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| NTRODUCTI ON

DEPARTMENT OF HEALTH AND HUMAN SERVI CES
EMPLOYEE OCCUPATI ONAL SAFETY AND HEALTH PCQLI CY

It shall be the policy of the Department of Health and Human
Services to develop, inplement and continuously inprove a
conprehensive and effective Cccupational Safety and Health
Program that wll:

0 provi de the highest practical degree of safety and
health for enployees in all activities of the
Depart ment:

0 mnimze losses in property damage and interruptions
due to accident, injury or illness: and,

0 comply with Public Law 91-596 (The Cccupational Safety
and Health Act of 1970), Executive Order 12196,
regul ations and standards covering the occupational
safety and health of HHS enpl oyees.

To these ends, managers and supervisors throughout HHS shoul d
undertake aggressive QCccupational Safety and Health Prograns
within their respective areas of responsibility and in conpliance
wth the HHS Safety Managenent Manual .

To these ends, also, enployees are expected to conply wth
a;r)]pl i cable regulations and guidelines, perform their duties in
the safest possible manner, and report hazards, accidents,
injuries and illnesses to their supervisors.

\ N ,ﬂ". il t "4 > 2
Assistant Secfefa
Managenent agd Budget
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1-00-00 PURPOSE

To outline the scope, organization, maintenance, distribution and
use of the Safety Minagenment Manual.

| - 00-10 NUMBERI NG AND FI LI NG

A The mmj or subdivisions of this manual are referred to as
"parts"; t hese are subdivided as foll ows:
P a r t 1
Chapt er [-00
Section | -00-10
Par agr aph 1-00-10A
Subparagraph (or item 1-00~10.Al1
B. pendi xes specific to a Chapter are contained at the end of
the Chapter and are identified with a prefix A
[i.e., Al-00].
o Ceneral exhibits follow the last chapter of the nanual and
are referenced in the body of the manual. Exhibits are

nunbered by adding a capital letter to chapter or appendix
number. Thus the first exhibit to chapter 4-00 would be
nunbered Exhibit 4-00-A; the second, Exhibit 4-00-B, etc.

| - 00-20 SCOPE AND ORGANI ZATION orF THE sareTy MANAGEMENT MANUAL
A. Scope of the Manual

The Safety Managenent Manual contains the objectives,
policies, standards and procedures pertaining to _the HHS
Cccupational Safety and Health Program (CSHP).  The manual
establ i shes basic policies, Pprocedures and requirenments
aﬁplicable to all oPDIVs, STAFFDIVs and Regional O fices o
t he Depart nent.
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B. Organi zation of the Mnual

The manual is organized into several parts as |isted bel ow
At present, there is only one chapter per part. Subsequent
material wll be added as additional chapters to the parts.
Beginning with Part 3, introductory paragraphs have been
included to provide background and insight as a basis for
the subsequent delineation of program requirenents.

1. Part 1 - General: Del i neates the plan, scope,
nunbering, distribution and filing of the manual.

2. Part 2 - Authorities and Responsibilities: Del i neat es
authorities, DHHS policy, applicability and scope, °
definitions, assignment of responsibilities and
requi red program el ements applicable to the OSHP.

3. Part 3 -'Adm nistration: Addresses the devel opnent of
operating program policy statenents, gives guidance on
staffing for an effective program and sets forth
specific requirenents for that program

4. Part 4 = Accident |nvestigation, Reporting and
Anal ysi s: Provi des guidance on the need for sound
accident 1nvestigation techniques, gives the basis for
the reporting requirenents, describes analytical
techni ques applicable to accident data, and establishes
reporting requirenents.

5. Part 5 - Safety Specifications, Standards & Procedures:
I'ntroduces the use and application of consensus
standards Departmentw de, identifies standard setting
organi zations, provides options to locally established
standards or specifications, and sets forth specific
requirements in the use and application of standards
and the nmeans for requesting exceptions.

6. Part 6 = Mtor Vehicle Accident Prevention: I nt roduces
the DHHS Mbtor Vehicle Accident Prevention Program and
defines the scope and objectives of the program
Establ i shes basic program requirenents.

1. Part 7 « Facility Survey/lnspection: Sets forth
program requirenents and reasons for surveys and/or
I nspecti ons.




Chapter 1-00 Page 3
Saf ety Managenent Manual
HHS Transmittal 87.01 (9/18/87)

8. Part 8 - Fire Safety: Establishes fire safety as an
integral part of the overall OSHP and identifies its

interrelation with the concept of energency planning.

9. Part 9 =« Safety Education,- Training and Pronotion:
mtroduces safety educafion and how It assists in the
devel opnent of an accident prevention program
di stingui shes between education and training, indicates
where education is likely to have the greatest inpact,
references legal requirenents for training and
appropriate records, describes where safety pronotion
fits into the total program and establishes program
requirenents.

10. Part 10 - Enployee Rights: I dentifies enployee rights
and sets forth program requirements to ensure
protection of these rights.

11. Part 11 - Safety Program Eval uati on: | ntroduces
evaluation concepts applicable to agencies within the
Department and sets forth the requirements related to
program eval uati on.

1-00-30 DEVELCPMENT AND MAI NTENANCE

A.

B.

C.

Al'l Departmental jssuances in this manual are devel oped and
mai ntai ned under the supervision of the Director, Ofice of
Speci al Prograns Coordination, Ofice of Adnmnistrative and
Managenment Services, Ofice of Managenent and Budget, Ofice
of the Secretary. Authenticated original manuscripts of
such issuances are filed in that office.

Reci pients of this manual are encouraged to maintain its

currency by pronptly inserting all new material received.
Prior to inserting new material, it should be reviewed to
identify any errors. If errors are found, they should be
identified and brought to the attention of the Director,

O fice of Special Prograns Coordination.

Saf ety Managenent Manual s should be maintained and avail able
in the office(s) where their use is regularly required.

Enpl oyees | eaving assignnents are expected to |leave their
manual's, currently posted.
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| - 00-40 DI STRI BUTI ON
A. The Safety Management Manual is directed primarily to

managenment officials at all |evels! designated safety
personnel and other individuals-responsible for inplenenting
the OSHPs of the Departnent. Distribution to both installa-

tions and offices is controlled through the use of
established mailing |ists.

B. Requests for changes in the mailing list applicable to the
Saf ety Managenment Manual will be handled by the agency or
office distribution control officer. A copy of such request
will be sent to the Director, Ofice of Special Prograns
Coor di nati on.

C. Addi tional copies of the manual or materials may be obtained
by witing to the Publications Section, D vision of
Adm ni strative Services, Ofice of Admnistrative and
Managenment Services, Ofice of the Assistant Secretary for
Managenment and Budget, Ofice of the Secretary, DHHS.

| - 00-50 TRANSM TTAL NOTI CES AND CHECK LI STS

A. Transmttal Notices
All material forwarded for filing in the Safety Managenent
Manual wi Il be acconpanied by a covering transmttal notice.
These notices will identify the material transmtted, the
materi al superseded (if any), filing instructions and
diéstribution codes; they will be issued in numnerical
order.

B. Check Lists of Transmttal Notices

The "Check List of Transmittal Notices" is a form show ng
previous transmittals which should be included in a

particular manual. The forms ‘should be filed in the back of
the manual and conpleted as soon as new transmttals are
received. Additional detail is provided on the reverse of
each form

| -00-60 EFFECTI VE DATES

A transmttal notice number and date appear at the top of each
page of the manual . Unl ess otherw se specified, the date
appearing is to be considered the "effective date" of the

I ssuance.
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2-00-00 PURPGOSE

The purpose of this chapter is to set forth the Departnent's
authorities, policies, and the scope of responsibilities which
pertain to the establishnent and managenent of a conprehensive
and effective departnentwi de Cccupational Safety and Health
Program ( CSHP) .

2-00-10 AUTHORI TY

A The OSHP within the Departnment of Health and Human Services
is established in accordance with the follow ng references:

0 Statement by'the President, Decenber 9, 1982.
(Exhibit 2-00-A)

0 Executive Oder 12196, Cccupational Safety and Health
Progranms for Federal Enployees, February 26, 1980.
(Exhibit 2-00-B)

0 Section 19(a), Public Law 91-596, WIIians-Steiger
Cccupational Safety and Health Act, Federal Agency
Safety Prograns and Responsibilities.

(Exhibit 2-00-C

0 Basic Program Elenments for Federal Enployee
Cccupational Safety and Health Prograns; Final Rule,
Cccupational Safety and Health Adm nistration,
Depart ment of Labor, October 21, 1980.

(Exhibit 2-00-D)

0 Section 7902, Title 5, United States Code.
(Exhibit 2-00-E)
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B. The provisions stated in this chapter do not supplant the
DHHS Enpl oyee Health Program prescribed by Personnel
Instruction 792-1. The provisions of that instruction shall

be applied in conjunction with the provisions of this
chapter where appropriate.

2-00-20 POLI CY

It is the policy of the Department of Health and Human Services
to develop, inplenent and continuously inprove a conprehensive
and effective OSHP that wll

0 Provide the highest practical degree of safety and
health for enployees in all activities of the
Depart ment;

0 Mnimze losses in property damage and interruption
due to accident, injury or illness: and

0 Comply with Public Law 91-596 (The GCccupational Safety
and Health Act of 1970), Executive Oder 12196
regul ations and standards covering the occupational
safety and health of HHS enpl oyees.

2-00-30 APPLI CABI LITY AND SCOPE

The policy is applicable to all Departnental operations and
activities. The policy is specifically directed toward the
prevention of all types of accidents and health hazards present
in the performance of official duties which may result in any of

the follow ng consequences:
0 Cccupationally related injuries or illnesses to:

Enpl oyees (civilian and conm ssioned officers) of
the DHHS or other individuals when utilized by and
in the service of the Departnent and the public
(including patients and visitors).

Contractor enployees, as provided for
contractually.

0 Damage to equi pment, materiel o property owned,
| eased or used by and/or under the control of the
Depart ment.
0 Damage to non-governnent property when incidental to an

activity of the Departnment or on prem ses under its
control.
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2-00-40 DEFI NI TI ONS

A

Accident:  An unintended or unplanned occurrence which

results in:

0 injury or illness to personnel,

0 damage to property or equipnent,

0 interruption or interference with the orderly progress
of work,

0 or a conbination of the above.

Agency: Herein neans an organi zational conponent within the
Departnent of Health and Human Services; its neaning should
not be equated with the term "agency" as defined in Section
1960. 2, Basic Program Elements for Federal Enployee Cccupa-
tional Safety and Health Prograns, Department of Labor,

Cct ober 21, 1980.

Designated Safety and Health O ficial: The individual who
I'S designated or appointed by the Secretary, DHHS, in
accordance with the provisions of Executive Order 12196, as
having responsibility for the nmanagenent of the OSHP

t hroughout the Departnent.

Est abl i shnent : A single physical |ocation where business is
conducted or where services or operations are perforned.
Where distinctly separate activities (i.e., independent

field activities of the Ofice of the Secretary, OPDVs, PHS
Agencies, Regional Ofices, tenant organizations, etc.) are
performed at a single physical |ocation, each activity shall
be treated as a separate establishnent.

| mmi nent _Danger: Conditions or practices in any place of
empl oynent which can reasonably be expected to cause death
or serious physical harm imediately or before such
conditions or practices can be elimnated through normal
abat enent procedures.

Safety and Health |nspector: A safety and 'health specialist
or other iTndividual authorized to perform workplace

i nspections.

Safety and Health Manager: The occupational safety and

health specialist responsible for managing the OSHP w thin

gl%)l_Vs, PHS Agencies, Ofice of the Secretary, and Regional
i ces.
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H. Safety and Health Specialist: A person meeting the G vil
Service Standards for safety Mnager/ Specialist, GS-018;
Saf ety Engi neer, GS-803; Industrial Hygienist, GS 690; Fire
Protection and Prevention Specialist, GS-081; Health

Physicist, GS-1306; or equally qualified mlitary personnel.

Safety Management: The nmnagement of occupational safety
and health resources in such a manner as to effectively
adm nister a total OSHP enconpassing all elenents of
accident prevention, risk analysis, fire safety, system
safety, and environnental hazard control, etc.

2-00-50 ASSI GNMENT OF RESPONSI BI LI TY

A. The Assistant Secretary for Mnagenent and Budget (ASMB).

The ASMB exercises the authority of the Secretary, DHHS, in
all matters pertaining to the Departnment's OSHP.

B. The Deputy Assistant Secretary for Admnistrative and
Managenment Services ( DASAMS).

The DASAMS is appointed as the Designated Agency Safety and
Health O ficial (DASHO. The DASHO is responsible for the
devel opment, inplenmentation and nanagenent of the Depart-

mentwi de OSHP.

C. The O fice of Special Prograns Coordination (OSPC).

This office serves, on behalf of the DASHO as functional
manager for the OSHP with responsibilities as foll ows:

0 Serves as the principal advisor to the DASHO in
all matters pertaining to the OSHP of the
Depart ment.

0 Assists the DASHO in-determning the funds
necessary' for occupational safety and health

staff, equipnment, materiel, and training required
to ensure an effective OSHP throughout the Depart-

ment .
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Provi des executive |eadership in the devel opnent,

pronul gation, and inplenmentation of occupational
safety and health policies, standards, and
procedures. Coordi nates such activities wth

Department staff offices, ©OPDIVs, PHS Agenci es,
Ofice of the-secretary, Regional offices, and
others as appropriate to the effective managenent
of 'the overall safety program

Prepares and coordinates the Departnment's position
on proposed |egislation and regulations pertaining
to safety and industrial hygiene, engineering,

fire safety, environmental hazards control,
occupational safety and health education, train-
ing, pronotion, etc.

Coordinates and nonitors research for the
devel opnent of innovative accident and
occupational injury and illness prevention nethods

and concepts.

Eval uates o©sHPs throughout the Departnent and
performs such workplace reviews as are considered
appropriate to nmaking a determ nation regarding
the effectiveness thereof. Conducts and/ or
assists in the conduct of investigations as such
requirements develop.

Represents the Departnent on the Federal Advisory
Council for Cccupational Safety and Health and
provides official Department representation to the
Departnent of Labor, General Services Adm nistra-
tion, and other Federal Agencies on occupational
safety and health managenent.

Provi des Departnent |iaison and representation
with the National Fire Protection Association,
Nati onal Safety Council, Anerican Society of
Saf ety Engineers, American Conference of
Governnental Industrial Hygienists, and other
governnental and professional organizations on
matters pertaining to occupational safety and
heal th nmanagenent.

Adm nisters a Safety Managenent |Information System
enconpassing the entire Departnent.
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D. Staff Offices, Ofice of the Secretary (STAFFDIVs).

Heads of STAFFDIVs Will actively support the Departnent's
CGSHP within the area of -their responsibility. pyrrher, they
shall coordinate actions involving occupational safety’ and
health with the Director, Office of Special Prograns Coor-
dination, to ensure uniformty of conpliance with applicable
standards, codes, and procedures throughout the Departnent.

E. Heads of o0OPDIVs, PHS Agencies, Regional Ofices, and the
Director, Ofice of Administrative and Managenent Services,
Ofice of the Secretary.

These officials are responsible for ensuring that the
following OSHP elenments are fully inplemented within their
areas of authority:

0 admini stration

0 acci dent investigation, reporting and analysis
0 safety specifications, standards and procedures
0 notor vehicle accident prevention

0 facility survey/inspection

0 fire safety

0 safety education, training and pronotion

0 enpl oyee rights
0 safety program eval uation

The requirenments applicable to-each of the program el enents
are contained in Parts 3 through 11 in this manual.

F. Supervisors:  Supervisors at all levels throughout the
Departnment are responsible for:

0 Conplying with and enforcing all applicable
occupational safety and health standards, rules,
regul ations and orders issued by conpetent authority
pertaining to the activities imediately under their

jurisdiction.
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Ensuring that enployees are instructed and/or trained
in safe practices and nethods of job performance as
such pertains to their assignment.

Ensuring that sick and/or injured enployees perforning
official duties receive appropriate first aid and/or
nmedi cal attention.

| nvestigating and reporting each accident and/or injury
in accordance with established procedures.

Initiating, to the limt of their authority and
capability, such actions necessary to correct unsafe or
unheal t hful working conditions determned to exist and
promptly advising appropriate managenent when such
conditions require corrective actions beyond their
authority.

Conducting regular surveys of their operations to
ensure conpliance with such safety standards, codes,
regulations, rules and orders identified by the
Cccupational Safety and Health Manager as being
applicable to the work area concerned.

Requesting, from the appropriate Qccupational Safety
and Heal th Manager, interpretation when the application
of a specific safety standard, code, regulation, or
rule is questioned.

Ensuring that enployees under their supervision are
aware of the their responsibilities.

G Empl oyees: Enpl oyees at all |evels throughout the
Departnent are responsible for:

0

Complying with such occupational safety and health
standards, rules,- regulations, and orders issued by the
Department of HHS, the head of an OPDIV, PHS Agency, or
Regional Ofice as are applicable to an enployee's
action and conduct.

Pronptly advising their supervisor regarding all work
related accidents resulting in personal injury, illness
and/ or property danmage.

Pronptly report to their supervisor or the appropriate
Cccupational Safety and Health Manager any unsafe or
unheal thful conditions in the work environnent.
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2-00-60 GENERAL

A Heads of OPDIVs, PHS Agencies, Regional Directors, and the
Director, Ofice of Administrative Services, Ofice of the
Secretary, are not relieved from their safety and health
responsibilities because of occupancy of space provided by
the General Services Admnistration or other Agency;
specifically, from the devel opment and naintenance of sound
occupational safety/health, and fire safety prograns for
such facilities, the conservation of services and supplies,
the use of good housekeeping nethods, the preservation of a
heal t hf ul working atnosphere, and participation in a
Facility Self-Protection Plan for dealing with occupational
safety and health energencies.

B. Wthin the scope of authorities and responsibilities
assigned to Regional Directors is the responsibility for
ensuring the health and safety of the immediate regional
staff. When ot her HHS conponents share a single |ocation,
such as a regional office, the Regional Director wll
provide for those program elements common to all conponents
(safety inspections, accident investigation, safety
traini ng/ education/pronotion, etc.). Those conponents
| ocated within the region (but not necessarily at the
Regional O fice) may request consultation services on the
| npl enentation of various required program elenents from the
Regi onal Director.

C. Not hing as stated in this manual shall serve to nodify or
negate any provision of an existing Labor-Managenent Agree-
ment . Any conflicts determined to exist shall be promptly
reduced to witing and brought to the attention of the
Director, Ofice of Special Prograns Coordination.

D. Managenent officials are rem nded that in inplenmenting any

facility policy, they must conply fully with the
requirenents of Executive Order 11491, as anended,
concerning consultation and/or negotiation as appropriate.
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Subject: ADM NI STRATION OF THE OCCUPATI ONAL HEALTH AND SAFETY
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00 POLI CY

3-00-

A

| nt roducti on

The Departnental policy is a statement of the commtnent to
actively develop and maintain a conprehensive and effective
Cccupational Safety and Health Program (OSHP). Further, it
Is the expression of managenment which is a visible framework
for the total program devel opnent. \Wile the Departnental
policy is applicable throughout all activities of the
Department, the nmanagenent w thin the various conponents of
the Departnment should establish their own identity and
commtnment with a policy which is in keeping wth the
specific operation and which is consistent with Departnental

policy.
Requi r ement

Each agency of the Departnment shall develop and pronulgate a
clear and concise occupational safety and health policy
applicable to their specific activity which is consistent

W th the Departmental policy as described in this manual

10 STAFFI NG

3-00-

| nt roducti on

It is difficult to establish absolute criteria for
determining the size of staff needed to effectively

i npl ement an aggressive program Therefore, it is inportant
that a conprehensive review be made of the hazards invol ved,
conplexity of operations, number of enployees,
diversification, equipnment, etc., in order to determne
staff requirenents. In some field installations, the size
and conplexity of operations may not warrant the appointnment
of full time COccupational Safety and Health Mnagers. In
such cases, part-tinme or collateral duty personnel may be
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utilized to fulfill the program managenent function. St af f
of the Office of Special Programs Coordination, are
avai |l able to assist in assessing staffing requirenents.

Requi rement s

Each agency of the Department shall designate an
Cccupational Safety and Health Manager w th adequate staff,
funds and equipment to effectively admnister the OSHP.

I ndi viduals so designated shall neet the Ofice of Personnel
Managenment standards for Occupational Safety and Health
Specialist as defined in Section 2-00-40H.

20 SAFETY COW TTEES

3-00-

| nt roducti on

The success of any OSHP depends in no small anmount on the
perception of the enployees toward the program efforts.
Successful prograns universally incorporate the use of
commttees to provide insights on the working conditions and
practices from those nost directly involved -- the enployees
-- as well as providing themwth a sense of contributing
not only to their well being, but to that of their fellow
enpl oyees. In addition to neeting basic requirenents, the
formation and active participation of safety conmttees can
materially enhance total program effectiveness.

Requi r ement

Each agency of the Departnent shall establish occupational
safety and health conmttees, in accordance wth the
criteria set forth in Appendix A3-00, conposed of nanagenent
and recogni zed representatives of enployees to assist
nmanagenment in carrying out its occupational safety and
health responsibilities and keep the commttee informed of
occupational safety and health matters within its area of
concern.
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Subj ect: ACCIDENT REPORTING | NVESTI GATI ON AND ANALYSI S

4-00- 00 Acci dent Reporting

A

10 Acci dent I nvestigation
20 Acci dent Analysis

4-00- 00 ACCI DENT REPORTI NG

| nt roducti on

Accident reporting is far nore than establishing a witten
record of incidents which result in sone form of |o0ss. Any
reporting system should be viewed as a vital tool to be used
in determining subsequent prevention activities. Individua
accident reports may serve to flag previously unidentified

| oss potentials. The data from accunmul ated reports may be
used to partially characterize the success or failure of the
overal |l safety efforts. An accident report may be viewed as
a snapshot of a frequently conplex event. Just as snapshots
lack a dinensional quality, so do npbst accident reports =

ei ther because of the care used in conpleting the requested
information, the tendency to look first at the extent of

| oss (either personal injury or property damage) rather than
the potential for significant loss, or a conbination of
these and other factors. Thus, effectively addressing all

of the factors which may be involved in an accident event is
difficult. However, the DHHS system has been designed to
function at several |evels and, through the use of other
data bases, requires considerably less data input than many
syst ens. Wiile the reporting requirements specify only
certain classes of accidents, the value of automated data
processing is enhanced if the systemis routinely used for
more than the m ninum requirenents.

Requi r ement
Each operating agency of the Departnment shall ensure that

all accidents are reported in accordance with the
requirements set forth in Appendix A4-00.



HHS Chapter 4-00 Page 2
Saf ety Managenent Manual
HHS Transmittal 87.01 (9/18/87)

4-00-10 ACCI DENT | NVESTI GATI ON

A

| nt roducti on

The investigation of accidents to determ ne the causal
factors which contributed to the event is possibly the nost
underutilized activity throughout the Departnment's various
Cccupational Safety and Health Prograns (osHps). Wile

i ndi vi dual supervisors are expected to perform the bul k of
accident investigation activities, safety and health
specialists are frequently called upon to provide assistance
or, in some cases, to undertake the investigative tasks.
Regardl ess of who conducts the investigation, there are two
basi ¢ concepts which should be kept in mnd throughout the
process: 1) that the effort is directed toward fact finding
not fault finding: and, 2) that the accident event should be
considered, in addition to the inmediate consequences of the
accident. Al too often we tend to dism ss those accidents
where the injury or loss is mnor wthout considering the
otential the event had to result in a far nore serious

0SS. The process of determning facts should not be
limted to those imediately associated with the incident,
but it should, to the extent practical, extend far enough to
identify significant contributing factors. Contri buting
factors may range fromthe relatively sinple, such as
failure to follow well established rules, to those involving
a conplex interaction involving procurenent specifications,

|l ess than adequate training, and failure to effectively
supervise in a hazardous situation. It is obvious that not
every accident reported demands the sane degree of

attention. However, for those accidents which have resulted
in significant injury or loss or for those where the
potential for such loss is clearly high, the investigative
process should be conplete and accurate.

Requi r ement
Each agency of the Departnent shall ensure that adequate

acci dent investigations are conducted in accordance with the
requirenments set forth in Appendi x 24-00.
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4-00-20 ACCI DENT ANALYSI S

A

| nt roduction

Wil e accident investigation deals with a single event at a
time, accident analysis is concerned with the body of data
derived from a number of individual reports. There are a
variety of ways in which the data can be presented.

However, it should be kept in mnd that merely presenting
nunbers seldom captures the readers' attention. The
principal value of analysis lies in its ability to depict
trends or unexpected clusters of events which in turn should
serve as a tool to inproving our prevention initiatives.
Analysis also allows for either substantiating or refuting
preconcei ved opi ni ons. In a broad sense, it provides for
predicting general classes of accidents but not where or
when a serious loss may occur. The Department will provide
basi ¢ anal ytical reports derived fromthe total data base.
However, individual agencies wll conduct such analysis as
is appropriate for their needs.

Requi r ement

Each agency shall establish appropriate accident analysis

pr ogr ans ich shall enable themto identify trends and
principal causative.factors. Such information shall be used
to establish program priorities. Appendi x A4-00 identifies
several analytical techniques which nay be used as
appropriate.
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APPENDI X 2A4-00

DHHS SAFETY MANAGEMENT | NFORVATI ON SYSTEM

ACCI DENT REPORTING, | NVESTI GATION AND ANALYSI S

The objective of the Safety Minagement |Information System
(sMIs) is the development of information essential to the
management and maintenance of an effective OCccupational

Safety
2-00-30, all accidents shal

0

0

and Health Program SCBEP). As SEfined in Chapter
e reported to:

Establish a witten record of accident causes.

Provide information to initiate and support corrective
or preventive action.

Provide statistical information relating to accidents.

Provide information critical to the evaluation of the
OSHP.

Provide the neans for conplying with the reporting
requi rements of Section 19 of the OCccupational Safety
and Health Act of 1970.

Maintain a capability to pronptly respond to inquiries
regarding either actual or alleged accidents, injuries

or illnesses to enployees or the public.
| MPLEMENTATI ON
Each agency of the Departnment shall inplenment the necessary

procedures to ensure conpliance with the provisions of the
Safety Managenent Manual and this Appendi x.

SAFEGUARDI NG ACCI DENT | NFORMATI ON

A

Statistical information regarding accidents, i rH uries,
i1l nesses and property danage that cannot be identified
with individuals will nornmally be nade available except
in those cases where, because of national security or
related considerations, disclosure is not clearly in

the public interest.
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Accident information, records, reports, etc., containing
individual identifiers (name, social security nunber,
address, etc.) shall be used, maintained and disseninated
in accordance with the reguirements of the Privacy Act
of 1974 (Public Law 93-579), the Freedom of Information
Act (Public Law 93-502) and' applicable Departnental

regul ations. Wien there is doubt regarding the legality
of release of information, the-matter will be referred,
in advance of release, to the Ofice of the General
Counsel, HHS, with an information copy to the Director,
Ofice of Special Programs Coordination, HHS.

V. FORMS AND RECORDS

A

Forms prescribed for accident reporting and
investigation are:

0 Form HHS-516 (Rev. 11/88) will be used to report
accidents, injuries and occupational illnesses.
See Exhibit A4-00-A

0 Message Report of Serious Accidents.  Provides

prelimnary information regarding serious
acci dents. See Exhibit a4-00-B.

Rel ated Fornms and Records

0 Forms CA-l1, CA-2, etc.: Forns required by the
U s. Departnment of Labor, Ofice
of Federal Enployee's Conpensation.
Such forns are conpleted in
conjunction wth, but independent
of, the form HHS- 516.

) Form SF-91, Operators Report of Mtor Vehicle
Acci dent : (Exhibit A4-00-C). The form shall be
executed and submtted to the official assigned to
investigate an accident involving a government-
owned notor vehicle. A copy shall be attached to
the form HHS-516 and retained in the files of the
HHS agency.

Forns Supply

Use established procedures and channels
regularly utilized to secure all forns.
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v. REPORTS OF ACCIDENT(s) =« PROCEDURES

A. Form HHS-516, "Report of Accident” (Rev. 11/88), wll
be used for reporting all recordable accidents.

1. A "Report of Accident" wll be initiated by the
supervisor having jurisdiction over the enployee
invol ved for any Recordable Accident (See A4~00-
V.B.). The supervisor shall investigate the
accident and determne the associated causes. The
agency Cccupational Safety and Health Specialist/
Manager is available to assist the supervisor in
the accident investigation and causal deter-

m nati on. The Supervisor wll conplete and submt
the form HHS-516 together wth such additional
information as may be appropriate. The report
shall be routed according to procedures established
by the HHS agency involved to the appropriate
Cccupational Safety and Health Manager.

NOTE: Local procedures may require the initiation
of the HHS-516 by soneone other than the super-
visor (such as a Health Unit, Safety Oficer,
etc.). In such cases, the procedures shall ensure
that the supervisor is pronptly provided a copy of
the initial report.

2. At the discretion of the reporting authority, the
HHS-516 may be used to report accidents not
classified as recordable. It is recomended that,
to the extent practical, such reports are entered
into the agency's data base to permt increased
anal ytical capability. Wen the HHS-516 is used
to report accidents not classified as recordable,
it is permissible to enter less than a conplete

. report (e.g., omtting all or_a portion of the
accident analysis fields). The ADP program has
been designed to accept less than a conplete
report for other than recordable reports.

B. Recordabl e COccupational Accidents, Injuries and
'l Il nesses
1. Fatalities, regardless of the tine between the
injury and death, or the length of illness.
2. Any diagnosed occupational illnesses regardless of

whet her nmedical treatment is required.
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Non-fatal cases which result in:

a.
b.

(¢}

@D
. - -

All

transfer to another job

termnation of enploynment

requirement for medical treatnent (other than
first-aid)

| oss of consciousness

restriction of work or notion

| ost workdays (days away from work)

Mot or Vehicle Accidents

Serious Accidents

ta.

The followng categories are classified as
"Serious Accidents”™ and shall be reported by
t el ephone or telegraph within eight (8) hours
of the occurrence to the Head of the Operating
Division, PHS Agency or Regional Director
concerned and to the Director, Ofice of

Speci al Programs Coordi nation.

NOTE: See Exhibit A4-00-B for message f or mat
to be used in reporting "serious accidents."

0 A fatality. (Following the telephone or
message report, a final or interim
report will be submtted within five

wor ki ng days.)

0 The receipt of medical treatnent

(excluding first aid or prophylactic
treatment) or the hospitalization of
three (3) or nore persons, including
non- Federal enployees, patients and
enpl oyees of Federal contractors in a
single accident.

0 First-aid treatnent Sexcl udi ng

prophylactic treatment) of five (5) or
nmore persons, including non-Federal

enpl oyees, patients, and enployees of
Federal contractors in a single accident.

0 Property damage anounting to $25,000 or
mor e.
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0 Al aircraft accidents that are
reportable to the National Transportation
Safety Board per Federal Aviation
Regul ati ons.

0 Radi ation exposure resulting in a
disabling injury (one which prevents the
enpl oyee from returning to work on the
next regularly scheduled workday).

0 Biological exposures where the public
may be over-exposed, or, where in the
judgnent of conmpetent authority, the
exposure is considered significant.

C. Retention of Accident Information: Al accident
reports, records, logs and other related information
shall be retained within the agency for a mninum of

five (5) years followng the end of the cal endar year
in which the accident occurred. Such information® may

be retained on paper, wthin the data base of a conputer

system on mcrofilm or nagnetic tape or a conbination
t her eof .

vi. ACCI DENT | NVESTI GATI ON

A Investigation by the Qperating Agency Level

1. Al recordable accidents shall be investigated and
the proximate causes identified.

2. In addition to assisting the supervisor as may be
appropriate, the occupational safety and health

speci al i st/ manager shall review all recordable
acci dents.

3. Wien it is concluded that an accident may result
in a claimfor or against the United States, a
clainms investigation shall be conducted in
accordance with Section 20aA, Part 4, Chapter 4-
30, HHS General Administration Mnual.

B. Investigation by the Departnment Level

1. The Ofice of Special Prograns Coordination wll,
upon request, provide technical guidance and.
assistance to the operating agencies in the !MNVES-
tigation of accidents.
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VI,

2. In the event of a serious accident, the D rector,

O fice of Special Prograns Coordination (or his
designee) is authorized to:

a. Aﬁpoi nt a board of investigation and act in
the name of the Designated Agency Safety and
Health Official (DASHO in natters pertaining
to occupational safety and health.

b. Take charge of and assune responsibility for
the conduct of the investigation follow ng
consultation with the authority |:fr(i)m whom
such jurisdiction is assumed. ol Towi'ng such
assunption of responsibility by the Director,
Ofice of Special Programs Coordination (or
his designee), those concerned shall provide

such support as is required in the effective
conduct of the investigation.

3. Certain safety matters nmay periodically arise
that, because of their inpact on either the
Department or the community, nmay require special
handl i ng. The Director, fice” of Special Prograns

Coordination will be notified by the officials
concerned in order that a decision may be made

regarding who shall conduct the investigation of
such matters.

AUTOVATI C DATA PROCESSI NG

The conmpletion of the form HHS-516 by the supervisor and/or
the occupational safety and health specialist/nmanager is the
first Step in the process of data collection, storage and
ultimately analyzing Departnental accident dataa. Some of
the information” recorded on the HHS-516 is translated into
machi ne readable codes and subsequently entered into the

data base through the use of personal comuters ( :
terninals located within the agencies. OFPIVS, F% Abenci es

and Regions are responsible for data entry into the data

bank wth such direct data entry conmencing not |ater than
January 1, 1989.

The Parklawn Commutter CCenter (PCC) provides the support for

the ADP portion of the Safety Managenent Information System
whi ch includes t{.be .Ofice of yorkers Conpensation program

ONCP) data firem the Department of Labor. The P r
T e by et o 0% 00 e PFhePr S G am

has been witten to permt easy access and data entry from a
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VITI.

PC. In addition to entering data, each agency nay
retrieve data applicable to their accident experience
from both the HHS-516 and OACP data banks. Such data
may be subjected to various analytical nanipulations to
assist in the effective devel opment of accident/illness
prevention efforts.

In summary, the ADP portion of the Safety Mnagenent
I nformati on System contains both the HHS-516 and the OACP
data banks as supported by the Parklawn Conputer Center.
Direct input of the appropriate data from the form HHS 516
and Quarterly Accident Exposure Report (QSM will be required
of the OPDIVs, PHS Agencies and Regions conmencing January
1, 1989. Direct input and retrieval wll require access to
a PC with nmodem or terminal, an account with the Parklawn
Conputer Center against which charges for conputer tine nay
be made, and assignment of a system ID. The internal
centralization or decentralization of data input and retrieval
is at the discretion of the OPDIVs, PHS Agencies 'and Regi-
ons. Establi shnent of an account with PCC and/or the
assignnent of an ID shall be initiated by a witten request
to the Director, Ofice of Special Programs Coordination,
Rm 4700 Cohen Bldg., 330 Independence Ave. S.W Washington,
D.C. 20201, Attn: Safety and Health. Upon approval by OSPC,
tcget requestor will be contacted by the Parklawn Conputer
nter.

CODI NG  OFFI CI AL

A "Each agency shall appoint an individual to conplete the
source document (HHS-516) by inserting the necessary
code nunbers and letters in the spaces provided on the
form  Applicable codes are contained in A4-00-XI.

B. It is reconmended that the coding process be |ocated
within the agency's safety and health program area.

QUARTERLY ACCI DENT EXPOSURE REPORT (QsM)

The arterly Accident Exposure Report (Exhibit A4-00-E)
provi des base data which, along with summary information
taken from accident/illness reports, allows the calculation
of accident incidence rates. The information needed is
basically the nunber of personnel and vehicles in use and
therefore "exposed" to accidents during a calendar quarter.
The QSM data for any given calender quarter is to be input
into the Parklawn Conputer Center SMS data bank by the

OPDI Vs, PHS Agencies and Regions no later than ten (10) days
following the close of each quarter.
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ACCI DENT ANALYSI S

A.

Required Reports

1.

Annual Report of Safety Management Program

Each agency shall submt an annual report relating
to therr COccupational Safety and Health Program
(OSHP) for the preceding calendar year to the
Director, Ofice of Special Programs Coordination,
in accordance with guidelines and instructions

i ssued by the Departnent of Labor.

Log of Cccupational Injuries and Il nesses

Each establishment nust maintain. a log of
occupational injuries and illnesses to provide a
quick and current view of workplace safety and
health throughout the establishment. The format
shown in A4-00-F, or one wth the same 12 data
items, is to be used for the |og. The log is to
be conpleted within six working days after

receiving information on an incident. Al
recordabl e occupational accidents, injuries and
illnesses will be logged. Maintenance of |ogs at

area or regional levels is permtted if there is
quarterly feedback of data to each establishnent
for access by managenent, enployee represen-
tatives, enployees and OSHA Logs of occupational
injuries and illnesses wll be available on a
quarterly basis in the Safety Mnagenent
Information System for the OPDIV, PHS Agency and
Regi onal levels.. Logs for the area or individual
establishment |evel are possible in many instances
through special arrangement/programmng wth the
Parklawn Conputer Center.

Annual Summary of Accidents

Each agency shall post, wthin 45 days follow ng
the close of the fiscal year and for a period of
thirty (30) consecutive days, a copy of its Annual
Summary of Accidents covering the preceding fiscal
year.  The summary shall be posted in a conspicuous
place regularly frequented by those enployees to
whom it pertains: it shall not be altered, defaced
or covered by other naterial.
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The log format (Exhibit A4-00-F) with the
right lower part conpleted may be used for
this posting requirenent. This summary will
be available in the Safety Minagenent
Information System for the OPDIV, PHS Agency
and Regional |evels.

B. Periodic Reports

The following reports will be available from the PCC
data base on a regular basis:

1. Log of GCccupational Injuries and Illnesses
(from accident reports, HHS 516)

2. Summary of Accidents For Past 12 Months
(from accident reports, HHS 516)

3. Sunmary Chargeback Billing List
(Quarterly = cunmulative - data from the COfice of

Workers Conpensation Prograns, Departnent of
Labor)

4. Detail ed Chargeback Billing List

(I'ndividual Cases and Costs Incurred Duringw
Quarter = Curulative = from the Ofice of rkers

Conpensation Prograns, Department of Labor)

5. Monthly Report of Accident/Injuries/Il|nesses
Received by the Ofice of Wrkers Conpensation
Prograns, Department of Labor

C. Anal ytical Reports

L. Count on Selected Body Part
(from accident reports « HHS-516)

2. Accident Distribution by Agency Severity, Age
(from accident reports - HHS-516)

3. Nature of Injury by Count and Percentage
(from nonthly OWCP statistics)

4, Source of Injury by Count and Percentage
(from nonthly OWCP statistics)

5. T¥ pe of Injury by Count and Percentage
rom nonthly OACP statistics)

6. Anat om cal Location by Count and Percentage
(from nonthly OWCP statistics)
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Xl SAFETY MANAGEMENT | NFORMATI ON
SYSTEM

ACCI DENT REPORTI NG CCDES

CGENERAL | NSTRUCTI ONS

The supervisor of an operation or activity will nornmally initiate
a Form HHS-516 (Report of Accident) imrediately followng an
accident or incident resulting in injury, property damage or a
conbi nation of both when an enployee for whom she/he is
responsible is involved. \Wen, due to internal circunstances,
the normal procedure as stated-is inadequate for any situation,
the Head ofthe OPDIV, PHS Agency or Regional Director concerned
shal | pronul gate such procedures as are necessary to ensure

conpl Ii ance with the requirements of Part 4, Safety Management
Manual .

Computerization of the reporting system requires the use of codes
in the form of nunbers and/or lefters as shown on the succeeding
pages. Codes and/or letters not reflected in this appendix shall
not be used. However, there is room for the addition of codes
identifying specific itenms of information in sone fields (such as
field 41, "Source InLury Or Dammge"). This unused program
space nmay be used for the ‘addition of data subsets specific t0 a
reporting activity's needs. Reporting activities are encouraged
to identify the need for additional data itens in such fields
that will help neet recurring or unique program information
requirenents. If such a need is determined by the reporting
activity to be ubiquitous or pervasive enough to justify the
expense of the additional progranmming required, @ request for
such addition(s) should be forwarded to the pirector, Ofice of
Special Prograns Coordination, Wwho wll nake arrangenents for
such additions with the PCC

Insofar as possible the form HHs-516 has been designed to be
self-coding, i.e., when the formis initially filled out certain
spaces W ll be automatically coded. In addition to those fields
which are "self-coding", the form also contains fields where the
initiator may select from several choices and enter the.
anropriate code into the space provided. Coding officials are
alerted to the need for checking such spaces to ensure +they have
been properly conpleted. Persons initiating the form will not
wite in the shaded portions since these areas wll be conpleted
by the coding official.
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Coded forms reflecting a recordable accident/injury/illness
shall, as a normal rule, be submtted through those channels

delineated by the Head
followng the date of

Safety and Health Manager.

Center data banks shall
the date of

ACCI DENT

of the OPDIV within six (6)

wor ki ng days
t he accident

~ to the agency's Cccupational
Data input to the Parklawn Conputer

be acconplished wthin 30 days follow ng

the accident/illness.

| DENTI FI CATI ON_ SECTI ON

Organi zation

Each OPDIV, PHS Agency,
Secretary has been‘assigned a block of
the purpose of
whi ch an accident/inci dent

for

REPORT DATA

t he
nunbers (codes)
identifying the organization in
occurred and they nay select

Region and the Ofice of

from within this block of numbers to identify ngjor
organi zational el enents.
Exanpl e:

The bl ock of nunbers from 4000 to 4499

is assigned to the Food and Drug

Adm ni stration.
Bur eau of

wi thin

The assigned

4303 may identify the
Foods, @ major organization

FDA.

i dentifying codes are as follows:

Code Organi zation

0001 « 0099 Ofice of the Secretary

0200 - 0399 Regi on (ne

0400 - 0599 Regi on Two

0600 - 0799 Regi on Three

0800 = 0999 Regi on Four

1000 - 1199 Region Five

1200 - 1399 Regi on Six

1400 = 1599 Regi on Seven

1600 = 1799 Regi on Ei ght

1800 = 1999 Region N ne

2000 « 2199 Regi on Ten

2200 = 2299 Reserved

2300 = 2499 O fice of Human Devel opnent Ser.
2500 = 2599 Headquarters, Public Health Ser.
2600 = 3499 Reserved

3500 - 3990 | HS

4000 « 4499 FDA
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4500 « 4999 Center for Disease Control

5000 = 5499 Reserved

5500 = 5999 Heal th Resources and Services
Adm ni stration

6000 - 6499 National Institutes of Health

6500 = 6999 Al cohol, Drug Abuse, & Mental
Health Adm nistration

7000 - 7499 Fam | ?/ Support Adm nistration

7500 - 8999 Social Security Admnistration

9000 = 9025 . Heal th-Care Financing Admn,

9026 - 9999 Reserved.

2. Case Nunber

Each organizational element assigned an organization
code in accordance with Item 1 wll nunber their
accident reports serially from 0001 through 9999 during
each calendar vyear; specifically, the first report
reflecting a recordable accident occurring on

January 1, will be assigned a case nunber of 0001. The
HHS-516 is designed to permt a two-digit prefix
sig_nifyi ng the calendar year of the occurrence in
addition to the four digit case number.

3. Sequence Nunber

A report sequence nunber wll be assigned to all

Suppl emental Reports, beginning with 02, associated
with an initial report. NOTE. Care nust be used to
ensure that supplenental report(s) have the sane case
nunber as the initial report. [T no supplemental
reports are submitted with the initial report, this
field is to be left blank. If a Corrected Report is
used to correct errors in a supplenental or initial'
report previously submtted it must carry the sane case
nunber as the initial report and the same sequence
nunber of a supplemental report being corrected.

4. Type of Report

. Initial Report: The first report subnitted
as the result of an accident, injury or
i Il ness.

B. Suppl enental Report: Submtted to conplete
an initial report or provide information
regarding additional individuals and/or
equi pment involved in the initial incident.
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NOTE: Be sure that the supplenental report carries the
same case nunber as the initial report.

C. Corrected Report: Used to correct errors in
any report previously subnitted. NOTE: Be
sure that the corrected report carries the
same case nunber as the initial report.

5. Type of Accident

Enter the appropriate code broadly characterizing the
acci dent:

P.  Property Only (Exanple - motor vehicle accidents without
injury or other fornms of property danmage)

. Injury or Illness Only - Self-explanatory
B. Both Property Damage and Personal Injury/illness

PERSONNEL | NVOLVED DATA

6. Name of Person Involved in Accident
Enter the full name of the person involved in the
accident, even if no injury is reported. Pl ease print
or type. Leave blank only when there is absolutely no
person invol ved. If nore than one person isinvolved
use Supplenental Reports to identify additional
i ndividuals.

1. Social Security Nunber

Enter the full Social Security Nunber for the person
i nvol ved. If person is not an enployee or patient of
the reporting activity, this field my be left blank.

8. Age
Enter the age of the person involved. If less than 10
years of age, use preceeding zero (02,05, etc.). |If
ol der than 99, enter 99. If no person is involved
| eave bl ank.
9. Sex

Sel f - expl anat ory
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10. Pay Pl an

Enter the appropriate code to describe the pay plan of
the Federal enployee. If not a Federal enployee, or no
person is involved, |eave blank. The recognized pay

pl an codes are as follows:

2EC-Experts/Consultant WG-Wage G ade
ES- Executive Schedul e W.- Wage Leader

GM-Merit Pay WP-\\age Printer
GS- General Schedul e WE-Wge  Super vi sor
GW Schedul e A Student WI- Apprentice

ST-Scientific/Techni cal YW Student Aid
WB- Wage Boarh
CO- Commi ssioned O ficer of the PHS

11. Grade

Enter the step within the enployee's grade. Leave
bl ank if non-Federal person or a stepless plan.

12 Step (If applicable)

13. Series
Enter the series classification for the enployee's
occupation, i.e., Food and Drug Inspection Technician
series is 1862.

14. Qccupation

Wite in a one or two word description of the

enpl oyee' s occupation, i.e., Research Chem st, Plunber,
Nurse, derk-typist, Biologist, etc. This is entered
into the data bank in the clear and nmay be used as a

basis for information retrieval by contacting PCC

15. Years of Service in Present Position

Enter the nunber of years of service the enployee has
If less than six nonths, use 00.

16. Personnel Status

Enter the code to indicate the status of the person

i nvol ved. If no person involved, |eave blank.
A.  Reporting Activity Gvilian Enployee

B. Visiting Scientist

C. Contractor Personnel

D.  Hospitalized Patients

E. Qutpatients

F.  Conmi ssioned Cargs,. PHS
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Q her Federal enpl oyees

State/l ocal governnent enployees
Students, interns, volunteers
Public or not listed above

NTIE

17. Duty Status

Use the codes below to indicate the duty status of the
person involved in the accident. Leave blank if no
person invol ved.

A On duty in or on Reporting Activity facility
B. On duty away from Reporting Activity facility
C. TDY at Reporting Activity

D. TDY away from Reporting Activity

E. In process of 'Change of Duty Station

F. Of Duty

P. Patient

R Visitor

L

Not Applicable
18.  Hours on Duty (at time of accident)

Enter to the nearest whole hour, the nunber of hours
the enployee involved in the accident had been on
continuous duty prior to the accident.

NOTE: Travel time, TDY, prior to an accident is not
to be included. [nclude normal time used for coffee
breaks, neals, etc. When time is less than 10 hours
use preceding zero, i.e., 04, 07, etc.

For personnel other than civilian or Conm ssioned
Corps enployees, |eave blank.

19. Enpl oyee's Work Phone Nunber

Sel f-expl anat ory. This information is not entered into
the data base.

20. Supervi sor's Nane

Sel f - expl anat ory. Please Print.

21. Super vi sor Locati on/ Phone

Self explanatory. |f appropriate, identify building
and room nunber. This information is not entered into
the data base.
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ACCI DENT/ I NJURY/ | LLNESS  DATA

22. Date of OQccurrence

Enter actual date the accident occurred. If reporting
occupational illness, enter the date it was first
report ed. For single digit nunbers use preceeding o,
e.g. January 01 , note order of entry: nonth, day,
year.

23. Time of GQccurrence

Enter the time when the accident occurred using as a
twenty-four hour clock. Between one (1) mnute after
mdnight to 1:00 pm enter actual time eg. 1:15 am _enter
0115; 10:30 am enter 1015; 12:30 pm enter 1230. Al
1:00 pm to mdnight add 12 to the hour eg. 1:00 pm
enter 1300; 8:30 pm enter 2030. If the time of
occurrence cannot be determned or estimated enter
Q001.

24. State or Territory

Enter the State, Territory, Or Possession of the United
States or other place in the world where the accident
occurred using the followi ng codes.

01 Al abama 31 New Yor k
02 Arizona 32 North Carolina
03 Arkansas 33 North Dakota

04 California 34 Ohio

05 Col orado 35 Gkl ahona

06 Connecticut 36 Oregon .

07 Del aware 37 Pennsyl vani a

08 District of Colunbia 38 Rhode Island

09 Florida 39 South Carolina
10 Georgia 40 South Dakota

11 Idaho 41 Tennessee

12 1llinois 42 Texas

13 Indi ana 43 U ah

14 lowa 44  Ver nont

15 Kansas 45 Virginia

16  Kentucky 46 Washington

17 Loui si ana 47 West Virginia
18  Maine 48 Wsconsin

19 Maryl and 49 Wom ng

20 Massachusetts 50 Al aska _

21 Mchigan 51 Guam Marinas 1
22 Mnnesota 52 Hawal i

23 M ssissippi 53 Panama Canal Zone
24  Mssouri 54 Philippine Islands
25 Montana 55 Puerto Rico

26  Nebraska 56 Virgin Islands
27 Nevada 57

28 New Hanpshire 58 _

29 New Jersey 59 Qutside USA

AN New Mavi ~n AN IInknown
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25.

26.

27.

Accident | ocation

Briefly describe where the accident occurred, giving
building and room nunbers if appropriate.

Description of Accident

This portion of the formis used for a narrative
description of the accident. Be as conplete as possible
and necessary to describe-the events' leading up to the

i ncident, enployee actions, or the actions of others
which may have contributed to the event. Use the
reverse side of the form if additional space is

required.

Nature of Injury or |Illness

Report the nature of the occupational injury, disease
or illness using the follow ng codes. Use general
heading code if not elsewhere classified.

CODE NATURE OF | NJURY/ILLNESS

AX  External injury with loss of use of part of
t he body

AA  Loss of sight to any extent

AB  Anputation, traumatic or surgical

AC  Avulsion (Loss of non-bone)

AD  Crush

AE  Loss of novement of body part

AF Burn-From any source

BX  External injury without loss of use of part of body
BA  Abrasion

BB Burn = From any source

BC  Contusion (bruise)

BD Crush

BE Cut (laceration)

BF Foreign body enbedded

BG  Puncture

CX Internal injury with body parts intact and in place
CA  Anoxia due to lack of oxygen

CB Drowning, immersion or submersion

cc El ectrical shock

CD | ngestion of foreign object

CE  Aspirated foreign mterial
CF Shock, other than electrical
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DX Internal parts of body danmage or displaced
DA Concussi on

DB Di sl ocation

DC Fracture

DD Hernia

EX Mscellaneous injuries
EA  Animal bite

EB I nsect bite or sting _ _ _
EC Report of biological, radiological or chemical exposure
with no injury or illness present.

EZ No injury involved

FX  Cccupational skin disease

FA Contact dermatitis

FB Eczem

FC Rash, from irritants, sensitizers, etc.
FD Gl acne

FE Chem cal i nfl ammati on

GX  Dust disease of the lungs

GA Silicosis

GB Asbest osi s

GC Coal worker's Pneunpconioses

HX Respiratory conditions from biological or toxic agents
HA  Pneunonitis (bacteria or wviral)

HB Pharyngitis

HC Rhinitis, congestion from chemcals, dusts

HD  Tubercul osis

| X  Systemic effect of toxic agent
A Meal

B Gase

1¢.  Chem cal

| D Car ci nogen, teratogen, mnutagen
| E  Biological

| F Radi ol ogi cal

JX

Di sorders from physical agents (other than toxic O
bi ol ogi cal agent 33/

JA Heat stroke, sunstroke, heat exhaustion

JB O her effects of environmental heat
JC Freezing, frosthite

KA Disorders from repeated trauna

KA  Noise induced hearing loss, incl. deafness
KB Synovitis

KC  Tenosynovitis
KD Bursitis

KE Carpal tunnel syndrom

LX  Cccupationally acquired infectious disease
LA Bact eri al
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LB Viral

LC Fungal

LD R ckettsi al
LE Chl anydi a

MX Al other occupational illnesses
MA  Food poisoning

MB  Malignant tunors

MC  Non-malignant tunors

MD Allergic reaction

ME One-tine antigen exposure

28. Part of Body

Page 19

Enter the code for the part of the body of the person

involved in the accident which was nost affected or
injured as a resultf of the accjdent. Wen nore t

han

one part is affected, report the part nost seriously

affected or the part which would be considered the nost
di sabling. Use general headings when part of body is
not elsewhere classified.

CODE PART OF BODY

00 Head parts « NEC

01 Brain

02 Scal

03 Skul

04 Nose _ _

05 Mouth, |ips, tongue, teeth, face skin

06 Neck, throat

07 Ear

08 Eye

10 Upper Trunk (torso, between neck and abdonen)
i Shoul der, shoul der bl ade, collarbone

12 Ri b, breast bone

14 Upper side, external

15 Upper back, external

16 Upper spine (Thoracic vertebrae |-12)

17 Upper internal organs, thoracic viscera, etc.
20 Lower trunk (abdomen and pelvis)

21 Front, external

22 Side, external (below rib cage)
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23 Hip, pelvic
24 Lower back, external _
25 Lower spine (below thoracic vertebra 12)
26 Lower internal organs, ‘abdominal viscera
30 Upper Extremty
31 Upper arm
32 Wi st
33 Lower arm
34 Wi st
35 Hand
36 Thunb
37 Fi nger
40 Lower Extremty
41 Upper | eg
42 Knee
43 Lower Leg
44 Ankl e
45 Foot
46 Geat toe
47 Toe, O her
50 Entire body (burns, rash, etc.)
51 25 percent of body affected
52 50 percent of body affected
53 Al of body affected

29. Severity of injury/illness

Enter the code characterizing the severity of

injury/illness.

1. No treatnment required. Use when enployee
does not require any treatment, first-aid or
other. Do not use when enployee is referred
to other health care providers by the
reporting activity or when enployee is first
reporting an injury after being treated by

outside health care providers.

Page 20
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30.

2. First Ald Only. One tine treatment and
subsequent observation of mnor scratches,
cuts, burns, etc., which do not ordinarily
require nedical care even though provided by
a physician or registered professional staff.

3. Medical Treatment Only. Includes treatnent
adm nistered by a physician or registered
prof essional under the standing orders of a
physi ci an. Include Ioss of consciousness in
this category. Also-include any first-aid if
subsequent visits require treatnent.

4. Cccupational I[llness - Any diagnosed
occupational i1llness wll be reported whether
or not nmedical treatnent is given.

5, Disabling (Tenporary) Any injury or illness
whi ch prevents the enployee from returning to
work on the next regularly schedul ed workday
or shift. If the enployee can return on the
next regularly scheduled workday or shift,

the severity is classified under 1 through 4
above.

6. Disabling (Pernmanent Partial) An injury or
illness which results in any permanent |o0ss
or inpairment of functions of the body or
part thereof regardless of whether the person
"loses time from work.

7. Disabling (Permanent Total) An injury or
illness which results in the total 1loss of
ability of the person to perform any work.

8. Fatality An injury or illness which results
In the death of the person.

Culmnation of Injury

Enter the code describing the enploynment status of the

Reporting Activity enployee as a result of the
injury/illness.

1. No Restriction - Enployees are not permanently
restricted in performng their job as a
result of the accident. This includes

tenporary restriction.
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31.

32.

33.

2. Restricted = Enployees can remain on the job,
but are limted in capability to perform
their job as before the accident. Note: Do
not use to characterize tenporary restriction.

3. Tenporary Transfer -~ Transfer of enployees
from their fornmer job (where injured) to
another job, with the intent of returning
them to their former job after nedical
cl earance. Transfer 1s not permanent.

4. Permanent Transfer « Transfer of enployees
from their former job (where injured) to
another job because of their inability to
perform the former tasks.

. Term nated - The enployee no longer works for
the Federal Governnent. Includes fatalities.

Days at Work (But restricted in activity)

Enter the number of full or partial workdays
(consecutive or not) on which, because of the
injury/illness the Reporting Activity enployee was (a)
assigned to another job on a tenporary basis, (b)
worked at a permanent job less than fulltine, or (c)
worked at a permanently assigned job but could not
perform all duties normally connected with it. Count
partial days as full days.-

For injuries/illnesses to persons other than reporting
activity enployees, |eave blank.

Days Away from Work

Enter the nunber of workdays (consecutive or not)

enpl oyee did not work as a result of the accident. The
nunber o lost workdays should not_ include the day of
the injury or onset of illness or any days on which the

enpl oyee would not have worked under normal conditions.

Wather at Tinme of Accident

Briefly describe the weather %sunny, raining, etc.).

Even though the accident may have occurred indoors, a
description of the weather may have a bearing on the
acci dent causation.
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34.

35.

36.

37.

38.

Code Weat her Code Wat her

A Blizzard J Rai n- NEC

B Dust Storm K Snow NEC

C El ectrical Storm NEC L Tur bul ence

D Extreme H gh Tenp. M Typhoon Tor nado

E Extrene Low Tenp. N W ndst or m NEC

F Extreme Humidity 0 Adverse weat her- NEC
G FI ood- NEC P Good weat her-NEC

H Fog Z Weat her not a factor
I

lce or Sleet

Job Rel ationship

D. Direct - any activity directly related to the
“enployee perfornming the duties of the
posi tion. For’ exanple: A craftsman injured
while repairing equipment or a secretary
while filing or typing.

Indirect =~ Any activity at the time of the
accident which was not directly related to
the actual performance of position

requirements. For exanple: On the way to or
from lunch, to or from the parking |ot.
Third Party

I ndi cate whether the accident was caused by a third
party (non-Federal).

Recor dabl e

I ndicate whether the accident was a recordable accident
as defined in Appendix A4-00.V.B.

Date of This Report

Indicate the nmonth, day and year this report was
initiated.

Conpl eted By

If the report has been initiated or conpleted by other
than the supervisor, that individual's name is to be

printed in this space.
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39. Cause of Injury/lllness

100 - Struck

Codes 100 through 230 apply to cases in
which the injury or danage was OProduced by i npact
between the person or object and the source.

110 - Struck by

111 Struck by falling object

112 Struck by flyi n% obj ect
Use codes 110 through 112 when the nmotion producing
the contact was primarily that of the source rather
than that of the person or object injured or danaged.

120 - Struck agai nst
Use 120 when the notion producing the contact was
primarily that of the injured or dammged property
rather than that of the source.

200 « Fell, Slipped, Tripped

210 Fell on sane |evel
211 Fell on different | evel

Use appropriate code to describe events characterized
by loss of balance and when the force of inpact was
generated by gravity. Code 211 includes "junmping from

el evation."”
230 Slipped, tripped (no fall)
300 Caught

310 Caught on
320 Caught in
330 Caught bet ween

These codes apply to non-inpact cases in which the
the injury or damage was produced by squeezing,

pi nching, or crushing between a noving object

and a stationary object, bet ween novi ng objects
or between parts of an object.

400 Punctured, |acerated
410 Punctured by
420 Cut by

430 Stung bg
440 Bitten by
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500 Cont act ed

501 Contacted with (injured person or object
movi ng)

520 Contacted by (source was nmoving)

The 500 series applies to non-inpact cases
when the contact resulted from normal or
expected novenent and the injury or danage

did not result from inpact, e.g., touching a
hot object, contact wth electrical current

when the injury or danmage result fr t
current alone, drowning, etc. &’des e :ﬂ?ply

to cases of injury or damage resulting from

contact with or by chemcals or biological
agents.

600 Exerted

610 Lifted, strained by (single action)

620 Stressed by (repeated action)
630 Bodily reaction

Code 620 includes cases caused by non-inpact
pressure, Vibration or friction.

Code 630 generally applies to the occurrence
to. strains, sprains, ruptures, or other
internal injuries resulting from the
assunption of an wunnatural position or from
i nvoluntary notions induced by sudden  noise,
fright, or efforts to recover” from slips or
| oss of bal ance. I ncl udes cases involvi ng
nervous shock and cases of muscular or
internal injury resulting from the execution
of personal novenents such as walking,
clinmbing, running, reaching, turning, bending,
etc., en such novenent in itself was the
source of injury.

700 Exposed

710 Inhaled
720 | ngested
730 Absor bed
740 O her

Page 25
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40.

The 700 series applies to cases such as
expcsure to contagious diseases or biological
agents, toxic or caustic chemcals, allergic
reaction, exposure to forms-of radiation,
etc. Use 700 for general exposures when
there was no clear event.

800 Travelling in or on

Note: This code is different from the other type codes
in that its function is not to identify factors
contributing to the injury or damage, but rather to
collect data of the type of vehicle involved in the
event. Do not use when the injury or damage did not
result from an accident to the vehicle or

from the notion of the vehicle.

900 Not applricable

950 Insufficient Data
999 NEC

(Not el sewhere classified)

ACCI DENT ANALYSI S DATA

Activity at Tinme of Accident

Select and enter the code which nost closely describes
the enployee's activity at the time of the accident.
Unless local requirenents call for specific coding,
you may use the code at the head of each nmgjor section.
There may be occasions when nore detailed coding wll
be required.

CODE ACTIVITY

A X ADM NI STRATI VE  OPERATI ONS

AA Ofice (wthin Building)

AB Non-of fice (wthin Building)

AC Entering Bldg. (Incl. sidewal ks, steps)
AD Leaving Bldg. (Incl. sidewalks, steps)
AE Training Operations

AF Par ki ng Lot

AG VMl ki ng between Buil di ngs
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BX CONSTRUCTI ON/ MAI NTENANCE
BA Carpentry, including maintenance
BB Concrete work
BC Construction inspection
BD Electrical work, including maintenance
BE Excavation, hand
BF Excavation, mechani cal
BG Htg.,, vent., air cond., incl. naint.
BH Masonry
B Painting, all types
BJ Pl umbi ng/ steam fitting, 4incl. naint.
BK Road construction, including maint.
BL Roofing, including maintenance
BM Sheet netal, including maintenance
BN “# Steel work
cX DI SPOSAL  OPERATI ONS
CA Bi ol ogi cal naterial
CB Cheni cal s
cc Demol i tion
CD Expl osi ve
CE Inert Material
CF Radi ol ogi cal
DX HOSPI TAL/ I NSTI TUTI ON  OPERATI ONS
DA Di spensing nedi cations
DB Medi cal, surgical
DC Nursing, therapy
DD Nursing, direct  patient
assi stance
DE Patient care = NEC
DF Patient, any activity
EX | NSPECTI ON  OPERATI ONS
EA Aircraft
EB Factory or industrial
EC Food processing
ED Goods, materials
EE Laboratory
EF M ni ng
EG Mot or vehicles, etc.

EH Shi ps, shipping
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EX MATERI ALS HANDLI NG OPERATI ONS

FA Manual lifting, carrying

FB Qperating equipnent, fork
lifts, etc.

EC Qper ati ng, working wth
conveyers

FD Pushing, pulling carts,
obj ect s, etc.

FE Racking, shelving materials,.
st ock

FZ Materials handling

oper ati ons- NEC

GX RECREATI ONAL, SPORTS ACTIVITI ES

GA Physi cal conditioning other
than sports

GB Sports, individual type,
SuperV|sed

GC Sports, individual type,
UnsuperV|sed _

GD Sports, team type, Supervised

GE Sports, team type, Unsupervised

HX REPAI R OPERATI ONS

HA Ceneral equi pnment repair

HB Resear ch/ hospi t al equi pnent
repair

HC Vehicle repair, all types

| X LABORATORY  OPERATI ONS

| A Ani mal  handling

| B Bi ol ogi cal

IC Chem ca

ID Engi neeri ng

| E Physi cal

| F Bi ocheni ca

JX SERVI CE  OPERATI ONS

JA Escort, guides, etc.

JB F|ref|ght|ng, emer gency

response
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JC Food preparation, serving,
cl ean-up _
JD G ounds, gardening
J E | nsect, pest control,
fum gation
JF Janitorial, refuse collection
JG Laundry _
JH Police, security
KX VEHI CLE/ TRANSPORT,  OPERATI ONS
KA Motor vehicle, driver
KB Mot or vehicle, passenger
KC Watercraft, operator
KD Wat ercraft, assenger
KE Snownobi l e, driver, passenger
KF Aircraft, pilot, passenger
KG All terrain vehicle, driver,
passenger
KH Animal s, rider
p.; ACTI VI TI ES/ OPERATI ONS, M SC.
XA Unl awful acts, fighting, etc.
XB Eating, drinking, etc.
XC Runni ng, junping
XD Wl ki ng
XE Wrking, playing with children
XF Picnic
41. Source of Injury/Damage
The source of injury or damage is the principal object,
substance, or premise such as tool, machine, vehicle
material or structure involved in the accident
/incident.The termis to be used either to designate
the object, substance, etc. nost directly causing the
accident or incident or the object inflicting

injury/illness

property damage.

The codes for source of injury/damage are the beginning
point for analysis of accidents. The inportance of
correct and consistent coding cannot be over enphasized.
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Use the major headi ng code when a nore specific sub-
code fails to adequately identify the source

CODE SOURCE

0100 BUI LDI NG or WORKI NG AREA

0110 Val ki ng/working surface (interior)
(Floor, platform etc.)

0111 Val ki ng/working surface (exterior)
(Sidewalks, street, parking lot, etc.)

0120 Stairs, steps (interior)

0121 Stairs, steps (exterior)

0130 Ladder o _ _

0140" Furniture, furnishings, office equip.

0150 Boi l er, pressure equipment

0160 Equi prent | ayout (ergonom c)

0170 Wndow, doors

0180 Electricity

0190 Escal at or

0200 ENVI RONVENTAL ~ CONDI TI ON

0210 Tenperature extrene (indoor)

0220 Weat her (ice, rain, heat, etc.)

0230 Fire, flame, snoke (not tobacco)

0231 Hot material (object, liquid, etc.)

0232 Cold material (object, liquid, etc.)

0240 Noi se

0250 Radi ation (1 onizing)

0251 Radi ati on (Non-ioni zing)

0260 Li ght

0270 Ventilation

0271 Tobacco snoke

0280 Stress (Enotional)

0290 Confined space

0291 Oxygen deficient atnosphere

0292 Contam nated atnosphere

0293 Excavation (manhole, trench, etc.)

0300 EQUI PMENT/ MACHI NES/ TOOLS

0310 Hand tool, powered (saw, grinder, etc.)

0311 Hand tool, powered =« nedical

0312 Hand tool, powered « |aboratory

0320 Hand tool, non-powered _

0321 Hand too-1, non-powered - nmnedical

0322 Hand tool, non-powered = laboratory
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0330 Mechani cal power transm ssion apparatus

0331 Machi nes, fixed (saws, drillpress,
etc.

0332 AppIRances, not portable (refrigerators,
etc.)

0340 CGuard, shield (fixed noveable, deadman)

0350 Video display terminal

0360 Pump, conpressor, alr pressure too

0370 Heating equiprment (fixed)

0371 Heating equi pment (portable

0380 Vel ding equi pnent (electric

0381 Vel di ng equi pnent (gas)

0400 VEH CLE

0410' " Privately-owned (includes rental)

0411 As driver

0412 As passenger

0420 CGover nnent - owned

0421 As driver

0422 As passenger o

0430 Common Carrier (airline, bus, etc.)

0440 Aircraft (not comercial)

0450 Boat, ship, barge

0451 QG her, (Bicycle, motorcycle, etc.)

0452 As driver

0453 As passenger

0500 MATERI AL HANDLI NG EQUI PVENT

0510 Eart hmover (tractor, backhoe, etc.)

0520 Conveyor (for naterial and/or equipnent)

0530 El evator, escalator, personnel hoi st

0540 Hoist, sling chain, jack

0550 ' Forklift, crane

0560 Handtruck, dolly, wheel barrow

0570 Housekeeping cart

0600 DUST, VAPOR, GASSES, ETC

0610 Dust (silica, coal, etc.)

0620 Fi bers

0621 Asbest os

0622 Fi ber gl ass

0630 Gases (unconfined)

0631 Carbon Monoxi de

0632 Gases (Conpressed or |iquified)

0633 Gases, corrosive
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0634 Gases, toxic

0635 Gases, flanmable

0640 M st, steam vapor, fune
0650 Particles, wunidentified
0700 CHEM CAL, PLASTIC, ETC
0710 Dry chem cal

0711 Corrosive

0712 Toxi ¢

0713 Expl osi ve

0714 FI ammabl e

0720 Liguid chem cal

0721 Corrosive

0722 Toxi ¢

0723 Expl osi ve

0724 FI ammabl e

0730 Pl astic

0740 V\at er

0750 Medi ci ne

0760 | nconpl ete mxture

0770 Experinental Drugs, carcinogens
0800 | NANI MATE  OBJECT

0810 Box, barrel, etc.

0820 Paper

0830 Metal item mneral

0831 Needl e (Hypoderm c)

0840 . d ass

0850 Scrap, trash

0860 Wood

0870 Food

0880 Cothing, apparel, shoes
0900 ANl MATE OBJECT

0910 Ani mal, smal

0911 Animal, large

0912 Dog

0913 Rodent

0914 Non- human primate

0915 Large donestic (Horse, cow, etc.)
0920 Pl ant

0930 | nsect
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42.

0940 Human (Vi ol ence)

0945 Human,  (Non-vi ol ent)

0950 Human (Conmuni cabl e di sease)

0960 Bacteria, virus, fungi (Not hunan
contact/opportunistic mcro organism

0970 Bl ood or other body fluid

0980 |l oni zing Radiation (form 250)

1000 ' PERSONAL  PROTECTI VE
EQUI PMENT

1010 Protective clothing, shoes, glasses,
goggles

1020 Respirator, nmask

1021 D ving equi pnment

1030 Safety belt, harness

1040 . Parachute

9000 SOURCE, NEC

9999 | NSUFFI CI ENT  DATA

Unsafe Conditions

Identify the hazardous or wunsafe condition which caused
or permtted the accident/event to occur. The selection
should be related to the previously identified SOURCE

and does not involve a determnation of the feasibility
of correcting or elimnating the condition identified.

Identify any unsafe condition which existed even though
an unsafe act also contributed to the accident. Do not

identify an unsafe condition as a physical defect or
weakness of a person.

CODE UNSAFE CONDI TI ON

AX DEFECTS OF ACCI DENT SOURCE

(i.e., undesired and unintended _
characteristics, generally the opposite of
the desirable and proper characteristic, such
as being dull when it should be sharp. Do
not classify an intended and necessary
characteristic of a source as a defect.

For example: A knife is expected to be sharp
and is not defective because it has this
characteristic.)
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AA
AB
AC

AE
AF
AG

BX

CbFFosed of wunsuitable materials
Du

| nproperly conpounded or constructed
Rough

Sharp

Sli ppery

Worn, cracked, frayed, broken etc.

DRESS OR APPAREL HAZARDS

BA

BB
CA

|dentify this condition if it, in fact,
contributed to the occurrence of the accident
even though the condition was created by the
injured enployee's own choice or unsafe act.

Lack of necessary personal protective equip.

Note : Use this classification only when the personal
protective equipnent constitutes an essential

element in the safe performance of the
activity.

| nproper or inadequate clothing.

ENVI RONVENTAL ~ HAZARDS, NEC

CA
CB
o

CD

CE

CF
CG

These are general hazards of the workplace
whi ch commonly affect everyone in the area
regardl ess of their assignment. They should
be used only when none of the other nore
specific unsafe conditions apply.

Excessive noise _
| nadequate aisle space, exits, etc.

| nadequate clearance (for noving objects or
Per sons

| nadequate traffic control (on enployers'
prem ses only. e.g., mintenance of  traffic
lanes, elimnation of blind corners, control
of speeding, traffic direction etc.

| nadequate ventilation (general = not due to
defective equipnent)

Insufficient workspace

| mproper illumnation (insufficient light for
the operation, glare, etc.)
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DX

UNSAFE METHODS OR PROCEDURES

DA

DB
DC

DD

EX

Caution should be observed in the application
of this classification, particularly to avoid
its becoming a "catch-all" for cases which
cannot be assigned to other specific
classifications because of inadequate

i nformati on. It is not intended that an
activity should be classified as an unsafe
procedure sinply because an injury or injuries
occurred in the course of that-activity. An
unsafe nethod or procedure in this context is
usually a deviation from the normal and
generally accepted safe

procedures commonly applied in the work

envi ronment . In some respects, this
classification parallels the unsafe act
classification. The di stingui shing

characteristics is that the procedures here
were planned, directed, or condoned by
supervi si on.

Use of inherently hazardous (not defective)
material or equipnent

Use of inherently hazardous nmnethods or procedures
Use of inadequate (not defective) or inproper
tools or equipment

| nadequate help for heavy lifting, etc.

| mproper assignment of personnel (i.e.,

disr;egard of physical limtations, skill,

etc.

PLACEMENT HAZARDS (Materials, equipnent, not Parsons)

EA
EC

I mproperly piled (refers to nethod of piling)

| nmproperly placed (refers to position occupied)
| nadequately secured against undesired notion
(not wunstable piling)

| NADEQUATELY GUARDED

Unguarded (nechanical or physical hazards = not

el ectrical or radiation hazards)

i nadequately guarded (as above)

Lack of or inadequate shoring in mning, excavating,
construction, etc.

Ungrounded (electrical)

Uninsulated (electrical)

Uncovered connections, switches, etc.. (elec. )
Unshielded (radiation « 1ONizing or non-ionizi ng)
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FH | nadequat el y shi el ded ﬁradi ation) .
FI Unl abel ed or inadequately |abeled materials

GX HAZARDS OF OUTSIDE WORK ENVI RONMENTS - (Not public
hazards) Encountered while working in or on
prem ses not controlled by the enployer

GA Defective premses of others

GB Defective materials or equipnment of others

GC  Oher hazards associated with the property or
operations of others

GD Nat ural hazards (i.e., hazards of irregular
and unstable terrain; exposure to the
elements, wld animals, etc. encountered in
open country operations but not in cleared or
regularly designated work areas)

HX PUBLI C HAZARDS (encountered in public places
away from enployer's prem ses)

HA Public transportation hazards (while a
passenger on a public carrier)

HB Traffic hazards (on public streets, roads, etc.)

| X HAZARDOUS CONDI TI ONS, NEC

JX UNDETERM NED - Insufficient information
KX NO UNSAFE CONDI TI ON

Unsafe Act

Select the code which nost closely describes the action
an enployee took or failed to take which directly
contributed to the accident. When nore than one unsafe
act is apparent, report the act which was the prinary
contributor to the accident.

AX CLEARING O LING ADJUSTING OR REPAIRING OF
MOVING ELECTRICALLY ENERG ZED, OR PRESSURED EQUI P.

(Do not include actions directed by supervision)

AA  Caul king, packing, etc., of equipnent under pressure
AB Cleaning, oiling, adjusting, etc., of nmoving equipnment

AC  Welding, repairing, etc., of tanks, container
or equipment without supervisory clearance
with respect to the presence of dangerous
vapors, chemcals, etc.



Safety Management Manual
Appendi x  A4-00

Transm ttal

88.01 (9/23/88)

AD  Working on electrically charged equipment
(motors, generators, lines, etc.)

BX FAILURE TO USE AVAI LABLE PERSONAL PROTECTI VE
nggl PVENT (goggles, gloves, masks, aprons,
I felines, shoes, etc.)

CcX FAILURE TO WEAR SAFE PERSONAL ATTI RE
(Wearing high heels, loose hair, long sleeves,
| oose clothing, etc.)

DX FAILURE TO SECURE OR WARN

DA Failure to lock, block, or secure vehicles,
sw tches, valves, other tools, mterials, and
equi pment agai nst unexpected nmotion, flow of
electric current, steam etc. _

DB Failure to shut off equipment not in use

DC Failure to place warning signs, signals, tags

DD Rel easing or noving loads, etc., wthout
giving adequate warning

DE Starting or stopping vehicles or equipnent
W t hout giving adequate warning

EX HORSEPLAY distracting, teasing, abusing, etc.

FX | MMROPER USE OF EQUI PMENT

FA  Use of naterial or equipment in a nmanner for
which it was not intended

FB  Overloading (vehicles, scaffolds, etc)

GX | MMROPER USE OF HANDS OR BODY PARTS

GA  Gipping objects insecurely

GB  Taking wong hold of obLects

GC Using hands instead of hand tools
(to feed, clean, adjust, repair, etc.)

HX | NATTENTION TO FOOTI NG OR SURROUNDI NGS

| X MAKING SAFETY DEVI CES | NOPERATI VE

A Blocking, plugging, tying, etc., of
safety devices _

| B Di sconnecting or renoving safety

devi ces

Page 37
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M sadjusting safety devices

ID Replacing safety devices with those of
| mproper capacity (e.g., higher anp electric
fuses, low capacity safety valves, etc.)

JX CPERATI NG OR WORKING AT UNSAFE SPEED

Feeding or supplying too rapidly
Jumping from elevations

JA
JB
JC Operating plant vehicles at unsafe speed
JD Runni ng

JE

Throwi ng material instead of carrying or passing

KX TAKING UNSAFE POSITION OR POSTURE

KA Entering tanks, bins, or other enclosed spaces
wi t hout proper supervisory clearance
KB Riding unsafe position (e.g., on platfornmns,
tailgates, single occupant vehicles, etc.)
KC  Unnecessary exposure under suspended | oads
KD  Unnecessary exposure to swinging |oads
KE  Unnecessary exposure to noving nmaterials or equipnent

LX DRIVING ERRORS (by vehicle operator on public
r oads)

LA Driving too fast or too slowy

LB Entering or leaving vehicle on traffic side

LC Failure to signal when stopping, turning, etc.
LD Failure to yield right of way

LE Failure to obey traffic control signs or signals
LF Following to closely

LG Inproper passing

LH  Turn from wong |ane

MX  UNSAFE PLACNG MXING COMBI NI NG

MA  Injecting, mixing, or conbining one substance
with another so that explosion, fire, or
other hazard is created {e.g., injecting cold
VWater into hot boiler, pouring water into
acid, etc)

MB Unsafe placing of vehicles or material noving equipment
MC  Unsafe placement of materials, tools, scrap, etc., so
as to create tripping, bunping, slipping hazards
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NX  UNSAFE ACT, NEC
0X NO UNSAFE ACT

44. Contributing Factor

The majority of accidents involve a nunber of factors
which 1nfluence the actions of enployees. Sel dom does
an accident occur from sinply a-single unsafe act or
unsafe condition. At times, an enployee's actions may
be significantly influenced by actions of others: the
enpl oyees own condition nmay influence, but not
necessarily be directly responsible for the accident
event (for exanple) a physical handicap nmay place the
enpl oyee at greater risk = even though the handicap may
not have been the principal contributor to the

acci dent). At times, two conditions may conbine (e.g.,
a wet surface obscured by inadequate illumnation) or a
condition may be created by another. This field may

use the codes listed below or any of the codes listed
under item 42. Unsafe Condition or item 43, Unsafe

Act .
Not e: If using codes from item 42./ Unsafe Condition,
the entry will use a prefix -G, i.e., Frx « Inadequately

Quarded, would be entered crx. _
If using codes from item 43, Unsafe Act, the entry wll

use a prefix -A, i.e., HX = Inattention to follow ng
or surroundings, would be entered as AHX

CODE CONTRI BUTI NG~ FACTOR

FAX Attitude

FAA . Uncontrolled tenper

FAB Qperating wthout authority

FAC WIllful disregard of rules, instructions
FBX Lack of know edge _

FBA Did not recognize or appreciate hazard
FBB | nadequate training

FBC Failure to understand rules, orders, etc.
FCX | nadequate physical condition

FCA Substance abuse (alcohol, drugs)

FCB Under nmedication _

FCC Recogni zed physical handicap

FCD Preexi sting physical condition

(recovering from previous injury,
N n;ass, pregnant, fatigued allergy,
etc.
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FDX Contributing factor, NEC
FDZ No contributing factor

Fire « Form of Heat of Iqgnition

For accidents involving fire only - otherwise |eave
bl ank.

Note : Unless otherwise instructed, Uuse only the principal
headi ng code(s).

Report the form of heat energy to identify the fueIGaor
nature of heat energy of the source of ignition. S
is a gas fuel, while gasoline is a liquid fuel.
CODE Form
10 Heat from fuel-fired or fuel-powered object
11 Spark, enber, flanme escaping from gas fueled
equi prent
12 Heat from gas fueled equipnent, pilot Iight,
flanes _
13 Spark, Enber, Flame escaping from
|1 quid fuel equipnent
14 Heat from liquid fueled equipnent,
Pilot light, etc. _ _
15 Spark, Enber, Flame escaping from Solid fuel
equi pnent
16 Heat from Solid Fueled equipnent
17 Spark, Enber, Flame from equipnent, fuel unknown
18 Heat from equi pment, fuel unknown
19 " Heat from equipnent, NEC
20 Heat from Electric Equipnent,
Arcing or overloading
21 Short circuit arc, Water caused
22 Short circuit arc, Mechanical
damage
23 Short circuit arc,. Defective or
worn insulation
24 Short circuit arc, Unspecified
25 Arc from faulty contact, |oose
connection, broken
26 Arc or spark from operating

equi pnent or switch
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27 Heat from overl oaded equipnent,
wire, notor

28 Fl uorescent [light ballast

29 Heat from electrical equipnent,
arcing or overloading - NEC

30 Heat from smoking material in use
or after use

31 Cgarette

32 Cigar

33 Pi pe

39 Heat from smoking material - NEC

40 Heat from open flame or Spark

41 Cutting torch operation, separating
material s

42 Wl ding torch operation, joining naterials

43 Torch operation, plunbers, bunsen
burner, etc

44 Candl e, taper

45 Mat ch

46 Li ght er

47 Qpen fire, canpfire, rubbish fire,
outdoor fireplace

48 Sparks from internal conbustion
engi ne

49 Heat from open flanme or spark =« NEC

50 Heat from hot object

51 Heat or spark from friction, tire
over heat ed

52 Molten or hot material, forging,
hot gl ass

53 Hot ember or ash

54 Li ght bulb

55 Rekindl e, re-ignition

56 Heat from properly operating
el ectrical equip.

59 Heat from hot object « NEC

60 Heat from Explosive or Fireworks

61 Expl osi ves, bonbs, rockets,

anmunition, mlitary
62 Bl asting agent
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63 Fireworks, sparklers

64 Toy caps, party poppers

65 Mbdel s, amateur rockets

66 I ncendiary device, Mlotov cocktai

69 Heat from explosives - NEC

70 Heat from natural source

71 Sun's heat, wusually magnified
t hrough gl ass

72 Spontaneous ignition, chemcal reaction

73 Lightning discharge

74 Static discharge

79 Heat from natural source - NEC

80 Heat spreading from another hostile fire
(exposure)

81 Heat from direct flame or convection currents

82 Radi ated heat

83 Heat from flying brand, enber or spark

84 Conducted heat

89 Heat spreading from another hostile fire - NEC

Fire - Type of Material

For accidents involving fire only. = otherw se |eave blank.

Not e: Unl ess otherwi se instructed, use only the
principal heading code(s)

Report the type of material burned in the fire. This
is the basic substance of the material, not tqg form of
the material such as a piece of furniture. I'T" the
furniture were made of wood, the wood is the type of
material burned.

CODE Type of Materia

10 Heat from fuel-fired or fuel powered object
11 Natural Gas

12 LP-City Gas (LP and Air mx)

13 Manuf actured Gas

14 LP Gas

15 Anesthetic Gas
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16 Acetyl ene

17 Specialty Gas - Qther than Anesthetic
19 Gas - NEC

20 Fl ammabl e or Conbustible Liquid

21 H gh Volatile Flammble Liquid,

(CGass 1A, Flashpoint.less than 73
Degrees F)Boiling Point |ess than
100 Degrees F.

22 Gasol i ne type of Fl ammabl e Li qui d,
(Gass 1B. Flashpoint less than 73
Degrees F Boiling Point 100 Degrees

Or above]
23 Gasol i ne '
24 Intermediate type Flammable Liquid,;

(G ass 1C, Flashpoint 73 Degrees F
Boiling Point 100 Degrees or above)

25 Kerosene type Flammable Liquid
(Class Il1. Flashpoint 100 Degrees F
but less than 140 Degrees F)

26 Heavy fuel QI style conbustible
liquid, (Cass 111a. Fl ashpoi nt
140 Degrees Fbut |ess than 200

Degrees F)
29 Fl anmabl e Conbustible Liquid = NEC
30 Volatile (Melts between 100 & 250
Degrees F.)
31 Fat, (food), butter, tallow, Ilard
32 (non-food), Petroleum jelly
33 Polish, Wax, Paraffin
34 Adhesive, glue, gelatin _
35 Resin, rosin, 1lamas, elem, kauri
36 Tar, asphalt, pitch
39 Volatile solid = NEC

40 Chemcal, netal, plastic, applied paint
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41 Solid chem ca
42 Magnesi um  Titanium Zirconi um
43 Metal s = NEC
44 Pl astic
45 Paint or Varnish = applied
46 Radi oactive materia
47 Expl osi ves
49 Chemcal, Plastic = NEC
50 Natural type Products
5 1 Rubber, including synthetic
52 Cor k
53 Leat her
54 Grass, |eaves, ha?, straw
55 Gain, feathers, felt, henp, jute, cotton, etc
56 Coal, coke, briquettes, peat
57 Food, starch
58 Tobacco
59 Nat ural products = NEC
60 Wod or Paper
61 Wod, grow ng
62 Wod, felled but unsawn
63 Wod, sawn: includes all finished
64 Wod shavings, sawdust, excelsior
65 Har dboard, Pl ywood
66 Fi berboard (low density), beaverboard,
wood pul p
67 Paper, wuntreated, uncoated
68 Car dboard
69 Wod or paper - NEC
70 Fabric, textile, fur
71 Synthetic fabric, fiber, finished goods
72 Cotton or Rayon, cotton fabric or finished
goods
73 Wool or wool mxture fabric or finished goods
74 Fur, silk or other fabric or finished goods
75 Human hair or wig, not on a person

76 Hair or w g, on person
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79 Fabric, textile, fur - NEC

80 Material conpounded with oil

81 Li nol eum

82 Gl cloth

83 Treated and/or coated paper, Waxed paper
84 Tarpaulin, waterproof canvas

85 aly rags o

86 Asphalt treated materials

89 Materials conpounded with oil = NEC

99 Type of naterial burned « NEC

47. Fire = Form of Material Burned

For accidents involving fire only - otherw se [eave
bl ank.

Note: Unless otherwise instructed, use only the principal
headi ng code(s)

Report the form that the materials burned were in at
the time of fire, this is not the basic nmaterial of
which they were made, but to what usethey were
fashi oned for.

CODE Form of Material

AX Structural conponent or finish

AA Roof covering, surface or finish (exterior)
AB Exterior sidewall covering, includes eaves
AC Exterior trim doors, porches, platforns
AD Fl oor coverings, carpets, flooring, stairs
AE Interior wall coverings, permanently affixed
AF Ceiling coverings, acoustical tile

AG Structural menber of framng

AH Insul ation, thermal or acoustical

AZ Structural conmponent or finish = NEC

BX Furniture (includes built-in)
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BA Uphol stered sofa, chair, vehicle seat

BB Non- uphol stered chair, bench

BC Cabinetry, filing cabinets, desk, table,
bookcase

BD | roning board

BZ Furniture - NEC

CX Soft goods and wearing apparel

CA Mattress, pillow

CB Beddi ng, blanket, sheet, conforter

cc Linen, (other than bedding), towels

CD Wearing apparel, not on a person

CE Wearing apparel, on a person

CF Curtain, blind, drapery, tapestry

CG Goods, not made up: fabric, yard goods

CH Lu?gage

cz Soft goods and wearing apparel = NEC

DX Adornnent, recreational material

DA Christmas tree

DB Decoration for special event

DC Book

DD Magazi ne, newspaper, witing paper, files

DE Toy, gane

DZ Adornnment, recreational nmaterial - NEC

EX Supplies or stock

EA Box, carton, bag

EB . Basket, barrel

EC Pal let, skid (not in use)

ED Rope, cord, twne, string, yarn

EE Packi ng, wrapping material

EF Bal e storage

EG Bul k storage

EH Cleaning supplies, broom brush, mop, cloth

EZ Supplies stock = NEC

FX Power transfer equipnent, fuel

FA Electrical insulation, cable

FB Transformer oil

FC Conveyer belt, drive belt, V-belt

FD Tire

FE Fuel

FZ Power transfer equipment, fuel
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GX M scel | aneous nmaterials

GA Agricultural  product

GB Fence, poles

GC Fertilizer

GD Pyrotechnics, explosives

GE Tarpaulin, canvas, tents,, awnings

GF Natural form -forests or brush

GH Cooking materials

Gl Dust

GJ Fi bers

GK Atom zed liquid

GL Chi ps

GM Pelletized material

GN Gas or liquid escaping or spilled from pipe
or container

GO Rolled material, rolled paper

Property Damaged/Destroved

Classify the property damaged or destroyed by type
according to the follow ng codes:

CODE Property damaged or destroyed

AX Motor vehicle

AA Motor vehicle =~ passenger

AB Mtor vehicle « commercial (truck, bus)
AC Motor vehicle « other (notorcycle, etc.)
BA . Arcraft

CA Marine Vessel

DA Non-mot ori zed vehicle (Bicycle)

EA Building or structure

FA Equi prent, nechanical or electrical

GA Suppl i es

HA Chemi cal s

IA Furniture
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50.

51.

52.

JA Records

KA Trees, grass, crops, etc.

zZa Property damaged or destroyed NEC
ZZ Not applicable

Property Ownership

Identify who is the owner of the property damaged or
destroyed. This will change possibly when there is
more than one piece of property damaged. Be sure that
the ownership matches the property covered by the
report sequence number.

CODE Property Ownership

A Reporting activity owned and occupied/used
B GSA owned, reporting activity occupied/used
c Other Federal ownership, reporting

activity occupied/used

Reporting activity owned =« occupied by other
Commercially owned

Privately owned

Ownership, NEC

O o

Amount of Damage of Loss

Enter the amount of property damage to the nearest
dollar in the space provided. Ensure that the amount
is registered with respect to the decimal point. It is
not necessary to fill the spaces to the left of the
amount with zeros.

Year of Manufacturer or Construction

Estimate if unknown.

Could Accident have Resulted in More Serious Injury or Loss

This question is obviously a judgment ¢all. Basically,
if a minor change in time or position could have
resulted in & more serious injury or loss, the answer
would be yes. The gQuestion is directed toward the
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SAFETY MANAGEMENT MANUAL EXH BIT A4-00-B

MESSAGE REPORT OF SERI QUS ACCI DENTS

FORVAT FOR MESSAGE REPORT

Each nessage report will contain this heading: This is a
Message Report of an Acci dent.

1 . Date, tine, place.

2. Property, equi pnent , mat eri al invol ved (give
ider;tifyi ng data, type, nodel,' serial number, owned by,
etc.).

3. Cl assification: notor vehicle, aircraft, fire, marine,
ot her.

4, HHS per sonnel involved (nane, grade, occupation,
orga)nization to which assigned, degree of injury, duty,
etc.).

5. Ot her personnel involved (nane, address,  degree of
injury, relationship of person to the accident). If
none indicate by using word "none" opposite Item 5.

6. Description o-f how accident occurred.

7. Description of any known or suspected equi pnent

failures or mal functions.

8.  Other Governnment agencies notified if required by law
or agency regul ations.

HHS TN 88.01 (9/19/88)
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SAFETY MANAGEYENT MANUAL
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OUARTERLY ACCIDENT EXPOSURE. REPORT

EXH BI T A4-00-E

This i S rot a Standard or HES form

format below for internal use.

Copies may be made of t he report

QUARTERLY ACCI DENT I‘XPOSU‘RE REPCRT
To: Organlzatlonal Code | ] [
. 01l 02
— Ca lendar Year LL_]
From: 03 04
Reporting. peried
(' Cal endar Quarter) Qs
. Average number this N
AV LIAN ) r'epoz-'-tingl per-iod‘ ' 06 07 08 09 10 11
EMPLOYEZS i
,'I‘otal man-hours worked [ [ { { ! I l
_(thousands) ‘ | 12 13 14 15 16 17
' Average nu’mber this N N A
co.mSIssxonzD reporting period 18 19 20 21 22
Total man-ﬁours worked L ] ! ] L l
(thousands) 23 24 25 2% 27
Average number this Lttt
OTHER reportin eriod 28 29 30 31 32
EMPLOYEES el o
Total nan-hours worked | T A |
(t housands) 33 34 35 36 37
Number' in use this N N I D
HHS | reporting period 38 39 40 41 42 |
VEHICLES. ZSPOTRINg perd
Total miles traveled |
‘ 43 44 4s 4G 47 48 49
Person complcting this form: | Title:.

HHS TN 88.01



EXHBIT a4-00-E

SAFETY MANAGEMENT MANUAL

Page 2
QUARTERLY ACCI DENT EXPOSURE REPORT

| NSTRUCTI ONS FOR COMPLETI ON OF THE
QUARTERLY ACCI DENT EXPOSURE REPORT (0QSM)

A. The QUARTERLY ACCI DENT EXPOSURE REPORT provides base
data which, along with the summary information taken
from the accident reports, wll be used to calculate
Accident Incidence Rates. The infornmation needed is
basically the number of personnel and vehicles in use
and therefore Mexposed" to accidents.

B. The QSM data is to be input into the Parklawn
Center data bank no later than ten (10) days
followng the close of each gquarter, wth
information provided for the preceding cal endar

quarter.

c. Each space on the form shall be conpleted as
follows:
1. From Gve the conplete mailing address of

the Region or Operating Division or HHS
Agency conpleting the 'report.

2. QOroanizational Code: Fill in the code
for the organization submtting the
report fromthe following table:

Code Organization

0s Office of the Secretary _

Ss Social Security Admnistration

FS Fam |y Support Adm nistration

HD O fice of Human Devel opnent

HC Heal th Care Financing Admnistration
PH Hg., Public Health Service

| H I ndi an Health Service

FD Food and Drug Adm nistration

CD Center for Disease Control

HR HRSA (Use HR until changed)

NH National Institute of al'th

AM Al cohol, Drug Abuse, and Mental Health Adm

HHs TN 88.01



SAFETY MANAGEMENT MANUAL

EXHIBIT A4-00-E

OSM
Page 3

RA Regi on One
RB Regi on Two
RC Regi on Three
RD Regi on Four
RE Region Five -
RF Regi on Six
RG Region Seven
RH Regi on Ei ght
RI Regi on Nine
RJ Region Ten

Cal endar _Year: Enter the last two
figures of the calendar year for which
the quarter reported is a part. For
Exanmpl e: 88 for the year 1988. DO NOT
Use FI SCAL YEAR

Reporting Period Enter the figure 1, 2
3, or 4 to indicate the calendar for
which the information in the report
covers.

January = March
April = June

July - Septenber
Cct ober - Decenber

1
2
3
4

Civilian Employee Enter the average
nunber of civilian enployees, including
temporary and partime (excluding

Comm ssioned Corps) enployees who were
enpl oyed by the reporting organization
for the calendar quarter. Enter the
total nunber of hours (in thousands)

wor ked by these employees. Place the
figures 1n the space provided so that the
figures are blocked to the right. For
exanpl e: 1875 enpl oyees would be entered
001875 and 3,750,000 man-hours woul d be
entered 003750.

Conmi ssioned Corps Enter the average

nunber of conm ssioned corps en‘ﬂl oyees
and their hours worked as for the
civilian enpl oyees.

HHS TN 88, 01



SAFETY MANAGEMENT MANUAL oSy EXH BIT a4-00-E

Page 4

7. Qther Enol ovees O her enployees, such as
foreign nationals or contract personnel
shall be reported by their nunber and
hours worked as above.

8. HHS Vehicles Enter the nunber of HHS
vehicles in use during the reForting
period and the total nunber of mles they
travel ed durlnE_the period in the spaces
provi ded, blocking the figures to the
right. Do not round off the figures to
tBe nearest thousand as for the man-hours
above.

9. Private Vehicles Enter the number of
mles that private vehicles were driven
on Covernnent business during the _
reporting period. The nunber of vehicles
isipot necessary. Block figures to the
right.

10. Person Conoletina This Form Enter the
name of the person who conpletes the
formt  This should be a readable name
rather than a signature so that anyone
having a question would know who to
contact.

11. Title: Enter the title of the person
conpleting the formto assist in
contacting themin the event of
questi ons.

12. Phone: Enter the telephone nunber
including area code, of the person
cpnpletln% the form This saves much
tine in the event the person has to be
called concerning a question

13. Date: Enter the date the form was
compl et ed.

D. Forward the report to the individual or office
within the reporting organization responsible for
data input into the Safety Managenent |Information
System

HHS TN 88.01



SAFETY MANAGEMENT MANUAL oS M EXHBIT a4-00-E

Page 5

E. This formis designed to be "self coding" from an
ADP standpoint, therefore all figures or letters
nust be entered correctly and NEATLY.  any
questions concerning definitions of terms “should
first be checked in chapter 2-00; if the question
is not satisfactorily answered, then call the
O fice of Special Programs Coordination

HHS TN 88. 01
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SAFETY MANAGEMENT MAMNUAL
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HHS Chapter 5-00 Page 1
Saf ety Managenent Manual
HHS Transmttal 87.01 (9/18/87)

Subject:  SAFETY STANDARDS, SPECI FI CATI ONS AND PROCEDURES

5-00-00 SAFETY STANDARDS, SPECI FI CATI ONS AND PROCEDURES

A

| nt roducti on

It is recognized that many accidental injuries arise from
situations where no "standard® would have served a
preventative role. However, a significant nunber of

i ncidents do occur which are the result of a failure to
adhere to a standard devel oped in response to forner |oss.
Notwi t hstanding the legal requirenments, ensuring that
machi ne guards are appropriately designed, installed and
mai ntai ned: that procurenment specifications address safety
consi derations: that witten procedures ensure adequate
coordination wth the Cccupational Safety and Health Mnager
or clearly establish the ways in which various activities
are conducted, are all outward and visible signs of
managenent's commtnent to an effective Cccupational Safety
and Health Program (osHP).

Requi r enent

The workpl ace standards promul gated under Section 6 of the
Cccupational Safety and Health Act of 1970 shall be

fol | owed. In addition, approFriate nati onal consensus
standards (such as those devel oped by the organizations
listed in paragraph 5-00-00D) shall be used as a basis for
design, construction, alteration, and renovation of
facilities: for the purchase of equiprment and supplies:
for the purchase of contractual services and for
environnental and procedural criteria and design.
Furthermore, the heads of 0OPDIVs, principal staff offices,
Ofice of the Secretary, and Regional Directors are
responsi ble for ensuring that:

0 Standards, specifications and/or procedures are
devel oped which cover specific conditions or situations
peculiar to a given hazardous operation not covered in
exi sting codes or standards.



HHS Chapter 5-00 Page 2
Saf ety Managenent Manual
HHS Transmttal 87.01 (9/18/87)

o} A naster file of those occupational safety, fire and
heal th standards, codes and procedures recognized and
adopted by the Departnment or required by law shall be
kept current and available to line and staff personnel
responsible for their inplenentation

o] Enpl oyees receive physical exam nations in accordance
with the occupational safety and health standards
applicable to the work perforned.

o Procedures and/or directives are established to ensure
that internal actions pertaining to occupational safety
and health are coordinated with the Occupational Safety
and Health Manager in advance of action and/or
i mpl ement ati on.

o) When state or |ocal codes exceed the mininum criteria
in the standards and codes devel oped by organizations
such as those listed below for use or application in
the design of structures and facilities, for procedura

control and for waste disposal, they will normally be
followed after determ nation has been nmmde that the
best interest of the Government will be served.

C. Devi ati ons

Al'l requests for interpretations, resolution of conflict
between two or nore standards, deviations, and/or variances
from the basic intent of applicable standards,

specifications orCProcedures shall be submtted in witing
to the Director, fice of Special Prograns Coordination,

for resolution and response. Such requests shall identify
the standard or code in question, the reason(s) it cannot be
applied and how the requested alternative or variance wl
provide the same |evel of protection anticipated or required
by the original standard or code. Standards, specifications
or procedures are considered mandatory in nature and
application. In the absence of applicable standards,
agenci es may consider devel oping "guidelines" or

"recommended safe practices" as an alternative to devel oping
a nore restrictive standard, specification or procedure.

Such guidelines or recommended safe practices may not be
used to subvert a required standard, specification or
procedure.



HSS Chapter 5-00 Page
Saf ety Management Manual
HHS Transmittal 87.01 (9/18/87)

D. Standard Setting Organizations

The follow ng Federal

recogni zed professional

t he devel opnent of

codes or procedures:

0 U S. Departnment of
0 u. s. Department of
0 u. s. Department of
0 U S. Departnment of
0 U s. Environnental
0 U S. Departnment of
0 Nati onal Bureau of

0 Cener al

Anmeri can Nati onal
Nat i onal

Anerican Society for

Gover nment
~organi zations are
appl i cabl e standards,

agenci es and nationally
responsi ble for
speci fications,

Heal th and Human Services
Labor

Transportation

Ener gy

Protection Agency

Agricul ture

St andar ds

Services Adm nistration

American Society of

| nt er nati onal
Ameri can

Anmeri can Conference of

Hygi eni sts

St andar ds

Conf erence of

Institute

Fire Protection Association

Testing and Materials
Mechani cal Engi neers

Building Oficials

| nsurance Associ ation

Governnental | ndustri al

Manuf acturing. Chem sts Associ ation

Nat i onal

Joi nt

Sanitation

Conmm ssion on Hospital

Anerican Society of
Condi tioning Engineers

Foundati on
Accreditation

Heating, Refrigeration and Ar
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Subj ect: MOTOR VEHI CLE ACCI DENT PREVENTI ON

6- 00- 00 MOTOR VEHI CLE ACCIDENT PREVENTION

RESERVED - In process of devel opnent.

Page 1
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Subject: FACILITY SURVEY/ | NSPECTI ON

7-00-00 FACI LI TY SURVEY/ | NSPECTI ON

A

| nt roducti on

Previously cited standards require that an annual workplace
i nspection be conducted to determne the extent of
conpliance or non-conpliance with the standards, identify
deficiencies, determ ne abatenent requirements and ensure
enpl oyees an opportunity to participate in the inspection
process (See Appendix A7-00). However, the standards are
silent on the precise manner in which the inspection process
wll be established in order to ensure adequate coverage of
the entire workplace or facility. The common practice found
in many safety programs - that of a continuing "inspection”
process resulting from qualified occupational safety and
heal th specialists, supervisors, and managers routine
presence in the work environment usually results in the
identification and resolution of occupational safety and
heal th defi ci enci es. However, there is seldom adequate
docunentation attesting to the fact that problenms have been
identified and corrected. Al though the requirenents for no
advance notice, opening and closing conferences, enployee or
enpl oyee representative participation, posting of abatenent
noti ces and other requirements are mandated requirenments,
the Departnment recognizes the difficulty or inpracticality
of a literal application of such procedures when an
effective program of continuing inspections as noted above
is practiced.

Requi r ement

Each agency of the Department will establish an inspection
program which is in k-eeping with the intent of the
requirenents identified in Appendix A7-00. Adequate records

shall be available which will identify the work areas _
inspected, the deficiencies noted and the corrective action
t aken. In addition to the specific occupational safety and

heal th inspections, other forns of inspection activity, such

as may be found in preventive maintenance programs, elevator
i nspections, etc., should be integrated so as to reflect the
total inspection program of an operating element or activity.
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Saf ety Managenent Manua
HHS Transmittal 89.01 10/5/89

APPENDI X A7-00

FACILITY SURVEY/ | NSPECTI ON

FACI LI TY | NSPECTI ONS

It is the policy of the Departnment of Health and Human
Services that safety and occupational health inspections
be conducted of work places, including offices, at |east

annually.

The safety and health inspection programis applicable to all
operations and activities of the, Departnent as admnistered
by the Heads of Operating Divisions (0pPDIVs), Public Health
Service Agencies (PHS Agencies), Regional Ofices, and the

Ofice of the Secretary.
OBJECTI VE

The objective of the occupational safety and health inspection
programis to assure safe and healthful working conditions and
practices for enployees Departnment wi de through the early
detection and abatenent of wunsafe or unhealthful practices

and/or working conditions.

RESPCNSIBILITIES

Heads of oppIV's, PHS Agencies, Regional Ofices, Drector,
Di vision of Buildings Management and Tel ecommuni cati ons,
Ofice of the Secretary, DHHS shall:

A Insure that occupational safety and health inspections
of all workplaces, including offices, are conducted at
| east annually, and at greater frequency where there is
an increased risk of accident, injury or illness due to
the nature of the work perforned

B. Aut hori ze occupational safety and health inspectors to
utilize the services of additional t echni cal and
prof essional personnel who possess expertise that may
assist them in evaluating safety in the establishment

bei ng inspected.

C. Provide occupational and health inspectors with such
technical training, test equipnent, staff, and funding
as Is necessary to the effective performance of
i nspections.
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Authorize occupational safety and health inspectors
access to accident and injury records of the
est abl i shment being inspected.

Devel op and issue procedures for issuing and posting
notices of unsafe or wunhealthful working conditions

di scovered during inspections.

Develop and  pronul gate procedures covering the
initiation, control and distribution of Hazard Abatement

Pl ans.

When situations arise involving multiple responsibilities
for conditions affecting enployee safety and health,
coordi nation of inspection functions shall be encouraged.

I'V. CONDUCT OF | NSPECTI ONS

A

Advance Notice

| nspections may be announced or unannounced. Suffici ent
unannounced  inspections and unannounced  fol |l owup
I nspections shoul d be conducted to ensure the
identification and abatement of hazardous conditions.

Announced inspections shall be conducted in the follow ng

situations:

L. In case of apparent inmnent danger, to enable the
official in charge of the activity being inspected
to abate the danger as quickly as possible.

2. I n circunstances where the iInspection can nost
effectively be conducted a' fter regular business
hours or were special preparations are necessary

for a successful inspection.

3. Where necessary to assure the presence of
representatives of the official in charge of the
establ i shment being inspected or representatives of
enpl oyees, or other appropriate personnel needed to
assist in the conduct of the inspection.

4, Where required by security regulations.
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Wien advance notice is given to the official in charge
of the establishment scheduled for inspection, it wll
be his responsibility to pronptly notify the recognized
representative(s) of enployees whom it is anticipated
may be invol ved.

B. Sel ection of |Inspectors

L. Safety and health specialists as defined in chapter
2-00-40H of the DHHS Safety Managenent Manual,
with experience and/or up-to-date training in
occupational safety and health hazard recognition
and evaluation, are considered as neeting the
qualifications for safety and health inspectors.

Personnel so  qualified wll be utilized in
conducting inspections of hazardous operations
(chem cal , bi ol ogical, machine process, naterial
handling or |oading, etc.).

2. For working environments where there are |ess
conpl ex hazards, safety and health specialists as
cited above may not be required. | nspections may

be conducted by individuals who possess sufficient
docunmented training and/or experience in the safety
and occupational health needs of the workplaces
involved to recognize and evaluate unsafe or
unheal t hful working conditions and suggest general
abatenent procedures. Training in safety and health
I nspections/hazard recognition as sponsored by
recogni zed organizations such as the QCccupational
Safety and Health Adm nistration of the Departnent
of. Labor, the National Institute of Occupational
Safety and Health of the Departnent of Health and
Human Services, or the National Safety Council are
exanples of sufficient training for this purpose.

C. Conduct of the Inspection

L. Safety and health inspectors are authorized to enter
w t hout delay and at reasonable tinmes any buil ding,
installation, facility, construction site or other
area, workplace or environment wherein work is
performed by DHHS enpl oyees. Such entry shall be
for the purpose of inspecting during regular working
hours and at other reasonable tines, and wthin
reasonable limits, and in a reasonable manner, any
pl ace of enployment and all pertinent conditions,
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structures, machines, apparatus, devices, equipnent,
procedures, processes and materials therein. The

inspector nmmy question privately any enployee,
supervisor or official in charge of an establishment

bei ng inspect ed. | nspections will be conducted at
such times and in-such activities as the authority
scheduling the inspection directs. Every effort
will be nmade to conduct safety and health

I nspections in such nmanner as to preclude, where
possi ble, wundue disruption of the activity. Pri or
to comencenent of the inspection, the safety and
heal th inspector shall be provided all available

rel evant i nf ormation whi ch ertains to the
occupational safety and health of the workplace to
be inspected, including safety and health hazard
reports, injury and illness records, previ ous

inspection reports, and reports of unsafe and
unheal t hful working conditions.

Safety and health inspectors will, during the
conduct_ of 1 nspections, conply with all safety and
occupational health rules and practices required
within the establishment being inspected (i.e., the
wearing and use of appropriate protective clothing

and equi pnent) .
Safety and health inspectors or their designee:

a. Are authorized to take environnental sanples,
to take or obtain photographs related to the
purpose of the inspection, and to enploy other
reasonabl e techniques of inspection including
requesting enployees to wear reasonable and
necessary personal nonitoring devices for
periods determned by the inspector to be
necessary for conplete and effective sanpling
of the environnent.

b. May utilize the services of additional
techni cal and professional personnel to assist
in the conduct of inspections.

Access to facilities classified in the interest of
national 'security will be limted to those safety
and occupational heal t hi nspectors, and acconpanying
representatives, with = appropriate security
clearance; those wthout ‘the proper security
clearance will not be permtted to enter such
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facilities, mnor wll they be given access to
classified information or nmmterial.

Safety and health inspectors are authorized to deny
the right of acconpaninent to any individual whose
participation, in their judgment, would interfere

with a fair and orderly inspection.

The safety and occupational health inspector shall
be in charge of the inspection. A representative
of the official in charge of the establishment being
Inspected and a recognized representative of the
enpl oyees shall be given an opportunity to acconpany
I nspectors during the physical inspection of the
wor kpl ace to render assistance and provide detailed
information regarding any existent or potentially
unsafe or unheal thful working conditions as needed.

The | nspect or may  arrange for addi ti onal

representatives of the official in charge and
additiona. recognized representatives of enployees
to acconpany the' inspection when the inspector
det erm nest hatsuch additional representatives wll

further aid the i nspector. A different
representative of the official in charge and a
different recognized representative of enployees nma

acconpany the safety and occupational = healt

inspector during each different phase of an

i nspection.

At the conclusion of an inspection, the inspector
will informally review with the official in charge
of the inspected activity or his representative and
an appropriate representative of enployee the
results of the inspection. The official in charge
and the representative of enployees wll, during
such briefing, be afforded an opportunity to bring
to the attention of the safety and health inspector
pertinent information regarding conditions in the

wor kpl ace(s) .

Subsequent to the exit review, the inspector wll
put his findings and recommendations into witing.
The report will, as a mnimum contain the follow ng
information, and wll be submtted to the official
in charge of the inspected activity within ten (10)
working days from the date the inspection is
conpl et ed:
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a. Activity inspected and dates of inspection;
b. Oficial in charge;

c. Scope of inspection;

d. Listing of-unsafe or unhealthful conditions to
include a reference to the appropriate
standard, code, procedure;

e. Date notices of wunsafe or unhealthful working
condi tions disclosed during the inspection were
provided the official in charge of the activity
I nvol ved; and “

f. RecomTendati ons.

I nspectors are responsible for issuing notices of
unsafe or unheal thful working conditions discovered
during an inspection within five (5) working days
followng completion of the inspection. Not i ces
must specifically describe the nature of the unsafe
or unheal thful working condition and include a
reference to the standard or other requirenent
involved. Notices will be provided the official in
charge of the activity inspected who will in turn
provide the safety and occupational health conmttee
a copy. Notices will fix a reasonable time for the
abatement of the unsafe or wunhealthful working
condition(s) referenced. Exhi bit A7-00-A is an
exanple of a suitable form for such notices.

Upon receipt of a notice of unsafe or unhealthful
working conditions, the official in charge of the
activity where the condition(s) exi st shal |
imedi ately date and post such notice, or an
unedi ted copy, at or near each place where an unsafe
or unheal thful working condition referenced in the
notice, exists. \Were, because of the nature of the
activities operations, it is not practicable to post
the notice at or near each such place, notices shall
be posted unedited in a promnent |ocation where it
will be readily observable by all af fected
enpl oyees. Where the activities operations are
physically dispersed, the notice may be posted at
the location to which enployees report each day.
Where enpl oyees do not primarily work at or report
to a single location, the notice shall be posted at
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the location from which the enployees operate to
carry out their activities. The official in charge
wll take positive steps to ensure that the notices
posted are not altered, defaced, or covered by other

mat eri al .

a. Each notice ertaining to an unsafe or
unheal thful working condition or a copy wll
remain posted until the unsafe or unhealthful
wor ki ng condition has been abated, or for three
(3) working days, whichever is later.

b. In those instances where a notice of an unsafe
or unheal thful working condition is issued and
posted as a result of a report of an unsafe

condition . filed by an enpl oyee or
representative of enployees, a copy of the
notice will be provided to the individual

initiating such report.

11. The procedure for correcting unsafe or unhealthful
working conditions will include reinspection, where
practicable, to determne whether the conditions
reported during the inspection have, in fact, been
corrected. |f by reinspection, or other nmeans, it
is determned that corrective action was not taken,
the safety and occupational health inspector making
such determnation will make this fact known to the
appropriate Head of OPDIV, PHS Agency, Regional
D rector, or Director, .Division Of Buildings
Managenent and Tel ecommuni cations, O fice of the
Secretary, DHHS, within three (3) working days from
the date such a determnation is made.

V. HAZARD ABATEMENT

A.

Whenever a safety and health inspector concludes, on the
basis of an inspection, that conditions or practices
exist in any place of enployment which could reasonably
be expected to cause death or serious physical harm
i mmedi ately or before the inmnence of such danger can
be elimnated through the normal abatement procedures,

he shall inform the affected enployees and official in
charge of the activity where the 'Iminent Danger'
situation exists. The official in charge of the

activity, or a person enpowered to act for himin his
absence, shall wundertake | medi ate abatenment and the
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withdrawal of enployees not absolutely necessary for
abatement of the dangerous condition.

L In the event an inmnent danger situation cannot be
pronptly and conpletely abated, the official in
charge of the activity where such a situation exists
W ll promptly notify the appropriate OPDIV Head, PHS
Agency, Regional Director, or Director, Division of
Buil dings Management and Tel ecommunications,. S, and

the Director, Ofice of Speci al Prograns

Coordi nation, CS, by the fastest available means

as follows:

a. Establ i shnent where inmmnent danger situation
exists to include the nane of the official in
charge; .

b. Brief description of unsafe or unhealthful
condi tion:

C. Action taken to protect enployees, the public

and/ or government property;

d. Action taken to alleviate inmmnent danger
situation: and

e. Name, organization and telephone contact of
safety and health inspector 1nvolved.

2. hformthe appropriate occupational safety and
health committee and representatives of enployees
of all relevant actions as soon as time permts.

3. In those establishments where the official in charge
concludes, based on either his own or enployee
observation, that an |nmm nent Danger situation
exists he shall pronptly take specific actions as
del i neated above.

B. When in the judgnent of the official in charge of an
establ i shment where an unsafe or unhealthful condition
exi sts the abatement thereof will not be possible within
thirty (30) working days, he wll submt an abatenent
plan to the Director, D vision of Special Prograns
Coordination, OS. The plan will contain an explanation
of the circunstances surroundi ng the abatenent del ay
including a proposed timetable for the abatenent, and a
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summary of interim steps being taken to protect enployees
from being injured by the unsafe or unhealthful working
condition. Additional copies of the abatement plans wll

be distributed as follows:

1. To the OPDIV Head, PHS -Agency, Regional Director;
Director, Division of Buildings Mnagenent and

Tel econmuni cations, OS, as appropriate

2. To the occupational safety and health commttee
serving the establishment where the unsafe or
unheal thful condition exists.

C. Abatement plans shall be maintained current as changes
occur. Any changes in abatement plans previously
submtted will require the subm ssion of a new plan.

New plans will be initiated and distributed by the
official in charge of the activity where the unsafe or
unheal thful condition(s) exist within three (3) working
days of the date it is determned that the abatement plan
previously subm tted does not refl ect current
i nfornmation.

The Director, Dspc, OS, may, follow ng coordination wth
the Departnent of Labor, require certain additional
information related to the abatenent of an unsafe or

unheal thful working condition.

D. Wien a hazard cannot be abated within the authority and

resources of the official in charge of the
establishment; that official shall request assistance

from appropriate higher authority. The local safety and
health official, any established committee and/or
enpl oyee representatives, and all personnel subject to
the hazard shall be advised of this action and of interim
protective neasures in effect, and shall be kept informed
of subsequent progress on the abatement plan. Wien a
hazard cannot be abated w thout assistance of the General
Services Admnistration or other Federal |essor agency,
the occupant agency shall act with the lessor agency to
secure abatenent.

VI.  GENERAL

A The occupat i onal safety and heal th i nspection
responsibility of Regional Directors is currently limted
to those offices conprising the Regional Headquarters:
it shall not be interpreted as enconpassing those
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activities which are field operations of OPDVs. This
limtation shall not be interpreted as inplying any
intent to restrict the cooperation and assistance vital
to a conprehensive and effective safety managenent
program enconpassi ng- both the Regional Ofice and
associ ated OPDIVs and PHS Agencies. Such cooperation and
assistance in the comon interest is encouraged.

It should be noted that managenment is responsible for
seeing that safety and health inspections are conducted

at least annually by appropriatly qualified personnel.
This does not nean that DV, STAFFDI V or Regi onal

personnel nust conduct such inspections. The conduct of
such inspections nmay be contracted, arrangenents may be

made for other governmental-organizations to conduct the
I nspections or in the case of contiguous offices such as

may occur in a regional office or headquarters building,
one inspection may cover a number of different program
operations. The inspection requirenent is met so [ong
as managenent has docunented evi dence, such as an
Inspection report, that annual inspections have been nade
of space occupied by enployees for which they are
responsi bl e.

Wen the Director, DSPC, OS considers it appropriate, he
may arrange for a representative of his office to join
with the safety and occupational health inspector of a
OPDIV, PHS Agency, Regional Ofice, or Ofice of the
Secretary, during the conduct of inspections or
Investigations to assure safe and heal t hful working
conditions for enployees or determne first-hand facts
as they pertain to a matter of particular concern or

interest.
Managenment officials are remnded that in inplenenting

-this policy guidance they nust conply fully with the

requirements of Executive Oder 11491 concerning
consultation and/or negotiation as appropriate.

Reports of Inspection and Abatenent Plans shall be
retained in the active files for a period of five (5)
years from the date such report is originated.
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U.S. Department of Health & Human Services

NOTICE

OF
UNSAFE OR UNHEALTHFUL WORKING CONDITIONS

An inspection has been conducted of a place of employment in which employees are

working, located at

and described as follows

affected are being informed of a

On the basis of this inspection, it is
possible danger by the posting of this

alleged that a potential danger to

employees exists. In accordance with notice of unsafe or ynhealthfui working
CFR 29, Chapter XVII, Part 1960.26(C), condition(s) near the condition(s)
the supervisor(s) and all employees described below.

DESCRIPTION OF UNSAFE OR UNHEALTHFUL WORKING CONDITION

This notice must remain posted until the condition has been abated
or for three working days, whichaever is later.

Safety Log # Safety and Health Inspector

Abatement Date Phone #
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Subj ect: FI RE SAFETY

8-00-00 FI RE SAFETY

A

| nt roduction

Anong the range of risks associated with the facilities,
functions, and prograns of the Departnent, fire/explosion
represents the largest single risk for catastrophic personal
injury and/or property damage. Uncontrolled fires and

expl osions may involve not only enployees, but patients and

the public. Studies of human behavior in serious fire
conditions clearly indicate that even rational individuals
wll respond in totally unpredictable ways, often resulting

in unnecessary loss of life. Closely related to the problem
of actual fires or explosions are the problens associated
with significant natural disasters, w despread nedical
emergenci es, major exposures to hazardous materials, and
terrorist activities (including bonmb threats). In addition
to the prevention and control available through the
application of appropriate standards and codes, this broad
category of risk has one thing in commobn = the requirenent

to ensure the pronpt and safe evacuation of typically large
nunbers of enployees.

Requi r enent

The heads of opPDIvs, STAFFDIVs and Regional Directors shal
ensure that:

0 Applicable fire safety standards and codes have been
applied to the construction, occupancy use, processes
and procedures within their area of responsibility.

0 An "Qccupant Energency Plan" and a "Plan for the
Evacuation of the Handi capped" is devel oped, tested and
i npl emented within each structure or functional area.
Such an evacuation plan shall be based on the
requi rements established by Chapter 7-02, Genera
Administrative Mnual, HHS Transmittal 87.02 (9/4/87).
See Exhibit 8-00-B.



HHS Chapter 8-00 Page 2
Saf ety Managenent Manual
HHS Transmttal 87.01 (9/18/87)

c. Mutual Aid

For those agencies and functional areas which maintain their
own fire departnents, the heads of such operating agencies
may enter into nutual aid agreenents in accordance with
Public Law 46, 84th Congress (Title 42 USC, Section 1856 et
seq). [See Exhibit 8-00-A]. In the absence of nutual aid
fire fighting agreements, DHHS fire departnents may render
enmergency assistance in the vicinity of DHHS installations
where such assistance is determned to be in the best
interest of the United States, and does not excessively
endanger the fire fighting capability for fulfilling
energency responsibilities of DHHS facilities.

While not considered a requirenment, operating agencies are
strongly urged to coordinate activities which may have an
i npact on the surrounding conmmunity with |ocal authorities
and to be prepared to offer appropriate assistance to
community leaders in the event of |ocal energencies.
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Subject:  SAFETY EDUCATI ON, TRAINING AND PROMOTI ON

9-00-00 SAFETY EDUCATI ON, TRAI NI NG AND PROMOTI ON

A

| nt roduction

Safety education may take a variety of forms ranging from
the traditional classroom setting to publications wdely

di stributed throughout the organization. It differs from
Safety training in that the latter is nore directly ained at
devel oping a particular skill or set of skills = as opposed

to the transfer of know edge. A well conceived and
thoughtful safety education program can have a major inpact
on the accident experience of any organization. However,

both managenent and the safety professional should recognize
the inherent weaknesses in safety education as a principa
tool of accident prevention. An analysis of the
Department's accident experience indicates that a relatively
m nor nunber of the accidents occurred because the injured
enpl oyee | acked the specific know edge necessary to avoid
accidental injury or illness. Enpl oyees know that ice is
slippery: that |oose carpeting can cause one to trip; that
hot items can burn « we really don't need to educate them in
these and other basic areas. Yet, all too often, safety
prograns W ||l undertake massive educational efforts as a
nmeans to reduce their accident experience. Such efforts
often represent a major investment in costly tine = with
little solid evidence that such efforts really had an

i npact. Care should be taken to ensure that safety
educational efforts are directed toward those accident
categories where increased know edge is critical. For

example, providing information on new and evolving processes
or products, introducing people to a change in procedures
which may inmpact on their safety or health, or providing
them hazard information on a process or product. Typi cal ly,
such efforts are undertaken w thout attenpts to neasure or
observe the desired termnal behavior of the enployee.

Safety Training

Training is normally considered to be the devel opnent of a
particular skill or skills through instruction and practice
The term nal behavior of the enployee can usually be
observed and/or neasured. The specific training
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requirenents of the QOccupational Safety and Health Act
generaII?/ fall into the skill category, with a few requiring
essentially only the transfer of information or know edge.
As with safety education, safety training is often
undertaken with little accurate assessnent of actual needs
and seldomis any followup made to‘determine the actual
return on the time invested. However, safety training
efforts are capable of providing a significant inmpact on an
organi zation's acci dent experience and further serve to
reinforce a managenent commtnment to an effective
QOccupational Safety and Health Program (COSHP).

C. Saf ety Pronotion

Pronotion is really the sales side of the safety program

It attenpts to influence the attitude of the enployee toward
a desired end result. Just as safety education nay take
several differing forns, so may safety pronotion range from
the regular use of posters to a safety exposition involving
several days. Effective safety pronotional activities are
[imted only by one's inmagination.

D. Requi r enent

Saf ety education, training and pronotion activities are to
be considered an inherent aspect of the Departnent's OSHP.
Educational efforts are to be directed toward ensuring that
enpl oyees are provided accurate and sufficient information
concerni ng expected workplace hazards and the neans

avail able to avoid them Safety training prograns shall
conmply with all applicable safety training requirenents of
the Cccupational Safety and Health Act and applicable

standards. ~ Adequate records shall be established and
mai ntained in order that such training efforts nmay be
verified.

It is expected that agencies of the Departnment will, in

addition to the above requirenents, determne and inplement
other safety training needs which are responsive to their
specific accident experience and/or exposure. Pronoti on
efforts are to be directed toward appropriate hazard

i dentification. Each organizational entity within the
Departnment is responsible for determning their specific
educational, training and pronotional needs.
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Subj ect: EMPLOYEE RI GHTS

10-00- 00 EMPLOYEE RI GHTS
A

| nt roducti on

Specifically addressed in the Occupational Safety and Health
Act, and recognized |long before legislated, is the
recognition that enployees are reluctant to identify unsafe
working conditions for fear of sone form of reprisal. A
safety program depends upon the support of the enployees if
it is to be at all effective. Physi cal conditions change,
functions or processes change and both with a frequency
which, without input from the enployee, add to the
difficulties of achieving optinum program effectiveness.
Therefore, it is critical that enployees are aware that the
act of reporting what appears to be a legitimte concern for
their occupational safety or health will not form the basis
for any form of reprisal.

Requi r enent

Policies and procedures shall be established which assure
that all enployees and recognized representatives of
enpl oyees are advised regarding their rights and the
procedures which apply to the repprting of an occupational
safety and health hazard which they believe exists in their
wor k envi ronnent . The required procedures shall be
consistent with those set forth in Appendix Al0-00. The
Director, Ofice of Special Progranms Coordination wll
provide a uniform poster to the heads of 0OPDIVs, PHS
Agencies, Regional Directors and the Ofice of the Secretary
ich details the basic rights and identifies appropriate
individuals. Recipients will ensure that such notices are
so posted as to be readily recognizable and in such form and
| ocation as to be highly visible and that they contain
required information specific to the activity or |ocation
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C. | nformal Conmuni cati ons

The required procedures should not be interpreted as the
only mechanism available to the enployees for reporting
unsafe conditions. Operating agencies my accept informa
conmuni cation as an initiating action. However, discretion
should be exercised in deciding if infornmal reports require
addi ti onal docunentation, either by the enployee, supervisor
or the Cccupational Safety and Health Manager. It is
difficult to establish absolute guidelines on when a report
must be docunented. Obviously, reports of inmnent danger
should be well docunented while reports involving relatively
m nor hazards may be handled on a routine basis. Even in
the absence of witten responses to enployees, they should
be notified of the actions taken so as to encourage their
continued participation in the program
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APPENDI X A10-00

EMPLOYEE RIGHTS

A. Enpl oyee Reports of Hazardous Conditions

1.

The head of each agency in DHHS shall establish
procedures which adequately advises enployees of their
rights and procedures regarding the reporting of unsafe

or hazardous conditions.

Such procedures shall, at a mninmum provide for the

foll owi ng:

a. Freedom of the enployeees or enployee
representatives to directly report hazardous
conditions to the Safety and Health Mnager,in
addition to the enployee's inmediate supervisor.

h. Freedom of the enployee or enployee
representatives to request an inspection of the
wor kpl ace by giving notice of alleged unsafe or
unheal thful conditions directly to the
Cccupational Safety and Health Manager of the
agency concerned.

c. Steps to be followed by the enployee in adequately
identifying hazardous conditions.

d. Prompt response and immediate corrective action
when the report concerns an "Inmnent Danger"
situation.

e. Response and corrective action, in other than

"I mm nent Danger" situations, shall be taken
wthin six (6) working days follow ng receipt of a
report of a hazardous condition.

Provisions which will permt enployees reporting
hazardous conditions to, at their request, remain
anonymous.
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g-. Provisions for adequate docunentation and response
to the reporting enployee and others as may be
appropriate.

h. Procedures for 'appealing decisions relative to
all eged unsafe or unhealthful conditions to the
HHS Designated Safety and Health Oficial

Protection of Enployees From Reprisals

Heads of agencies are responsible for ensuring that
reprisals arising fromthe reporting of a hazardous

condi tion do not occur. Thus, in addition to the above
requi rements, the follow ng shall be incorporated into the
procedures noted above.

1. Policy statenent stating that the taking of reprisa
action against an enployee for identifying unsafe or
unheal thful working conditions or for other involvenent
in the safety and health programis not to be condoned.

2. | nvestigation of reprisal conplaints by an officia
with the necessary ability and authority to conduct an
effective inquiry within appropriate tine frames and to
reconmend redress if warranted.

3. The right of appeal to the agency head or an
appropriate deputy if the enployee is dissatisfied with
the initial denial of the reprisal conplaint.

4. A neans of informng the appropriate agency safety and
health office of allegations of reprisal and their
di sposition if these officials are not involved in the
i nvestigation or adjudication.

5. Inclusion of criteria in the agency's self evaluation
program which will provide information regarding the
effectiveness of the reprisal review program
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THE WHITE HOUSE

WASHINGTON

Decenber 9, 1982

MEMORANDUM FOR HEADS OF
EXECUTI VE DEPARTMENTS AND AGENCI ES

SUBJECT: CCOUPATI ONAL' SAFETY AND HEALTH PROGRAM
FOR THE FEDERAL SECTOR

| am announcing today, through the issuance of the
enclosed policy statement, a mejor effort directed towards
thekreduct|on of illnesses and 1njuries anong Federal

wor kers.

The human suffering which results from work-related
injuries and illnesses in the Federal sector nust be ad-
dressed effectively. Today, | am asking that each head
of an agency or a Department review existing safety and
health programs and, wth the heIP and advice of the
Department of Labor's QOccupational Safety and Health
Adm nistration,, take every step possible to reduce the
nunber of occupational injuries and illnesses -occurring
in the Federal sector. The Federal government renains
the Nation's l|argest single enployer and has represent&d
in its workplaces all of the hazards found in private

i ndustry.  Through effective admnistration, the Federal
wor kpl ace can serve as a nodel for the private sector.
That is what.1 am asking you to acconplish.

Besi des our overriding goal of providing a safer and
heal t hier workplace for Federal enployees, this effort
should result in significant cost savings. Reduci ng
these financial and human |osses depends on your commt-
ment and the conmtnent of sour senior staff, managers,

supervisors and enpl oyees. | expect you to work
together -- calling upon the Departnent of Labor for
assistance -- to develop inproved occupational safety

and health programs for your enployees.

| urge O?/ou to study your operations thoroughly to find
nore and better ways by which you can reduce the injuries,
i1l nesses, and associated costs in your jurisdictions.

(?M @‘“23”“

HHS TN 87.01 (9/18/87)
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Presidential. Documents

Executive Order 12196 of February 26, 1980.
Occupational Safety and Wealth Programs for
Federal Employees

By the authority vested in me'as President by the Conglitution and Statutes
of the United States of America, including Section  7905(c) of Title 5 of the

United States Code and in: accord with Section 19-of the Occupational
Safety and Health Act of 1970, as amended. (29 U. S .C. 668), it is ordered:

|-I. Scope of this Order.

I- 10 1. This order applies to all agencies of the Executive Branch except
military personnel and uniquely military equipment, systems, and
operations.

|-102. For the purposes of this order, the term “agency” means an
Executive department, as defined in 5 U.S.C. 101, or any employing unit
or authority of the Federa government, other than those of the judicia and
legislative branches. Since section 19 of the Occupational Safety and.
Health Act (“the Act’) covers all Federal empioyees, however, the
Secretary of Labor (“the Secretary”) shall cooperate and consult with the
heads of agencies in the legisative and judicial branches of the government
to help them adopt safety and hedlth programs.

1-2. Heads of Agencies.
|-201. The head of each agency shall:

(8 Furnish to employees places and conditions of employment that are
free from recognized hazards that are causing or are likely to cause death or
serious physical  harm.

(b) Operate an occupational safety and hedlth program in accordance with
the requirements of. this,. order and basic program elements promulgated by
the Secretary

(c) Designate an agency officid with sufficient authority to represent the
interest and support of the agency head to be responsible for the
management and administration of the agency occupational safety and
hedth program.

(d) Comply with ail standards issued under section 6 of the Act, except
where the Secretary approves compliance with aternative standards. When
an agency head determines it necessary to apply a different standard, that
agency head shdl, after consulitation with appropriaie occupational safety
and health committees where established, notify the Secretary and provide
justification that equivalent or greater protection will be assured by the
alternate standard.

(c) Assure prompt abatement of unsafe or unhealthy working condition.
Whenever an agency cannot promptly abate such conditions, it shall

HHS' TN 87.01 (9/18/87)
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develop an abatement plan setting forth-a timetable for abatement and a
summary of interim. steps to protect employees,. Employees exposed to the
conditions shall be informed of the provisions of the plan. When a  hazard
cannot be abated without assistance of the General Se&ices Administration
or other Federal lessor agency, an. agency shall act with the lessor agency
to secure abatement-

(f) Establish procedures t0. assure that no employee iS subject to restraint,
Interference, coercion, discrimination, or reprisal for filing, areport of an
unsafe or unhedthy working condition, or other participation in agency
occupational safety and health program activities.

(g): Assure that periodic inspections of al agency workplaces are
performed by personne’ with equipment and- competence to recognize
hazards.

(h) Assure response to employee reports of hazardous conditions and
require inspections within twenty-four hours for imminent dangers, three
working days for potentid serious conditions, and twenty working days for
other conditions. Assure the right to anonymity of those making, the
reports.

(i) Assure that employee representatives accompany inspections. of agency
workplaces.

() Operate an occupational safety and health management information
system, which shall include the maintenance of such records as the
Secretary may require.

(k) Provide safety and health training for supervisory employees,
employees responsible for conducting occupationa ‘safety and heaith
inspections, all members of occupationa safety and health committees
where established, and other employees.

(1) Submit to the Secretary an annual report on the agency occupational
safety and health program that includes information the Secretary
prescribes.

{-3. Occupational Safety and Health Committees.

|-301. Agency heads may establish occupationa safety and heaith

committees. If committees are established, they shall be established at both
the national level and, for agencies with field or regional offices, other
appropriate levels. The committees shall be composed of representatives of
management and an equa number of nonmanagement employees or their
representatives. Where there are exclusive bargaining representatives for
employees a the nationd or other lével in an agency, such representatives
shall select the appropriate nonmanagement members of  the committee.

1-302. The committees Shall, except where prohibited by law,

(a) Have access to ageacy information relevant to their duties, including
information on the nature and hazardousness of substances in agency
workplaces.

HHS TN 87.01(9/18/87) 2



SAFETY MANAGEMENT MANUAL EXHIBIT 2-00-B

(b) Monitor performance, including agency inspections, of the agency
safety and health programs at the level they are established,

(c) Consult and advise the agency on the operation of the program.

1-303. A Committee may request the Secretary of Labor to conduct an
evaluation ‘or inspection pursuant to this order if haf of a Committee is not
substantial& satisfied with an agency's response to a report of hazardous
working conditions.

1-4. Department of Labor. .

[-401. The Secretary of Labor shall-

(@) Provide leadersnip and guidance to the heads of agencies to assist them
with their occupationa safety and hedth responsibilities.

(b) Maintain liaison with the Office of Management and Budget in matters
relaing to this order and coordinate the activities -of the Department with
those of other agencies that have responsibilities or functions related to
Federa employee safety and hedlth, including the Office. of Personnel
Management, the Department. of Health, Education, and Welfare, and the
Generd  Services  Administration.

(c) issue, subject to the approval of the Director of the Office of
Management and Budget, and in.consultation With the Federal Advisory
Council on Oeccupational Safety and Hedth, a set of basic program
elements. The program elements shall help agency heads establish
occupational safety and health committees and operate effective
occupational safety and health programs, and shall provide flexi bility to
each agency head to implement @ program consistent with its mission, size
and organization. Upon request of an agency head, and after consultation
with the Federal Advisory Council on Qccupational Safety and Health, the
Secretary may approve aternate program elements.

(d) Prescribe recordkeeping and reporting requirements.

(e) Assist agencies by providing training materials, and by conducting
training programs upon request and with reimbursement.

(f) Fecilitate the exchange of ideas and information throughout the
government about occupational safety and hedlth.

(g) Provide techmical services to agencies upon request, where the

Secretary deems necessary, and with reimbursement. These services may
include studies of accidents, causes of injury and illness, identification of
unsafe and unhedthful working conditions, and means to abate hazards.

(h) Evauate the occupationa safety and hedth programs of agencies and
promptly submit reports to the agency heads. The evaluations shal be
conducted through such scheduled headquarters or field reviews, studies or
inspections as the Secretary deems necessary, at least annually for the
larger or more hazardous agencies or operations, and as the Secretary
deems appropriate for the smaller or less hazardous agencies.
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(i) Conduct unannotnced inspections of agency workplaces when the
Secretary determines necessary if an agency does not have occupationd
safety and health committees; or in response to reports of unsafe or
unhealthful working conditions, upon request of occupationa safety and
heath committees under Section 1-3; or,. in the case. of, a report of an
imminent danger, when such a committee has not responded to an
employee who has aleged to it that the agency has not -adequately
responded to a report as required in 1-201 (h), When the Secretary or his
designee performs an inspection and discovers unsafe or unhedthy
conditions, a violation of any provisons of this order, or any safety or
hedth standards adopted by an agency pursuant to this order, or any
program element agpproved by the Secretary; he shall promptly issue a
report to the head of theagency- and to the -appropriate occupational safety
and health committee,. if any. The report shall describe the nature of the
findings and may make recommendations for correcting the violation.

(j) Submit to the President, each. year a summary report of the status of the
occupation&safety and health of- Federa employees, and, together with
agency responses, evauations of individual agency progress and problems
in correcting unsafe and unhedthful working conditions, and
recommendations for improving their performance.

(k) Submit to the President, unresolved disagreements between the
Secretary and-agency heads, with recommendations.

(1) Enter into agreements or other arrangements as necessary of
appropriate with the National ntitute for Occupational Safety and Health
and delegateto it theinspection and investigation authority provided under
this section.

1-5. The Federal Advisory Council on Occupational Safety and Health.

|-501. The Federai Advisory Council on Occupational Safety and Hedth,
established pursuant to.. Executive. Order M 0. 11612,. is continued. It shall
advise the Secretary in carrying out responsbilities under this order. The
Council shall consist of sixteen members appointed by the Secretary, of
whom eight shall be representatives of Federal agencies and'eight shall be
representatives of |abor organizations representing Federal employees. The
members shall serve three-year terms with the terms of five or sx members
expiring each year, provided this Council is renewed every two yearsin
accordance with the Federal Advisory Committee Act. The members
currently serving on the Council shall be deemed to be its initial members
under thisorder and their termsshall expirein accor dancewith the'termsof
their appointment.

[-502. The Secretary, or a designee, shall serve as the Chairman of the
Council, and shall prescribe rules for the conduct of its business.

I-503. The Secretary shall make available necessary office space and
furnish the Council necessary equipment, supplies, and staff services, and
shall perform such functions with respect to the Council as may be required
by the Federal Advisory Committee Act as amended (5 U.S.C. App. I).

HHS TN 87.01 (9/18/87) 4



SAFETY MANAGEMENT MANUAL EXHIBIT 2-00-B

|-6. General Services Administration.

[-601. Within six months of the effective date of this order the Secretary
of Labor and the Administrator of the General Services Administration
shall initiate a study of conflicts that may exist in their standards and other
requirements affecting Federal employee safety and health. and shall ¢
estabiish a procedure for resolving conflicting standards for space leased by
the Genera Services Administration.

[-602. In order to assist the agencies in carrying out their duties under
Section 19 of the Act and this order the Administrator shall:

(a) Upon request, require personnel of the General Services
Administration to accompany the Secretary or an agency head on any
inspection or investigation conducted pursuant to this order of a facility
subject to the authority of the General Services Administration.

(b) Assure prompt attention to reports from agencies of unsafe or
unhealthy conditions of facilities subject to the authority of the General
Services Administration; where abatement cannot be promptly effected,
submit to the agency head a timetable for action to correct the conditions;
and-give priority in the allocation of resources available to the
Administrator for prompt abatement of the conditions.

(c) Procure and provide safe supplies, devices, and equipment, and
establish and maintain a product safety program for those supplies,
devices, equipment and services furnished to agencies, including the
issuance of Material Safety Data Sheets when hazardous substances are
furnished them.

[-7. General Provisions.

1-701. Employees shall be authorized official time to participate in the
activities provided for by this order.

1-702. Nothing in this order shall be construed to impair or alter the
powers and duties of the Secretary or heads of other Federal agencies

pursuant to Section 19 of the Occupational Safety and Health Act of 1970,
Chapter 7 1 of Title 5 of the United States Code, Sections7901, 7902, and

. 7903 of Title 5 of the United States Code, nor shall it be construed to alter
any other provisions of law or Executive Order providing for collective
bargaining agreements and related procedures, or affect the responsibilities
of the Director of Central Intelligence to protect intelligence sources and
methods (50 U.S.C. 403(d) (3)).

1-703. Executive Order No. 11807 of September 28, 1974, is revoked.
1-704. This order is effective July 1, 1980.

THE WHITE HOUSE,
February 26, 1980.
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Public Law 91-596
91 st Congress. S. 2 193
December 29, 1970

To assure safe and healthful working conditions for working men and women: by authorizing
enforcement of the standards developed under the Act; by assisting and encouraging the
Stales in their effons to aSSUre safe and healthful working conditions; by providing for
research. information. education, and training in the field of occupational safety and
health; and for other PUrPOSES.

Be it enacted by the Senare and House of Representatives of the United Sates of
America in Congress assembled, That this Act may be cited as the " Occupationa
Safety and Hedth Act of 1970".

FEDERAL AGENCY SAFETY PROGRAMS AND RESPONSIBILITIES

Sec. 19. (a) It shal be the responghility of the head of each Federd agency to
edablish and maintain an effective and comprehensve occupationd safety and
hedlth program which is consistent with the standards promulgated under section 6.
The head of each agency shdl (after consultation with representatives of the
employees thereof) —

() provide safe and hedthful places and conditions of employment.
consgtent with the standards set under section 6;

(2) acquire, maintain, and require the use of safety equipment, persond
protective equipment, and devices reasonably necessary to protect employees;

(3) keep adequate records of all occupationd accidents and illnesses for
proper evauation and necessary corrective action;

(4) consult with the Secretary with regard to the adequacy as to form and
content of records kept pursuant to subsection (a) (3) of this section; and

(5) make an annua report. to the Secretary with respect to occupationa
accidents and injuries and the agency’s program under this section. Such
report shdl incdlude any report submitted under section 7902(¢€) (2) of title 5,
United States Code.

(b) The Secretary shal report to the President a suinmary or digest of reports
submitted to him under subsection (8) (5) of this section, together with his
evauations of and recommendations derived from such reports. The Resident shall
transmit annudly to the Senate and the House of Representatives a report of the
activities of Federal agencies under this section.

(c) Section 7902(c) (1) of tide 5, United States Code, is amended by inserting
dter “agendes’ the following: “and of labor organizations representing
employees”.

(d) The Secretary shall have access to records and reports kept and filed by
Federal agencies pursuant to subsections (a) (3) and (5) of this section unless those
records and reports are specificaly required by Executive order to be kept secret in
the interest of the nationa defense or foreign policy, in which case the Secretary
shdl have access to such information as will not jeopardize nationa defense or

foregn policy.
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PART 1960

BASIC PROGRAM ELEMENTS FOR FEDERAL EMPLOYEE
OCCUPATIONAL SAFETY AND HEALTH PROGRAMS
AND RELATED MATTERS

SUBPART A-GENERAL

1960.1 Purpose and scope.
1960.2 Definitions.
1960.3-1960.5 [Reserved]

SUBPART B-ADMINISTRATION

1960.6 Designation of agency safety and health officials.

1960.7 Financial management.

1960.8 Agency responsibilities.

1960.9 Supervisory responsibilities.

1960.10 Employee responsibilities and rights.

1960.11  Evaluation of occupational safety and health performance.

1960.12 Dissemination of occupational safety and health program
information.

1960.13-1960.15 [Reserved]

SUBPART C--STANDARDS

1960.16 Compliance with QSHA standards.

1960.17 Alternate standards.

1960.18 Supplementary standards.

1960.19 Other Federai agency standards affecting oe¢cupational safety and
health.

1960.20-1960.24 [Reserved]
SUBPART D—INSPECTION AND ABATEMENT

1960.25 Qualifications of safety and health inspectors and agency
inspections.

1960.26 Conduct of inspections.

1960.27 Representatives of officials in charge and representatives of
employees.

1960.26 Employee reports of unsafe or unheaithful working conditions.

1960.29 Accident investigation.

1960.30 Abatement of unsafe or unhealthful working conditions.

1960.31 Inspections by OSHA.

1960.32-1960.33 [Reserved]

SUBPART E-GENERAL SERVICES ADMINISTRATION AND
OTHER FEDERAL AGENCIES

1960.34 General provisions.
1960.35 National Institute for Occupational Safety and Health.

1
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SUBPART F—OCCUPATIONAL SAFETY AND HEALTH COMMITTEES

1960.36 Genera provisions:

1960.37 Committee organization.
1960.33 Committee formetion.

1960.39 Agency responsibilities.

1960.40 Establishment committee duties.
1960.41 Nationd committee dities:
1960.42-1960.45 [Reserved] -

SUBPART G-ALLEGATIONS OF REPRISAL

1960.46 Agency responshility.
1960.47 Reallts of invedi att%lons
1960.48 1960.53 [Reserv

SUBPART H—TRAINING

1960.54 Training of top management officids.

1960.55 Traning of supervisors.

1960.56 Training of safety and hedth specididts.

196057  Training of safety and hedlth inspectors.

196056  Traning of eollateral duty safety and health personnel and
. committee members.

1960.59 Training of employees and employee representatives.

1960.60 Traning assgance.

1960.61-1960.65 [Reserved]

SUBPART |-RECORDKEEPING AND REPORTING
REQUIREMENTS

1960.66 Purpose, scope and general provisions.

1960.67 Record of log of occupationd injuries and illnesses.

1960.63 Supplementary record of occupationa injuries and illnesses.
1960.69 Annua Summaries of Federd Occupationd Injuries and 1lInesses.
1960.70 Reporting of serious accidents.

1960.71 Location and uitilization of records and reports.

1960.72 Access to records by Secretary.

1960.73 Retention of records.

1960.74 Agency annual reports.

1960.75-1960.77 [Reserved].

SUBPART J-EVALUATION OF FEDERAL OCCUPATIONAL
SAFETY AND HEALTH PROGRAMS

1960.78 Purpose and scope.

1960.79  Sdf-evauations of occupationa safety and hedlth programs.

196080 Secretary’s evauations of agency occupationa safety and hedlth
programs.

1960.81-1960.83 [Reserved]

SUBPART K—FiELD FEDERAL SAFETY AND HEALTH COUNCILS

1960.84 Purpose.
1960.35 Role of the Secretary.
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OCCUPATIONAL SAFETY AND HEALTH

196086 Egablishing councils

196087  Objectives.

1960.88 Membership and participation.
196089  Organization,

1960.90 Operating procedure.

1960.91 [Reserved]

AUTHORITY: Sees. 19 and 24 of the Qceupational Safety and Health Act of 1970 (84 Stat. 1609; 1614,
{29 U.SC. 868,673)k Seeretary of Lebor's Order No. 8-78 (41 FR 25059); E.0. 12196,

SOURCE: The pravisions of this part 1960 appear a 45 F:R. 69796. 0ct. 21. 1980 as amended at 49
F.R. 3077. Jaf. 25. 1984 unless atheérwise noted.
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SUBPART A—GENERAL
1960.1 —PURPOSE AND SCOPE

(e) Section 19 of the Occupational Safety and:

Health Act (the Act) contains special. provisions
to assure safe and heathful working conditions

for Federa employees. Under that section, it Is.

the responsibility of the head of each Federal
agency to establish and maintain an effective and
comprehensive occupational safety and hedth
program which is consistent with the standards
promulgated under section 6 of the Act. The
Secretary of Labor (the Secretary), under section
19, is to report to the President certain evalua-
tions and recommendations with respect to the
programs of the various agencies, and the duties
which section 24 of the Act imposes on the Secre-
tary of Labor necessarily extend to the collection,
compilation and analysis of occupational safety
and hedth statistics from the Federal Govern-
ment. The role of the General Services Admin-
istration in this area stems from its duties as the
Government’s principal landlord and from its
specific safety and hedth responsibilities under
4% CFR Part 101, Subchapter D, Federal Prop-
erty Management Regulations.

(b) Executive Order 12196, Occupational Safety
and Hedth Programs for Federa Employees,
issued February 26, 1980, prescribes additiona
responsibilities for the heads of agencies, the
Secretary, and the Generad Services Adminis-
trator. Among other duties, the Secretary is
required to issue basic program elements in
accordance with which the heads of agencies shail
operate their safety and hedth programs. The
purpose of this part is to issue these basic pro-
gram elements. Although agency heads are re-
quired to operate a program in accordance with
the basic program elements, those elements con-
tain numerous provisions which, by their terms,
permit agency heads the flexibility necessary to
implement their programs in & manner consistent
with their respective missions, sizes, and orga
nizations. Moreover, an agency head, after
consultation with agency employees or their
representatives and with appropriate safety and
health committees may request the Secretary to
consider approval of dternate program elements;
the Secretary, after consultation with the
Federa Advisory Council on Occupational Safety
and Health, may approve such aternate program
elements.

1960.1()
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(e) Under Executive Qrder 12196, the Secretary
is required’ to- perform various services for the
agencies, ‘including. consultation! training, ree-
ordkeeping, inspections, and.. evauations. Agen-
cies are encouraged to seek such assistance from
the Secretary as well as advice on how to comply
with the basic program elements and operate
effective oeccupational safety and health pro-
grams. Upon the request of an Agency, the Office
of Federal Agency Safety and Hedth Programs
will review proposed agency plans for the imple-
mentation of program elements.

(d) Section 19 of the Act and the Executive
Order require specific opportunities for employee
paticipation in the operation of agency safety
and hedth programs. The manner of fulfilling
these requirements is set forth in part in these
program elements. These requirements are sepa-
rate from but consistent with the Federal Service
Labor Management Relations Statute {5 U.S.C.
71} and regulations deding with labor-manage-
ment relations within the Federa Government.

{(e) Executive Order 12196 and these basic pro-
gram elements apply to ail agencies of the Execu-
tive Branch. They apply to al Federa employees.
They apply to al working conditions of Federa
employees except those involving uniquely mili-
tary equipment, systems, and operations.

() The Executive Order and this part do not ap-
ply to employees or working conditions of
employees of private contractors performing
work under government contracts, regardless of
whether such privately employed workers per-
form their duties in government owned or leased
facilities with government equipment or together
with government personnel. Protection of
employees of private contractors is assured
under the other provisions of the Act, not under
Section 19. No provision of the Executive Order
or this part shal be construed in any manner to
relieve any private employer, including Federa
contractors, or their employees of any rights or
responsibilities under the provisions of the Act,
including compliance activities conducted by the
Department of Labor or other appropriate
authority.
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1960.10

(g) Federal employees who work in establish-
ments of private employers are covered by their
agencies’ occupational safety, and’ health pro-
grams. Although an agency may not have the
authority to require abatement of hazardous
conditions in a private sector workplace, the
agency head must assure safe and healthful werk-

ing conditions for his/her employees. This shaII
be mmphshed by admijnistrative controls,
sonal protective equipment, oi withdrawal of
Federal employees from the private sector fa¢il-
ity ta the extent necessary to assure that the
employees are protected.

1960.2—Definitions

(@) The term “Act” means the Occupational
Safety and Health Act of 1970 (84 Stat. 1590 et
seq., 29 U.S.C. 651 et seq.).

() The term “agency™ for the purposes of this
part means an Executive Department, as defined
in 5 U.S.C. 101, or any employing unit or author-
ity of the Executive Branch of the Government.
For the purposes of this part to the extent it im-
plements section 19 of the Act, the term “agency”
includes the United States Postal Service. By
agreement between the Secretary of Labor and
the head of an agency of tbe Legislative or Judi-
cial Branches of the Government, these regu-
lations may be applieable to such agencies.

(c) The term “agency liaison” means an agency
person appointed with fuil authority and respon-
sibility to represent the occupant agency man-
agement with the official in charge of a facility or
installation such as a GSA Building Manager.

(d) The term “building manager” means the per-
son who manages one or several buildings under
the authority of a Federai agency. For example, a
building manager may be the GSA person who
manages building(s) for GSA.

{e) As used in Executive Order 12196, the term
“consultation with representatives of the
employees thereof” shdl include such consulta-
tion, conference, or negotiation with represent-
atives of agency employees as is consistent with
the Federal Service Labor Management Rela-
tions Statute {§ U.S.C. 71), or collective bargain-
ing or other labor-management arrangements. As
used in this part, the term “representative of
employees” shail be interpreted with due regard
for any obligation imposed by the aforementioned
statute and any other labor-management ap-
rangement that may cover the employees
involved.

HHS TN 87.01 (9/18/87)

() The term “Designated Agency Safety’ and
Health Official” means the individual' ‘who is
responsible for the management of the safety and
health program within an agency, and is so des-
ignated or appointed by the head of the ageney
pursuant to § 1966.6 and the provisions of Exec-
utive Order 12196.

{g) The term “employee” as used in this part
means any person, other than members of the
Armed’ Forees, employed’ or otherwise suffered,
permitted,; or requiredto work by an “agency” as
the latter term is defined in paragraph (b) of this
section.

(h) The term “establishment” means a single
physieal location where business is conducted or
where services or operations are performed.
Where distinctly separate activities, are per-
formed at a single physical location, each activity
shall be treated as a separate “establishment.”
Typically, an “establishment” as used in this part
refers to a field activity, regional office, area of-
fice, installation, or facility.

(i} The term “uniquely military equipment,
systems, and operations” excludes from the scope
of the order the design of Department of Defense
equipment and systems that are unique to the na-
tional defense mission, such as military aircraft,
ships, submarines, missiles, and missile sites,
early warning systems, military space systems,
artillery, tanks, and tactieal vehicles: and ex-
cludes operations that are uniquely military such
as field maneuvers,, naval operations, miiitary
flight operation, associated research test and
development activities, and actions required
under emergency conditions. The term includes
within the scope of the Order Department of
Defense workplaces and operations comparable
to those of industry in the private sector such as:
Vessel, aircraft, and vehicle repair, overhaul, and

1960.2())
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modification (except for equipment trials); con-
struction; supply serviees; eivil engineering Or
public works: medical services; and office work.
(j) The term "incidence rates” means the number
of injuries and illnesses, or lost workdays, per
100 full-time workers. Rates are calculated as

N'x 200,000
EH

N=number Of injuries and illnesses, or number
of lost workdays.

EH=total hours worked by al employees during
a month, a quarter, or fiscal year.

200,000=base for 100 full-time equivalent work-
era (working 40 hours per week, 50 weeks

per year)

k) The term “inspection” meens a comprehen-
. Sve survey of dl or part of a workplace In order
to detect Safety and health hazards, IﬁsFectigps
are normally performed during the regular work
hours of the “agency, except as special circum-
stances may require. Ingpection? do net indlude
routine, day-today visits by agency -oceupational
safety and hedlth personnel, or routine workplace
survelllance of occupationd hedth conditions.

(I) Categories o f injuries/ilinesses/

fatalities-

(1) Injury (Traumatic). A wound or other condi-
tion, of the body caused by externd force, in-
cuding stress or strain. The injury is identifia-
ble as to time and place. of oceiirrence anc

member or function of the body affected, and is
caused by a specific event or incident or series
of events or Incidents within a sngle day or
work shift.

(2) llliness/Disease 1{(Dc:upc’_:tiic'mt'd). A physiolog-
ical harm or loss of capacity produced by sys-
temic infection; continued or repeated Stress or
drain; exposure to toxins, poisons, fiimes, €tC.;
or other continued and repeated, exposures to
conditions of the work environment over a long
period of time. For practica purposes, an occu-
pational illness/disease is any reported condition
which does not meet the definition of injury
(traumétic).

(3) Fatality. Death resulting from an injury
(traumatic) or illness/disease (occupational).

1960.2(s) 8
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4) lost Time Case. A nonfata injury (traumeatic)
that, causes disability for work beyond the day
or shiftii* occurred; Or @ nonfatal illness/disease
(occupational) that causes disability at any’ time.
(5} Ne:Lost Time Case. A nonfatd injury (trau-
matic) Of |IIn&ss/d|5166@t-:‘(oc:cupatlonail ) t%et does
not meet the definition of Lost Time Case.

(6) Catastrophe. An accident resuiting in five or
more agency and/or nonagency people being
hospitalized for inpatient ‘ care.

{m) The term “representative of management'?
means a supervisor or manegement officid © as
defined in the applicable labor-management rela-
tions program covering the-affected employees.

(n)-(p) [Reversed]

(@) The term “Safety and. Health Inspector”
means a safety and/or oecupational h&ﬁh spe-
cialist or Other person authorized puisuiint to
Executive Order f2196; section 1-201(g), to carr
out inspeetions for the purpese of Subpart D df,
this part, a persen having equipment and compe-
tence to recognize safety and/or hedlth hazards
in the workplace.

(1) The term “Safety and Hedth Officia” means
an individua who manages the occupationa safe-
ty and/or organizationd hedth program a or-
genizationa levels below the Desgnated Agency
Safety-and Hedlth Offiefal.

(s) The term “Safety and Hedth Specidis” means
a person or persons meeting the Office of Person-
ne Management standards for such occupations,
which include but are not limited to:

Safety and Occupational Health Manager/
Specidist = GS-018

Safety Engineer GS-803

Fre Prevention Engineer GS-304

Industrial Hygienist GS-690

Fire Protection and Prevention Specialist/Marshal
GS-081

Hedth Physicist GS1306

Qccupational Medicine Physician GS-602

Occupational Health Nurse GS-610

Safety Technician GS-019

Physicd Science Technician GS-1311

Environmenta Hedth Technician GS-699
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Air Safety Invedtigation Officer GS-1815
Avigtion Safety Specidit GS1825
Chemist GS-1320

Health Technidan GS-645

Highway Safety Manager GS-2125

or equaly qualified military, agency, or
nongovernment personnd. The agency head shdl
be respongble for determination. and certification
of equaly qudified personndl. .

{t) The term “workplacg” means a physical: loea-
tion where the agency’s work or operaions are
performed.

(U) The term “imminent danger” means con-
ditions or practices in any workplace which are
such that a danger exists which could reasonably
be expected to cause death or serious physieal
harm immediaidy or before the imminence of
such danger can be diminated through norma
procedures.

(v) The word “serious’ as used in “sarious
hazard,” “serious violation” or “serious
condition” means a hazard; violation' or condition
such that there is a subgantia, probability that
death or serious physicd harm could result.

(w) The term “certified safety and hedth com-
miftee’ -means an agency safety and hedth com-
mittee that meets the provisons of section't:3 of
Executive Order 12196 and of this part, as listed
and atested to by the head of each agency in

writing {0 the Secretary.

(X) The tem “reprisd” as used in this pat
means any act of restraint, interference, coercion
or discrimination againgt an- empioyee for exercis
ing his or her rights under Executive Order 12196
and- this part; or for participating in the agency’s
safety and hedth program.

1960.3-1960.5—(Reserved)

SUBPART B—ADMINISTRATION
1960.6—DESIGNATION OF AGENCY SAFETY AND
HEALTH OFFICIALS

(a])_'l_'he head of each agency shall designate an
offica with sufficient authority and responghili-
ty to ;epg@ent effechtivgly thﬁ interest and ;J]g
port of the agency head in the management
adminigration of the ag?_ency occupationd  safety
and hedth program. This” Designated Agency
Safety and Hedth Officia should be of the rank of
Assstant Secretary, or of equivdent rank, or
equivalent degree of respongbility, and shall
have sufficient headquarters staff with the neces-
sary training and experience. The headquarters
staff should report directly to, or have ﬁr(}
priate access to, the Desgnated Agency Safety
and Hedth Officid, in order to carry out the
respongbilities under this part.

HHSTN 87.01 (9/18/87)

(b) The Dedgnated Agency Safety and Hedth
Official shall assist the agency head in

establishing:

(1) An agency occupationad safety and hedth
policy and. program to carry out the provisons
of section 19 of the Act, Executive Order 12196,
and this part:

(2) An organization, including provison for the
desgnation of safety and hedth officias & ap
propriate levels, with adequate budgets and
daffs to implement the occupational safety and
hedth program & dl operationd leves,

1960.6(bX2)
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3y A st of procedures that ensures effective
implementation of the, agency policy and pro-
gram.as required by section 19 of the Act, Exee:
utive Order X2196, and the program elements of
this pat, conddering the misson, sze, and
organization of the agency;

(4) Cods and objectives for reducing and €im-
inating occupational accidents, injuries, and ill-
nesses;

(6) Plans and procedures for evduating the
agency’s occupationd safety and hedth pro-
gram effectiveness a dl operationd levels. and

(6) Priorities with respect’ to the factors which
cause occupationa accidents, injuries, and il
nesses in the agency’s workplaces so that ap-
propriate corrective. actions can be taken.

ﬁ) The af:;en head shdl assure that safety and
edth officids are desgnated at, each appro-
pricte leve with sufficient authority and respon-
shility to dpl’a'n for and assure funds for n

safety and hedth staff, equipment,. materids. and
traning required to ensure implementation of an
effective occupationa safety and hedlth program.

1960.7—FINANCIAL MANAGEMENT

(a) The head of each agency shdl ensure tha the
agency budget submission includes appropriate
finanad and other resources to effectively imple-
ment and administer the agency’s occupational
safety and hedth program.

g? The Designated A(-%ency Safety- and Hedth
ficd, management oificds in charge of each
edtablishment, safety and. hedlth. officials: at all
apprqgriate levels, and other management offi-
cids shdl beresponsible for planning; requesting
resources, implementing, and evauating. the
occupational ssfety and hedlth progam?bud“gfet%in
accordance with the regulations of the Office of
Management and Budget Circular A-11 (sections
13.2(H and 13.5() and other relevant documents.

(e) Appropriate resources for an agency’s eccupa-
tion ety and hedth program shall include,
but not be limited to:

(1) Sufficient personnel to implement and ad-
miniser the program a all levels induding

necessary  adminigtrative codts such as train-
ing, travel, and persond protective equipment;

(2): Abatement ‘of unsafe or unhedthful work-
ing eonditions related to agency operations or
facilities;

(3) Safety and hedth sampling, testing, and
diagnostiec and andytica tools and equipmernt,
inciuding “laboratoly andyses:

(4) Any necessary contracts to identify,
andz_ze or evauae unsafe. or unhedthful
working conditions and operations.

(8) Program promotional costs such as publica
tions, posters, or films

(6) Technica information, documents, books,
standards, codes, periodicals, and publications;
and

(7) Medical surveillance programs for
employees.

1960.8—AGENCY RESPONSIBILITIES

(@) The head of each agency shdl furnish to each

1960.8(s)
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which are free from recognized hazards that are
causng or are likely to cause degth or serious
physcd ham.

%3) The head of each agency shdl comply with the
ccupationa Safety and’” Health Adminidration
standards applicable to the ageney.

(¢) The head of each agency shdl develop, imple-
ment, and evaluate an occupational safety and
hedth program in accordance with the. require-
ments of section 19 of the Act, Executive Order
12196, and the basc program eements pre-
scribed in this part, or approved’ dternate pro-
gran dements

(d) The head of each agency shdl acquire, main-
tain, and require the use of approved persona
protective equipment, ‘approved safety equip-
ment, and othier devices Netessary tO protect
employees.

(e} In order to Erovide essentid idized ex-
ﬁgdtise, agency heads shdl authorize safety and

th personnel to itilize such expertise from
whatever source avalable, including but not
limited to other agencies professiond’ groups,
consultants, univerdties, labor  organizations,
and safety and hedth committees.

1960.9—Supervisory responsibilities

Employees who exercise supervisory functions
shdll, ptlgy the extent of the rpera\jthorr?/ , furnish
moye&s employment and a place Of employ-

which are free from recognized hazards that
are causng or are likely to cause death or serious
physca harm. They shall also comply with the

occupational safety and hedth standards appli-
cable to their agency and with all rules, regula-
tions, and orders issued by the head of the agency
with respect to the agency occupationad safety
and hedth program.

1960.1 O-Employee responsibilities and rights

(a) Each employee shdl comply with the stand-
ards, rules, regulations, and’ orders issued by
his’her agency in accordance with section 19 of
the Act, Executive Order 12196, and this part
whidch are gpplicable to hisher own actions and
conduct.

() Employees shdl use safety equipment, per-
sona  protective equipment, and other devices
and procedures provided or directed by the agen-
cy and necessary for their protection.

(C) Employees shdl have the right to report un-
safe and unhedthful working conditions to ap-
propriate officials.

(d) Employees shall be authorized officid time to
participate in the activities provided for in sec-
tion 19 of the Act, Executive Order 12196, this
ﬁart, and the agency occupationd safety and
edth program.

‘1960.11 —Evaluation of occupational safety and health
performance

Each agency head shdl ensure that any per-
brmance evaduatiion of any management off?cid

HHS TN 87.01 (9/18/87)

in charge of an edtablishment, any supervisory
employee, or other gppropriate management of-

1960.11
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ficial, measures that’ employee3 performance in
meeting requirements of-the agency occupational
safety and health program, consistent with the
employee’s assigned responsibilities and author-
ity, and taking into consideration any apphcgb]e

regulations of the ‘Office of Personnel Manage-
ment or other appropriate authority. The recog-
nition of superior performance in discharging
safety and: health responsibilities by an individual
or group should be encouraged and noted.

1960.12—Dissemination of eccupahonal safety-and health
program information

(a) Copies of the Act, Executive: Order. 12196,
program elements published in this part, details
of the agency’s occupational safety and health
program, and applicable Pafety and health stand-
ards shall be made available upon request to em-
ployees or employee representatives for review.

(b) A copy of the agency’s written occupational
safety and health program applicable to the es-
tabiishment shall be made availghle to each
supervisor, each occupational safety and health
committee. member, and to employee representa-
tives.

(c) Each agency shall post conspicuously in each
establishment, and keep posted, a poster inform-
ing empioyees of the provisions of the Act, Exe-
cutive Order 12198, and the agency occupational
safety and health program under this part. The
Department of Labor will furnish the core text of
a poster to agencies. Each agency shall add the
following items:

(1) Details of the agency’s procedures for
responding to reports by employees of unsafe

or unhealthful working ¢oaditions, and 10 alle-
gations of discrimination or reprisal due to par-
ticipation in safety and/or heaith activities;

{2) the location, where employees may obtain
miormatmn about the agency’s occupational
safety and health program, ineluding the fuil
text of. ageney oecupational safety and. health
standards; and

(3) relevant. information about any agency
safety and heaith committees. Such posters and
additions ghall not be altered, defaced, or
covered by other material.

(d) A copy of the agency’s poster shall be pro-
vided to the Secretary. If the agency needs as-
sistance ‘and advice on the content and develop-
ment of the poster, such shall be requested of the
Secretary prior t0 printing and distribution.

(e} Agency heads shall promote employee
awareness of occupational safety and heaith mat-
ters through their ordinary information channels,
such as newsletters, bulletins and handbooks.

1960.13-1960.15 (RESERVED)

SUBPART C--STANDARDS
1960.16—COMPLIANCE WITH OSHA STANDARDS

Each agency head shall comply with al occupa-
1960.16
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tional safety and health standards issued under
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section 6 of. the. Act, or with alternate standards
issued pursuant to this subpart. In complying
with section 6 standards, an agency may, upon
prior notification to the Seeretary, prescribe and
enforce more stringent permissible exposure
levels or threshold limit values and may require
more frequent monitoring of exposures without
recourse to the approval procediires for alternate
standards described in § 1960.17. In addition,

after consultation with employees and safety and
-health committees and prior notification to the
Secretary, an agency may utilizé the; latest edi-
tion of a reference standard if it is mere stringent
than the- section 6 standard. After notification,
the Secretary may require the use of the approval
procedures for alternate standards. foi any of the
situations described in this'paragraph.

1960.17—ALTERNATE STANDARDS

An agency head may apply an alternate stan-
dard where deemed, necessary , and shall, after
consultation with employees or their representa-
tives, including appropriate oecupational safety
and health committees, notify the "Se¢retary and
request approval of such alternate standards.

(@) Any request by the head of the agency for an
alternate standard shall be transmitted to. the
Secretary.

{b) Any such request for an alternate standard
shall not be approved by the Secretary unless it
provides. equivalent or greater protection for
affected employees. Any such request shall
include:

(1) A statement of why the ageney cannot
comply with the OSHA' standard’ or wants to
adopt an alternate standard:

{2) A description of the alternate standard;

(3) An explanation of how the ‘alternate stan-
dard provides equivalent or greater protection
for the affected employees;

(4) -A description of interim protective
measures afforded employees until a decision is
rendered by the Secretary of Labor; and

(5) A summary of written comments, if any,
from interested employees, employee repre-
sentatives; and occupational safety and health
committees.

1960.18—SUPPLEMENTARY STANDARDS

(@ In addition to complying with emergency
temporary standards issued under section 6 of
the Act, an agency head shall adopt such emer-
gency temporary and permanent supplementary
standards as necessary and appropriate for appli-
cation to working conditions of agency employees
for which there exists no appropriate OSHA stan-
dards. In order to avoid. any possible duplication
of effort, the agency head should notify the
Secretary of the subject matter of such standard
when the development of the standard begins.

(b) The agency head shall send a copy of the final
draft of the permanent supplementary standard
to the Secretary prior to official adoptionby the
agency, along with any written comments on the
standard from interested employees, employee
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representatives, and occupational safety and
health committees. If the Secretary finds the per-
manent supplementray standard to be adopted
inconsistent with OSHA standards; or inconsist-
ent with OSHA enforcement practices under sec-
tion 5(a}(1) of the Act, the Secretary shall have 15
working days in which to notify the head of the
agency of this finding. In such a ease, the supple-
mentary standard shall not be adopted, but the
agency will be afforded an opportunity to resub-
mit a revised standard that is designed to provide
adequate protection and is econsistent with
OSHA standards. Upon request of the ‘agency
head, the Secretary shall, offer to the agency
technical assistance in the development of’ the
supplemental standard.

1960.18(b)
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1960.

19—OTHER FEDERAL AGENCY STANDARDS

AFFECTING OCCUPATIONAL SAFETY AND HEALTH

{(a) Where employees of differeht agencies
engage in joint Operations, and/or primarily
report to work or carfy out operations In
same edablishment, the <andards adopted
under § 1960.17 or § 1960.18 of the host agency
shdl govern.

() There are gtuations in which the head of an
agency is required to comply with standards

fecting occupational safety and health issued by
a Federal agency other than OSHA. For exanple,
standards issued by the Federal Aviation Admin-
igration, the Department of Enefgy, oi the Gen-
eral Services Adminidration may be applicable
to certain Federal workplaces. Nothing in this

subpart affects the. duty of any agency head to
comply with such, standards. In addition, agency
heags should comply with other standards i1ssued
by Federd agencies which deal with hazardous
working eoaditions, but for which OSHA has no
standards.

(¢) Although it is not anticipated that standards
of other Federal agencies will conflict with OSHA
Standards, should such confliet occur, the head of
the agency shall inform the other Federd agency
and the Secretary o that joint efforts to resolve
the issues may be undertaken. However, until
conflicts are resolved, agencies shall comply with
the more protective of the conflieting standards.

1960.20-1 960.24 (RESERVED)

SUBPART D—INSPEC

TION AND ABATEMENT

1960.25 QUALIFICATIONS OF SAFETY AND HEALTH
INSPECTORS AND AGENCY INSPECTIONS

(a) Executive Order 12198 requires that each
agency utilize as ingpectors “personnel With
equipment and competence. tO recognize haz-
ards.” Ingpections shail be conducted by inspee
tors quaified to recognize and evaluate hazards
of the working eavironment and to suggest, gen-
eral abatement. procedures. Safety and hedth
specialists as defined in § 1960.2(s), with experi-
ence .and/or up-to-date traning in occupationa
safety and health hazard recognition and eval-
uation are consdered as meeting the qudifica
tions of .safety. and heaith inspectors, For those
working environments Where there are less ¢com-
plex hazards, SUCh. safety and hedth specializa-
tions as ,eited above may not be required, but
inspectors in SUch environments shall have suffi-
cient documented training and/or experience in
the sofety and heaith hazards of the workplace in-

1960.25(¢)
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volved to recognize and evauate those particular
hazards and to suggest general abatement proce-
dures. All ingpection personnd must be provided

the equipment necessary to conduct a thorough
inspgi oﬂ of the workplace involved. I

(b) Each agency which has workplaces contain-
Ing informaion dasdfied in the Interest of na
tiond security shall provide access to safety and
hedth inspectors who have obtained the appro-
priate security .ciearance.

() AH areas and operations of each workplace,
including office operdions, shall be inspected at
least annudly. More frequent ingpections shall be
conducted in al workplaces where there is an in-
creased risk of accident, injury, or illness due to
the nature of the work performed. Sufficient un-
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announced inspections and unannounced follow-
up inspections should be conducted by the agency
to ensure the identification and abatement of
hazardous conditions.

(d) When situations arise involving multiple
agencies responsibilities for conditions affecting
employee safety and health, coordination of in-
spection functions is encouraged.

1960.26—CONDUCT OF INSPECTIONS

(@) Preparation.

(1) Prior to commencement of the inspection,
the Safety and Health Inspector §hall be pro-
vided all avalable relevant information which
pertains to the occupational safety and health
of the workplace to be inspected, including
safety and hedth hazard reports, injury and
illness records, previous inspection reports.
and reports of unsafe and unheathful working
conditions.

(2) The Safety and Hedth Inspector shal
determine in advance, where possible, the ac-
tual work procedures and conditions to be in-
spected, in order to have the proper equipment
available to conduct an effective inspection.

() Inspection.

(1) For the purpose of assuring safe and
hedlthful working conditions for employees of
agencies, the head of the agency shall authorize
safety and/or health inspectors. To enter with-
out delay, and at reasonable times, any build-
ing, instalation, facility, construction site, or
other area, workplace, or environment where
work is performed by employees of the agency;
to inspect and investigate during regular work-
ing hours and at other reasonable times, and
within reasonable limits and in a reasonable
manner, any such place of employment and all
pertinent conditions, structures, machines,
apparatus, devices, equipment, and materials
therein, and to question privately any agency
employee, and/or any agency supervisory
employee, and/or any officia in charge of an
establishment.

(2) If there are no authorized representatives
of employees, the inspector shall consult with a
reasonable number of employees during the
walkaround.
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“(3) When, in the opinion of the inspector, it is
necessary to conduct personal monitoring
(sampling) of employee's work environments,
the inspector may request employees to wear
reasonable and necessary personal monitoring
devices, e.g., noise dosimeters and air sampling
pumps, for periods determined by the inspector
to be necessary for complete and effective
sampling of the environment.

{4) Upon request of the inspector, the
employer shall encourage employees to wear
the persona environmental monitoring devices
during ah inspection.

(3) Whenever and as soon as it is concluded on
the basis of an‘inspection that a danger exists
which could reasonably be expected to cause
death or serious physical harm immediately,
the inspector shall inform the affected em-
ployees and official in charge of the workplace
of the danger. The official in charge of the
workplace, or a person empowered to act for
that official, shall underteke immediate abate
ment and the withdrawal of employees who are
not necessary for abatement of the dangerous
conditions. In the event the offical in charge of
the workplace needs assistance to undertake
full abatement, that official shall promptly con-
tact the Designated Agency Safety and Hedlth
Official and other responsible agency officials,
who shall assist the abatement effort. Safety
and health committees shall be informed of all
relevant actions and representatives of the
employees shall be so informed.

(6) At the conclusion of an inspection, the
Safety and Health Inspector shal confer with
the officia in charge of the workplace or that
official’s representative, and with an appro-
priate representative of the employees of the
establishment, and informally advise them of
any apparent unsafe or unhealthful working
conditions disclosed by the inspection. During

1860.26(bX6)
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any such conference, the official in charge Of
the workplace and the employee representa-
tive shdl ge afforded an opportunity to bring to
the atention of the Safety and Health Inspec-
tor any inent information regarding condi-
tions in the workplace.

(C) Witten reports and nofices of unsafe
or unhealthful working conditions.

(1) The i ctor shall, in writing,. describe
with paticularity the procedures followed in
the ingpection and the findings which form:the
basis for the issuance of any Notice of Unsafe or
Unhedthful Working Conditions.

ﬁ) Each ageney shdl establiah a. procedure for
the prompt issuance. of a Notice of Unsafe or
Unhedthful Working Conditions. Such notices
shdl be issued not later than 15 days after
completion of the ingpections for safety viola-
tions or not later than 30 days. for health viola-
tions. If there are compelling reasons why such
notice cannot be issued within the 15 days or 30
days indicated, the persons described in para-
graph {e)(1)(iii) of this section shal be informed
of the reasons for the- delay. Such procedures
shall include the following:

@) Notices shall be in writing and shall
describe with particularity the nature and
degree of seriousness of the unsafe or un-

thful working condition, induding a ref-
erence to the standard or other requirement
involved;

i) the notice shall fix a reasonable time for
the abatement of the unsafe or unhedthful
working condition: and

(ii"), acopy Of the notice shall be sent to the
official 'In charge of the workplace, the
employee representative who participated in
the-closing conference, and/or the Sfety and
hedth committee of the workplace, if any.

(-3-)5%;@ receipt’of any notice Of an unsafe or
unhedthful working _condition, the official in
charge of a workplace shdl immediatdy post
such iiotice; or copy thereof, unedited, except
for reason of nationa security, a or near each
place an unsafe or unhedthful werking condi-
tion referred to in the notice exists or existed.
In addition, a notice sl be posted if any spe-
cial procedures are in effect. Where, because of
the nature of the workplace operations, it is not
practicable to post the notice at or near each
such place, such notice shal be posted, uned-
ited, except. for reason of nationd seeurity; ina
prominent place where it will be readily ob-
sarvable by dl affected employees. For exam-
ple, where workplace activities are physically
dispersed, the notice may be posted at the Joea-
tion to which employees, report each day.
Where employees do not primarily work at or
report to a Sngle location, the notice may be
posted a the location from which the em-
ployees operate to carry out their activities.

(4) Each notice Of an unsafe or unhedthful
working condition. or a ecopy thereof,. shall re-
man posted untl the unsafe or Unhedthful
working condition has been abated’ or for 3
worki r{%da@ whichever is later. A copy of the
notice Will be filed and maintained for a period
of five years dfter abatement at the edtablish-
ment and made available to the Secretary upon
request.

1960.27—REPRESENTATIVES OF OFFICIALS IN CHARGE
AND REPRESENTATIVES OF EMPLOYEES

(a) Sefety and hedth inspectors shal be in speetion and to provide such representatives

charge of ingpections and may interview any
employeein private if the ingpector deems it nec-

. A representetive of the officid in charge
of aworkplace and a representative of employees
shdl be dgiven an opportunity to accompany
Safety and Hedth Inspectors during the physical
ingpection of any workplace, both to ad the in-

1960.27(a)
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with more detailed nowlgdige of any exiging or
potentid unssfe or unhedthful working con-
dition. The representative of employees shdl be
selected by the employees. Additional represent-
aives of the offica in charge and additiond
representatives of employees may accompany the
Safety and Hedth Inspectors if it is determined
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by the inspector that such additional represent-
atives will further aid the inspection. Different
representatives:-of the employer and employees
may be allowed to accompany the Inspector dur-
ing each different phase of aninspection.

(b) Safety and health inspectors shall be
authorized to- deny the right of” accompani ment
under this section to any person whose participa-
tion interferes with a fair and orderly mspectmn

() With regard to facilities ciaisified in th‘"e"’in-
terest of national security, only persons -author-
ized to have aécess to such facilities shdl’ be

alowed to accompany a Safety and Hedth In-
spector in such areas.

(d) Safety and health inspectors shall consult
with employees concerning meatters of occupa-
tiona safety and health to the extent deemed
necessary for the conduct of an effective and
thorough inspection. During the course of an in-
spection, any employee shall be afforded an-op-
portunity to bring to the attention of the Safety
and -Health Inspector any unsafe or unkealthful
working condition which the employee has reason
to believe exists in the workplace.

1960.28—EMPLOYEE REPORTS O F UNSAFE O R
UNHEALTHFUL WORKING CONDITIONS

(@) The purpose of employee reports is to inform
agencies of the existence of, or potential for, un-
safe or unhealthful working conditions. A report
under. this part is not a grievance.

(b) This section provides guidance in establish-
ing a channel -of communication. between agency
employees and those with responsbilities for
safety- and health matters, e.g., their supervisor,
the agency safety and health officias, safety and
health committees, safety and health inspectors,
the head of the agency, or the Secretary. These
channels of communication are intended to assure
prompt analysis and response to reports of unsafe
or unhealthful working conditions in accordance
with the requirements of Executive Order 12196.
Since many safety and hedth problems can be
eiminated as soon as they are identified, the ex-
istence of a formal channel of communication shall
not prelude immediate corrective action by an
employee’s supervisor in response ta oral’reports
of unsafe or unhedthful working conditions
where such action is possible. Nor should an em-
ployee be required to await the outcome of such
an ora report before filing a written report pur-
suant to the provisons 0* this section.

(c) Any employee or representative of em-
ployees, who believes that an unsafe or unhealth-
ful working condition exists in any workplace
where such employee is employed, shal have the
right and is encouraged to make a report of the
unsafe or unhealthful working condition to an ap-
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propriate agency safety and health official andre-
guest an inspection of such workplace for this
purpose. The-report shall: be reduced to writing
eitherby the individual submitting the report or,
in the case of an ora notification, by the above of-
ficial, or otlier person designated: to receive the
reports in the workplace. Any such report shall
set forth grounds for-the report and shall contain
the name of the employee or representative of
employees. Upon the request of the individua
making such report, no person shal disclose the
name of the individua making the report or the
names of individua employees referred to in the
report, to anyone other than authorized repre-
sentatives of the Secretary. In the case of immi-
nent danger dituations, employees shall make
reports by the most expeditious means available.

(d) Reports received by the agency.

(1) Each report of an existing or potential un-
safe or unhealthfui working condition should be
recorded on a log maintained at the establish-
ment. If an agency finds it inappropriate to
maintain a log of written reports at the estab-
lishment level, it may avail itsdf of procedures
set forth in § 1960.71. A copy of each report
received shal be sent to the appropriate estab-
lishment safety and health committee.

(2) A sequentidly numbered case file, coded
for identification, should be assigned for-pur-
poses of maintaining an accurate record of the

1960.28(d)(2)
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report and the response thereto. As a mini-
mum, each establishment’s log should- contain
the following information: date, time, code/
reference/file  number, location of condition,
brief description of the condition, elassification
(imminent danger, serious or other) and date
and nature of action taken.

(3) Executive Order 12196 requires that
agency inspections be conducted within 24
hours for employee reports of imminent danger
conditions, within three working days for
potentially serious conditions, and within 20
working days for other than serious safety and
health conditions. However, an inspection may
not be necessary if, through normal manage-
ment action and with. prompt notification to
employees and safety and health committees,
the hazardous conditicn(s} identified ean be
abated immediately.

(4) An employee submitting a report of unsafe
or unhedthful conditions shall be notified in
writing within 15 days if the. official receiving
the report determines there are not reasonable
grounds to believe such a hazard exists and
does not plan to. make an inspection based on
such report. A copy of each sueh notification
shall be provided by the agency to the appro-
priate certified safety and health committee,
where established under Executive Order
12196. An agency’s, inspection or investigation
report, if any, shall be made available to the
employee making the report within 15 days
after completion of the. inspection, for safety
violations or within 30 days for heath viola
tions, unless there are compelling reasons, and
shdl be made available to the Secretary or the

Secretary’s authorized representat.ise on
request,

(@ Rnpcrfs- received by the Secretary of
La

(1) Agency safety and health programs must
have provisions for' responding to employees
reports of unsafe or unhealthful working. condi-
tions and the Secretary encourages employees
to use agency procedures asthe most expedi-
tious means of achieving abatement of hazard-
ous. condltlons. It is recognized, however, that
employee reports may be received directly by
the Secretary.

(2) When such reports are received directly
from an employee or employee. representative,
the Secretary shall, where a certified safety
and health’ committee exists, forward the
report to the agency for handling in accordance
with procedures outlined in § 1960.28(d). A
copy of the response to-the originator shal be
sent to the Secretary;.

(3 Where there is no certified safety and
health committee, or when requested by half
the members of a committee, the Secretary
may initiate dR inspection or other appropriate
action. When the Secretary determines-that:an
inspection is warranted, the Secretary -shall
observe the same response times as required of
the agencies under the Executive Order and §
1960.28(d)(3). When the Secretary determines
not to make an inspection, the report. shall be
forwarded to the agency for handling in ac-
cordance with procedures outlined, in §
1960:28(d). A copy of’the response to the orig-
inator shall be sent to the Secretary.

1960.29—ACCIDENT INVESTIGATION

(@ While al accidents should be investigated,
including accidents involving property damage
only, the extent of such investigation shal be
reflective of the seriousness of the accident..

(b) In any case, each accident which results in a
fatality or the hospitalization of five or more
employees shal be investigated to determine the
causal factors involved.. Except to the extent
necessary to protect employees and the public,
evidence at the scene of an accident shall be left

1960.29(d) 18
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untouched until inspectors have an opportunity
to examine it.

{e) Any information or evidence uncovered dur-
ing accident investigations which would be of
benefit in deveioping a new OSHA standard or in
modifying or revoking an existing standard
should be promptly transmitted to the Secretary.

{d) The investigative report of the accident shail
include appropriate documentation on date, time,
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location, description of operations, description of
accident, pliotpgraphs, interviews of employees
and witnesses, measurements, and other perti-
nent informetion. A copy of the investigative
report required by this seetion shall be forwarded
to the officid in charge of the workplace,. the

gppropriate safety and heath committee, and the
exclusve employee repregentative, if any. The
investigative report shdl be made avalable to
the Secretary or his authorized representative on
request,

1960.30—ABATEMENT OF UNSAFE OR UNHEALTHFUL
WORKING CONDITIONS

(& The agency shdl ensure the prompt, abate-
ment of unsafe and unhedlthful conditions. Where
a Notice of an Unsafe or Unhedthful Working
Condition has been issued, abatement shdl be
within the time set forth in the netice, O in ac-
cordance with the established abatement plan.

®) The procedures for correcting unsafe or
unhedthful working conditions | indude a
follow-up, to the extent n , to determine

whether the correction was made. If, upon the
follow-up; it appears that the correction was not
made, or was not carried out in aecordance With
an abatement plan prepared pursuant to para

raph (e) of this section, the oificial in charge of
the establishment and the appropriate safety and
abh?dth cominittee shall be notified of the failure to

ate.

éﬁ) The officid in chage of the edtablishment
al promptly prepare an abatement plan with
the appropriate participation of the establish-
ment’s Safety and Health Official or a designee, if
in the judgment of the establisiment officd the
abatement of an unsafe or unhedthful working
condition will not be Po&able within 30 calendar
days. Such plan shdl contain an explanation of
the circumgtances of the dday in abatement, a
proposed timetable for the abatement, and a sum-

mar-y of steps being: taken in the interim to pro-
tect employees from:being injured as a result of
the unsafe or unheaithful working condition,. A
copy of the plan shall be sent to the safety and

th committee, and, if no committee exists, to
the representative of the employees. Any
changes in an abatement plan will requjre the
prep& ration of a new plan in accordance with the
provisons of this section.

(d) When a hazard cannot be abated within the
authority and resourees of the offida in charge of
the establishment, that officd shall request
assgance from approprite higher authority.
The local safety and health officid, any estab-
lished committee and/or employee representa-
tives, and al personnd subject to the hazard
ghd| be advised of this action and of interim pro-
tective messures in.effect, and shdl be kept in-
I)clymed of subsequent progress on the abatement
an.

(e) When a hazard cannot be abated without
asistance of the Genera Services Administration
or other Federal- lessor agency, the occupant
agency shdl act with the lessor agency to secure
abatement. Procedure for coordination with- the
Generad Sarvices Adminidretion are contained in
Subpart  of this part.

1960.3 1 -Inspections by OSHA

(@) The Secretary or the Secretary’s representa-
tives are authorized to conduct, when the See-

retary deems n , anounced oOr unan-
nounced inSpections in tKe

following Stuations:
(1) Where an agency has not established oceu-
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pational safety and hedlth committees or where
committees no longer operate in conformance
to the requirements of subpart F of this part;

(2) In response to a request from haf the
membership of record of any certified safety

1960.31(s)(2)
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and hedth committee; and a reasonable manner, any such_ place of employ-
‘ ment, and all' pertinent’ conditions;, structures,
(3) In response to an eémployee's report on an mechines; apparatus, d&ices, equipment, and
imminent danger situaion, where there is ‘a  materials therein. and to question_privately any
certified committeg, but where the Secretary  employee; any supervisory employee, and/or any
determines that neither the agency nor the  officid in charge of an establishment.
committee has responded to the employee.
AL g e i th i () The Secretary may also, make scheduled in-
g}t i%}:figdﬁcx‘t%tagf};i éx,nvz?t%mrsdg a\?‘v’g%tgsgﬁ spections @ an integral part of OSHA'S evalua-
sonable times any building, installation, facility, tion ?g agr_f»aggfnhc;gjgsaf?tg T?hhedtht program In
construction site, or other area, wor kpl ace, or ~ 2ccordance wi part J o this part.
environment where work is performed by em-
ployees of the-ageney; to ingpect and investigate  (d) OSHA insEG:tions skall follow the genera
during regular working hours. and. a other rea=  format set forth for agency inspections in other
sonable times, and: within reasonable | i m ts andin  applieable parts of this subpart.

1960.32-1960.33 (RESERVED)

SUBPART E—GENERAL SERVICES ADMINISTRATION AND
 OTHER FEDERAL AGENCIES

Within. sx months- of. the effective date of this 9) areport of arecent preoccupancy inspec-
part, the Secretary of Labor and the Administra: ion to identify serious hazards or serious
tor Of the General Services Administration (GSA) vioigions of OSHA standards or approved
ghdl initiate a sudy of conflicts that may exis in dternate standards, and
their standards concerning Feder al buildings,
leased space, products purchased on;gp,}méﬂ; and (i) a plan for abatement of the hazards and
other requirements affecting Federd”? employee violations discovered:

safety and hedth. Both agencies shal establish.
and publish a joint procedure for resolving-con- . .
flicting Standards. All other Federa agencies  (2) Provide space which:
that have authority for purchasng eguipment,

supplies, and materidls, and for controlling Gov- (1) meets any specid safety and hedth re-
ernment space, as well asthe leasing of space, quirements submitted by the requesting
shall aso be subject to the requirements of this agency, and

subpart, indluding publication of a procedure for

resolving conflicting standards, (i1} does not contain either serious hazards

or saious violations of OSHA sandards or

a). In (_)rder to ;ﬂsisg agencies in carrying out approved dternate standards which cannot
their duties under section 19 of the Act, Execu- be abated:

tive Order 12196, and this- part,. the Adminis-

trator or the Administrator’s designee shll: (3) Repair, renovate, or alter, upon an agen-

, i s request, owned or leased space in a
(1) Upon an agency’s request, furnish for any planned and controlled manner to reduce or
owned or leased space offered to a Federa diminate, whenever possible, any hazardous

agency for occupancy: exposure to the occupant agency’s employees;

1960.34(aK3)
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(4) Accompany, upon request, the Secretary
or the Secretary’s designee on any inspection
or investigation of a facility subject to the au-
thority of the General Services Administration.
Requests made for this purpose, shall; when-
ever possible, be made at the GSA regional
level in order to facilitate prompt assistance;

(5) Investigate, upon an official. ageney re-
quest, reports ‘of unsafe or unhealthful condi-
tions within the scope of GSA's responsibility.
Such investigation, when requiring an on-site
inspection, shall be completed within. 24 hours
for imminent danger situations, within three
working days for potentially serious conditions,
and within 20 working days for other safety
and health risk conditions:

(6) Abate unsafe or unhealthful conditions dis-
closed by reports, investigation or inspection
within 30 calendar days or submit to the occu-
pant agency’s designated liaison official an
abatement plan. Such abatement plan shall
give priority to the allocation of resources to
bring about prompt abatement of the condi-
tions. (GSA shall publish procediires for abate-
ment of hazards in the Federal Property Man-
agement Regulations- 41 CFR Part 101);

(7) Establish an occupancy permit program
which will regulate the types of activities and
occupancies ‘in facilities in order to avoid in-
compatible groupings, e.g., ehemineal or bioiog
ical laboratories in office space. GSA shall seek
to consolidate Federal laboratory operations in
facilities designed for such purposes:

(8) Ensure, insofar as possible, that agency
safety and health problems stijll outstanding
are resolved, or otherwise answered by accept-
able alternatives prior to renegotiation of
leases: and

(9) Ensure that GSA or other Federal lessor
agencies’ building managers maintain a log of
report of unsafe or unhealthful conditions sub-
mitted by tenants to inelude: date of receipt of
report, action taken, and final resolution.

{b) Product salety. Agencies such as GSA, DOD,
and others which procure and provide supplies,
equipment, devices, and material for their own
use or use by other agencies, except for the de-
sign of uniquely military products as Set forth in §
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1960.2(i), shall establish and maintain a product
safety program which:

(1) Ensures that items procured, will allow
user agencies-to use such products safely for
their designed purpose and will facilitate user
compliance with all applicable standards.

(2) Requires that products meet the applicable
safety and health requirements of Federal law
and regulations issued thereunder:

(3) Ensures that hazardous material will be la-
beled in accordance with current law or regu-
lation to alert users, shippers, occupational
safety and health, and emergency action per-
sonnel, and others, to basic information con-
cerning flammability, toxicity,. compatibility,
first aid procedures, and. normal as well as
emergency handling and disposal procedures;

(4) Ensures, availablity of appropriate safety
rescue and personal protective equipment to
supply user agencies. The writing of Federal
procurement specifications will be coordinated
by GSA with OSHA/NIOSH as needed to as-
sure purchase of approved products:

(8) Ensures that products recalled by the
manufacturer, either voluntarily or by order
from a regulatory authority, are removed from
inventory. Each recall notice or order shall be
forwarded to all agencies which have ordered
such product from or through the procuring/-
supplying Federal agency, e.g., GSA, DOD,
etc,;

(6) Include preparation of FEDSTD 313, Ma-
terial Safety Data Sheets {MSDS), involving all
interested agencies in review to keep the
standard current. MSDS provided by agencies

or contractors shall meet the requirments of
FEDSTD 313 and be furnished to DOD for filing
and distribution.

{e) In order to assist agencies in carrying out
their duties under section 19 of the Aet, Execu-
tive Order 12196, and this part, the DOD operates
and maintains an automated system to receive,
file, reproduce, and make available MSDS data to
other Federal agencies through the Government
Printing Office or the National Technical In-
formation Services.

(d) All Federal agencies shall use MSDS either

1960.34(d)
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(2) Rules for assistance in the preparation of
agency “Occupant Emergency Plans” (formerly
calted “Facility Self-Protection Plans”); to be
published by GSA at 41'CFR Part 101:

provided by DOD, or acquired directly from sup-
pliers, when purchasing hazardous materials (as
defined, in FEDSTD 313) for focal use; These data
will be used to develop detailed procudiires ta ad-
vise employees in the workplace of the hazards
involved with the materials and to protect them
therefrom.

(3) An effective maintenance program in“the
Interagency Motorpool System which will en-
sure the safety and health ¢f Federal ‘em-
ployees utilizifig ‘the vehicles. Critical items to
be included are: Elxhaust systems, brakes,
tires, lights, steering, and passenger restraint
or other crash protection systems: and

(e) Safety and health services. GS-A will operate
and maintain for user agencies the following
services:

(1) Listings in the “Federal Supply Schedule”
of safety and health services and equipment
which are approved for use by agencies when

(4) A rapid’response system whereby agencies
can alert GSA to unsafe or unhealthful items

needed. Examples of such services, are: work-
place inspections, training; industrial hygiene
surveys; asbestos bulk sampling, and mobile
health testing: examples: of such equipment

purchased or contracted ' for by GSA; which in
turn will evaluate the reports, initiate correc-
tive action, as appropriate, and: advise use
agencies of interim protective measures.

are: personal protective equipment and ap-
parel; safety devices, and environmental moni-
toring equipment:

SAFETY AND HEALTH

(@ The Director of the National Institute for Oc-
cupation+ Safety and Health {NQISH) shall; upon
request by the Secretary, assist in: 1) Evalua-
tions of Federal agency safety and health pro-
grams; {2) investigations of possible safety and
health hazards and (8) inspections resulting from
employee or committee reports of unsafe or un-
healthful working conditions.

(¥} The Secretary of Labor:

(2) The Head of a Federal agency:

(3) An agency safety and health committee if
half the committee requests such service; and

{47 Employees who are not covered by a certi-
fied safety and health committee.

() The Director of NIOSH shall provide a Haz-
ard Evaiuation (HE) program for-Federal agen-
cies. This program shall be designed to- respond
to requests for assistance in determining whether
or not safety or health hazards are present in a
Federal Workplace. Requests for such Hazard
Evaluations may be submitted to. the Director by:

(c) The Director of NIOSH may assist agencies
by providing hazard alerts, technical services,
training materials and conducting training pro-
grams upon request by an agency and with reim-
bursement.

SUBPART F--OCCUPATIONAL SAFETY AND HEALTH
COMMITTEES

1960.36—GENERAL PROVISIONS

(a) The occupational safety and health commit- tees described in this subpart are organiied and
1960.36(a) 20
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maintained basg'ii‘&/ to monitor and asss an
agency’s safety hedth program. These com-
mittees as3s agencies to mantain an open chan-
ned of communication between employees and
management concerning safety and hedth mat-
ters in agency workplaces. The committes pro-
vide a method; by which employees can utilize
their knowledge of workplace operations to assst
agency management to improve policies, condi-
tions, and practices.

(b) Agencies may elect to edablish safety and
hedth committees mesting, the minimum  re-
quirements contained in this subpart. Where
such committees are not established, or fal to
meet the. minimum. requirements established by
the Secretary, the Secretary is authorized by sec-
tion 1-401(i) of Executive Order 12196 to conduct
unannounced ingpections of agency workplaces
when the Secretary deter mines them necessary.

1960.37—COMMITTEE ORGANIZATION

(@ For agencies which dect to utilize committee
concept, safaK and hedth committees shdl be
formed a both the naiond levd and, for agen-
ces with field or regiona offices, at gppropriate
levels within the agency. To redize exemption
from unannounced OSHA inspections, an agency
musgt form a committee a the nationd leve and
a any edablishment of grouping of establish-
ments that is to be exempt, keeping the Secre-
tary advised of the locations and activities where
such committees are functioning.

(1) The principd function of the national level
committee shall be to consult and provide
policy advice on and monitor the performance
of, the agency-widesafety and hedth program.

2) Committees a other appropriaie levels.

dl be edablished a agency establishments
or groupings of establishments consstent with
the misson, size and organization of the agency
and its collective bargaining configuration. The
agency shall form committees a the lowest
practicable local level. The principa function of
the egtablishment (or loca) committees is to
monitor and asss in the execution of the agen-
%s safety and hedlth policies and program at
the workplaces within their jurisdiction. Any
dispute over the meaning of theterm ‘appro-
priate levels" shall be resolved by the Secre-

tary.

() Committees shdl have equa representation
of management and nonmanagement employees,
who shall be members of record.

(1) Management members of both nationd
level and establishment level committees shdl
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be gppointed in writing by the person empow-
ered to make such gppointments.

(2)Nonmanagement members of establishment
level committees shdl represent adl employees
of the establishment and shdl be determined
according to the following rules

(1) Where employees are represented under
collective bargaining arangements, mem-
bers shail be gppointed from among those
recommended by the excdudve barganing
representative:

i) Where employees are not represented
under collective bargaining arrangements,
members shal be determined through pro-
cedures devised by the agency which provide
foEj effective representation of al employees.
an

{ll) Where some employees of an establish-
ment are covered under collective bargaining
arrangements and others are not, members
shall be representative of both groups.

2 Nc_)nmanﬁement members of nationd leve
committees shal be determined according to
the following rules.

1) Where employees are represented by or-
ganizations having exclusve recognition on
an agency badis or by organizations having
nationd consultation rights some members
ghdl be determined in accordance with the
teems of collective barganing agreements
and some members shdl be sdected from
those ag(rjgmizations having  consultetion
rights,

1960.37(bX3X{)
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«n» Where employees are notrepresented by
organizations meeting’ the. criteria of para-
graph (b){3){i) of this: section;; members shall
be determined througb procedures devised
by the agency whieh -provide for effective
representation of al employees.:

(cc) Committee members should serve owverlap-
ping terms. Such terms should be of at least two
years duration, except when the committee is {ni-
tially organized.

(d) The committee chairperson shal be nomi-
nated” from among the committee’s members and
shdl be elected by the committee members. Man-
agement and nonmanagement members should
dternate in this position. Maximum ‘service time

as chairperson should be two. consecutive years.

(e} Committees shall establish a regular
schedule of meetings and gpe¢ial meetings shall
be held as necessary; establishment level commit-
tees. shall meet at least quarterly and: nationa
committees shall meet at least annualy.

(f) Adequate . ‘advance notice of committee
meetings shall be furnished to employees and
each meeting shall be conducted pursuant to a
prepared agenda

(g) Written minutes of each committee meeting
shall be maintained and distributed to.each com-
mittee member, and upon request, shall be made
available to employees and to the. Secretary.

1960.38—COMMITTEE FORMATION

(@ Upon forming such committees, heads of
agencies shall submit information to the Secre-
t&y concerning the existence, location, and cov-
erage, in terms of establishments and popula
tions, of such committees, certifying to the Secre-
tary that such committees meet the reguirements
of this subpart. The information submitted should
include the name and telephone numbers of the
chairperson of each committee, and should be up-
dated annually as part of the annua report re-
quired by § 1960.74 to reflect any changes that
may have occurred.

(b) If, upon evaluation, the Secretary determines
that the operations of a committee -de not meet
the requirements of this subpast, the Secretary
shail notify the agenc¢y-and identify the deficien-
cies to be remedied. If the agency does not satisfy
the Secretary within 90 days that the committee
meets the reguirements of this- subpart, the
committee shall not be deemed a committee
under Executive Order 12196 and this part.

1960.39—AGENCY

RESPONSIBILITIES

(& Agencies shail make available to committees
all agency information relevant and necessary to
their duties. except where prohibited by law. Ex-
amples of such information include, but are not
limited to: The agency’s safety and health policies
and program: human and financial resources
available to implement the program; accident, in-
jury, and illness data; epidemiologica data; em-

1960.39(b)
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ployee exposure monitoring datac Material  Safe-
ty Data Sheets. inspection reports. reprisa in-
vestigation reports; abatement plans; NIOSH
hazard evaluation reports; and internal and ex-
ternal evaluation reports.

{b) Agencies shail provide al committee mem-
bers appropriate training as required by subpart
H of this part.
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1960.40—ESTABLISHMENT COMMITTEE DUTIES

(@) The sofety and health committee iS, an inte-
al part of the safety and hedth program, and
ps ensure effective implementation of the pro-

gram a the edalishment levd. '

®) An edtablishment committee formed under
i[his subpart shdl, except where prohibited by
aw:

(1) Monitor and assig. the safety and hedth
program & establishments under its jurisdic-
tion and make recommendations to the officid
in charge-on the operation of the program;

(2) Monitor findi n?_s and reports of workplace
ingpections to confirm that appropriate correc-
tive measures are implemented;

(3) When requested by the agency Sefety and
Hedlth Offical, or when the committee deems it
necessxy for effective monitoring of agency
edablishment inspection procedures, partici-
pate in ingpections of the establithment;

(4) Review internal and externd evauation
reports and:make recommendations concerning
the establishment safetyand hedth program;

(5) Review, and recommend changes, as ap-
propriate, to procedures for handling safety

and health suggestions and, recommendations
from employees,

(6) When requested by the Designated Agency
Safety and Hedth Officid, or when the commit-
tee deems it necessary, comment on standards
proposed pursuant to the provisons of Subpart
Cof this-part;

(7) Monitor and recommend changes, as re-
quired, in the leve of resources dlocated and
spent On the edtablishment safety and hedlth

program;

(8) Review agency responses to reports of
hazardpus conditions, safety and health pro-
gram deficiencies, and allegations of reprisd;

(9) Report their disstisfaction to the Secre-
if half a committee determines there: are
iciencies in the etablishment’'s safety and
hedth program or is.not Sdtisfied- with the
agency’sreports of reprisal investigations; and

(TO) Request the Secretary to conduct an
evduation or ingpection if hdf the members of
record are not satisfied with an agency’s re-
sponse, to areport of hazardous working condi-
tions.

1960.4 1 -NATIONAL

COMMITTEE DUTIES

Nationd committees established under this
subpart shdl, except where prohibited by law:

(a) Monitor performance of the agency safety
and hedlth program and make policy recommen-
dations to the head of the agency on the operation
of the program:

() Monitor and asss in the development and
operation of the agency’s establishment commit-
tees. As the committee deems appropriate, moni-
tor and review: Reports of ingpections internd
and externa evauation reports, agency safety
and hedth training programs. propose@l agency
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dandards. agency plans for abating hazards, and
responses to reports of hazardous conditions,
safety and hedth program deficencies’ and
dlegaions of reprid:

(¢) Monitor and recommend changes in the re-
sources dlocated to the entire agency safety and
hedth program;

'(fdk Report their dissatisfaction to the Secretary
if haf a committee determines, there are deficien-

cies in the agency’s safety and hedth program or

is not satisfied with the agency’s reports of re-
prisd invedigations and

1960.41(d)
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(¢) Request the Secretary to conduct an evalua-  are not satisfied with an ageney’s response to a

tion or inspection if half the members of record

report-of hazardous working conditions;

1960.42-1 960.45 ‘(RE’SE’RVEQ)

SUBPART G—ALLEGATIONS OF REPRISAL
1960.46—AGENCY RESPONSIBILITY

(a) The head of each agency shall establish pro-
cedures'to assure that' no-employee’ i§ subject to
restraint, interference, coercion. discrimination
or reprisal for filing a. report of an unsafe ‘or un-
healthful working condition, eor other participa-
tion in agency occupational safety and health pro-
gram activitiiis, or because: of the. exeriese: by
such employee on behalf-of himself or herself or
others of any right afforded by section 19 of the
Act, Executive Order 12198,.or this part. These
rights inelude, among: other,; the right of an em-
pIo'Kee to deeline to perform his or her assigned
task because of a reasonable. belief that, under
the circumstances the task poses an ‘imminent

risk of death or serious.badily harm coupled, with
a reasonable belief that tiiere is insufficient time
to seek effective redress throughnormal hazard
reporting and ahatement, procedures established
in accordance, with this part.

(b) Based on. the Secretary’s evaluation of. agen-
cies’ procedures for protecting employees from

reprisal, the Seeretary shall report to the:Presi-
dent. by September 30; 1982 his findings and rec-
ommendations for improvements, in procedures
for the investigation and resolution of allegations

of reprisal.

1960.47—RESULTS OF

INVESTIGATIONS

Each agency shall keep occupational safety  and
health committees advised of agency activity
regarding allegations of reprisal and any agency
determinations thereof. Agency officials ~ shall
provide copies of reprisal investigation findings,
If any, to the Secretary and to the appropriate
safety and health committee.

1960.48-1 960.53 (RESERVED)

1960.53
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1960.54

SUBPART H-TRAINING
1960.54—TRAINING OF TOP MANAGEMENT OFFICIALS

Each agency shall provide top management
officials with orientation and other learning ex-
periences which will enable them to manage the
occupational safety and health programs of their

agencies, Such orientation should include cover-
age of section 19 of the Act, Executive Order
12196, the requirements of this part, and the
agency safety and health program.

1960.55—TRAINING

OF SUPERVISORS

(a) Each agency shall provide occupationa! safe-
ty and health training for supervisory employees
that includes. supervisory responsibility for pro-
viding and maintaining safe and healthfil work-
ing conditions for employees, the agency occupa-
tional safety and health program, ‘section 19 of
the Act; Executive Order 12196, this part, occu-
pational safety and health standards applicable to
the assigned workplaces, agency procedures for
reporting hazards, agency procedures for report-
ing and investigating alegations of reprisa, and
agency procedures for the abatement of hazards,
as well as other appropriate rules and regu-
lations.

{b) This supervisory training should include in-
troductory and specialized courses and materials
which will enable supervisors to recognize and
eiiminate, or reduce, occupationa safety and
health hazards in their working units. Such train-
ing shall also include the development of requisite
skills in managing the agency’s safety and health
program within the work unit, including the
training and motivation ‘of subordinates toward
assuring safe and healthful ‘work practices.

1960.56—TRAINING OF SAFETY AND HEALTH SPECIALISTS

(a) Each agency shall provide occupationa safe-
ty and hedth training for safety and health spe-
cialists through courses, laboratory experiences,

field study. and other formal learning experi- .

ences to prepare them to perform the necessary
technical monitoring, consulting, testing, inspeec-
ting, designing, and other tasks related to pro-
gram deveiopment and implementation, as well
as hazard recognition, evaluation and control,

HHS TN 87.01 (9/18/87)

equipment and facility design, standards, analy-
sis of accident, injury, and illness data, and other
related tasks.

{b) Each agency shall implement career develop-
ment programs for their occupational safety and
health speciaists to enable the staff to meet pre-
sent and future program needs of the agency.

1960.56(b)
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1960.57—TRAINING OF SAFETY AND HEALTH INSPECTORS

Each, agency shdl provide traning for safety
and hedth inspectors with respect to appropriate
standards, and the use of appropriate eguipment
and testing procedures necessary to identify and
evauate hazards and suggest general abatement

‘procedures during or following their assgned in-

spections as well as preparation of reports and
other documentation to support the Inspection
findings. ,

1960.58—TRAINING OF COLLATERAL DUTY SAFETY
A N D HEALTH PERSONNEL AND COMMITTEE MEMBERS

Within six months after October 1, 1980, or on
appointment of an employee to a collateral duty
position or to a committee, each gency ghdl pro-
vide training for collateral duty safety and health
personnel and all members of certified occupa-
tional safety and health committees commen-
surate with the scope of their assigned responsi-
bilities. Such training shall include: The agency
occupational safety gd health program; section

19 of the Act; Executive Order 12196; this part;
agency procedures for the reporting, evauation
and abatement of hazards, agency procedures for
reporting and investigating allegations of re-
prisal, the recognition of hazardous conditions
and environments;, identification and use of.oceu-
pational, safety and. heaith: standards, and other
appropriate rules and regulations.

1960.59—TRA1N.|»NG OF EMPLOYEES AND

EMPLOYEE

REPRESENTATIVES

a) Each agency shdl provide appropriate safety
and hedth training for employees including spe-
cialized job safety and th training appro-
Priate to the work performed by the employee,
or exanple Clericd; printing: wdding;, crane
operation: chemicd anadyds, and computer
operations. Such training also shall inform
employees of the ageney occupational safety and
health program, with emphass on ther rights
and responsibilities.

(6) Occupational safety and hedth traning for
employees of the agency who are representatives

1960.5%() 26
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of employee groups, such as labor organizations
which are recognized By the agency, shdl include
both introductory and specialized courses and
materids that will enable such groups to function
agopropriatdy in ensuring safe and  hedthful
working conditions and practices in the work-
place and enable them to effectively asSst in cON-
ducting workplace.safety and hedth inspections.
Nothing in this paragraph shall be construed to

dter traning provisons provided by law, Ex-
ecu tive Order, or collective bargaining
arrangements.
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1960.60(a)

1960.60—TRAINING ASS| STANCE

(@) Agency heads may seek training assistance
from the Secretary of Labor, the Nationa Insti-
tute for Occupational Safety and Hedth and
other appropriate sources.

(b) After the effective date of Executive Order
12196, the Secretary shall, upon request and with
reimbursement, conduct orientation for Desig-
nated Agency Safety and Hedth Officias and/or
their designees which will enable them. to manage
the occupational safety and hedth programs of
their agencies. Such orientation shal include
coverage of section 19 of the Act, Executive
Order 12196, and the requirements of this part.

(©) Upon request and with reimbursement, the
Departmnt of Labor shdl provide each agency

with training materials to asgst m-fulfilling the
training needs of this subpart;including resident
and field training ¢ourses designed. to meet se-
lected training needs of agency safety and hedth
specidists, safety and hedth inspectors, and eol-
lateral duty safety and health personnel. These
materials anid courses. in no way reduce each
agency’s responsibility to provide whatever spe-
cidized training is required by the unique char-
acterigtics of its work.

éd) In cooperation with OPM, the Secretary will
evelop guiddlines and/or prov1de mater:a.ls for
ams for high-

the safety and health training pr
s of commit-

level managers, supervisors, mem
tees, and employee representatives,

1960.61-1960.65 ( RESERVED)

SUBPART —RECORDKEEPING AND REPORTING
REQUIREMENTS

1960.66—PURPOSE, SCOPE AND GENERAL PROVISIONS

(a) The purpose of this subpart is to establish uni-
form requirements for the collection and compila-
tion by agencies of occupational safety and hedth
data, for proper evaluation and necessary correc-
tive action and €O assist the Secretary in meeting
the requirement to develop and maintain an effec-
tive program of collection, compilation, and, analy-
sis of occupational safety and health statistics. The
term “incident” as hereinafter used in this subpart
shal include al occupationa injuries and illnesses.

(b) Inorder £to perform his duties under Section 19
of the Act and Executive Order 12196, particularly
with respect to providing the President with cur-
rent information about the Federal agency safety
and health program, it is necessary that the Secre-
tary be promptly informed of serious incidents in-
volving agency employees as provided in
§ 1960.70. Assistance to agencies in the investiga-
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tion of such incidents is available pursuant to the
provisons of Executive order 12196 and this
subpart.

(c) Each agency shall utilize the information col-
lected through its management information sys
tem to identify unsafe and unhealthful working
conditions, and to establish program priorities.

(d) The Department of labor shall provide Federal
agencies with the OSHA Form 101, when re-
quested, to meet the recordkeeping specified in
91960.68.

(a) The provisions of this subpart are not intended
to discourage agencies from utilizing
recordkeeping and reporting forms which contain
a more detailed breskdown of information than the
form provided by the Department of Labor.

1960.66(x)
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(f) [Reserved]

(g) Information concerning occupationd injuries
and illnesses. or accidents which, pursuant to stat-
ute or-Executive order, must be kept secret in the
interest of nationa defense or foreign policy shal

be récorded on separate forms. Such records shdl
not.. be submitted to the Department, of. Labor, but
may be used by the appropriate Federal agency in
evauating the agency’s program to reduce occupa-
tiond injuries,. illnesses and accidents.

~ AND ILLNESSES

(a) Each.Federal agency shall maintain a record or
log of all occupational injuries and illnesses for
each, edablishmenh. Except as provided in
§ 1960.71(b) and (¢), the log is ta be maintained at
the establishment. ‘

(b) Within six working days after recelving infor-

mation ON an oceupational injury or illness, appro-
priate information concerning such injury or iil-

kS

ness shall be entered on the record or log. For this
purpese; the format printed in OSHA 2014 will
provide the information required.

{e) Any occupationd <injury, illness or fadity re-
ported. on a Form CA-1, €A=2, or CA-6 to the em-
ploying establishment/agency shall be recorded on

the log.

o INJURIES AND ILLNESSES

_In addition to the record or log of occupetional
injuries and illnesses provided under § 1960.67,
esch Federd agency shdl maintain a supplemen-
tary record for each occupationd injury and ill-
ness. The record shal be completed within six
working days after the receipt of information that

an occupationd injury or illness has occurred. For
this purpose. OSHA Foim No. 101, or OWCP
FORMS CA-l, CA-Z and CA-6 shdl be completed
in the detall required by the forms and the instrue-
tions theran.

1960.69—ANNUAL SUMMARIES OF FEDERAL
OCCUPATIONAL INJURIES AND ILLNESSES

g%? Each Federd agency, on afisca year bass,
compile an annud summary of occupationd
injuries and illnesses as prescribed. The summa-
ries shall be based on the record or log of oceupa-
tiona injuries and illnesses maintained pursuant to
§ 1960.67.

(b) At the agency’s option, and consistent with the
Privacy Act condderations and agpplicable bar-

1960.68(c)
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ganing agreements, the last page of the record or
log of occupationd injuries and illnesses may be
posted as the Annual Summary of Federa Occupa-
tiond Injuries and llinesses.

(e) Each agency shdl furnish the Department of
L abor with a copy of its summary upon request of
the Secretary.
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1960.70(a)

1960.70—REPORTING OF SERIOUS ACCIDENTS

(a) Within 48 hours after the occurrence of an em-
ployment accident, the head of the Federa agency
shdl. report by telephone or telegraph to the Occu-
pationd Safety and Hedth Adminigtration:

(1) Any occupdtiond accident which is fatd to
one or more employees,

2) Any occupdtiond accident which results in
the inpatient hospitdization of five or more peo-
pie, agency and nonagency people included;

(3) Any occupdtiond illness which' results in
death;

&4) Any occupationdl accident involving both
ederal and non-Federal employees which re-
qits in a fatdity or the hospitaization of five of
more such employees.

Accidents not immediately reportable, but which
result in degth within six months of the date of the
accident, shal be reported within 48 hours of the
time the employer became aware of the desth.

(b) The report shdl relate the circumstances of the
accident, names of individuds involved. ac-
tions taken by the agency, the number of fatali-
ties, and/or injuries and illnesses and the extent of
any injuries.

(c) Agencies shdl provide the Office of Federd
Agency programs with a summary report of each
fatal and catastrophic accident investigation. The
summaries shdl address the date/time Of accident,
agency/establishment name and location, person-
nel categories (employee, public, etc.) and conse-
quences, description of operation and the accident,
causd factors, applicable standards and their ef-
fectiveness and agency corrective/preventive
actions.

1960.71—LOCATIONS AND UTILIZATION OF RECORDS
AND REPORTS

(@ The provisons of the section, deding with the
avalability of information compiled pursuant to
this subpart, are designed to guide agencies in
providing agency employees and their representa
tives with the basic information necessary to asure
that they can actively participate in an agency
safety and. hedth program. The provisons of this
section are aso designed to encourage agencies to
dlow agency sﬂfet?/] ahd hedth ingpectors to have
direct access to the accident, injury and illness
records of the establishments they are ingpecting
in order that they may better carry out their du-
ties pursuant to Subpart D of this part.

(b) The log and supplementary records required
by §§ 1960.67 and 1960.68 shall be maintained at
each establishment. Where, for reasons of efficient
adminigration or practicdity, an ?ency must
maintain these records at a place other than a

esch establishment, such agen?_/ ghal ensure that
\ere IS avallable at each establishment a copy of
lese records. These records shall be completed
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and as current as ible, in no case shdl more
than 9x months elapse between the recording of
an illness or injury occurring in an establishment
and the avalability of records reflecting that in-
jury or illness & that establishment.

(<)

(1) For agencies engaged in activities such as
agriculture, condruction, transportation, com-
munication, and eectric, gas and sanitary serv-
ices, which may be physicdly dispersed, the log
and supplementary records, or copies thereof,
may be maintained at a place to which empioy-
ees report each day.

(2) For personnd who do not primarily report or

work a a single establishment, and who are
generdly not supervised in ther daly work,
such as traveing employees. technicians, -
neers, etc., the log and supplementary records,
or copies thereof. may be maintained at the base

1960.71(e) 2)
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from which personnel operate to carry out their
activities.

(d) Each Federal agency shall post a copy of its
agency annual summary of Federal occupational
injuries and illnesses for an establishment, as com-
piled pursuant to- §§ 1960.67 or 1960.69; at such es-
tablishment, not later than 45 calendar clays after
the close of the fiscal year or otherwise dissemi-
nate a copy of the annual summary for an estab-
lishment in written form to al employees of the
establishment. Copies of the annual summary shall
be posted for a minimum of 30 consecutive days in
a conspicuous place or places in the establishment
where notices to employees are customarily
posted. Where establishment activities are physi-

cally dispersed, the notice may be posted at the lo-

cation to which employees report each day. Where
employees do not primarily work at or report to a
single location, the notice may be posted at the lo-

cation from whieh the employees operate to carry

out their activities. Each Federa, agency shal

take necessary steps to ensure that such summary
is not altered, defaced, ¢r covered by other
material;

(e) The head of each agency shall ensure access to
establishment logs and annua summaries by the
establishment’s  Occupational Safety and Hedth
Committees, employees, former employees and
employee  representatives.

1960.72—ACCESS TO RECORDS BY SECRETARY

The records required to be maintained under
the provisions of this subpart shall aso be avail-
able and made accessible to the Secretary of La-

bor, Secretary of Headth and Human Services and
their authorized representative.

1960.73—RETENTION OF RECORDS

The records and reports required to be main-
tained under the provisions of this subpart shall be
retained by each agency for five years following
the end of the fiscal year to which they relate, and
any location including a Federal record retention

center, to which the Secretary or his authorized
representative would have reasonable access. In
addition, records required by OSHX standards
shall be retained in accordance with those
standards.

1960.74—AGENCY

ANNUAL REPORTS

(@ The Act and E.O. 12196 require al Federa
agency heads to submit to the Secretary an annual
report on their agency’s occupational safety and
health program, containing such information as
the Secretary prescribes.

(1) Each agency shall submit to the Secretary
by January 1 of each year a report describing
the agency occupational safety and health pro-
gram of the previous fiseal year and objectives
for the current year. The report shall inciude a
summary of the agency’s self-evaiuation findings

1960.74(2)(3)
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as required by § 1960.78(b).

(2) Guidelines for agency annual reports to
OSHA ae prescribed in OSHX publication
2014. The Secretary shall notify agencies by
January 1 of any changes to the guidelines for
the subsequent year's report.

(3) The agency reports shall be used in the prep
aration of the Secretary’s report to the
President.
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(b) The Secretary shdl submit to the President by
October 1 of each year a summary report of the
status of the occupationa safety and hedth of
Federal employees, based on agency reports, eval-

ugtions of individud agency progress and prob-
lems in correcting unsafe or unhealthful working
conditions, and recommendations for improving
their performance.

1960.75—1960.77[RESERVED]

SUBPART J—EVALUATION OF FEDERAL OCCUPATIONAL
SAFETY AND HEALTH PROGRAMS

7 960.78—PURPOSE AND SCOPE

(& The purpose of this subpart is to establish a
comprehensive program- for the evaluation of
Federal employee occupational safety and hedth
programs. This subpart includes the responsibil-
ities Of agency heads in conducting sdf-evdua
tions of the effectiveness of their occupationd
safety and hedth programs, and the responsbil-
ities of the Secretary in evaluating the extent to
which each agency- head has developed' and im-
plemented agency programs in accordance with
tﬂe requirementa of Executive Order 12196 and
this part.

&) Agency heads shdl develop and implement a
program for evauating the effectiveness of ther
agency’s occupationa safety and hedth program.
An annua summary report shdl be submitted to
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the Secretay covering sdfevauations con-
ducted duringthe previous yesar.

(c) The Secretary shall conduct a comprehensive
evauation of each Federa agency’s occupationa
safety and hedlth program. Evaluations shdl be
conducted on a regular schedule to determine the
performance levels of each ageney's program.
The Secretary shdl submit to the President each
year: A summary report of the status of the occu-
pational safety and hedth of Federal employees,
Department of Labor evaduations, together with
agency responses, of individual agency progress
and problems in correcting unsafe and unhealth-
fui working eonditiens, and recommendations for
improving agency’s performance.

1960.78(¢)
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1960.79—SELF-EVALUATIONS OF OCCUPATIONAL
SAFETY AND HEALTH PROGRAMS

Agency heads shdl develop and |mplement a.

program of sdf-evaluations to determine the

effectiveness of their occupationd safety and.

hedth programs. The sdf-evduaions are to in-
clude quditative assesments of the extent to
which their agency safety and hedth programs
ar e:

(8 Developed in accordance with the require-

ments st forth in Executive Order 12196 and this
part and,

(b) Implemented effectively in all agency fidd
&:tIVItIeS.

Agencxes needing asssance in developing a
self-evaluation program. should contact the
Secretary.

1960.80—SECRETARY'S EVAI.UATIQNS OF AGENCY
OCCUPATIONAL SAFETY AND HEALTH PROGRAMS

{a) In accordance with section 1-401(h); the See-
retary shall' develop a comprehensive program
for evdudion an ageney’s occupational safety
and Health program. To accomplish this, the
Secretary shall conduct:

(1) A complete and extensve evdution of dl
elements of an agency’ Soccu%aatéonal safety ad
hedlth program on a regular

(2) Specia dudies of limited aress of an agen-
ey’s occupationa safety and health programs as
deemed necessary by the Secretary; and

(3) Fidd reviews and scheduled inspections of

1960.80(bX2) 32
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asency-v‘;r‘b,rkpmces as deemed necessary by the.

®) The Secretary shdl develop and didtribute to
Federal agencies detailed information on the
Department of “Labor’s evaliation program. The
information shall include, but is not limited to:

(1) The major program elements included in a
complete and’ extensve evaluation Of an agen-
¢y’ soccupationa safety and health program;

2) The methods and factors used to determine
the effectiveness of each element of an agency’s
program:
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1960.80(bX(3)

(3) The factors used to define “large” or “more
hazardous” Federal agencies, establishments,
or operations;

(4) The procedures for conducting evaluations
including field visits and scheduled inspections;
and

(5) The reporting format for agency heads in
submitting” annual summaries of their self-
evaluation programs.

(c) Prior to the initiation of an agency evaluation,
and Department of Labor will review the annual
agency self-evaluation summary report. The Sec-
retary will then develop a program evaluation
plan before the initiation of-an agency evaluation.
A copy of the plan shalf be furnished to the agen-
cy to be evaluated at the time of the notification
of the evaluation.

(d) To facilitate the evaiuation process and to in-

sure full understanding of the procedures to be
followed and the support required from the agen-
cy, the Secretary,, or the Secretary’s representa-
tive, shall conduct an opening conference with the
agency head or designee. .At the opening confer-
ence, the Secretary’s authority and evaluation
plan will be explained.

(e) The agency evaluation should be completed
within 90 calendar days of the date of the opening
conference.

() A report of the evaluation shall be submitted
to the agency head by the Secretary within 90
calendar days from the date of the closing confer-
ence.

{g) Agency heads shall respond to the evaluation
report within 60 calendar days of receipt of the
report.

1960.8 1-1 960.83 (RESERVED)

SUBPART K—FIELD FEDERAL SAFETY
AND HEALTH COUNCILS

1960.84—PURPOSE

(a) Executive Order 12196 provides that the Sec-
retary shall “facilitate the exchange of ideas and
information throughout the Government about
occupational safety and health.”

{b) Consistent with this objective, the Secretary
will continue to sponsor and/or provide guidance
for those Field Federal Safety and Health Coun-
cils now established and in ope ition, and estab-
lish new field councils as nec..sary. The field

councils will consist primarily of qualified repre-
sentatives Of loeal area Federal field activities
whose duties pertain to occupational safety and
health, and aise of representatives of recognized
local labor organizations, or other eivialian em-
ployee organizations, at local area Federal field
activities. For the purpose of this subpart the
definition OF field activity will be provided by
each agency.

1960.85—ROLE OF

THE SECRETARY

(a) The Secretary shall maintain liaison with

33
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agency heads to ensure that they encourage their

1960.85(2)
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fidd activities to participate activdy in fidd
council programs. TO ensure maximum participa-
tion, the field, couneils’ annual reports to the
Secretary shall shdl provide deseriptions of the
degree of management and employee ‘patrticipa-
tion by the defined Federd fidd activities; The
Secretary shdl annudly  furnish each  agency
head with a report consolidating the information
received as to the paticipation of the agency’s
sverd fidd inddlaions in fidd couneil aciiv-
ities

(b) The Secretary shdl i)rovide leadership and
guidance and maeke avalable necessary equi
ment, supplies, and Seff servieces to the Held
Federal Sofety and Health Couneils to assst
them in carrying out their responsibilities. The
Secretary ghall aso provide consultative and
technical services to field councils. These. serv-
ices. shall involve aid in any phase of developing
and planning programs; and in sponsoring, con-
ducting or supporting safety and hedth training
COUrSES.

1960.86—ESTABLISHING COUNCILS

(8) Those field councils established and in opera:
tion prior to the effective date of this subpart will
continue to function without interruption pro-
vided they are operating in accordance with the
provison of their charter and this subpart.

{b) The Secretary may establish a council in any
ar)ea where ten or more Federal establishments
totaling 300 or more employees are located within
an area having a radius of 50 miles, and there is
Ubgtantiad agreement. among. the agencies that
such a council would be useful. In any such area
where there is no council already established, a
fidld representative of the Secretary may, upon
his own initictive or & the.request of any estab-

lishment within the area, contact representatives
of all establishments within the area and encour-
age the organization of afield council.

(c) After a new council has been organized, offi-
cers dected, and articles of organization drafted
and accepted by the council membership, a forma
request for recognition. as.a field council-shall be
sent to the Seeretary. Upon gpprova of the Arti-
clesof Organization, a charter will be issued.

(d) At the firs general medting of the coundil,
committess should be appointed and the coopera-
tion of al partxcx?ants should be solicited to ad
the functioning of committees and the successful
accomplishment of the council’s objectives.

1960.87—OBJECTIVES

The basc objective of field couneils iS tO
facilitate the exchange of ideas and information
to asss agencies to reduce the incidence, severi-
ty and cost of occupationd accidents, injuries,
and illnesses. Feld councils shdl act on behdf of
the Secretary or his designees on occupational
safety and hedth adtifities in carrying out within
their respective geographic areas the following
functions:

(8)To act as a clearinghouse on information and
data on occupationd accidents, injuries, and ill-
nesses and their prevention.

1960.87(d)
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() To plan, organize and conduct field council
mesetings or programs which will give technica
advice and information on occupationd safety and
kealth to representatives of participaing agen-
cies and employee organizations.

(c¢) To promote improvement of safety and hedlth
programs and organizations in each Federal agen-
Cy represented or participating in coundl activ-
ities.

é?) To promote coordination, cooperation, and
aring of resources and expertise to aid agencies
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with inadequate or limited resources. These ob-
jectives can be a mpIished in a variety of ways.
For example, fleld,_ ouneils could organize and
conduct training programs for employee repre-
sentatives, collateral duty and professional safety
and health personnel, coordinate or promote pro-
grams for inspections; or, on request! condict in-
spectionis and evaluations of the agencies’ safety
and health programs.

(e) To provide Federal Executive Boards, Fed-
eral Executive Associations, labor union organi-
zations and other employee representatives with

information on fhe administrative and technical
aspects of safety and health programs.

(f} To evaluate. the safety and hedth problems
pecuhar to local conditions and facilitate solutions
to these problems through counecil activities.

(9) To develop a cooperatxve relatxonshxp with
local community leaders by IrTformlg? them of the
existing functions and objectives of the council
and by ealling on them for support and participa-
tion in council meetings and activities.

1960.88—N

AEMBERSHIP

AND PARTICIPATION

(a) Each field council shall consist of the desig-

nated representatives of loeal: Federd activities
appointed by their respective activity heads;

after, consultation with appropriate employee

representatives and appropriate’ certified safety

and health committees.

) Federal agency heads should encourage each

eld activity having responsibility for the safety
.nd health of agency empioyees to participate in
the programs of these councils.

(c) Each activity head shall appoint an equal
number of officially designated representatives
(with designated alternates), from management
and from nonmanagement employees, consistent
with applicable collective bargaining arrange-
ments.

(d) Representatives shall be selected from indi-
viduais in the following categories:

(1) Federal occupational safety and health
professionals.

(2) Related Federal professionals, or collateral
duty personnel. This includes persons em-
ployed in professions or occupations related to
or concerned with safety and health of em-
ployees.

(3) Line management officials.

(4) Representatives of recognized Federal
labor or other employee organizations.

HHS TN 87.01 (9/18/87)

(i) Where certified occupational safety’ and
health committees exist;. nonmanagement
members of the committees shall be given
the opportunity to select one individual for
official appointment to field councils by the
activity head.

{ll} Where employees are represented by
collective bargaining arrangements, but no
committee exists, nonmanagement members
of field councils shall be selected from among
those recommended by the exclusve bar-
gaining representatives for officia appoint-
ment to fieid councils by the activity head.

(i) Where some employees in an activity
are represented by collective bargaining ar-
rangements and others are not, the agency
head should solicit nominations for the agen-
cy’'s designated nonmanagement representa-
tive and alternate both from lawful labor
organization@) with collective barganing
status and from employees not represented
through collective bargaining and should
select from the nominees for official gppoint-
ment as desgnated employee representa
tives on the field council.

{®) Representatives from non-Federd organiza-
tions. Associate membership may be granted to
any non-Federally employed person who demon-
drated interest in occupationd safety and hedth.
An asociate member has no voting rights and
may not hold any office.

1960.88(e)
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@ No maximum limitation shall' be imposed by-a
council on itself, in regard. to the numbersof per:
sonnel in any of the above categdries that may at-
tend meetings and/or participate in ‘field council
activities: An-ageney is free to have any number
of individuals, in additfen to the officially de&g-
aated representatives participate in council activ-
ities. "

() Only officially designated agency representa-
tives or their alternates shall have voting priv-
ileges. All' representatives and p: sants shall
serve without additional compenss S

(h) Travel funds shall be made available equally
to management aid nonmanagement employee
representatives:

(@) Field council officers shall inelude, as a mini-
mum; a chairperson, vice chairperson, and: sec-
retary. Officers shall be elected for a one or two-
year term on a calendar year basisby a majority
vote of the designated representatives. Election
of officers shall be held at least 80 days before the
beginning of a ealendar year. The election may be
conducted at a regularly scheduled meeting or by
letter ballot.

() Each council shall notify the appropriate
OSHA Regional Office and the Office of Federal
Agency Safety and Health Programs of the name,
agency address; and telephone number, of each
newly elected official:

(¢) Each: council shallhave an Executive Commit-
tee consisting of a} ed officers, chairpersons
of appointed committees and the. immediate past
chairperson of the field council.

(d) Inaddition to,. the Executive Committee, each
council. shall have either a membership commit-
tee,. a. program committee and-a finance commit-
tee, or. a.couneil official designated responsibility
in these areas. Additional committees may be ap-
pointed by the chairperson for specific purpose as
warranted.

1960.90—OPERATING PROCEDURES

(a) The Executive Committee of each council
shall meet at least 45 days before the beginning of
each calendar year to approve an annual program
for the council designed to accomplish the objec-
tives and functjons stated in § 1960.87. In addi-
tion, the Executive Committee shall meet period-
ically to ensure that the meetings and othel activ-
ities of the council are being conducted as out-
lined in the council schedule.

{b) The council program shall ineclude at least
four meetings or activities' per year dealing with
occupational safety and health iSSues.

() Each fidd council shall submit to the

Secretary or his designee by March 15 of each
year a report describing the activities and pro-

1960.90(d)
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grams of the previous calender year and plans for
the current year. In addition, the report shall ad-
dress the participation and attendance of desig-
nated representatives of the eouncil. The Office of
Fedeéral Agency Safety and Health Programs,
OSHA, shall furnish guidelines to field councils
concerning the preparation of this report.

(d) Upon determination that a council is not
operating in accordance with its charter and the
provisions of this subpart, and after consultation
with appropriate OSBA regional officials, the
Secretary shall revoke the council's charter.
Upon revocation of a charter, the c¢ouneil shall
surrender all its government property to the ap-
propriate OSHA regional official. Any continuing
or future organization in the same geographical

e,



SAFETY MANAGEMENT MANUAL EXHIBIT 2-00-D

OCCUPATIONAL SAFETY AND HEALTH 1960.90(d)

area shall not use the title Field Federal Safety shall be sent to the chairperson, where identi-

and Hedth Council, or any derivation thereof, fiable, and to the appropriate OSHA Regiond
unless formally fechartered by the Secretary.  Office.
Notification of revocation of a council’s charter

1960.9 1 -(RESERVED)

#U.3. GOVERNMENT PRINTING OFFICK | § g.5vw i § J=5 4 3a54 356

37 1969.91
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5 UNWED STATES CODE

CHAPTER 79—SERVICES TO EMPLOYEES

Sec.

7901. Health Service Programs
7902. Safety Programs
7903. Protective Clothing and Equipment

Section 7901—Health Service Programs

(a) The head of each agency of the Government of the 1Jnited States may establish, within the limits of
appropriations available, a health service program to promote and maintain the physical and mental
fitness of employees under his jurisdiction.

{b) A health service program may be established by contract or otherwise, but only-

(1) after consultation with the Secretary of Health, Education, and Welfare and consideration of its
recommendations; and

2) in localities where there are a sufficient number of employees to warrant providing the service.

{e) A health service program is limited to—

(1) treatment of on-the-job illness and dental conditions requiring emergency attention;

(2) pre-employment and other examinations;

(3) referral of employees to private physicians and dentists; and

(4) preventive programs relating to health.

(d) The Secretary of Health, Education, and Welfare, on request, shall review a health service program

- conducted under this section and shall submit comment and recommendations to the head of the agency
" concerned. .

(e) When this section authorizes the use of the professional services of physicians, that authorization
includes the use of the professional services ofsurgeons and osteopathic practitioners within the scope of
their practice as defined by State law.

{f) The health programs conducted by the following agencies are not affected by this section-

(1) the Tennessee Valley Authority;
(2) the Canal Zone Government; and
(3) the Panama Canal Company.

Section 7902—Safety Programs

(a) For the purpose of this section-
(1) “employee” means an employee as defined by Section 8101 of this title; and
{2) “agency” means an agency in any branch of the Government of the United States. including an
instrumentality wholly owned by the United States, and the government of the District of Columbia.
(b) The Secretary of Labor shall carry out a safety program under Section 941 (bX1) of Title 33 covering
the empioyment of each employee of an agency.
(¢) The President may-
(1) establish by Executive Order a safety council: composed of representatives of the agencies “a_ﬂd
of labor organizations representing employees”! to serve as an advisory body to the Secretary in

|. Ammended by Pl 91506. Section 1%{c)

HHS TN 87.01 (9/18/87)
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furtherance of the safety program carried out by the Secretary under subsection (b) of this section; and
(2) undertake such other measures as he considers proper to-prevent injuries and accidents to
employees of the agencies.

(d) The head of each agency shall develop and support organized safety promotion to reduce accidents
and injuries among employees of his agency, encourage safe practices, and eliminate work hazards and
health risks.

(e) Each agency shall- ,

(1) keep a record of injuries and accidents on its employees whether or not they result in loss of time
or in the payment or furnishing of benefits; and

(2) make such statistical or other reports on such forms as the Secretary may prescribe by
regulation.

Section 7903—Protective Clothing and Equipment

Appropriations available for the procurement of supplies and material or equipment are-avaitable for
the purchase and maintenance of special clothing and equipment for the protection of personnel in the
performance of their assigned tasks.

HHS TN 87.01 (908.87)
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MUTUAL AID HREFIGHTING AGREEMENTS
PUBLIC LAW 46, 84th Congress (42 USC 1856)

AN ACT

To authorize the execution of ngreements between agencies of the Unlted Stutes
aidd other agencies and lostrumentalities for mutual aid in fire protection, and
for other purposes.

Be it cnucted by the Senate and House of Representaiives of the
{ ,\’nitcd'ﬁ’tate.s of dmerica in Congress assembled, That as used in this
Aet—

(1) The term “agency head” means the head of any exccutive de-

mrtment, military department, agency, or independent establishment
i the execeniive branch of the Government ;

(b) "The term “fire protection” includes personal services and equip-
ment required for fire prevention, the protection of life and property
from fire, and fire fighting ; and

(¢) The term “fire organization” means any governmental entity
or public or private corporation or association maintaining fire protec-
tion facilities within the United States, its Territories and possessions,
and any governmental entity or public or private corporation or asso-
ciation which maintains five protection facilities in any foreign country
inthe vicinity of any installation of the United States.

Sec. 2. (n) Iach agency head charged with the duty of providing
fire protection for any property of the United States is authorized to
enter into a reciproeal agreement, with any fire organization maintain-
ing fire protection facilities in the vicinity of such property, for mutual
aid in furnishing fire protection for such property and for other prop-
erty for which such organization normally provides fire protection.

Sach such agreement shall inelude a waiver by each party of all claims
mgainst every other party for compensation for any loss, damage, per-
sonal injury, or death occurring in consequence of the performance of
such agreement.  Any such agreement may provide for the reimburse-
ment of any party for all or any part of the cost incurred by such party
in furnishing fire protection for or on behalf of any other ;\mrty.

(b) Any agreement lerefofore executed which would have heen
anthorized by this Aect, if this Act had been in pffect on the date of
exeeution thereof, is heveby ratified and confirmed.

Sre. 3. In the absence of any rgreemen{ authorized or ratified by
section 2, each agency head is nuthorized to render emergency assist-
ance in extinguishing fires and in preserving life and property from
fire, sithin the vicinity of any place at which such agency maintains
fire-profection facilities, when the rendition of such assistance is
determined, under regulations prescribed by the agency head, to be
in the best interest of the 1inited States. . . .

Sec. 4. any service performed under section 2 Or section 3 of this
Act, by any officer or employee Of the United States or any member
of any armed force Of the United States shall constitute Service
rendered in line of duty in such office, employment. o r  .foreThe
performance o such service by any of her individual shall not. cons i-
tute such individual an oflicer o r employee Of the United States for
the purposes of the Federal Employees’ Compensation Act, as
nmonded, . .

Src. 5. Funds available tO any agency head for fire protection
ON instailations O jn CONNECLiON with activities under the Jurisdiction
of such agency may ve used to carry OUt the purposes of wis Aet.  All
sumns received Dy any agency head for fire protection rendered pur-
suant to this Act shall be covered into the Treasury as miscellaneous
reccipts.

Approved May 27, 1955,

-
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May 27, 1955
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Subj ect: BU LDI NG EVACUATI ON PLANS FOR THE HANDI CAPPED

7-02-00 Pur pose
10 Scope and Applicability
20 Aut hority
30 Responsibilities
40 Occupant Evacuation' Pl ans
50 Evacuation Plans for the Handi capped
60 Ref er ences

7-02-00 PURPOSE

This chapter enphasizes the policy regarding the urgency of good
planning and constant readiness for the evacuation of all

enpl oyee/ occupants from DHHS facilities. This chapter places
special enphasis on positive planning and orderly action to

saf eguard handi capped enployees during such an energency.

7-02-10 SCOPE AND APPLI CABI LITY

This chapter identifies the essential elenents of an "Oeccupant
Emergency Plan" and a "Plan for the Evacuation of Handicapped."
Both of these plans are required for every DHHS facility so that
enpl oyee/ occupants can help thenselves evacuate DHHS facilities
in an organized -manner to prevent or mnimze injury, loss of
life and property danmage. Provisions of this chapter apply to
all enployees, contract personnel, visitors, etc. who occupy any
facility utilized by DHHS, with special enphasis on neeting the
needs of handi capped persons.

7-02-20 AUTHORI TY

Public Law 91-596, Decenber 29, 1970 as anended, "The
Cccupational Safety and Health Act," 29CFR 1910.38 "Enployee
Energency Plans,” and FPMR 101-20.504-4 "Physical Protection.”

7-02=30 RESPONSI BI LI TI ES
DHHS officials identified in paragraph 7-00-40C wll develop and

publish an QOccupant Evacuation Plan to identify the specific
procedures for the evacuation of all enployees and other

occupants from each DHHS facility. Additionally, said officials
w1 develop and publish a separate plan for each DHHS facility
regarding the evacuation of handicapped enployees to address
their specific needs during various energencies: This

Handi capped Evacuation Plan will be a supplenent or conpanion

docunent for the basic Gccupant Evacuation Plan.

HHS TN 87.01 (9/18/87)
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7-02-40 OCCUPANT EVACUATI ON  PLANS

Each DHHS facility or DHHS controlled block of space in a

bui I ding notcontrolled by DHHS w Il have a published "Qccupant
Evacuation Plan." As a mininum this plan will address the
follow ng issues:

A.

Basic information regarding the plan to include its purpose,
applicability (i.e., what buildings), authorities, back-
g][]gun_d,I effective date of the plan and responsibilities of
of ficials.

Description of actions necessary to activate or initiate the
plan and organi zational response to an energency.

Provisions for quarterly review of the plan (with dates

speci fied). Provision for conduct of tests of the
evacuation plan no less than twice a year.

Listing of an emergency call list for both during and after-'
duty hour energencies.

A sufficient description of the building or space involved
in the plan to provide famliarity to enployees with key
features of the building.

Detail ed evacuatiohA instructions to include:

0 Persons authorized to order evacuation.

0 Evacuation signals and neans of evacuation.

0 Rel ocation site(s) for personnel.

0 Dealing with suspicious object situations.

0 Building re-entry procedures.

0 Establishnent and functions of an "Energency Conmand
Center Teant which wll consist of ?m nimal ly) the
Designated Safety and Health Oficial (i.e., local
safety officer), local Physical Security Coordinator,

Handi capped Monitor, and any damage control and/or
medi cal coordinators deemed necessary=

0 Provisions for a "Damage Control Team w th preplanned
procedures for obtaining the services of technical
advi sors.

HHS TN 87.01 (9/18/87)
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0 Plans for the provision of occupant energency services
such as operation of a "command center” and the running
of appropriate communications to include maintaining of
a list of all occupant emergency organization nenbers,

provision for communications e?u’ipment and a
contingency plan for the use of "runners" in place of

normal cormmuni cati on.

0 Specific plans for handling each type of possible
emergency including fire, bonb explosion, bonb threat,
hazardous material leak (gas, etc.), suspicious
packages, nedical or first aid energencies, natural
di saster and denonstrations or acts of civil
di sobedi ence.

0 Appropriate cross references wll be made to the
conpanion plan to be entitled "Handi capped Evacuation
Plan" (which is required as a conpanion docunent for
every GQOccupant Evacuation Plan.

7-02-50 HANDI CAPPED EVACUATI ON  PLANS

The "Handi capped Evacuation Plan" document will be witten as a
"supplement" or "conpanion" docunent to the basic QOccupant
Evacuation Pl an. This plan need not repeat everything contained
in the basic Occupant Evacuation Plan but nust contain and
highlight naterial specifically detailing procedures for
evacuation of handi capped enployees and visitors. As a mninmm
this plan will address the followng matters unique and special
regardi ng evacuation of handicapped personnel:

A. Designation of a Handi capped Evacuation Mnitor whose duties
are to insure the adequacy of the plan and the readiness of
personnel to carry out the plan.

B. Assignnment and training of primary and secondary Handi capped
Assistants to all seriously handi capped persons- These
nmonitors will assist the handicapped to safe haven (a place
outside the building or to a protected area in the
bui I di ng.)

c. Establ i shnent of detailed procedures for Handi capped
Assistants regarding evacuation of their assigned person.

D. Est abl i shnent of energency elevator procedures for the aid
of handi capped persons if such is technically possible.

HHS TN 87.0'1 (9/18/87)
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E. Establishnent of stairwell clearance procedures.

F. Training and orientation of all supervisors and nanagers
regarding the special procedures for evacuation o-f the
handi capped. o

G.. Establishment of a procedure to insure that handicapped
visitors in the building are assisted in a manner simlar to

that for handi capped enployees.

H. Mai ntenance of a current list of handicapped persons and
their assigned workstation location within the building.
Handi capped Assistants for each handi capped person will be
i dentified.

7-02-60 REFERENCES

A sanple "Qccupant Evacuation Plan" and related "Handi capped
Evacuation Plan" may be obtained from the Ofice of Buildings
Managenment and Tel ecommunications in the Ofice of the Secretary
i n Washi ngton, DC. This line organization is responsible for
bui | di ng evacuation of the Hunphrey Building and has prepared.
plans conformng to this policy. This office may be reached by
writing:

Ofice of ‘Buildings Managenent and
Telecommunications

Ofice of the Deputy Assistant Secretary
for Administrative and Mnagenent Services

Departnment of Health and Human Services

330 Independence Avenue, SW Rm 1081

Washi ngton, DC 20201

Tel ephone (202)245-7621 or FTS 245-7621
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