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Entry 3: Reading
Module: Reading health and safety
              information
Module aims

Main aim
We are learning to read a range of texts for meaning using headings to locate information.
Other learning aims
We are learning:

· Using headings in text to locate information
· Reading text for meaning
· Working out the meaning of words from the way they are used in the text
Module: Reading health and safety information
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You may get health and safety information at work or see posters that remind you to work safely. The information is set out in a way that makes it easy to read.  
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Read this text about safe lifting techniques.
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Task 1: Use the heading to find the missing words

Aim: We are using headings in text to locate information.
Use the headings in the text called Good handling techniques for lifting to find the missing words in the sentences below. Fill in the words that are missing.
	Training should cover the use of _______________ lifting aids.

	Plan your ____________  and see if you can use a lifting _________ .

	Keep the load close to your __________ for as long as ______________ while lifting.

	Don’t lift or ____________ more than you can ___________ manage.

	Training should cover how to carry out safe _____________ handling.

	Bend the legs and keep your back _____________ as you pick up the load.

	Put down the load first and then slide it into the _____________ position.

	Don’t ___________ your back or lean ______________ if you can avoid it.

	Stand with feet ______________ apart.

	Don’t ____________ the load as you lift it.


Vocabulary


Read the text and underline any words you do not understand.  
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You might have picked out:

	manual
	to do with the hands

	overcome
	to achieve something when there have been difficulties

	bad working conditions
	a workplace that has poor equipment and is not healthy

	lack
	not have something

	technique
	a way of doing something

	mechanical
	to do with machines

	practical work
	activity – to do with physical work



Read the text and underline any words you do not understand.  
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You might have picked out:

	remove
	to take away

	halfway
	in the middle

	slightly
	a little

	good balance
	keeping upright

	good posture
	standing well

	straight
	in a direct line – not bent  or curved   

	required
	correct

	flex
	bend

	snatch
	take quickly

	twist
	bend

	sideways
	moving to the side

	shoulders
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	hips
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Task 2: Test your vocabulary
Read the sentences and look at the word or words that have been underlined. What do you think they mean? Choose the words you have learnt to help you.  Tick ( one of the answers.

	Training for manual handling is important.

	(
using the feet

	(
using the hands

	(
using the knees

	(
using a trolley


	You should remove anything that is in the way.

	(
take away

	(
put in place

	(
put up high

	(
push along


	If the load is too heavy, use a mechanical lifting aid.

	(
to do with the workplace

	(
to do with the hands

	(
to do with the feet

	(
to do with machines


	Don’t snatch that away from me.

	(
take slowly

	(
take quickly

	(
take up

	(
take down


	If the load is heavy, rest it on a bench halfway so you can change your grip.

	(
at the start

	(
in the middle

	(
at the end

	(
before the start


	After you put down the load, slide it into the required position.

	(
usual

	(
in worst

	(
correct

	(
lower


	Stand with your feet slightly apart.

	(
a lot

	(
some

	(
wide

	(
a little



Task 3: Word grid

Here are the meanings of some words from the vocabulary list. Work out the word. Write it in the word grid. There are some letters in the grid to help you.
	to do with the hands
	to do with machines

	to not have something
	a way of doing something

	activity – to do with physical work
	to take away
	in the middle

	in a direct line – not bent or curved
	take quickly
	moving to the side

	to achieve something when there have been difficulties
	a little
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Task 4: Good handling techniques for lifting
Aim: We are reading text for meaning.
Read the text Good handling techniques for lifting and answer these questions.
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Put a tick in the column to show if the sentence is right or wrong.

	
	Yes
	No

	Training for manual handling is important.
	
	

	Training should cover practical activities so that the trainer can see if someone is using poor lifting techniques.
	
	

	You should keep your back bent as you start to pick up your load.
	
	

	If you are going to carry the load some distance, it’s best to rest halfway.
	
	

	You should keep your feet together for good balance.
	
	

	It’s alright to twist your back as you carry the load.
	
	

	As you carry the load, you should keep it close to your body.
	
	

	You should not snatch at the load and pick it up too quickly as it can make it harder to control.
	
	

	As you pick up the load you should keep your legs straight and back bent.
	
	

	You should look ahead as you move the load rather than looking down.
	
	

	You should not lift more than you can easily manage.
	
	


How did you get on?

Module 1: Reading health and safety information answers

Task 1 answers

	Training should cover the use of mechanical lifting aids.

	Plan your lifting and see if you can use a lifting aid.

	Keep the load close to your body for as long as possible while lifting.

	Don’t lift or handle more than you can easily manage.

	Training should cover how to carry out safe manual handling.

	Bend the legs and keep your back straight as you pick up the load.

	Put down the load first and then slide it into the required position.

	Don’t twist your back or lean sideways if you can avoid it.

	Stand with feet slightly apart.

	Don’t snatch the load as you lift it.


Task 2 answers

	Training for manual handling is important.

	(
using the feet

	(
using the hands

	(
using the knees

	(
using a trolley


	You should remove anything that is in the way.

	(
take away

	(
put in place

	(
put up high

	(
push along


	If the load is too heavy, use a mechanical lifting aid.

	(
to do with the workplace

	(
to do with the hands

	(
to do with the feet

	(
to do with machines


	Don’t snatch that away from me.

	(
take slowly

	(
take quickly

	(
take up

	(
take down


	If the load is heavy, rest it on a bench halfway so you can change your grip.

	(
at the start

	(
in the middle

	(
at the end

	(
before the start


	After you put down the load, slide it into the required position.

	(
usual

	(
in worst

	(
correct

	(
lower


	Stand with your feet slightly apart.

	(
a lot

	(
some

	(
wide

	(
a little


Task 3 answers
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Task 4 answers

	
	Yes
	No

	Training for manual handling is important.
	(
	

	Training should cover practical activities so that the trainer can see if someone is using poor lifting techniques.
	(
	

	You should keep your back bent as you start to pick up your load.

Keep your back straight as you start to pick up the load.
	
	(

	If you are going to carry the load some distance, it’s best to rest halfway.
	(
	

	You should keep your feet together for good balance.

Stand with feet slightly apart.
	
	(

	It’s alright to twist your back as you carry the load.

Don’t twist your back or lean sideways.
	
	(

	As you carry the load, you should keep it close to your body.
	(
	

	You should not snatch at the load and pick it up too quickly as it can make it harder to control.
	(
	

	As you pick up the load you should keep your legs straight and back bent.

Bend the legs and keep your back straight as you pick up the load.
	
	(

	You should look ahead as you move the load rather than looking down.
	(
	

	You should not lift more than you can easily manage.
	(
	


�Manufacturing










































































































































































Good handling techniques for lifting


Training for manual handling is important.  Remember�that it cannot overcome bad working conditions and a lack of�lifting aids.


Training should cover:


	risks from manual handling and how injuries can happen


	how to carry out safe manual handling including good handling techniques


	safe systems of work for the person’s job and workplace


	the use of mechanical lifting aids


	practical work to allow the trainer to identify any poor lifting techniques.


Do


	Plan your lifting and see if you can use a lifting aid. Remove anything that is in the way. If you are taking the load a long way, consider resting the load on a table or bench halfway so that you can change your grip.


	Stand with feet slightly apart with one leg slightly forward for good balance.


	Keep the load close to the body for as long as possible while lifting.


	Start in a good posture. Bend the legs and keep your back straight as you pick up the load.


	Keep the head up when handling. Look ahead and not down when moving.


	Move smoothly. Put the load down first and then slide it into the required position.


Don’t


	Don’t flex the back as you lift up the load. This can happen if you begin to straighten your legs before starting to raise the load.


	Don’t snatch the load as you lift it as this can make it harder to control.


	Don’t twist your back or lean sideways if you can avoid it. Shoulders should be kept level and in the same direction as the hips.


	Don’t lift or handle more than you can easily manage. If in doubt, ask for advice.
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Good handling techniques for lifting


�


Training for manual handling is important. Remember that it cannot overcome bad working conditions and a lack of lifting aids.


Training should cover:


	risks from manual handling and how injuries can happen


	how to carry out safe manual handling including good handling techniques


	safe systems of work for the person’s job and workplace


	the use of mechanical lifting aids


	practical work to allow the trainer to identify any poor lifting techniques.





Writing instructions


Instructions are written as orders or commands. They use the imperative form of the verb. This means you will read:


Move smoothly       instead of     You move smoothly.


Don’t flex                instead of      You do not flex.


















































Word check


A prefix is an element added to the front of a base word.


You add the prefix over in front of some words to add to their meaning.


over           		means	  above or beyond


over + come            overcome	  to achieve something when there have been 							 difficulties


over + balance	overbalance	  to lose balance and fall over


over + hang 		overhang	  to hang out over something


over + reach		overreach	  to reach out too far





Good handling techniques for lifting


�


Do


	Plan your lifting and see if you can use a lifting aid. Remove anything that is in the way. If you are taking the load a long way, consider resting the load on a table or bench halfway so that you can change your grip.


	Stand with feet slightly apart with one leg slightly forward for good balance.


	Keep the load close to the body for as long as possible while lifting.


	Start in a good posture. Bend the legs and keep your back straight as you pick up the load.


	Keep the head up when handling. Look ahead and not down when moving.


	Move smoothly. Put the load down first and then slide it into the required position.


Don’t


	Don’t flex the back as you lift up the load. This can happen if you begin to straighten your legs before starting to raise the load.


	Don’t snatch the load as you lift it as this can make it harder to control.


	Don’t twist your back or lean sideways if you can avoid it. Shoulders should be kept level and in the same direction as the hips.


	Don’t lift or handle more than you can easily manage. If in doubt, ask for advice.
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