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OBJECTIVES
Team dynamics refers to the patterns of interaction within the group as the team develops. This program is designed to explore the underlying 
characteristics of individuals, their impact on group behaviour and the development stages towards effective teams. With knowledge of this 
pattern of interaction and team development process, participants will be able to address the challenges faced working in teams and apply 
the measures to rapidly achieve team synergy.

TOPICS COVERED 
1.	 UNDERSTANDING INDIVIDUALS
	 –	 Human Behaviour
	 –	 Personality Types
	 –	 Work Style

2.	 UNDERSTANDING GROUPS
	 –	 Factors Impacting Groups
	 –	 Stages of Group Life-Cycle
	 –	 Why Groups Underperform?
	

WHO SHOULD ATTEND
The course is designed for all levels who are involved in managing or handling groups within the organization.

METHODOLOGY
• 	 Group discussions
• 	 Games

Duration :
7 hours (1 day)

Manage Your Team Dynamics

3.	 EFFECTIVE TEAMS
	 –	 Team vs Group
	 –	 Belbin’s Team Role Profile
	 –	 Team Performance Profile

4.	 MANAGING TEAM DYNAMICS
	 –	 Leadership & Team Maturity
	 –	 Team Development Profile
	 –	 People Skills
	 –	 Managing Team Conflict	

Leadership Skills For Supervisors
OBJECTIVES
This workshop will help participants to:
• 	 Learn ways to prioritize, plan, and manage their time.
• 	 Identify their primary leadership style and techniques for maximizing that style.
• 	 Develop more flexibility to use other leadership styles.
• 	 Search for ways to overcome communication barriers.
• 	 Determine ways they can meet the needs of employees and co-workers through communication  and coaching.
• 	 Explore ways to engage in productive rather than toxic debate, and to make conflict a powerful force for
	 creative, well-rounded solutions to problems.

Duration :
14 hours (2 days)

TOPICS COVERED 
1.	 MANAGING TIME AND ENERGY 
	 Left and Right brain concepts, SMART goals, and how to 		
	 organize personal workspace.
2.	 WHAT MAKES A GOOD LEADER? 
	 The Situational Leadership model and The Leadership 		
	 Effectiveness and Adaptability Description (LEAD).
3.	 COMMUNICATION AS A LEADERSHIP TOOL 
	 How to use effective communication, and major elements 
	 of communication such as verbal and non-verbal queues, 
	 asking questions, and body language.

WHO SHOULD ATTEND
Newly appointed, as well as seasoned supervisors/leaders.

METHODOLOGY
• 	 Practical exercise
• 	 Role play		
•	 Case studies

4.	 THE COMMITMENT CURVE 
	 How to ensure new employees understand the commitment 	
	 curve and recognize that the first few months of any new 		
	 job will be tough.
5.	 EMPLOYEE DEVELOPMENT MODELS 
	 Coaching and Dialogue employee development models; 		
	 “You” and “I” messages; consequences and benefits of both 	
	 changing and not changing.
6.	 DEALING WITH CONFLICT AND DIFFICULT ISSUES 
	 Discussion on the difficulties involved when bringing up a 		
	 concern or issue with another person.

• 	 Discussions		
•	 Video presentation
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OBJECTIVES
• 	 Understand the provision: under Notification of Accident, Dangerous Occurrence, Occupational Poisoning and
	 Occupational Disease Regulations 2004 (NADOPOD 2004)
• 	 Able to conduct effective accident investigation
• 	 Able to identify the Basic, Direct and Indirect causes of accidents
• 	 Make practical recommendation to prevent accident from recurring at the workplace

TOPICS COVERED 
1.	 NADOPOD 2004
2.	 Policy of Accident Investigation
3.	 Accident Causation Models
4.	 Investigation Methodology
5.	 Principle of Loss Prevention
6.	 Tools and Techniques for Investigation
7.	 Performance Measurement and Accident Calculation Rates
8.	 Accident Report Writing	 			 

WHO SHOULD ATTEND
Human Resource Managers, Safety and Health Committee, Accident Investigation Team.

METHODOLOGY
• 	 Discussions
• 	 Case studies & Simulation

OBJECTIVES
• 	 To understand and implement the requirement of the Safety and Health Committee
• 	 Understand the provisions of OSH Act 1994
• 	 Implement the Safety and Health Meeting effectively
• 	 Able to conduct effective workplace inspection
• 	 Able to conduct and report accident investigation effectively

TOPICS COVERED
1.	 OSH Act 1994 and its Regulations
2.	 FMA Act 1967 and its Regulations
3.	 Safety and Health Committee Regulations 1996
4.	 Hazard Identification, Risk Assessment and Control
5.	 OSH Records and Accident Calculation Rates
6.	 Managing the Committee Meeting
7.	 OSH Promotion and Communication Program

WHO SHOULD ATTEND
Safety and Health Committee Members, Safety and Health Officers, Human Resource Manager, Executives,
Production Managers and Production Supervisor.

METHODOLOGY
• 	 Discussions
• 	 Case studies
• 	 Role play

Duration :
14 hours (2 day)

Duration :
14 hours (2 days)

Accident Investigation

Formation of an Effective Safety & Health Committee
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Occupational Safety & Health at the Workplace

OBJECTIVES
• 	 Understand the self-regulatory concept
• 	 Explain the requirements and provisions under the Act
• 	 Comply to the duties and responsibilities of the employers, self-employed persons, manufacturers, designers and suppliers
• 	 Confirm to the duties and responsibilities of employees
• 	 Implement safety and health organisations, notifications of accidents, dangerous occurance, poisoning and diseases
• 	 Understand the liability for offences

TOPICS COVERED 
1.	 Historical Perspective of OSH Legislation
2.	 Important OSH Definitions
3.	 General Duties of Employers and Self-Employed Persons
4.	 General Duties of Employees
5.	 Safety and Health Organisations
6.	 Notification of Accidents, Dangerous Occurance, Occupational Poisoning and Occupational Diseases and Inquiry
7.	 Liability for Offences
8.	 Regulations

WHO SHOULD ATTEND
Human Resource Managers, Safety and Health Supervisors, Safety and Health Committee Members
and Safety and Health Practitioner.

METHODOLOGY
• 	 Discussions
• 	 Case studies

OBJECTIVES
• 	 To increase awareness and understanding that occupational safety and health is an integral part of management
• 	 To induce positive attitude towards safe working environment
• 	 To reduce industrial accidents
• 	 To promote the role and importance played by safety committees

TOPICS COVERED
1.	 OSH Historical Perspective
2.	 Malaysian Perspective on OSH
3.	 Understanding OSHA 1994
4.	 Creating a Safety and Health Policy
5.	 OSHA Regulations
6.	 Creating a Safe System of Work
7.	 Hazard Identification, Assessment and Control
8.	 Risk Assessment
9.	 Safety Inspections
10.	Accident Investigation
11.	OSH Training	 		

WHO SHOULD ATTEND
Human Resource Managers, Safety and Health Supervisors, Safety and Health Committee Members, and Safety and
Health Practitioner.

METHODOLOGY
• 	 Discussions
• 	 Case studies
• 	 Video presentation

Duration :
7 hours (1 day)

Duration :
14 hours (2 days)

Occupational Safety & Health Act 1994
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OSH Performance – for Small-Medium Enterprises

OBJECTIVES
• 	 Establish OSH systems and procedures for the organisation
• 	 Implement OSH programs effectively
• 	 Implement effective management system
• 	 Plan, Do, Check and Take Action on the management system
• 	 Maintain Safety and Health as an integral part of the business system

TOPICS COVERED 
1.	 Historical Perspective of OSH Legislation
2.	 ILO OSH Management System vs OHSMS ISO 18000
3.	 OSH Policy, Organisation, Arrangement and Documentation
4.	 Management of Hazards, Risks Assessment and Control
5.	 Principles of Loss Prevention
6.	 Accident Theories
7.	 Emergency Preparedness and Incident Investigation
8.	 Performance Measurement and Monitoring
9.	 Management Review and Corrective Action

WHO SHOULD ATTEND
Human Resource Managers, Safety and Health Supervisors, Safety and Health Committee Members, Safety and
Health Practitioners and Executives.

METHODOLOGY
• 	 Discussions
• 	 Case studies

OBJECTIVES
• 	 to make aware of the importance of safety and health in small-medium enterprises
• 	 to impart safety and health elements to improve work condition
• 	 to cultivate safety and health culture at the work place

TOPICS COVERED
1.	 Accidents in the SME
2.	 Establishing a OSH Steering Committee
3.	 Identifying and Assess Workplace Hazards and Risks
4.	 Control the Workplace Hazards and Risks
5.	 Low-Cost Improvement for the Workplace
6.	 Maintain and continually Improve the Workplace

WHO SHOULD ATTEND
SME owners and SME employees.

METHODOLOGY
• 	 Discussions
• 	 Exercise

Duration :
14 hours (2 days)

Duration :
7 hours (1 day)

OSH Management System for Executives (OSHMS)
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Understanding and Implementing Notification of Accident, 
Dangerous Occurrence, Occupational Poisoning and 
Occupational Disease Regulations 2004 (NADOPOD)

OBJECTIVES
• 	 Understand the self-regulatory concept
• 	 Explain the requirements and provisions under the Act
• 	 Explain the requirements and provisions under the Regulations
• 	 Confirm to the duties and responsibilities of employers and employees
• 	 Implement safety and health organisations, notification of accidents, dangerous occurance, poisoning and diseases
• 	 Understand the liability for offences

TOPICS COVERED 
1.	 Historical Perspective of OSH Legislation
2.	 Important OSH Definitions
3.	 General Duties of Employers and Self-Employed Persons
4.	 General Duties of Employees
5.	 Safety and Health Committee Regulations 1996
6.	 Control of Industrial Major Hazard Installation Regulations 1996
7.	 Classification, Packaging and Labelling of Hazardous Chemicals Regulations 1997
8.	 Safety and Health Officer Regulations 1997
9.	 Use and Standards of Exposure of Chemicals Regulations 2000
10.	Liability for Offences

WHO SHOULD ATTEND
Human Resource Managers, Safety and Health Supervisors, 
Safety and Health Committee Members, and Safety and
Health Practitioner.

OBJECTIVES
• 	 Understand the provisions under the Notification of Accident, Dangerous Occurrence, Occupational Poisoning and
	 Occupational Disease Regulations 2004 (NADOPOD 2004)
• 	 Able to distinct between Work-Related Incidences and Non-Work Related Incidences
• 	 Able to use the appropriate form for reporting purposes to the Department of Occupational Safety and Health

TOPICS COVERED
1.	 Main purposes of reporting
2.	 Definition of terms
3.	 Deciding whether a case should be notified and reported
4.	 The mechanics of notifying and reporting
5.	 Location, retention and maintenance of Record
6.	 Penalty

WHO SHOULD ATTEND
Human Resource Managers, Safety and Health Committee, Accident Investigation Team & Safety and Health Officers.

METHODOLOGY
• 	 Discussions
• 	 Exercises

Duration :
14 hours (2 days)

Duration :
7 hours ( day)

Understanding & Implementing OSH Act 
1994 and Its Regulations 
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Job Safety Analysis (JSA)

OBJECTIVES
Upon completion of the course, participants will be able:
• 	 To understand the factors influencing human errors at the workplace
• 	 To prevent accidents using Behavioral Based approach
• 	 To improve staff efficiency at the workplace

TOPICS COVERED 
1.	 Overview and Introduction of Motivating Workers Through Behavioral Based Safety (BBS)
2.	 The seven principles of BBS
3.	 Behavioral-Based Observation & Feedback
4.	 Motivating and Maintaining Safe Behavior
5.	 Maintaining Safety Improvement
6.	 Discussion – The Next Step

WHO SHOULD ATTEND
Human Resource Manager, Safety and Health Committee members and Safety and Health Officers.

METHODOLOGY
•	 Role plays 
•	 Exercises

OBJECTIVES
Upon completion of the course, participants will be able to:
• 	 Conduct risk assessment on work activities
• 	 Identify hazard, assess risk and provide control measures for work activities
• 	 Document Job Safety analysis

TOPICS COVERED
1.	 Introduction to Job Safety Analysis
2.	 Identifying scope of task and target setting
3.	 Classifying task to basic steps
4.	 Hazard identification
5.	 Risk analysis and risk evaluation
6.	 Risk control
7.	 Recording and documenting

WHO SHOULD ATTEND
Human Resource Manager, Safety and Health Committee members and Safety and Health Officers.

METHODOLOGY
•	 Group work

Duration :
7 hours (1 day)

Duration :
7 hours (1 day)

Behavioral Based Safety (BBS)
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Fire and Emergency Response Plan

OBJECTIVES
Upon completion, the participants will be able to:
• 	 Understand the hazard and risk associated to the office environment;
• 	 Aware of injuries related to computer works and manual handling in the office
• 	 Identify office appliance that may compromise health and safety in the office
• 	 Implement intervention to improve work performance and comfort
• 	 Improve staff efficiency at the workplace

TOPICS COVERED 
1.	 Introduction to office safety and health
2.	 Work related risk factors in the office
3.	 Ergonomics stressors in office workstation
4.	 Manual handling activities in the office
5.	 Maintaining good housekeeping
6.	 Fire and emergency response in the office
7.	 Indoor air quality in the office

WHO SHOULD ATTEND
•	 Human Resource Manager
•	 Safety and Health Committee members 
•	 Safety and Health Officers

METHODOLOGY
•	 Demonstration 
•	 Exercises

OBJECTIVES
• 	 Identify potential emergency situation at the workplace
• 	 Estimate the risk level
• 	 Develop an Emergency Response Protocol

TOPICS COVERED
1.	 Hazard Identification Risk Assessment and Risk Control
2.	 Introduction to Emergency Response Plan (ERP)
3.	 Basic fire characteristics
4.	 Emergency control facilities
5.	 Potential emergency situation at the workplace
6.	 Developing an Emergency Protocol

WHO SHOULD ATTEND
•	 Safety & Health Committee Members
•	 Safety & Health Officers
•	 Human Resource Manager and Executives
•	 Production Managers and Supervisor

METHODOLOGY
• 	 Group work

Duration :
7 hours (1 day)

Duration :
7 hours (1 day)

Occupational Safety and Health in the Office
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Chemical Safety: 
Managing Chemical Hazard At The Workplace

INTRODUCTION
Generally every employee is exposed to hazards at work. However not many are aware of the threats posed by these hazards that could harm 
and endanger life. It is therefore important for organizations to conduct Hazard Identification, Risk Assessment and Risk Control (HIRARC). The 
organizations that have carried out HIRARC reported positive change and reduced the risks. This course aims to deliberate the systematic and 
objective approach on HIRARC with reference to the published Department of OSH Guidelines for Hazard Identification, Risk Assessment and 
Risk Control, 2008.

OBJECTIVES 
By the end of the 2-day course, the participants should be able to :
• 	 Identify physical hazards at work
• 	 Analyze and Estimate risk of the identified hazards
• 	 Select a suitable control
• 	 Conduct documenting process

TOPICS COVERED 
1.	 Provisions of OSH Act 1994 on HIRARC
2.	 Purpose of HIRARC
3.	 Basic Concepts

WHO SHOULD ATTEND
This course is designed to train : 
•	 Safety and Health Committee members
•	 Person in-charge of OSH activities
	 at the workplace
•	 Human resources specialist.

INTRODUCTION
Majority of workers today are either exposed or work directly with hazardous chemical at work. Unfortunately only few really understand the 
consequences of hazardous chemicals. The frequency and period of exposure or contact with hazardous chemical has the potential to cause 
chronic health effect on the workers. In due time, workers may suffer chronic health condition such as cancer. Therefore it is utmost important for 
workers to be equipped with the right information, in handling chemical thus improve their working condition. This workshop will deliberate the 
chemical safety programme that should be practiced at the workplace.

OBJECTIVES 
By the end of the two days’ course, the participant will be able to :
• 	 Understand the legal requirements on hazardous chemicals
• 	 Understand basic toxicology effects of hazardous chemicals
• 	 Understand the safe work practices with hazardous chemicals

TOPICS COVERED
The workshop is designed and divided into eight modules:
1.	 Legal requirements on chemical hazardous to health
2.	 Understanding Chemical Safety Data Sheets
3.	 Toxicology health effects to humans
4.	 Physicochemical properties of chemical

WHO SHOULD ATTEND
This course is designed to train:
• 	 Safety and Health Committee
• 	 Chemical user or chemical handlers
• 	 Procurement officer or person in charge of chemical 
	 supplier.

Hazard Identification, Risk Assessment And
Risk Control (HIRARC)

4.	 Planning and Conducting of HIRARC
5.	 Control
6.	 Documenting HIRARC

METHODOLOGY
•	 Video session
•	 Practical exercises

5.	 Hazard Communication
6.	 Chemical fire & explosion
7.	 Personal protective equipment
8.	 Emergency response preparedness

METHODOLOGY
The facilitator will apply combinations of the following
method to ensure experiential learning takes place:
• 	 Brief lecture on key elements of the topics 
• 	 Case study based on video presentation
• 	 In-class assessments 
• 	 Group or individual work exercise
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Duration :
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For more information, please contact: 

MEF ACADEMY SDN BHD
3A06-3A07, Block A, Pusat Dagangan Phileo Damansara II
No. 15, Jalan 16/11, Off Jalan Damansara
46350 Petaling Jaya, Selangor D.E.

Tel. : 603-7955 7778    Fax : 603-7955 1945
Homepage: http://www.mef.org.my
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