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Manufacturing Paper
PM1 Prepare processes for paper and board manufacturing
	Standard Overview:

This Standard is about preparing paper and board processes for manufacturing. It includes ‘Wet End’, and ‘Dry End’ processes.


	Performance Statements
	Knowledge & Understanding

	What you must be able to do 

1. Check that you have all the details required for the job
2. Check that you have enough material of the right type for the job

3. Promptly report to your manager, if the materials provided are not correct or sufficient

4. Check that your work area is safe and ready for production

5. Correctly prepare and load materials so they can run efficiently and safely

6. Make adjustments when standards are not met

7. Report promptly to your manager if the standards cannot be met

8. Make processes ready to run efficiently and safely 

9. Check process against job details and required standard.

10. Correct mechanical faults which it is your job to remedy

11. Promptly report mechanically faults which are not your job to correct


	What you need to know

K1. What details you need for the job

K2. The sequence of tasks and how to synchronise them

K3. The risks associated with making ready and how to avoid them 

K4. What the common faults are, what causes them and how to correct them

K5. Product or material identification systems

K6. The company’s quality standards

K7. The procedures for removal of waste during setting up

K8. The emergency shut down procedures

K9. How to identify unused material
K10. The required speeds that processes run at

K11. The appropriate cleaning system for the material, including

· consistencies

· chemical additions
· cyclone / centrifugal cleaning systems
· de-inking

· dispurging

· fibrillation 

· refining

K12. The principles of the ‘wet end’ processes including:

· clothing

· stock cleaning

· filtration

· additives i.e. fillers, dyes/pigments, wet strength aids, retention aids
· forming and formation

· pressing

K13. The principles of ‘dry-end’ processes including:

· correct steam pressures for the product

· dew point

· latent heat

· clothing e.g. dry felts

· the steam process and condensate removal

· calendaring

· coating 

· reel-up

· quality control measures

	Explanations and definitions of some of the terms used in this Standard
Glossary of technical terms to be completed



Manufacturing Paper
PM 2 Run processes for paper and board manufacturing 
	Standard Overview:

This Standard is about running the paper and board manufacturing processes. It includes making sure processes are running safely and efficiently, adjusting settings and monitoring quality, identifying and correcting faults.


	Performance Statements
	Knowledge & Understanding

	What you must be able to do 

1. Start up and shut down the processes correctly and safely

2. Run the processes:

· At the required speed 

· Safely and efficiently

3. Accurately identify production faults which could result in:

· Malformation of paper and board 

· Misalignment of materials

· Marking or damage to the product 
· Identify unused materials

4. Correct faults which it is your job to remedy

5. Promptly report any product faults which it is not your job to correct

6. Check that the processes are safe to operate once faults have been corrected

7. Follow the correct procedure for the removal of production waste

8. Regularly check that quality standards are met

9. Accurately record  production and quality assurance details

10.
Prepare product for transit 


	What you need to know

K1. Your company’s quality standards

K2. Your company’s production efficiencies

K3. The risks associated with running machines and how to avoid them

K4. The emergency shut down procedures

K5. The principles of making Paper and Board
K6. The principles of the ‘wet end’ processes including:
· Clothing

· Stock cleaning

· Filtration

· Additives i.e. fillers, dyes and pigments

· Formation and forming

· Pressing

· Forming 

K7. The principles of ‘dry-end’ processes including;

· Correct steam pressures for the product

· dew point

· latent heat

· Clothing e.g. dry felts

· The steam process and condensate removal

· Calendaring
· Coating 
· Quality control measured and recorded
K8. Why it is important to keep up the supply of materials throughout the run

K9. How to synchronise the relevant units

K10. The common Paper and Board production faults, what causes them and how to correct them

K11. What other faults may occur during production

K12. When you should correct faults and when you should ask for help

K13. To whom specific faults are reported

K14. How to identify faults which result in:

· Incorrect positioning of knife cuts

· Malformation of Paper and Board machine

· Marking or damage to the product

· Misalignment of materials

K15. The procedures for the removal of waste from your machine

K16. What production and quality assurance records you are required to keep

K17. How to safely stack, lift and handle the product

K18. The Company’s identification and labelling systems
K19. The principles of slitting and cutting

	Explanations and definitions of some of the terms used in this Standard
Glossary of technical terms to be included


Manufacturing Paper
PM3 Prepare and run processes for paper and board conversion

	Standard Overview:

This standard is about preparing and running the paper and board conversion processes. It includes making sure processes are running safely and efficiently, adjusting settings and monitoring quality, identifying and correcting faults.

	Performance Statements
	Knowledge & Understanding

	What you must be able to do

Preparing for conversion

1. Check that you have all the details required for the job
2. Check that you have enough material of the right type for the job

3. Promptly report to your manager, if the materials provided are not correct or sufficient

4. Check that your work area is safe and ready for production

5. Correctly prepare and load materials so they can run efficiently and safely

6. Make adjustments when standards are not met

7. Report promptly to your manager if the standards cannot be met

8. Identify unused materials

9. Make conversion processes ready to run efficiently and safely 

10. Check process against job details and required standard.

11. Correct mechanical faults which it is your job to remedy

12. Promptly report mechanically faults which are not your job to correct

Running conversion processes

13. Start up and shut down the processes correctly and safely

14. Run the processes:

· at the required speed 

· safely and efficiently

15. Accurately identify production faults which could result in:

· malformation of paper and board 

· misalignment of materials

· marking or damage to the product 

16. Correct faults which it is your job to remedy

17. Promptly report any product faults which it is not your job to correct

18. Check that the processes are safe to operate once faults have been corrected

19. Follow the correct procedure for the removal of production waste

20. Regularly check that quality standards are met

21. Accurately record  production and quality assurance details

22. Prepare product for transit 


	What you need to know
Preparing for conversion
K1. What details you need for the job
K2. The sequence of tasks and how to synchronise them
K3. The risks associated with making ready and how to avoid them
K4. The company’s quality standards
K5. Your company’s production efficiencies
K6. Product or material identification systems
K7. The procedures for removal of waste during setting up
K8. The emergency shut down procedures
K9. The required speeds that processes run at
K10. The common Paper and Board conversion faults, what causes 
them and how to correct them
K11. The principles of slitting and cutting
K12. How to prepare the slitter/knives
Running conversion processes

K13. How to identify unused material
K14. How to make sure knife cuts are made cleanly and accurately
K15. How to label and store webs correctly
K16. When slitter knives need replacing
K17. How to ensure that:
· material is fed squarely into the winder 
· finished products are within variations allowed by your company

K18. Why it is important to keep up the supply of materials 
throughout the run
K19. How to synchronise the relevant units
K20. When you should correct faults and when you should ask for 
help
K21. To whom specific faults are reported
K22. How to identify faults which result in:

· incorrect positioning of knife cuts

· malformation of Paper and Board machine

· marking or damage to the product

· misalignment of materials

· unacceptable variation in cut size

· uneven and misaligned cuts

· malformation of stacks 

K23. The procedures for the removal of waste from your machine
K24. What production and quality assurance records you are required 
to keep
K25. How to safely stack, lift and handle the product
K26. The Company’s identification and labelling systems

	Explanations and definitions of some of the terms used in this Standard
Glossary of technical terms to be included


Manufacturing Paper
PM4 Respond to process problems within manufacturing operations
This is an import of Standard 104 from Combined Working Practice 

	Standard Overview:

This Standard is about identifying and dealing with process problems which may affect quality. 

	Performance Statements
	Knowledge & Understanding

	What you must be able to do 

Identify process problems which may affect quality

1. Identify when a problem has occurred promptly and correctly

2. Base your decision that a problem has occurred on the correct quality specifications for the process operation

3. Record the details of the problem accurately and in the correct way

4. identify the nature of the problem correctly using the information in operating guidelines
5. Seek the advice of others when you cannot be certain about the nature of the problem and what to do about it

	What you need to know

K1. What the quality standards are

K2. What process equipment and systems are used in the process and their functions

K3. What types of materials are used in the process

K4. What happens to materials as they are processed

K5. What types of problems can arise with the process and what early warning signs there are

K6. What interventions should be applied and who they should be applied by

K7. What records are kept

	What you must show you can do
a) Can identify problems arising from:

· machinery or plant

· materials
	b) Can implement procedures to deal with problems arising from:

· machinery or plant

· materials


Manufacturing Paper
PM5 Check paper quality meets requirements
	Standard Overview:

This Standard is about following organisational processes to check that the product being produced is of the appropriate quality and meets the specification.


	Performance Statements
	Knowledge & Understanding

	What you must be able to do 

1. Work safely at all times, complying with health and safety and other relevant regulations and guidelines

2. Follow and make appropriate use of the specifications for the paper quality being checked

3. Use the correct tools and equipment and check that they are in useable condition

4. Carry out checks at an appropriate time and in an appropriate sequence
5. Carry out the checks using approved methods and procedures

6. Identify and assess any defects or variations from the specification and take appropriate action

7. Record the results of tests and your conclusions using appropriate methods or documents

8. Communicate the completion of testing activities to appropriate people in line with organisational procedures
9. Dispose of waste items in a safe and environmentally acceptable manner, and leave the work area in a safe condition.
	What you need to know

K1. The equipment, machinery and substances that need to be isolated when testing.

K2. The specific safety precautions that need to be taken when testing. 

K3. The selection and correct use of testing and measuring equipment

K4. The specifications of the paper and how to identify defects or variations from specification

K5. The organisational reporting and documentation procedures and practices

K6. The extent of your own responsibility, and to whom you should report if you have problems that you cannot resolve


Manufacturing Paper
PM6 Clean down equipment and machinery

	Standard Overview:

This Standard is about cleaning the equipment and machines used in paper and board manufacturing. It includes using safe methods and appropriate materials, restoring them to safe operating conditions after cleaning and maintaining records


	Performance Statements
	Knowledge & Understanding

	What you must be able to do 

1. Safely switch off and isolate the machinery before you start cleaning
2. Select and wear appropriate Personal Protective Equipment
3. Use the cleaning equipment and materials most suitable for the machine
4. Use cleaning methods which are safe, avoid harm to the environment and which follow the manufacturer’s instructions

5. Clean and lubricate machines as specified

6. Dispose of used cleaning agents and waste materials safely, and in the correct manner
7. Check that the machine is safe to operate, when you have finished cleaning 

8. Accurately update records of machine maintenance 
	What you need to know

K1. Your responsibilities for cleaning machines – what you are allowed to do, and what you must not do

K2. The current legal requirements and industry guidelines for the safe handling and use of hazardous substances
K3. The risks of handling cleaning materials and lubricants

K4. The Personal Protective Equipment that must be worn by you or your team.
K5. What the maintenance plan for the machine is

K6. What the production schedule is and how this affects cleaning Operations

K7. Why it is important to use cleaning methods which are safe, avoid harming the environment and meet manufacturers’ requirements

K8. What cleaning agents and lubricants are suitable for use

K9. Your company’s procedures for the safe disposal of waste
K10. What records need to be kept


Manufacturing Paper
PM7 Replace defective components

	Standard Overview:

This Standard is about repairing the equipment and machines you use in your work. It includes making sure the machine is lubricated, worn or damaged parts are identified, and assisting in the replacement and realignment of parts. It also includes reporting faults and defects and restoring machines to safe operating conditions after repair and maintaining records.


	Performance Statements
	Knowledge & Understanding

	What you must be able to do 

1. Routinely examine machinery for defective components or excessive wear

2. Accurately identify components which need replacing

3. Remove and replace components using safe and approved methods

4. Accurately identify and report machine faults which are not your job to correct, to the responsible person

5. Restore machines to a safe operating condition after replacing components

6. Keep accurate records of the components you have removed and replaced 
	What you need to know

K1. The risks of handling machinery and replacing components

K2. Your responsibilities for replacing components – what you are allowed to do, and what you must not do

K3. What kinds of fault you are likely to find in the equipment you operate, and what to do about them

K4. The procedures for removing, replacing and realigning components safely

K5. Why it is important to report unexpected wear or damage to components

K6. Who to report unexpected wear, damage or machine faults to

K7. What records need to be kept, and their format


Manufacturing Paper
PM8 Correct Machine Faults

	Standard Overview:

This Standard is about keeping the machine in efficient working order and correcting faults. It includes identifying and rectifying problems; reducing waste and pollution, and involving others in your work and reporting your actions to appropriate colleagues

	Performance Statements
	Knowledge & Understanding

	What you must be able to do 
1. Obtain accurate information about problems with the machine

2. Analyse information about machine faults to identify their likely cause

3. Safely correct the machine faults which it is your job to deal with

4. Promptly report those faults which are not your job to deal with

5. Report accurately the time you estimate it will take to rectify faults which are stopping production 

6. Identify recurring faults which are caused by operator error, and take action to prevent them arising in the future

7. Record the details of machine faults and production down-time accurately


	What you need to know
K1. The risks of handling machinery and replacing components
K2. Where to obtain information about machine faults
K3. What techniques to use to assess machine faults and decide 
how to deal with them
K4. What tools and equipment to use to rectify faults
K5. What types of fault are likely to occur in the equipment you 
control, and what you should do about them
K6. What the limits of your responsibilities are 
K7. Who to report  faults and disruption to production to
K8. The procedures for rectifying faults and replacing 
components safely
K9. Why it is important to take the minimum time necessary to 
rectify faults
K10. What records need to be kept




Manufacturing Paper
PM9. Make sure your own actions reduce risks to health and safety 

This is an import of Standard HSS1 Health and Safety (Stand Alone Standards)

	Standard Overview:

This Standard is about having an appreciation of significant risks in your workplace, knowing how to identify and deal with them.

	Performance Statements
	Knowledge & Understanding

	What you must be able to do 

Identify the hazards and evaluate the risks in your workplace:
1. Identify which workplace instructions are relevant to your job
2. Identify those working practices in your job which could harm you or others
3. Identify those aspects of your workplace which could harm you or others
4. Check which of the potentially harmful working practices and aspects of your workplace present the highest risks to you or to others
5. Deal with hazards in accordance with workplace instructions and legal requirements
6. Correctly name and locate the people responsible for health and safety in your workplace
7. Report to the people responsible for health and safety in your workplace those hazards which present the highest risks
Reduce the risks to health and safety in your workplace:

8. Carry out your work in accordance with your level of competence, workplace instructions, suppliers or manufacturers instructions and legal requirements 

9. Control those health and safety risks within your capability and job responsibilities
10. Pass on suggestions for reducing risks to health and safety to the responsible people 

11. Make sure your behaviour does not endanger the health and safety of you or others in your workplace
12. Follow the workplace instructions and suppliers' or manufacturers' instructions for the safe use of equipment, materials and products
13. Report any differences between workplace instructions and suppliers' or manufacturers' instructions
14. Make sure that your personal presentation and behaviour at work:

· protects the health and safety of you and others,

· meets any legal responsibilities, and

· is in accordance with workplace instructions
15. Make sure you follow environmentally-friendly working practices
	        What you need to know

K1. What “hazards” and “risks” are
K2. Your responsibilities and legal duties for health and safety in the workplace
K3. Your responsibilities for health and safety as required by the law covering your job role
K4. The hazards which exist in your workplace and the safe working practices which you must follow

K5. The particular health and safety hazards which may be present in your own job and the precautions you must take
K6. The importance of remaining alert to the presence of hazards in the whole workplace
K7. The importance of dealing with, or promptly reporting, risks
K8. The responsibilities for health and safety in your job description
K9. The safe working practices for your own job

K10. The responsible people you should report health and safety matters to.

K11. Where and when to get additional health and safety assistance

K12. Your scope and responsibility for controlling risks

K13. Workplace instructions for managing risks which you are unable to deal with

K14. Suppliers’ and manufacturers’ instructions for the safe use of equipment, materials and products which you must follow

K15. The importance of personal presentation in maintaining health and safety in your workplace

K16. The importance of personal behaviour in maintaining the health and safety of you and others
K17. The risks to the environment which may be present in your workplace and/or in your own job

	Explanations and definitions of some of the terms used in this Standard

Control(s) The means by which the risks identified are eliminated or reduced to acceptable levels.

Employer A person, firm, association, organisation, company or corporation employing one or more workers and has responsibility for the workplace/work activity.

Hazard* A hazard is something with the potential to cause harm (this can include articles, substances, plant or machines, methods of work, the working environment and other aspects of work management). * Definition taken from: HSE “Management of health and safety at work – Approved Code of Practice & Guidance”. Reference L21 (ISBN 0-7176-2488-9)
Learner Any person in a workplace environment and undertaking learning, including those following a vocational or academic course.

Legislation There are many Acts of Parliament, Statutory Instructions, Regulations and orders relating to health and safety which affect people at work. For example; there are regulations for those who, for example, work with electricity, or work on construction projects, as well as regulations covering noise at work, manual handling, working with VDUs, or dealing with substances hazardous to health, etc.

The Health and Safety at Work Act 1974 is the main piece of legislation under which nearly all the other regulations are made.

Manager An individual charged with the responsibility for managing staff, and/or resources and processes.

Other people Refers to everyone covered by the Health and Safety at Work Act including: visitors, members of the public, colleagues, contractors, clients, customers, patients and students.

Personal presentation this includes personal hygiene, use of personal protective equipment, clothing and accessories suitable to the particular workplace.

Risk* A risk is the likelihood of potential harm from that hazard being realised. The extent of the risk depends on: 
(i) the likelihood of that harm occurring;

(ii) the potential severity of that harm, i.e. of any resultant injury or adverse health effect; and

(iii) the population which might be affected by the hazard, i.e. the number of people who might be exposed. * Definition taken from: HSE “Management of health and safety at work – Approved Code of Practice & Guidance”. Reference L21 (ISBN 0-7176-2488-9)

Resources This includes: information, documentation, time, control measures, staff/people, equipment and support (including specialist

assistance).

Responsible person/ people

The person or people at work to whom any health, safety and welfare issues or hazards should be reported. This could be a supervisor, line manager, director or your employer.

Supervisor One who controls and or directs the work of others

Training Provider An organisation or individual (usually external) responsible for providing the training, work experience, and/or formal assessment for the learner.

Worker A person performing services for an employer under a contract of service or an apprenticeship. Workers include; outworkers, those employed on a casual basis, in training and volunteers.

Workplace The single or multiple areas in which you carry out your work.

Working practices All activities, procedures, use of materials, substances or equipment and working techniques used in carrying out a work or job related task. This includes procedures for reporting hazards and unsafe working practices.

Workplace instructions

An organisation’s instructions, method statements, safe systems of work, guidelines and processes on how to behave and perform tasks in the workplace. Within these national occupational standards “Workplace instructions” has been used to include:

Policies

􀂃 A statement which directs the present and future decisions of an organisation. 
􀂃 It is intended to influence and determine decisions, actions, and other matters.

􀂃 Typically, a policy designates a required process or procedure within an organisation.

􀂃 They are often initiated because of some external requirement.

Procedures

􀂃 A series of steps following in a regular definite order that implements a policy

· A series of steps or instructions, describing a way of doing things.

· A series of steps to be performed in a regular definite order under specified conditions.

· Documented processes that are used when work affects more than one function or department of an organisation.

· A series of clearly defined steps (and decisions) that explains or describes how one goes about completing a task.

This includes the documentation prepared by the employer about the procedures to be followed for health, safety and welfare matters.

This may be the employer’s safety policy, general health and safety statements and written safety procedures covering aspects of the workplace that should be drawn to the attention of employees and that of everyone covered by the Health and Safety at Work etc. Act 1974 (visitors, members of the public, colleagues, contractors, clients, customers, patients, students).

Instructions covering, for example: a) the use of safe working methods and equipment,  b) the safe use of hazardous substances, c) smoking, eating, drinking and drugs, d) what to do in the event of an emergency, e) personal presentation


Manufacturing Paper
PM10. Make sure your own actions within the workplace aim to protect the environment
This is an import of Standard HSS7 Health and Safety (Stand Alone Standards)

	Standard Overview:

This Standard It is about maintaining good practice in day to day work activities by identifying the risks, minimising the risks and using resources responsibly. It is also about the responsibilities of everyone at work for minimising risks to the environment as a result of work activities.

	Performance Statements
	Knowledge & Understanding

	What you must be able to do 

Identify the risks to the environment arising as a result of workplace activities

1. Identify the people in the workplace to whom you should report environmental matters
2. Make sure you are up-to-date on environmentally-friendly working practices which are relevant to your workplace
3. Identify any current working practices in your job role which could cause harm to the environment
4. Identify any materials, products or equipment used in any part of your job role which could cause harm to the environment
5. Report any differences between legal regulations and workplace instructions and the actual use of materials or products hazardous to the environment
6. Promptly report to the people responsible for environmental matters the hazards which present high risks

Minimise risks to the environment arising as a result of workplace activities

7. Follow the relevant legal requirements and workplace environmental instructions for your job role
8. Within your capability and the scope of your job responsibilities, control the environmental hazards
9. Promptly report risks to the environment that you are unable to deal with
10. Pass on any suggestions for limiting risks to the environment to the responsible person
11. Follow suppliers’, manufacturers’ and workplace instructions for the safe use and storage of materials, products and equipment
12. Follow the correct instructions for handling materials and products which can be hazardous to the environment
13. Follow the correct instructions for disposing of materials and products which can be hazardous to the environment
	        What you need to know

1. The legislation relating to environmental matters which affect your workplace
2. Your responsibilities for the environment as defined by any specific legislation covering your job role
3. The particular risks to the environment which may be present in your workplace and/or in your own job role
4. How to use resources and materials effectively and efficiently
5. The importance of remaining alert to the presence of hazards to the environment in the whole work place
6. The importance of dealing with, or promptly reporting, risks to the environment
7. The substances and processes categorised as hazardous to the environment
8. Workplace instructions, precautions and procedures relating to the control of risks to the environment
9. The responsibilities for items (materials/equipment) which can be hazardous to the environment detailed in your job description
10. The responsible people to whom to report environmental matters
11. The specific workplace environmental instructions covering your job role
12. suppliers’, manufacturers’ and workplace instructions for the use of equipment, materials and products which can be hazardous to the environment
13. Working practices for your own job role
14. Correct handling instructions for materials which can be hazardous to the environment
15. Your responsibility for controlling hazards to the environment
16. Workplace instructions for handling hazards to the environment which you are unable to deal with

	Explanations and definitions of some of the terms used in this Standard

Control(s) The means by which the risks identified are eliminated or reduced to acceptable levels.

Employer A person, firm, association, organisation, company or corporation employing one or more workers and has responsibility for the workplace/work activity.

Hazard* A hazard is something with the potential to cause harm (this can include articles, substances, plant or machines, methods of work, the working environment and other aspects of work management). * Definition taken from: HSE “Management of health and safety at work – Approved Code of Practice & Guidance”. Reference L21 (ISBN 0-7176-2488-9)
Learner Any person in a workplace environment and undertaking learning, including those following a vocational or academic course.

Legislation There are many Acts of Parliament, Statutory Instructions, Regulations and orders relating to health and safety which affect people at work. For example; there are regulations for those who, for example, work with electricity, or work on construction projects, as well as regulations covering noise at work, manual handling, working with VDUs, or dealing with substances hazardous to health, etc.

The Health and Safety at Work Act 1974 is the main piece of legislation under which nearly all the other regulations are made.

Manager An individual charged with the responsibility for managing staff, and/or resources and processes.

Other people Refers to everyone covered by the Health and Safety at Work Act including: visitors, members of the public, colleagues, contractors, clients, customers, patients and students.

Personal presentation this includes personal hygiene, use of personal protective equipment, clothing and accessories suitable to the particular workplace.

Risk* A risk is the likelihood of potential harm from that hazard being realised. The extent of the risk depends on: 
(i) the likelihood of that harm occurring;

(ii) the potential severity of that harm, i.e. of any resultant injury or adverse health effect; and

(iii) the population which might be affected by the hazard, i.e. the number of people who might be exposed. * Definition taken from: HSE “Management of health and safety at work – Approved Code of Practice & Guidance”. Reference L21 (ISBN 0-7176-2488-9)

Resources This includes: information, documentation, time, control measures, staff/people, equipment and support (including specialist

assistance).

Responsible person/ people

The person or people at work to whom any health, safety and welfare issues or hazards should be reported. This could be a supervisor, line manager, director or your employer.

Supervisor One who controls and or directs the work of others

Training Provider An organisation or individual (usually external) responsible for providing the training, work experience, and/or formal assessment for the learner.

Worker A person performing services for an employer under a contract of service or an apprenticeship. Workers include; outworkers, those employed on a casual basis, in training and volunteers.

Workplace The single or multiple areas in which you carry out your work.

Working practices All activities, procedures, use of materials, substances or equipment and working techniques used in carrying out a work or job related task. This includes procedures for reporting hazards and unsafe working practices.

Workplace instructions

An organisation’s instructions, method statements, safe systems of work, guidelines and processes on how to behave and perform tasks in the workplace. Within these national occupational standards “Workplace instructions” has been used to include:

Policies

􀂃 A statement which directs the present and future decisions of an organisation. 
􀂃 It is intended to influence and determine decisions, actions, and other matters.

􀂃 Typically, a policy designates a required process or procedure within an organisation.

􀂃 They are often initiated because of some external requirement.

Procedures

􀂃 A series of steps following in a regular definite order that implements a policy

· A series of steps or instructions, describing a way of doing things.

· A series of steps to be performed in a regular definite order under specified conditions.

· Documented processes that are used when work affects more than one function or department of an organisation.

· A series of clearly defined steps (and decisions) that explains or describes how one goes about completing a task.

This includes the documentation prepared by the employer about the procedures to be followed for health, safety and welfare matters.

This may be the employer’s safety policy, general health and safety statements and written safety procedures covering aspects of the workplace that should be drawn to the attention of employees and that of everyone covered by the Health and Safety at Work etc. Act 1974 (visitors, members of the public, colleagues, contractors, clients, customers, patients, students).

Instructions covering, for example: a) the use of safe working methods and equipment,  b) the safe use of hazardous substances, c) smoking, eating, drinking and drugs, d) what to do in the event of an emergency, e) personal presentation


Manufacturing Paper
PM11 Move goods around the mill or warehouse

This is an import of Standard WS9 from Warehouse and Storage (Skills for Logistics)
	Standard Overview:

This Standard is about moving goods around the mill or warehouse


	Performance Statements
	Knowledge & Understanding

	What you must be able to do 
1. Identify the goods to be moved from work instructions and confirm that they are suitable for lifting

2. Check that the area of work is safe and is secure for the movement and transfer of goods

3. Identify any hazards and potential difficulties in carrying out the operation, and resolve them with the appropriate people

4. Check that the moving equipment to be used has been prepared correctly and is operational

5. Confirm the location for the positioning and setting down of the goods in accordance with work instructions

6. Lift and transfer the goods to their designated location securely and without loss or damage

7. Set down the goods in a suitable position at the designated location ready for further activities

8. Undertake operations in a safe and controlled manner with due regard to the surrounding environment

9. Identify any problems with the goods at any stage, and take the appropriate action to deal with them

10. Report work activities and record them in the appropriate information systems according to organisational procedures

11. Comply with all relevant work and safety legislation, regulations, standards, and organisational procedures

 
	What you need to know

Moving goods
K1. Characteristics of different types of goods to be moved, and how they need to be moved
K2. Types of workplace hazards that may be encountered, and how to deal with them

K3. Type of equipment used in moving and transferring goods

K4. Methods for lifting, moving, and setting down particular goods in relation to the type of equipment used and the characteristics of the load

K5. Importance of positioning goods in a suitable way for future use

K6. Procedures for dealing with loss or damage to goods

Legislation and regulations

K7. Sources of information on legislation and regulations
K8. Legislation and regulations that apply to health and safety in the workplace
K9. Legislation and regulations that apply to own area of responsibility
K10. Legal requirements for the storage and distribution of specific goods and materials
Organisational procedures

K11. Reporting responsibilities and information systems used by 
the organisation for specific work activities

K12. Working practices, operating procedures guidelines, and 
codes of practice
K13. Role and responsibilities of different colleagues



