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Tab A

Appointment as a Primary/Alternate Collateral Duty Safety Officer

 Your Commanding Officer is required to designate in writing, Primary and Alternate Collateral Duty Safety Officers (E-5 or above).

Maintain copies of the Primary and Alternate Collateral Duty Safety Officer Appointment Letters in this Tab.

Tab B

Collateral Duty Safety Officer Training

Primary and Alternate Collateral Duty Safety Officers, at a minimum, are required to complete Introduction to Navy Occupational Safety and Health (Ashore).  Go to www.safetycenter.navy.mil/training/tableofcontents.cfm, then click on Introduction to Navy Occupational Safety and Health (Ashore), A-493-0050 to sign up for a quota.  The class dates and locations are listed.  If you cannot get a quota, it is recommended that you show up early for the course in your local area, and try to get in on a stand-by basis. 

You will also need to sign up for Mishap Investigation (Ashore), A-493-0078.  While this is not mandatory for a Collateral Duty Safety Officer, it is required to be qualified to investigate Class A, B and C mishaps.  A Class C mishap is a mishap that involves lost workdays, which are very common.

If your command allows you to take additional training, here is the list of courses that safety and occupational health professionals are required to take:

  Navy Occupational Safety and Health Assessment Tools and Strategies,   

  A-493-0089

  General Industry Standards, A-493-0061

  Electrical Safety Standards, A-493-0033

  Introduction to Hazardous Materials (Ashore), A-493-0031

  Introduction to Industrial Hygiene, A-493-0035;

  Navy Ergonomics Program, A-493-0085

  Machinery and Machine Guarding Standards, A-493-0073 

On the NIPR, go to the www.safetycenter.navy.mil/training/tableofcontents.cfm to sign up for these courses.

Maintain copies of all of your (and the Alternates) training certificates in this TAB.

Tab C

Mishap Reporting and Investigations
You need to have your Commanding Officer (CO) add your name to the CDO incident notification list.  You must always notify your Echelon II and III Safety Offices, (619) 437-5793/9084, within eight (8) hours of having a military on or off-duty fatality or a civilian on-duty fatality, as they are required to contact the Naval Safety Center for all fatalities and OSHA for civilian fatalities.  Less severe mishaps can wait until the next day.

All mishaps must be investigated.  The enclosed Mishap Report Form must be completed for each mishap.  It includes the required data to complete the Mishap Log described in the next Tab.  
Tab D

Mishap Log
A copy of the current electronic Mishap Log will be forwarded for your use.

Tab E

Mishap Prevention
Your Echelon II Safety Office send mishap prevention information via e-mails on a daily/weekly basis.  They are forwarded to you from your Echelon III Safety Manager.  
In most cases, all you need to do is forward the information to all of you command personnel.  If you do not feel it is applicable, you do not have to do so.

Maintain electronic copies that you disseminated the information.

It is recommended that you maintain hard copies in this TAB.

Tab F

Commanding Officer 
Safety Policy Statement
If your current CO does not have a written Safety Policy Statement, one needs to be drafted and published.  A few current examples are provided in this Tab.  

Be sure to post a copy on each Safety Bulletin Board and maintain a copy in this TAB.
Tab G

Safety Council

Due to the number of personnel in your command, a Safety Council is not required.
It is recommended that you participate in the installation Safety Council meetings.

The council includes goals, program improvement plans, mishap prevention experience, requirements and initiatives, compliance issues and hazard abatement.

The installation develops proposed agendas and presentations for the council and ensure meetings are scheduled, conducted, and that minutes are recorded.
Maintain minutes of the meetings for five (5) years in this TAB. 

Tab H

Hazardous Material Control & Management (HMC&M)

HMC&M is a function of Safety.

Mr./Ms. Doe has been designated in writing as your Command HMC&M Manager.  

He/She has completed the required OPNAVINST 5100.23G training.  

Authorized User Lists (AULs) have been established and Material Safety Data Sheets (MSDSs) for all Hazardous Materials (HM) are maintained.

Weekly inspections of all locations where HM is stored are conducted.

Spill response procedures posted where HM is stored.

Monthly inventories are conducted and documented.  

He/She and his assistant are the only ones authorized to purchase HM.

Tab I

Occupational Health

You are the POC for the Industrial Hygiene (IH) Surveys that are conducted by the Naval Health Clinic Hawaii Industrial Hygiene (IH) Department every two (2) years (on the even years).  

While the IH Surveys do not require a return response, all Findings/Deficiencies are required to be corrected.  
Contact your Echelon III Safety Officer if you need guidance on getting the Findings/Deficiencies corrected.

The IH, Mr./Ms. Doe, can be reached at XXX-XXX-XXXX (Ext XXX).

Retain copies of your IH Surveys for five (5) years in this Tab.
Tab J

Employee Reports of Unsafe/Unhealthful Working Conditions

You are the POC for your Command’s Employee Reports of Unsafe/Unhealthful Working Conditions. 

You must ensure that all your command employees are aware that identifying and reporting potentially unsafe or unhealthful working conditions is their responsibility (both military and civilian employees).
Blank copies of OPNAV Form 5100/11 must be posted on each facility Safety Bulletin Board.

All Navy employees should be encouraged to orally report unsafe or unhealthful working conditions to their immediate supervisors who shall promptly investigate the situation and take appropriate corrective actions. 
Supervisors are required to contact you for assistance, as necessary. 
Supervisors are also required to inform the reporting employee of all action taken on oral reports.
You are required to maintain records of all hazard reports received.  The enclosed log will be maintained for each hazard report received.

You are required to contact the employee making the report and/or advise the cognizant supervisor that a hazard has been reported.
PROCEDURES FOR HANDLING AN EMPLOYEE REPORTS OF UNSAFE/UNHEALTHFUL WORKING CONDITION

Promptly investigate all reports. You are required to investigate all reports

brought to your attention (alleged imminent danger situations within 24 hours, potentially serious situations within three days, and all other situations must be investigated within ten working days).

If the reported situation involves a health hazard, as opposed to a safety hazard, you are required to refer the report to your IH, Mr./Ms. Doe, at XXX-XXX-XXXX (Ext XXX), for investigation as necessary.

Provide an interim response to the report originator. You are required to provide

an interim or complete response in writing to the originator of a written report within ten working days of receipt. Interim responses shall include the expected date for the complete response. If you validate the reported hazard, the complete response shall include a summary of the action taken for abatement. If no significant hazard is found to exist, the reply shall include the basis for the determination.

Encourage the originator to follow through if he/she is dissatisfied. The complete

response shall encourage, but not require, the originator to informally contact you if he

or she desires additional information or is dissatisfied with the response.  Complete responses shall indicate that formal appeals can be made and shall state or provide the reference for procedures for making appeals and appeals levels.

Handle grievances separately from hazard reporting. A hazard report is not a

grievance. In the event that a hazard report also involves a grievance action, you are required to notify the complainant that the processing of the hazard report will be separate from the grievance response. In no case will a grievance action delay your response to a report of an unsafe or unhealthful working condition.

Appeal Procedures.  Appeal procedures are located in OPNAVINST 5100.23G, page 10-3, paragraph 1003. 
Tab K

Hazard Abatement Program

OPNAV 5100/12, SOH Deficiency Notices, are issued for all identified hazards during safety inspections, evaluations, or assessments.

The official in charge of the operation where the hazard exists is required to take prompt action to correct the hazard and within

30 days of the date of the notice.  He/she shall complete Section B of the OSH Deficiency Notice and return a copy to your office.
You are required to transcribe the information on each SOH Deficiency Notice into the electronic Hazard Abatement Plan for tracking purposes.

A blank copy is provided in this Tab.

Tab L

Fall Protection Program

OPNAVINST 5100.23 Series, Chapter 13 provides the requirements to establish a managed fall protection program to protect Navy civilians and military personnel from the hazards of falling from heights at Navy Shore activities.

Fall protection must be provided to Navy civilians and military personnel exposed to fall hazards on any elevated walking working surface with unprotected sides, edges, or floor openings, from which

there is a possibility of falling four feet (five feet for Shipyard Operations) or more to a lower level; or where there is a possibility of a fall from any height onto dangerous equipment, into a hazardous

environment, or onto an impalement hazard.

If your command has personnel exposed to the above fall hazard criteria, contact your Echelon III Safety Manager for program guidance.

Tab M

Respiratory Protection Program

OPNAVINST 5100.23 Series, Chapter 15 establishes the requirements and responsibilities for an ashore respiratory protection program.
If your command has personnel that are required to wear respiratory protection equipment due to the nature of their work or job, contact your Echelon III Safety Manager for program guidance.

Tab N

Hearing Conservation

If your IH Survey indicates that any of your departments conduct tasks that expose personnel to Noise >84dBA, which require them to be enrolled in the Hearing Conservation Program, contact your Echelon III Safety Manager for program guidance.
If you do have departments that expose personnel to Noise >84dBA , they are required to be in the Medical Surveillance Program and receive annual audiograms and annual Hearing Conservation training.

Use the IH Survey to determine which Departments conduct those operations that expose personnel to Noise >84dBA.  

Maintain a list of all personnel that are in the Hearing Conservation Program in this Tab. 
Hearing Conservation Training is available at:
_______________
Completion certificates must be printed to verify completion.

Tab O

Sight Conservation

The IH Survey indicates that there are XX different or no operations that require personnel to wear eye protection, which means a Sight Conservation Program is / is not required.

OPNAVINST 5100.23G, Chapter 19 requires commands with personnel having exposure to eye hazardous operations to implement a sight conservation program.
The command sight conservation program shall include, but not be limited to, the following program elements:

a. Identification and evaluation of eye hazardous areas, processes, and occupations (accomplished during IH Surveys).

b. Prescription protection eyewear program for employees that wear prescription eyewear and are required to wear protective eyewear.  The command is required to purchase the prescription safety glasses.

c. Provision and maintenance of appropriate personal protective equipment (PPE) at government expense.

d. An employee training, promotion and emphasis program.

e. Effective program enforcement.
Personnel that fall under the Sight Conservation Program are required to complete PPE Training (Sight Conservation Training is included in PPE Training) .  This training is available at:
_____________

Tab P

Personal Protective Equipment (PPE)

The IH Survey identifies all of the operations that require PPE within each of your facilities.
The command must supply and maintain the PPE and train all employees on its use.  General PPE Training is at: 
  _________________
The PPE Training includes Sight and Hearing Conservation Training.

Supervisors are required to provide training to each employee who is required to use PPE to include at least the following:

(1) When PPE is necessary.

(2) What PPE is necessary.

(3) How to properly don, doff, adjust and wear PPE.

(4) The limitations of the PPE.

(5) The proper care, maintenance, useful life, storage and disposal of the PPE.

(6) Ability to recognize that defective or damaged PPE shall not be used.

Enclosed is a copy of the your PPE Hazard Assessment Certification.  It includes all operations that require use of PPE.  If any operations that require the use of PPE are not listed, contact the your Echelon III Safety Manager.

Specific information of PPE can be found in OPNAVINST 5100.23 Series, Chapter 20.

Tab Q

Lead

Lead is covered in OPNAVINST 5100.23 Series, Chapter 21.  The goal of Lead chapter is to prevent lead intoxication and related injuries during the use, handling, removal and melting of materials containing lead at Navy activities.
If you have any command personnel that use, handle, remove, or melt materials containing lead, contact your Echelon III Safety Manager for program guidance.

Tab R

Non-Ionizing Radiation

OPNAVINST 5100.23 Series, Chapter 22 covers Non-Ionizing Radiation.  The term non-ionizing refers to forms of radiation, which do not have sufficient energy to cause ionization of atoms or molecules. Typically, examples include the electromagnetic emissions radiated by lasers, radiofrequency (RF), and microwave sources.

The Department of the Navy (DON) policy is to preserve and maintain the health of its personnel by adopting practices that eliminate or control potentially hazardous radiation exposures. 
If any of your command personnel work with lasers, radiofrequency (RF), or microwave sources, contact your Echelon III Safety Manager for program guidance.

Tab S

Ergonomics

This program seeks to prevent injuries and illnesses by applying ergonomic principles to identify, evaluate, and control ergonomic risk factors for work-related musculoskeletal disorders (WMSDs). WMSDs are defined as a class of disorders involving damage to muscles, tendons, tendon sheaths, and related bones, and nerves. They may also

be known more specifically as repetitive strain injuries (RSI); Cumulative Trauma Disorders (CTDs) and Overuse Syndrome. WMSDs result from the cumulative effect of repeated traumas associated with specific workplace risk factors.
You will be provided with an electronic Ergonomic Survey.  All of your command personnel should complete the survey.

Maintain copies of the survey in this TAB.

If you have not completed the Navy Ergonomics course, you must send the completed surveys to your Echelon III Safety Manager for review and action, where required.
Tab T

Energy Control (Lockout/Tagout)

The Navy Shore Lockout/Tagout Program is covered by OPNAVINST 5100.23 Series and 29 CFR 1910.147.

Lockout/Tagout is required when the unexpected energizing or movement of machinery/equipment or the release of energy during the maintaining or servicing of such equipment/machinery could

cause injury to personnel and/or property damage.

Personnel that perform Lockout/Tagout procedures, as well as their supervisors, and employees in the area where Lockout/Tagouts are conducted required training.

If any of your command personnel are exposed to the unexpected energizing or movement of machinery/equipment or the release of energy during the maintaining or servicing of such  equipment/ machinery, contact your Echelon III Safety Manager for program guidance.

Tab U

Bloodborne Pathogens

OPNAVINST 5100.23 Series and 29 CFR 1910.1030 cover the Navy Bloodborne Pathogens program.  The principal bloodborne pathogens of concern in this chapter are human immunodeficiency virus (HIV), hepatitis B virus (HBV), and hepatitis C virus (HCV). Many others exist, but generally are not occupationally transmitted in significant numbers.  

If any of your command personnel are/can be exposed to Bloodborne Pathogens, contact your Echelon III Safety Manager for program guidance. 
Tab V

Occupational Reproductive Hazards
OPNAVINST 5100.23 Series, Chapter 29, covers occupational reproductive hazard program requirements.  It requires that personnel exposed to Occupational Reproductive Hazards are required to be enrolled in the Medical Surveillance Program.

A reproductive hazard is any biological, chemical, or physical stressor that has the potential to adversely affect the human reproductive process. These effects may occur through either parent's reproductive cells, prior to conception or during the development of the fetus. A reproductive hazard that has its effect during fetal development is a developmental hazard.  Your IH Survey will identify if anyone in your command is exposed to Occupational Reproductive Hazards.

If any of your command personnel are exposed to occupational reproductive hazards, contact your Echelon III Safety Manager for program guidance.

Tab W

Indoor Air Quality

OPNAVINST 5100.23 Series, Chapter 30 provides guidance for this program.
Personnel working in buildings with indications of poor IAQ are required to report the problem(s) to their immediate supervisors.

The appropriate supervisor should contact the Facilities Department to have the problem corrected.

If the Facilities Department is unable to determine the cause of the problem, you (the Primary Collateral Duty Safety Officer) are required to request the cognizant IH, Mr./Ms. Doe at (XXX) XXX-XXXX, Ext XXX to initiate an IAQ investigation.

The commanding officer is required to establish smoke-free buildings and zones.  He/she is also required to establish a designated smoking area that is located at least 50 feet from the facilities.

Tab X

Weight Handling Equipment

(WHE)

OPNAVINST 5100.23 Series, Chapter 31 covers Weight Handling Equipment program requirements.
If your command has any weight handling equipment, i.e., mobile cranes or hoists, contact your Echelon III Safety Manager for program guidance.
Tab Y

Safety Awards Program

To recognize outstanding efforts in risk management and mishap prevention, the CNO Safety Shore Activity Awards Program provides recognition to a command with the best overall command safety program record; and to individuals who have made significant contributions to a command/ activity or overall safety program.

See OPNAVINST 5100.23 Series, Chapter 32, the CNO Safety Awards Program, for more details.

Tab Z

Operational Risk Management

Your XO is required to designate one officer and one senior enlisted as ORM instructors.

LT Doe and CPO Smith are the your Command ORM Officer/Senior Enlisted ORM Instructors.

CNO requires the following training be completed NLT 30 Dec 2011:

-  Managing Your Risk.  Required for all civilian and military personnel.  Initial and Annual Refresher is required.
-  Managing Your Team's Risk.  Required for all military (E-5 and above) and civilian supervisors. This is a one-time training requirement.  

-  Leading Risk Management Integration.  Required for each command ORM Program Assistant (commands are required to designate at least one officer and one senior enlisted person, or a civilian equivalent as ORM Program Assistants). This is a one-time training requirement.  
-  Directing Your Command's Risk Management.  Required for each command XO.  This is a one-time training requirement.  
The training can be completed in ESAMS or NKO at:

https://wwwa.nko.navy.mil/portal/home/
Tab AA
Safety Bulletin Boards
Safety Bulletin Boards are required for each facility.
Required items include:
1. Commander’s Safety Policy

2. Instructions for and copies of Navy Employee Report of Unsafe/ Unhealthful Working Conditions.

3. DD Form 2272, DoD Safety and Occupational Health Protection Program.

NOTE: You must also post an OSHA Form 300A, Summary of Work-Related Injuries and Illnesses, no later than 45 days after the close of the calendar year, for at least three (3) months.

A blank OSHA Form 300A is enclosed.  Contact your Echelon III Safety Manager for questions/assistance.
Tab BB
Annual Workplace Inspections
Your Annual Workplace Safety Inspections are conducted by your Echelon III Safety Manager.

You are required to ensure that facility deficiencies identified during the inspection are corrected through your facility POC.

Maintain copies of the SOH Deficiency Notices in this TAB for five (5) years.

Tab CC

Tri-Annual SOH Program 

Command Evaluations

Both your Echelon II and III Commands are required to conduct Tri-Annual SOH Program Command Evaluations.

Maintain copies of the results for five (5) years in this TAB.
Tab DD
 Personnel Safety Training Requirements
Contact your Echelon III Safety Manager to find out your command’s personnel safety training requirements.  

Maintain the list and certificates of completion in this TAB.
Tab EE
Recreation and Off-Duty Safety (RODS) Program

OPNAVINST 5100.25 Series requires COs to designate a RODS Program Manager.  Maintain a copy of the appointment letter in this Tab.
Your RODS Program Manager is ______________________ 

The RODS program requires that supervisors provide Quarterly Hazard Awareness Training to all military personnel.  The training must be seasonably and geographically appropriate for the area.  The Naval Safety Center has generic Spring, Summer, Fall, and Winter Safety PowerPoint Presentations that can be downloaded from their website and customized.
They can be found at:

http://www.safetycenter.navy.mil/
An electronic copy of the OPNAVINST 5100.25 Series can be found at:

http://doni.daps.dla.mil/allinstructions.aspx?RootFolder=%2fDirectives%2f05000%20General%20Management%20Security%20and%20Safety%20Services%2f05%2d100%20Safety%20and%20Occupational%20Health%20Services&View=%7b1FF912B1%2d1BC6%2d444A%2d8943%2dB769C77880F2%7d
Tab FF
Traffic Safety Program
Each command is required to designate, in writing, a Command Traffic Safety Coordinator.  Maintain a copy of the appointment letter in this Tab. 

Your Traffic Safety Coordinator is _______________

The Traffic Safety Coordinator attends installation traffic safety council meetings, traffic safety courses, conferences, workshops, and seminars to remain current on traffic safety issues. 

It is important to remember that the OPNAVINST 5100.12 Series, Navy Traffic Safety Program requires commands to provide traffic safety briefs to all Navy personnel prior to major holidays, extended weekends or liberty periods.  This is a simple short brief prior to releasing personnel that supervisors should provide and document. 

An electronic copy of the OPNAVINST 5100.12 Series can be found at:

http://doni.daps.dla.mil/allinstructions.aspx?RootFolder=%2fDirectives%2f05000%20General%20Management%20Security%20and%20Safety%20Services%2f05%2d100%20Safety%20and%20Occupational%20Health%20Services&View=%7b1FF912B1%2d1BC6%2d444A%2d8943%2dB769C77880F2%7d
Training for personnel that operate GOVs, Motorcycles, and those under 26 years of age are required specific training.  Your Traffic Safety Coordinator must identify these personnel and ensure the completed the required training.

Tab GG
New Employee Orientation Training 

All new employees are required to complete New Employee Orientation Training upon arrival to the command.

The training is available at:

_______________________
Maintain copies of their Completion Certificates in this TAB for five (5) years.

 Tab HH
Material Handling Equipment (MHE)

The ___________ Department is responsible for the MHE, i.e., forklifts, Licensing Program.

NAVSEA SW023-AH-WHM-010 provides the guidance for the MHE Operator Training and Licensing.
The NAVSEA SW023-AH-WHM-010 training curriculum is required to be utilized.

If your command has MHE, contact your Echelon III Safety Manager for program guidance.

Tab II
SOH References

Enclosed is a list of SOH References.

Tab JJ
Explosives Safety References

Enclosed is a list of Explosives Safety References.

Tab KK
Safety Related Links
Enclosed is a doc with some helpful safety related links. 

