Notes to the instructor:

The employee printed handout is printed out of the Power Point presentation. 

For example: 

· Open the presentation.

· Then clock on File at the top left corner of the screen.

· Then click on print under that drop out.

· Down the left side of the drop out find the “Print What” selection and click on the drop down arrow.

· Then click on handouts and the drop out for the “Print What” section will close.

· To the right of the “Print What” box that now reads Handouts you will see slides per page. It may read 6. Change that to 3. At 6 slides per page the employees will need a microscope to functionally read the materials when taking the test. 

At the beginning of the course emphasize to the employees that the hand out supplies room for their notes that will be needed when they take the final test and that the test is an open book test. Taking notes during the course will further improve their retention of the materials, better their long term retention and hopefully increase their safety accordingly.
The test is to be taken open book. The test will make them review the materials one last time. The test will also provide you with the required documentation of their understanding and participation.








Thanks, Bob Roederer








502-933-6644

P.S.

Have a great day and take care.

