Sample Meeting Planner


General Industry





Open Your Meeting


You may choose to begin your meeting by reading or paraphrasing the following opening statement. Or you may choose to use an opening speech that you’ve created. One way or the other, it’s important to open your meeting with some kind of introduction. This way, participants will know what to expect from this meeting--and will understand and appreciate the session’s purpose.





Many accidents happen quickly, and they need quick responses. But even routine work-related accidents can create situations in which you and your co-workers are exposed to the dangers of bloodborne pathogens. You can’t always tell when someone has a bloodborne virus. So you could be exposed innocently and unknowingly. For example, a simple cut can threaten the person who is cut as well as co-workers who help the accident victim.





And what about the person who cleans up after an accident? The danger there isn’t as obvious. That’s why you need to know what situations may pose a threat to your safety and what steps you can take to protect yourself. This meeting will show you how to help yourself and others when an accident occurs while making sure you minimize your risk of accidental exposure and infection. We’ll review the requirements of OSHA’s bloodborne pathogens standard, and we’ll go over the specifics of our company’s exposure control plan.





Bloodborne infections are caused by viruses carried in the bloodstream. These viruses are usually transmitted by contact with infected blood, although in some cases, they may be transmitted by other body fluids as well. 





The essential purpose of the bloodborne pathogens standard is to prevent workers from being exposed to blood and other body fluids that may be infectious. It’s critical that you understand what the standard requires and how to protect yourself and your co-workers. The life you save may be your own.





Begin Your Discussion


Once you’ve read your introductory speech, you’re ready to begin the discussion.





The purpose of this discussion is to review important areas of OSHA’s bloodborne pathogens standard and to discuss the steps your company’s employees must take to ensure compliance. During your meeting be sure to encourage all employees to participate in the discussion.





In addition to using the accompanying overheads, you may choose to write on separate pages of the flip chart each of the standard’s main points as illustrated by the questions and answers below. Then include any information concerning those areas that you consider particularly important in your workplace. Use the spaces provided throughout this section to help you focus the discussion on the specific concerns of your workplace.





Important Note: When you are training a group of workers who are covered by your organization’s exposure control plan, you will want to distribute the plan at the beginning of this meeting and refer to it often as necessary. You can easily adapt the questions and answers in this section to follow the specifics of your worksite’s exposure control plan.





Q: What does the term bloodborne pathogens mean?


A: Things in the blood that can make you sick.





Q: What are some examples of bloodborne pathogens?


A: Two of the many bloodborne infections that have become household words are…


*HIV--human immunodeficiency virus, the virus that causes AIDS


*Hepatitis B





DISPLAY OVERHEAD #1





These are frightening words. They identify two potentially fatal diseases--diseases that have changed the lives of millions of people. 





Today, everyone should be aware of the risks presented by HIV and HBV and take precautions appropriate to his or her lifestyle and job duties.





A person infected with the AIDS virus may show no symptoms for years. Even when symptoms do appear, they are similar to those of other diseases. 





Not everyone who is HIV positive will develop AIDS. The virus can lie dormant for years. However, everyone who has the virus can transmit it to others, whether or not he or she exhibits symptoms. 





Q: How can you tell if a person has a bloodborne disease?


A: You can’t.





That’s one reason you should always take precautions to reduce your risk of accidental exposure and infection. 





DISPLAY OVERHEAD #2





It’s important to assume all body fluids are infectious and act accordingly. This is called the “universal precautions” approach to infection control and is the method preferred by OSHA. This is the method we follow in our company.





You should avoid contact with the blood or other body fluids of other people on the job or in recreational activities--or even at home if someone in your family works in a job in which contact with infected blood or other materials is possible, or is in a high-risk group.





Be sure to keep all cuts and scrapes covered so that if you do come into contact with infected blood, it won’t be able to get into your bloodstream. Assuming all body fluids are potentially infectious is the safest course.





DISPLAY OVERHEAD #3





You should wear appropriate personal protective equipment (PPE) if your job involves contact with blood or potentially infected material, or when giving first aid. Never touch blood or other body fluids unless you are wearing gloves at a minimum. 





There is always the temptation to say “This will only take a minute,” or “It’s too much trouble to wear all that stuff.” But the risks are too great. The right protective equipment can effectively protect you from potentially deadly diseases.





Wear required PPE, all the time, every time.





Q: What is the basic precaution you should take?


A: Don’t touch blood or other bodily fluids without personal protective equipment (PPE). Under no circumstances should you touch fluids with your bare hands.





Q: What’s the first action you should take when there’s danger of exposure?


A: Minimize your exposure to splashing, spraying, or splattering. Confine the blood or fluid to as small an area as possible.





Q: What PPE should you use when contamination by blood or body fluids is a possibility?


A: Gloves should always be worn when you may come into contact with blood or other bodily fluids. Eye protection, such as goggles, is always a good idea--it’s easy to forget and wipe your eyes with a contaminated glove. If there is any danger of splattering, goggles and a face shield are essential. Other PPE you may need to wear includes aprons and shoe covering.





Q: What should you do before using any PPE?


A: Check the PPE to make sure that it’s not torn or worn.





Discuss any precautions or PPE that are specific to your worksite or the group of employees you are training. List the points you want to cover on the lines below.





	





	





	





	








DISPLAY OVERHEAD #4





After any incident involving blood or body fluid, all potentially contaminated objects should be isolated or contained in an appropriately labeled biohazard container.





Display the biohazard bags and containers you brought with you. Discuss the locations of biohazard containers.





DISPLAY OVERHEAD #5





Anything sharp should go into a labeled, puncture-resistant container designed for the purpose.





Discuss the location of sharps containers. Display the sharps container you brought with you and demonstrate its use.





DISPLAY OVERHEAD #6





If you are responsible for cleaning up after an incident involving blood or body fluid, thoroughly disinfect surfaces and containers that may have been contaminated with blood. Dispose of the contaminated cleanup waste in a covered, leak-proof container that’s labeled with the proper biohazard label.





Be sure employees know the location of appropriate clean-up supplies. Display biohazard labels and bags used in your company.





DISPLAY OVERHEAD #7





After cleanup, follow these procedures to dispose of PPE:


*Remove all personal protective equipment very carefully.


*Remove your gloves last.


*Dispose of gloves and nonreusable equipment in appropriate containers.


*Put any reusable PPE in sealable containers for decontamination.


*Wash thoroughly with antiseptic soap and water immediately after taking off gloves or other equipment.





Remove your gloves last. If they are very messy, wash them or wipe them off before removing them. Peel gloves from the wrist so that they are turned inside out. Keep the outside portion of the glove away from exposed skin. Never reuse gloves that have been contaminated.





Demonstrate the proper procedure for removing gloves. There are several ways to remove gloves safely. Here is a step-by-step procedure for safely removing gloves that might be contaminated. You should demonstrate as you describe this procedure or the one in use at your company.





Start with either of the gloves. The first goal is to break the seal (vacuum) formed by your perspiration and the tightness of that glove. You do this by pinching the glove at the heel of that hand with the fingers of your opposite hand.





Then pull and stretch the glove away from the heel of your hand, letting air in and breaking the seal.





Next, stretch and pull the glove away from your hand, letting the air up past the heel into the palm of your hand. Pull at the glove several times to let as much air as possible get in between the glove and your hand.





As you break the seal in the glove you’re removing, curl that hand’s fingers, making a loose fist.





Then slowly and gently begin to pull the cuff of the glove up, peeling it back. It will turn inside out as it comes off. Don’t snap the glove or pull so hard or fast that you tear it. This could defeat the purpose of this safe removal procedure, exposing you to risk.





Once the first glove is removed, don’t drop it or throw it away. Hold it scrunched up into a ball, in the palm of your gloved hand.





Next, slide the index finger of your bare hand (which should have no potentially infectious material on it) up the inside of your gloved hand’s wrist, under the glove, and into the palm of that gloved hand.





Then bend that index finger a little so that it forms a hook, hooking onto the glove from the inside.





Pull the glove off, turning it inside out as you do so, with the first glove balled inside the second. Again, it is vital to move slowly and smoothly so as not to rupture the glove.





Both gloves are now inside out, one inside the other.





Now stretch the second glove out and tie a knot in its cuff, trapping any potentially infectious material inside.





Immediately dispose of these gloves according to our exposure control plan.





Immediately and thoroughly wash your hands with a disinfectant soap under running water.





Have workers practice safely removing disposable gloves, using the technique above.





Q: What special precautions should you take when disposing of needles or other sharps?


A: Don’t shear, break, or bend contaminated needles or sharps.





Here are other precautions you should take when around potential contamination:





DISPLAY OVERHEAD #8





Don’t eat, drink, smoke, use cosmetics, or handle contact lenses in potentially contaminated areas.





Don’t leave contaminated equipment or materials where they might be a danger to others. Dispose of it or decontaminate it.





Recognize the biohazard sign on containers and take appropriate safety measures when handling the container or its contents.





Know where the nearest first-aid kit is kept.





Note locations of first-aid kits throughout your facility on the lines below.





	





	





	





	








Review the contents of your company’s first-aid kits.





Q: What should you do if you think you have been exposed to bloodborne pathogens?


A: Let your supervisor know immediately. Then follow company procedures.





Summarize your company’s procedures following an exposure incident on the lines below.





	





	





	





	





	





	





	





	








Q: What dangers should you be aware of when administering CPR?


A: Because bodily fluids can be transmitted during mouth-to-mouth resuscitation, if you’ve been trained in CPR, you should use a breathing mask.





Q: What if there isn’t a mask?


A: If someone’s life is in danger and you don’t have a mask handy, you may have to decide whether you feel comfortable giving mouth-to-mouth aid without one. At the very least, you can clear the victim’s air passage using gloves. If there’s no pulse (and you’ve been trained in CPR), you can use chest compressions until paramedics or medical personnel arrive.





Discuss your company’s exposure control plan. If you haven’t already done so, you may want to distribute copies of the plan at this point and go over any specific information not already covered in this meeting. At a minimum, you must inform employees of where they can obtain a copy of the plan.





Conduct the Quiz


At this time, distribute copies of the quiz to all meeting participants. Explain that the quiz’s purpose is to reinforce the information participants have learned during the safety meeting.





Allow approximately 5 minutes to take the quiz.





Read the answers to the quiz. Ask whether there are any questions.





Answer any questions by referring to and reinforcing the appropriate information in the manual and this meeting guide.





If you are planning to use the completed quizzes to document that training has taken place, you may want to collect the quizzes and have them placed in the employees’ personnel files.





Conclude the Meeting


Distribute Fact Sheet handouts to employees to help them remember the critical information discussed in the meeting.





Conclude your session by reading or paraphrasing the following remarks or ones that you have created.





Although we’ve focused primarily on workplace accidents in today’s program, remember that accidents that pose a risk of exposure to bloodborne pathogens can occur any time, anywhere. The chances are small that you’ll ever be exposed to bloodborne pathogens, but you can keep those chances to an absolute minimum by following the universal precautions we’ve reviewed today. But you have to remember to use them every time there’s a risk of exposure to bloodborne pathogens. All the training in the world won’t help you if it’s not put to use.


