Facilitator’'s Guide: Small Business Safety and Health

Target Audience:

Primary: The target audience for this course are small business owners who are operating a small business after having received a loan from
Montgomery Investors Group.

Secondary: In addition, people who have applied for a loan frorn Montgomery Investors Group, but have not started their business would benefit
from taking this course.

Learning Objectives:

1. Select appropriate OSHA checklists based on their small business.
2. Utilize OSHA checklists to identify areas of compliance and non-compliance.
3. Identify the location of additional resources.

Training Purpose:

Montgomery Investors Group is a group of investors who work with individuals to open a small business. They use their vast knowledge of
business to help potential business owners be successful.

In order to get approved for a loan from the organization these owners have to take training before obtaining their loan as well as throughout
the first five years of their loan. This training covers a wide variety of topics with the overall goal of helping the investors get the maximum return
on their investment. In recent polls of the small business owners and potential business owners, the investors found that only 40 percent of
their small business owners had the knowledge and skills to be able to follow all of Occupational Safety and Health Administration (OSHA) rules
and regulations.

The goal of this training would be to increase the number of small business owners who follow OSHA standards to 100%. In order to get the best
return on investment, Montgomery Investors Group want to make sure that their small business owners are able to effectively follow all OSHA
regulations.

Materials / Equipment:
e Computer

Total Time: 1 hour

Link to Presentation Slide Deck: Small Business Safety and Health

Notes for Facilitator and Producer:
For this guide SAY are direct quotes you need to say. DO are actions you need to complete.


https://docs.google.com/presentation/d/1fcDG1BBbOgv2KGwSq4s13ijNrZu1U6bs00ei2BXGc5I/edit?usp=sharing

To help guide you and inform the participants, several icons have been used. See the table below for the meaning of common icons used in the
presentation.
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Producer: Actions
Pre-Work
1. Review the Google Slides file.
2. If needed, read the article and watch the videos on how to set up break out rooms in Zoom.
3. Use the link provided on the invite to open the Zoom meeting.
4. Be suretosetit up so all participants enter the meeting on mute.
5. Schedule follow up email with a copy of the slides and facilitator contact information to be sent to

participants the following day..

Notes

e There are breakout room activities scheduled for this session beginning on Slide 10. Collaborate with the
Facilitator to decide if participants should be put into specific groups or if the groups can be chosen at
random. There will be 5 groups of participants placed into 5 different rooms.

e Throughout the course monitor the chat for questions and concerns.



https://support.zoom.com/hc/en/article?id=zm_kb&sysparm_article=KB0062540

Facilitator: Actions
Pre-Work

1. Open the Google Slides file associated with this guide.
2. Review the Google Slides file. Be sure to make note of any points you want to make as you go over each slide.
3. Once the Producer has begun the meeting, share your screen so the participants can see the file.

Notes

e This guide was developed for the purpose of delivering this course via Zoom. It should work well in other
online meeting applications as well with minimal changes needed.

e |t can be adapted to an in classroom setting with the following considerations:

o Breakout room activities will need to be adapted to fit the classroom environment.
o Participants will need paper copies of the handbook.

e For this course the participants will need to have the OSHA Resource Small Business Safety and Health
Handbook either printed to use or open in another tab to utilize during the training. This link will have been
sent to them when they verified their attendance for the course. The Producer will also make sure it is posted
in the chat for the participants to access as well.

e This session contains several breakout room activities, where participants will need to be divided into 5
groups. Collaborate with the Producer about whether you feel those groups should be formed a certain way
or if the Producer can make them at random.

e Some key talking points and questions are included in this guide but feel free to add your own commentary
and questions as well.

e Most of the items on each checklist will not be able to be seen in the clips. You will need to walk learners
through the points of the checklist and help them make a determination of if they think the item should
be marked Yes, No, or N/A.

Training Outline- Session 1

Slide(s) Approx. Time Topic / Activity

1-6 8 min Introduction

8-10 M min Safety and Health Program

1-13 9 min Self Inspections Introduction/Basics
14-19 26 min Utilizing Self Inspection Checklists



https://www.osha.gov/sites/default/files/publications/small-business.pdf
https://www.osha.gov/sites/default/files/publications/small-business.pdf

20-23 6 min Closing

120 min

Detailed Guide

Slide Details Slide Thumbnail Facilitator Notes Producer Notes

Slide 1 (1 min) DO: DO:

Welcome ' wesrons sroue e \Welcome participants. e Check for facilitator
e Introduce the course. readiness.

e Post link for handbook
in the Zoom Chat.

e CGCreetearly
participants and let
them know the
session will begin
shortly

e Remind participants
to open the Small
Business Safety and
Health Handbook.

e Remind participants
to remain on mute
unless called upon.

e Answer any questions
as participants come
in.

Small Business Safety
and Health

Utilizing OSHA Checklists and other resources b
-
[ \




Slide 2 (1 min) Meet the team DO: DO:
Introductions Facilitator Producer e Introduce yourself and point out e Introduce yourself as
| that any subject questions should Producer and point
go to you. out that any technical
e Have the Producer introduce guestions about
themself. Zoom, opening the
documents, etc should
go to you.
Jennifer Smith
Slide 3 (1 min) DO: DO:
Ground Rules Ground Rules e Go over Ground Rules reminding e Monitor the chat.
them that they will automatically
be muted and will need to unmute
if they want to answer a question
or speak.
B e Make sure to point out the location
| of the Raise Hand feature in Zoom.
Slide 4 (1 min) DO:
Training Agenda e Go over Agenda. DO:

Agenda

o @ Introduction
o @ Safety and Health Program

Self Inspections Basics

o @ Utilizing Self Inspection Checklists

° @ Conclusion .

Remind them the training will be
approximately one hour.

e Monitor the chat.




Slide 5 (3 min) SAY: DO:
lcebreaker ICE BREAKER! e For this activity you will tell us e Monitor the chat.
In the Chat, describe about your business using only e Assist anyone needing
your business using emojis. help with figuring out
only Emojis. e Ifyou look at the bottom left corner how to insert emojis in
you will see a keyboard icon. the chat.
Anytime you see that icon, you will
put your ideas in the chat.
e Take a few moments and describe
your business using only emojis in
the chat.
DO:
e Give the participants a few
moments to start adding their
emojis.
e Have participants guess at what
the owner meant with each emaji
set.
Slide 6 (1 min) DO: DO:
Learning Learning Objectives e List objectives. e Monitor the chat.
ObjeCtiveS By the end of the training, learners will be able to:

—_— Al

Select appropriate OSHA checklists based on their small
business.

Utilize OSHA checklist to identify areas of compliance and
non-compliance.

Identify the location of additional resources.




Slide 7 (1 min) DO: DO:
OSHA Resource OSHA Resource e Double check that all participants e Repost link to OSHA
Handbook S have the Handbook open and Resource Handbook in
and Health Handbook ready to use. the chat.
e State the meaning of the acronym e Assist participants
OSHA (Occupational Safety and with any issues with
Health Administration.) opening the
e Point out the importance of handbook.
following OSHA guidelines.
e Discuss the purpose of the
Handbook.
e Give examples of how you have
used it in your business.
Slide 8 (1 min) SAY: DO:
Value of a Safety Value of a Safety Program e According to OSHA, more than e Monitor the chat.
Program el i 5,000 workers are killed on the job e Make note of any
each year and more than 3.6 guestions asked and
million suffer serious job related make sure to ask the
injuries or illness. Facilitator the
‘ ‘ e The goalisto be proactive, rather question if she has not
than reactive. addressed it by the
e — end of the slide.
e Go over the key points in the
graphic. Give examples from your
business as applicable.
Slide 9 (1 min) SAY: DO:
Seven Core Implementing a Safety and Health Program e |tisrecommended that you begin e Monitor the chat.
Elements SEVEN CORE ELEMENTS with a basic program, with simple
goals, and then increase your
program over time.
ety o= et e To make a successful program, you
need to view it as part of your
day-to-day business.
é DO:




e Discuss how having a plan shows
your employees that you care
about their well being.

e GCo over the key points on the
graphic and how they should all be
included in their Safety and Health
program.

Slide 10 (8 min)
Safety Concerns

What are your
biggest concerns
when it comes to

safety?

SAY:

e [fyou look at the bottom left corner
you will see a speech bubble icon.
Anytime you see that icon, we will
be completing the activity in a
Break Out Room.

DO: (Before starting Activity-1 min)

e Explain to the participants that
they will be put into break out
rooms to discuss the question on
the screen.

e Remind them that all are expected
to share.

e Let them know that while they are
meeting to add concerns to the
Whiteboard. Also, let them know
that these concerns will be
discussed after time is up.

DO: (During Activity- 5 min)
e Monitor Breakout Rooms
e Facilitate discussion as needed

DO: (After Activity- 2 min)

e Facilitate discussion about
concerns they had and ways
having a Safety program can help
alleviate those concerns.

DO:

Set up Break Out
Rooms. Refer to the
link in Producer
Pre-Work if you need
help doing this,
When the facilitator is
ready, send the
participants to the
Break Out rooms.
Help monitor Break
Out Rooms.

Close the Break Outs
Rooms after 5 min.




Slide 11 (1 min)
Purpose of Self
Inspections

Purpose of Self Inspections

“'h < Identify Hazards

"&?"'&M
v ]

Control Identified Hazards

Monitor and Evaluate Hazard Controls
to Verify Effectiveness

— A

SAY:

DO:

Regular workplace inspections are
an important tool for identifying
hazards and fixing them.

Discuss the key points in the
image.

DO:

Monitor the chat.
Make note of any
guestions asked and
make sure to ask the
Facilitator the
guestion if she has not
addressed it by the
end of the slide.

Slide 12 (2 min)
Checklists
Available

Discuss the various checklists that
are included in the Handbook.
Discuss checklists that you
commonly use in your business.

DO:

Monitor the chat.
Help participants as
needed with opening
and navigating
through the
handbook.

Slide 13 (6 min)
Choosing
Checklist

Which checklists do you
think would best help you

address your Safety

@Concerns?

SAY:

Take a few moments to look at the
Table of Contents and to scroll
through the checklists in the
handbook.

As you find a checklist that you
think you would need to use, add it
to the chat.

Give the learners a few minutes to
add their answers, and then start
reading them aloud adding
commentary about the selected
checklists and the usefulness of it.

DO:

Monitor the chat.




Slide 14 (2 min)
General Work
Environment
Checklist

Have the learners open to pages
65-66 in the Handbook.

Discuss the difference between No
and N/A when it comes to the
checklists.

Go over the key points on the
checklist and discuss what a Yes
would look like.

Make sure to point out that not
always can these things be seen.

DO:

Monitor the chat.
Help participants as
needed with opening
and navigating
through the
handbook.

Slide 15 (6 min)
Apply It 1

APPLY IT!
Watch the clip and
complete the
checklist.

If you look at the bottom left corner
you will see an instructor icon.
Anytime you see that icon, we will
work together with me providing
guidance to complete the task.

We will be watching a clip of a
small business and then working
together to complete the checklist
we just discussed.

Play the clip.

Return to Slide 14 after watching
the clip.

Discuss each checklist item and
have the learners discuss with you
the rating they would give each
item.

Lead a discussion on which items
are not easily able to be viewed in a
snap shot.

DO:

Monitor the chat.
Make note of any
guestions asked and
make sure to ask the
Facilitator the
guestion if she has not
addressed it by the
end of the slide.

10



Slide 16 (2 min)
Personal
Protective
Equipment
Checklist

DO:
e Have the learners open to pages
7-8 in the Handbook.
e GCo over the key points on the
checklist and discuss what a Yes
would look like.

DO:

Monitor the chat.
Help participants as
needed with opening
and navigating
through the
handbook.

Slide 17 (8 min)
Apply 1t 2

APPLY IT!
Watch the clip and
complete the
checklist.

SAY (1 min):

e This time you will watch the clip
and then return to your Break Out
room to discuss each point and
complete the checklist.

e You will have 5 minutes to

complete the checklist in the room.

DO: (Before Break Out Room)
e Playtheclip.

DO: (DuringBreak Out Room-5 min)
e Monitor Breakout Rooms.
e Facilitate discussion as needed.

DO: (After Break Out Room- 2 min)

e Discuss each checklist item and
have the learners discuss with you
the rating they would give each
item.

e |Lead adiscussion on which items
are not easily able to be viewed in a
snap shot.

DO:

When the facilitator is
ready, send the
participants to the
Break Out rooms.
Help monitor Break
Out Roomes.

Close the Break Outs
Rooms after 5 min.

11




Slide 18 (2 min)
Walkways
Checklist

Have the learners open to pages
65-66 in the Handbook.

Go over the key points on the
checklist and discuss what a Yes
would look like.

DO:

Monitor the chat.
Help participants as
needed with opening
and navigating
through the
handbook.

Slide 19 (6 min)
Apply It 3

SAY:
APPLY IT! °
Watch the clip and
complete the
checklist.
[}
DO:

This time you will watch the clip
and complete the checklist on your
own.

Once the clip is over take a few
minutes to complete the checklist.
We will go over your thoughts after
the timer goes off.

Play the clip.

DO: (After 3 min Timer)

Discuss each checklist item and
have the learners discuss with you
the rating they would give each
item.

Lead a discussion on which items
are not easily able to be viewed in a
snap shot.

DO:

Once the clip has
played, display a timer
for 32 min.

12




Slide 20 (2 min) DO: DO:
Safety and Safety and Health Assistance e Discuss the key points on the e Monitor the chat.
Health s commionrorn | iy Safety and Health Assistance slide. e Make note of any
Assistance e e Be sure to point out that all of questions asked and
these programs have links at the make sure to ask the
back of the handbook. Facilitator the
question if she has not
addressed it by the
end of the slide.
Slide 21 (1 min) DO:
Services Ask the learners to write in the chat e Monitor the chat.
Question ; _ which services they would be most
Which services would you likely to use.
be most Iikely to use? After a few m.omen’gs, start reading
them aloud discussing the value of
each one.
Slide 22 (1 min) DO: DO:
Review Review e Read through the Review list. e Monitor the chat.
e Addin any other important points e Make note of any

e |tis critical as a small business that all OSHA standards are
followed.

e There are many resources available to help make sure small
businesses are meeting OSHA standards.

e Ultilizing Self Inspection Checklists are an easy first step to
begin to check for compliance with OSHA standards.

— A

you want to make sure to focus on
based on the information
presented and the discussions
during the course.

guestions asked and
make sure to ask the
Facilitator the
guestion if she has not
addressed it by the
end of the slide.

13



Slide 23 (2 min) DO:

B DO:
Questions Questions e Thank learners for their attention e Insert Facilitator
during the course. Contact Information
» e Remind learners that your contact into the chat.
2 information is in the chat, and that e Help the Facilitator
they will be receiving a follow up monitor for questions.

y email tomorrow with a copy of the

/ presentation and your contact
. information in it as well.
e Open the floor up to questions and

respond to the questions.

14



