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Student B

What to do in afire

It’s very important for everyone in a building to know what
to doif there s a fire. Therefore, companies should prepare
easy-to-follow guidelines for staff.

Firstly, everyone needs to know where the fire exits are and
where they must meet outside - these are called assembly
points. If someone finds a fire, they must keep calm and leave
the office as quickly as possible with all their colleagues

and sound the fire alarm. However, they must not use a fire
extinguisher unless they have had the correct training.

There are certain procedures people should follow as they
escape from the building. Firstly, they must shut the door
once everyone is out of a room. Secondly, they need to check
that doors aren't too hot before trying to open them as they
escape. If there is a lot of smoke, they should cover their
mouths and noses and get as close to the floor as possible
whilst they are moving towards the nearest exit point. When
they get outside, they should go to their assembly point.
Unfortunately, it may not be possible to leave the office. In this
case people should try to block gaps around the doors to stop
the fire and smoke entering the room. Then they should open
awindow and shout loudly for help.

There are a couple of things which people should never do

in the event of a fire. Firstly, they may want to take personal
items and can waste precious time gathering them together.
Secondly, they might try to use the lifts, which s extremely
dangerous. Finally, once they are safely outside, they should
never qo back into the building until thev are told it is safe
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Writing

Instructions and warnings

1 Read the general instructions from a company handbook. Decide if they are

Dos, Don’ts or Warnings.

A few things to remember

No one is permitted to use technical
equipment without training.

Report any faulty equipment to your
manager.

You are not allowed to eat while
working.

Watch out for wet floors.

Follow safety instructions carefully.
Don't remove company property.

You must wear your name badge at
all times.

Be careful not to damage company
equipment
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2 Read this email from the Human Resources Manager (Carla), requesting some
health and safety guidelines. Imagine you are Matteo and write the guidelines,
giving staff information on health and safety. Write about 120 words.

To: Matteo Cimino

From: Carla Alvarez

Subject: Document on Health and Safety at work
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Dear Matteo,

We have just finished our audit on health and safety at work and we have

a number of suggestions for our staff. Could you prepare a document advising
employees on what to do in the following areas?

Health

We noticed that too many people come to work when they are ill. Please
advise them to stay at home when sick. In particular, they should be aware
there is always flu at this time of year - please remind them to wash their
hands regularly to help avoid bacteria on door handles, etc. Remind them they
cannot use the air conditioning in the winter as this air can spread illness.
Safety

Many staff sit in uncomfortable positions - it is important that they sit at the
correct height in front of monitors to avoid back problems. Could you also
remind them they do not have permission to repair equipment themselves?
They should call IT on 4343 and make a maintenance request.

Fitness

The staff canteen has healthy options every day. Could we recommend that
staff try these sometimes? A lot of staff don't have time to exercise so it would
be useful to suggest taking the stairs or going for a walk at lunchtime. One last
point - remind them to make best use of the company’s private healthcare
and have their annual check-ups with a nurse.

1 hope you can express this in a clear, helpful way.

Best wishes,

Carla
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Organise your instructions and warnings into sections for ‘Health’, ‘Safety’ and Fitness'.
Include all the points in the notes.

Use some of the following phrases to avoid sounding repetitive: beware of, don't, no one
is permitted to, make sure, must, you're not allowed to, don't forget to, watch out for:
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Lead-in 1A complete the guidelines with the verbs in the box.

be follow make put remove report touch watch

USING EQUIPMENT - general instructions & warnings

DOs v on protective clothing supplied before entering the room.
VA2 the manufacturer’s instructions and guides for the equipment.
Vi sure you put everything away in its correct place after using it.
(G any problems with equipment as soon as you notice them.

DON'’Ts X Don't® faulty or damaged equipment.

X Don't® protective guards from the equipment.

WARNINGS o out for clothes or jewellery that can get caught in the equipment.
A careful not to distract people while they are working on the equipment.
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Label the instructions Do (D), Don’t (DT) or Warning (W).
No one is permitted to enter without protective clothing

You must wear your ID badge at all times.

Beware of trip hazards.

Make sure you switch the machine off.

Don't forget to clean the machine every day.

Put signs out when the floor is wet.

You are not allowed to eat or drink near the machines.

Be careful of forklift trucks.
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3A Workin pairs, Aand B.
Student A: Turn to page 132 and look at the information about lifting heavy loads.
Student B: Turn to page 134 and look at the information about what to doin afire.
Inyour pairs, create guidelines for staff under the following headings:
A: Before lifting, Lifting, Putting down, Never
B: You must, If you find a fire, How to escape, If you cannot leave office, Never

B Write the guidelines giving company staff instructions in around 120 words.

C In new pairs, one A and one B, exchange guidelines. Decide how clear the
instructions are and give each other feedback on the strong points and suggest
changes where necessary.
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Lesson 6.5 ) 3A

Student A

How to handle heavy loads

Before you lft any heavy loads it's important to follow certain
procedures and gather information. For example, you need to
know how big and heavy the load or package is and how far
you have to take it. When you've worked out the destination,
check it for any potential obstacles such as tight corers,
narrow aisles and things you could passibly trip over. After
that you should see if there is any equipment you could use to
help you carry the load. Then clear the route of any obstacles
which you could trip over,

When you are happy that the route s clear, you need to prepare
for lifting. In order to do that, you need to make sure that you
know how to lift carrectly so you don't do any damage to

your back. So, first of all you must get your body in the correct
position by standing with your feet apart and your knees and
hips relaxed. If your body is not in a good position to start with,
you are more likely to hurt yourself Then bend your knees,
while keeping your back straight. You must have a firm hold

on the load, so you need to get hold of the bottom of it firmly.
Moving steadily and smoothly, lft the load, keeping your back
straight and the load close to your body. When you put the load
back down, you must follow these instructions in reverse.
There are two main things to beware of. For example, you
must never twist your body while you are carrying a heavy
load and you should definitely not try to lift anything which is
obviously too heavy for one person




