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Preface 

The Nat onal Curr culum Framework, 2005, recommends that ch ldren’s l fe at 
school must be l nked to the r l fe outs de the school. Th s pr nc ple makes a 
departure from the legacy of book sh learn ng wh ch cont nues to shape our system 
and causes a gap between the school, home, commun ty and the workplace. 

The student workbook on “Heal h Care ad Personal Grooming in Re ail”  s a 
part of the qual f cat on package developed for the  mplementat on of Nat onal 
Vocat onal Educat on Qual f cat on Framework (NVEQF), an  n t at ve of M n stry of 
Human Resource Development (MHRD), Government of Ind a to set common pr nc ples 
and gu del nes for a nat onally recogn zed qual f cat on system cover ng Schools, 
Vocat onal Educat on and Tra n ng Inst tut ons, Techn cal Educat on Inst tut ons, 
Colleges and Un vers t es. It  s env saged that the NVEQF w ll promote transparency of 
qual f cat ons, cross-sectoral learn ng, student-centred learn ng and fac l tate 
learner’s mob l ty between d fferent qual f cat ons, thus encourag ng l felong 
learn ng. 

Th s student workbook, wh ch forms a part of vocat onal qual f cat on package 
for student's who have passed Class IX or equ valent exam nat on, was created by a 
group of experts. The Reta ler's Assoc at on of Sk ll Counc l of Ind a (RASCI), approved 
by the Nat onal Sk ll Development Corporat on (NSDC) organ zed Reta l ng Industry 
developed the Nat onal Occupat on Standards (NOS). The Nat onal Occupat on 
Standards are a set of competency standards and gu del nes endorsed by the 
representat ves of organ zed reta l ng Industry for recogn z ng a assess ng sk lls and 
knowledge needed to perform effect vely  n the workplace. 

The Pand t Sunderlal Sharma Central Inst tute of Vocat onal Educat on 
(PSSCIVE), a const tuent of Nat onal Counc l of Educat onal Research and Tra n ng 
(NCERT)  n assoc at on w th SKSDC has developed modular curr cula and learn ng 
mater als (Un ts) for the vocat onal qual f cat on package  n organ zed reta l ng sector 
for NVEQ levels 1 to 4; Level 2  s equ valent to Class X. Based on NOS, occupat on 
related core competenc es (knowledge, sk lls and ab l t es) were  dent f ed for 
development of curr cula and learn ng modules (Un ts). 

Th s student workbook attempts to d scourage rote learn ng and to necessary 
flex b l ty  n offer ng of courses, necessary for break ng sharp boundar es between 
d fferent subject areas. The workbook attempt to enhance these endeavour by g v ng 
h gher pr or ty and space to opportun t es contemplat on and wonder ng, d scuss on  n 
small groups and act v t es requ r ng hands on exper ence. Hope these measures w ll 
take us s gn f cantly further  n the d rect on of a ch ld centred system of educat on 
outl ned  n the Nat onal Pol cy of Educat on (1986). 

The success of th s effort depends on the steps that school Pr nc pals and 
Teachers w ll take to encourage ch ldren to reflect the r own learn ng and to pursue 
 mag nat ve and on the job act v t es and quest ons. Part c pat on of learner  n sk ll 
development exerc ses and  nculcat on of values and creat v ty  s poss ble  f  nvolve 
ch ldren as part c pant  n learn ng, and not as rece ver of  nformat on. These a ms 
 mply cons derable change  n school rout nes and mode of funct on ng. Flex b l ty  n 
the da ly t me table would be a necess ty to ma nta n the r gour  n  mplement ng the 
act v t es and requ red number of teach ng days w ll have to be  ncreased for teach ng 
and tra n ng. 
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Abou   he Workbook 

Th s workbook  s to ass st you w th complet ng the Un t of Competency RS206-
NQ2012: Heal h Care and Personal Grooming in Re ail. You should work through the 
workbook  n the classroom, at the workplace or  n your own t me under the gu dance 
and superv s on of your teacher or tra ner. Th s workbook conta ns sess ons wh ch w ll 
help you to acqu re relevant knowledge and sk lls (soft and hard) on var ous aspects of 
the un t of competency. Each sess on  s small enough to be eas ly tackled and 
d gested by you before you move on to the next sess on. An mated p ctures and 
photographs have been  ncluded to br ng about v sual appeal and to make the text 
l vely and  nteract ve for you. You can also try to create your own  llustrat ons us ng 
your  mag nat on or tak ng the help of your teacher. Let us now see what the sect ons 
 n the sess ons have for you. 

Sec ion1: In roduc ion 
Th s sect on  ntroduces you to the top c of the Un t. It also tells you what you w ll 
learn through the var ous sess ons covered  n the Un t. 

Sec ion 2: Relevan  Knowledge 
Th s sect on prov des you w th the relevant  nformat on on the top c(s) covered  n the 
sess on. The knowledge developed through th s sect on w ll enable you to perform 
certa n act v t es. You should read through the  nformat on to develop an 
understand ng on the var ous aspects of the top c before you complete the 
exerc se(s). 

Sec ion 3: Exercise 
Each sess on has exerc ses, wh ch you should complete on t me. You w ll perform the 
act v t es  n the classroom, at home or at the workplace. The act v t es  ncluded  n 
th s sect on w ll help you to develop necessary knowledge, sk lls and att tude that you 
need for becom ng competent  n perform ng the tasks at workplace. The act v t es 
should be done under the superv s on of your teacher or tra ner who w ll gu de you  n 
complet ng the tasks and also prov de feedback to you for  mprov ng your 
performance. To ach eve th s, prepare a t metable  n consultat on w th your teacher 
or tra ner and str ctly adhere to the st pulated norms or standards. Do not hes tate to 
ask your teacher or tra ner to expla n anyth ng that you do not understand. 

Sec ion 4: Assessmen  

The rev ew quest ons  ncluded  n th s sect on w ll help you to check your progress. You 
must be able to answer all the quest ons before you proceed to the next sess on. 
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FETY FIRST 

In roduc ion 

You must have the exper ence of sl pp ng on the 

banana peel thrown by another person at a publ c 

place? If not, then you are a lucky few who d d not get 

hurt due to the negligence of the others. It  s a 

common phenomenon  n publ c places where vendors 

sell fru ts and people do not bother throw ng the peel 

on the road. 

At home too, you must have exper enced  njury due 

to hazardous  ools, equipmen , and ma erials. For  nstance, wh le work ng  n the 

k tchen, your mother m ght have at t mes hurt her f nger w th a kn fe. S m larly, 

workers  n  ndustry, factor es, warehouses, and organ zat ons are exposed to var ous 

hazards. 

Occupa ional heal h and safe y (OHS)  s an area 

concerned w th protect ng the safety, health and 

welfare of people engaged  n work or employment. 

Health and safety of people are  mportant 

aspects for an organ zat on’s smooth and effect ve 

funct on ng. Good health and safe performance 

ensures an acc dent-free  ndustr al env ronment. 

The goal of occupat onal safety and health procedures and programmes  s to 

establ sh and foster a safe and healthy work env ronment for all workers. The 

occupat onal health  s often g ven less attent on than occupat onal safety as the 

former  s cons dered more as a personal  ssue. 

In th s Un t, you w ll develop an understand ng of 

the d fferent health care act v t es  n reta l 

organ zat ons, sk lls for personal groom ng for 

conv nc ng the customers  n the reta l bus ness. 

You w ll understand how to know health care 

act v t es, acqu re the relevant sk lls requ red for 

personal groom ng. 
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Session 1: Heal h Care Ac ivi ies 

Relevan  Knowledge 

The prevent on, treatment, and management of 

 llness and the preservat on of mental and phys cal 

well-be ng are through the serv ces offered by the 

med cal and all ed health profess ons are called the 

health care. 

Healthcare reta l  s prov d ng cash-and-carry, health-

related products, along w th conven ence and g ft 

 tems, d rectly on the healthcare campus through profess onally run stores, e-

commerce or catalogs. 

Offer ng th s level of conven ence  s an enormous benef t to pat ents, as well as 

careg vers, phys c ans, v s tors and employees. Customers can get exactly what they 

need, when they need  t; from the place they trust most - the hosp tal or cl n c. 

A large number of Reta l, Wholesale and Department Store Un on (RWDSU) members 

are employed  n the reta l 

 ndustry, and they face as many 

health hazards as people 

employed  n jobs that are 

generally bel eved to be more 

dangerous. Reta l jobs requ re 

repet t ve mot ons, heavy 

l ft ng, long per ods of stand ng 

and other hazards that can 

result  n  njury. Reta l workers 

need to be aware of the r sks 

they face on the job and how to 

avo d them. 
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Heal h Care Ac ivi ies 

Cl n cs  n Reta l Stores 

Wal-Mart currently has over 40 

cl n cs operat ng  n  ts stores and 

plans to partner w th healthcare 

prov ders and healthcare 

entrepreneurs to open 600+ cl n cs 

 n the next couple of years, w th a 

potent al for more than 2,000 

cl n cs  n  ts stores  n the 

foreseeable future. 

The ever escalat ng costs of 

healthcare, th s  s a move towards 

del ver ng r ght qual ty, r ght 

pr ced healthcare w th pr ce 

transparency access ble to m ll ons who otherw se cannot afford treatment today, but 

have a reasonable expectat on for “value for the r healthcare dollars” s m lar to the r 

spend  n other areas. 

The reta l cl n cs are ant c pated to be operated by th rd party phys c ans and nurse 

pract t oners w th pract ce management (pat ent reg strat on, b ll ng, e-prescr b ng) 

and electron c med cal records (EMR) software prov ded by E- Clinical Works. 

The prom se  n add t on, to the qual ty of treatment del vered  s the use of electron c 

health records (EHRs) to ensure transparency, accuracy and portab l ty to assure a 

better customer exper ence. 

Indoor Air Quali y and Pollu ion 

Most reta l stores are  n "closed" bu ld ngs, where w ndows cannot be opened eas ly 

and doorway ex ts are often  n remote areas. 

Indoor a r pollut on  s caused by the bu ld-up of vapors, part cles, molds, fungus and 

bacter a  n bu ld ng a r. The  ndoor sources of these pollutants can be human waste, 

c garette smoke, fuel-f red furnaces, bu ld ng mater als, furn sh ngs, clean ng 

products, store consumer products, asbestos and pest c des. Molds, spores, fungus and 
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bacter a can accumulate  n stand ng water, wet furn sh ngs, furnace water, and a r 

ducts. Meat wrappers can be harmed by the vapors of burn ng plast c wrap. 

Polluted outdoor a r can be drawn  nto a bu ld ng v a the a r  ntakes. Gases and 

part cles from truck exhaust, as well as other pollutants from the area are common 

 ndoor a r pollutants. 

If unchecked, these pollut ons can cause severe resp ratory a lments. All workplaces 

where these r sks are present need an effect ve mechan cal vent lat on system. 

The system  n your store may  nclude a ser es of fans, ducts, heat ng or cool ng co ls, 

vents, and hoods. A s ngle a r handl ng un t may handle several zones w th d fferent 

requ rements w th n the store. A mechan cal system must br ng  n fresh outdoor a r, 

m x  t w th the a r that  s already c rculat ng  ns de the store and d str bute the 

cond t oned a r to all areas,  nclud ng stock rooms, v a ducts. 

Ergonomics 

The bas c  dea of ergonom cs (the study of workplace des gn)  s to des gn the 

workplace to f t the worker and not change the worker to f t  nto a poorly des gned 

workplace. Work stat ons must be adjustable to be able to accommodate the w de 

var ety of he ghts and strengths of reta l workers. 

The best he ght for a work ng surface depends on the worker and whether or not he or 

she stands or s ts. The  deal he ght  s generally between 2 to 4  nches below the elbow 

for del cate work and between 6 to 18  nches below the elbow for heavy work. The 

solut on for work ng surface he ght  s to make the surface adjustable to accommodate 

each worker. 

A workstat on that allows for alternat ng between s tt ng and stand ng  s  mportant, as 

 s room to move about w thout awkward mot ons and decent l ght ng. 

Repe i ive Mo ion Illnesses 

In many areas of a reta l store there are workers perform ng jobs that requ re 

repet t ve bend ng and tw st ng of the hands, wr sts and upper body. These tasks 

often place excess ve stress on muscles, tendons, blood vessels and nerves. These 

repet t ve mot ons frequently result  n cond t ons such as carpal tunnel syndrome, 

tend n t s, gangl on cysts and tenosynov t s. These cond t ons are ser ous, caus ng 

pa n, loss of use of the hands and wr sts and permanent damage. 

11 



  

 

               

            

          

 

  

 

           

            

        

 

   

 

         

  

  

  

  

 

          

  

  

  

  

 

   

 

               

      

 

     

       

     

     

      

 

  

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________ 

Correct ergonom c des gn  s one of the most  mportant ways to avo d these k nds of 

 llnesses. El m nate the tw st ng and bend ng caused by poorly des gned tools and 

workstat ons  s the only way to reduce the r sk. 

Exercise: Assignmen  

V s t a reta l organ zat on or supermarket/spec alty store,  nteract w th the employer 

and employees of the organ sat on/ ndustry and ask the follow ng quest ons and wr te 

the r reply  n not more than 50 words: 

Ques ions for Employers 

( ) What should your employees know about health act v t es? 

(  ) What are the potent al hazards for workers  n reta l? 

Ques ions for Employees 

( ) Are you happy w th the prov s ons made for tak ng care of your phys cal and 

safety requ rements at the workplace? 

Employee A: Yes/No 

Employee B: Yes/No 

Employee C: Yes/No 

Employee D: Yes/No 

Employee E: Yes/No 
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(  ) Wh ch are the hazardous chem cals that the employees th nk are affect ng the r 

phys cal well be ng at the workplace? 

(   ) What are the safety requ rements for mater al handl ng? 

Assessmen  

Answer the follow ng quest ons (Use add t onal sheets of paper  f necessary) 

A. Fill in  he blanks 

1. By the th rd party phys c ans and nurse pract t oners operated _____________. 

(reta l cl n cs) 

2. The serv ces offered by the_________ and____________ are called the health 

care. (med cal, all ed health profess ons) 

B. Mul iple Choice Ques ions 

T ck the correct answer 

1. The qual ty of reta l cl n cal treatment del vered  s the use of electron c health 

records (EHRs) to ensure: 

a. Transparency 

b. Accuracy 

c. Portab l ty 

d. All of these 

2. Reta l jobs are requ red to: 

a. Repet t ve mot ons 

b. Heavy l ft ng 

c. Long per ods of stand ng 

d. All the above 

13 



  

 

    

      

      

      

     

 

     

 

         

          

 

    

 

              

 

 

    

 

       

 

   

 

     

         

           

            

 

   

 

  
         

     

             

         

  

  

 

  

3. OSHA stands for 

a. Organ zat onal Safety and Health Act v ty 

b. Occupat onal Safety and Health Adm n strat on 

c. Occupat onal Safety and Hyg ene Adm n strat on 

d. None of the Above 

C. Shor  Answer Ques ions 

1. What  s the mean ng of the Health Care? 

2. L st out the Health Care Act v t es  n Reta l Bus ness? 

Checklis  for Assessmen  Ac ivi y 

Use the follow ng checkl st to see  f you’ve met all the requ rements for Assessment 

Act v ty. 

Par  - A 

• D fferent ated between d fferent health care act v t es. 

Par  - B 

D scussed  n class the follow ng: 

• What are health care act v t es  n reta l bus ness? 

• What  s the  mportance of effect ve health care  n reta l ng? 

• Why do we need to exerc se da ly for your health care? 

Par  - C 

Performance S andards 
The Performance standards may  nclude, but not l m ted to: 

Performance s andards Yes No 

Able to  dent fy the var ous k nds of health care act v t es 

Able to pract ce health care act v t es for reduc ng the 

health deceases 
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Session 2: Heal h Care Measures 

Relevan  Knowledge 

Lif ing, Carrying and S anding 

L ft ng  s an  mportant part of all reta l store work. 

Cash ers l ft grocer es dur ng the whole work sh ft; 

stock clerks put products on shelves throughout the 

day, and department store staff stock and retr eve 

products from stockroom shelves frequently. These 

tasks contr bute d rectly to the h gh rates of back 

 njur es, lower back pa n, hern as, heart and 

c rculatory problems among reta l store workers. 

There are several  mportant gu del nes to follow 

when perform ng these tasks. Loads that seem too 

heavy for you to l ft should be broken down  nto 

smaller un ts so that they are manageable. 

Mechan cal l ft ng dev ces should be used to l ft 

loads that are too heavy. If no mechan cal dev ce  s 

ava lable, have a co-worker help. 

Heavy loads should not be l fted d rectly from the floor. Products should be stored at 

least 18  nches above the floor and not above shoulder he ght. A ladder may be 

necessary to be able to reach h gh  tems. A table may be necessary to br ng products 

up to comfortable he ghts. 

L ft slowly and evenly. There  s no ev dence that back belts prevent back  njury. 

When perform ng carry ng tasks,  t  s  mportant to br ng the load close to your body. 

Use handles or cut handles on cartons. 

Avo d awkward postures such as tw st ng and turn ng wh le carry ng a load. Wear 

comfortable cloth ng and shoes. Rest and stretch muscles as frequently as poss ble, 

take breaks, when poss ble. 

Stand ng can cause var cose ve ns and back fat gue, ach ng feet and muscle stra n, 

among other a lments. Ant -fat gue mats made of a soft mater al, foot rests, stools 

and cha rs can help rel eve the constant pressure of stand ng for long per ods of t me. 

15 



  

 

      

 

          

                

                

   

 

                

              

               

 

              

              

           

 

              

         

 

                

  

 

                

              

       

 

   

        

     

    

      

      

        

         

        

       

        

         

                

    

 

Compu er Opera ors and Da a Processors 

RWDSU keyboard operators, telephone operators and other members use computers 

that come  n a var ety of shapes and s zes. One s ze workstat on w ll not f t everyone. 

The key to a safe computer workstat on  s ensur ng that  t f ts the user,  s adjustable 

and comfortable. 

The mon tor should be placed 18-30  nches from the user and the top of the mon tor 

should be level w th the user’s eyes. The keyboard should be detached from the 

mon tor screen. It should be flat or sl ghtly angled. Both should be eas ly adjustable. 

The seat he ght and armrests should be adjustable and the w dth should be a 

m n mum of 18  nches. The seat pan should be contoured and cush oned. The backrest 

should support the lumbar reg on. Foot rests should be prov ded. 

The other rules of ergonom c des gn, l ke good l ght ng and space, are also necessary 

to avo d the r sk of repet t ve mot on  llnesses. 

In the next  ssue of the Record, other workplace hazards of the reta l  ndustry w ll be 

exam ned. 

RWDSU members employed  n reta l face an exhaust ve l st of hazards on the job. It  s 

 mportant for them to be aware of those dangers, as well as the r employers’ 

respons b l t es  n ensur ng a safe workplace. 

Fire Preven ion 

F re hazards often ex st  n reta l stores due 

to flammable and combust ble mater als, 

electr cal malfunct ons, open flames, 

sparks, hot surfaces, smok ng and unsafe 

storage of chem cal products. Your employer 

must have an emergency plan for how to 

evacuate the store, who to call  n case of 

f re, and job tasks for people respons ble for 

evacuat on. Ex t paths should not be blocked 

and must be clearly marked w th ex t s gns 

that are l ghted. It  s better to have a pre-

emergency plan than for chaos to result when a f re breaks out, caus ng loss of l fe 

and property damage. 
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F re ext ngu shers must be ava lable, and workers 

should be tra ned  n how to use them. They must be 

the correct type for the hazard: type A for 

combust bles, type C for electr cal equ pment and type 

ABC for general f res. F re ext ngu shers must be 

 nspected regularly to ensure that they are  n good 

work ng order. The needle gauge must be at the 12:00 

o’clock pos t on and the nozzle  n good shape. 

Spr nklers must be  nstalled and  nspected at least 

once a year. 

Good housekeep ng and proper storage and 

d sposal of combust ble and flammable mater als 

are the most  mportant steps  n prevent ng f res 

 n a reta l store. The employer must allow t me  n 

the work day for th s type of work to be done. 

Floors Slips, Trips and Falls 

Sl ps, tr ps and falls are common causes of  njur es  n all reta l stores. Wet, sl ppery 

floors around produce, meat, f sh and freezer areas are espec ally hazardous  n 

grocery supermarkets. S m larly, a sles that are cluttered w th boxes, and uneven 

cracked floor ng are all hazards commonly found  n department stores. 

All sp lls need to be cleaned promptly, and t me needs to be allowed to clear clutter 

and waste from the a sles. 

Machine Guarding 

Many bakery, del , meat and f sh department workers as well as store carpenters and 

ma ntenance staff, use electr cal equ pment that can cause ser ous cuts, bru ses, 

amputat ons, crushed bones and other  njur es. The mach nes  nclude saws, meat 

gr nders, sl cers, m xers, trash balers and garbage d sposal un ts. The mov ng parts 

must be guarded to prevent body contact w th the mach ne, and cha n ma l gloves 

should be prov ded for clean ng them. Mov ng parts  nclude belt dr ves, shear po nts, 

n p po nts pulleys, sprockets, blades, saw blades, rotat ng and fly ng parts. 

17 



  

 

              

           

               

              

     

 

   

 

                 

             

              

              

            

               

            

        

 

  

 

            

           

         

 

              

         

           

               

           

   

 

           

            

             

               

 

            

            

           

          

            

In the del  or meat department, blades on the sl c ng mach nes must have mach ne 

guards to help prevent acc dents. Non-automat c sl cers must have a handhold 

protected from the blade. All sl cers must be kept sharp so that force  s not 

necessary. Del  workers should not wear loose cloth ng, wh ch m ght get caught  n the 

blades of a mach ne. 

Trash Disposal 

Trash d sposal  s a hazard that  s present  n most reta l store s tuat ons, and  t must be 

dealt w th caut ously to ensure that nobody  s hurt. Trash compactors and load ng 

doors should be  nterlocked w th the dr ve mechan sm so that the un t cannot be 

operated unless the door  s fully closed. Balers should have two handed stop and 

operat ng buttons that make you push both buttons s multaneously to operate. Th s 

keeps your hands at a safe locat on and d stance from danger. The feed throat on 

garbage d sposal equ pment and gr nders should be guarded so that hands cannot 

come  nto contact w th the mov ng blades. 

Elec rici y Shocks 

RWDSU members  n department stores, supermarkets and other reta l stores may face 

hazards from exposure to l ve electr c ty. Contact w th energ zed equ pment can 

cause shock, burns, startle acc dents and even death. 

Electr c shock  njur es are a danger when reta l workers are exposed to l ve w r ng, 

temporary w r ng and damaged electr cal equ pment, espec ally when adequate 

tra n ng has not been g ven. The Occupat onal Safety and Health Adm n strat on 

(OSHA) est mates that more than half of all electr c shock deaths and  njur es can be 

prevented  f employers prov de tra n ng about electr cal hazards and  nst tute safe 

work ng pract ces. 

In supermarkets, sl cers, gr nders, saws and other electr cal appl ances have exposed 

non-current carry ng metal parts that can cause electr cal shock when used near 

water. There  s also the potent al for shocks dur ng rout ne ma ntenance and serv c ng 

 f electr cal lockout and tag out  s not used to de-energ ze the powered equ pment. 

In department stores and other reta l stores, exposed temporary w r ng and damaged 

flex ble cords can cause  njury. Product d splays and newly des gned areas are 

frequently  nstalled w thout permanent w r ng. Back of the store stockrooms may 

have damaged w r ng, temporary f xtures and obsolete electr cal equ pment. Reta l 

workers should v sually  nspect all electr cal w r ng regularly to check for breaks, 
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fray ng, and other defects. All electr c outlet boxes should be covered. All sw tch 

boxes and c rcu ts should be labeled. 

Ground Fault C rcu t Interrupters, wh ch shut off electr cal current  n the event of a 

leak, should be used whenever poss ble, and electr cal lockout and tag out, wh ch 

prevents acc dental start up of mach nery dur ng ma ntenance, should be pract ced at 

all t mes. 

Working in  he Cold Places 

RWDSU members who work  n cold 

env ronments l ke freezers, cold box storage 

rooms and refr gerat on trucks need proper 

protect on from the cold. Protect on from 

the cold can be atta ned by wear ng proper 

cloth ng and the redes gn ng of your work ng 

s tuat on. Your employer should tra n you  n 

the health hazards assoc ated w th exposure 

to cold, the early s gns of overexposure, 

proper cloth ng and the safe work pract ces 

to use when work ng  n cold temperatures. 

Cloth ng should be l ghtwe ght, waterproof and layered. 

Mach nery, tools and jobs should be des gned to make them less hazardous. S nce 

cloth ng  s bulky and there  s loss of manual dexter ty due to cloth ng and the cold, 

tasks should be redes gned w th th s  n m nd. Attent on should be pa d to spac ng of 

handles, knobs and other mechan cal parts. Tool handles should be easy to grasp. 

Metal parts should be  nsulated. 

Responsible for Workplace Heal h and Safe y 

Everyone  n the workplace,  nclud ng you, your co-workers, your superv sor, and your 

employer, has a respons b l ty to protect you and the people around you from  njury — 

that’s the law. Know ng about these respons b l t es w ll help you work safely and 

contr bute to mak ng your workplace safer. 

Responsibili ies as a Worker 

• Know and follow the health and safety requ rements that are relevant to your 

job. 

19 



  

 

                

 

           

           

        

            

            

 

  

 

       

             

   

           

               

  

           

            

           

  

       

        

         

 

  

 

          

                

           

     

           

 

      

      

            

         

            

 

• If you don’t know how to do someth ng safely, ask for tra n ng before you beg n 

work. 

• Work safely, and encourage your co-workers to do the same. 

• Correct any unsafe cond t ons  mmed ately (for example, sp lls or loose 

electr cal cords) or report them to your superv sor. 

• Immed ately report any  njury to a f rst a d attendant or superv sor. 

• Take the  n t at ve. Make suggest ons to  mprove health and safety. 

Employer’s Responsibili ies 

• Prov de a safe and healthy workplace. 

• Ensure that you and your co-workers are adequately tra ned, and keep records 

of your tra n ng. 

• Prov de a comprehens ve occupat onal health and safety program,  nclud ng a 

wr tten health and safety pol cy (you can ask to see a copy) and an  nc dent 

 nvest gat on procedure. 

• Support superv sors, safety co-coord nators, and workers  n the r health and 

safety act v t es. A good employer encourages safe work pract ces at all t mes. 

Take act on  mmed ately when a worker or superv sor reports a potent ally 

hazardous s tuat on. 

• In t ate an  mmed ate  nvest gat on  nto  nc dents. 

• Prov de adequate f rst a d fac l t es and serv ces. 

• Prov de personal protect ve equ pment (PPE) where requ red. 

Supervisor’s Responsibili ies 

• Instruct you and your co-workers  n safe work procedures. 

• Tra n you for all ass gned tasks, and check that your work  s be ng done safely. 

• Ensure that only author zed, adequately tra ned workers operate tools and 

equ pment or use hazardous chem cals. 

• Ensure that equ pment and mater als are properly handled, stored, and 

ma nta ned. 

• Enforce health and safety requ rements. 

• Correct unsafe acts and cond t ons. 

• Ident fy workers w th problems that could affect safety at the works te. 

• Follow up w th  nterv ews and referrals where necessary. 

• Formulate health and safety rules, and  nspect the workplace for hazards. 
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Righ s  o Heal h and Safe y 

If you are asked to superv se other workers, make sure you have been tra ned to do 

the job and understand your respons b l t es. Not only do you have a duty to work 

safely; as a worker you also have several bas c r ghts related to health and safety: 

• The r ght to know and be tra ned  n safe work pract ces  n all aspects of your 

job and how to recogn ze on-the-job hazards 

• The r ght to superv s on to make sure you can work w th m n mal r sk 

• The r ght to part c pate  n health and safety matters, e ther d rectly or through 

a jo nt health and safety comm ttee or worker representat ve 

• The r ght to employer-prov ded safety equ pment requ red for your job, 

although you are respons ble for prov d ng your own safety footwear and 

headgear. 

• The r ght to refuse work, w thout be ng f red or d sc pl ned for refus ng,  f you 

have reasonable cause to bel eve that the work process, equ pment, or 

env ronment poses an undue r sk of  njury to you or another person. 

Refusing Unsafe Work 

If you th nk a task  s l kely to endanger you or your co-workers, don’t be afra d to 

speak up. Follow these gu del nes to refuse work that you bel eve  s unsafe: 

• Expla n to your  mmed ate superv sor why you’re not comfortable. 

• If your  mmed ate superv sor  s unava lable or doesn’t g ve you a good answer, 

go to h s or her superv sor. 

• If you are st ll not sat sf ed, talk to your worker health and safety 

representat ve, a member of the jo nt comm ttee, or a shop steward. 

• If you are st ll unable to resolve the  ssue. 
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____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

Exercise: Assignmen  

1. V s t a reta l organ zat on or an Industry,  nteract w th the employer and 

employees of the organ sat on/ ndustry and ask the follow ng quest ons and 

wr te the r reply  n not more than 50 words: 

Ques ions for Employers 

( ) What k nds of health care equ pments are needed for f tness of employees  n 

an organ zat on? 

Ques ions for Employees 

( ) What exper ence do you have us ng d fferent mach nes/types of equ pment? 

Wh ch are you most fam l ar w th? 

(  ) What types of  tems or equ pment have you been requ red to keep good health 

care? 

(   ) What types of  tems have you handled  n your job? Were any of these  tems 

dangerous? 
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Assessmen  

A. Fill in  he blanks 

1. Work stat ons must be adjustable to be able to accommodate the w de var ety 

of _________ and __________ of reta l workers. (he ghts, strengths) 

2. Mechan cal l ft ng dev ces should be used to l ft ______ that are too heavy. 

(loads) 

3. F re ext ngu shers must be ___________ regularly to ensure that they are  n 

good work ng order. ( nspected) 

4. Protect on from the cold can be atta ned by wear ng proper __________ and 

______________ of your work ng s tuat on. (cloth ng, redes gn ng) 

B. Mul iple Choice Ques ions 

T ck the correct answer 

1. The computer mon tor should be placed from the user  s 

a. 10-20  nches 

b. 15-25  nches 

c. 18-30  nches 

d. 25-40  nches 

2. Wh ch of the follow ng would you check to see  f a mater al  s cons dered 

‘hazardous’? 

a. The product label 

b. Purchas ng record 

c. Mater al safety data sheet 

d. Hazardous mater al  nventory 

C. Shor  Answer Ques ions 

1. What  s the  mpact of the follow ng act v t es for Workplace Health & Safety? 

• Indoor A r Qual ty and Pollut on 

• Ergonom cs 

• Repet t ve Mot on Illnesses 

• L ft ng, Carry ng and Stand ng 

• Computer Operators and Data Processors 

• F re prevent on 

• Floor Sl ps, Tr ps and falls 

• Mach ne Guard ng 
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• Trash D sposal 

• Electr c ty 

• Work ng  n Cold Places 

2. Expla n the respons b l t es follow ng stakeholders for workplace health and 

safety: 

• Worker 

• Employer 

• Superv sor 

3. What are the r ghts of worker for health and safety  n a reta l store? 

Checklis  for Assessmen  Ac ivi y 

Use the follow ng checkl st to see  f you’ve met all the requ rements for Assessment 

Act v ty. 

Par  A 

• D fferent ated between hazardous and non-hazardous products. 

• D fferent ated between d fferent types of hazards and chem cals. 

Par  B 

D scussed  n class the follow ng: 

• What k nd of health care measures taken for handl ng mach ner es and 

equ pments  n the retr al bus ness? 

• What are the d fferent types of hazardous products? 

Par  C 

Performance S andards 
The Performance standards may  nclude, but not l m ted to: 

Performance s andards Yes No 

Able to pract ce health care act v t es for reduc ng the 

health deceases 

Able to  dent fy the health care measures taken for 

handl ng mach ner es and equ pments  n the retr al 

bus ness 
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Session 3: Personal Grooming Techniques 

Relevan  Knowledge 

Sk lls & knowledge of self-care, soc al  nteract ons & s tuat onal et quette converts an 

 nd v dual  n to a br ght Rad ant be ng. Awareness &  nformat on  s the core of an 

 nd v dual. Be ng  n vogue & showcas ng taste & l festyle  s what helps  n creat ng an 

attract ve  nd v dual. The r ght att tude, groom ng, presentat ons and conversat ons 

are the key to a happy and peaceful relat onsh p and journey ahead. 

Be ng  n sync w th all s tuat ons of putt ng together a party of mak ng the r ght 

conversat ons, cook ng up the best meals and showcas ng the best spread, you can be 

a modern urban  nd v dual. 

Come to the new beauty b ble's go ng to go back to bas cs g v ng you the products 

techn ques and t ps you need to max m ze your assets. There  s loads of hope; good 

makeup, sk n & ha r awa t you. The follow ng sk lls to be learn: 

• Bas c Sk n care 

• Bas c ha r care & styles 

• Bas c Make up I 

• Bas c Make up II 

Have a soc al success makeover. If you are po sed & conf dent you w ll come across 

more pos t vely. You w ll project pos t ve att tude. Your att tude w ll go to alt tude. 

Walk ng w th h gh heels to greet ng someone, learn here are: 

• Conversat onal sk lls 

• Soc al graces (art of walk ng, s tt ng, greet ng ) 

• Deportment ( posture gesture ) 

Learn food techn ques you would l ke to  mplement d n ng w th style  n formal 

restaurant  s great sk ll to be learned. Knowledge of styl sh cutlery & crockery can 

g ve profess onal touch to your food. 

• Art of table presentat on 

• Art of d nn ng 

• Introduct on of crockery & cutlery 

• Restaurant et quette 

D et to a perfect f gure. What food to eat? From keep ng f t to learn ng self-defense. 

Learn the secrets of d fferent types of dress ng. We bel eve every woman can develop 
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a personal style. It's just a matter of determ n ng what works best for you. And that's 

why we are here. 

• D et & nutr t on 

• Elegance 

• Art of dress ng 

• Self defense 

The chef hats  nd cate the level of d ff culty & the clock symbol the preparat on t me 

for each. Learn the creat v ty to try new cul nary exper ences w th  nternat onal 

cu s nes. 

• Lebanese 

• Mex can 

• Tha  

• Ital an 

Dress ng for success  ncludes more than just choos ng the r ght outf t. To complete 

your profess onal look you must also cons der accessor es and personal groom ng. 

You should always dress to  mpress cl ents,  nvestors, and customers, because a 

w nn ng sales p tch  s not enough to seal the deal. A woman's profess onal appearance 

needs to support her profess onal accompl shments. 

If your bus ness att re  s d stract ng because  t  s too sexy, drab, or colorful, your 

bus ness contacts may focus on how you look, not on your bus ness sk lls. 

Exercise: Assignmen  

1. Prepare a checkl st of the personal groom ng act v t es 

2. V s t an organ sat on or departmental store and us ng the checkl st prepared by 

you, check the personal groom ng of the recept on st, sales boys/g rls, counter 

personnel etc. 
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3. L st out what are the personal groom ng act v t es requ red for work ng  n the 

reta l outlets. 

Assessmen  

A. Fill in  he blanks 

1. Knowledge of styl sh _______ and _________ can g ve profess onal touch to 

your food. (cutlery, crockery) 

2. Learn __________ the to try new cul nary exper ences w th  nternat onal 

cu s nes. (creat v ty) 

3. To complete your profess onal look you must also cons der _____________ and 

personal ________. (accessor es, groom ng) 

4. Na l ______and na l _______ are not acceptable for bus ness meet ngs. (art, 

jewels) 

5. Every workplace has to prov de some level of __________. (f rst a d) 

B. Mul iple Choice Ques ions 

1. The follow ng aspects are the key to a happy and peaceful relat onsh p and 

journey ahead. 

a. R ght att tude 

b. Groom ng 

c. Presentat ons 

d. Conversat ons 

e. All the above 

2. A woman's profess onal appearance needs to support her profess onal.……. 

a. Growth 

b. Eth cs 

c. Development 

d. Accompl shments 
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3. Appropr ate Jewelry for Bus ness Women are 

a. Should not be no sy 

b. Too large 

c. Costume jewelry 

d. All the Above 

C. Shor  Answer Ques ions 

1. What do you mean by personal groom ng? 

2. L st out the personal groom ng act v t es? 

3. Expla n the sk lls requ red for personal groom ng? 

4. What  s the mean ng of styl sh cutlery and crockery? 

Checklis  for Assessmen  Ac ivi y 

Use the follow ng checkl st to see  f you’ve met all the requ rements for Assessment 

Act v ty. 

Par  A 

• Descr bed the  mportance of personal groom ng. 

• L st out the var ous personal groom ng act v t es. 

• Perform the personal groom ng sk lls. 

• D fferent ated var ous equ pment and creams used for personal groom ng. 

Par  B 

• D scussed  n class the follow ng: 

• What are the methods used for personal groom ng? 

• What are the equ pments and mater al used for personal groom ng? 

Par  C 

Performance S andards 
The Performance standards may  nclude, but not l m ted to: 

Performance s andards Yes No 

Able to  dent fy and descr be the var ous equ pment and 

mater als used for personal groom ng 
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Lesson 4: Personal Grooming Tips 

Relevan  Knowledge 

Impor an  Grooming Tips 

Perfumes, Scen s, and Odors in  he Workplace 

• Do not let the f rst  mpress on you make about yourself be your personal scent 

preferences. 

• Avo d wear ng perfume and heav ly scented products  n all bus ness sett ngs. 

You m ght l ke them, but they have no place  n a bus ness env ronment. Scents 

can tr gger asthma, overpower a room, and are often more offens ve than 

pleas ng to others. 

• Never smell l ke smoke ( f you smoke  n a car, your cloth ng w ll always p ck up 

the odor). 

How  o Presen  Professional Looking Fingernails and Hands 

Women often use the r hands to talk w th so they become a focal po nt. It  s 

 mportant to have hands and f ngerna ls look ng profess onal -- not l ke you are 

head ng out for a w ld n ght on the town. 

Na ls should be clean, and tr mmed or sculpted. Avo d wear ng unusual or shock ng 

na ls colors. Na l art and na l jewels are not acceptable for bus ness meet ngs. 

Hairs yling Tips for Business Women 

Style should be neat and conservat ve, and preferably off the face. W th few 

except ons, ha r color should not be shock ng or unusual (leave blue ha r for 

Halloween). Ha r sprays and gels that have a strong scent or odor should be avo ded. 

Business Makeup Advice 

Keep  t s mple and appropr ate for dayt me. Wear ng no makeup at all  s almost as 

bad as wear ng too much makeup. 

Appropria e Jewelry for Business Women 

Jewelry should not be no sy (no metal bangle bracelets), too large, or costume 

jewelry. Keep earr ngs small, s mple, and above the earlobe. 
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It  s better to wear no jewelry at all, than too wear too much jewelry. But all 

bus nesswomen should at least wear a n ce, conservat ve wr stwatch. 

Demonstrat ng that you care about your personal appearance commun cates to 

the person you are meet ng w th that they are  mportant to you. Pay ng attent on to 

the deta ls of your appearance sends a message to others that you w ll also pay close 

attent on to bus ness deta ls, and the needs of your customers and cl ents. 

Wha   o do if you are injured on  he job 

By law, you are requ red to report any work-related  njury to your superv sor and f rst 

a d attendant as soon as poss ble. 

Firs  Aid Facili ies 

Every workplace has to prov de some level of f rst a d. For a small, low-hazard 

workplace close to a med cal fac l ty, a f rst a d k t may be all that  s requ red. Larger 

works tes may requ re a f rst a d attendant and poss bly a f rst a d room. Dur ng your 

or entat on, you should f nd out spec f c  nformat on about f rst a d procedures  n the 

workplace,  nclud ng: 

• How and when to report an  njury 

• Who to report the  nc dent to 

• Where to f nd a f rst a d attendant, f rst a d room, or f rst a d k t 

• If transport to hosp tal  s requ red, your employer  s requ red to pay for  t. 

Repor ing Injuries 

For  njur es, th s generally means you must have been work ng when you were hurt 

and the  njury must have been caused by someth ng to do w th your job. For a 

d sease, th s means that the work or the work env ronment must cause the d sease. 

Inves iga ing Acciden s 

If an acc dent happens, your employer should have a system for  nvest gat ng  t and 

report ng  t to the management. Your respons b l ty  n the process  s to be as helpful 

as you can to your employer and h gher off cers to get at the cause of the acc dent. 

30 



 

  

 

   

 

           

 

 

 

 

 

 

             

       

 

 

 

 

 

 

                 

 

 

 

 

 

 

 

 

 

     

 

            

    

           

  

            

    

            

 

            

 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

` 

Exercise: Assignmen  

1. Prepare a checkl st of the personal groom ng act v t es 

2. V s t an organ zat on or departmental store and us ng the checkl st prepared by 

you, observe the personal groom ng t ps adopted. 

3. L st out what are the personal groom ng t ps requ red for work ng  n the reta l 

outlets. 

Assessmen  

A. Fill in  he blanks 

1. Knowledge of styl sh _______ and _________ can g ve profess onal touch to 

your food. (cutlery, crockery) 

2. Learn __________ the to try new cul nary exper ences w th  nternat onal 

cu s nes. (creat v ty) 

3. To complete your profess onal look you must also cons der _____________ and 

personal ________. (accessor es, groom ng) 

4. Na l ______and na l _______ are not acceptable for bus ness meet ngs. (art, 

jewels) 

5. Every workplace has to prov de some level of __________. (f rst a d) 
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B. Mul iple choice ques ions 

1. The follow ng aspects are the key to a happy and peaceful relat onsh p and 

journey ahead. 

a. R ght att tude 

b. Groom ng 

c. Presentat ons 

d. Conversat ons 

e. All the above 

2. A woman's profess onal appearance needs to support her profess onal.……. 

a. Growth 

b. Eth cs 

c. Development 

d. Accompl shments 

3. Appropr ate Jewelry for Bus ness Women are 

a. Should not be no sy 

b. Too large 

c. Costume jewelry 

d. All the Above 

C. Shor  Answer Ques ions 

1. What  s the mean ng of styl sh cutlery and crockery? 

2. Expla n major groom ng t ps for bus nesswomen? 

Checklis  for Assessmen  of Ac ivi y 

Use the follow ng checkl st to see  f you’ve met all the requ rements for Assessment 

Act v ty. 

Par  A 

• Perform the personal groom ng sk lls. 

• D fferent ated var ous equ pment and creams used for personal groom ng T ps. 

Par  B 

• What are the equ pments and mater al used for personal groom ng? 
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• What are the major personal groom ng t ps? 

Par  - C 

Performance S andards 
The Performance standards may  nclude, but not l m ted to: 

Performance s andards Yes No 

Able to pract ce personal groom ng t ps 
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Checklis  

Th s checkl st can be used as an a d  n assess ng and controll ng hazards  n the reta l 

sector. The checkl st  s not an exhaust ve l st of  tems to be addressed as there may 

be spec f c hazards relevant to your workplace. 

If you answer NO  o any of  he following ques ions, you need  o pu  correc ive 

ac ion in place 

Managemen  of Heal h and Safe y Yes No Wha  

Ac ion 

Required 

Da e 

Correc ive 

Ac ion  o be 

Implemen ed 

Have you prepared a safety statement 

Have staff been made aware of the safety 

statement 

Have you  dent f ed hazards 

Have you prepared a r sk assessment 

Have you put requ red controls  n place 

Have you recorded all the r sk assessment & 

controls  n your safety statement 

Do you rev ew th s safety statement at least 

annually 

Do you rev se your safety statement whenever 

new hazards are  ntroduced 

Have employees rece ved adequate 

 nformat on 

Have employees rece ved adequate  nstruct on 

& tra n ng to enable them to carry out dut es 

safely 

Is there a system  n place to ensure non-

Engl sh speak ng employees understand the 

safety tra n ng, rules and procedures 

A-Z of Hazards: 

BULLYING 

Is there a wr tten bully ng prevent on pol cy 

Have staff been made aware of the pol cy 

Do staff have access to th s pol cy 
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CHEMICALS 

Are staff prov ded w th  nformat on on any 

chem cals they may use 

Are they aware not to m x chlor ne bleaches 

w th other chem cals 

Do they have appropr ate personal protect ve 

equ pment(PPE) e.g. gloves, masks, aprons 

Are clean ng agents stored safely away 

Are safety data sheets ava lable (SDS’s) 

COLD ROOMS 

Are su table gloves prov ded for handl ng 

frozen surfaces and products 

Is there proper storage to avo d excess ve 

bend ng, tw st ng or reach ng 

Is there a means of open ng a cold room door 

from the  ns de 

If locked at n ght,  s there a procedure to 

ensure no one  s trapped  ns de 

ELECTRICITY 

Are leads & sockets regularly checked for wear 

& fray ng 

Have you a Res dual Current Dev ce(RCD) 

Are all RCD’s tested every 6 months 

Have you  nvest gated causes for tr p sw tches 

 f they are act vated 

FIRE 

Is rubb sh removed frequently 

Are escape routes clear 

Are emergency ex ts unlocked 

Do emergency ex ts open outwards 

Are f re ext ngu shers prov ded 

Are f re ext ngu shers ma nta ned 

Are staff aware of procedure  n event of f re 

Are f re dr lls carr ed out at least tw ce/year 

Can d sabled persons be evacuated safely 

FIRST AID 

Is su tably marked & eas ly access ble 1st 

A d equ pment prov ded 
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Are f rst a d boxes checked and ma nta ned 

regularly 

Is a qual f ed 1st a der ava lable or su table 

arrangements made w th ne ghbor ng prem ses 

Are names, addresses & telephone numbers of 

local emergency serv ces clearly d splayed 

LOADING/UNLOADING 

Is there a des gnated area for load ng/ 

unload ng 

Is th s area blocked off from pedestr ans unt l 

load ng  s complete 

Are t mber pallets checked regularly for 

defects 

Are staff tra ned  n use of pallet trucks 

If fork l ft trucks are used,  s there a tra ned 

FLT Dr ver 

Is FLT cert f ed 

MACHINERY AND EQUIPMENT 

Does all mach nery have guards  n place (e.g. 

sl ces/m ncers) 

Do staff know to unplug or  solate equ pment 

before clean ng or ma nta n ng  t 

Are compactor safety  nterlock sw tches 

operat ng to prevent access wh le  n operat on 

Are compactors located away from publ c 

Are employees  nstructed  n r sks and correct 

use of all mach nery 

MANUAL HANDLING 

Have you carr ed out a r sk assessment of 

rema n ng manual handl ng tasks 

Can large loads be broken down to acceptable 

we ghts 

Have you prov ded l ft ng a ds such as trolleys, 

pallet trucks, l fts etc for necessary manual 

handl ng tasks 

Have you arranged storage areas so tw st ng, 

turn ng and overreach ng  s m n m zed 

Have you m n m zed the need to reach above 

shoulder he ght 
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Have you m n m zed tasks  nvolv ng awkward 

postures 

SENSITIVE RISK GROUPS 

A) CHILDREN & YOUNG PERSONS 

Have you carr ed out a r sk assessment before 

employ ng a ch ld (under 16) or young 

person(16 or over but less than 18yrs) tak ng 

 nto account the r lack of exper ence, absence 

of awareness of potent al r sks or lack of 

matur ty 

B) NIGHT WORK & SHIFT WORK 

Have you carr ed out a n ght work r sk 

assessment 

Have you taken appropr ate steps,  f any, to 

protect the safety & health of a n ght/sh ft 

worker 

C) PREGNANT EMPLOYEES 

Have you assessed any spec f c r sks to a 

pregnant employee to ensure that she  s not 

exposed to anyth ng  n the workplace that w ll 

damage e ther her safety or health or that of 

her develop ng ch ld. 

If there are spec f c r sks, have you put 

measures  n place to ensure exposure to the 

r sk  s avo ded for pregnant employee 

SLIPS, TRIPS AND FALLS 

Are a sles, sta rs and work ng areas kept clear 

Are tra l ng cables rerouted or t ed down 

Have you a system  n place for clean ng 

sp llages  mmed ately 

Is floor ng  n good cond t on 

Are adequate levels of l ght ng prov ded and 

ma nta ned 

STORAGE AND RACKING 

Are boxes stored safely to prevent objects 

fall ng or collaps ng 

Are there safe means of transport ng goods 

between floors 

Are there safe means to access goods e.g. 
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platform steps 

Is rack ng/storage shelv ng secure, stable & 

su table to prevent r sk of mater al fall ng 

VIOLENCE 

Are staff tra ned to deal w th 

aggress on/v olence 

Have you reduced the amount of ava lable cash 

us ng t me locked safes etc 

Have you a pr vate area for count ng 

/manag ng cash 

Have you a system  n place to deter v olence 

e.g. s gns/secur ty/surve llance equ pment 

Have you means of ra s ng the alarm 

Have you a system  n place for lone workers 

Do staff vary routes/t mes to bank 

Have you  dent f ed h gher r sk t mes & put 

extra precaut ons  n place 

WELFARE FACILITIES 

Are comfortable temperatures ma nta ned – a 

m n mum of 16c for l ght work, 17.5c for 

sedentary off ce work 

Is suff c ent fresh a r prov ded 

Are adequate san tary and wash ng fac l t es 

prov ded 

Are there su table and adequate fac l t es for 

tak ng meals and bo l ng water 

Is there an adequate supply of potable dr nk ng 

water 

Do you prov de seat ng where employees can 

s t as well as stand to do work 

WORK RELATED STRESS 

Has a r sk assessment been carr ed out for 

work related stress 
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