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Manufacturing Paper - Management
PM12 Oversee complex process operations
This is an import of Standard 127 from Combined Working Practice 

	Standard Overview:

This standard is about making sure the process to manufacture paper is started up, optimised and concluded and that multiple operations are effectively integrated.


	Performance Statements
	Knowledge & Understanding

	What you must be able to do 

Initiate complex processing operations

1. Obtain confirmation that the necessary conditions are in place before starting production

2. Start up the operation according to the operating procedures applying

3. Check that the process control system is operating properly and, if it isn’t, ensure that suitable adjustments are made to meet specifications

4. Check the product being produced accurately against the specification and determine any adjustments needed

5. Adjust and balance the settings as necessary to achieve the specification, taking accurate account of the interactions between adjusted parameters

6. Identify the probable causes of any problems which occur and take prompt, safe and cost-effective action to deal with them

7. Seek immediate advice from specialist colleagues if problems cannot be solved by operator intervention

8. Work effectively with others involved in starting up the operation

9. Follow the safety, health and environmental procedures for start up of the operation

10. Keep accurate and compete records of the start up
Optimise complex processing operations

11. Gather data on the process and product

12. Interpret the data correctly to judge whether the process and product are in specification or not

13. Recognise when process parameters could be improved and make adjustments to optimise the quality

14. Respond promptly to variances taking whatever action is needed to keep all critical parameters within specification and achieve an optimum level on parameters with a broad tolerance

15. Give clear instructions and information to others on what they need to do to optimise the process operation

16. Respond promptly to interventions by others, taking the right action to achieve the required overall result

17. Make sure that process documentation is kept up to date, accurate and complete

18. Maintain production rate, resource use and efficiency without loss of product quality

Integrate multiple process operations

19. Make regular and accurate checks to confirm that the operations are integrated effectively

20. Interpret data correctly to judge the status of each process operation and to identify any implications for integration

21. recognise problems accurately which are likely to affect overall efficiency, quality and safety

22. Respond promptly to problems, taking whatever action is needed to optimise process integration and maintain the quality of the product

23. Give clear instructions and information to others on what they need to do to optimise process integration

24. Keep process documentation up to date, accurate and complete

25. Maintain production schedules and efficiency without loss of product quality

26. Follow the safety, health and environmental procedures for the operations involved

Conclude complex process operations

27. Conclude operations according to standard operating procedures and to meet work schedules

28. Make sure that residual and waste materials have been removed into suitable storage

29. Clear and clean equipment where this is needed before it can be used again

30. Complete operational records accurately

31. Check whether the equipment and system have any visible faults and defects

32. Follow the correct procedures to call for any maintenance needed on the equipment and systems
	What you need to know

K1. What the main functions are of process equipment and systems

K2. What types of services are used by process equipment and systems

K3. Which equipment and system adjustments and maintenance can be carried out by the operator and which need specialist attention

K4. What precautions and procedures are followed in making equipment and system adjustments off-line and under operational conditions; which sorts of adjustments are made off-line and which under operational conditions

K5. Why it is important for team members to support each other effectively

K6. What materials are used in different process

K7. What hazards to people and the environment arise from mishandling and misprocessing of materials

K8. What precautions and procedures should be applied when handling materials at each stage of the process and in storage

K9. What should the readings be, what readings to expect and why

K10. What sorts of problems can arise with the process and what early warning signs there are

K11. What interventions should be applied, when and by whom

K12. What process control records are kept and why it is important that these are complete and accurate

K13. Why a specification is needed for a process

K14. Where to get the specification for a given job

K15. How to read and interpret a process specification

K16. What should be done to check that the services needed by the equipment and system are operational

K17. What start-up checks should be carried out to make sure that the equipment and system is fit for use and has no faults or defects

K18. What procedures to follow to shut down a process and why it is important that the correct procedure is followed

K19. What parts of a system and its services may require to be isolated

K20. Why equipment and a system may need to be dismantled and cleaned if they are to be used for a different product or specification at a subsequent operation

K21. What the input and output specifications are of each process within multiple and integrated operations

K22. What checks are needed to monitor and maintain multiple and integrated operations

K23. How to control multiple and integrated processes to achieve an optimum result, making best use of the opportunities, limitations and tolerances applying to each system

K24. How the various facets of a complex process interact

K25. Which parameters are more critical than others

K26. Which parameters can be allowed to fluctuate within a tolerance band

K27. What differences there are between the control of standard and complex processes

K28. What level of monitoring is required by different processes

K29. What information to gather and when

K30. How to compare data with expected values

K31. Why it is important to follow specified monitoring procedures

K32. What safety standards apply to the process environment

K33. What sorts of risks are present in a process environment

K34. What risk control measures are in place and why it is important to comply with them

K35. What personal protective equipment requirements are appropriate to different processing tasks

K36. How to read and analyse relevant data in tables, printouts and schematics
K37. What conventions are used in the process

	What you must show you can do
a) Respond to the following types of problems:

· those with an obvious probable cause

· those with two or more possible causes

· those with no obvious cause

b) Deal with the following problem situations:

· a single parameter has gone out of specification

· several interacting parameters are out of specification

· the process or product cannot be brought into specification so you need additional support

c) Work with at least two of the following types of people.

· other operators

· support staff
· QC/QA staff

· maintenance and engineering staff

· line management


	d) Gather data using at least three of the following approaches:

· readings from instruments

· analysing sample test results

· reading from process control logs

· measuring process parameters directly

e) Deal with the following types of variance:

· those which take the product or process to the edges of acceptability

· those which take the product or process out of specification but can be dealt with by adjustments at the time

· those which require production to be halted until the process or product can be restored to specification


Manufacturing Paper - Management
PM13 Rectify process problems within process and manufacturing operations

This is an import of standard 123 from Combined Working Practice 

	Standard Overview:

This Standard is about identifying problems, taking remedial action to deal with problems and evaluating the effectiveness of solutions. It can, but does not have to, include the use of Six Sigma and Lean Manufacturing as tools to investigate problems.


	Performance Statements
	Knowledge & Understanding

	What you must be able to do 

Determine the nature and significance of process quality problems

1. Identify promptly when a problem has occurred

2. Gather enough information to be able to identify the sort of problem that has occurred

3. Use the correct criteria to decide whether the problem needs immediate action or whether it can be allowed to continue until a more convenient time before dealing with it

4. Use the correct criteria to decide on the potential cause of the problem

5. Use the correct criteria to decide whether the assistance of others will be needed to deal with the problem
Decide on and take remedial actions to deal with process quality problems

6. Use all available information to help decide what action to take

7. Take decisions and set them in motion without any unnecessary delay

8. Choose a course of action which will safely limit unwanted effects on the system and process

9. Modify the actions taken if the problem changes or they do not work as intended

10. Provide those carrying out remedial actions with enough detail to ensure that the problem is dealt with fully and effectively

11. Maintain safety standards at all times

12. Keep accurate and complete records of the actions taken

Assess the effectiveness of chosen solutions

13. Gather sufficient information to allow you to accurately monitor how effective a solution is in dealing with the problem

14. Carry out assessments within a sensible timescale according to how quickly the effects of the solution should be apparent

15. Continue with assessments until the problem has been fully resolved

16. Use the correct criteria in judging the effectiveness of the solution

17. Keep accurate and complete records of the results of a solution

18. Identify and report any information arising during monitoring which may affect the diagnosis and response to similar problems in the future
	        What you need to know

K1. What are the main functions of process equipment and systems

K2. How do the various parts of a system interact

K3. What types of services are used by process equipment and systems

K4. What materials are used in the processes

K5. What working practices and authorisations apply and where to find out about these

K6. What lines of communication and command should be followed in a given situation

K7. How to investigate the causes of a problem

K8. What sorts of records are kept and how to complete them
K9. What does process control involve

K10. What sorts of problems can arise with a process and what early warning signs there are

K11. What interventions should be applied and when and by whom

K12. What level of monitoring is required by your process

K13. Why it is important to follow specified monitoring procedures

K14. What safety standards apply to the process environment

K15. What risks are present in a process environment

K16.  What risk control measures are in place and why it is important to comply with them

K17. What personal protective equipment requirements are appropriate to the processing tasks

	What you must show you can do
a) Determine the causes of and choose appropriate courses of action to deal with the following types of problems:

· faults or malfunctioning of the process equipment or system

· faults or malfunctioning of the control system for the process

· faults in the materials supplied to the process

b) Make decisions about each of the following:

· problems you can deal with directly

· problems which require the assistance of others

· problems which must be notified to a superior or specialist colleague
	c) Select, carry though and assess the effectiveness of each of the following courses of action/solution:

· making system adjustments and changes yourself

· seeking the assistance of others with particular expertise

· reporting the problem to a superior 
d) Assess the effectiveness of solutions for the following types of problem:

· deviations from process quality specifications

· departure of process parameters from expected norms


Manufacturing Paper - Management
PM14 Monitor procedures to safely control work operations

This is an import of standard HSS3 from Health and Safety (Stand Alone Standards)

	Standard Overview:

This Standard is about making sure that workplace instructions are being carried out in relation to health and safety practices and the control of workplace hazards 

	Performance Statements
	Knowledge & Understanding

	What you must be able to do 

Check that health and safety instructions are followed
1. Keep up to date with health and safety regulations and workplace instructions, making sure that information is from reliable sources

2. Conduct your monitoring of workplaces at agreed intervals and in accordance with workplace instructions

3. Confirm that worker health and safety competence is up-to-date

4. Confirm that the health and safety training needs of other people have been identified and met

5. Effectively communicate workplace instructions to other people and obtain feedback from them

6. Respond promptly to any breaches of health and safety instructions in a way which meets workplace and legal requirements

7. Make recommendations for changes to workplace instructions to the responsible people

8. Maintain records relating to health and safety matters that

· comply with legal and workplace requirements, and

· are accessible to those who are authorised to use them

Make sure that risks are controlled safely and effectively
9. Keep accurate and legible records of workplace risks identified or reported to you

10. Report the existence of hazards in accordance with workplace health and safety instructions

11. Confirm that appropriate precautions to control these risks have been agreed with the people responsible for health and safety

12. Confirm that the precautions are in accordance with legal and workplace health and safety instructions

13. Check that other people are aware of the risks and know the actions to be taken to minimise them

14. Review the operational controls to make sure that workplace hazards are eliminated or controlled
15. Report promptly and accurately any conflicts which still exist between workplace and legal requirements to the people responsible for health and safety
	        What you need to know

K1. The employers' and employees' main legal responsibilities for health and safety in the workplace

K2. Your responsibilities for health and safety as defined by any specific legislation covering your job role

K3. The scope of your job, your competency and capabilities

K4. The work areas and the people for whom you have responsibility

K5. The difference between a hazard and a risk

K6. The particular health and safety risks which may be present in your own job role and the precautions to take.

K7. Why you should remain alert to the presence of hazards in the work place

K8. Why you should promptly deal with or report hazards and risks in the workplace the specific health and safety arrangements covering your job role

K9. The health and safety instructions at your workplace

K10. How to keep health and safety records

K11. Effective communication methods

K12. Effective methods of monitoring other people’s activities and communicating results

K13. Agreed intervals for monitoring health and safety compliance

K14. Hazard notices and alerts relevant to your work

K15. Reliable sources of health and safety information

	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 - Management
PM15 Reduce risks to health, safety and the environment

This is an import of standard 143 from Combined Working Practice

	Standard Overview:

This Standard is about identifying and evaluating risks to health, safety and the environment and contributing to improvements in practice in your workplace. It is suitable for those who have some responsibility for the work of others.

	Performance Statements
	Knowledge & Understanding

	What you must be able to do 

Identify hazards, and evaluate and reduce risks in your workplace
1. Identify working practices, equipment and aspects of your workplace which could present hazards to people or the environment

2. Ensure that team members work safely at all times, in accordance with operating procedures and instructions

3. Ensure that all people in your work area wear appropriate personal protective clothing

4. Evaluate which hazards pose significant risks to people or the environment

5. Deal with identified hazards to reduce the risks they pose, in accordance with your workplace policies and legal requirements

6. Report risks which you cannot deal with yourself to the persons responsible for health and safety

7. Make suggestions for reducing risks to the responsible person
Contribute to improvements in health and safety in the workplace
8. Confirm that all those working in your work area have had the correct health and safety training

9. Ensure that any health and safety training required is implemented without delay

10. Carry out regular inspections of machines and equipment to confirm their safety

11. Monitor the effectiveness of health, safety and environmental practice regularly

12. Review health, safety and environmental practice to identify improvements

13. Prioritise the improvements you have identified

14. Report your priorities for improvement clearly to the person responsible
	        What you need to know

K1. Employers’ and employees’ legal duties for health and safety in the workplace as required by the health and safety at work act 1974

K2. Your responsibilities for health and safety as defined by any specific legislation covering your job role

K3. Where to obtain details about safety, health and environmental protection

K4. The importance of complying with the environmental policy and objectives

K5. Risk assessment principles and procedures

K6. What hazards to the environment can arise from processing operations and how to recognise them

K7. What environmental monitoring records are kept

K8. What safety standards apply to your working environment
K9. What the hazards associated with your working environment are, and the risks they pose
K10. How to deal with hazards safely

K11. How to recognise when a hazard is one you should report to 
the person responsible for health and safety

K12. Who the person responsible for health and safety is, and 
how to communicate with them
K13. What personal protective equipment is appropriate to 
different tasks, and how to use and maintain it
K14. What health, safety and environmental training your team 
should have
K15. How to access training in health, safety and environmental 
protection
K16. How to monitor and review health, safety and 
environmental practice, and why it is important to do so
K17. How to identify and prioritise potential improvements to 
health, safety and environmental protection

	What you must show you can do

a) Deal with risks resulting from the following hazards:

· the use and maintenance of machinery or equipment

· the use of materials or substances

· working practices which do not conform to laid down practices

· unsafe behaviour

· accidental breakages and spillages

· environmental factors


	b) Identify hazards which present:

· high risks

· low risks
c) Identify improvements to:

· health and safety

· environmental protection



