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STOP FOR EMPLOYEES
-
LEADER'S GUIDE

What Is Your Role in STOP for Employees?

As a STOP for Employees program leader, you playa major role in the success of STOP. You'll conduct individual on-the-job Review Activities and Group Discussion meetings with the employees participating in the program. At these meetings you'll reinforce STOP concepts and encourage participants to apply what they learn during STOP training. 

You have been selected as a program leader because of your leadership role in the organisation. You are responsible for creating an atmosphere that will help participants learn about safety. Your preparation and enthusiasm will have a significant effect on the quality of each participant's learning experience. Be sure to prepare for the individual Review Activities and group meetings.

Following the information in this guide will help you and your participants get the most from the program. These materials were designed to help you lead STOP for Employees in the most effective way.

How Do I Start the Program?

How do you get started with STOP? The steps below will help you.

1. Attend the training session for program leaders. This will introduce you to the program materials, basic STOP concepts, and the STOP schedule.

2. Gather all materials you need for the first meeting-workbook sets for participants and the Overview videotape.

3. Review your first STOP for Employees workbook and the Overview videotape.

4. Notify participants of the time and place for their first meeting.

5. Check the equipment needed for the meeting.

6. Prepare the meeting room and arrange seats in a semicircle to encourage participation in the Group Discussion and provide an unobstructed view of the videotape.

When you feel prepared for a meeting-especially the first meeting-you'll be a more relaxed and effective program leader.

How Do I Lead the Review Activities and 
Group Discussion Meetings?

STOP for Employees uses individual on-the-job Review Activity meetings and Group Discussions to reinforce important STOP concepts. During STOP training you'll lead both Review Activities and group meetings, so let's look at how they work.

· Individual Review Activity meetings focus on ways in which participants can apply STOP concepts to their jobs. You will review the completed activity from the workbook with each participant. You should conduct this meeting on the job, with each meeting lasting about 10 minutes.

· Group Discussion meetings focus on reviewing the concepts introduced in the unit and viewing a videotape. Each meeting takes approximately 35 to 45 minutes. You will need to prepare for these meetings by completing the Unit Workbook, reviewing the Meeting Guide for the unit, and viewing the videotape for the meeting.

· Appendices at the end of this guide contain supplementary materials that you can use to enhance meetings. Be sure to check the Appendices before leading the Group Discussion meetings.

You may find that some employees who question STOP concepts early in the program become more positive about STOP later in the training ...and your support of STOP during the Group Discussion meetings and individual Review Activities will do much to increase the value of the program for each participant.

How Do I Check Myself As a Leader?
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After each group discussion meeting, ask yourself:

· Was I well organised?

· Was the group attentive?

· Did they ask questions and participate?

Observe your participants on the job and ask yourself:

· Are they using the skills and techniques covered in the session?

· Do they seem to have a positive attitude?

You should notice at least two major signs of success as training progresses.

· Indications of changes in behavior and attitude in the organisation, such as

· Improved housekeeping.

· Employees reporting unsafe conditions that they cannot correct themselves.

· People wearing personal protective equipment.

· Employees talking about safety with each other and their team leaders or supervisors.

· A reduction in the number of incidents and injuries, such as

· The number of lost workday cases.

· The number of medical treatment cases.

· The number of incidents-that is, unplanned occurrences that could have caused an injury, even though they did not at the time.

KICK-OFF MEETING:
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Objective

To build support for STOP for Employees by viewing the Overview videotape, introducing STOP concepts, and explaining to participants what to expect from the program.

Preparing for the Meeting

· Review the Overview: STOP for Employees videotape.

· Review "Leading the Group Discussion Meeting."

· Review the Safety Self-Check and Answer Chart at the end of this section. Make one copy for each participant.

· Notify participants of meeting time and place.

· Schedule the meeting room.

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

· Check video equipment for proper functioning.

· Prepare visuals, handouts, or promotional items you will use during the meeting.

· Review your site's STOP Implementation Schedule.

· Review your schedule of Review Activity meetings and Group Discussion meetings.

Time Needed

35 to 45 minutes

Materials Needed

· Your set of workbooks and this guide.

· One set of workbooks for each participant (Units 1-4).

· One copy of the Safety Self-Check and Answer Key for each participant.

· Your site's STOP Implementation Schedule.

· Schedule of Review Activities and Group Discussion meetings.

· Overview: STOP for Employees videotape.

· Videotape player and monitor.

· Promotional items, as needed.

· Name tags, as needed.

· Post-It NotesTM -one for each participant.
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Tips for Leading Group Discussion Meetings


Read the course materials.


Plan each meeting ahead of time. "Dry run" each Group Discussion meeting, if needed.


Start each meeting on time.


Address participants by name.


Write important points on a flip-chart or overhead.


Ask open-ended questions that have several possible answers.


Avoid negative responses such as, "No, that's wrong," or "No, that's not it." Instead say, "That's not quite how I see it. What does someone else have to offer?"


Respond to all comments seriously and positively.


End each Group Discussion meeting on time with a wrap-up that points to the next topic. Be specific about what you expect participants to do with the information covered in the Group Discussion meeting.


Observe participants on the job. Are they using their new skills? Has safety improved? Do you sense a more positive attitude?
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