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STOP FOR EMPLOYEES
-
ADMINISTRATOR'S GUIDE

What Is Your Role in the Program?

As a STOP for Employees Administrator, you playa major role in the success of the program. Your responsibilities include ordering and distributing STOP materials, scheduling and publicising the STOP program, providing guidance to program leaders, and co-ordinating other STOP activities.

This portion of the guide will help you administer the program effectively.

How Do I Order STOP Materials?

Be sure to order the materials you'll need at least six to eight weeks before you plan to begin the program. Decide in advance where you will store the materials and how you'll distribute them to STOP program leaders.

To order, please contact your local sales representative.

What Materials Will I Need?

Here are the materials you'll need.
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Administrator's and Leader's Guide
Every program leader should have his or her own STOP Administrator's and Leader's Guide.
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Self-Study Workbooks
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Each program leader and participant should have his or her own copy of each self-study workbook.


Videotapes

You will need enough sets of videotapes to support each program leader's meeting schedule.


STOP Safety Observation Checklist
Order enough STOP Safety Observation Checklists printed on distribute one to each participant.


Course Completion Certificates


Order one for each participant.


Other Promotional Items
Order enough posters and decals to publicise the program. Order other promotional items to support the program and its activities.


Refresher Unit

The STOP Refresher unit-administered approximately six months after completion of the basic STOP for Employees program-emphasises important details of STOP training. This gives employees an opportunity to review STOP safety principles and techniques. The Refresher is designed so participants can complete the self-study workbook independently, then meet for a 30-45 minute Group Discussion with the Wrap-Up videotape.

Distribute STOP materials to the program leaders. They in turn will distribute workbooks to employees participating in STOP.

How Do I Schedule STOP?

You'll find that STOP training can be conducted on a flexible schedule suitable to any work environment. You can use STOP with a large or small organisation, with employees on shift schedules, or in almost any other situation. This is because STOP training combines self-study with group meetings and on-the-job Review Activities that can be scheduled according to your organisation's needs. Appendix A shows a sample implementation schedule; Appendix B provides an outline for STOP training.

Ideally, you should allow 2 to 3 weeks for each unit of STOP training-a total of 12 to 18 weeks from the Kick-Off meeting through the Wrap-Up. You can plan to conduct the Refresher course 6 to 8 months after the training has been completed.

How Do I Train the Program Leaders?

Leading STOP activities is the responsibility of STOP program leaders. They playa major part in the success of STOP because they conduct the Group Discussion meetings and individual, on-the-job Review Activities. Their leadership is important to STOP.

Just as the program leaders are largely responsible for the success of STOP for Employees, you are responsible for ensuring they are properly trained. You may conduct training sessions yourself or delegate this to managers who will assist and guide the program leaders throughout the STOP training period. Managers should ensure that supervisors and team leaders work with, support, and assist program leaders conducting the actual training. Managers should also review the progress of STOP with you, the STOP Administrator.

To help ensure effective training for program leaders, use the Meeting Outline provided at the end of this section.

How Do I Publicise STOP for Employees?

Publicizing STOP will help develop support, build enthusiasm, and sustain interest in the program.

We suggest publicising STOP through your site level several weeks before you plan to start the program. Here are three suggestions that can help you publicise the program.

· Place a STOP poster on every bulletin board. Use site entrance signs, billboards, in-house newsletters, and so on to deliver the message and develop interest in STOP.

· Conduct a site meeting to let everyone know about STOP for Employees -when it will begin, the benefits of the program, and how it relates to your overall safety effort.

· Send a letter "announcing" STOP and distribute a STOP promotional item to everyone on your site. This includes team leaders, supervisors, and managers who may not participate directly in the training. See Appendix C for a sample letter.

How Do I Co-ordinate Other STOP Activities?

As you can see, the Administrator is the person who sets STOP in motion and keeps it going, the co-ordinator of many activities and individuals. You should review STOP activities with program leaders and management to prepare them to be involved in STOP. Then you should work with program leaders, serving as a consultant during the program.

You should also collect information about the progress of STOP and communicate this information to the manager, supervisors, or team leaders in each department. They in turn should communicate this information to all employees. This process will help everyone improve safety awareness and reinforce management's commitment to the program.

Remember, your support and enthusiasm are key ingredients in the success of STOP.

A Note on the Refresher Unit

Schedule the Refresher about 6 to 8 months after STOP for Employees implementation ends. Employees will complete the Refresher Unit workbook. Then they will meet as a group with the STOP for Employees program leader for a 35- to 45-minute Group Discussion. A meeting outline for the Refresher Unit is included in this guide.

Follow these steps to administer the Refresher Unit effectively.

· Announce your plan to schedule the STOP for Employees Refresher Unit to reemphasise your organisation's commitment to STOP principles and techniques.

· Distribute Refresher Unit workbooks to the program leaders, who in turn will distribute them to participants.

· Have videotapes available for leaders to review before their Group Discussion meeting.

· Order and distribute certificates of completion and promotional items, if you have not already distributed them.

· Be sure the program leaders recognise the important role they have, customising the Refresher Unit to the site and to each participant's job.

How Can I Enhance the Success of STOP?

Your actions reflect your personal safety commitment-a commitment that can help your organisation achieve its goal of safety excellence. Achieving safety excellence includes the following:

· Observing all safety rules and practices on and off the job.

· Wearing personal protective equipment where it's required-or where your knowledge of potential hazards dictates that you should.

· Discussing safety issues with others on a daily basis.

· Supporting safety training and incident investigations.

· Being enthusiastic about safety; keeping safety at the forefront.

· Setting high standards for achievement.

· Accepting safety as part of your job.

· Giving safety an equal priority that is not compromised by other commitments.

Remember, the STOP program needs your commitment to become the safety process that leads your organisation to safety excellence.

MEETING OUTLINE:
Training Session for Program Leaders


Objectives

· To introduce STOP for Employees concepts and materials to program leaders.

· To prepare program leaders for their role in leading STOP for Employees.

Who Leads the Meeting?

· STOP Administrator, or

· Manager(s) experienced with STOP

Preparing for the Meeting

· Review the four STOP self-study workbooks (Units 1-4).

· View the STOP for Employees videotapes.

· Develop a STOP Implementation Schedule and prepare for distribution at this meeting (Appendix A).

· Review the STOP for Employees Meeting Schedule (Appendix B).

· Distribute a letter announcing STOP for Employees (Appendix C).

· Review any safety statistics you wish to present at this meeting.

· Read the Leader's section of this guide.

· Notify the program leaders of the meeting.

· Arrange for all STOP program leaders to attend this training session.

· Schedule the meeting room.

· Arrange seats in a semicircle to encourage participation in the Group Discussion.

· Check video equipment for proper functioning.

Time Needed

· 1 to 11/2 hours

Materials Needed

· One STOP for Employees Administrator's and Leader's Guide for each leader.

· One set of STOP for Employees self-study workbooks (Units 1-4) fc each program leader and each employee participating in STOP.

· One STOP Observation Checklist printed on Tyvek® for each participant.

· One Course Completion Certificate for each participant.

· Other promotional items.

· Videotape sets to be distributed to program leaders for use during STOP Group Discussion meetings.

· Videotape: Overview: STOP for Employees.

· Videotape player and television monitor.

· One copy of your site's STOP for Employees Implementation Schedule for each program leader (Appendix A).

· One copy of your group's STOP for Employees Meeting Schedule (Appendix B).

Conducting the Meeting

1. Welcome program leaders to the STOP for Employees training session. You might say:
"Welcome to STOP for Employees. This session is aimed at helping you lead STOP training effectively. Our organisation is firmly behind STOP and we want you to be, too. STOP is designed to prevent injuries by developing employees' safety awareness. This is done by training employees in STOP concepts so they can recognise and eliminate unsafe acts and unsafe conditions-the leading causes of injuries. By the end of training, we expect everyone to be working more safely."

NOTE: If you have safety statistics for your site, review them now. Explain any additional goals for STOP training.

2. Review emergency exits.

3. Distribute and review the site letter announcing STOP to reinforce commitment to the program (if appropriate).

4. Distribute STOP materials to program leaders.

· Administrator's and Leader's Guide (one for each pro ram leader)

· Sets of self-study workbooks (one for each program leader and one for each participant)

· Sets of videotapes as needed

· STOP Observation Checklists printed on Tyvek® (one for each participant)

· Course Completion Certificates (one for each participant)

· Other promotional items

5. Explain the materials and how they will be used. You might say:

These are materials we'll be using in STOP for Employees. They consist of

· four self-study workbooks to be completed individually

· Review Activities in each workbook that you'll discuss with each participant

· videotapes to be shown at group meetings conducted by you

· STOP Observation Checklists-one for each participant, and

· Course Completion Certificates you'll distribute to participants at the conclusion of the program.

NOTE: If you plan to distribute other promotional items, do so now.

6. Explain that program leaders playa key role in STOP. You might say:

You playa major role in the success of this program. During the program you'll be the one who encourages participants to begin thinking about safety and using STOP techniques as they do their jobs. You've been selected to do this because of your leadership role. We feel you are the best qualified to do this job.

7. Introduce the Overview: STOP for Employees videotape. You might say: 

Now we'll watch a videotape that explains more about STOP for Employees. You'll see that this is a self-observation safety program designed to encourage employees to work more safely by teaching them to observe themselves and their work areas for safe behaviours and unsafe acts and conditions.

8. Show the Overview videotape.

9. Ask for questions.

10. Ask the group to complete the Unit 1 workbook, Introduction to STOP. You might say:
I'd like to give you an idea of how the STOP self-study workbooks are designed. Let's take 30 minutes or so and complete Workbook 1. You'll need to complete Workbooks 2, 3, and 4 before conducting the Review Activities and leading the meetings for those units.

11. After completing the workbook, ask the group to read the Review Activity in their Unit 1 workbooks. Discuss.

12. Ask program leaders to open and review their Administrator's and Leader's Guides. Make sure they review the Group Discussion meeting guides and the individual Review Activities.

13. Distribute and discuss your site's STOP Implementation Schedule for the overall program implementation.

14. Discuss the STOP for Employees Meeting Schedule. (Advise program leaders on how to create a their own schedules, if necessary.) Review how you will work with the program leaders to review the progress of the program.

15. Remind the group that they make the difference in the success of the program and ask for questions. You might say:
Everyone sets a safety example. As STOP program leaders your actions reflect your personal safety commitment and can directly influence the effect of the STOP program. You are the people who will make STOP work. I'm looking forward to working with you.

16. Dismiss the group. Encourage them to consult with you about the progress of STOP

��In this meeting you'll introduce program leaders to STOP for Employees concepts, materials and activities. You'll distribute materials for the training and encourage program leaders to participate actively in the process. You'll also view the Overview videotape and discuss your site's STOP Implementation Schedule.
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