[image: image4.jpg]LEARNING
AND SKILLS
IMPROVEMENT
SERVICE



[image: image5.jpg]


[image: image6.jpg]


[image: image7.jpg]


Entry 2: Writing
Module: Taking notes from a training talk
Module aims

Main aim
We are learning to take notes from a talk.
Aim: We are learning to take notes from a talk.
People who work in Transport often have to lift heavy objects. Good employers give employees training on safe manual handling. You must listen carefully and try to remember the instructions. Take notes if you can.

Task 1: New words and phrases
Listen to the talk on safe lifting from Transport Entry 2 Listening to Respond. Write any new words or phrases in the grid below under word or phrase.


	Word or phrase
	Meaning

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Task 2: Safe lifting
Now try to write down the instructions in simple sentences. We have given you some of the words you need. The first one is an example. 
	1.  
___Think___ before you lift.

	2.  
________________take a risk and ___________ anything that’s too heavy.   

	3. 
_______________ the load first. Use a hand trolley or a table trolley if you think it’s too heavy.

	4.  
If you do ____________ the load, follow these rules on safe _________.

	5.  
____________ close to the load with your feet slightly apart.

	6.  
______________ your knees and __________ your back straight.

	7.  
__________ a secure __________ on the ___________.

	8.  
_____________ in before you lift.  It _______________ to support the spine.

	9.  
____________ your _________ straight and _________using your legs.

	10. 
__________the load ________ to your body. Hug it if you can.

	11. 
___________ carry any load that ___________ your view.

	12. 
If you are moving the load a distance, _________along the way and _______ it on a bench or __________.

	13. 
Bend your ___________ and keep your __________ straight to put it down.


How did you get on?

Module 3: Taking notes from a training talk

Task 1 answers

Your notes might look like this.

	Word or phrase
	Meaning
	

	risk
	a chance that something will happen
	

	a load
	heavy objects someone carries
	

	a hand trolley
	a small piece of equipment for moving a load by hand
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	a table trolley
	a flat bed on wheels
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	a secure grip
	holding something firmly
	

	to support
	to help keep in place
	

	to block the view
	to get in the way so a person cannot see in front of them
	

	to hug
	to hold something or someone close to your body with your arms
	

	straight
	upright, not bending or curving
	


Task 2 answers

	1.  
___Think___ before you lift.

	2.  
_____Don’t________take a risk and ____lift____ anything that’s too heavy.   

	3. 
____Check________ the load first. Use a hand trolley or a table trolley if you think it’s too heavy.

	4.  
If you do ____lift_____ the load, follow these rules on safe ___lifting____.

	5.  
____Stand_____ close to the load with your feet slightly apart.

	6.  
_____Bend______ your knees and ___keep____ your back straight.

	7.  
____Get______ a secure ___grip_______ on the _____load______.

	8.  
____Breathe____ in before you lift.  It ___helps____ to support the spine.

	9.  
____Keep_____ your ___back____ straight and ___lift___using your legs.

	10. 
___Keep_____the load ___close____ to your body. Hug it if you can.

	11. 
____Don’t_____ carry any load that ____blocks_____ your view.

	12. 
If you are moving the load a distance, ___stop____along the way and __rest___ it on a bench or ___table____.

	13. 
Bend your ___knees___ and keep your ___back____ straight to put it down.


Script from Transport Entry 2 Listening to Respond
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Each year many injuries at work are caused by poor manual handling.  You need to take care of your back. 


Think before you lift.


Don’t take a risk and lift anything that’s too heavy. If you hurt your back badly, you can suffer pain all your life.


Check the load first. Use a hand trolley or a table trolley if you think it’s too heavy. Only lift loads you think you can handle.


If you do lift the load, follow these rules on safe lifting.


Stand close to the load with your feet slightly apart.


Bend your knees and keep your back straight.


Get a secure grip on the load.


Breathe in before you lift.  It helps to support the spine.


Keep your back straight and lift using your legs.


Keep the load close to your body. Hug it if you can.


Don’t carry any load that blocks your view.


If you are moving the load a distance, stop along the way and rest it on a bench or table.


Bend your knees and keep your back straight to put it down.
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