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General overview of the toolbox

Purpose

It is the aim of this Toolbox to provide a highly customisable set of materials applicable to various sectors of the mining industry. It caters for Underground, processing plants open cut mine settings. 

These interactive materials will:

· cover the core competencies from the Extractive training package

· ensure increased consistency in training across the mining industry

· provide more flexible options for companies to train/retrain and multiskill employees

· enable training providers to be more flexible

· be able to interface with pre-vocational and entry level students covering all age groups without prejudice.


Target audience 

The product will target workers new to the industry (including traineeships) and existing workers from Operator/Technician level to Supervisor/Management level. 

The generic nature of the competencies will enable them to be used in entry level programs, including Aboriginal and Torres Strait Islander Programs, and will also be appropriate for VET in Schools Programs.


Navigation and structure of the toolbox
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Key Features

Running the toolbox

Users will need a computer with the following software/hardware:

· Internet Explorer® 5 or higher 

· Netscape® 4 or higher

· sound card and speakers. 

They will also require the latest versions of the following software installed on their computer (all are available free to download):

· Macromedia shockwave player® plugin (http://www.macromedia.com/downloads/)

· Real player® plugin (http://www.realplayer.com/)

Please note that there is an installation guide provided on this CD-ROM (mining_installation_guide.doc) with further instructions on how to install and customise the toolbox.

Take the tour

Students and trainers are encouraged to take the tour (available from the homepage) before they begin working through the units in the toolbox. The tour explains how to use the toolbox and the various elements it contains.

This tour is an animation that:

· demonstrates how to use the toolbox and move between activities
· explains what icons are used and what they mean
· demonstrates how to use the mining magazines and crib room and 
· how to print information.
Interactivity 

Interactivity is a key requirement of the Toolbox. Learning activities for a workforce that has to cope with long shifts, often away from family support, need to be stimulating in order to maintain motivation, enthusiasm and focus. 

The mining toolbox uses a number of interactive features such as an interactive crib room and electronic industry magazines as well as content specific interactions.

· Crib Room

Asking for advice and learning from the experience of others is a valuable part of mine work.  To simulate this, the toolbox contains a Crib Room full of mining characters that the student can go to for stories and advice.

· Industry Magazines

A range of industry style magazines have been created that represent the main themes being taught such as Talk it up for communication and EnviroMine for issues relating to the environment.  Presenting content as articles in these magazines makes it contextual and interesting and easier for the student to relate to their workplace.  

The student and/or RTO can use the in-built search function to look for specific articles on topics they are interested in. RTO’s can create their own articles for the magazines if they wish too and as the number of articles grows, the amount of information available for students to read through will increase. 

Collaboration

A significant feature of the Mining Toolbox will be its integration into the local environment and the encouragement of staff, other than the student, in the learning process.  The student will be required to discuss issues with colleagues and in some instances carry out tasks in their workplace.  They will also be encouraged to communicate with other students, their online trainer and industry experts.

Assessment

The tasks that students are required to complete while working through the learning materials in this toolbox will provide them with the underpinning knowledge and skills that can be demonstrated in their workplace.
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Students will be required to compile their completed tasks in a task folder – either an electronic folder, or a paper-based one, depending on their skills and familiarity with computers.  They will then submit their task folders to their trainer for evaluation and feedback.

Ultimately, students need to be assessed in their work environment by a workplace assessor. The trainer will assist them in organising this.

How to customise the toolbox

The mining industry encompasses a wide range of work environments.  You may like to customise the toolbox to better reflect your particular work setting. This can be done in a number of ways. The questions (and answers) below are designed to help you customise the mining toolbox.

How do I change the activity contents?

You can change any text and graphics within an activity by simply replacing the existing content in the html documents using a text editor or web site authoring software. You can create additional pages by using the html templates supplied with the toolbox.  All the html documents contain comments in the code to guide you. 

Throughout the content the students are provided with checklists examples and support documents that may be in html or Rich Text Format (rtf).  You can make changes to the html or rtf documents or replace them with your own.

Refer to the mining_installation_guide.doc for more instructions on how to do this.

How do I add, delete or change the order of the activity tabs?

You can add, delete or change the order of activities to suit your particular needs Each unit contains a JavaScript source file that generates the tabs for activities.  It contains comments to guide you on how to add/delete or rearrange the tabs and their content.

Most units consist of between 2-7 activities (tabs) but you can have up to 10 activity tabs in a unit.

Refer to the mining_installation_guide.doc for more instructions on how to do this.

Can I change the crib room characters or stories?

Yes.

The crib room in the toolbox is animated and has been created using Macromedia Flash software.  This could easily be replaced with an image map/images of miners from your workplace.  If you do this remember to also change the pictures of the characters in the stories themselves.  It is advisable to use the same names assigned to the crib room characters as these are used throughout the activities, but you can easily give your characters new job positions that more accurately reflect your industry setting.  You can also add extra characters and stories.

Crib room stories are html and can be easily edited.  You can also add new stories using the template provided.  If you want to modify a story and are unable to modify the associated audio file, simply remove the audio icon and link so students can only access the edited html file.

Can I change the magazine articles?

Yes.

The magazine articles are html pages that can be easily edited or added to using the templates provided. To ensure that the search facility operates correctly make sure you save any new pages in the folder for the magazine they relate to.

If you want to add a new magazine, create a folder with the magazine name to hold all the new articles. 

Can I change the style (look and feel) of the toolbox?

Yes.

The toolbox uses several style sheets such as styleM.css for the metalliferous section and styleMag.css for the magazine articles.  You can change the look and feel of the toolbox by editing any of these files.

Can I add/delete tools? 

Yes.

Icons are provided for the most commonly used tools such as e-mail, message board and chat.  You will need to link these to your own communication systems.  You may like to add additional tools for the students to use such as a study schedule or calendar.  

These can be added to the tools page.  

Units

The Metalliferous section of the Mining Toolbox contains the following units:

MNQ OP01A

Work safely

MNQ OP02A

Work co-operatively with others

MNQ OP03A

Solve operational problems

MNQ OP04A

Plan and organise individual work

MNQ OP02A

Contribute to quality system

This teachers guide is designed to give you an overview of what each unit contains and provides suggestions about how to customise and deliver the activities within each unit for your specific industry.

Unit: MNQ OP01A Work safely

This unit contains the following activities:

Activity 1: Identify hazards and assess and control risks.

Activity 2: Isolation procedures.

Activity 3: Safety regulations and procedures.

Activity 4: Personal safety measures.

Activity 5: Personal Protective Equipment (PPE).

Activity 6: Emergency procedures and first aid.

Activity 1: Identify hazards and assess and control risks

About this activity

Number of pages: 19
In this activity students learn how to identify hazards and control risks, and maintain a safe working environment. You will also learn about the likely impact that hazards can have on your workplace. This topic is also covered in the Unit Apply local risk control processes Activities 1 and 3. If students have successfully completed that unit/activities you can advise them to move on to the next activity.

This activity contains the following tasks:

1. Write a brief article about the Top 5 hazards in your workplace.

2. Find 2 hazards in your mine: describe what they are, how you found them and what could have happened if they had not been identified.

3. Has anyone recently broken any road and/or transport rules at your site? What where the consequences? Share this information on the message board and read what others have to say. 

4. Go to the message board and post your answers to the 5 questions about common hazards and who is responsible for handling them.

5. Using the chart provided, list the 5 accidents that are the most common.

6. Go to the message board and post your response regarding the possible hazard consequences given in the scenarios.

What you need to do 

This activity relates to the article ‘Common Hazards’ in the LookOut! Mining magazine.  For Task 1 the student has to create a similar article based on their workplace.  This might sound a little daunting and you might have to explain that the content is more important than the presentation and therefore plain text answers are quite acceptable.

Task 5 is based on an interactive chart which shows "the average time between events" for the most common type of accidents in the W.A. mining industry for the five years prior to July 1999. If your students are working outside of W.A. you may like to source statistics from their particular State as an additional resource. As part of this task the students are also requested to research their own workplace and identify the three most common causes of personal injury. 

Suggested answers for Task 5 are provided below.

Consider the consequences in an underground mine

A fitter has just completed replacing a hydraulic hose on a bogger and returned the machine to the mine without cleaning up the hydraulic fluid that sprayed over the machine when the original hose burst.

If you were the next bogger operator to come along in this situation, what could happen? Think about the possible consequences of the fitter not cleaning up after himself.

Possible answers:

· The bogger operator slips on the step while climbing into the machine and badly injures an ankle, and is required to be evacuated for medical treatment. Correct.

· The loss of a bogger operator on shift means that production levels are down. This results in less ore being hauled to the service and the mill runs out of ore. Correct- this is a possible consequence of such an incident.

· The hydraulic fluid comes into contact with a heat source when the bogger is operating. This starts a small fire which causes considerable damage to the bogger electrics before it is extinguished. Correct - this is a possibility and the consequences of such an event are:

· Extensive downtime while the machine is repaired.

· Production losses

· Risk of injury through smoke inhalation or burns.

Consider the consequences in a processing plant

There is a leaking pipeline in the mill area. Leakage from the line is spilling onto the steps leading to the top floor of the mill.
If you were the next worker to come along in this situation, what could happen? Think about the possible consequences of this spillage and the effect that it could have on the production in the mill.

Possible answers:

· The likely consequences if spillage areas are not addressed include, slips trips and falls, dermatitis or rashes from contact with process spillage and contamination of the eyes with foreign bodies.

· The spillage may make the stairway slippery, and cause the operator to slip and fall. Correct, the slurry spillage can create a slippery surface, particularly on the leading edge of the steps. A fall on a stairway can cause injuries ranging from minor to serious.

· The fact that there is a leak in the pipe may indicate that the pipe is about to fail completely, leading to major spillage and contamination risks. Often a minor leak is the forerunner of a major failure. A major spillage event increases the risk of injury. Spillage of process effluent can also have an adverse effect on the environment, contaminating soils and groundwater. In the case of process spillage there is a measurable effect on the environment.

· The pipe may fail during shift changeover and your cross shift could be faced a serious hazard.

Consider the consequences in an open cut mine

The rising main leading from a sump in the pit floor is leaking at a number of joints up the wall.

If you were the next worker to come along in this situation, what could happen? Think about the possible consequences of this leak and any other effects this leak could have.

Possible answers:

· The leakage may create erosion channels in the wall, which, if allowed to propagate could lead to partial wall failure.  Water leaking from a pipe attached to a steep wall can erode channels in the wall, weakening the area where the leakage occurs. This could result in a partial wall failure, causing rocks and earth to fall into the pit. This increases the risk of injury and property damage.

· Water may pond on the berms or benches causing soft spots which may give way and fall. Correct - If the spillage is not addressed in a timely manner the water may weaken the edge of the berm or bench. This could lead to minor falls of earth and rock, and could pose a serious hazard to anyone working below. It also creates a hazard for persons working on the berm or bench, as the may slip or trip on the soft wet ground.

· The water has a positive effect as it helps suppress dust. Incorrect - In this case the water leakage is a hazard not a benefit.

· The fact that there is a leak in the pipe may indicate that the pipe is about to fail completely, leading to major spillage and increasing the risk of wall failure. Correct- Often a minor leak is the forerunner of a major failure. A major spillage event increases the risk of wall erosion and failure. 

Alternative options for you to consider

As an alternative to Task 1 you could ask the student to write a newspaper report about an accident that occurred due to a hazard not being identified or no warning of the hazard being given.

Customisation

This activity covers hazards across all industry sectors and situations.  You may have a group of students in a situation where one particular hazard is more dominant, such as chemical handling.  You may like to provide additional support material that covers your situation in more detail.  You can achieve this by:

· adding a crib room story or magazine article

· adding html content pages

· suggesting links on the Internet for students to follow  

· providing additional print based material.

In the ‘Ways to avoid accidents’ section, sample scenarios are given for underground, open cut and processing plant work environments. You may like to edit these or add one of your own that better reflects your particular mine setting.

You may also like to change the wording of the sample scenarios used for task 5 to better reflect your industry sector or any particular hazards you wish to emphasize.

Activity 2: Isolation procedures

About this activity

Number of pages: 22

This activity will help students to learn the importance of correct isolation and de-isolation procedures and the role that these procedures play in the prevention of accidents and fatalities on the mine site.

They will learn how to isolate equipment, use tags correctly and access the documentation required for isolating equipment and unsafe areas in the workplace.

This activity contains the following tasks:

1. Complete a personal Danger tag.

2. Complete an Out of Service tag.

3. Locate a given isolation procedure and store it in your task folder.

4. Make a list of 4 areas in your workplace that are barricaded to prevent entry.

5. Answer some questions about the site security on your mine.

What you need to do 

You may like to gather some blank isolation/out of service tags or photocopies of tags to provide to students to assist them with the tasks in this activity. You could also make a list of examples for the use of these tags in your specific mine setting and share this information with the students.

Alternative options for you to consider

Nil.

Customisation

If the graphics of tags used in this activity vary greatly from those in your work sector you may like to provide additional examples or replace the graphics with more suitable ones.

Activity 3: Safety regulations and procedures

About this activity

Number of pages: 12

This activity will show students how to access and understand the role of the:

· various mine occupational health and safety legislation/regulations

· site safety policies, rules and procedures for their mine

· industry guidelines and manufacturers specifications.

They will also learn the importance of following these rules and regulations. 

This activity contains the following tasks:

1. Locate the mining Regulations document for your State or Territory. Make a copy of one Regulation and place it in your task folder.

2. Locate and browse through one policy in your workplace and find something that you either strongly agree with or strongly disagree with. Post a message to the board stating your opinion and the reasons why.

3. Print out and read through the MSDS for Sodium Cyanide Tablets and answer 3 questions.

What you need to do 

This activity refers to a number of different web sites. You should check that these links are still valid and add any you feel are relevant for your students. 

For task 1 you should check the location (on site) of the Regulations for the State or Territories your students are working in so that you can assist them if they have difficulties locating them.

The aim of task 2 is to encourage students to discuss workplace policies and why they need to be in place. You should encourage and monitor the discussion on the message board.

Task 3 encourages students to become familiar with the information contained in a Material Safety Data Sheet. Even if they do not use these on a regular basis they are well known in the industry and students should be familiar with them.

Alternative options for you to consider

If you have several students completing the activity at the same time you may wish to do a collaborative task. You could provide the students with an excerpt from the mine regulations for your State or Territory. Then organise the students into groups and ask each group to create some workplace rules that would ensure that the given regulation is adhered to.

Customisation

You may like to edit the examples of the rules given on the ‘Following rules’ page or change the suggested policy topics in task 2 on the “Following policies and procedures’ page.

You may also like to provide additional support material that covers your industry area in more detail.  You can achieve this by:

· adding a crib room story or magazine article

· adding html content pages

· changing or adding to the current links to the Internet 

· modifying the scenarios, questions, tasks or activities given

· providing additional print based material.

Activity 4: Personal safety measures

About this activity

Number of pages: 11

In this activity students will look at the various health and fitness factors that can affect their work. They will learn about fitness and well being standards and the role these standards play in maintaining safety in the workplace.

They will also learn about safe manual handling procedures that reduce their risk of being injured at work.

This activity contains the following tasks:

1. Make a list of all the factors that you think would affect your ability to carry out your work safely and efficiently. Then post a message to the message board listing 3 items from your list.

2. Post a message to the message board explaining how you keep yourself fit and read what others have had to say.

3. Make two lists about what Phil did wrong and what he should do in the future to reduce his risk of injury at work.

What you need to do 

Tasks 1 and 2 aim to generate general discussions about keeping fit and the relationship between being fit and safety in the workplace. You should encourage and monitor these discussions. If some students fail to participate, you should e-mail them and ask them to send their comments directly to you to ensure that they have an understanding of these issues. 

Alternative options for you to consider

If your students are all located at the same workplace you might like to supplement this activity by generating discussions about any drug or alcohol policies specific to their mine site. You also might take this opportunity to advertise any sporting activities or clubs that your students might like to take part in.

Customisation

You may have specific stories or experiences that are relevant to your work situation. You may like to use these by:

· adding a crib room story or magazine article

· adding html content pages

· modifying the scenarios, questions, tasks or activities given

· providing additional print based material.


Activity 5: Personal Protective Equipment (PPE)

About this activity

Number of pages: 17 

This activity will demonstrate the various types of personal protective equipment that students will need to wear when working on their mine site, how to look after it and use it correctly.

This activity contains the following tasks:

1. List the work areas where you may be required to wear respiratory equipment and what type of equipment you use.

2. List any areas on your mine where you need to wear protective eyewear to avoid hazards.

3. E-mail your trainer or Supervisor with a list of the PPE that you wear when working on your mine site.

What you need to do 

You should prepare a list of commonly used PPE in your mine sector so, if need be, you can provide examples to your students. This list will also assist you in marking their submissions for Task 3.

Alternative options for you to consider

If you have several students completing the activity simultaneously you might like to give them a task that they can work on collaboratively. You could organise them into groups and provide each group with an example of a workplace task. The task can be a simple one-person job or a large job that requires a whole team of workers. Ask each group to create a list of the PPE that is required for the task they have been given. This collaborative exercise could replace task 3.

Customisation

You may like to change the graphics of some of the equipment shown to brands or types more common to your specific work setting.

Activity 6: Emergency procedures and first aid

About this activity

Number of pages: 15
In this activity students will learn how to follow emergency procedures, what to do in the event of a fire (or other emergency) and how to handle small fires in their workplace. They will also learn about first aid requirements and how to administer initial first aid in the event of injury or illness.

This activity contains the following tasks:

1. E-mail your trainer with details of what you should do in the event of an emergency evacuation at your workplace.

2. E-mail your trainer with details about how injuries are reported in your workplace.

3. Answer the questions about Greg Harris' accident.

4. Have you ever been involved in an incident/accident investigation? Answer some questions and post your results to the message board.

5. Answer some questions about first aid equipment in your workplace.

What you need to do 

Check your e-mail regularly and make sure that all students complete tasks 1 and 2. Give your students some feedback on their answers. Once all students have completed both tasks, it might be a good idea to post the best answers on the message board (or just give a summary of the best answers and tell students what they should do in the event of an emergency and how to report injuries).

Monitor the message board for task 4. If you yourself have ever been in an incident/accident investigation it might be a good idea to post your experience to the message board, to start the ball rolling.

Alternative options for you to consider

You may like to talk to your students about what happens during a fire (or fire drill) at your site and make sure that students are aware of the evacuation procedures and where they need to go should a fire alarm go off.

If you offer any first aid training at your mine, inform your students about it. There are some first aid certificates offered by St Johns Ambulance – if there are enough students interested, you could arrange for them to do the Senior First Aid Certificate.  Keep in mind that they charge for this though.

Customisation

You might like the change the section “Rules to follow in the event of a fire” (pg 2) to reflect your own mine’s ‘rules’.

You may like to change the graphic of the sample emergency evacuation plan to a picture of your own plan.

Unit: MNQ OP02A Work co-operatively with others 
This unit contains the following activities:

Activity 1: Mine communications.

Activity 2: Work in a team.

Activity 3: Skills & knowledge at work.

Activity 4: Participate in meetings.

Activity 1: Mine communications

About this activity

No of pages: 24

In this activity students learn to communicate clearly and effectively in individual and group situations. They are introduced to the various verbal and non-verbal communication systems that are commonly used in a mine site and the importance of using these systems correctly.

This activity contains the following tasks:

1. Post a message about confusing instructions.
2. Select which audio message you think demonstrates poor communication. Then post your choice and your reasons to the message board.
3. Post a message about signals you use when operating a vehicle. 
4. Locate the Safe Work Instructions (SWIs) that apply to you in your workplace.
5. Record the contents of a radio message and store it in your folder.
6. E-mail the radio procedures at your mine to your trainer. 

7. List the people you communicate with. 
8. Post a message about inaccurate recording of information. 
9. Create a scenario and share it on the message board.

What you need to do

Encouraged students to share their experiences on the message board in tasks 1, 3 and 7. It would be a good idea to start these discussions by posting some comments yourself.

In task 2 students have to give their choice between two telephone messages as to which one is an example of poor communication. Brett’s message is the poor communication, as it does not provide enough details. However, some students may suggest that it is good communication as it is short and clear. 

It may be suggested that Pete’s message is too long and confusing, however,

it contains the information that allows the maintenance section to address the problem quickly and without any confusion. The following are points that should be made on the message board:

1. Pete’s message indicates that the crusher needs an Electrician - if this was not made clear Maintenance wouldn't know which tradesman to send.

2. The message makes it clear which item of plant is the problem and explains the nature of the problem.

3. The Crusher operator has made checks that have eliminated certain things – this information would save time for the Maintenance department.

Monitor the comments posted and provide guidance if necessary.
In task 4 the student has to locate a safe working instruction in their workplace.  Possible problems may be:

· The student is reluctant to source the information

· They name of the document may differ from mine to mine

Follow up on students who do not submit this task. They may just need some reassurance and guidance on what to do. 

Task 5 requires the student to record a message from the online interaction. Some students may encounter technical difficulties with this. You may need to step them through the instructions and ensure that they have the audio on their machines working correctly.

Task 9 is designed to add some fun to the learning experience. They are asked to create a scenario that demonstrates the kind of problems that can arise if information is not recorded accurately. If you find students are struggling with this topic you may like assist them by offering examples or suggesting topics. You could also provide general support through the message board.

Alternative options for you to consider

If you have a large group of students working through the material at the same time you may like to do a group exercise.  For instance in the List the people you communicate with exercise you could organise the students into small groups comprising of individuals from similar work areas.  Ask each team to complete a communication table as per the original exercise, only once completed they post it (as an attachment) to the message board.  Once every team has posted their table, ask the teams to examine them all and determine:

· the type of information most frequently reported and why this might be

· the most interesting/unusual communication reported

Customisation

You may also like to provide additional scenarios or examples that cover your industry area in more detail.  You can achieve this by:

· modifying the scenarios, questions, tasks or activities given

· adding html content pages 

· adding a crib room story or magazine article

· providing additional print based material.

Activity 2: Work in a team

About this activity

Number of pages: 16 

In this activity students learn to identify team goals and the role they and other team members play in achieving these goals. 

They will also learn how to work together in a team to avoid disharmony and how to achieve satisfactory work outcomes for each team member and for the team as a whole.

The activity is built around four questions:

1. How do I know what the team goals are?

2. How do I know what my role is?

3. Who do I talk to about my personal goals or ideas?

4. How are disagreements dealt with?

On completion of the activity it is expected that the student can answer these questions in relation to their own workplace.

This activity contains the following tasks:

1. Send an e-mail about who you would seek advice from in your workplace.

2. List the people you work with and describe their roles (including your own).
3. Send an e-mail about a rule or guideline that your work team follows. 

4. Post a message about how you and your work mates deal with changes in the workplace. 

5. Answer four questions about teamwork in relation to your workplace. 

6. Answer three questions about Anne and Marko's crib stories.
What you need to do 

Task 2 requires the student to provide information about their role in the workplace. Some students will have a job or position description to help them with this. If they do not have a formal description of their work duties they should simply list all the tasks they normally perform.

Task 4 aims to create some discussion on the message board and allow students to learn from the experiences of others. You may like to post a story of your own to start the process.

Alternative options for you to consider

If you have several students working on this unit at the same time you may like to make task 5 a collaborative task. Organise the students into 4 groups and give each group one of the questions to answer. Check each group’s submission and then post them all on the message board for everyone to read.

Customisation

This activity talks about mine targets from all different mine sectors. You may wish to edit the content or add additional information that is specific to your mine’s operations. You may also like to provide additional scenarios or examples that cover your industry area in more detail.  You can achieve this by:

· modifying the scenarios, questions, tasks or activities given

· adding html content pages 

· adding a crib room story or magazine article

· providing additional print based material.

Activity 3: Skills & knowledge at work

About this activity

Number of pages: 9
This activity demonstrates the skills needed for various jobs within the mining workplace. It also covers the various types of training available and how students can enhance their personal development.
This activity contains the following tasks:

1. List 5 areas of competency that are required to allow you to perform your job safely and efficiently.

2. List the training programs or opportunities to learn new skills that are available to you within your organisation.

3. Post a message about performance reviews in your workplace. 

What you need to do 

If all of your students are from the same work place the message board activity in task 3 would be less effective as their replies may all be similar. You may therefore need to replace this with another topic for discussion. Perhaps ask students to share any concerns they have had with review processes or suggestions they have for improvement to the system.

Alternative options for you to consider

If you have several students from a range of mining sectors you could ask them to work in pairs. They could swap their job titles and see if they can work out the skills and knowledge required for their partner’s positions.

Customisation

Some of the job examples used in this activity may not reflect your particular mine setting. You may therefore like to edit these or add some examples of your own. The pages you may like to edit or add to are ‘Different skills for different jobs’ and ‘Responsibilities’.

Activity 4: Participate in meetings

About this activity

Number of pages: 10 

In this activity students learn about the different types of meetings that occur in the workplace and how to participate in them.

This activity contains the following tasks:

1. Have you ever had to attend a meeting in your workplace? If so post a message to the board providing information about it.

2. Send an e-mail to your trainer providing details about how you exchange information during your shift changeover.

What you need to do 

This activity gives a general overview of shift changeover meetings. You may like to provide additional information where necessary. For instance, if you have an underground mine that uses an electronic tag board you may wish to provide additional information about how it works and how it should be used. Conversely if your work place has a more casual approach to shift changeover meetings you may like to delete the formal examples.

Alternative options for you to consider

If you have several students working on this activity at the same time and you have access to a chat facility you may like to stage a meeting for the students to participate in. Alternatively if you have several students from the same work place you could ask them to have a small meeting on their own and submit the minutes to you for review.

You may like to organise a message board activity that allows students to share stories about shift changeover issues. They could discuss issues such as:

· what the previous shift forgot to tell them

· what happened to anyone who forgot to tag in/out.

Customisation

Scenarios have been used to demonstrate the basic concepts of team participation. It may be that the topics discussed are not directly relevant to your industry sector. As a result you may wish to edit the roles and speech of some of the characters or provide extra examples of your own.

Unit: MNQ OP03A Solve operational problems

This unit contains the following activities:

Activity 1: Dealing with problems.

Activity 2: Identifying and solving problems.

Activity 1: Dealing with problems

About this activity

Number of pages: 24

In this unit learners are provided with 5 steps to take in solving operational problems. They also learn how to identify problems and determine how to solve them in a safe manner and with minimal disruption to production targets.

This activity contains the following tasks:

1. Complete a problem solving worksheet

What you need to do 

The learners are provided with two scenarios showing typical mine problems and how they were overcome. The processes for both scenarios are recorded in a work sheet. The learner is then asked to follow this process and complete the worksheet in relation to a problem from their particular work situation.

Some suggested problems are provided for the learner to choose from but further assistance may be required.  If they choose too simple a problem they will not learn much from the exercise. They will require a problem that could have several solution options for them to weigh up. You might like to prepare a list of suitable problems that relate to your particular work environment. You can then offer these to students having difficulty choosing a problem.

Alternative Options for you to consider

If you have a group of learners working through the material simultaneously you may like to use a collaborative task in place of the one provided. You could ask the learners to work in a team to solve a problem relevant to their workplace. Ask each member of the team to role play positions such as the shift boss, maintenance person, electrician etc.

Customisation

The scenarios used to demonstrate the fives steps to problem solving may not be completely relevant to your industry setting and you may like to change them. However, since they are quite involved and highlight the necessary steps it might be easier to add additional scenarios to represent your work setting. These could be in the form of crib stories or extra html pages.

Activity 2: Identifying and solving problems

About this activity

Number of pages: 15

This activity demonstrates the importance of identifying the real problem and how to gather accurate information to help you solve problems. It also covers the benefits of working with a team approach and how teams work to best effect.

This activity contains the following tasks:

1. Analyse a problem and e-mail your trainer about the symptoms and contributing factors.

2. Gather information about a problem in your workplace.

3. Post a message about a team solution to a problem.

What you need to do 

For the first task the learner reads the scenario ‘What is Kev’s problem?’ They are then required to e-mail you what they believe to be the symptoms, underlying cause (real problem) and contributing factors. Correct answers are as follows:

1. Contributing factors could include machinery/mechanical, maintenance or people.

2. The symptom was the sluggish operation of the dozer.

3. The real problem was that the air filter was clogged, however learners may also suggest that this would result if a pre-start check is not carried out and thus the operator failing to follow procedures correctly would be the real problem.

Alternative Options for you to consider

You might like to take the reverse approach and ask learners to think up a problem that with symptoms that would make it hard to detect. If you have several learners working through the material simultaneously arrange them into small teams and ask them to think up a problem and then swap their problems and try and solve them. They could use e-mail to work collaboratively on this task.

Customisation

Scenarios have been used to portray typical workplace problems. You may like to edit those provided or add your own to better reflect your work environment. 

Unit: MNQ OP04A Plan & organise individual work

This unit contains the following activities:

Activity 1: Work instructions & job coordination.

Activity 2: Job planning.

Activity 3: Changing circumstances and documentation.

Activity 1: Work instructions & job coordination
About this activity

Number of pages: 9

In this activity students look at the various ways in which work is allocated.  They are also introduced to the importance of job coordination and how individual jobs can impact on each other and effect the overall performance of the mine.

This activity contains the following tasks:

1. Answer the questions about your work instructions. 

2. Post a message to the message board about communication and downtime problems in your workplace. 
What you need to do 

The first task in this activity asks the student to consider how they receive work instructions.  They are asked to provide a list of things that work instructions should cover. This should include:

1. A description of the task.

2. The priority and timing of the task. 

3. The location of the task.

4. Who will be performing the task.

5. The reason for the task.

6. The equipment required.

7. The safe working method relevant to the task.

8. Any emergency action.
The first two are provided as examples for the students.
The second task requires the student to post a message about a relevant story or downtime problems encountered in their own workplace. You may have to initiate and guide this process.  Provide an example to get the discussion rolling. 
Alternative options for you to consider

If you have a group of students and access to chat facilities you may like to have a chat session that focuses on the topics in this activity.  Questions for discussion could include:

· Have you ever been in a situation where you have gone to do a job and then realised you don’t have the correct equipment?

· Have you ever been sent to do work and had no clear idea of what was expected?

· Have you ever found yourself in a dangerous situation that no-one had warned you about?

· Have you been on a job that was disrupted/difficult because of poor performance by another shift or work team?

· How do you think your work might impact on others/on the mine as a whole?

On conclusion of the task session ask students to submit some comments relevant to the discussion that took place.

The students are advised to refer to the ‘Talk it Up’ Article in the Keep in touch Magazine.  Good communication is an important part of this aspect of mine work, and you may wish to provided further support material in this area for any students who have not covered the Communicate in the Workplace Unit. 

Customisation

During the activity two slide shows are used to demonstrate how jobs can impact on each other and the importance of communication between teams.

If the work settings used in the slide shows does not adequately reflect your particular setting you may like to replace these with an example of your own.  The titles of the two slide show pages are ‘Work coordination’ and ‘Communication between work groups’.
Activity 2: Planning a job
About this activity

Number of pages: 21

In this activity students are introduced to the process of planning a particular job so that tasks can be conducted safely, efficiently, and on schedule.

This activity contains the following tasks:

1. Choose a job for you to plan. 

2. Create a checklist for your job. 

3. Jot down a list of tasks for your job. 

4. Complete a job plan table for your job. 

5. Carry out your job plan.

What you need to do 

This activity begins by asking the student to select a job to plan.  At the end of the activity, having created a plan for their specific job they are required to actually carry out the work.  Some job examples are provided but it is essential that they choose something relevant to their workplace and capabilities.  In some instances it may be necessary for you to discuss this with their respective work Supervisors to ensure that students have suitable jobs to plan and implement.

Alternative options for you to consider

If carrying out a large job in the workplace is impractical for any student, suggest that they plan two or three small jobs and only carry out one of them. 

Customisation

Nil.

Activity 3: Changing circumstances 

About this activity

Number of pages: 10

In this activity students look at how changing circumstances can cause them to rethink their plan and take alternative actions.

They also look at the types of documentation used in their work place and the use of timesheets/pods.
This activity contains the following tasks:

1. Explain how a severe storm would effect one of your work tasks, or report on a change of circumstances. 

2. Gather examples of documentation from your work place. 
What you need to do 

Task 2 requires the student to give examples of the type of documents used in their work place.  Expected examples would include:

· Pre start checklist

· Maintenance checklist

· Process monitoring log sheets
· End of shift reports
· Plod
· Fuel or water usage reports

Alternative options for you to consider

You may like to replace task one with a collaborative exercise.  You could organise the students into groups and allocate each group with a typical task. Then randomly assign a change in circumstances to each group.  Changes could include a power outage, heavy rain, equipment failure or a wrong delivery from stores. Request a report from each group outlining the effects of the change and how they would deal with it.

Customisation

The sample documentation given on the page ‘Documentation & reports’ relates to a Bucket Wheel Excavator used in a coal mine.  If this is irrelevant to your students you should replace it or provide additional examples.
You may like to replace the scenarios presented here with some of your own.  The Titles of the scenario pages are ‘The weather disrupts Brad’s job’, ‘Running a fresh air line’ and ‘Clearing a blockage’.

Similarly you may choose to change task one ‘change of circumstance’.  The Title of this page is ‘Dealing with change’.

Unit: MNQ OP05A Contribute to quality system

This unit contains the following activities:

Activity 1: Quality in the workplace

Activity 2: Environmental issues

Activity 1: Quality in the workplace

About this activity

Number of pages: 13

In this activity the students are provided with an explanation of quality in relation to mine operations. They discover how their actions impact on quality outcomes and the overall operation of the mine. They also look at quality assurance documents such as checklists and how these contribute to quality performance.

This activity contains the following tasks:

1. Identify the targets set by your mine.
2. Post an expected outcome to the message board.

3. Look for Quality Assurance documents in your workplace.

4. Obtain a copy of your job position/description and answer some questions about it.

5. Check the quality assurance documents you gathered to see if they need updating.

6. Discuss issues that impact on the overall quality of mine work.

What you need to do 

In task two the students are asked to identify the problems that may arise if the lighting plant was not checked.  They are given two examples (first two on the list below) and asked to find others. This information is exchanged on the message board and you may like to encourage further discussion by expanding the topic and asking for stories about plant maintenance in general.  Suggested outcomes for the lighting plant include:

1. The plant could run out of fuel. Lack of lighting may create a hazardous situation and stop production until the plant is refuelled.

2. Failure to check oil levels could see the plant run out of oil, which would damage the motor.
3. Loose wheel nuts could result in losing a wheel and damage to unit while being towed. 
4. Lack of coolant could result in motor overheating and seizing. This means downtime and unnecessary costs.
5. Failure to check fire extinguishers are fully charged and operational exposes the unit to the risk of severe damage in case of fire.

For the third task students need to look for examples of quality assurance documents in their workplace.  They are provided with some examples but may require further assistance. 

The fourth task relates to job descriptions. In some situations because of downsizing, and restructuring practises job descriptions may not be in place or may be only loosely written.  There may also be an expectation that all employees will do any job assuming they are deemed competent. Should this be the case, suggest that they provide a list of activities that they would be involved in as part of a typical days work. They can then answer the questions in relation to these activities.

Alternative options for you to consider 

Scenarios have been used to identify quality issues involved in everyday work activities.  If you have several students completing this activity simultaneously you may like to create a collaborative task to reinforce this message. You could for example ask students to work in pairs.  Each partner could chose a task and provide a written description of it.  They could then swap tasks and analyse them to identify the quality issues. 

Customisation

This activity contains a sample procedure, safe work procedure and standard work procedure.  You may wish to replace these with samples more relevant to your mine environment. These are located on the ‘Quality assurance documents – procedures’ page and the ‘Quality assurance documents – work instructions’ page.

Activity 2: Environmental issues

About this activity

Number of pages: 12

In this activity you will learn to recognise the need to consider how your actions in the workplace contribute to the protection of the environment.

This activity contains the following tasks:

1. Make a list of environmental problems and possible solutions.
2. Investigate environmental issues in your workplace and post your findings to the message board.
What you need to do 

The first task requires students to post one of the following to the message board:

· a description of a quality assurance document that ensures correct handling or disposal of substances

· a story about how changes to mine practices were required as a result of environmental problems

· an example of steps taken in your workplace to protect the environment.

You might like to have some examples of quality assurance documents that relate to environmental issues that you can give to students who are experiencing difficulty with this task. Also if you have any relevant stories of your own you should post them to the message board as examples for students to follow.

Alternative options for you to consider

The impact of environmental damage is not always obvious and problems may not surface until some time after an event has occurred. To demonstrate this you could research some stories or ask the students to do some research and source examples of pollution, land degradation or health issues such as those encountered by asbestos miners and share them through the message board.

Customisation

If you have any specific environmental issues that are not mentioned here, you may like to add to or adapt the list of incidents provided.
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