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Workshop Introduction

Being ready for your first days of a new job requires good preparation. Some of you have had jobs as teenagers, others have been working in other jobs a few years, and some of you are looking for that first job. Many jobs in the energy industry are like others you’ve had or read about, but in some ways things will be quite different from some jobs. The energy industry relies on teamwork in all that it does. The focus is on providing quality customer service as well as safe and reliable energy. A safe work environment is essential. Unsafe practices can be disastrous: destroyed equipment, injured workers, and disruption of power to customers. 
This workshop is designed to provide an introduction to working in the energy field and give an idea about the type of worker the industry is seeking. This includes information on work habits, teamwork, communication, and safety. 
Learning Objectives

· Identify key elements of the energy industry

· Explain the importance of first impressions

· Select characteristics of a positive image

· Identify personal qualities (behavior) that are desirable for the workplace (habits supervisors and co-workers like)

· Identify cooperative behaviors

· Engage in team building and negotiating

· Demonstrate effective communication with others

· Practice active listening

· Identify personal conflicts that arise in the workplace

· Identify communication strengths and weaknesses

· Identify safety requirements in the workplace

· Know the importance of compliance with standards, regulations, and established procedures to ensure a safe and healthy work environment.

· Know basic regulatory requirements that promote safe and effective operations for the protection of people, data, property, and institutions.

· Know the roles and responsibilities of employers and employees in creating and maintaining a workplace safety culture.

Careers in Energy

The energy workforce includes a variety of jobs for people with a wide range of interests. Workers in some jobs spend a lot of time outdoors, others in plants, and some in offices. They use a wide range of tools and technology and serve to provide reliable energy to the public. Energy workers are often among the first on the scene of disasters, helping people’s lives get back to normal. The brochure, Are you ready? provides a brief overview of opportunities and the Get Into Energy website, http://www.getintoenergy.com/, provides a wealth of information and useful links to much more relevant information. 

Work Habits of Successful Employees

Many employers today are placing more emphasis on personal responsibility, ethics, integrity, and other quality characteristics. Employers need to be able to depend on employees to be responsible for their actions and make the right decisions to maintain a safe and healthful workplace.

First Impressions

As you prepare for your first day of work you might be thinking, “What will my co-workers be like? Will I understand everything I’m supposed to do? Am I wearing the right clothes? Will I make it through the first day?”

These are good concerns and we’ll provide you a few insights to help you get ready. Ask the person who schedules your interview what to wear to the interview. When in doubt, wear a suit and tie to show you’re serious about the interview and to show respect for the company and the interviewer. Ask the interviewer what people wear on the job. You need to learn about the job and how people dress and act. Look at the videos at www.getintoenergy.com to learn what clothes you will be expected to wear when you show up on the job. Ask the person who hires you what to wear on the first day. Wearing the right clothes will make your first day much more comfortable. You want to make sure you stand out for the right reasons. Starting off on the right foot makes the adjustment much easier.
First impressions last. Sometimes the first impression is the only impression, because you will not get a second chance if the first impression is not a good impression. Do your research and come to class or work prepared to make the right impression. Here are some tips:
· Remember the basics of good grooming – comb your hair, brush your teeth, and wear clean clothes. Good personal habits pay off for you and the company. 

· Ask if anybody has gone to an interview wearing the wrong clothes. Did they feel confident during the interview and did they get the job? 
· What if you showed up for the first day of work in your casual pants and polo shirt when work clothes were needed? You might ruin a good set of clothes. You might get sent home with no pay. Would this make a good first impression?
· What else might you need on the first day at work? Lunch money? Boxed lunch? Personal protective equipment? Work boots? Eye protection? Water?
Fortunately most companies have an orientation day and many have a training program for you to learn what’s expected on the first work day, but these are things to think about to make sure you are ready.
On your first day, assume your cell phone and any other personal communication device are off all day except during breaks and lunch. Even at those times only deal with urgent messages. You are expected to focus on the job. Yes, your breaks are your own time, but you will also need to use that time to build relationships with your co-workers. Once you are on the job you will see how your co-workers handle cell phones and learn how lenient your boss will be. However, don’t push the limits or get complacent. You might get assigned to a different supervisor for a day or so who might have more stringent rules. 
First impressions aren’t limited to the first day on the job. You must always be on your toes and look like an eager employee. You won’t be assigned to the same crew your entire career. Teams change and supervisors come and go. You don’t really know who will be selecting you for your next assignment or promotion. You need to make sure all potential supervisors know you are a dependable worker who will do a job correctly and on time.

Be at Work and on Time

Your employer is expecting you to be at work every day and on time. You don’t get to skip work just because you aren’t in the mood one day. You will always have somebody depending on you to be at work every day. Even if you work for yourself, you have customers dependent on you to be there when they need you. Almost everyone is part of a team and the team cannot function effectively with a member absent. 
Yes, every company has some plan for dealing with the workload when a team is short a person, but that is an extra headache for someone like the dispatcher and it frequently means some customer goes without electricity for a few extra hours or a construction project is delayed. Delays cost the company money. If you are the cause of too much cost overruns, the company may decide the best way to save money is to stop wasting it on you. Your continued employment is in jeopardy. Important points:
· What would happen if everybody was late or absent frequently?

· How does your lateness or absence affect your team?

· Know and follow the company policy for reporting absences or lateness.
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Keep your supervisor informed of planned absences.

· Give yourself enough time to get to work.

· Return from lunch or breaks on time.

· Cut absenteeism by maintaining good health.

Dependability
Co-workers and supervisors need team members who are dependable. Dependable workers do the job correctly and on time. Dependable workers pull their own weight (do their share and more), take responsibility seriously, and look after each others’ safety. Dependable workers do what they say they will.

Professionalism

Professionals keep their tools and work areas clean and organized. Craftworkers are judged by their tools and keep them in good working order. You also need to follow the procedures and the schedule of work. Make sure you are technically qualified to do your work. When in doubt, talk to your supervisor. Take advantage of all opportunities to learn more about your job. 
· Read books and trade publications, take classes and get experienced workers to teach you new skills. 
· Volunteer for additional assignments outside your normal work when the opportunity is available. 
· Always take advantage of opportunities to increase your skills and value to the company. Supervisors will notice the extra effort. Be careful that you don’t take on too much and fail to deliver on your commitments.
Ethics and Integrity

Employees with good ethics and integrity are committed to conducting themselves in a professional and safe manner. Employees should be committed to working within the highest standards of legal and ethical conduct to ensure their personal safety and the safety of others.

Personal Responsibility and Personal Management

Here are some important considerations for personal responsibility and management:

· Employees should work in accordance with applicable safety and health laws and embrace safety and health as a way of life, on and off the job.

· Employees should be self-motivated to make safe choices for their own benefit and the benefit of others. 
· Employees must take personal ownership of being safety conscious.

· Employees should acknowledge when their abilities or alertness are impaired by fatigue, illness, or other causes that might expose the individual or others to injury and act accordingly by reporting to a supervisor that they are unfit to safely perform their duties.

Teamwork

The energy business is composed of teams, many of them dependent on other teams. This interrelated network means that each member must do his or her job correctly to avoid unexpected problems for other teams. Customer requests are handled by a customer service team, which hands off the request to the dispatcher team to assign the work to a specific work team. The customer service team informs the customer of the expected completion of the request. If the work team wastes time and does not finish when expected all the other teams are saddled with additional work to reschedule the request and keep the customer updated (and not upset) with changes. 
All members of a team are committed to helping each other achieve team success. You must watch out for each other and offer your help to the supervisor when you can. If you need help, you must speak up. The team is more willing to spend a few extra minutes helping you than spending hours redoing work you could not complete correctly.

Cooperation

Cooperation is key to teamwork. Sure one person can do the job, but two working together can make it go faster. For example, one person can gather all the tools from the work site while the other prepares and stows them on the truck. They aren’t bumping into each other and walking back and forth over the same ground. Look for ways to cooperate and do the job more efficiently. You might be tempted to say it’s not your job, but it is your job, it is everybody’s job. Telling the supervisor you are available to help with the remaining tasks after finishing your assigned work will be noticed and rewarded.
Like life, work is not fair. Things don’t always make sense to inexperienced employees. Despite the best efforts of management, the playing field is not level. Randomness, chaos, and irrationality yank the rug out from under you over and over. You have to find the inner strength to endure the slights and criticism and continue to cooperate to get the work done. A rough day when you can’t seem to do anything right is not an excuse to sulk and let others do the work.

Case Study – Killing Time 
You have been employed as a line worker for the Energy Power Company for several months and have been learning more about the job each day. The crew you work with has been helping you learn the ropes and is starting to depend on you and another new worker. One day the boss sends just the two of you to a nearby site to inventory equipment adding that it should take about two hours to finish and get back before quitting time. When you get there, the job is not as difficult as expected and you are finished within an hour. Your partner suggests stopping on the way back to shoot some pool.
· What do you do?

· What are the possible options?

· What would be the benefits of each option?

· What are some possible consequences of each option?

· Which would you choose and why?

· Why not choose other options?
NOTES:







































Communication

Employees should strive to be good communicators who are skilled in listening and speaking. Good communication fosters knowledge and awareness that help to prevent accidents and maintain safe workplaces. All employees must treat each other with respect and maintain a collaborative work environment. A true cooperative workplace is one that is without unlawful discrimination or harassment of any kind and provides equal opportunities for all.
As a new worker you will spend a lot of time listening to instructors, supervisors, co-workers, and mentors. It is important that you learn to listen carefully and not just hear what they are saying. Listening requires concentration and blocking out distracters, such as cell phones, nearby conversations, people walking by, and any thoughts about anything other than the conversation.
Listening is a communication process and, to be successful, it is an active process. You must be an active participant in this communication process. Listening requires concentration and energy. Your brain is actively working while the speaker is talking. Our thought speed is much faster than our speech speed, allowing us to work on the message being sent to us. You will be putting the message into your own words so you can tell the speaker what you have heard to make sure you have understood the real meaning. This may seem to take more time, but being certain of the message before taking action actually saves time when re-work is avoided.
Good Listening Skills Make Workers More Productive
The ability to listen carefully will allow you to: 
· Understand what the boss expects
· Understand what your co-workers need

· Get along better with your boss, co-workers, and company customers
· Show commitment to the goals of the boss and the team
· Work better in a team environment
· Resolve problems with your boss, co-workers, and company customers
· Provide information needed by your boss, co-workers, and company customers
The better you are at listening, the more people will listen to you. Co-workers will have more confidence in someone who is a good listener. They feel confident that you are getting the right message and will do the job right.

Listen Well

Using the following tips will show the speaker you are paying attention. While you may in fact be able to listen while looking out the window, it looks like you are not listening.
· Look the speaker in the eye
· Don't interrupt the speaker
· Don’t move around
· Nod your head to show you understand
· Concentrate on what you need to get from the conversation or instructions

· Repeat instructions and ask clarifying questions when the speaker has finished
Work on the Barriers to Listening

Make sure the following things don’t get in the way of your listening. 
· Negative thoughts or attitudes about the speaker
· Language differences or accents
· Noise
· Worry, fear, or anger
· Watching other activity in the area
· Thinking of something else instead of the message

It’s hard work to keep these barriers from interfering with the listening task. Concentrate on the message and repeat or paraphrase the message in your mind to help your concentration. 

Sending Messages 

When you have something to say or instructions to provide, state your message as briefly and succinctly as possible. Listening to a rambling, unorganized speaker is tedious and discouraging. Rambling explanations are confusing to the listener and the message loses its meaning, relevance, and impact. Use this opportunity to help the listener understand your perspective and point of view. Choose words to make your message as clear as possible, avoiding jargon and unnecessary, tangential information. Rehearse to get it right before you start talking. Don’t use words that can be interpreted as critical or demeaning.
Listening Assessment

Read each statement and decide how that statement describes your behavior and place a check mark in the appropriate column. 

	STATEMENT
	Always
	Sometimes
	Never

	1. I think about why I’m listening.
	
	
	

	2. I maintain eye contact with speaker.
	
	
	

	3. I concentrate on the message.
	
	
	

	4. I listen without judging or criticizing.
	
	
	

	5. I try to summarize the information.
	
	
	

	6. I give verbal and nonverbal indications that I am listening.
	
	
	

	7. I set a purpose for listening.
	
	
	

	8. I block out thoughts of personal problems.
	
	
	

	9. I try to predict what will come next.
	
	
	

	10. I take notes when needed to help remember.
	
	
	

	11. I ignore external distractions such as loud noises and other workers.
	
	
	

	12. I try to determine the speaker’s purpose.
	
	
	

	13. I think about questions I may need to ask for clarification.
	
	
	

	14. I restate (paraphrase) messages to confirm my understanding.
	
	
	

	15. I let the speaker finish and do not interrupt.
	
	
	

	TOTAL CHECK MARKS
	
	
	


Listening Assessment Analysis of Results

Tally the three columns.  Then refer to the interpretations below. 

Afterward add some items to your action plan at the end of the learner guide to aid your efforts to improve your listening skills.
14-15 Checks for Always 

You are probably a fantastic listener, both at work and among your friends. Keep up the good work.

12-13 Checks for Always 

You are a good listener but you need to fine tune a few of your listening skills.  Choose behaviors to modify that you feel will easily improve your listening.  

10-11 Checks for Always
You need to change some behaviors so that you will get more out of instructions at work. To improve your listening behaviors, you should start with any item that you checked as Never. Then move to the Sometimes column.

9 or Less Checks for Always OR 7 or More Checks for Never 

You need to master listening skills for work success. It will be difficult to find a situation in which you will not need to use listening skills. Check with your local library for information on improving listening skills. An internet search on “listening skills” yields a number of articles, such as these at www.about.com  and www.livestrong.com:

http://careerplanning.about.com/cs/miscskills/a/listening_skill.htm
http://www.livestrong.com/article/14657-improving-listening-skills/
Adapted from: http://www.elmhurst.edu/library/learningcenter/Listening/listening_behaviors_survey.htm
Conflict Resolution

Disagreements are inevitable. Sometimes they turn into conflict. It is best to talk about the disagreement before it becomes a conflict. Often the disagreement is a misunderstanding and restating the other person’s position can resolve the disagreement. Speak up. Politely, but firmly, say that you don't want to do your co-worker’s extra work, or say whatever else is on your mind. You may not get a positive response at first, but you may. And you will also get the benefit of speaking your mind, and will at least get the message out there for everyone's consideration.
If the problems don't affect you too strongly, you may choose to ignore them. This may seem difficult at first, but there's something to be said for choosing your battles. Not everything can be ignored, but by focusing on positives of the job, some problems can bother you much less than you would think.

When you do discuss the issue, you need to stay focused on the present during this talk and not bring up other disagreements or behavior. Bringing up too many topics clouds the issue. The goal is to achieve a more positive outcome for the immediate situation. You should make sure you:

· Listen carefully
· Are able to restate the other person’s statements in your own words
· Focus on understanding, instead of thinking about what you are going to say next
· Don’t interrupt 
· Don’t get defensive 
It is vital to understand the other person’s perspective, rather than just our own, if you are to resolve the situation. Good listening helps you to be able to bridge the gap between the two of you and understand where the disconnect lies. Just listen and restate the other view so he knows you’ve heard his position. You will understand better and your co-worker will be more willing to listen to you.

Effective communication involves admitting when you are wrong. Realize that personal responsibility is strength, not a weakness. You both share some responsibility in a conflict. Look for and admit to what’s yours. It diffuses the situation, sets a good example, and shows you are willing to work for a compromise. It also often inspires the other person to accept some responsibility, leading you both closer to a better understanding and potential solution. 
Use “I” Messages: Instead of saying, “You really need to be more careful,” begin statements with “I”, and make them about yourself and your feelings, such as, “I can’t finish my work on time when this happens.” It is less likely to make the other person feel defensive, and helps the other person understand your point of view instead of feeling attacked.
Look for Compromise: Don’t just try to win the argument, look for solutions that satisfy everyone. Compromise or find a new solution that gives you both what you want most. You might not get everything you want, but the situation will be better. This approach works better than one person getting what they want when the other gets nothing.
Take a Time-Out: Don’t wait for tempers to get heated to the point the discussion becomes an argument or a fight. If you find yourself or your co-worker starting to get too angry to be constructive, take a break to cool off. Sometimes good communication means knowing when to take a break. Even when you take a break, come back to the discussion. You can’t just let the situation simmer because you don’t communicate.
Ask For Help If You Need It: If you can’t resolve the situation, you might need to get your supervisor involved. Remember to stick to the facts, avoiding criticism and accusations. Use all the above guidance when talking with your boss about a conflict with your co-worker. Remember that the goal of conflict resolution should be mutual understanding and finding a solution that pleases both parties, not “winning” the argument or “being right.”
Resolving Conflict with the Boss

When resolving conflict with your boss, you need to take a few extra steps to prepare for the discussion. Your supervisor is not your equal and must be approached with more respect. 
Organize your thoughts, focusing on facts and behaviors and your perception. Practice what you will say to make sure you will be tactful and avoid words that can be interpreted as attacking, defensive, or critical. 

Your boss is busy. Wait for a free moment and ask if you could arrange a time to talk about an important issue. Your boss might not have time available during the day and you might need to meet before or after work. Remember to be willing to meet at a time convenient for your boss.

When you meet with your boss calmly and clearly use the carefully chosen words you have rehearsed. Don’t be angry, sarcastic, accusatory, or critical and stick to the facts you can prove. Don’t mention names unless the co-worker is directly involved in the issue. If you have suggestions for change, make sure your arguments include benefits to the crew and the company, not just benefits for yourself. 
Once you have presented your case, answer any questions your boss may have and give him or her the time to consider your points. Your boss will make a decision and it will be the right one for the team and the company. It might not be what you want, but your boss must take into account the effect on the crew and the company. Your boss did not get that position by making wrong decisions and you must respect and carry out your boss’ decision.

Assertiveness 

Tell the person what is bothering you. The other person may not realize the behavior offends you. You need to state your position as the first step in finding a mutual way of working together in a productive environment. Focus on the behavior, not the person. 
Assertiveness is the ability to express your feelings and while respecting the feelings and rights of others. Assertive communication is appropriately direct, open and honest, and clarifies your needs to the other person. Assertiveness comes naturally to some, but is a skill that can be learned. Assertive people are able to greatly reduce the level of conflict in their lives.
The difference between aggressiveness and assertiveness is that individuals behaving assertively will express themselves in ways that do not offend the other person. They assume the best about people, respect themselves, and try to compromise. In contrast, individuals behaving aggressively will tend to use words that are disrespectful, manipulative, demeaning, or abusive. They win at the expense of others, and create unnecessary conflict. 

Passive individuals, on the other hand, are unable to state how they feel. They often fear conflict so much that they don’t share their feelings in order to “keep the peace.” They let others win while they lose out. This often leads to resentment and reduced cooperation, negatively affecting the workplace. Passive people need to learn to be assertive to improve the effectiveness of the team.
Here’s a scenario to illustrate the differences.
Someone cuts in front of you at the supermarket. An aggressive response would be to assume they did it on purpose and angrily say, “Hey, jerk, no cuts!” A passive response would be to just let the person stay in front of you and say nothing.
An assertive response would be to assume that they may not have seen you in line, and politely say, “Excuse me, but I was in line.”
Learn where you are on the assertiveness spectrum, know where you want to be, read more on assertiveness training, and develop a win-win mentality to become more assertive.
Coded Communication Exercise
Instructions:

· Devise a secret coded (non-spoken, non-written) communication system for your team which enables a very simple piece of information - a single digit number between 0-9 - to be passed throughout the whole group/team - person to person ideally - so that everyone knows the number.

· The winning team is the first to successfully convey the number to all team members.

· The number must be conveyed using non-verbal and secret signals - it cannot be spoken, mouthed, written, signaled by holding up a number of fingers, or “tapped” using fingers or feet, etc.

· Facial expressions and eye contact are likely to be significant in non-verbal code systems developed, although teams will devise other methods.

· The secret code aspect is important, if the game is played competitively and teams are given the same number to convey. 

· Instruct people to write down the number after all teams have completed the round, as proof of successful communication. 

· The team leader must raise his/her hand to signal to the facilitator when group/team members have received the number correctly. This potentially requires another team coded signal - to confirm successful understanding - which is a matter for the teams to decide.

· No speaking is allowed while the game is in progress.
· After devising and practicing your code the team leaders then return to their starting positions and await the facilitator's signal to start the game, at which the number must be communicated to all team members - using the non-verbal secret code - person to person.

· Teams stand in a line facing the back of the room and the back of the person in front of them. At the start signal the team lead taps the first person on the shoulder who turns and receives the communication. Once the communication is understood, the receiver turns around and taps the next person to turn around and receive the communication. This process is repeated until the last person receives the communication and signals the team lead that all team members have received the number.

· The team lead signals the instructor once assured all team members have the correct number.

Safety Overview

A safe work environment is essential to providing efficient, reliable, and safe energy services to the public. Electricity and gas have become an integral part of our everyday lives. We take for granted the vital presence of energy in our daily lives until there is some type of interruption in service that makes our modern-day conveniences not so convenient. 

It is the obligation of the government and the utility companies to provide efficient, reliable, and safe service to the public, and to maintain a safe workplace for their employees as well. Effective local, state, and national regulations promote and enforce safe and secure operations for the protection of people, data, the environment, property, and institutions.
The Importance of Safety Awareness

· Electrical hazards cause more than 300 deaths and 4,000 injuries in the workplace each year.

· Electrical accidents rank sixth among all causes of work-related deaths in the United States.

· The nonfatal workplace incidents that cause the highest number of days away from work include:
· contact with an electrical current or a machine, tool, appliance, or light fixture (38 percent).
· contact with wiring, transformers, or other electrical components (33 percent).

· Nonfatal electrical injury occurs most often to those who work with machines or tools and around electrical wiring other than power lines.

· Over the last 10 years, more than 46,000 workers were injured from on-the-job electrical hazards.

· During the work day, a worker is hurt every 30 minutes so severely from electricity that it requires time off the job.

—Electrical Safety Foundation International (ESFI)

Effects of Electrical Current
	Current
	Item/Tool
	Reaction to Current

	One ma (milliamp)
	Watch battery
	Tingling sensation

	More than 3 ma
	9-volt battery
	Disturbing shock

	More than 10 ma
	Christmas tree light bulb
	Sustained muscle contraction “no-let-go” danger

	More than 50 ma
	Small radio
	Lung paralysis—usually temporary Possible ventricular fibrillation (heart dysfunction, respiratory arrest, usually fatal)

	One hundred ma to 4 amps
	Jig saw
	Certain ventricular fibrillation, nerve damage, fatal

	Over 4 amps
	Circular saw
	Heart paralysis, severe burns, fatal


Safety Regulation

In 1903, the U.S. Bureau of Labor began publishing studies of occupational fatalities and illnesses in certain trades, as well as other safety and health topics. During the 1960s, occupational injuries and illnesses were increasing in both number and severity. Disabling injuries increased 20 percent during the decade, and 14,000 workers were dying on the job each year.

After nearly a century of attempts by local and federal government to make the workplace safer, The Occupational Safety and Health Act (OSHA) was signed into law on December 29, 1970. Since the inception of OSHA, overall workplace fatalities have been cut by more than 60 percent, and incidence rates of occupational injury and illness have declined by 40 percent.

An Effective Workplace Safety and Health Program:

· Improves employee morale and performance

· Enhances company profitability
· Reduces employee turnover
· Reduces the extent of work injuries
· Reduces workers’ compensation costs
Training

Training should be provided:
· To all new employees before they begin working

· To all existing employees at least once a year

· When new equipment, materials, or processes are integrated

· When procedures have been updated or revised

Key Components of Employee Safety Training:

· Mandatory attendance for all employees

· Addresses the safety and health responsibilities of all personnel

· Comprehensive to ensure coverage of all pertinent material

· Hands-on, pragmatic exercises to replicate authentic tasks and environments

· Ensure that all employees understand the hazards to which they may be exposed

· Ensure that all employees know how to prevent harm to themselves and others

· Training should include prevention, recognition, and correction of:

· Housekeeping issues

· Fall hazards

· Electrical hazards

· Chemical hazards

· Mechanical hazards

· Fire hazards

· Duty-specific hazards

· Additional health hazards

Employer Responsibilities

Examples of standard employer responsibilities include:
· Ensure compliance with occupational safety and health standards and regulations

· Ensure that employees have the training, tools, and equipment needed to perform tasks safely

· Develop safety and health programs, policies, and procedures

· Conduct regular work observations and analysis

· Keep records of all monitoring data

· Ensure effective and timely resolution of safety and health issues

· Inform workers of their rights and responsibilities related to occupational safety and health

· Investigate and resolve all allegations of unsafe conduct or violations of policies and procedures

· Maintain confidentiality and privacy of employees

· Establish a company culture of safety by encouraging all employees to be safety specialists
Employee Responsibilities

Examples of standard employee responsibilities include:

· Follow safety rules, policies, and procedures to create a safe work environment

· Ask questions about any rules, policies, and procedures you do not understand

· Report any hazards, unsafe actions, or violations of safety policies or procedures

· Help co-workers recognize unsafe actions or conditions

· Stop the unsafe behavior of others

· If instructed to perform an unsafe act, notify a supervisor immediately

· Report all injuries and illnesses to your supervisor

As mandated by federal law, employees must comply with OSHA. In accordance with OSHA, employees who knowingly commit unsafe acts or create unsafe conditions, disregard the safety policy, or are repeat offenders will be discharged.

Grounds for Termination

Grounds for immediate termination at most companies include:
· Drinking alcohol and/or drug abuse prior to or during working hours

· Fighting

· Theft

· Willful damage to property

· Failure to wear eye/hearing protection, safety helmets, other required personal protective equipment (PPE)
· Failure to comply with appropriate tool and equipment operation policies

· Inappropriately altering safety guards, barriers, and/or guardrails

· Failure to follow recognized industry practices

· Engaging in dangerous horseplay

· Failure to notify the company of a hazardous situation

· Failure to notify the company of injuries at the time of occurrence

· Deliberately providing inaccurate information in safety/incident investigations

Case Study – Digging a Hole
You are working with a crew to repair the underground service to a rural customer. A hole must be dug by hand in the middle of a field a distance form the road. It must be dug by hand to avoid damage to other nearby utility lines. Of course the boss picks the youngest, newest employees for this arduous task. You and your partner spend half an hour lugging all of the equipment from the truck to the site to get ready. After you start digging, you notice your partner is not wearing required safety goggles. He doesn’t want to take the time to go back to get the goggles and wants to continue digging.

· What do you do?

· What are the possible options?

· What would be the benefits of each option?

· What are some possible consequences of each option?

· Which would you choose and why?

· Why not choose other options?
NOTES:




































Drug-Free Lifestyle

Substance abuse places a major burden on the workplace. However, employers can work to protect their businesses from the negative impact of substance abuse by educating employees about its dangers and encouraging individuals with substance abuse problems to seek help. 

The effects of employee substance abuse extend beyond the individual employee. Drugs and alcohol can impair a worker’s judgment and coordination, which can lead to an increased risk of accidents and injuries.

Co-workers can often be a powerful influence on those who are abusing drugs and/or alcohol. By knowing what to do and what not to do, co-workers can make the workplace safer and help their co-workers get the help they need. It is the responsibility of all workers, supervisors, and employers to be aware of their surroundings and to do what they can to make the work environments safe for everyone.

Workplace substance abuse is a serious problem, especially in environments where co-workers rely on each other for safety. All workers should take action and be willing to show concern for fellow employees, the workplace, and themselves. All employees should help co-workers get the assistance they need.

Safety Rights

· Right to a safe workplace free from recognized hazards

· Right to request information on safety and health hazards in the workplace, safety
precautions to take and procedures to be followed if injury or exposure occurs

· Right to refuse a task that requires you to disobey safety rules standards

· Right to refuse a task that puts you or someone else in unnecessary danger

· Right to refuse a task for which you have not been trained to safely perform

· Right of freedom from retaliation for using safety rights

Safe Practices

All employees should be committed to working in compliance with all applicable environmental, health, and safety rules and established operating procedures. All workers should have the knowledge, skills, and abilities to carry out their work safely and efficiently. Employees should discuss safety and health questions or concerns with their employers, other workers, or union representatives (if available). Hazard assessments provide employers with the information they need to address and correct unsafe conditions and in turn provide employees with the information, training, and support they need to safely perform their jobs.

Personal Protective Equipment (PPE) 

The following is a list of PPE commonly used in energy and utilities jobs: 
· Safety glasses/face shields

· Hard hats

· Safety footwear

· Insulating gloves

· Insulating sleeve covers

· Flame-resistant clothing

· Fall protection equipment

· Respirators

· Cut-resistant chaps

Action Plan
	Objectives

What do I want to be able to do or do better?
	Actions

What methods will I use to achieve my objective?
	Dates

When will I 
start and finish?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Resources:

On the Job by Stephen Viscusi, 2001, Three Rivers Press, NY. How to make it in the real world of work. Solid advice for keeping your job and doing a good job.
How to study – SQ3R - Survey, Question, Read, Recite, Review - http://www.collegeboard.com/student/plan/college-success/26666.html 
Information about the energy workforce.

www.getintoenergy.com View several of the videos of workers describing their jobs.

Notes




















































































































































































Companies are not democracies. 


The CEO, the board, or the owner has made the rules and you follow them.





Early is on time.�On time is late.�Late means trouble.








Change what you can. Accept what you can’t. Have the wisdom to know the difference.





Forty percent of workers injured have been on the job less than one year.





The Bureau of Labor Statistics
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