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How to prepare a fact sheet on occupational health and safety

Goal
The aim of a fact sheet is to describe in a concise form the most central as​pects and contents of a specific topic. The idea is to prepare an easy-to-read-and-understand information material on some prioritized topics in occupa​tional health and safety. The ultimate goal is to make people aware of certain specific questions in occupational health and safety and to allow them to act in an appropriate way at the workplace.

Procedure
The topics of the fact sheets will be chosen on the basis of the urgency of information and the size of the target group.

Some expert on a chosen topic is asked to prepare a first draft of the fact sheet. This work requires the work input of a senior expert because one has to know what the most important questions and most crucial elements of the issue under discussion are.


The first draft is then reviewed and commented by one or several other ex​perts on the issue. The content should be made so self-explanatory that peo​ple at the workplace level can act on their own on the basis of the informa​tion described on the fact sheet.


When the contents of the fact sheet start to be in the final form, the text of the fact sheet should be read by some laymen in order to check that the lan​guage is understandable enough. Also their comments should be taken into account.

Printing
After all the commenting and checking, the text will then be fitted on 1–2 sheets and copied. Before this it is of utmost importance to ensure that all the information on the fact sheet is correct. Measures will be taken at the work​places on the basis of information in the fact sheet.


It is good to use the same format for all fact sheets in order to facilitate the quick reading of the sheets.

Distribution
The fact sheets should be distributed as widely as possible in order to make sure that the information is available for anybody needing it. 

Additional 
On each fact sheet, the name of an expert should be announced who can give

information
additional information on the topic in concern. Also, more literature and arti​cles providing more detailed information on the subject should be included.
