exchange
Materials: Pen and paper

Steps: Participants pair up to give and receive feedback based on stories
they tell about something they experienced. Discussion follows on
feelings and learning points from the exercise.

|
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Individual Work Assignment 1: Reflection
Reading Task: Read Chapter 9: Communication in the Workplace.

Activity: Write a one-page reflection on communication in the workplace
based on the tips from the handbook and your experience at work.

Reading Material: Occupational Health and Safety, Individual Work
Assignment Handbook, Chapter 9: Communication in the Workplace.
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1. Learning Unit 2.11: Psychological Safety

» Learning Unit Description

This unit emphasizes the importance of psychological safety in fostering a
healthy and productive work environment. Participants will learn about
psychological safety, how it differs from physical safety, and why it is crucial
for team performance and employee well-being. The unit introduces
identifying signs of a psychologically unsafe workplace, the impacts of such
environments, and strategies to contribute to a culture of psychological safety.
Through role-playing, group discussions, and action plan development,
learners will gain practical tools to promote open communication, inclusivity,
and empathy, ensuring that everyone feels safe to express their thoughts and
concerns without fear of negative repercussions.

« Learning Outcomes and Objectives

Learning Outcomes ?ﬁﬁ;‘s})n

Introduction to Psychological
Safety

LO2.11 Explain 2111 Psychological safety and its
psychological safety in importance for team performance
the workplace and why it | and employee well-being.

is crucial. 2.11.2 The difference between
psychological safety and physical
safety.

0.25

Identifying Signs of a
Psychologically Unsafe
Workplace

2.11.3 The signs of a psychologically
unsafe environment, such as fear
of speaking up, exclusion, or 0.25
disrespect.

2.11.4 The impact of psychological
unsafety on individuals, especially
in a multicultural and diverse
workplace.
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Contributing to Psychological
Safety

2.11.5 Strategies for individuals to
contribute to a psychologically
safe workplace, including active
listening, inclusive communication,
and empathy.

2.11.6 Safely expressing thoughts
and concerns and encouraging
others to do the same.

0.25

Addressing Psychological Safety
Issues

211.7 The role of management and
staff in fostering psychological
safety and the steps taken to 0.25
improve it.

2.11.8 How to seek help and support
when dealing with psychological
safety issues in the workplace.

e learning Outcome 211 Explain psychological safety in the
workplace and why it is crucial.

Learning objective Duration
(hours)

¢ Introduction to Psychological Safety

e Identifying Signs of a Psychologically Unsafe Workplace
e Contributing to Psychological Safety

e Addressing Psychological Safety Issues

|
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Activity 1: Role-Playing Scenarios

Materials: Scenario cards detailing different workplace situations (e.g., a
team member being ridiculed for a question, a team member being
mocked by another, a team member being criticized harshly, a team
member not being invited to a crucial meeting)

Steps: Participants role-play in small groups, alternating roles between
employees and managers to discuss and react to the scenarios.

Activity 2: Problem-Solving Group Discussion

Materials: Case studies of psychologically unsafe workplaces, discussion
guidelines

Steps: Small groups analyze case studies, identify key issues, and
propose solutions that encourage psychological safety. Groups share
their findings with the class.

Activity 3: Action Plan Development

Materials: Empty template documents for action plans, example plans

Steps: Participants draft action plans outlining specific steps to foster
psychological safety in their roles. Plans are shared in small groups for
feedback and refinement.
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Individual Work Assignment 1: Action Plan

Reading Task: Read Chapter 10: Psychological Safety.

Activity: Develop an action plan to improve psychological safety against
any harassment or bullying in a team or department, detailing specific

steps and initiatives.

Reading Material: Occupational Health and Safety, Individual Work
Assignment Handbook, Chapter 10: Psychological Safety.

|
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12. Learning Unit 2.12: Ergonomics
» Learning Unit Description

This unit focuses on the principles of ergonomics and the importance of
maintaining proper work posture to prevent strain and injury. Participants will
learn the basics of ergonomics, how good posture enhances health and
productivity, and how to recognize the signs of poor posture and its effects
on the body. The unit emphasizes practical techniques for improving posture
through proper sitting, standing, and lifting methods, as well as simple
exercises to strengthen muscles essential for maintaining good posture.
Learners will also explore applying ergonomic principles in their workspaces,
using tools and equipment to minimize strain and support a healthy work
environment. Participants will learn how to create and maintain a safe and
comfortable workspace through ergonomic risk assessments, posture role-
playing, and workstation design.

« Learning Outcomes and Objectives

] . . Duration
I T ey

Introduction to Ergonomics

2.12.1 Basics of ergonomics and the
importance of proper work posture. 0.25
2.12.2 How good posture benefits
overall health and productivity.

LO2.12 Explain the
principles of ergonomics
and the importance of
proper work posture.

Recognizing Poor Posture and its
Effects:

2.12.3 Common postural problems
and their potential impacts on
health.

2.12.4 The signs of strain and
fatigue due to poor ergonomic
practices.

0.25

Techniques for Improving Posture
and Ergonomics

2.12.5: Maintaining proper posture
while standing, sitting, and lifting.

0.25

|
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2.12.6 Simple stretches and
exercises to strengthen muscles
important for good posture.

Applying Ergonomic Principles in
the Workplace

2.12.7 Ergonomic principles to
arrange a workspace that supports 0.25
healthy posture.

2.12.8 Using tools and equipment to
minimize strain and prevent injury.

e Learning Outcome 2.12 Explain the principles of ergonomics and
the importance of proper work posture.

Learning objective Duration
(hours)

e Introduction to Ergonomics

e Recognizing Poor Posture and its Effects:

e Techniques for Improving Posture and Ergonomics
e Applying Ergonomic Principles in the Workplace

|
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Activity 1: Ergonomic Risk Assessment

Materials: Pictures of various office setups, checklists for ergonomic
assessment

Steps: Participants work in small groups to evaluate the setups and
suggest improvements based on ergonomic principles.

Activity 2: Role-Playing Exercise

Materials: Guidelines for various postures, mirrors for self-assessment
Steps: Individuals take turns adopting both good and bad postures, and
others provide feedback based on set criteria.

Activity 3: Stretch and Strengthen

Materials: Open space, exercise mats

Steps: A physical therapist or trained instructor demonstrates stretches
and strength exercises; participants practice under supervision.
Activity 4: Design an Ergonomic Workspace

Materials: Desk items, adjustable furniture, tools like rulers for measuring
distances and heights

Steps: Participants follow ergonomic guidelines to set up a desk that
promotes good posture and minimizes potential strain and injuries.

|
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Individual Work Assignment 1: Workstation Setup

Reading Task: Read Chapter 11: Ergonomics.

Activity: Design an ergonomic workstation setup, including the
placement of a desk, chair, computer, and accessories to ensure good

posture and minimize strain.

Reading Material: Occupational Health and Safety, Individual Work
Assignment Handbook, Chapter 11: Ergonomics.

|
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