TO:

All Captains and Pilots

FROM:
AWO Interregion Safety Committee

SUBJECT:
Lesson Plan for Crew Alertness Safety Meeting: "Stay Alert for Safety"
The attached lesson plan is on the topic of crew alertness and introduces the "Stay Alert for Safety" brochure.  The purpose of this lesson plan is to assist you in presenting and discussing the importance of practicing good personal habits on and off the boat to increase alertness and reduce the risk of accidents while on the job.  This lesson plan offers common sense tips for vessel crewmembers before, during, and after work to promote alertness and safety.

Please use the enclosed material to conduct a vessel safety meeting in accordance with your company’s policy.  If you have any questions contact your company’s safety office.

Mike Weisend

Chairman, AWO Interregion Safety Committee

Attachments

(1) Safety Meeting Guide - Crew Alertness/“Stay Alert for Safety” Brochure

(2) “Stay Alert For Safety” Brochure (10 copies)

(3) Practice Quiz and Answer Key

(4) Handout - Dos and Don'ts for Good Sleep and Answer Key
(5)
Safety Meeting Follow-Up Form

SAFETY MEETING GUIDE -- INSTRUCTIONS FOR CONDUCTING THE “STAY ALERT FOR SAFETY” TRAINING

Step I:

· Make sure all the materials listed above are included in this package.

· Review all the material before conducting the meeting.

Step II:

· Gather the crew.

· Conduct the meeting (approximately 15 - 20 minutes).

Step III:

· At the end of the meeting, complete the Safety Meeting Follow-Up Form and return it as per company policy.

· Log the record of the meeting as per your company’s policy.

· Retain the guide information for future use and reference.

NOTE!  PLEASE CONTACT YOUR COMPANY’S SAFETY DEPARTMENT IF YOU HAVE ANY QUESTIONS OR SUGGESTIONS CONCERNING THIS LESSON PLAN.
NOTE!  This guide and all the material it contains should be considered suggestions and helpful hints to assist you in conducting your vessel safety meeting.  You are encouraged to use your own words and experiences when presenting the material contained in this lesson plan.

SUGGESTIONS FOR CONDUCTING THE MEETING
I. Distribute a copy of the “Stay Alert for Safety” brochure to each crewmember.

EXPLAIN:

· The U.S. Coast Guard and your Company, working together through AWO, produced the brochure.  

· The brochure provides suggestions to improve alertness in the 24-hour-a-day marine transportation business.

II. Discuss the objectives of the brochure:

1. To explain the need to develop habits that will maximize alertness. 

2. To provide crewmembers with practical suggestions for maintaining alertness.

III. Deliver the training.

(Script) You do not have to be told that working on a towboat is far different than any shoreside job.   As a member of this vessel’s crew, each of us could be on the job site 24 hours a day and working safely means always staying alert.  This brochure contains practical suggestions to help us “Stay Alert for Safety,” on and off the boat.  Open your brochure and let’s go over the suggestions together:
· BEFORE WATCH – Take some time to wake up your mind and your body.

· Turn on the lights.

· Stretch your body to “wake up” muscles.

· Eat a well-balanced meal.

· ON WATCH – It is important to be fully rested and stay alert so you can work safely.

· Wear appropriate work clothes so you don’t get too hot or too cold.

· Turn on music or talk with fellow crewmembers to keep your alertness level high.

· Keep moving/walk around.

· BEFORE SLEEP – Let your body “wind down” so you’re relaxed and ready for sleep.

· Don’t overeat.  Have a light snack only.

· Drink a warm caffeine-free beverage.

· Relax – read or listen to music.

· Cut down on caffeine (sodas and coffee) and nicotine (cigarettes) 3-4 hours before bed.

· BE KIND TO YOUR BODY

· Try to arrange your schedule so you can sleep about the same time and amount every day.

· Eat healthy meals.

· Avoid medications that cause drowsiness.

· Exercise at least 20 minutes 3-4 days a week.

· AT HOME

· Catch up on sleep.

· Don’t try to cram too much into the week before you come back to work.

IV. Hold a discussion.

· Encourage an open discussion of this subject between crewmembers, asking them if they think they understand the information contained in the brochure.

· Relate any of your own experiences.

(Script) Maintaining a high level of alertness is important to all of us and to the safety of our vessel.  Do any of you have any suggestions, not contained in the brochure, that might help other crewmembers stay alert for safety?  Has anyone used any of the suggestions contained in the brochure and did they work for you?

V. Hand out the practice quiz.

· Crewmembers should be instructed to take approximately five minutes to complete the quiz.

VI. Go over the practice quiz.

· All Vessel Captains: Please ensure that all quizzes are completed and that all correct answers are gone over with the crew.

· Review the objectives of this safety meeting:

· To help crewmembers understand the need to develop habits that will maximize alertness.

· Provide practical suggestions for maintaining alertness.

VI. Fill out the safety meeting follow-up form.

It is important to be fully rested so you can stay alert and work safely.

ALERTNESS PRACTICE QUIZ

Please circle your response.

1. A well-balanced meal includes:

a. ONLY meats

b. ONLY meats and breads

c. ONLY meats, breads and fruits

d. Meats, breads, fruits and vegetables

e. None of the above

2. A light snack before sleep might be any of the following EXCEPT:

a. Banana

b. Peanut butter on celery

c. Bowl of “Special K” cereal

d. Taco

e. Granola bar

3. Cutting down on caffeine (in sodas and coffee) and nicotine (in cigarettes and tobacco) 3‑4 hours before bed will help you sleep much better.

a. TRUE


b. FALSE

4. To be good to your body, you should exercise (at a minimum) how long and how often?

a. 20 minutes 1-2 days a week

b. 20 minutes 3-4 days a week

c. 60 minutes 7 days a week

d. 60 minutes 1-2 days a week

e. 30 minutes 5 days a week

5. Try to arrange your schedule so you can sleep about the same time and amount every day to be good to your body.

a. TRUE


b. FALSE

Employee Name: ________________________________

Vessel Name: __________________________________

Date: ______________________________

NOTE: All incorrect answers are to be corrected in ink and initialed by employee.

ALERTNESS PRACTICE QUIZ

ANSWER KEY

Please circle your response.

1. A well-balanced meal includes:

a. ONLY meats

b. ONLY meats and breads

c. ONLY meats, breads and fruits

d. Meats, breads, fruits and vegetables

e. None of the above

2. A light snack before sleep might be any of the following EXCEPT:

a. Banana

b. Peanut butter on celery

c. Bowl of “Special K” cereal

d. Taco

e. Granola bar

3.  Cutting down on caffeine (in sodas and coffee) and nicotine (in cigarettes and tobacco) 3‑4 hours before bed will help you sleep much better.

a. TRUE


b. FALSE

4. To be good to your body, you should exercise (at a minimum) how long and how often?

a. 20 minutes 1-2 days a week

b. 20 minutes 3-4 days a week

c. 60 minutes 7 days a week

d. 60 minutes 1-2 days a week

e. 30 minutes 5 days a week

5.  Try to arrange your schedule so you can sleep about the same time and amount every day to be good to your body.

a. TRUE


b. FALSE

DOs and DON’Ts For Good Sleep

Everything pictured here represents either something you should do to promote good sleep or something you shouldn’t do before going to bed.  Indicate which are DOs and which are DON’Ts.  The DOs and DON’Ts pictured below should be used for oral discussion.
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Stimulating entertainment


                  Quiet music
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       Coffee or other


Heavy meals or spicy food

Sleep aids or no-doze

           caffeine





            

    medications
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Cigarettes and other

        Chocolate and other
   

Regular bedtimes
         nicotine



     sweets
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Warm milk



        Warm shower

DOs and DON’Ts For Good Sleep

ANSWER KEY

Everything pictured here represents either something you should do to promote good sleep or something you shouldn’t do before going to bed.  Indicate which are DOs and which are DON’Ts.  The DOs and DON’Ts pictured below should be used for oral discussion.
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SAFETY MEETING FOLLOW-UP FORM

MEETING TOPIC:  Crew Alertness - Stay Alert for Safety
FACILITY/VESSEL ______________________________________________________

DATE OF MEETING:  MONTH: _____________   DAY: ___________   YEAR: _______

TIME STARTED: ________________    TIME ENDED: _______________

MATERIAL LISTED ON COVER PAGE RECEIVED?   YES _____  NO _____

SAFETY MEETING INFORMATION:

1.
WAS THE MEETING TOPIC TIMELY/HELPFUL?   YES _____  NO _____

2.
DID THE CREW PARTICIPATE IN THE MEETING?   YES _____  NO _____

3.
INFORMATION FOR THE MEETING WAS FACTUAL?  YES _____  NO _____

4.
DID YOU MAKE AN ENTRY IN RED INK IN THE VESSEL LOG DESCRIBING 
DATE, TIME AND TOPIC OF MEETING?   YES _____  NO _____

5.
ANY COMMENTS OR SUGGESTIONS CONCERNING THE MEETING: _____________________________________________________________________

______________________________________________________________________

6.
WHAT TOPIC/TOPICS WOULD YOU LIKE TO DISCUSS IN FUTURE MEETINGS?

______________________________________________________________________

EVERYONE ATTENDING THE MEETING MUST SIGN BELOW:

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

MEETING CONDUCTED BY: ___________________________________

DATE: ______________________________
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