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FOREWORD

This Minerals Management Service (MMS) handbook has been developed
to provide guidance to MMS employees and managers on the procedures
and requirements of the MMS safety program. Questions regarding
the instructions in this handbook or on the basic manual (MMSM 485)
may be directed to the Service Safety Manager, Procurement and

General Services Division, Office of Administration.

Assistant Director f Administration

Date: February 27, 1986



Safety and Environmental Health Management MMSM 485.1-H

TABLE OF CONTENTS

Page

CHAPTER 1. GENERAL INFORMATION

1. PUIrPOSE..iiittseeesnnccenens et et et e s et eas e ettt e aa e
2. References. © 0 e b s e e s e s e s e s e s s e et st e s e et e e e ce e
3
4

. Deflnltlons... ..... e r e s et Ceesessesreerens e

. Occupational Safety and Health Act (OSHA) Requirements....

A. Required Functions...... cees e ct e s et et e et

B, Reference....iiiietttesssttnetoscnnenas Cees e e s e

5. Safety Functions.....eeeeeee. T e

A. Program Development and Evaluatlon .................. .o

B. Program Implementation..seeeeeeeeeesosoeeaseennsesnnnses

C. Program and Implementation AdvicCe...eiceeveeeoons e

6. Safety Operations...iieeerieeeeersaneennoneenns ee s s asran e

7. Safety and Health Committees........ e e eacteaaresas et .

A, Organization.e.ceeeeeeeeseeeeeesoessoesensossonssosnenoes

B, Membership..iioii ittt ineeeereeenns ettt e e e

C. FUNCLION:te ittt enenennnos P et s e e tanrs s e st ettt aesan e

D. Committee StruCture.....ceeeeeveeeenns et a e et
Appendix

Appendix 1 GloSSary..iseesessescecaneas e et cevea

Appendix 2 Exchange Of Data..iieeeeeritisonnoseasnnns Ceeea

LI B B

el e e T S e e T
I 1
U1 b DB WWWW W H e

-
]
O o

CHAPTER 2. COLLATERAL DUTY SAFETY OFFICER

1. PUrDPOSEicitesssvnsecevens et e e e e e e ceie et
A, FUNCELIONS .t ittt vsesnsssassenssetosassseesannses e
B. ProcedureS...cicevessnscsonas c ettt esas s e e et en s
2. Employee Safety ComplaintS....eeeeoas Gt e et et
A, FUNCtIONS.:iiitiiitiienonsennonnorononens cese e cecrsseas
B. PrOCEAUIESeuoeeeesoonocssesenonnsssssosssasseeessosssonas
3. Accident RepOItinNg..ieuiiieeieeteorserseseseossensannonosnn
A. Report of Accident/Incident RepOrting......eeeeeeeosss
B, Form Completion..ciieeeeseeroesseesoceseosnososasannsnns
C. Office of Federal Employees Compensation FOrmsS........
D. Motor Vehicle ACCidentS.iiiieeeerioeeesosssesosononnns
4. Safety INSPeCtiONS.isseeseessesseeesonsosssesnssnsansnnson
A. Report Channels for Hazard Elimination......eeeeceeenes
B. Annual Safety InsSpecCtioN....eeterrnenseseeconesonoanes
C. REPOIES.eioeeeeteaeeetonsososossosssssasasasnssssssssscsss
5. Abatement of Identified Substandard Conditions............
A, DiscussiOn...eseeceeans S e e st s asese st see s et esenas
B, ProceduUreS..ceicessccsssoososcsnnasss e et e et sseeeenssas e
6. Standards Reference........ T

NN NNDNONNDNODNDNDNDNDND N NN
|
O NI AAANAUTE WWWWNN

Date: February 27, 1986 (Release No. 89)



Safety and Environmental Health Management MMSM 485.1-H

Appendix
Appendix 1 Fmployee Safety and Health ComplaintS..........
Illustrations
Illustration 1 Form DI-134...uuiuvtvennnnnen. Ceeesse e ra e
Illustration 2 FOIM CA=16.ueeueeennnnennnns Ceseencn e .
Illustration 3 FOrm CA-l...veueennenn. ettt ettt
Appendix
Appendix 2 Safety Inspection Checklist......... Cee e
Illustrations
Illustration 4 Safety Inspection/Office Area Checklist....
Illustration 5 Safety Inspection/Storage Area Checklist...
Illustration 6 Safety Inspection/Shop Area Checklist......
Illustration 7 Safety Inspection/Laboratory Area Checklist
Illustration 8 Safety Inspection/Vehicle Checklist. e
Illustration 9 Annual Safety Inspection Report..... .......
Appendix

Appendix 3 Standards..

CHAPTER 3.

LR A L I O I R I I Y I R B I N T T T A S SPSPY o o 0

SAFE PRACTICE STANDARDS

1. Safety sSkill Training--Occupational Safety and Health

ACt (OSHA) ReQUITEMENE S . it iv vttt onnneneesonnnnss e e e e
A. Functions..... c e e e e et e et e e et et e e
B. Training Requirements......... P et e e et e ceees
2. Laboratory Safety.....coo.. e e e C e ettt e .o
A, PrOCEAUL e S st i nteeeeeesoenneensscnsnenses e cesevoans
Be  FUNCE IOM Sttt v etnnnonosneseeenssssnnsssseeeennnnneeneen .
3. Motor Vehicle Operations.......o.... N et ettt
A, FUNCtiOoNS...eeveoneeas ettt et e e e .
B, TrainNingeseeeseceeeeeseeeeensnsennss Ceees st
C. Motor vehicle Accident Procedures..... ettt .

4. Driver ImMProvement PrOGraM. e e e eeseessesensesasnnenensns

A. Functions. e e

B. Procedures........

L I R R N T R T N S S S PP ® e 2 0 0 0 0 0 0 0 ..

L A . B ) L R R R I I Y S I I A I N B S Y

C. Motor Vehicle Operational Error Corrective Action

Criteriaeeee...

LA LR S I R I I I B I R R I S T T RN S N R T T S

5. Hearing Conservation ProOgraMe.eeeeeeesseseeesesesennss o s e
A. Maximum Allowable NOiSE EXPOSUIEC.uversesroensonenneses
B. NOise MeasUrementS..eeeseeeeeeonsonsons Ce e esc e e s a
Cu SOUNGA SUL VY S ettt o teevseessssonnsesssssessecssosssssaes
D. Audiometric Testing.............. ...... Gt e et st eesenans
E. Engineering Control...... C et ettt et er et et et e
F. ©Personal Protective Equ1pment ..... ceeeaee et e s ess st
G. Engineering and Design..i.eeeeeeeens cre et esseeessser e
6. Personal Protective EqUipment...eeeeeeeensenesns e

A. Functions........
B. Reports..... ceeas

Date: February 27, 1986

® o 0 0 0 0 0 0 0 0 ® 8 0 0 0 0 0 0 0 000 0 e s 0 ® o 0 0 0 0 0 00

ii
(Release No. 89)

Page

WWWwWwwwwwwuwwww
i
NS DWW WN N



Safety and Environmental Health Management

7. Material Hazards.......

A
e

B.

s
FUNCEIONS . i ittt ettt e oo nentnsenn

ProceduresS...eeees. s

¢ 0 e 0 e e

8. Transportation of Hazardous Materials.....

A.
B.
C.
D.
E.
F.

30
14
39
49
46
72

CFR
CFR
CFR
CFR
CFR
CFR 25

146-149

123 (U.s.

(U.S.

{Department of Health,
Service Regulations)..

Public Health

9. First Aid.......
Functions..
Procedures.

A,

B.
10.
A.
B.
C.
D.

P
[
.

A.
B.
12.
A,
B.
13.
A.
B.

\.o

Firearms.......

Functions..
Storage of Firearms and Ammunition.
Employee Training Requirements...
Issuance of Firearms to Employees.
ield Operations....
Functions......voveeennn.
Requirements...........

1

e 7y n

.

L I I I T T S ST

L I )

e ¢ o 2 0 o

e« & o 0 o &

* e e ¢ 0

L R I I I

o .

Hazardous Waste Management..

Functions...eeeeveeeenens
Requirements............

Requirements.....
Limitations......

Appendix
Appendix 1 Accident Preventability Criteria

Appendix 2 Hazardous Waste Management....

o & s s 0 0

LR A

Facility Safety Standards...
Functions..........

CHAPTER 4.

1. Safety Promotion....ie.eveeeon.

A.

D.

Fu

'} T

AV

Appendix
Appendix 1 Safety Films....

nctions.

ailable

o
fo:

Q .

(‘D .
.
e

.
c
L

o -
ririm

.

Ullo

CHAPTER 5.

1, AWArdS. .t .eveeeseosecnnsoneese
FUNCLIiON e ettt v v evvonan
ProceduresS..v.eeeeseessas

A,
B.

Date:

February 27,

1986

.

s ¢ 0 0 0

PROMOTION

.

.

e s 0 e 0 0 0

LIy
L)

« o0

e o o o 0
LY

o s o 0
..

o e 0

s o » .
. e ¢ o o
LI A Y
¢ s o ¢ 0
LIS L)
¢« e e 00
. o0

LI Y
e ¢ s s s e

.

Education,

AWARDS PROGRAM

L S A
® o s 0 0 LY
.. a . . .

71 (Nuclear Regulatory Commission)......
103 (Federal Aviation Administration)...
Postal Service)
171-189 (Department of Transportatlon)..
Coast Guard).

and

e 2 00 4 0

® 8 0 0 0 5 8 0 00 0 0 0 00 000 080

L A S R R I I I I I O T I T TP Y

“ s 0 0 0

i

ii

(Release No.

89)

MMSM

.......

Wwwwwwwww

[

1
b bt b e b e b
W W W W WHN N



Safety and Environmental Health Management MMSM 485.1-H

CHAPTER 1. GENERAL INFORMATION

1. Purpose. The Minerals Management Service (MMS) Safety Handbook

pLUVLHLb gUlﬂdeE to MMS employePS and managers on the procedures
and requirements of the MMS safety program.

2. References. This handbook includes references to many
documents that are useful as supplemental or special purpose
information. The material will not be distributed with the hand-
book because of limited need. The information provided in this
handbook will be sufficient for most MMS locations (i.e., those
that undertake only office activities). The Occupational Safety
and Health Act (OSHA) standards can be obtained for those loca-
tions where a need exists., Any of the reference material can be
provided by the MMS Service Safety Manager (SSM) if it is needed.

3. Definitions. See Appendix 1, Glossary.

4. Occupational Safety and Health Act (OSHA) Requirements.
Executive Order No. 12196 directs rederal Agencies to have a
comprehen51ve safety program to comply with the OSHA of 1970. The
Act provides requirements for employers, employees, and facilities.
Title 29 of the Code of Federal Regulations provides the complete
set of legal requirements; Part 1960, "Safety and Health Provisions
for Federal Employees," has established the requirements for Agency
safety programs. As a Federal Agency, MMS will use the standards
as a minimum because it is charged with the duty of providing an
example for private industry. With this direction, the most strin-

gent adherence to all of the standards is required.

(1) Minerals Management Service. The MMS must comply with
all of the standards promulgated under OSHA. These standards are
consensus standards that provide detailed instructions to determine
what constitutes safe and healthful working conditions. The general
service clause, section 5 of the Act, covers environments or opera-

tions not covered by detailed standards.

The general service clause states that each employer will furnish
to each of his employees employment and a place of employment which
are free from recognized hazards that are causing or are likely to
cause death or serious physical harm to employees; and will comply
with occupational safety and health standards promulgated under
this Act.

OPR: Procurement and General Services Division
Office of Administration

Date: February 27, 1986 (Release No. 89)
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(2) Functions imposed on Federal line supervisors by

OSHA :

A + Ao Moamam~mmarae mited anciire 1 A
(a) Remove hazards. lelldljt:'].b must ensure the

removal of all hazards that are likely to cause injury or are a
threat to the health of employees.

(b) Keep records. Records must be kept of work-
related accidents and illnesses and of employee exposure to
specified toxic or harmful physical agents.

(c) Provide medical examinations. Employees exposed
to specified health hazards must have medical exaﬂinatloﬁs.

(d) Provide safety equipment. Safety equipment,
such as personal protection equipment, must be made available for
the protection of employees.

(e) Warn of hazards. Employees must be warned of
hazards by the use of labels, signs, and color codes.

(f) Find safety hazards. Safety hazards must be
nticip d and eliminated before they appear.

(g) Obey standards. OSHA requires that the pub-
lished standards be compiled with.

(h) Maintain equipment. Tools and equipment must
be maintained in proper condition to meet the safety standards.

(i) Protect rights of employees. Employee rlghts
~ T

to use the provisions of OSHA to report hazards without the fear
of discrimination or penalty must be protected.

(j) Post directives. Information on rights and
accident records must be posted as directed by the MMS SSM.

(k) Enforce. Directives must be enforced to
ensure that employees conform to all issued safety and health
requirements.

(1) Cooperate. Cooperation with all safety officers
1 Cooperate Cooperation all safety office

to identify and correct any hazardous cond1t10ns is requlred.

(3) Functions imposed on employees by OSHA:

(a) Follow rules. All OSHA standards and rules
that are a part of regular operations must be obeyed.

Date: February 27, 1986 (Release No. 89) 1-2
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(b) Handle equipment properly. When using equip-
ment, safety recommendations must be followed and the equipment
used for the job intended.

(c) Use protective equipment. All the required
personal protection equipment prescribed for the job must be used
and maintained.

(d) Report injuries. No matter how minor the injury,
first aid treatment must be obtained and the required forms for
accidents completed in a timely manner.

(e) Perform. Jobs must be performed in a correct
manner to reduce loss incidents to themselves, to o hers, and to
the property they use.

(f) Report. All unsafe or hazardous conditions must
be reported to their supervisors immediately.

(g) Dispose. All dangerous wastes must be put in
proper receptacles.

B. Reference. The OSHA standards as published in Title 29 of
the CFR.

5. Safety Functions. The MMS safety organization heés been estab-
lished to provide for the development and implementation of safety
programs that are responsive to legal requirements and conducive
to effective operations. This organization provides for the
performance of three essential functions.

A Proagram Develorment and Evalua

ias Al—vv&“) T VT AURMINT Al L Qkas v QU

Safety and Health Official for the MMS, the Assistant Director
for Administration (ADA) establishes program requirements for the
Service. The SSM prepares proposed programs on behalf of the ADA
and also prepares evaluation reports on the implementation and
effectiveness of established programs.

.
on. As the Designated

B. Program Implementation. The implementation of all program
requirements is the function and responsibility of MMS personnel

N
from the Associate/Assistant Director to the individual employee.

Safety Officers are designated to provide guidance on program
implementation and to evaluate program effectiveness.

C. Program and Implementation Advice. The review of all
proposed programs and the identification of problems in the
implementation of established programs are functions of the SSM.
This includes development of consensus advice on the policies,

requirements, procedures, and program effectiveness and providing
guidance to ensure that Service safety programs attain established
goals.

Date: February 27, 1986 (Release No. 89) 1-3
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6. Safety Operations. The MMS safety organization provides a
necessary communications channel for the collection and distribu-
tion of safety information. (See Appendix 2.)

7. ©Safety and Health Committees. Safety and Health Committees are
an important part of the Safety and Environmental Health Program
within the MMS. These committees serve to form a chain of communi-
cation between employees and the various levels of management and
to provide program advice to appropriate management authorities.

A. Organization. Safety and Health Committees are to be

established at the headquarters level; the Administrative Service

. 1 1 1 okl hm
Center (ASC) level; and, where appropriate, the local establishment

level. Establishment Safety Committees will be formed only at MMS
facilities housing 50 or more employees and which are not represented
by a collocated ASC Safety and Health Committee.

Safety and Health Committees will function at each of the following
locations:

Location Representation Reporting To
Headquarters (Herndon, Administration Assistant Director
J.W. Powell Building, Offshore for Administration
Main Interior) Royalty

Administration

Southern ASC Offshore ASC Manager
Administration

-

Qe M
Centra r / / SC Man

i al ASC (All nu_‘yalt_y rianager
Federal Center) Administration

Alaska ASC Of fshore ASC Manager

Administration

Los Angeles (Facility Of fshore Regional Director
Committee)

Tysons Corner (Facility Offshore Regional Director
Committee)

B. Membership. The Safety and Health Committee membership is
the responsibility of the ASC Manager subject to the approval of
the SSM.

C. Functions. Each Safety and Health Committee advises the
management authority to which it reports on the development and
~AnrAdAinads s AF a~~T1Aand TAcoe Mmravandtimnn mrAamramoe 1n 10 racrnand i oan

bUULUL“aLLUH oL accliaent 1LUSS pLTvaiiLivil pLUYL Ao 11l 1LOo LTopTLiLlve

area. The committees meet at least quarterly to review and analyze

Date: February 27, 1986 (Release No. 89) 1-4
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problems identified in employee reports of unsafe or unhealthful
working conditions, safety inspections, accident/incident reports,
safety program evaluations and other safety activities.

Safety committees should accomplish the following:

(1) Distribute quarterly meeting minutes to appropriate
management (i.e., Regional Directors, ASC Managers, etc.) for the
appropriate corrective action. A copy of the communication will
also be forwarded to the SSM.

(2) Establish and operate, with the assistance of the
SSM, safety promotional efforts for the establishment which the

committee serves.

(3) Assist collateral duty safety officers in conducting
regular inspections of the facility to identify hazards and recommend
corrective measures.

(4) Report to the SSM any safety or health hazards not
corrected in a timely manner.

(5) Investigate any employee complaints of safety or
health problems. 1Initiate abatement efforts through management.
Assistance from the SSM will be provided upon request, particularly
in complaints involving health problems which could involve employee
or environmental monitoring or both.

D. Committee Structure. Safety and Health Committees should
consist of no less than three employees but may consist of as many

. .
A Fad + ~ 11 NrAaogvram
members as necessary to provide representacion TC Cover aii program

areas in the facility(ies) the committee represents.

Date: February 27, 1986 (Release No. 89) 1-5
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Chapter 1
Appendix 1
GLOSSARY
Approved Firearm Training. A firearm use and handling training

course approved by the SSM is designated "approved training.

Approved Firearms Storage. A secure area designated by the SSM
as approprlate “for the storaqe of firearms and ammunition is
designated "approved storage."

Certification of Firearms Need. A memorandum from the responsible

superv1sor to the flrearms “custodian requestlng the issuance of a

LLI(:‘d[Hl is Ut‘blgndtea a "certification of need.'

Establishment. For the purpose of complying with the requirements
of 29 CFR 1960, for safety committees, the term "establishment"
means a single physical location where more than 50 employees are
located.

Facility. 1In terms of hazardous waste management, a facility is

defined as a single location which generates hazardous waste.

Armer c3mrl Ao v el oy e a3 A POV It

niAYTA N~ v~
L.LC.LU UPCLGLL
or with other
structure. T

ons. Any work abblguwt:ut_ wherein an empioyee, al
S, is required to perform work outside of a fixed
hls includes work on board ships.

one

Firearm. Any loaded or unloaded pistol, revolver, rifle, shotgun,
or other weapon that will or is designed to expel projectibles
by the action of an explosive is designated a "firearm."

Firearm Custodian. An individual designated to be responsible
for the security of the firearms storage area is designated a
n

"firearms custodian.

Full-Time Motor Vehicle Operator. An employee whose primary

function is driving.

Hazardous Materials. A hazardous material is one that is ignit-
able, corrosive, reactive, or toxic. Some hazardous materials
are assigned identity codes in 40 CFR 261.

.
ous Waste Management Program. A program which is inten

cradle to grave"™ control of hazardous materials a
promulgated by the Environmental Protection Agency Regulations
published in 40 CFR 260. The application of these regulations to
the MMS operations controls the method of disposal of materials
defined as hazardous.

U]

Date: February 28, 1986 (Release No. 89) 1-6
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Chapter 1
Appendix 1
(Continued)

Incidental Motor Vehicle Operator. An employee who is required

- RIaWe 3 +ha -
t0o use a ("r\norr}ment nmnor? or pr-n "ut%’"i owned v’eh‘l.\.,J.c in the Her_

formance of regularly assigned duties. It is not intended that
an employee who occasionally drives to accomplish a short-period
assignment be classified as an incidental motor vehicle operator.

Official in Charge of Establishment. The highest level manager

at a single physical location or a manager (supervisor) designated
by management to serve in this capacity when two or more managers
of equal rank are at a single location.

Personal Protective Equipment. Those items worn to protect the
body from injuries of any type, including frostbite, heatstroke,
snakebite, or any other hazard of a particular job.

Preventable Accident. An accident in which the driver failed to
do everything he or she reasonably could have done to prevent it,.

Reportable Accident. Any accident involving people (including

3 A +
the public and employees of contractors performing under contract

to MMS), operations, or property that results in personal injury
or property damage in excess of $50.

Responsible Supervisor. An employee's immediate supervisor or the
head of the field operation to which the employee will be attached
is designated a "responsible supervisor."

Safety Promotion. An effort to increase employee awareness of
the hazards that are a part of their lives. It is an effort to
motivate employees to perform their tasks in a manner consistent
with established safety standards and to convince employees that
MMS management is always concerned and active in providing and

requiring safe and healthful working conditions for them.

Serious Job-Related Accident. An accident that occurs during the
course of performing any assigned function, including travel, and
where one of the following results:

(1) Death or disabling injury involving the loss or use of
a principal part of the body; an apparent total disability that
prevents the injured employee from ever returning to his or her
normal job; or the injury of three or more employees in a single
accident requiring hospitalization, regardless of cause or
severity.

) Property damage exceeding $5,000 to property owned,

A hu +he MMQ
or controclled by the MMS.

[oTH V)

oo
-

b

14
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Chapter 1
Appendix 1
(Continued)
(3) Injury requiring hospitalization of, or resulting in the
asath Af NAN_MMC rmarce~nnr~ral avd ol ae €oo o nenge~S ot _
acaci OL, NHON-MMS PELsSonneé. arising rrom S Ooperations.
(4) 1Incidents with the potential for causing permanent
injury or death.
Date: February 27, 1986 (Release No. 89) 1-
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Chapter 1
Appendix 2
EXCHANGE OF DATA
1. Exchange of Data
To the Field From the Field
Policy statements Accident reports
Procedures Hazard reports
Program requirements Safety award recommendations
Action requirements Program reports
Data request Program and policy recom-
Accident analysis report mendations
Proposed policy Performance evaluation
Proposed procedures Employee complalnts
Proposed program requirements Technical assistance request
Evaluation summaries Preventive medicine requests
Inspection reports
2. Report Distribution. This flow of accident-related reports
provides vital data to responsible managers. For clarity, the
chart in this section includes all major accident reports.

(a) Supervisor's Accident/Incident Report (DI-134)

Supervisor prepares (retains pink copy)

.
.

Collateral Duty

*h
O
n
"
-
Q
®
o

wn
V)
1)
cr

Service Safety Manager

file (white copy)

O
rh

Date: February 27, 1986 (Release No. 89)
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(c)

MMSM 485.1-H
Chapter 1
Appendix 2
(Continued)
Automobile Accident Form (SF- 91, SF-91A, and
OF-26, State and/or Local Reports).
Employee prepares (retains copy)
Supervisor reviews (attach copy to DI-134)
___Collateral Duty fety Officer
___Property Management Section
Management channels as directed
_ _Regional Solicitor's Office
{tort claims)
__Responsible General Services
Admlnlstratlon (GSA motor pool)
_Division Tort Claims Officer
(Division Administrative
Officer)
Office of Workman's Compensation Forms (CA-1,
CA-2, etc.).
Employee prepares and supervisor completes
(retains copy)
Responsible Personnel Office
__Office of Federal Employees
Compensation
Personnel Files
27, 1986 (Release No. 89) 1-10



(Contlnued)

ident Forms (NTSB Form 6120.0;

(d) Aircraft and Boat Acci
Coast Guard 3865)

Employee completes

l
l

Supervisor reviews (retains copy)

Division mana gem

3. Safety Personnel.

Service Safety Manager
Mail Stop 635

12203 Sunrise Valley Drive
Reston, VA 22091

FTS 933-6221

A4

en

t

chan

nela 2
W RIQALIIIT LD

as directed
__Division Tort Claims Officer
(Division Administrative
Officer)

foe)
O

A

b
|
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CHAPTFER 2. COLLATFRAL DUTY SAFETY OFFICER

1. Purpose. A manager may need assistance in accomplishing
safety functions and other responsibilities. Because safety
program requirements are extensive, Collateral Duty Safety
Officers (CDSO's) may be designated as a staff assistant by the
responsible manager to achieve the organization's compliance with
MMS safety program requirements and to provide advice for safety
program compliance efforts.

A. Functions.

(1) All managers and supervisors must provide safe and
healthful working conditions for the employees under their
direction. Whenever a hazard is identified, they must initiate
corrective action by allocating resources or requesting required
resources through established organizational channels. Managers
and supervisors must take appropriate action to correct all iden-
tified hazards to which their employees are exposed even if all
corrective actions required are specifically the responsibilities
of other Agencies {(e.g., General Services Administration).

The CDSO's participate in safety meetings; provide assistance on
completion of Accident/Incident (DI-134) Reports; conduct annual
safety inspections; assist the SSM in a Service-wide safety
promotion program, and serve as a point-of-contact for the SSM.

B. Procedures. All CDSO's will perform the functions
described in the remainder of this section.

(1) Abatement Log. A log or record will be established
and maintained to record all identified substandard conditions
and the actions taken to correct the hazards. A file will be
maintained containing copies of all work orders and support-
request memorandums for corrective actions on major items.

(2) Accident Reports. A file will be maintained on all
Accident/Incident Forms (DI-134) that are processed by the CDSO.
(See Illustration 1.) The CDSO will provide assistance to the
responsible supervisor in conducting investigations to determine
accident cause and maintain data to show corrective actions taken
to prevent recurrences,

(3) Inspection Reports. An annual inspection will be
made and reported through the responsible manager to the SSM.
Inspection of critical items should be initiated as appropriate.
(See Appendix 2.)

Date: February 27, 1986 (Release No. 89) 2-1
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(4) ©Safety Promotion Activity. The CDSO serves as a
distribution point for promotional materials for his or her respec-
tive area. The CDSO's forward requests for promotional materials
(e.g., films and posters) to the SSM. The CDSO's will assist the
SSM in setting up and putting on various promotion activities in
their locations.

3 NCNTas 2311 anruas
{5} Point act. The CDSO's will serve as a point-

of-contact for the SSM in dealing with safety matters involving
his or her respective areas. Technical assistance will be
requested from the SSM in dealing with out of the ordinary problems.

() Committee Activigx. (See chapter 1, paragraph 7.)

2. Employee Safety Complaints. There will be no discrimination
against, or discourtesy to, any employee reporting what is
believed to be a hazard. Every effort should be made to satisfy

an employee's substantiated complaint of substandard conditions.

A. Funcg}ons.

(1) Service Safety Manager. The SSM will establish
procedures and guidelines for processing employee safety

complaints. All employee complaints received will be investi-
gated and the employee will be informed of the investigations
that are made.

(2) Supervisor. The supervisor will accept, verbally
or in writing, all employee complaints of hazards, and will take
such corrective action as is possible and appropriate. The
supervisor will report all complaints that are not within his or
her jurisdiction to the appropriate manager for further action.
The supervisor will act to prevent discrimination against, or
discourtesy to, any employee reporting safety hazards.

{ 3) Manager The recnoncihle manage will +ake al1

A\ QYT L e 11T L TOopPUNRSLULE maniay’c Wiii LCARCT Qo

action deemed necessary to eliminate substandard conditions
reported by an employee. The assistance of the SSM can be
requested in conducting safety or health investigations when
technical assistance is required.

(4) Employee or Employees' Representative. The employee
or the employees' representative must report to the line supervisor
any conditions which are not in conformance with safety standards.

.
If corrections are not made in a satisfactory and timely manner,

the established procedures for further action may be followed.

Date: February 27, 1986 (Release No. 89) 2-2
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B. Procedures. The procedures to be followed for employee
complaints are prescribed in 29 CFR 1960.24, "Complaint by
Employees." This section is summarized in Appendix 1 with the

changes required to follow MMS policy.

3. Accident Reporting. Personal injuries and property damage

must be reported promptly and accurately. Information is
required to furnish data to the Department for OSHA reports,

fire reports, property damage reports, and the evaluation of
safety programs. Form DI-134, Report of Accident/Incident,
will be used to meet data requirements. Other forms should
also be used where required by law or regulation. The SSM
will be notified immediately by telephone or Teletype of any
serious job-related injury or property damage. The SSM will
be notified of all other reportable accidents via Form DI-134
within 15 days of the event. The occurrence of a personal

A + A +h
injury or of property damage must be reported promptly to the

Agencies responsible for compensation and data on safety.
The reports required are listed in the following paragraphs.

A. Report of Acc1dent/Inc1dent (DI-134). This report is
completed by the supervisor based on the results of the super-
visor's investigation to determine the cause of injuries or
property damage. It is required at all levels of the Department

for determining safety actions and priorities. The Department
uses the DI-134 to generate the Haarterly and annual reports

required under OSHA. Form DI-134 is required for the following:

(1) A work injury to, or death of, an employee (including
contract employees) while on duty status.

(2) All personal injuries or property damage incidents
involving the public and MMS facilities or operations.

f Anvy
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or more.
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(4) Any fire, regardless of its cost, that involves
equipment, structures, or property under MMS control.

(5) Any motor vehicle incident in which a Government-
owned or leased or privately owned vehicle used on official
Government business is involved and causes property damage or

D
nl111ry
perscnal injury.

B. Form Completion. (See Illustration 1.)
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C. Office of Federal Employees Compensation Forms.
Supervisors are responsible for ensuring that their employees
are aware of their benefits under the Federal Employees'
Compensation Act (FECA) and assisting employees in the comple-
tion of the appropriate forms.

mMha PR 1 adminictrorad hg +hoe Nanardbmand ~AF T o~ NEF3 ~F
11T Lo s 1O Aauliiriti oL i cTcu LUy LT v pal cme entc L Lawvurt , ULL.L\.C oL
Workers' Compensation Program (OWCP). It provides compensation

benefits to civilian employees for injuries or diseases sustained
while in the performance of duty. The FECA also provides for the
payment of benefits to dependents if the injury or disease results
in the employee's death. Benefits are not payable if the injury
or death is caused by willful misconduct of the employee or
intoxication of the injured employee.

An employee who sustains a ling traumatic injury, wound or
other condition of the body caused by external force, identifiatle
as to time and place of occurrence, caused by a specific event or
incident within a single day or work shift, may use sick or annual
leave or request continuation of pay (COP) for the period of disa-
bility not to exceed 45 calendar days. If the disability exceeds
45 calendar days, the employee may go on leave without pay (LWOP)
and apply for compensation through the OWCP or use his/her sick or
annual leave and arrange to buy-back leave after return to work.

"
81

o

Employees are entitled to immediate medical treatment. Form CA-16,
Request for Examination and/or Treatment, should be completed prior
to treatment.

Supervisors should ensure that employees submit Form CA-1, Federal
Employees' Notice of Traumatic Injury and Claim for Continuation of
Pay/Compensation, within 2 working days following the injury. The
completed Form CA-1 should be sent to the servicing personnel office
for appropriate action. Supervisors should encourage emp;oyees to
submit Form CA-1 to make a record of the injury even if the injury
seems minor.

When disability results from an occupational disease, (a disease
or illness caused by systemic infections, continued or repeated
stress or strain; exposure to toxins, poisons, fumes, etc.), the
employee is not eligible for COP. The employee may choose to use
sick or annual leave or enter a LWOP status and claim compensation

Fram +ha AWOD
from the OWCP.

In the cases of occupational disease, Form CA-2, Federal Employee's

Notice of Occupational Disease and Claim for Compensation, should
be completed and forwarded to the servicing personnel office.

Date: February 27, 1986 (Release No. 89) 2-4
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In addition, Form DI-134, Report of Accident/Incident, must be
completed and forwarded to the Safety Office.

Questions concerning employee compensation and requests for forms
should be directed to your servicing personnel office.

D. Motor vexkj.\.].:: Accidents. The OpefaLUL of any motor
vehicle Involved in an accident is required to provide data on
that accident. The data are needed for safety analyses, tort
claim actions, and property damage reimbursements. The data will
be provided, on the specified forms, to the operator's supervisor
in person or mailed within 1 working day. The forms will be dis-
tributed as described in the following paragraphs.

(a) Form_gl_lgg‘_Supervisor S Report of Accident/
Incident. All of Form DI-134 will be completed by the supervisor
as a result of the supervisor's investigation. The completed Form
DI-134 will be transmitted to the CDSO, who will forward it to
the SSM. Upon completion by the supervisor, the involved employee
will be given the pink copy of the report for his or her records.

The remaining three copies are forwarded.

(b) Standard Form (SF) 91, Operator's Report of
Vehicle Accident. The SF- 91 is completed by the operator at the

ANane ~f Fha At AantE MNMaead Ao AF Wi o rarnae mmn E e e A~ Lo

g\,cuc Ul LllC a\,\,LucuL. ‘VU}:).LCD UL LCill> LCPULL arLe LULWdLUeU Uy
the supervisor to the CDSO, who will forward it to the SSM and
the responsible GSA motor pool manager if it is a GSA-owned car.
Otherwise, copies are sent only to the SSM.

{c) ©Standard Form 91A, Investigation Report of Motor
Vehicle Accident. The SF-91A is completed by the investigator.
Generally the supervisor or the CDSO will complete this form. This
form is routed with SF-91. The Department of the Interior Solicitor
FAarhi: Ao ~AamrnlabiAam ~AF DY A~ 710 Al AmAarmt ~£f DAacrmA moit

forbids completion of Block 28 (Statement of Responsibility). {See
Chapter 3, Motor Vehicle Accident Procedures.)

(d) Standard Form 94, Statement of Witness. The
SF-94 will be completed at the scene of the incident and forwarded
with SF-91 and 91A. (See Chapter 3, Motor Vehicle Accident
Procedures.)

(e) Optional Form 26, Data Bearing Upon Scope of
EmpxoymenL of Motor Vehicle Operator. Form 26 is used to make
clear the on-the-job activity at the time of the incident. Form

26 will be forwarded with SF-91, 91A, and 94.

(f) State and/or Local Reports to Police or Motor
Vehicle Departments. A copy of all reports will be submitted
with SF-91 or when received and will be routed through the same
channels.

Date: February 27, 1986 (Release No. 89) 2-5
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4. Safety Inspections. The inspection of all operations and
facilities is a continuous part of every employee's and supervi-
sor's responsibility. The identification of hazards requires the
daily review of facilities, equipment, and operations by every MMS

employee as a part of his or her daily work routine. A formal

safety inspection of facilities, operations, and equipment will be
made once each fiscal year to determine the conditions and adequacy
of the daily safety efforts to eliminate hazards The annual

CLLUL LS [t S B £ § 45 1 | . S St iU

inspection w111 also be used to identify conditions requiring
corrective actions beyond the scope of the line supervisor. The
formal annual inspection will be made by the responsible managers

and trained personnel (Safety and Health Committee members and/or

cneny
DU .

A. Report Channels for Hazard Elimination. Any condition

identified by an MMS employee as not meeting established stand-
ards or constltutlng a hazard to the safety and health of the

AAAAA o v Y jees

employee, or other employees, or to the public will be reported.

All reports, including Annual Safety Inspection Reports, will be

made in the manner described in the follow1ng paragraphs

of the
n.

(1) Hazards will be br
fo m e corrective a

rought to the attentio
r immediat cﬁi

Q

LCQPUHblULE buPELVLbUL edi
(2) Hazards that persist and those that the supervisor

does not have the authority to rectify will be reported to the

appropriate CDSO for attention of the appropriate manager and for

entry in the Abatement Log.

(3) A copy of the Abatement Log will be sent to the
SSM at the end of each quarter of the fiscal yea

(4) Hazards that persist and those that require the action
of higher authority will be forwarded to the SSM immediately in
order that appropriate action can be taken.

B. Annual Safety Inspection. The annual safety inspection
will be made follow1ng the guidelines in Appendix 2 using the
checklists provided in Illustrations 2-6 The inspection will

~ | A e T T g | ~ v ~ - :
bt llldut: LY t!lC lianayetr I.':’b}_)UHblULE LU ed doslstUu
ucting in

sonnel who are Apprnpr1afo1v trained for 1g ins
The assigned inspector will review all applicable instructiona
material prior to the inspection. Joint inspections, inspection
teams, and interdivisional inspections are encouraged utilizing

batety and Health Committee members and CDSO's.
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Safety and Environmental Health Management MSM 485.1-H
Remote locations or facilities can be inspected by experienced

personnel using checklists and assigned by the responsible
manager. All conditions not corrected within 30 days should
be recorded on the appropriate Abatement Log.

~
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5. Abatement of Identified Substandard Conditions. The MMS

must correct all identified working conditions that do not comply
with requirements of OSHA standards. The fulfillment of this
requirement is satisfied only by recorded efforts to cause the
substandard conditions to be corrected.
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and maintenance of sou ire preve g
such facilities, the conservation of services and
supplies, the use of good working atmosphere, parti-
cipation in a Facility Self Protection Plan for dealing
with sarety emergenc1es and payment of user charges
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e services whlch GSA or other
agencies provide for various levels of user charges
and appropriate reimbursement provisions where the
agency performs the services for which GSA or the
other agency has responsibility.”
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Procedures.

(1) Inspections. Regular formal and informal inspec-
tions of facilities should be conducted to identify substandard
conditions. The responsible manager must be informed of all
substandard conditions and appropriate entries made in the
abatement log.
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(2) Abatement Log. Each establishment will maintain
a log of all identified substandard conditions. The log will
show the date of identification, the source of identification
(annual inspection, employee complaint, etc.), the corrective
action (assigned corrective resources, returned for repair,
job-order number, letter request for management support, etc.),
the date of completion, and the date and type of followup

=il LT LT

6. Standards Reference. (See Appendix 3.)
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Appendix 1
EMPLOYEE SAFETY AND HEALTH COMPLAINTS

(1) Any employee or representative of employees who
believes that an existing safety or health hazard has not been
corrected in a timely manner by the responsible line supervisor

may request an inspection of the workplace by giving notice of
f‘h@ hazard to f'hth M Mail Qtr\h ~ AR Roctnn ‘71 ryinia 22001

........ wDoM gy a4 4 33, RCHLLUL, Liyiiiia 44Usd.
Any such notice will be in writing and will be specific as to
the grounds for the notice. Upon the request of the person (or
persons) giving such notice, anonymity will be guaranteed to

the extent possible, except for the Designated Safety and Health
Official (DSHO). The MMS DSHO is the Assistant Director for
Administration.

(2) The SSM will consider the complaint and determine
within 5 working days whether there are reasonable grounds to
believe that the alleged safety or health hazard exists. If an
inspection is undertaken and the inspector is unable to locate
the alleged hazard without the assistance of the complainant,
the DSHO may give the inspector the name of the complainant.
The inspector must respect the request of the complainant for
anonymity. In the event the employee complaint describes a
hazard presenting imminent danger to the safety or health of

employees and the DSHO determines there are reasonable grounds

g
to believe that the alleged hazard exists, an immediate inspec-

tion will be made. Employee complaints alleging imminent
danger situations will be made first by telephone or telegraph
and reduced to writing as soon as practicable thereafter.

(3) Inspections initiated pursuant to this section
will not be limited to matters referred to in the complaint.
Any employee employed in such workplace or representative of
employees will be permitted to notify the safety and health

1ncpector of any hazard which he or she has reason to believe

exists in such workplace prior to or during an inspection.

(4) The MMS may use other procedures in lieu of those
described in this section, provided that the substituted
procedures include provision for employee involvement compar-
able to the described in this section.

(5) If the DSHO determines that there are no reasonable

: :
grounds to believe a hazard exists or if an inspection is made

on the basis of a complaint but no hazard is determined to
exist, the employee or representative of employees who filed
the complaint will be entitled to an informal review of such
determination and will receive a written statement by the DSHO
of the reasons for the final disposition of the complaint.
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Chapter 2
Appendix 1
(Continued)

(6) If the complainant is dissatisfied with the final
disposition, such person may contact, in writing, the Office of
Federal Agency Safety Programs, describing in detail the entire
processing of the complaint. The Office of Federal Agency
Safety Programs may request the MMS head to submit a report
on the investigation or may itself investigate the entire
proceeding. Under 29 CFR 1960.19(d), such investigation may
include inspection of the alleged hazard. Each Agency shall
maintain its complaint files intact for 5 years after the closing
of an investigation.

(7) The OSHA protects from discrimination against any
employee(s) who files complaints under the Act or who testifies
on same. (See Section 11(c)(1l) of OSHA.)
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Form DI-134 (Juty 198Y)
Exception to SF-91A-92
Appreved by Bureeu of the Budget
Meorch 1963

MMSM 485.1-H

Chapter 2

Iliustration 1

FORM DI-134

U. S. DEPARTMENT OF THE INTERIOR

ty Managemen i

FIELD REPORT NO.

REPORT OF ACCIDENT/INCIDENT DATE
L REPORTING UNIT AND ADDRESS
-
2. NAME OF PERSON INYOL VED (lost, first, middle initiel) 3. AGE 4 SEX 6. EM:%O:MSENT
. ATU
nmrce s s D Mele
ADDRESS (inciude zip code) 7. OCCUPATIONAL CODE
D Femele
{las digit hors) =
5. SOCIAL SECURITY NUMBER -‘
T
Use separote form for eoch person involved '
8. DATE AND TIME OF INCIDENT 0. LOST TIME DATA MO, DAY YR.
¥R. 0. | DAY HR MiN. ¥. ACTIVITY o. Dete uneble te porform regulerly
] l ] 1 ] estoblished duties
0. STATE IN WHICH INCIDENT OCCURRED b Dete retumed 1o work
{Reguiody estoblished duiies)
11. TYPE OF ACCIDENT/INCDENT ¢. Dete ratumed to work
{Restricted work octivities)
12. RESULT OF ACCIDENT/INCIDENT
& Dete terminated
11 NATURE OF INJURY/ILLNESS
e. Dete permenentiy tronsferred 1o
14. SEVERITY OF INJURY/ILLNESS iighter duty
f. Number of deys of restricted werk
15. PART OF BODY AFFECTED octivity
0. MIUKCE (whot wos used, done, contocted, eic?) TO BE COMPLETED BY SAFETY MANAGER ONLY
§- Number of deye lost(Optionc!)
17. HUMAN FACTOR (ANSI-Z16.4)
h. Numbe:r of lost workdays (Required)
18. PHYSICAL/ENVIRONMENTAL FACTOR (OSHA-29 CFR 1960.2 (1))
YES NO . Recordoble sccupationa! injury/iilness YES NO
Y. REPORT SENT TQ QwCP? " (OSHA-25 CFR 1960.2 (eij !'_
3i. PROPERTY OWNE RSHIP | 23, IDENTIFICATION OF PROPERTY INVOLVED
4). PROPERTY OWNERSHIP | (neme, mode! number, size, make, type, etc.)
22 AMOUNT OF PROPERTY DAMAGE a. Gevernment:
(Dellors Only)
| e GOVERNMENT b. OTHER
H - - 1/ Pl e
:s I l o!o s|i 'Iloo b Other:
4. . L A 1 1 4 -

24. NARRATIVE OF ACCIDENT/INCIDENT (Include who, what, when, where, end how)

Ceontinve on sep.

sheet, if y

25. CORRECTIVE ACTION TAKEN OR PL ANNED

WHEN: Now. Fiscal Yeer
Sighatvis and iiite of reperiing efficiel iivrets of Borems
Sefety Meneger
Signeture of reviewing eutherity ] Dete D;—. - ————
— 1 ___
February 27, 1986 (Release No. 89)
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Chapter 2

Illustration 1
(Continued)

FORM DI-134C

Form DI-134C UNITED STATES FIELD REPORT NO.

oty 1981 DEPARTMENT OF THE INTERIOR

Safety Management Information System

DATE
SUPPLEMENTARY ACCIOENT/INCIDENT REPORYT

NOTE: This is o four part snap-out form. Retain the last copy for your files, send the remoining copies, still assembled, threugh
normal buregu/office chonnels. Use this fum to ehengo dalon and/or enter ;uzvhm.movy accident/incident dote correspondin
:‘Né’;&s‘:". Q'i'lM“Y '.”ﬁ.l on Form Di~-i3d4. THIS FORM i§ NOT 70 BE USED AS AN INITIAL REPORT OF AN ACCIDENT/

'NS"RUCTIONS {ndicete ection r'qunnd by placing en *'X’’ in eppropriate box. To add or zarract data. anter desired code
using ‘‘Instructions For Completing Form DI-134'" for pro rﬂ code selccnan} in eppropriote block(s). To delete deta, enter on
‘X' in op{ro:no'c block(s). Complete blocks 1, 2(if opplicoble), 8, and only those other blocks that are to be changed ond/or
delated. lete an entire report, complete blocks 1, 2(if opphcablc), and 8 only.

ACTION REQUESTED DOCUHENT NUMBER OF ORIGINAL REPORT

lAll ned by Burea Sofety Mane tf)
[T Additionts), deletion(s) snd/or correction(s) indicated. faned by Buresn Sefety Macee
[T Delate entire report.

1. REPORTING UNIT AND ADDRESS
2. NAME OF PERSON INVOLVED (last, first, middle initial) 2 anE . eEw 6. EMPLOYMENT
we NVw - -l.n“" STATUS
ADDRESS (include zip code) ‘ % Foal 7. OCCUPATIONAL CODE
emale (lost digit hm)._..l
S. SOCIAL SECURITY NO.
(Use separote form for eoch person involved)
8. DATE AND TIME OF INCIDENT 0. LOST TIME DATA 0. | DAY | v,
YR, [ MO. | DAy [ HR. [MIN 9. ACTIVITY o. Dete unabie to perferm regulerly
T | T I ' 1 established duties
0. STATE IN WHICK INCIDENT OCCURRED b Dete retumed to work

(regularly established duties)

1L TYPE OF ACCIDENT/INCIDENT Daote retumed te wark

»

(restricted work ectivities)
12. RESULT OF ACCIDENT/INCIDENT

& Dete terminated
13. NATURE OF INJURY/ILLNESS

o Detep tly trensferred te
14 SEVERITY OF INJURY/ILLNESS lighter duty

f. Number of doys of resiviciod werk
1S PART OF BODY AFFECTED ectivity

TO BE COMPLETED BY SAFETY MANAGER ONLY

16. SOURCE (Whot wos vsed, dene, contocted, efe?)

*- Nmsb’m-zo: deys tast (Optionel)
17. HUMAN FACTOR f -9

h. Number of lost workdeys (Required
1. PHYSICAL/ENVIRONMENTAL FACTOR (OSHA-B CFR 1960.2 (1))

'Es w i. », dakl 3 1 I wlrll YE’ !E
19. REPORT SENT TO OwCP? (OSHA .29 CFR ,,w 2(0))
23. IDENTIFICATION OF PROPERTY INVOLVED
21 FROPERTY OWNERSHIP (nome, moda! number, size, moke, type, etc.)
n AMOUNT OF PROPERTY DAMAGE ¢ Gevernment:
(Dellors Only)
GOVERNMENT b OTHER
- & Othen
$ ﬂ'l_o $ [N ]
Signeture end title of reperting sfticial llm“lh of Buresy
oty Maneger

Signeture of reviewing eutherity Dete Dete

|
|
|
|
|
|
|
|
|
~ |
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Chapter 2
Illustration 1
(Continued)

INSTRUCTIONS FOR COMPLETION OF FORM DI-134

REPORTING REQUIREMENTS

:
1
|
:
l

The Department's official source document for reporting accidents and
related incidents is Form DI-134, "Report of Accident/Incident.” (See
Exhibit 1 to this section) Accident investigation and reporting re-
quirements are set forth in 485 DM 5, Investigations, Records, and
Reports. (See Section 1)

In addition to the above reporting requirement, when it appears that

an employee's work-related injury or illness is serious enough for a
claim to be filed for medical expenses or compensation, other reporting
procedures are required under the Federal Employee's Compensation Act
(FECA). The act is administered by the Office of Workers' Compensation
Programs (OWCP), U. S. Department of Labor, through district offices
located throughout the United States. (Refer to Personnel Management
Publication No. 14, How to Help the Injured Employee - DI-523)

REPORTING CRITERIA - FORM DI-134

When reporting an accident, injury, and/or illness, using Form DI-134,
“"Report of Accident/Incident," the following blocks must be coded on
each report:

| 1.
| 2.
Block 1 Reporting Unit
Block 8 Date and Time of Incident
Block 9 Activity
Block 10 State
Block 11 Type of Accident/Incident
Block 12 Result of Accident/Incident
| Block 16 Source

In addition, when Block 12 is coded:

01 Personal Injury Omnly

or

02 Occupational Illness

the following blocks must be coded:

Block
Block
Block

Block

weWwN
’d
(]
L]

Social Security No. (required only when
Block 6 is coded 01", "02", "03", 04",
wo8" s, Or "18")

Block 6 Employment Status

Block 7 Occupational Code (required only when
Block 6 is coded "“O1'", "02", or "O3")

Block 13 Nature of Injury/Illness

Block 14 Severity of Injury/Illness

Date: February 27, 1986 (Release No. 89) 2-13
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MMSM 485.1-H
Chapter 2
Illustration 1
(Continued)

Block 15 Part of Body Affected
Block 17 Human Factor
Block 18 Physical/Environmental Factor
Block 19 Report Sent to OWCP (required only when
Block 6 is coded 'O1', *02', "03", "04",
108", or "18")
Block 20 Lost Time Data (required only when Block 14
is coded ''03', "04", and "05'" and Block 6
is coded noxn’ uozn' n°3u‘ noan' uoau’ or "18")

03 Property Damage

The following blocks must be coded:

Block 21 Property Ownership
. Block 22 Amount of Property Damage
Block 23 Identification of Property Involved

Wwhen Block 11 is coded "20", '"30", or "40", indicating that the motor
vehicle accident was chargeable in accordance with ANSI-D 15.1, the
following additional blocks must be completed:

Block 2 Name of Person Involved

Block 3 Age

Block 4  Sex

Block 5 Social Security No. (required only when

Block 6 is coded 'O1, "02, "03", 04",
"08", or "18")

Block 6 Employment Status

Block 17 Human Factor

Block 18 Physical/Environmental Factor

04 Personal Injury With Property Damage

All blocks on form must be completed with the same exceptions noted above.
Block 24 - '"Narrative of Accident/Incident' and Block 25 -

""Corrective Action Taken or Planned" must be completed on
each report.

IMPORTANT

When more than one person is injured in the same accident, a separate
DI-134 is required for each person.

3. DETAILED INSTRUCTION FOR COMPLETING FORM DI-134

Each block on the report form has a definite purpose for data processing
and analysis later. The following is a listing of each block with a
list of code choices and guidance as to when completion of a block is
required.

Use only those codes provided in the instructions unless your bureau/

office has been given approval to use other specific codes. Requests

for additional codes will be directed to the Department Safety Manager
through normal bureau/office channels and the Bureau Safety Manager.

|
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YL A
Cnapter
T lmve +» 1 -
4 L LlUD UL LU
(Continued)
l INSTRUCTIONS FOR COMPLETING FORM D134 l
l NOTE. This 15 a fous part snap-out form. Retain the fast copy for your files. send the remainung copics. still assembled . Lhrough normat bureau office channeis. Tear off this page of l
I instruclions {0 ssmst yOU in compicting the fam. . I
INSTRU(‘TIONS Complete afl licabke blocks, i ing the iate code where called for. All mformation on this report refers Lo person named in Block’md'ov property
fied in Block 23 on in this report may btndd:d 10 lnd/or corrected by use of Form DI-134-C “Suppiementary Accident/Inadent Report.™
l Form DI-134 (July 1981) U. S. DEPARTMENT OF THE INTERIOR ‘ FIELD REPORT NO. I
Exception to SF-914-92 Y T S S
Approved by Bursau of the Budger Satety Management inTormarion ay:um
Merch W43 |
l REPORTY OF ACCIDENT/INCIDENT /I DATE l
= FIELD REPORT NO. - The use of a sumber here is optiona! uniess required by bureau or office. /// i
I DATE - Enter date of repont I
= L REPORTING UNIT AND ADDRESS i
! BLOCK 1 - REFORTING UNIT AND ADDRESS - This code identifies the burcau/office and subdivisions thereof. Organizational codes are assigned by the Bureau/Office Safety Manager E
| The following code numbers are applicable to the various bureaus and offices l
of the Department and will comprise the first two digits of the nine digit
l reporting unit code: I
l 01 Office of the Secretary and Other Departmental Offices I
I 06 Bureau of Reclamation l
l 08 Geological Survey I
[9,°] Ruraan nf Minec
0% Bureau of Mines
l 10 National Park Service l
I 11 Bureau of Land Management l
16 U. S. Fish and Wildlife Service
I 17 Minerals Management Service I
I 18 Office of Surface Mining Reclamation and Enforcement I
200 Ruyaaun af Indian Affaire
r [ 4 Ui oW Wi AN ARl A L RLea O . l
The remaining seven digits should be completed in accordance with bureau/ I
office instructions. This series of numbers or letters is used to
identify organizational levels below the headquarters level of a bureau I
or office. l
All boxes must be completed; therefore, any digits not required in the I
formulation of unit codes should be zero "0" filled. '
i l
| - i
l L REPORTING UNIT AND ADDRESS I
A el
Date: Februarv 27 1086 (Ralasca NA oa\ A 1
woLlaly &£/, 42700 (n&EaiasSe NO. o7 4=1D
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Chapnter 2
pter

Illustration 1
(Continued)

{0 e S S A A S S T
2. NAME OF PERSON INVOL VED (lost, first, middie initiol) ‘

ADDRESS (include 3ip code)

Use seporote form for soch person invelved

BLOCK 2 - NAME OF PERSON INVOLVED - Eater name of perion who Aad sccadent. sas iapured. of became il When more than on perion 1p ingured v the same acvadent or Occupations |
Nines, compivie Srpurats repart form for ssch person ingyured. (Leave diank whan there 6 80 we) 10 dentr) 2 person wah properl)y damage oc fwe |}

ADDRESS - When fmci ng persoms other then cmployses. enter compicie home addrem of md mdusl. Addremes of employees & optional 10 burcau
oquire ments.

1f name of person involved is not known, enter "Unknown' when
applicable.

BLOCK 3 - AGE - Enter age of persoa wvoived. If unkaown, give bust eatimate

ELIAE This block must be completed when a name appears in Block 2. 1If
unknown, estimate or code '"99" if unable to estimate.

5. SOCIAL SECURITY NUMBER

BLOCK §- SOCIAL SECURITY NUMPER - Entar sumber of the sanployes ipwobved. Not reguired for som-employees

This block must be completed when name appears in Block 2 and
Block 6 is coded 'O1', '02", 03", 04", "08', or "18".

6. EMPLOYMENT
STATUS .

BLOCK ¢ - EMPLOYMENT STATUS - Eater the cade srhich igentifies the person swolved i the sccalewt of ilines.

@1 Permmont® @4 Coacemsiomer 11 Vol. in the Parks 16 (YA
62 Temporery 07 Youth Com Corps (StaM** 12 Vista 17 Young Adult Con. Corps (Stan**
€3 Bmergrasy 08 Youth Con. Corps (Earoliee) 13 Employw Family Mcmber 18 Young Adult Con_ Corps
04 Job Corpaman O Publx (Vimiton) 14 Tribel Member tCorpuncmbery
@5 Contyactor .8 Public (Othar) 1S Other (Explain i Block 2¢) 19 Student (BIA)
®laciudes Sob Carps Seaft *otine gode 01 or 02 whns applicable

This block must be completed when a name appears in Block 2.

Date: February 27, 1986 (Release No. 89) 2-16
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Chapter 2
Illustration 1
(Continued)

7. OCCUPATIONAL CODE
(last digit here) .—-—1

BLOCK 7- OCCUPATIONAL CODE - Entar pay plas and I sevies code. (Employecs only ) Examples. G15J0 31011 M TB ST 012

This block must be completed when an employee's name appears in
Block 2 and Block 6 is coded "0O1', "02'", or "O03".

When the occupational series code consists of five digits, use
only the first letter of the series code.

BEREREEEERR

BLOCK 8 - DATE AND TIME OF INCIDENT - Enter date and tyne of accident or discovery of oucupstions! iltvess. Example July 4. 1976 21 1:35 p.m. & recorded a3

116J0 17104 Tt]3T3]5 ) wsing the 24-howr clock system.

This block must be completed for all reports. 1f the exact date
is unknown, estimate. If exact time is unknown and it is not

possible to estimate, HR. and MIN. boxes should be zero "O"

£411a4d
Li1iTU.

9. ACTIVITY

BLOCK 9- ACTIVITY - Ester the code which et deacribes the activity the person named » Block 2 was engaged i 2t time of acvadent or ovcuputions! idincs:

00 Not applicable 09 Materuls Handng 17 Trammg (Trainee)
01 Admwnstrative/Clerical 10 Observing. Impection. Surveying. Etc. 18 Tremport Operator { Vehick:.
02 Fue Fghung {1 Operating Hand Took (Powered and Aiecrall, Watercratt. Anmaly
03 Hasvy Equpment Operstion Nowr Powered) 19 Trynsport-Lonenpy (Vehk.
04 Inactive (Rest, Sheep. Eic.) 12 Openating Machmery Aicrafl. Watercrail. Animely
03 Law Enforcemest 13 Performmna Service NEC' 20 Fond Preraration/Handling
06 Locomotoa (ann.lu-naa) 14 Recreation 2 Honckoemng
07 Me and 1S Search & Resue 80 Other. NEC

Grounds. Wx Etc.) . 16 Trainng (Instructor) ) Unknown

and tqmu .

A common error here is to use the code which describes the normal
activity of the person named in Block 2. Always use the code
which describes the activity the person named was engaged in at
the time of the accident or occupational illness.

When the person named in Block 2 was involved in a motor vehicle
accident as the operator of the vehicle, code "18" should be used
regardless of other activity. When the person named was injured
as a passenger in a motor vehicle accident, code "19" should be
used regardless of other activity.

|s. DATE AND TIME OF INCIDENT
YR. MO. | DAY | HR. | MIN.




MMSM 485.1-H
Chapter 2
Illustration 1
(Continued)

0. STATE IN WHICH INCIDENT OCCURRED J [ I

QLOCK 10 - STATE IN WHKCH INCIDENT OCCURRED - Enter two-detter scawr abdrvmtion s usrd in 2o Code Dwector)y For outud.: Usited States amd s Terntorws. use 00 a3 code

Use only the two-letter state abbreviation listed below:

AL Alabama
AK Alaska

AZ Arizona

AR Arkansas
CA California

LA Louisiana OH Ohio
ME Maine OK Oklahoma
MD Maryland OR Oregon
MA Massachusetts PA Pennsylvania
M1 Michigan RI Rhode Island
CO Colorado MN Minnesota SC South Carolina
CT Connecticut MS Mississippi SD South Dakota
DE Delaware MO Missouri TN Tennessee
FL Florida MT Montana TX Texas
GA Georgia NE Nebraska UT Utah
HI Hawaii NV Nevada VI Vermont
1D 1daho NH New Hampshire VA Virginia
IL Illinois NJ New Jersey WA Washington
IN Indiana NM New Mexico WV West Virginia
IA Iowa NY New York Wl Wisconsin
KS Kansas NC North Carolina WY Wyoming
KY Kentucky ND North Dakota DC District of Columbia

00 Outside United States and Territories

1% TYPE OF ACCIDENT/INQDENT l ]' ] |

BLOCK 11 - TYPE OF ACCIDENT/INQIDENT - Enter approprese code

02 Struck By 12 Contact With Temperature batremus Vehicle - Both Vehuivs n Motwon

03 Fall From DefTerent Level 13 Contact With Radutwons. Caustucs, 0 Collison of Swdeswipe With » Standing

04 Fall 0o Same Level Toxn and Noxwous Substunces Vehxie or Sationury Oty 1

03 Slp or Twist (Not Fall) 14 Nome taposure 40 Noncollson Accalents - Overturned.

06 Caught In, Under or Between 1S Occupational Drsase Ran Off Rusdway. Sudden Siop or Stant, Lic
07 Rubdded or Abraded 16 Bne tAnumal imsect, Eic) $O Not Chargeabh: As Motor Veha ke Fler! Accadent
08 Bodiy Reactiom 17 Expiomon As Defincd 1n ANSI-D15.1

09 Overereston 18 Fre 80 Accdent Type. NEC

10 Drownsg 19 immerson 5 Unclamfwd. imadTicaeni i%ata

Use the code which best describes the type of accident/incident.
All accidents involving motor vehicles will be coded ''20", "30",

"40", or "50" except when damaged by fire or explosion which
was not the result of a motor vehicle accident.

12. RESULT OF ACCIDENT/INCIDENT r ]

SLOCK 12 - RESULT OF ACCIDENT/INCIDENT~ Enter the approprste code:
30 incident (No injury or Froperty Duiage ) 83 "
01 Personal Injury Only 04 Nersonal isgury With Property Demage
02 Cecupationa) fines

This block must be coded on all reports. When coded 03" Property
Damage Only or '"O4" Personal Injury With Property Damage,
Blocks 21 - Property Ownership, 22 - Amount of Property Damage,
and 23 - ldentification of Property Involved must also be com-
pleted. Also, when coded "04'", Block 14 - Severity of Injury/
Illness must be coded.

Motor Vehicke Acodents
01 Struck Agaunst 11 Contact With Edecune Current 30 Colinson of Saierwipe With Another

N
|
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tinued)

BLOCK 13- NATURE OF INJURY/ILLNESS - Enter the appropriaie code

00 No imqury

Amputation

Asphyrm. Stranguistoon. Drowning
Burn or Sald (Heat)

o
ot

a2
03

Elecirx Shock Eletrocuraa
Ekeanx Shock.

Fawe
Freezmg. Frombae, Exposure
Heanng Loss or Impasrment

04 Burn (Chemuxcal) 1S Heat Stroke. Sun Suroke. Exhaustion Mulliph tnpurees
0f Concummn 16 Heart Aftack 27 Drorders Duc to Py al Agents
06 Contagious or Infectious Dwsases 17 Hernm. Rupture 28 Dnorders Du to Kepeated Traumy
07 Coatumon, Crushing. Brume 18 Inflammation or irrtation of Jomts 80 Ou wpations] it NEC
08 Cui, iaceraion. Punciure i¥ Fomoamg. Sysiems 81 Citmi inpry NEC
09 Dermatas 20 Preumoconious 0 Unchasutied Not Determincy
10 Dmiocstoon 21 Radmtion Effects, Sumburn. Etc.
IGVE Enter only one code. If more than one code could apply, use the
mmeem— 7 Ppily; use the
code for the most serious condition or code "26"

BLOCK 14- SEVERITY OF INJURY/ILLNESS - Enter the approprete code

00 No imury trvolved
01 Fost Axd Only
02 Medical Only (Physcan)

| NOTE |

03 Dumbling Injury (Temporary)
04 Dmabing Injury (Permanent Partal)

05 Deabhng Ingury tPerinancnt Towl)
06 Dimabling Iyury (Fatal}

When this block is coded '03", "04', "0S5", or "06", an entry

must also be made in Block 20a - Date unable to perform regularly

I ———

established duties. The remaining items in Block 20 should be
completed, if appropriate; however, the initial report should
not be held more than three days to provide this data. Form
NT_ 1L M€l amamt ame Araddane /Tonddacs Dacmawet! abhacld ha
Vi=l1lJ%=y ouppicliTiitaly ALLIUCHL/ ITIC1IUETIL REPOL L 2iiIVVUIV LT
used to provide additional or corrected data at a later date.

s B aART AE RARY AFEE —e T T

. PART OF BUDY AFFECTED J I J

1S - PART OF BODY AFFECTED - Estar the appropraiie code.
00 No Part of Body Injwred 09 Fmger(s) 17 Lower Extremitees. Muttiple

Head Other Then Eye. Face gad Ear
&=

Eye

Face

01
a
o2

03

2382¢
fiit

| NOTE |

Enter only one code.

Date:

February 27, 1986

10 Upper Extrematars. Multiple

(Release No.

18 Multiple Body Parts
133 Ares Skin Prodlem

20 iInternal Inpares

80 Body Parts, NEC
99 Unclamfed. InsufTicent
Information

Codes are provided for multiple body parts

89)

2t Dody Sysmn (Hesr1, Lungs. Etc.)

1



5.1~

LIS S 94

Illustration
(Continued)

T 1 1
6. SOURCE (Whot wos used, done, confocted, etc?) l l J
BLOCK 16 - SOURCE (WHAT WAS USED, DONE, CONTACTED. ETC °) - Ester code
0! Awcraft 20 Food Producis
02 Ax Premusre 21 Fumiture, Futures. Furnshngs
03 Anumab. insects Berds. Reptses . 22 Glaw liems. NEC
04 Bxcycie 2) Hand Tooks, Not Powered
0% Bouleny Presmey Vrmek 24 Hand Tools Powered
06 Boxr Berreis. Conumers. Erc 25 Hest (Ervronmental)
07 Busdmgs and Structures 26 Heatng Equipment, NEC
38 Coemiais. Chemicei (ompounds, Vapors 17 rosivg Appertus NEC
Cases 28 Infectow and Panamixc Agenis NEC
09 Clothing Apparel. Shoes 29 Ladden (Fiaed) 47 Scrap. Debra. Waste Matermis, NEC
10 Cost and Petroleum Products 30 Ladden (Portadie) 48 Suawr Steps Elc
11 Cokd (knvwonmental) 31 Lqueds NEC 4% Sieam
12 Conveyors. 32 Mactmnes 50 Textue items. NEC
13 Cranes Lifis 3) Mechanical Power Transmumon $1 Wazer (Ruver, Lake, Etc.)
14 Drugs and Medicnes Apparsius 52 Wateranlt
i5 Dests 34 biciai Fumes 33 Wood items. NEC
16 Electnal Apparstus 3S Meuw! liems NEC $4 Working Surfuces
17 Fucarms 36 Minersi liems. Metallx, NEC $5 Human Beng
18 Flamc. Fwe. Smoke 37 Mwnena! ltems Nonmetatic. NEC 80 Macrllsneous. NEC
19 Fammabic Cases. Vapors 38 Motor Vehuches 99 Unknown. Unaicatied

IEEE#  Use code which best describes the source of the accident/incident.

17. HUMAN FACTOR

S
—
S—

BLOCK 17 - HUMAN FACTOR - tmtes the appropriate code

00 No Human Factor

0} Fadwre 10 S4

pet Use of Equipment Pervonat Facton
st Us of Hands sad Body Parts PR e
ope Us of Hands andd Body Pats 14 improper Attitude

02 Fasure 10 Use Avatlabie Personai
Protective Equipment

03 Faiturc (0 Weur Safe Personal
Attt

04 Fasun: to Secure or Warn

05 Horwepisy

08 Inatiention 10 Footing or Surroundings
09 Operating or Workmg at Unsmafe Speed
10 Taking Uraafe Posstron o¢ Posture

11 Dreving Ervors

12 Unsafe Placing. Muns. Combunune Etc
13 Using Unsafe Equipment

1S Lack of K nowledge or Skill
16 Bodily Defects

17 Duregard of Instructions
80 Unmife Act. NEC

Insufficent Data

Use only those codes provided. DO NOT USE ANY OTHER CODES.

. T
18. PHYSICAL/ENVIRONMENTAL FACTOR J l

BLOCK 18- PHYSICAL/EAVIRONMENTAL FACTOR - Lter the appropraate code

00 No Phymusl/Enveonmental Factor
0 Defeuts ol Avcadent Source
02 Dress or Apperel Hazards

04 Hazardous Methods or Procedures
05 Hezardous Pacement
06 Hazards of Outude Work Emveonment

08 Public Hazards. NEC
80 Hszardous Condrtons. NEC
99 Undetermmed. Insuffcnt

0) baveonuesatsl Hazards. NEC 07 Isadequately Cuarded Informston
Use only those codes provided. DO NOT USE ANY OTHER CODES.
YES NO

B. REPORT SENT TO OWCP?

BLOCK 19 - REPORT SENT TO QWCP” - indicate f applcubie Office of Worken' Compensation Programs (OWCP) Forms heve been sent 10 spproprate distnct ofTce of the Office of
orkers € Programs ¢ A us of Labor { only )

Completion of this block is required only whe c
Status is coded ''O1", 02", "03'", "04", "08", or "18".

h——--_—_~——_-~__~_———__—-——
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LOST TIME DATA DAY YR.

F s Ty DY sardarm saatart
Deis vhsuis peTiomm regular

ostoblished duties

»

-t

Date retumed 1o work
(Regularly astoblished duties)

c. Date returmed to work
(Restricted work ectivitiesj

Dete terminated

Dete psrmonently trongferred to
lighter duty

f. Number of doys of restricted work

ectivity

TO BE COMPLETED BY SAFETY MANAGER ONLY

g Number of deys lost(Optional)

(ANSI-Z16. 4)

h. Mumber of iost workday

B )
Regquirea)

s f
)

(OSHA -29 CFR 1960.2

Recordable occupotional injury/iliness NO

(OSHA-29 CFR 1960.2 (o))

PES

Tronw)

flems G, H and | io bx compiied by Buresu/Ofu

[ NOTE |

BLOCK 20 - LOST TIMt DATA - Enter the approprste codetst as follows  (Employers only.)

Eater dato of Ninst full day Tollowing date employcr was unabie to perform regularly cstadlahed dutars.

Enter dute employer first returned to work and/or performed ho regulurly established dutxs.

tater dat. employee retumcd 10 work and/or wats Jagned rencted work sctivites.

Enter date vmployce was termangted.

Enter date coiploy ex was permanently transicrred to hghter duty

Enter 10wl number of days of restrated work activity before employer relurned 10 regulsrl; estabbabed dutmes.

Lost Time Data is required only when Block 6 -

te radad ttatn
is coded "01%, or

o

oz2*,

A

03",

Y Y-

“08",

YA
R TALN

tha ns

*18"

Severity of Injury/Illness is coded "03", "04",

When data for blocks b thru f are known, enter

If time away from regularly assigned duties will exceed three
days, block a should be completed and the report forwarded thru
Remaining information for these biocks should
be submitted at a later date by submitting Form DI-134-C

normal channels.

"Supplementary Accident/Incident Report'.

Blocks 20g, 20h, and 20i should be completed by

Manager or his/her designee only.

MMSM 485.1-H
Chapter 2
Illustration 1
(Continued)

Employment Status
and Block i4 -
"oSs'" , Or 106",

as appropriate.

the Bureau Safety

21

PROPERTY OWNERSHIP I

‘r------------------------------—----------

SLOCK 21 - PROPERTY OWNERSHIP - Eater the appvoprte code:

00 Mo Property involved 04 Lassed
) fmeroy Owand 0% Coatracter
0 Inter-Agency (GSA ) Motar Pool 06 Concrmmoner
03 tmpoyn-UwmdonO. 8.
B This block must be completed when Block 12

-~ Result of Accident/

07 Prrvately Owned
08 Other Fedenni
09 Other (Expimn m Block 23)

t
[
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o. GOVERNMENT

MMSM 485.1-H
Chapter 2
Illustration 1

(Continued)

Muq‘q Helwopter

26" to Less Thas 65"
Unpowered - Gladers. Ballcons. l'.k

This block must be complete

PP

Incident is coded 03"

a separate report should be completed for
outlined in the Block 22 notation.

hen Block 12 - Result of Accident/

It may be proper to enter a code in both 23a and 23b; however,
when two or more vehicles are involved in a single accident,
each operator as

{ : |
l BLUCK 22 AMUUNT Of P ungle tnodent, I
I teport only the Ji |
| ELIia This block (a and/or b) must be completed when Block 12 - Result I
l of Accident/Incident is coded '03" or "04". Block 22a must be I
l completed when Block 21 - Property Ownership is coded "O1", ‘02", I
or "08". 22b must be completed when Block 21 is coded "03",
l HOAH, "05", "06" no‘ln’ or "09" I
l ’ It may be proper to enter a damage amount in both 22a and 22b on I
‘ the same report; however, when two or more motor vehicles are l
I involved in a single accident, a separate report should be | ]
l compieted for each operator with only the amount of damage which
relates to the vehicle identified in Block 21 - Property Ownership
| being entered on each report.
I 1f exact amount of damage is unknown, estimate. An amount of
l $1.00 or more must be entered in '"a'" or '"b'" whichever is
l appropriate.
| 23. IDENTIFIiCATION OF PROPERTY iNVOLVED
l (nome, mode! number, size, make, type, efc.)
l o. Govemmentr
l b. Other
I BLOCK 23 . IDENTIFICATION OF PROPLRTY INVOLVLED - Enict approprutc codets) to entdfy property mvoived m accudent/mcxdent and grve complete descnpton, nchuding
lawnse number of vehw les. in spece provded
l MOTOR VEHICLES OTHER
01 Passcnger Car 09 Recreation Vehwk (Snowmobiles. efc ) 40 Buidings
02 Sution Wagon 10 Mosonycie, Scooter. bic 4) Structwes
03 B 1t Comstrucuon-Type Vehxies & F
04 Pri-up Tlu‘\ 12 Motor Vehxle With Traver 43
1 13 Trached. ATV, kic. “
14 Farm Tractor 45
19 Motor Vehicle. NEC “©
&
| 48 Forest. Range and Tundne
Watercraft 49 Anunats (Horses. Burros. Etc.)
N S0 Brcycie
Fimed Wing - Single Engine 30 Lewm Than lo 80 Ocher Propenty NEC
I Fiaed Wans . Mui-Enane 31 16 10 Lam Than 20 G0 Ne Proserty lavolved

[o0)
O

22
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Illustration 1
(Continued)
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Confinue on separcte sheet, if necessory

¥ It is important that a complete narrative be provided in order
that persons reviewing the report might have a full understand-
ing id

. PR S T I DU R
ng OL 1ne accidgent/incident.

25. CORRECTIVE ACTION TAKEN OR PL ANNED
WHEN: Now__ . Fiscol Yeor

BLOCK 25 - CORRECTIVE ACTION TAKEN OR PLANNED - Grve 2 breef dewxwptson of the action(s) taken or planned 1o prevent mmuiar madents m the (uure inducaie when sutions
were of wall be Laken and by whom

NOTE Provide a brief description of corrective action(s) taken and/or
planned.

Signature and title of ranarting afficial S P

> b < e o4 g ethicie initiols of Bureau
Safety Monager

Signature of reviewing outhority Date Deate

Completed form should be signed by reporting official, a reviewing

authority, and initialed by the Bureau Safety Manager or his/her
designee.

REPORT OF ACCIDENT/INCIDENT  FORM Di-134 (2811

T— pown

D Y VR AT S Ay
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Chapter 2
Illustration

FORM CA-16

U.S. DEPARTMENT OF LABOR
Employment Standards Administration REQUEST FOR EXAMINATION AND/OR TREATMENT

Offxce of Workers' Compensation Programs {OWCP}

PART A — AUTHORIZATION

1. NAME AND ADDRESS OF THE MED!CAL FACILITY OR PHYSICIAN AUTHORIZED TO PROVIDE THE MEDICAL SERVICE

2 EMPLOYEE'S NAME (Lasy, first, miodie) 3. DATE OF INJURY |4 OCCUPATION
{mao,, day, year)

5. DESCRIPTION OF INJURY OR DISEASE

6 YOU ARE AUTHORIZED TO PROVIDE MED!CAL CARE FOR THE EMPLOYEE SUBJECT TO THE FOLLOWING CONDITIONS:

D A- FURNISH OFFICE AND/OR HOSPITAL TREATMENT AS NECESSARY FOR THE EFFECTS OF THIS INJURY. ANY
SURGERY, OTHER THAN EMERGENCY, MUST HAVE PRIOR OWCP APPROVAL.

D B- THERE IS DOUBT WHETHER THE EMPLOYEE'S CONDITION IS CAUSED BY AN INJURY SUSTAINED IN THE PER-

FORMANCE OF DUTY OR IS OTHERWISE RELATED TO HIS EMPLOYMENT, YOU ARE AUTHORIZED TO EXAMINE
THE EMPLOYEE, USING INDICATED NON-SURGICAL DIAGNOSTIC STUDIES, AND PROMPTLY ADVISE THE UNDER-
SIGNED WHETHER YOU BELIEVE THE CONDITION IS DUE TO THE ALLEGED INJURY OR TO ANY CIRCUMSTANCE
OF THE EMPLOYMENT, PENDING FURTHER ADVICE, YOU MAY PROVIDE NECESSARY CONSERVATIVE TREAT-
MENT IF YOU BELIEVE THE CONDITION MAY 8E DUE TO THE INJURY OR TO THE EMPLOYMENT,

7. 1F A DISEASE OR ILLNESS IS INVOLVED, OWCP APPROVAL FOR ISSUING AUTHORIZATION UNDER ITEM 68 ABOVE, WAS
OBTAINED FROM

(Name of OWCP official)

8. SIGNATURE OF AUTHORIZING OFFICLAL (Sign ail copies) 9. TITLE

10. LOCAL EMPLOYING AGENCY TELEPHONE NUMBER 11. DATE (ma, day, yesr)

Date:

12. SEND ONE COPY OF YOUR REPORT TO (Fill in address!: 13. NAME AND ADDRESS OF EMPLOYEE'S PLACE OF
EMPLOYMENT,

Dept or Agency

U. S. DEPARTMENT OF LABOR
Employment Standards Administration
Office of Workers' Compensation Programs

Bureau or Office

Locs! Address
(tncluding Zip Code)

FORM CA-16
(REV. DEC. 1974}

[\
i

February 27, 1986 (Release No. 89)
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PART B — ATTENDING PHYSICIAN'S REPORT

14 EMPLOYEE'S NAME (Last first, midale)

15. WHAT HISTORY OF iNJURY OR DISEASE DD EMPLOYEE GIVE YOU?

i6. iS THERE ANY HiSTORY OR EVIDENCE OF PRE EXIS
Wi yes, please describe’
D Yes D No
17. WHAT ARE YOUR FINDINGS (include results of x rays. laboratory 18. WHAT IS YOUR DIAGNOS!IS?

20. DID INJURY REQUIRE HOSPITALIZATION? [] ves [ ~No 21. 1S ADDITIONAL HOSPITALIZATION
1f yes, date of admission (mMo.day, year) REQU!RED?
Date of discharge (r day, vesar) M Mu
i T [N J
22. SURGERY (I any, describe type) 23 DATE SURGERY PERFORMED (mo,
day, year)
24. WHAT (Other) TYPE OF TREATMENT DID YOU PROVIDE? 25 WHAT PERMANENT EFFECTS, (F ANY

DO YOU ANTICIPATE?

o
a
@
<
<
L3
o0

29. PERIOD OF DISABILITY (It termination date unknown, so incKatel 30 DATE EMPLOYEE ABLE TO RESUME WORK (mo., day, year)

{mo,, dsy, year)

TOTAL DISABILITY. FROM TO LIGHT WORK
PARTIAL DISABILITY FROM TO REGULAR WORK
31 1F EMPLOYEE IS ABLE TC RESUME WORK, HAS HE SHE BEEN ADVISED? DVES DNO IF YES, FURNISH DATE ADViISED

{month, day, year)

32. 1F EMPLOYEE IS ABLE TO RESUME ONLY LIGHT WORK, INDICATE THE EXTENT OF PHYSICAL LIMITATIONS AND THE TYPE
OF WORK, THAT COULD REASONABLY BE PERFORMED WITH THESE LIMITATIONS,

33. GENERAL REMARKS AND RECOMMENDATION FOR FUTURE CARE lF INDICATED

34. DO YOUSPECIALIZE?  [] Ye [ONo  f ves. state speciaity)

e, 2:p cooe) 37. PHYSICIAN'S SOCIAL
SECURITY NUMBER

35. SIGNATURE OF PHYSICIAN 36. ADDRESS (Number, street, city, st

38. DATE OF REPORT
(mo., day, year)

39. MEDICAL BILL. Charges for your services may be presented in the space below Or on your billhead stationery.

Date or Quantity Unit price Amount
period of Service Of supplies must be itemized or
treastment number Cost Per ES é
TOTAL

o)
)
'N)
)
o

Date: February 27, 1986 (Release No.
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YOUR [}
AUTHORIZATION
USE OF CONSULTANTS L]

AND HOSPITALS

REPUR1S

o

RECORDS

INFORMATION

RELEASE OF o

INFORMATION FOR PHYSICIAN

Please read Part A of Form CA-16. You are authorized to examine and
provide treatment for the injury or disease described in item 5, subject to
the conditions in item 6.

You may use consultants, laboratories and loca! hospitals, if needed. Use
semi-private accommodations uniess a private room is medicaiiy necessary.
If hospitalized, necessary ancillary treatment may be provided.

After examination, compiete items 14 through 38 {Part Bj and promptiy
send your report to the address listed in item 12 of Part A, If additional
space is needed or a narrative report is made, attach it to the form. [f the
empioyee sustained a traumatic injury and is disabied for work, reports
on Form CA-17 ““Duty Status Report” will be required during the first
45 days of disability. The ““Duty Status Report” will be requested by the
empioying agency. if disabiiity continues beyond 45 days, monthiy
reports on OWCP forms or by physician's narrative should be submitted.
Reports from all consuitants are also required. Delay in submitting
medical reports may delay payment of compensation.

Injury reports are the official records of OWCP. They shall not be
refeased to anyone nor may any other use be made of them without
the approval of OWCP,

OWCP does not have a specific fee schedule. Local usual and customary
rates are acceptable. Payment for chiropractic services is limited to
charges for physical examinations, related laboratory tests, X-rays to
diagnose a subluxation of the spine and treatment consisting of

manipulation of the spine to correct a subluxation demonstrated by X-ray.

Submit itemized bill by completing item 39 of Part B, or on your bill-
head stationery. Bills for any further treatment may be submitted with
your progress reports.

ADDITIONAL ® Contact OWCP office shown in item 12 of Part A,

Please Remove These instructions Before Submitting Your Report.

For sale by the Superintendent of Documents, U S. Government Printing Office

Washington, D.C. 20402 - Price $7.85 per 100

Cianl Numbar N20_046_0NNNDE _Q
SIOCK NUMOer U25-Ui1o-0Uu2s5-5

Catalug Number L 7.FORM CA16
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(Continued)

INSTRUCTIONS TO AUTHORIZING OFFICIAL FOR COMPLETION OF PART A

FEDERAL MEDICAL
FACILITIES

DEFINITION OF
PHYSICIAN

poiND
[aati®ia1

ARRANGEMENTS

ILLNESS OR

DISEASE

FORM
COMPLETION

® A Federal employee injured by accident while in the performance of duty

has the nnht 1o select a nhvuman of his/her choice to provide necessary

1o select a physiciar aice ecessa

treatment. The supervisor shall immediately authorize examination and

appropriate medical care by use of Form CA-16 issued to either a
United States medical officer/hospital or any dnlv aualified nhvmrra_n/

11eg states medical 108Dt qual ysicia

hospital of the employee’s choice.

cy, or the

senerally, 25 miles from the place of injury, employing agency,

Ger 2 miles piace ¢ nury, employin Qg agenc

employee’s home is a reasonable distance to trave!l for medical care;
however, other pertinent factors must also be considered.

® U. S. medical facilities include Public Health Service, Military, or

® Theterm”

® The term “physician”

VA hospitals. Federal health service facilities (health units) establlshed

611G 7QN01 are nnt U} € madica! facilities as
under 5 USC 7901 are not U. S. medical facilities as

injury’’ includes damage to or destruction of medical braces,

artifinial limbe and sthar nrocthatic devices Evenlasses and hearing
artiticial 1imbs anG other prosthelic geviCes. Cyegiasses anG hearing

aids are included only if the damages were incidental to a personat
injury which requires medica! services.

includes doctors of medicine (MD), surgeons,
podiatrists, dentists, clinical psychologists, optometrists, chiropractors

and ostegnathic oractioners within the scone of their practice as defined
and ostecpathic practicners within the sgcope Of their practice as cetineg
by State law,

& Tha nshysician or medical facility to which emnlgyee is being referred

@ The physiCian or megica! Tactity ¢ wniCh empiC is being reterred

e p ar
shall be contacted
authorization is issued.

® Treatment for iliness or disease shall not be authorized unless approval

@ Part A shall be completed in full by the authorizing official.

is first obtained from the OWCP.

Check

Box A or B of item 6, whichever is appropriate. In case of illness or

n may ha ~harl ad
G M3y ot Cnedkeq,

Show the address of proper OWCP Office in item 12. Send original and

1§ ieciind for
¥r iSSUeC TOT

one copy of the CA-16 to the medical officer or physician.

illness or disease, a copy must also be sent to the OWCP,

a

[
O

Information For Physician - See Reverse Side

Form CA-16
Rev. Dec, 1974

(oo
O
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FORM CA-1

U.S. DEPARTMENT OF LABOR
e L il a e Aramiat T O AT FEDERAL EMPLOYEE'S NOTICE OF TRAUMATIC INJURY
EMPLOYMENT STANDARDS AUMINISTRATIY AND CLAIM FOR CONTINUATION OF PAY/COMPENSATION
OFFICE OF WORKERS' COMPENSATION PROGRAMS
1. Name of Injured Empiloyee (Last, first, middie) 2. Date ot Birth 3. U Male 4. Social Security Number
D Female
5. Employee’s Home Mailing Address (No., street, city, state, 2ip code) 6. Home Tetephone
Area Code:
Number:
7. Name and Address of Employing Agency 8. Place Where Injury Occutred fe.g., 2nd floor, Main Post Office

Bidg., 12th & Pine)

9. Date and Hour of Injury 10. Date of This Notics 11. Dependents 12. Employes’s
{mo., day, year) 0 am {mo., day, year} Wits/Husband D Occupation
) Oem Children Under 18 Years Old L]
13. Cause of Injury (Describe how and why the injury occurred} 14. Nature of Injury {/dentify the part of the body injured, eg.,

fractured left leg, etc.)

15. #f This Notice and Claim Was Not Filed With The Employing Agency Within Two Working Days After The injury, Explain The Reason
For The Delay.

16. | certify, unaer penalty of law, that the injury described above was sustained in performance of duty as an employee of the United States

Government and that it was not caused by my wiiifui misconduct, intent 10 injure myseif or another person, NoT by My iNtoxication.
| hereby claim medical treatment, if needed, and the following, as checked below, while disabled for work:

D a. Sick and/or snnual lesve

D b. Continuation of regular psy not to exceed 46 days and compensation for wage loss if disability for work continues beyond 45
days {If my cisim is denled, | understand that the continuation of my regular pay shall be charged to sick or annual leave, or
the of b USC BB84).

Signature of Empioyes or Person Acting on Hiw/Her Behaif

17. Statemnent of Witness (Describe what you saw, heard o7 know about ihii injury}
18. Witness' Signature | 19. Witness’ Addrees ] 20. Deate Signed (mo., day, yser)

I | 1

Date: February 27, 1986 (Release No. 89)
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21. Department or Agency . Bureau or Office

23. Name and Address of Reporting Office (No., street, city, state, Zip Codej

25. Number of Hours 26. 'rcie Days Paid Per Week

24. Regular Work Day
Worked Per Day

Oam

Begins DPM

Ends

Oam
Oem

M T w T F S

27. Date and Hour of Injury
{ma., day, year)

28. Date Reporting Office
Received Notice of Injury
{mo., day, year)

29. Date and Hour Stopped
Work
{mo., day, year)

30. it Pay Has Been Terminated,
Give Date
(mo., day, year)

Oam

Mopas
LirM
31, 45 Day Period Begins 32. Pay Rate When Employee | 33. Date and Hour Employee Returned |34, Name of Supervisor at Time of
{ma., day, year} Stopped Work ‘ to Work Injury
{mo., day, vear) [ am
s per ! Opm
1
35. Was Employee in Performance of Duty At The Time of Injury? [:]Yes. D No. If No, furnish a detailed explanation or attach
copy of Employing Agency’s Investigation Report.

36. Was Injury Caused By Wiliful Misconduct. Intoxication or intent To {njure Self or Another?

D Yes D No. If Yes, Furnish Detailed Report.

37. Was Injury Caused By Third Party? D Yes B No. If Yes, Furnish Name and Address of Party Responsible.

40. Do Medical Reports Shov\:

ahlad For
of

38. Date Employee First Obtained 39. Name and Address of Physician First Providing Medical Care

the Injury Employee is Disabled |

AT
Medical Care for
Work?

{mo., day, year)

Knowledge of The Facts About This Injury Agree With The Statements of The Employee And/Or Witness?

[ONo. 1f No, Furnish A Detailed Explanation.

D No. If Yes, Give Full Explanation for Basis of

42. Does The Employing Agency Controvert Continuation of Pay? D Yes
Attach Additional

Controversion (See It2m 6 of Instruction Sheet), and, if applicable, the date pay was terminated
Sheets |f More Space s Needed.

43. Filing Instructions

B AL e Y [P S SN
i FOim in CMpioyee s

No Medicai Expense. ria

] no Lost Time and & this
[ Medical Expense Incurred or Expected. Forward this Form to OWCP

D Lost Time Covered by Leave, LWOP, or COP. Forward this Form to OWCP

44 All Information requested on this Form has been furnished. If Not, it wili be submitted by

Date: 1986 (Release No. 89)
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(Continued)

INSTRUCTIONS FOR COMPLETING FEDERAL EMPLOYEE'S NOTICE OF
TRAUMATIC INJURY AND CLAIM FOR CONTINUATION OF PAY/COMPENSATION

IMPORTANT: The empioyee and officiat superior (supervisor} should read all of the foliowing instructions before completing this form,

1. The employee, or someone acting on his/her behalf, shall complete items 1 through 16 and awve the form 10 the empioyee’s supervisor for
completion of items 21 through 47. The employing agency shall ensure that all evidence bearing on the injury is submitted to OWCP and that
such additional evidence is submitted with the notice of injury or within the time indicated in item 44,

2. Upon receiving the completed form the supervisor shali complete "'Receipt of Notice of Injury’ at the bottom of this page, detach the page
and give it 10 the employee. The supervisor is also responsibie for obtaining the witness informatian «n items 17 through 20.

3. Upon completion of items 2147, the supervisor should advise the employee whether pay will continue or will be controverted and
terminated. If pay is controverted and stopped, the supervisor shall explain to the employee the basis for the action,

4. Where pay is continued, the employing agency may require medical evidance, via Form CA-17, Duty Status Report, as often as
circumstances indicate.

5. Form CA.1, fully completed, shall be forwarded to the appropriate OWCP District Office within two working days following receipt by
the supervisor if:

8. The injury causes disability for work beyond the day or shift it occurred, or
b. It appears that the injury will result :n prolonged treatment, permanent disability or serious disfigurement of the head, face, or neck, or

¢. The injury has resulted, or appears it will result, in a charge for medical or other related expense

If none of the above occurs or appeers likely, the form shall be retained in the emplovae’s official personnel file.

Date:

6. Note:

a

The employing agency may properiy controvert and terminate the empioyee’s pay if

Oisability results from an occupational disease or iiness;
or

. The employee is excluded by 5 USC 8101 (1) B or E; or

The empiovee is neither a citizen nor a resident of the
United States or Canada; or

. The njury occurred off the employing agency’s premises

and the employee was not involved in official "off
premise’’ duties; or

. The injury was caused by the employee's willful mis-

conduct, intent to bring about injury or death of se!f or

another person, or was proximately caused by emplioyee’s
intoxication; or

. The injury was not reported on Form CA-1, within 30

days following the injury; or

. work stoppage first occurred six months or more follow-

ing the injury, or

The employee initially reported the injury atter his/her
employment has terminated; or

. The employee is enrolled in the Civit Air Patrol, Peace

Corps, Job Corps, Youth Conservation Corps, Work Study
Programs or other similar groups.

7. 1f additional space is required to explain or clarify anv point, attach a supplemental statement to the form.

THIS ACKNOWLEOGES RECE!PT OF NOTICE OF INJURY SUSTAINED BY

WHICH OCCURRED ON

RECEIPT OF NOTICE OF INJURY

{Name of injured employee)

(Mo., day, vesr)

{L.ocation)

SIGNATURE OF OFFICIAL SUPERIOR

DATE (Mo., day, yeer)

February 27,

CA1

Flev, Sept. 1978

For sale by the Superintendrnt of Dochments, U.S. Government Printing Office

Washington, D.C. 20402

1986 (Release No.
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MMSM 485.1-H
Chapter 2
Appendix 2
SAFETY INSPECTION CHECKLIST
1. Safety Inspection Checklist.
Inf ormation for Office Area Inspections. Before beginning inspec-

tion review material below. The "checklist" is to assist in
checking the major points of each area. The "required action"
portion should be completed when an identified hazard is not
immediately corrected. To facilitate an effective followup, the
name of the official responsible for correcting the hazard, the

m~mm Y A3 A~ A ~ A L o P T T - | ~ NE o~ e~

t:bLLIlldL{-'u bUlllkJ.LthLUll daie , dild uvile estliildtea COsSU OL LULL(:‘(.,EJ.UH
should be included. One copy should be retained at the inspected
facility and one copy should be forwarded through channels to

the SSM. Offices are inspected to meet OSHA standards and to
eliminate hazards that cause accidents in the office environment.

(See Illustration 4.)

A. Tripping, slipping, and falling. All floor areas and
cataivrwave cheinld ke weall 1iahtaA TlAamra chmnilld he bandk ~laan
oLAQlill wa b=l SllvuLrLdd [V L —g wo 1oL LJ.‘:.]HLCKJ- r 1LtOUL o SolHiou LU e I\Ct}l_ Licaill
and dry. Nonskid wax should be used for all polished floors.
Torn or damaged floor coverings should be repaired immediately.

Sturdy ladders should be available where supplies are located
in high places. Electrical and phone outlets in the floor should
be protected by furniture or other means.,.

B. Equipment. Furniture should be in good repair and
without sharp edges. Office machines should have moving parts
and blades guarded. Pointed objects should be used and stored
carefully. Duplicating machines should be in appropriately
ventilated areas.

C. Collisions and obstructions. Any protruding object or
projection constitutes a hazard that should be eliminated, pro-
perly guarded, or clearly marked. Two-way traffic around blind
corners should be separated by floor lines or mirrors should be

provided. Wastebaskets, briefcases, or other objects should
never be left in the aisles.

D. Falling objects. File cabinets may overturn when top
drawers are open. Heavy equipment should not be placed on file
cabinets. Fans should have guards with not more than 1/2-inch
grid openings and be securely placed or anchored. Movable
objects such as flowerpots,; boxes; and vases should not be
placed on windowsills.

E. Electricity. The accumulation of paper on the floor
or on equipment should not be permitted. Good housekeeping
is essential. Ashtrays should be used for the disposal of

Date: February 27, 1986 (Release No. 89)
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MMSM 485.1-H
Chapter 2
Appendix 2
(Continued)
cigarettes, cigar butts, and burned matches. 0Qily rags should
be stored in metal containers. Flammable liquids must be stored
in adequate fire-rated cabinets. All electrical equipment,
connections, cords, and wires should be inspected for loose
connections, wearing, or fraying.

F. Medical and first aid. Telephone numbers for medical
services and ambulances should be posted or otherwise readily
available for all employees. Emergency treatment for injuries
must be available within approximately 15 minutes. Personnel
trained in first aid and available first-aid kits are required

I o~ .-\..—.‘ ~ 1 A

where other treatment is not available.

2. anraop Area Phecklist,

Information for Storage Area Inspections. Safety in the storage
area depends on consistent conformance with the basic requirments
of housekeeping, signs, walking and working surfaces, exits, and

7
fire protection. These requlrements are the same 0OSHA standards
that apply to office areas. The inspection checklist for office
areas should be used along with the checklist for the inspection
of storage areas. (See Illustration 5.) Some specific OSHA
standards apply to storage areas:

A. Materials handling and storage. The OSHA standards cover

a wide range of activities, from stock rooms to warehouses with
all types of materials. The requirements are detailed because
experience has shown that many employees suffer injuries in this
work situation. The checklist is only an aid to help in identi-
fying the many areas where specific requirements exist. The
inspector must review the OSHA standards for the specific
operation and determine compliance with these standards.

B. Compressed gas. The OSHA standards require careful atten-
tion to all compressed gas cylinders. The handling, storage,
and utilization of all compressed gases in cylinders will be in
accordance with Compressed Gas Association's requirement that
all cylinders:

(1) Be securely fastened at all times.

(2) Be capped at all times when not in actual use.

{3) Be moved only with an appropriate dolly.

{A) e stored separatelyv to isolate full from empty and

(4) Be stored separately to isolate full from empty and
oxidizers from flammable gases.

N
|

Date: February 27, 1986 (Release No. 89)
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(Continued)

C. Hazardous materials. The OSHA standards provide a large
amount of detailed design requirements for specific hazardous
materials. The inspector must review the standards to determine
the requirements applicable for the specific facility being
inspected. The checklist will help in determining the areas of
concern at a particular location.

D. Personal_protectlve equlpment. The inspector must

examine the facility to be sure that employees are provided with
and required to use personal protective equipment where needed.

Feet and toes are frequently subject to hazards when material

is moved in stora ge areas. Signs designating required protec-
tion and specific areas are a part of any administrative effort
to protect emplo yees from hazards.

3. Shop Area Checklist.

Information for Shop Inspectiono. Safety in a shop area depends
on consistent conformance with the basic requirements of house-

keeping, signs, walking surfaces, exits, and fire protection.
These items are the same OSHA standards that apply to office
areas. The form for office areas should be used in addition
to this shop inspection form. (See Illustration 6.) Several
additional OSHA standards are applicable to shop operations:

A. Personal protective equipment. Any location where
there is a hazard from flying chips, splinters, or other flying

material requires the use of eye protection. All personnel in
the area must wear safety glasses, and signs must be posted to
make the requirement obvious. Safety glasses should be provided
for visitors. Foot protection should be provided where a hazard
exists. Other personal protective equipment, such as ap ns,
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B. Health and environmental control. Shop areas require
particular attention to this OSHA standard. Control of the dus
generated by shop Operations such as grinding is required by OSHA.

ign

- e AT Al A Aarcntira ~amnlianc~a widrh Aac

The Lt:LJUJ.Lt:mt:lll_b are explicit and reguire compiiance with aes
details prov1ded in the standards. Noise is another frequent
problem in shop areas and may require the isolation of a partic-

ular operation and the use of ear protection.

C. Machinery and machine guarding. All places where
employees can come in contact with cutting edges, nip points

JE S T MU .. [ TP —

14
power trains, rotating parts, or other dangers must be guarded

33
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(Continued)
by covers, screens, or other appropriate guards. Some machines
require special two-handed controls to protect the employee from
inadvertently injuring himself or herself. Review of the OSHA
standards is necessary to determine compliance with the design
requirements for some particular machines.

D. Hand tools. BAll power hand tools should be carefully
inspected to ensure proper grounding, electrical wiring condi-
tions, guard operation, and compliance with the requirements of
this OSHA standard.

E. Wpld1no. cuttin

o
o
"~
Y

g, an 1zing. Welding operations can
be hazardous because of the materials used, the fumes produced,
and the harmful light generated. Protection must be positively
provided to eliminate employee exposure to these hazards. The

OSHA standards provide explicit requirements for these operations.

el N
=3

T ) ~ o~ A el +
4. Laboratory Area Checklist

Information for Laboratory Area Inspections. Safety in all

areas depends on consistent Conformance with the basic require-
ments of housekeeping, signs, walking and working surfaces, exits,
and fire protection. These are the same OSHA standards as those
that apply to Offl reas. The form for office areas should be

+
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A. Health and environmental control. The proper use, opera-

tion, and design of hoods are vital to the health of laboratory
employees. This section specifies the exposure limits permissible
for many of the chemicals used in laboratory operations. Noise
exposures, radiation requirements, and x-ray exposures are also
specified. The inspector must review this section of the OSHA

re LT e RS % ws Lo p Tl LD HIRV Se i W LCVICW Lilio 2L i L - [l s FeY

B. Personal protective equipment. The inspector will
identify areas where face shields, explosion shields, gloves,
and other c10tn1ng are required. He or she will ascertain that
the equipment is provided and all employees use the equipment.
Safety glasses should be provided for visitors in all areas where
operations could produce flying fragments.

C. Medical and first aid. Showers and eyewashes are required
wherever caustics are used. There must be a regular maintenance
program to ensure the proper operation of showers and eyewashes,

with the inspection dates clearly visible on the equipment.

Date: February 27, 1986 (Release No. 89)
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(ééntinued)

D. Hazardous materials. Cylinders must be secured and
adequate means used for their movement to prevent accidents.
Hydrogen cylinders must be separated from oxygen cylinders.
Ventilation must be adequate. If more than 400 cubic feet of
hydrogen is in one system, the electrical outlets within 50 feet

must be of the explosion-proof type. 1In addition, no offices are
permitted within 50 feet of the system. Safety containers will
be used for flammable 11qu1ds except where their use has been
ersely affect experiments. The quantltles stored

av
atory will not exceed those specified by OSHA.
i
e

11 identify other hazards and, if in doubt about
quirements, request assistance from the SSM.

Date: February 27, 1986 (Release No. 89) 2-35
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SAFETY INSPECTION
OFFICE AREA CHECKLIST

Location Herndon, Virginia Inspector Jane Doe

CHECKLIST REQUIRED ACTION

Walking and Working Surfaces
Sanitary conditions
Smooth floors

Slippery conditions

No tripping hazards
Stairways

RIA|R

Extension cord--walkway(Rm214)

1
v

[elE] [el[e][e]

Exits
Clearly marked OK
Access clear OK
Adequate lighting OK
Adequate number [s)

Housekeeping and Signs
Areas clean X
Areas orderly OK
Waste disposal OK
Vermin OK

all storage--2nd floor

e Protection
Fire extinguishers:
Maintained OK
Unobstructed OK
Correct type OK
Mounted OK
Identified OK
Sprinkler system N/A
Alarm system OK
Machinery and Machine Guarding _
Exposed blades N/A
Fan guards N/A
Ventilation N/A _ ]
Flammable Liquids
Storage _N/a

Ventilation N/A

Electrical
Frayed cords OK

Pwétanasinns Ny
AN LT HID AVIID S EN

Grounding OK

ic
Available OK
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l

/

l SAFETY INSPECTION I

I STORAGE AREA CHECKLIST l

l Complete office area checklist in conjunction with this form. i

l Location Herndon, Virginia Inspector Jane Doe I

I CHECKLIST REQUIRED ACTION l

l Materials Handling and Storage I

I Aisle clearance OK l
I Marked aisles OK

Housekeeping OK I

l Storage type OK I
l Fire extinguishers OK

Alarm system OK l

I Sprinkler system OK l
' "No Smoking" signs OK

. Powered industrial truck OK l

l Operator's certificate OK l

I Dockboards OK l

| Compressed Gas I

I Cylinder condi tion N/A l
Properly secured N/A

I Proper separation N/A I

i Hazardous Materials |

Hydrogen gas: 7 l

' Storage areas N/A I
I Chains N/A

Warning signs N/a I

l Flammable liquids N/A I
l Tank storage N/A

Container storage N/A I

| Quantity N/A i
l Storage cabinets N/A

Storage rooms “N/A l

i 4-inch sill N/A ’ |
l Quantity N/A

Wiring N/A l

l Ventilation N/A l
l Aisle N/A

Fire control N/A l

' Explosives N/A l

I Personal Protective Equipment l

I Eye protection N/A I
l Respiratory protection N/A

Foot protection N/A l

l Hand protection N/A ] l
| Eye wash N/A

I Emergency shower N/A 7 l
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SAFETY INSPECTION
SHOP AREA CHECKLIST

Complete office area checklist in conjunction with this form.

Location Herndon, Virginia Inspector Jane Doe

CHECKLIST REQUIRED ACTION

Personal Protective Equipment
Eye protection
Respiratory protection
Foot protection
Hand protection Not all emplovees wear gloves
Clothing

Health and Environmental Control
Dust contorl Dust collector broken
Spray finishing
Chemical fumes
Noise

Machinery and Machine Guarding
Woodworking equipment
Power trains
Belt drives
Presses
Abrasive wheels
Saw dust control

Hand Tools
Saws
Belt sanders
Grounding

Electrical Frayed line on 3/8" Drill #6842
Compressed air

Welding, Cutting, and Brazing
Certification
Written instructions
Storage areas
Compressed gases
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Illustration 7

| 1
| SAFETY INSPECTION |
l LABORATORY AREA CHECKLIST I
| _ |
| Complete office area checklist in conjunction with this form. l
| PJ.E\'.E VilldLE alca CIITURALLAD ES J l
I Location Herndon, Virginia Inspector Jane Doe =
= CHECKLIST REQUIRED ACTION =
I Health and Environmental Control l
Air contaminants OK
I Ventilation OK S l
| Noise OK l
I Radiation OK l
i OK
l S;g?ioring OK B I
I X-ray equipment OK l
I Personal Protective Equipment l
| Clothing o ok |
} e et e tion o }
i Medical and First Aid . o |
l ;ggw:f.:n 8}( Ot availabieée ‘ I
i First aid kit OK i
| oo e ox I
' Secured OK l
Segregated OK
d OK
| marcsen {
Ventilation /
l E}ectrical fixtures N_!/{\ l
I Fla!snjmggie Liguids gl/(A '
Storage areas OK
| |
I safety containers OK '
Quantity OK
I Fire protection OK l
l Warning signs OK l
I Chemical storage OK I
I Quantity OK l
Segregated OK
I Spill control OK ﬁ
l Waste disposal OK
i i
g i
_ _ _ ____.I
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SAFETY INSPECTION
VEHICLE CHECKLIST

Vehicle Identification Tag 60326

Location Herndon, Virginia Inspector Jane Doe
CHECKLIST REQUIRED ACTION
Steering OK
Tires/wheels "X  Front tires capped
Brakes OK
windshield/windows X Small crack in windshield
Lights OK
Head OK
High beam OK
Tail OK
Brake OK
Emergency flasher OK
Horn OK
Mirrors OK .
Windshield wipers OK
Safety belts OK
Exhaust system OK j
Flares, flags, signs CK
Warning lights OK
Fire extinguisher OK
First aid kit OK
Emergency tools OK

N
|

N

o
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Date:

MMSM 485.1-H
Chapter 2
Illustration

MINERALS MANAGEMENT SERVICE

Division __ Administrative _

2. Date 11-20-84

Mailing Addres

Responsible Ma

Inspector

s _ 12201 Sunrise Valley Drive, MS635

Reston, Vvirginia _2Zip 22091

nager John Doe __ Number 439-66€66

Jane Doe ___ Number 439-1111

Number of Buil

dings 1 Number of Employees 58

Type of Area: X Office Storage Shop __ Lab Other

Other (Explain

)

Emergency Evac
Date of Last F
Poster Program
Safety Meeting

Safety Trainin

uation Plan _X Yes
ire Drill __ 10-3-84 o
_X Yes __No
s (Number) 6 _____  Employee Hours _

g:

First Aid _10 employees Defensive Driving _15 employees
afety _ N/A Other _

Laboratory S

INSPECTION DEFICIENCIES

CONDITION

LOCATION EST. COST

Broken Handrail

February 27,

Between 2nd and 3rd $50.00
floors in north
stairwell

1986 (Release No. 89)
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Illustration ¢
(Continued)

(CONTINUATION SHEET)
INSPECTION DEFICIENCIES

EST. CORR

CONDITION LOCATION EST. COST DATE

Blocked egress 2nd floor hall $.00 11-21-84

Ot et ) e 0 oy vt AR DA AR B s o
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(Continued)

INSTRUCTIONS FOR COMPLETION OF

ANNUAL SAFETY INSPECTION REPORT

Instructions:

1. Division--Enter Division name.

2. Date--Enter date of report.

3. Address--Enter address of establishment.

4. Responsible Manager--Enter name and telephone number of the
person who is responsible for the site inspected.

. Safety Inspector--Enter name and telephone number of the
Inspector or Division Representative on any team.

Number of Buildings--Enter the number of buildings of work-

.
aces inspected and included in the report.

r of Employees--Enter the number of employees at the
nvered hy ¢t rt
overed by ¢t rt

8. Type of Areas--Check all applicable boxes. Motor vehicles or
other equipment can be associated with any of the establishments.
For "other™ enter a description of the locations or work

9. Facility Self Protection Plan--Check YES or NO depending on

compliance with MMS Safety Handbook.

10. Date of Last Fire Drill--Enter date.

11. Poster Program--Check appropriate box to indicate if posters
are regularly used to promote safety.

12. Safety Meetings--Enter the number of meetings of general
atendance where safety was a major topic of discussion during

the year. Enter the approximate total of employee hours used on
safety promotion efforts and safety meeting attendance during the
year.

13. safety Training--Enter the number of employees who have

received safety skill or safety management training during the
vear, QOctoher to October.

Year, CCLlOobCl L0 JUCLOLEl .

OSHA Standard Violations or Other Hazards--Enter in the columns

14.

data on conditions which are existing with particular emphasis on
conditions which require resources beyond that of the immediate
supervisor to correct.

CONDITION--Enter the OSHA standard violated or hazardous condition.
CONDITION--Provide data to understand the location.

t ha
1

ESTIMATED COST-~Provide approximation of cost to co zar
on date.

rrec
ESTIMATED CORRECTION DATE--Provide an estimated correct

-

i

places on
the lines provided.

.

Date: February 27, 1986 (Release No. 89) 2-43



MMSM 485.1-H

Chapter 2
Appendix 3
STANDARDS
n TV e dead e Y m. 2 PR T S P i PR, - 11 -V o e et Y
A . LniecutricCdl. 1r11s SeCtivf]l reguires uiladut ail elecutrical
installations and equipment conform to the latest published
National Electrical Code, NFPA 70. The latest edition of NFPA
70 is maintained in the SSM's offlce. Conformance to the code

should be required for all electrical work on equipment. The
requirements of the code are of such a nature that a licensed
electrician or other trained person is required to determine
compliance. Many of the common electrical hazards, which are
code violations, can readily be identified by an alert employee,
for example:

1. Extension cords used for permanent wiring;

2. Frayed, cut, or damaged cords or plug

n

guipment that causes an electrical tickle or shock;

w
o]
e
o}

4. The use of adapters to convert three-prong connectors to
two-prong connectors at a wall plug with only two wires;

5. The lack of a third wire at the wall receptacle;

6. Exposed wires or junction boxes that do not have covers;

7. The bypassing or otherwise rendering a fuse of circuit
breaker useless; and

8. The lack of a ground fault interruptor in circuits
supplying wet working areas. (This is a new regquirement in the
code for locations such as home swimming pools and appropriate

Lo o= v amYs S e o e o

for wet WUleﬂg areas a.LSO.l

—

he event additional data is rea

B. Means of Egress. Detailed requirements are specified for the
building exits. The highlights are summarized as follows:

-

1. Permissible exit components. Only approved components
mem A TrmtaAaceal A mmrmrmm e atmd mard AL Ll Tt VAL mrm o mrems Al AaA
as dil 1ililcyiad UL }:Jt:.l.lllallt!l.l‘. L)OLL VUL Uic Ul l1Uulily alc poclLiil ticu.

2. Protective enclosure of exits. A l-hour fire rating is

required for exit protection in buildings three stories or less
in height. A 2-hour fire rating is required for buildings four
or more stories high. Openings shall be restricted and protected

with approved self-closing fire doors. (NOTE: A fire-rated
structure is one that is made of materials that have been tested

and approved \
L4 dina uytl VY Tl e
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Chapter 2
Appendix 3
(Continued)
3. Width and capacity of means of egress. The detailed
design and occupancy limits on the number of persons per unit
of exit width for approved components of means of egress are
specified.
4. Egress capacity and occupant load. The occupant load
should not exceed the capacity of the means of egress as defined

5. Arrangements of exits. When two oOor more exits are
required, at least two should be located so that no one fire or
other emergency can block both exits.

6. Access to exits. Exits should be readily accessible.

A door from a room to an exit should swing in the direction of
it travel when the room is occupied by more than 50 persons or

ed Exits should not be obscured by

O w g

'-'; s 0 N
A I ()]
e b 0

th
D

7. Exterior ways of exit access. Exterior ways of exit
access should have smooth, solid, and substantially level floors
and guard rails on unenclosed sides. Where ice or snow may
accumulate on an exit access, a roof is required. No obstruc-
tions are permitted in the way of travel. No dead end corridors

TN £ 4+ K o~
of more than 20 feet are permitted.

T

h

8. Discharge from exits All i should dis
to the street or other open space th t gives safe a
public way. The direction to the street should be ob

every stairway or other exit arrangement.

xits C

ou
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0
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e
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10. Ch
substantia

'3‘

11. Maintenance and workmanship. Means of egress should be
bstantial well built, and _should be continuously maintained

e

NOTE- Locks that
require a key to permlt egress are prohlblted by this section.
Exits may be equipped with locks permitting manual operation from
the inside.)
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MMSM 485.1-H
Chapter 2
Appendix 3
(Continued)
12. Furnishings and decorations. No decorations or fur-
nishings should obstruct exits. No furnishings or decorations
of a highly flammable character should be used in any occupancy.

13. Automatic sprinkler systems. All automatic sprinkler
systems shall be continuously maintained in reliable operating
condition at all times, and such periodic inspections and tests
should be made as are necessary to ensure proper maintenance.

1 o
AL j o
d cause
proper tests to be made at weekly intervals and have general

charge of all alterations or additions.

15. Fire-retardant paints. Fire-retardant paints should
be renewed at the intervals needed to retain the fire-retardant

Exits and access to exits should be

SsS.

marked by readll visible signs. Any door, passage, or other
item that is likely to be mistaken for a way of exit should be
identified by a sign reading "NOT AN EXIT" or a sign indicating
its actual character, such as "TO BASEMENT," etc. Every required
sign should be of such a design, color, and size as to be readily
visible. A sign showing an arrow and reading "EXIT" or a similar
designation with an arrow should be n1;-zr~pr1 in locations where the

LTS 49l Lavil Sl A e A QLT A1l AU LAVAIS Wit a ©

direction of travel to reach the nearest exit is not immediately

C. Fire Protection. (NOTE: This information is adequate to
conduct an inspection of most office occupancies and to serve as
an index for those inspecting more complex occupancies.)

t
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(a) Class A fires. Fires in ordinary combustible
materials, such as wood, cloth, paper, and rubber.

(p) Class B fires. Fires in flammable liquids, gases,
e
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MMSM 485.1-H

Chapter 2

Appendix 3

(Continued)

(c) Class C fires. Fires that involve energized elec-

trical equipment where the electrical nonconductivity of the
extinguishing media is of importance. (When electrical equipment
is deenergized, extinguishers for Class A or B fires may be used
safely.)

(d) Class D fires. Fires in combustible metals, such as
magnesium, titanium, zirconium, sodium, and potassium.

5

(e) Classification. Classification of fire extinguishers
is accomplished by testing laboratories and is indicative of the
unit's capabilities.

(f) Light hazard. A situation where the amount of
combustibles or flammable liquias present is such that any fire
may be expected to be of small size. These may include offices,

I A accamhley a2l 1la
oo, asociuviy JlQ.LJ_D' aiiu
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(g) Ordinary hazard. A situation where the amount of
combustibles or flammable liquids present is such that any fire
may be expected to be of moderate size. These include mercantile
storage and displays, auto showrooms, parking garages, light
manufacturing, warehouses not classified as extra hazard, and

school Snop areas.

~+

(h) Extra hazard. A situation where the amou
combustibles or flammable liquids present is such that any fire
may be expected to be of severe magnitude. These may include
wood working, auto repair, aircraft servicing, warehouse with
high-piled (14 feet or higher) combustibles, and processes such

as flammable liquid handling, painting, and dipping.

nt of

e. Tvpe I storaadge is that in which

. L ypE < S LSLayT 4o (WS S Lo ) B 1i4 82

(i) Tuvne T ctora
NS AL L 2 e
combustible commodities or noncombustible commodities involving
combustible packaging or storage aids are stored over 15 feet but
not more than 21 feet high in solid piles or over 12 feet but not
more than 21 feet high in piles that contain horizontal channels.

Minor quantities of commodities of hazard greater than ordinary

combustibles may be included without affecting this general
classification.

(j) Type 11 storage. Type II storage is that in which
combustible commodities or noncombustible commodities involving
combustible packaging or storage aids are stored not over 15 feet
high in solid piles or not over 12 feet high in piles that contain
horizontal channels. Minor quantities of commodities of hazard

) P Trm~Y s AAA rt FTa A+

greater than ULuJ.ucu._y combustibles may be included without
affecting this general classification.

™ -

Date: February 27, 1986 (Release No. 89)

N
1
o
~J



MMSM 485.1-H
Chapter 2
Appendix 3
(Continued)
(k) Type III storage. Type III storage is that in which
the stored commodities, packaging, and storage aids are noncombus-
tible or contain iny a small concentration of combustibles that
are incapable of producing a fire that would cause appreciable
damage to the commodities stored or to noncombustible wall,
floor, or roof construction. Ordinary combustible commodities
in completely sealed noncombustible containers may qualify for

this classification. General commodity storage that is subject
L Lo nrmrinarnd Aliarmeorsmy = A v~ ~L ﬂ,\ml-\..-;-'k’l,\ I R T - |
LL Ll oyuciic oilail l\dl 1Yy 4allud S5 ilulayc Ul Lullibus Ltlbloc pathRayiliily ailiu
storage aids is excluded from this category.

(1) Approved. The term "Approved" means listed or
approved by Factory Mutual Engineering Corp.; Underwriters'

Laboratories, Inc.; U.S. Bureau of Mines; or U.S. Coast Guard.
2. Portable Fire Extinguishers.
(a) General Requirements.
(1) oOperable condition. Portable extinguishers

should be maintained in a fully charged and operable condition
and kept in their designated places at all times when they are
not being used.

(2) Location. Extinguishers should be conspicuously
located where they will be readily accessible and immediately
available in the event of fire. They should be located along
normal paths of travel.

(3) Marking of location. Extinguishers should not
be obstructed or obscured from view. In large rooms, and in
Nrar+ain YTAamat+iAane wvhovra wiocinal Ahat+riima+sriAnn Nannatr ha A~amnlAadala
T AL LQuail LUeqQ LiLVIIo Wil i vioud..i Vivo Ll UL LVl Qliliv v T bUlllt)J.C \_Cl.y
avoided, means should be provided to indicate conspicuously the
location and intended use of extinguishers.

(4) Marking of extinguishers. If extinguishers
intended for different classes of fire are grouped, their
intended use should be marked conspicuously to ensure choice
of the proper extinguisher at the time of a fire.

(5) Mounting of extinguishers. Extinguishers,
except wheeled extinguishers, should be installed on the hangers
or in the brackets supplied, mounted in cabinets, or set on
shelves.
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Appendix 3
(Continued)

g s weight g eater than 40
pounds should be so 1nstalled that the top of the extinguisher
is not more than 3.5 feet above the floor.

(7) Cabinet mounting. Extinguishers mounted in
cabinets or wall recesses or set on shelves should be so placed
that the extinguisher operating instructions face outward. The
location of such extinguishers should be marked conspicuously.

(8) lLocatiocns subject to vibration. Extinguishers
installed under conditions where they are subject to severe
vibration should be installed in brackets specifically designed
to cope with this vibration.

(b) Selections of extinguishers. The

Ly | L2000 L2DNIS Xtl LAl L o .

~

equirement for
office occupants is one type A extlngulsher rated lA for every
3,000 square feet and a maximum travel distance to the extin-

guisher of 75 feet. The requirement for a light hazard is one
type B extinguisher rated 4B for every 3,000 square feet and a

maximum travel distance of 50 feet.

(c) 1Inspection, maintenance, and hydrostatic tests.
Extinguishers should be inspected monthly to ensure they have not
been actuated, tampered with, damaged, or corroded. Each year

extingulshers should be thoroughly examined and/or recharged.
Spare extinguishers should be used to ensure the continuous
presence of an extinguisher at every normal location. Each
extinguisher should have a tag with the date and the initials o
signature of the person who performs the maintenance inspection.

a1

(@) Hydrostatic tests. All portable fire extinguishers
should be hydrostatically tested by a competent individual at
regular intervals. The hydrostatic test date should be recorded
on a metal tag or metalized decal firmly afFixed to the shell

name or ini
The tegt inte
inte

.«
ua s
1118 LSO o Cept for (:!Y'\I ch

BROSS il

rome thane, and dry powder extinguishers for metal flres where
the test interval is 12 years.

3. Standpipe and Hose System. These systems should be
inspected by the local fire department or other trained personnel.
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(Continued)

4. Automatic Sprinkler Systems.

(a) Installation. The installavloh should be approved
by an appropriately trained inspector from the city government,
a fire department, an insurance company, etc.

(r) Maintenance. The system must be checked annually to

ensure it is in proper operating condition and that an appropriate

e 7% am o [P,

cag bllUW.lll(:] the date and J.Ilbpt:‘(,t()r is affixed to the area of the
control valves. The sprinkler heads are not to be painted and

no obstruction can exist within 18 inches of any sprinkler head
or within 36 inches of Type I storaqge.
5. Local Fire Alarm Signaling Systems.
(a) Installation. The installation should be approved
My a ~amnadrant anr+h A &y
N a Lo LTll L au uivL 1 o .
(b) Maintenance. The system should be under the supervi-

sion of qualified persons who should cause tests and inspections

to be made at weekly intervals. Changes to the system should be
under their supervision.

D. Hazardous Materials. This subpart of the OSHA standards deals
with the requirements for storage and use of some materials that
are used by MMS. The following sections are intended only to
acquaint personnel with the scope of the material included in this

standard. It is absolutely necessary that anyone responsible for
the purchasing, storage, or use of the materials covered by this
section be familiar with the OSHA requirements as published in

Title 29 of the CFR's.
The parts of the standard deal with:

compressed gases (general requirements)

Acetylene

Hydrogen

Oxygen

Nitrous oxide flammable

Flammable and combustible liquids

Storage and handling of liquefied petroleum gases

Compliance with many of the design requirements for the use of
these materials should often be the designated duty of the contrac-
tor used to supply the materials or to provide the installation.
The requirements for liquefied petroleum gas heating systems, for

example, should be satisfied by the licensed plumber making the
installation or the equipment manufacturer certifying that the
equipment conforms to OSHA and other applicable standards.

Date: February 27, 1986 (Release No. 89) 2-50
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Only the above items are covered by this subpart, but it should be
remembered that the "general duty" clause of OSHA requires the
elimination of all industry-recognized hazards. This requirement
means that established safety practices should be determined for
any materials with the potential for explosion, fire, or toxic.

The SSM should be contacted if there are any questions concerning
the use or storage of hazardous materials. Any planned building
additions should be reviewed by an appropriately trained safety
professional before they are approved.

1. Compressed Gases (General Requirements).

(a) Inspection of compressed gas cylinders--each employee
should determine that compressed gas cylinders under his or her
control are in a safe condition to the extent that this can be
determined by visual inspection. (The visual inspection criteria
are given in subpart M of the OSHA standards part 1910.)

{b) Compressed gases--the in-house handling, storage,
and-utilization of all compressed gases in cylinders, portable
tanks, rail tankcars, or motor vehicle cargo tanks should bhe
in accordance with Compressed Gas Association requiring that
cylinders:

(1) Be securely fastened at all times.
(2) Be capped at all times not in actual use.
(3) Be moved only with an appropriate dolly.

(4) Be stored separately to isolate full from empty
and oxidizers from flammable gases.

(c) Safety relief devices--contracted services should
specify compliance with the requirements of this section.

2. Flammable and Combustible Liquids. Design requirements
govern the storage and use of flammable liquids. Included are
requirements for tanks, inside and outside storage areas,
tankcars, service stations, and electrostatic coatings. The
requirements of this section should be carefully reviewed by
anyone using or planning to use flammable liquids. The require-
ments that are most frequently applicable are the following:

Container and portable tank storage.

(a) Design, construction, and capaci@z@gﬁrcontainers.
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(1) Only containers approved by Underwriters’
Laboratories, Inc., Factory Mutual Engineering Corporation, or
the Department of Transportation should be used.

(2) Size--Glass or plastic containers no more than
1 gallon capacity are acceptable for class 1A or 1B liquids when
the liquid would be rendered unfit for its intended use by con-
tact with metal or would corrode the container and create a
leakage hazard or when there are other specific laboratory usage

e N e B

Lestratiilto.

(b) Qggégg, construct1on. and caoac1tv of storage cabinets.

(1) Maximum capacity--not more than 60 gallons of
flammable or 1,230 gallons of combustible liquid may be stored
in a storage cabinet.

{
\
graph and labe

(1) Construction--fire resistant ratings should
meet NFPA 251-1979, and automatic sprinklers should be approved.
(Contact the SSM for detailed information.) Openings to other
rooms or buildings should be provided with noncombustible liquid-
tight raised sills or ramps at least 4 inches in height, or the

Eloor in the storage area should be at least 4 inches below the
surrounding floor. Openings should be provided with approved
self-closing fire doors. The room should be liquid-tight where
the walls join the floor. Wood at least 1 inch thick may be
used for shelving, racks, etc.

(2) Rating and capacity--storage inside storage
rooms should comply with table NFPA standards.

(3) Wiring--electrical wiring and equipment located
inside storage rooms used for class I liquids should be explo-
sion proof. For class II and III liquids, the wiring should be

A~ A £ ~arnaral nan

approvea ror generai use.

(4) Ventilation--every inside storage room should
be provided with a ventilation system that provides a complete
change of air in the room six times per hour. For a mechanical
system the control switch should be located outside, adjacent to
the door. Lights should operate on the same switch and a pilot

[\
|
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(5) Storage in inside rooms--there should be a
clear aisle at least 3 feet wide. Containers of over 30-gallon
capacity should not he stacked on another. Dispensing should be
approved pump or self-closing faucet only.

(d) Storage inside building. Egress--flammable or

combustible l1qufagméhouIE"HSEHBE"étored so as to limit the use
of exits, stairways, or areas normally used for the safe egress
[ |
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(e) Fire control. Extinguishers--suitable fire control
devices should be provided. At least one portable fire extin-
guisher having a rating of not less than 12B should be located
outside, but not more than 10 feet from the door opening used for
the storage room.

3. Storage and Handling of Liquefied Petroleum Gases. The
requirements of this section can generally be met by specifying
in the purchase orders compliance with this section. 1In the
event that specific information on this standard is required,
contact the SSM.

E. Occupatlonql Health and Env1ronmeg§§; Cong;gis. This infor-
mation is for familiarization only. The compiete OHSA standard
must be used for any comprehensive evaluations for compliance.

1. Air contaminants. This section limits an emplovee's

exposure to the specified contaminants. To determine the level
of the exposure to the substances in the tables requires a

trained industrial hygienist with proper equipment. Paragraph
(e) states: "To achleve compllance with paragraphs (a) through
(d) of this section, administrative or engineering controls
must first be determined aﬁd implemented whenever feasible."
{Note: Rotating workers or limiting working time for exposure
or providing facilities to eliminate contaminants are possible
administrative or engineering controls.) When such controls

are not enough to achieve full compliance, protective equipment
or any other protective measures should be used to keep the
exposure of employees to air contaminants within the limits

prescribed in this section. Any equipment and/or technical
measures used for this purpose must be approved for each
particular use by a competent industrial hygienist or other
technically qualified person. Whenever respirators are used,
their use should comply with OSHA 1910.134.
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2. Ventilation. Detailed requirements are given for the
removal of dust and fumes. Careful study is recommended for any
operation using or planning to use the devices covered by this
section.

(a) Abra51vg_§lgggggg This covers operations that
generate dust and establishes particular requirements for combus-
tible organic abrasives. The requirements for personal protective

equipment are also specified.

(b) §£}lequ_pollsh1ng, and buffing operations.
Grinding wheels are found in most shops and the requirements of
this section apply. The detailed requirements are for hoods
to remove dust and dirt generated in the operations and specifies
air flow quantities. Again, study of the criteria for the partic-
ular grinding abrasive cutoff wheel, or polishing operations in

each facility, is needed to ensure compliance.

(c) Open surface tanks. This section relates directly
to production operations in manufacturing operations, but indi-
rectly it provides guidance on laboratory hoods. ©National

Fire Protection Association Code 45, Fire Protection for
Laboratories Using Chemicals, establishes the requirements for
MMS laboratories. This section provides detailed ventilation
requirements to protect employees from fumes of the same nature
found in lahoratories. The MMS is obligated to provide at least
an equal level of protection to employees working with similar
fumes in more complex operations. Requirements stating that two
or more operations should not be connected to the same exhaust
system where either one or the combination of the substances
removed may constitute a fire, explosion, or chemical reaction
hazard in the duct system are valid requirements to apply to MMS
laboratories. The section also provides for personal protection
equipment, periodic medical examinations, and washroom facilities.
Familiarity with this section will help identify features that
should be equivalent in all MMS laboratories.

3. Occupational Noise Exposure. Protection against the
effects of noise exposure should be provided when the sound
levels exceed those established by OSHA, when measured on the
A scale of a standard sound-level meter at slow response.

(a) When employees are subjected to noise levels
exceeding those established in OSHA, feasible administrative or
engineering controls should be utilized. 1If such controls fail
to reduce sound levels, personal protective equipment should
be provided and used to reduce sound levels within the levels
specified.
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(b) In all cases where the sound levels exceed the
values established by OSHA, a continuing effective hearing
conservation program should be administered.

F. General Environmental Controls. This information is for
familiarization only. The complete OHSA standard must be used
for any comprehensive evaluations for compliance.

1. Saniggﬁion.

(a) General requirements.

(1) Housekeeping.

(aa) All places of employment, passageways,
storerooms, and servicerooms should be kept clean and orderly and
in a sanitary condition.

(bb) The floor of every workroom should be
maintained in a clean and, so far as possible, dry condition.
Where wet processes are used, drainage should be maintained and
false floors, platforms, mats, or other dry standing places
should be provided.

(cc) Cleaning and sweeping should be done in
such a manner as to minimize the contamination of the air with
dust and, so far as is practicable, shall be done outside working
hours.

(dd) To facilitate cleaning, every floor,
working place, and passageway should be free from protruding
nails, splinters, holes, or loose boards.

(2) Fxpectorating--not permitted.

(3) Waste disposal.

(aa) Covered cans are required.

(bb) All sweeping, solid or liquid waste or
refuse, and garbage should be removed in such a manner as to
avoid creating a nuisance or menance to health and as often as
necessary to maintain the place of employment in a sanitary
condition.

(4) Rodent, insect, and vermin control--required.
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(b) Water supply.
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(aa
200 feet of any location at which employees are regularly engaged
in work.

) Drinking water should be provided within

(bb) Sanitary individual drinking facilities
should be provided.

(2) NOanfah1p water.

(aa) No cross connections with potable and
clear labeling.

(bb) Use only for fire fighting or industrial
purposes.
(c) Toilet facilities. Details what are acceptable
facilities by type, sex, and number of personnel.

(d) Washing facilities. Details acceptable facilities.

Change rooms. Establishes criteria for when they

(f) Lunchrooms.

(1) General. All places of employement where

employees are permitted to lunch on the premises, an adequate
space suitable for the purpose should be provided for the maximum
number of employees who may use such space at one time. Space
should be physically separated from any location where there is
exposure to toxic materials.

=ApPUoUl LWAL

(2) Wasgg_qgggng%7qqq§ainqrs. Adequate containers

are defined.
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{3) Location. No food should be stored or eaten

where there are present any toxic materials or substances that
may be injurious to health.

(g) Food handling. Requires conformance to U.S. Public
Health Service regulations.

(h) Scope. Applicable to everything but mining, domestic,
or agricultural work.

1
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azards This section
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(1) Red--basic color for:

(aa) Fire protection equipment and apparatus
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(2) Orange--basic color to designate dangerous
parts of machinery.

(3) Yellow--basic color to designate caution and
marking physical hazards.

(4) Green--basic color to designate safety and
first-aid equipment.

(5) Blue--basic color to designate caution, limited
to warning against the starting, the use of, or the movement of
equipment under repair or being worked on.

S °N 3 1 + 3 3 + s + 4 3
basic color to designate radiation hazards.

(7)) Black, white, or combination of black and
white--basic colors for the designation of traffic and house-
keeping markings.

G. Medical and First Aid.

1. edical Services and First Aid.
(a) The employee shall ensure the availability of medical
personnel for advice and consultation on matters of office health.

(b) In the absence of an infirmary, clinic, or hospital
r proximity to the workplace which is used for treatment of
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(c) Where the eyes or body of any person may be exposed
to injurious corrosive materials, suitable facilities for quick
drenching or flushing of the eyes and body shall be provided
within the work area for immediate emergency use.
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(Note: MMS Requirements for Compliance with 1910.151(c). At all
locations where corrosive materials are used or stored, it is
necessary to provide adequate emergency flushing or drenching
fac111t1es.)

2. Preferred Practices.

(a) Showers. Showers should be provided wherever

corrosives are used. Hand-held showers are acceptable where
aprons or other protective clothing protect the body from large

splashes. Showers must be within 50 feet of the work station
and should be provided with temperate water wherever possible.

(b) Eye Washes.

1) Crriions A+ +laca Mhsio +grnan ~F rnrAabran~ndtiAanm 3o
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acceptable only where it is used to get to a nearby facility that
will allow continuous flushing of the eyes with clean, temperate

water for no less than 15 minutes.

(2) Eye wash fountains. Eye wash fountains permit-

ting simultaneous washing of both eyes by temperate water and
with controls permitting the use of both hands to keep the eyes
open are acceptable.

(3) Hand held sprays. Hand held sprays for combi-
nation washoff of the body and the eyes are acceptable.
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sure the removal of accumulated rust or
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H. Personal Protective Equipment.

1. General Requirements.
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be provided, used, and maintained in a sanitary and reliable
condition wherever it is necessary by reason of hazards of pro-

cesses or environment, chemical hazards, radiological hazards or
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through absorption, inhalation, or physical contact.
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(b) Employee-owned equipment--where employees provide
their own protective equipment, the employer should ke respon-
sible for ensuring the adequacy, including proper maintenance,
and sanitation of such equipment.

(c) Design--all personal protective equipment should be

of safe design and construction for the work to be performed.

2. Eye and Face Protection. Protective eye and face equip-
ment should be required where there is a reasonable probability of
injury that can be prevented by such equipment. In such cases,
employers should make conveniently available a type of protector
suitable for the work to be performed, and employees should use

such protectors. No unprotected person should knowingly be
subjected to a hazardous environment condition. Suitable eye
protectors should be provided where machines or operations present
the hazard of rlylng ODjects, glare, liquids, injurious radiation,

[P P

.
Oor a combination of these hazards.

Q

n.

espiratoryv Protecti
p ol il 4

(a) Permissible practice (summarized)--In the control
of those occupational diseases caused by breathing air contami-
nated with harmful dusts, fogs, etc., the primary objective

should be to prevent atmospheric contamination. This should be
accomplished by accepted engineering control measures where
feasible.

(1) Respirators should be provided by the employer
when such equipment is necessary to protect the health of the

employee. The employer should provide respirators that are
applicable and suitable for the purpose intended. The employer
should be responsible for the establishment and maintenance of a
respiratory protective p ogram covering the requirements outlined
in paragraph {(b) of this section.

(1) Written standard operating procedures governing
the selection and use of the respirators should be established.

(2) Respirators should be selected on the basis of
hazards to which the worker is exposed.

(3) The user should be instructed and trained in
the proper use of respirators and their limitations.

(4) Where practicable, the respirators should be
assigned to individual workers for their exclusive use.
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(5) Resplrators should be regularly cleaned and
disinfected. Those issued for the exclusive use of one worker
should be cleaned after each day's use or more often if necessary.
4. OCCUDational Head Protection. Helmets to protect workers

from 1mpact - and penetratlon from fafllnq and flying objects and
from limited electric shock and burn should meet the requirements
and specifications established in American National Standard
Safety Requirements for Industrial Head Protection, Z89.1-1967.
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I. Walking and Working Surfaces.

1. General Requirements. Housekeeping is made a matter of
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(a) Housekeeping.

(1) All places of employment, passageways, store-
rooms, and servicerooms should be kept clean and orderly and
in a sanitary condition.
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(2) Permanent aisles and passageways should be
appropriately marked.
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(c) Covers and gquardrails. Covers and/or guardrails
should be provided to protect personnel from the hazards of open
pits, tanks, vats, ditches, etc.

(d) Floor loading protection. A plat is required to be
conspicuously placed to specify the approved floor loads. It
also makes it unlawful to place a greater load than specified in
the structure.

2. Guarding Floor and Wall Openings and Holes. Design
details for railings and toeboards for many conditions of open-
ings, stairways, and platforms. To summarize, the requirements
can be satisfied with a railing 42 inches above the flocor or 34
inches above a step wherever someone could fall more than 4 feet.
Toeboards are required wherever something could inadvertently be
kicked from the floor to a floor or machinery below. Handrails
must be present at every opening. If they are not there, it is
a violation.
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CHAPTER 3. SAFE PRACTICE STANDARDS

1. ©Safety Skill Training--Occupational Safety and Health Act
(OSHA) Requirements. One of the most critical efforts of all
loss=-control programs is that of training the working individual
to perform the aSSLgned task efficiently and without an accident,
The OSHA recognizes this fundamental need and includes specific
requirements for training. All Minerals Management Service (MMS)

employees should be trained for their work assignments and speci-
fically trained as required by OSHA.

A. Functions. Tt is the duty of the MMS employee who assigns
work to another MMS employee to determine that the employee has
satisfied all training requirements. It is the manager's duty to
request training for employees under his or her supervision.

B. Training Requirements.

7 1\ £ - =11 o DU [,
(i) Lralnlng 10l Aali mploy

(a) The OSHA rights and responsibilities of employers
and employees.,

(b) The MMS Safety Progranm.

(2) Training for Work Assignments
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(a)
\ 7 t
({b) Respirators.

(c) Explosives.
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(d) First aid.
(e} Powered industrial trucks.

(£) Overhead and gantry cranes.

(g) Mechanical power presses.

(i) Welding, cutting, and brazing.
(j) Chain-saw operations.
(k) Exposure to hazardous materials.
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(m) Harmful plants or animals at work sites.
(n) Laser equipment operators.

(o) Welder fire protection.

(p) Compressed air.

(q) Boat operators and crew.

(r) Helicopter crew.

(s) Motor vehicle operator.

(t) Fire extinguisher use.

(3) Collateral Duty Safety Officer.

(a) sSafety management fundamentals.
(b) Inspector training.
(c) Laboratory safety (as appropriate).

2. Laboratory Safety. Scientific laboratory work performed by
MMS personnel involves the use of toxic and hazardous substances.
The safety of employees working in laboratories requires an
assessment by management of laboratory safety problems and the
techniques needed to minimize hazards. Every employee must

be aware of all possible safety hazards in laboratory work
environments. Line supervisors are responsible for providing safe
and healthful working places for all laboratory personnel under
their direction and ensuring compliance with safety requirements.
Frequent inspections should be conducted to evaluate compliance
with applicable codes and safety requirements.

A. Procedures.

(1) Guide Applicability. Each laboratory will maintain
a hazardous chemical and first aid guide that provides pertinent
information on the chemicals used in laboratory operations. The
guide will be prepared for each laboratory by the SSM based on a
comprehensive listing of all chemicals used in the laboratory as
provided by the supervisor of the laboratory.

(2) Guide Availability. All laboratory employees should
be aware of the location in the lab and the contents of the
Hazardous Chemical and First Aid Guide.
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(1) Laboratory Superv1sor will enforce all established
safety rules and standards, identify and correct safety hazards,
and train personnel to cope with the hazards of their laboratory
assignment. This requires the establishment of instructions and
procedures, the instruction of every employee in proper methods to
avoid safety hazards, and the enforcement of requirements through

daily supervision and regular inspections.

(2) Laboratory Employees must perform their tasks in a
manner that is consistent with established labor ratory safety
standards and procedures; report all safety hazards and accidents
to their supervisor in a timely manner; and maintain and use safety
equipment, personal protective equipment, and other protective
devices.

(3) sSafety Officers provide technical assistance to
supervisors in implementing laboratory safety programs, identifying
and eliminating unsafe or unhealthful working conditions in the
laboratory, and evaluating the effectiveness of safety efforts.

(4) The SSM will provide an annual inspection of all MMS
laboratories.

3. thor Vehicle Operations. The MMS considers motor vehicle

ous matter requiring careful supervision and

amnNnlnvee rodni~a +ha lAacan

CTipiLuUycc awa

e o reduce the losses in personal injuries and
property damage to an absolute minimum. Motor vehicle operations
will conform to the requirements of 29 CFR 1960, Training, and
to the requirements of this section. Supervisor awareness and
direction are required at all levels to provide effective safety

programs.

(1) The SSM will evaluate all operations in MMS to ensu

L T cvagllalo 4all —cLa L ililo T i

re
that an effective motor vehicle safety program is in effect at all
times. Assistance will be provided, where needed, for training
in the defensive driving course for motor vehicle operators and
supervisors.

(2) Supervisors will ensure that all employees under their
direction are properly prepared to operate motor vehicles in a safe
and prudent manner at all times. A Standard Form (SF) 46; Motor
Vehicle Operator's Permit, will be issued to every employee under

the supervisor's direction who must drive as part of the job. The
supervisor will investigate all motor vehicle accidents and deter-
mine whether the accident was preventable or nonpreventable.
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Appropriate action, according to the Driver Improvement Program,
Section 4, should be taken in the event the accident is deter-
mined to have been preventable according to the established
criteria.

(3) Emplo a o)
prudently at all times. The t 0o :
and prudent operation are those orosented in the d
course. All motor vehicle operators will attend this c
an alternate course approved by the SSM within 3 months of belng
issued or reissued an SF-45.
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(1) Permanent or Long-Term Employees. All 1ong-term

employees who drive as a part of their job will be issued an
Motor Vehicle ﬂnpr:ﬂ-nr: Dorm1i— and will attend a defensive

VVVVVV rmit, and will attend a defensive
course or an alternate course aop:oved by the SSM within 3 mor
of being issued or reissued a SF-46. The defensive driving co
are offered in all States by cooperating Agencies. The MMS is
cooperating Agency and has a certified instructor. The SSM can
provide information on locations where defensive driving courses

are available. Where classes are not available, a homestudy
program is available to meet this requirement.
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(2) Short-Term Employees. Short-term employees (3 months
or less) are not permltted to drive unless essentlal to the program
effort. Supervisors who determine that short-term employees must

operate motor vehicles will issue an SF-46 after they personally:
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(b) Conduct a road test examination of the potential
operator's capability to operate the vehicle he or she will drive
under conditions similar to those that will be encountered on the
job; special stress must be placed on offroad operations, backing,
and slippery terrain.

C. Motor Vehicle Accident Procedures

(1) Reports. An envelope containing an SF-91, Operator's
Report of Motor Vehicle Accident; SF-94, Statement of Witness;
and the General Services Admlnlstration's Optional Form 26, Data

Yo o

Bearing Upon Scope of Employment of Motor Vehicle Operator, will
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be maintained in the glove compartment of each Government vehicle
used by MMS. The operator, before using a Government vehicle,

will ensure that these forms are in piace. Additional copies of
these forms may be obtained from GSA vehicle dispatchers or from
Aadminictratrive nfFfFirorce
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(2) Accident Procedure. 1In the event of an accident
involving a Government-owned vehicle or a leased or personal car
being used on official business, the operator shall, unless

prevented by serious injury to himself or herself:

Stop immediately.
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(b) Take steps to prevent another accident at the
scene.

(c¢) Call a doctor or ambulance if necessarvy,

(d) Notify police and his supervisor.

(e) NOT sign any paper or make any statement as to
who was at fault (except to the supervisor or to a Federal
Government investigator).

(f) Get the name and address of each witness and ask
him or her to complete an SF-94, Statement of Witness.
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(h) Complete an SF-91, Operator's Report of Motor
Vehicle Accident, at the scene. If conditions prevent this, the
operator shall make notes of the following:
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(ii) Information on the other driver (name,
address, operator's permit number, and expiration date).

(i) Complete an SF-91A, Investigation Report of
Motor Vehicle Accident. (To comply with the Department of the
Interior Solicitor's direction, block 28 shall not be completed.)

(j) Submit all forms within 2 working days to the

supervisor for transmittal through channels.
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4. Driver Improvement Program. The MMS expects all personnel

authorized to operate motor vehicles on business to perform
these duties with the same degree of excellence evidenced in the
performance of other job erponblblllthS To ensure continuous
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hicle accidents will bevaluated to deter mine whether they
were preventable. The established corrective action will be
implemented by the responsible supervisor when an operator is
involved in a preventable motor vehicle accident. The super-
visor's corrective actions will be reviewed by the SSM.
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(1) Motor Vehicle Operators, full-time or incidental,
must operate motor vehicles safely and prudently and complete
required training programs.

(2) Supervisors of full-time or incidental motor vehicle
operators must follow the reguirements for licensing motor vehicle
operators; ensure the training of motor vehicle operators under
their direction; investigate or have inzestigated motor vehicle
accidents and follow established criteria to eliminate further

accidents. The Report of Accident/Incident, Form DI-134, com-
pleted by the supervisor, will include a statement of corrective
action taken. The supervisor will classify each motor vehicle
cident as either preventanle or nonpreventable according to the
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(3) The SSM collects information enabling a determination
of the effectiveness of the MMS driver improvement program. He
or she will further provide periodic reports to management for

their information on the program. The SSM will evaluate all motor
vehicle accidents and review the classification according to

the accident preventability criteria for each accident as either
preventable or nonpreventable= He or she will also determine
whether the corrective action reported by the supervisor is con-

sistent with section E. The SSM will conduct further efforts,
where required, including establishing an ad hoc review board,
coordinating with the program managers, coordinating with the
personnel office, or implementing such other action as directed
by management to reduce the incidence of motor vehicle accidents.

(4) Servicing Personnel Officer will advise management on
procedural requirements when revocation or suspension of a motor
vehicle operator's permit requires the reassignment or removal of
an employee because he or she can no longer drive a Government
vehicle. The serv1c1ng personnel officer w1ll also ensure that

........... - PO T L~ 2

the employee's rights are properly protected

in such 1nsnances.
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B. Procedures.
(1) Accident Reports. The responsible supervisor will

investigate each motor vehicle accident and complete a Form DI-134.
A determination of the accident's classification (see Appendix 1)
and corrective action based on his or her defensive driving training
and/or the criteria in this chapter and the accident investigation
will be included. The completed Form DI-134 will be forwarded throuch
channels to the CDSO, who will forward it to the SSM. The SSM will
review the information in Form DI-134 and where needed contact the
supervisor and/or the motor vehicle operator and/or other sources
for additional or clarifying data. When corrective action might
involve an adverse action or reassignment due to the revocation of
driving privileges, the servicing personnel office must be consulted.

(a) Concurrence With Classification and Corrective
Action. The Form DI-134 will be initialed by the SSM and forwarded
to the Department Safety Manager. (The CDSO's will be notified of

any nonconcurrence.)

(b) Nonconcurrence Wlth Classification and Corrective

Action. The SSM will coordinate a review of the accident data with
appropriate management and the servicing Personnel Officer as
needed to determine an acceptable classification and/or corrective
action. The operator's management will inform the responsible
supervisor of this determination in writing, with a copy to be

attached to the Form DI-134 transmitted to the SSM.

(2) MMS Action Review. The SSM will review all DI-134
forms to ensure that criteria are being consistently observed.
Any noted deviations or required changes will be brought to the
attention of MMS management as required for correction.

C. Motor Vehicle Operational Error Corrective Action Criteria.
The criteria for corrective action are established as a requirement
for consistent fulfillment of the established operator requirements
for safe and prudent operation. The criteria provided include the
elimination of the privilege of driving on MMS business because of
proved inability to operate a vehicle in a safe and prudent manner.

(1) Very Serious Operator Errors. The following findings
in a motor vehicle accident show that the operator should not
operate a motor vehicle on the job and that his or her Motor
Vehicle Operator's Permit, SF 46, should be permanently revoked:

(a) Driving under the influence of alcohol or drugs.
(b) Leaving the scene of an accident.

(c) Failing to report an accident or a moving viola-
tion within 2 working days.

Date: February 27, 1986 (Release No. 89) 3-7
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(d) Having a State license suspended for 45 days or
more.

(e) Falsifying license application data.
(f) Three preventable accidents within 12 months.

(NOTE: Permanent revocation of driving privileges where driving
is required in the performance of official duties means that an
employee must be removed from such a position either by reassign-
ment, which may be at a lower grade and salary, or by separation
from Federal service. Consultation with the servicing personnel
office is mandatory.)

(2) Serious Operator Errors. The following findings in a
motor vehicle accident show that the operator requires a comprehen-
sive driver improvement effort before being permitted to orerate a
motor vehicle for the MMS. The operator's driving privilege should
be suspended for an appropriate time to permit attendance at a
defensive driving course before the operator is permitted to drive
again.

(a) State license suspended for less than 45 days.

(b) Reasonable justification for the errors given in
3.4D(1)(b), (c), (d), or (e).

(c) A preventahle accident involving a fatality or
serious injury, or $1,000 in property damage.

(d) Failure to complete the defensive driving course
within 3 months of the time that a Motor Vehicle Operator's Permit,
SF 46, is issued or reissued.

(e) Failure to complete a defensive driving course
within 3 months after any preventable accident.

(3) Minor Operating Errors. All accidents that are
preventable and do not involve any of the conditions in 3.4D(1)
or (2) require action to promote driver improvements. This action
will include requiring attendance at a defensive driving course but
not necessarily suspension of the operator's driving privilege.

5. Hearing Conservation Program. This section reviews guidelines
for the control of exposure to industrial noise for the purpose of
protecting employees and the public from the effects of harmful
noise levels. The permissible noise exposures specified herein
are standards established to recognize that hearing-loss compen-
sation claims are honored for exposure exceeding 85 decibels (dB).

Date: February 27, 1986 (Release No. 89) 3-8



A. Maximum Allowable Noise Exposure. Protection against the
effects of noise exposure will bhe provided when the sound levels
in decibels adjusted (dBA) exceed the following:

Total exposure time (hr/day) Allowable sound level (dBA)
8 85
6 87
4 90
3 95
2 97
1 100
1/2 105
1/4 110
(1) Impact or Impulsive Noise. Exposure to impact or

impulsive noise will not exceed a 115-dB peak sound-pressure level,
measured on the overall scale.

{2) ©Pure Tones. If pure tones are noticeable in the
measured noise, the levels specified in the preceding table will
be reduced by 5 dRA.

B. Noise Measurements. Sound levels will be measured by
trained sound technicians with a sound-level meter that meets the
requirements of ANSI SI.4, Specification for General-Purpose
Sound Level Meters. Measurements will be taken and interpreted

PR - I N N TR R R R R Y R o - R Yy
as UUbL ioea 1in Llile LU.LlUWLHB PdeKdeUllb.

(1) Intermittent or Continuous Noise

be taken by an approved type of meter set on
response.

Measurements will
he A scale and slow

+ -

(2) Impact or Impulsive Noise Peak sound-pressure levels
will be measured with an instrument having a rise time of 50 micro-
seconds or less (for square waves) and capable of measuring and
displaying the peak sound-pressure level within 1 dB of the true
peak.

C. Sound Surveys. The SSM will provide trained personnel and
equipment for the periodic monitoring of facilities where noise

-

levels could present a hazard to either employees or the pubilc.
In conducting such surveys, special attention will be given to
elements of the MMS's activities that are associated with the
operation of electrical, mechanical, and hydraulic machinery.
Where surveys disclose unusual noise problems, such problems will

be brought to the attention of management.

Date: February 27, 1986 (Release No. 89) 3-9
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Safety and

{

In facilities where noise levels exceed 85 dBA, periodic noise
surveys will be made to determine the exposure of employees and

the public. Records of the initial and the periodic surveys,
together with the recommendations of a qualified industrial
hygienist, will be maintained in the SSM's office.

D. Audiometric Testing. Trained personnel and audiometric
testing equipment will be available for conducting periodic
hearing tests. Each Region will provide the services of a
recognlzed audiologist to serve as a consultant in establlshlng
1ometr1c testlng program and to review
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time they are hired or prior to belnq a551qned to work in these
areas. These employees will be given followup tests, including
an audiogram, at leave every 12 months. The audiogram will be
i by an audlologlst and hearing conservatlon records

for each individual tested
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E. Engineering Control. Whenever the operations permit,
exposures to excessive noise shall be eliminated by either engi-

F. Personal Protective Equipment. 1In areas where exposure
to noise exceeds the allowable sound levels set forth in the
beginning of this section, the following procedures shall be

followed:

—

1 be provided with, and be required

Witltiliy Qiill o LTyl ltcol

(1) Employees will be pro
to wear appropriate ear protection. All such areas w1ll be
prominently posted, stating that ear protection is required and

indicating the maximum exposure time.
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(3) Employees will be given periodic hearing tests as
described in paragraph 3.5D.
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G. Engineering and Design. The SSM will conduct studies
as needed to determine what types of acoustical treatment are
best suited to eliminate unpleasant or harmful noise levels.
The results of these studie w111 be incorporated into the

engineering design as dpp')p iate.

6. Personal Protective Equipment. All employees will be provided
with personal protective equipment and required to wear it, should
this be needed to comply with the requirements of section 1910.132
of OSHA.
A. Functions.
£ 1\ Thcss 1 v - b TNAl Ay o T e A om ~ w o~ om e m % e 3 S o e e - A
\ 1) Lyul pliciic UE-EﬁmLHdLlUU. Maillager 5, bUpELVLbULS, ald
the SSM will identify the hazards to be encountered in each job
situation and the type of personal protective equipment required.

(2) Use. Managers and supervisors will prepare and post

instructions for the use of personal protective equipment., They
will instruct each employop in the proper use and care of all

L personal DIOt@Ctlon eqUIDment ldpntlfled as r(,qUI red tor the
parﬁiculaf job situation. Managers and supervisors will ensure
~amnl i an~a 1+ +tho ramntiramonte Af ciithrmavde 1 AF NACUR

LVl A rQlive witgth LiicT LoYuilLTiiciteo wvi LDUpQaL L L UL Uoilfad e

(3) Assistance. The SSM will review accident reports
to determine compliance with the OSHA requirements for personal
protective equipment. He or she will provide assistance in iden-
tifying jobs requiring equipment and developing specifications in
procuring the equipment reguired.

r
ipment ¢ reve , r
1 report 1in Sectl n 25, Correc thP Actlon Taken or Plann
of Form DI-134, Report of Accident/Incident, the circumstanc
that precluded the use of the necessary personal protective
equipment. Positive statements are required concerning the
existence of written procedures, the instructions given to the
injured employee, and the posting of warning signs.

7. Material Hazards. 1In compliance with the requirement to pro-
vide safe and healthful work conditions for all MMS employees, it
is necessary to identify the hazards associated with the materials
used by MMS employees.
A. Functions.

/i I mMh~a CCM Mhha CQM 313 11 aAcbtakhliah rmrAa~adivraoc amA

\1) L1l o'l e LI ool Willl Toldiulloll pLUCCUULTOS Aallu
nracticec +to encure Fthat the azarde associated with all materi-
HLU\/\—L\/\‘Q i\ L I R R izl LS LIld i 2 o A O LD e LA S S L e e W N e A
als used by MMS employees are identified; advise in establishing
cost-effective methods of protecting employees from the identified
Date: February 27, 1986 (Release No. 89) 3-11
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hazards; audit the management effort to conform with the estab-
lished procedures for identifying and protecting against hazards
to the employees- and provide any available information from the
supplier and/or manufacturer on the hazards for products MMS

employees are using. The SSM will maintain a file of Material
Safety Data Sheets received by MMS for the use of requisitioners
and for the determination of corrective actions.

(2) Managers and Supervisors. Each supervisor will
establish the safeguards needed to protect the employees under
his or her direction from the identified hazards. He or she
will enforce all safety regulations and request assistance fron

PR Ry
w

. - S agna safeguards o
the SSM in determining appropriate cost-effective safeguards when
needed.

B. Procedures. When requisitioning materials for which he
or she does not have hazard data, the responsible supervisor will
request a Material Safety Data Sheet from the SSM.

71\ 1Y 4 ~m MY o o e o 3

(1) Material Safety Data Sheet. The responsible super-
visor will have available at his or her establishment Material
Safety Data Sheets for every hazardous trade-name product;

chemlcal, solvent, cleaner, etc., used in the work under his
or her direction. This information should be kept as part of
the hazardous chemicals and first aid gquide.

{2) Instruction. The responsible supervisor will
instruct all employees in the identified hazards, first-aid
procedures, and emergency procedures for every material hazard
in the establishment and will not permit any emplovee to start

(3) Requ151tlons. The Chief, Procurement and General
Services Division, will establish Service-wide procurement
procedures to notify the SSM when chemicals are identified on
a requisition, so that the necessary data sheet is provided.

8. Transportation of Hazardous Materials. All shipments of
hazardous or potentially hazardous radiological, biological, or
chemical materials will be made in accordance with the following
reqgulations:

The detailed regulations governing the transportation of hazardous
materials are extensive and complex. They cannot be synopsized.
The references must be consulted for specific information.

The regulations may be obtained from the SSM. Changes in these
regulations, in the form of amendments or notices of proposed
rulemaking, as issued by tne Hazardous Materials Regulations

~ ~ ~ Pl ot o P P TN B M o v v e -~ o P - 3 - .
Board of the Department of Transportation, are published in the

o~
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Federal Register. Each Region or affected operating location
should take action to be placed on the mailing list of the Office
of Hazardous Materials, Department of Transportation, Washington,
D.C. 20590.

A MN N 71 I AN~ Roannla+aareg MNMamms T AamY —— 1

A 30 CFR 71 (Nuciear Regulatory Commission)=--prescribes
requirements governing the packaging and shipping of radiocactive
materials.

B. {@_qgg_1037(ﬁqural AY{qt;quéqm{q{gggqg{on)-—prescrlbes
operational requlrements governing the transportation of hazardous
materials by air. (By reference, 1t incorporates the packaging,

labeling, and marking requirements set forth in 49 CFR 171-189.)

C 2Q (CFR

C. 39 CFR 123 (U.S. Postal Service)--prescribes condi-
tions under which certain hazardous material may be mailed.
(Information on mailing radioactive material is found in the
U.S. Postal Service Publication VNo. 6, dat=3 april 1971.)

49 CFR 171-189 (Department of Transportatlon)-—prov1des

D.

ral information and reguiatlons governlng packaging and
- f=

P L

| AR,
Ild

[N TR s o ~Lhc.m o

P R e
ALUOUUS hlst‘leL UV I.d.I._L dHU H.LgUWdy.

S. Coast Guard)--ad

. S s
t by water to the general regulat

D.a
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9, PFirst Aid. First aid training is recognized as essential for
personnel working in the field and desirable for all employees.
The MMS will comply with OSHA standard 1910.151, which requires
first aid training and approved first aid supplies where emer-

gency medical treatment is not readily available. Cardiac

pulmonary resuscitation (CPR) training is recommended as an
extension of first aid training for all employees. Emergency
medical technician training is encouraged for some employees
who are assigned to work parties in desolate areas where rescue
efforts for injured or sick employees may be delayed because of
weather and terrain.

A. Functions.

(1) Managers and Supervisors will ensure that all
requirements of OSHA standard 1910.151 are satisfied. Managers
and sumnervisors will reguire apnpronriate empnlovees to maintain
and supervisors will require appropriate employees to maintain
required certification of first aid training and encourage all
employees to attend first aid and CPR training. They will ensure
that the contents of all first aid kits are approved.
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(2) The SSM will evaluate compliance with this section.
B. Procedures
(1) FEirst Aid Training. All permanent employees assigned to work in a location where

he nearest emergency medical treatment facilities require travel time in excess of 15 minutes will
have a current certificate of first aid training. Certification must be renewed every 3 years.

All employees will be encouraged to attend first aid training and CPR training where available.

(2)  First Aid Kits. First aid kits shall be clearly marked and made readily available to
MMS employees on duty where there is not ready access to emergency medical treatment.
Employees should be made aware of the location of these kits. If there is a reasonable
expectation that employees will be exposed to blood or other potentially infectious materials
while using first aid supplies, employers are required to provide appropriate personal protective
equipment (PPE) as per the provisions of 29 CFR 1910.1030.

(a) First Aid Kit Contents. The following is a list of items that must be included
in any first aid kits. Any additional items must be approved by the area safety officer. Over the
counter oral medications are prohibited (e.g. cough drops, ibuprofen)

ITEM AND MINIMUM SIZE OR VOLUME MINIMUM QUANTITY
Absorbent Compress, 32 sg. in. (No side smaller than 4”) 1

Adhesive Bandages, 1” x 3” 16
Adhesive Tape, 5 yards 1
Antiseptic, 0.5g application 10
Burn Treatment, 0.5g application 6
Medical Exam Gloves 2 pairs
Sterile Pads, 3” x 3” 4
Triangular Bandage, 40” x 40” x 56” 1

(b) Inspection. Inspection of first aid kits will be conducted regularly and at least
once per month. The inspection date will be recorded by the first aid kit custodian. First aid Kits
will be inspected for completeness and condition of contents and replenished as needed.

(3) Emergency Technician Training. It is recommended that selected personnel be
given the opportunity to receive emergency medical technician training if their assignments
include operations in desolate areas where weather or terrain may prevent timely medical
assistance.

(4) Training Programs. Managers will ensure that all appropriate personnel under their
supervision attend Red Cross or other first aid training programs approved by the Regional
Safety Manager. They will select personnel for emergency Medical technician training where
appropriate.

Date: February 7, 2008 (Release No. 89-A) 3-14
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0. Firearms. The nature of MMS field operations is such that
firearms may be needed by employees for protection from hostile
wildlife, for signaling, or for hunting in a survival situation.
However, the handliing of firearms must bhe considered a hazard,

and training and skill in firearm procedures are essential to
reduce the risk of accidents. Prior to being authorized to use a
firearm, an employee must meet the training requirements discussed
later in this section. All MMS firearms and ammunition will be

stored in secure areas and will be issued to employees according
to the procedures in this section.

A. Functions.

(1) Employee. Fach employee who is issued a firearm
must exercise discipline, restraint, and good judgment in its use

and must become thoroughly knowledgeable about its care, use, and
proper maintenance. The employee must attend an approved firearms
training course once every 3 years and accomplish a minimum of two
practice firings prior to the start of each field season.

(2) Responsible Supervisor. It is the duty of the respon-
sible supervisor to issue the "certification of need" memorandum
that will authorize release of a firearm to an employee for firing
practice and for field operations. The responsible suoervisor mus t

L

that the firearm requested is appropriate for the field a551gnment
that the employee has completed the required training and practice
ior to field ooeratlons, and that the employee is capable

he necessary judgment to use firearms safely and
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(3) Firearms Custodian. The firearms custodian wil
ensure that firearms are issued to employees only upon prope
authorization from the responsible supervisor. The firearms
custodian will account and report to the appropriate property
management official on the status and use of all firearms

L I o

and see that all firearms under the control of the MMS are
maintained in good operating condition. A file of all "certi-
fication of need" memorandums will be maintained, and a copy
of each memorandum will be forwarded to the Chief, Procurement
and General Services Division.

(4) MMS Security Officer. The MMS Security Officer will
designate secure storage areas for firearms and ammunition.
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B. Storage of Firearms and Ammunition. All firearms and

ammunition will be stored in a secure area approved by the MMS
Security Officer and will be under the control of a designated

firearms custodian. At the discretion of the responsible
supervisor, firearms to be stored may be tagged for reissue

to specific individuals or may be pooled for reissue to any
qualified employee. Any deviation from storage in a designated
storage area will be granted only by the MMS Security Offic

in response to a memorandum from the responsible supervxsor
which provides justification, weapon description, and storage
area description.

e Temm Y Aer o~ Me A 3 2 4 b o PalV T R (e Sy
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(1) Approved Training Course. Each employee who is to be
issued a firearm is required to attend an approved training course

once every 3 years on the handling and care of the firearm to be
used. A record of successful course completion will be maintained
by the responsible supervisor or his designee.

(2) Firing Practice. Each employee will accomplish two
firing practices prior to starting field work each year. The
firing practices will be accomplished with the kind of firearm
to be used by the employee, and a minimum of 10 rounds of ammuni-

tion will be fired at each practice. The firing practices shall
be done on a firing range. If a firing range is not available,
any substitute location for the firing practice must be approved
by the S8M.

o

of Firearms

-
il

(1) 1Issuance of a Firearm for Firing Practic
employee is to be issued a firearm for the purpose of pract1 ce
firing, the responsible supervisor shall send a memorandum to the
firearms custodian authorizing the issuance of a firearm along
w1th the approprtate property management forms. The memorandum
11 approved empioyees for a L year period. The memo-
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(2) Issuance of a Firearm for Field Use. When an employee
o be issued a firearm for use 1n field operations, the respon-
e superv1so " 17
W

1cat10n of need® memorandum

O
ement forms. T
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and the length of time for which it will be needed. Mo more than 1

week may be allowed at the beginning and end of each certified need
period for transportation to and from the field assignment.

Op
1S m
to vide B 1d hea
glven field a551qnm nts. It is necessary for manaqers to det
the hazards of each field operation in a systematic manner and
establish requirements, procedures, and practices for minimizing
the risks of the identified hazards.
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(1) Manag
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>rs and Supe
requirements of this standard are satisfied. They will require
that a systematic review of all field operations be made by per-
sonnel fully acquainted with the field operations to determine
the hazards likely to cause death or serious injury, and the

l”

appropriate actions to minimize the risks of losses. They will
also require a written set of practices, requirements, and
procedures which are annually reviewed for effectiveness and
initialed by every emplovyee who is assigned to perform the
specific field operation.

(2) Employees will review the established procedures,

practices, and r@qu1rements, and comply with the instructions.
Each employee will report to his or her supervisor any incident

or near-miss incident which could have resulted in death or
serious injury. Each employee will report to his or her
supervisor any deficiency in training, certification, physical
fitness, etc., which has been established to minimize the risks
of losses.

(3) The SSM will provide technical assistance for the
analysis and for the minimization of risks. He or she will
annually review all established field operations guides and
verify that they are current. The SSM will also maintain
adequate records to insure timely training for all employees
assigned to field operations.

B. Requirements,

(1) Each organization which assigns personnel to field
operations will generate adequate written procedures, practices,
and requirements to provide personnel with the guidance needed
to minimize the risks of death or serious injury while performing
the assigned field operations. The field operational gquide will
establish procedures, practices, and requirements for:

Date: February 27, 1986 (Release No. 89) 3-17
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(a) Training. The training required for minimizing
risks will be specified for each field assignment. These will,
for example, include where appropriate, defensive driving, first
aid, boat operations, survival, helicopter operations, firearms,

r
explosive handling, emergency equipment, traffic flagman, etc.

(b) Personal Protective Equipment. The personal

protective equipment will be ‘specified for the field operations.
These may include, as appropriate, safety shoes, safety glasses,
hard hats, gloves, personal flotation devices, traffic vests,
special winter clothes, hip boots, rainwear, fire resistant
clothing, etc.

(c) Communication Requirements. The need and
method of maintaining contact with an employee who is working
alone or several who are worklng in isolation will be defined.

The contact procedure should provide the supervisor with dally
or more frequent assurance that the employee's whereabouts is
positively known to avoid the possibility that timely rescue

efforts are not initiated for an injured employee.

(d) Animal Hazards. Field o

(d) Animal Hazard perational gui
provide data to minimize the risks of animals likely to be
eacountered during the field operations including, snakes, wasps,

spiders, bears, deer, bulls, etc.

(e) hqu1pment Required. Field operational guides
will provide data on the equipment required to minimize hazards
associated with the field operations such as, traffic warning
devices, first aid kits, survival gear, flares, etc.

(£) Emergency Procedures. Field operations guides
will provide data on the procedures which could reduce the losses
from an accident such as local ambulance services, radio distress
signals, elapsed reporting time, search procedures, local rescue
squads, local sheriff offices, etc.

12. Hazardous Waste Management. The MMS will conduct all opera-
tions in a manner which will safeguard the environment, property,

and well-being of people. An important function is the appropriate
management of hazardous waste. The criteria for waste management

has been established by the Environmental Protection Agency and State
and local laws. The MMS will conform to these regulations for the

protecticon of the env

[

ronment, property, and well being of people.

A. Functlons.

(1) Supervisors will protect the environment, property,

and the well-being of employees from the deleterious effects of
hazardous materials and will apply the guidelines of this section
to all operations under their direction.
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Managers must identify and provide needed training,
procedures, budget, and job assignments to comply
management guidelines established in
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(3) The SSM will provide technical guidance and assist-
ance for the 1mplementat10n and administration of hazardous waste
management procedures which conform to the guidelines in this
section. The SSM will promulgate hazardous waste management
guidelines, provide technical guidance and assistance for the
implementation of programs, and evaluate the effectiveness of al

N 4
MMS hazardous waste programs.

et

The Chief, Procurement and General Services D
programs, operational budgets, and the admini
Service Hazardous Waste Management Program.

(4) Chief, Procurement and General

on will approve
ration of the

B. Requirements.
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(a) Disposal of all chemical wastes will be in a
manner consistent with Federal, State, and local laws and regqula-
tions, water and air pollution as well as waste disposal. All
wastes as defined in 40 CFR 261, subpart C, as corrosive, reactive,
and toxic will be disposed of on ap roved was te dlsposal
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(b) All materials classified as hazardous wastes
according to 40 CFR 261.33(c) or subpart C will ke collected in
appropriate containers. The container shall be clearly marked
specifying the hazardous material it contains.
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(d) All permits required, records of disposal, and
reporting will be accomplished as specified in 40 CFR 262-265.

(2) Evaluation.
(a) All facilities will be reviewed quarterly to
ensure effective compliance with the hazardous materials waste
management program requirements.
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(b) The S5SM will review all facilities to ascertain
that no hazardous wastes are being disposed of in a manner which
does not comply with the established Environmental Protection
Agency, Nuclear Regulatory Commission, or other applicable
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waste management program for effectiveness and adeguacy.

0

The SSM will regularly review the MMS hazardous

13. Facility Safety Standards. All buildings owned or operated

by the MMS will be constructed and maintained in accordance
with sazety rules and regulations in the form of codes (see
: P n ns '

}

o U PR R —~ - Lo e A laYeala i\ ~ L - P RO RO - | — - - 33 L2
PdengpH B OL Lills Ciiapiern) o UornA bulallddalds, 4dna dfly adului
safeauards nirad tn adeanately nrotoect nNeocninante nronartu

egu asS rea to ageguately pretecCt occupants, prepercy,

A. runctlons.

(1) Service Safety Manager. The SSM conducts surveys to
evaluate conformance with the safety program and to determine the
classification of occupancy applicable to each facility. BHe or
cha Aartorminace +ha aAdAA37+1AAnal cafamiarAe vyamriir raA
D LI UT LT L1111 <O il GQuu L e ivuiiqa o ou..\_l:\_juaj.uo LC\.ju.LLCu'

(2) Chief, Procurement and General Services Division.

The Chief operates a program for compliance with applicable codes
in existing buildings, new construction and modifications, and

in acquisition of leased space, and with the SSM determines the
classification of occupancy applicable to each MMS-occupied

\__,:13_'_4_

building.

(3) Collateral Duty Safety Officer IS f
conduct surveys as needed to evaluate compliance with applicable
codes and safety requirements in all MMS- occupled space within
thelr areas of jurisdiction and prepare recommendations for the
SSM regarding any deviations from applicable codes, established

safety requirements, or permissible occupancy.
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(4) Managers and Supervisors. Managers and supervisors
reagularly insnect or cainice to be ingnected hv trained nersonnel
regularly inspect or cause to be inspected by trained personnel
all facilities where personnel under their supervision are
assigned to work. They also initiate corrective action for
all identified substandard conditions.

B. Requirements.
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(i) odil€etly Law. All MMO raciillicies wiiil COonrorm ac adil
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OSHA is not optional and requires careful attention to all
requirements. The OSHA standards are published in 29 CFR 1°10.
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B8 %A 2O 0 4o

(2) Building Codes. The applicable building codes will

be:

National Building Code

American Insurance Association

85 John Street

New York, New York 10038
GSA criteria contained in 42 USC 4151; 41 CFR 101-17.17; and
PBS P 5920.9, Building Fire Safety Criteria, will apply when
GSA 1s the leasing agent.

(3) Fire Code. The applicable fire code will be:

National Fire Codes

National Fire Protection Association

60 Batterymarch Street

Boston, Massachusetts 02110
{(NOTE: NFPA 101, Life Safety Code, is a part of the National
Fire Codes and is especially significant.)

(4) Related Codes and Requirements.

(a) Boiler and Pressure Vessel Code
American Society of Mechanical Engineers, Inc.
345 East 47th Street
New York, New York 10017

(b) Public Law 90-480, M

akin
Facilities Accessible to, and Usable by, t
Handicapped.

(c) ANSI Al7.1 1965, National Elevator Code.
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C. Limitations. ©No "old law" or retroactive exclusion:
any code provisions shall operate to reduce safety reguirements
for existing structures below the requirements of new ‘construction.
In instances where it is not feasible for MMS to meet the provi-

ns of this section, the Assistant Director for Administration
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Chapter 3
Chapter 3
Appendix 1
Accident Preventability Criteria Guide
1. 1Introduction. It is impossible to describe in detail the
many ways a driver might have prevented an accident for which he
is not primarily or legally responsible. The paragraphs of this
guide highlight the most frequent occurrences based on past deci-
sions of Accident Review Committees used for professional drivers.

2. Definition. The following definition of defensive driving
should be applied to all accidents: A "defensive driver" is one

wno commlts no drivin g errors hlmselt and makes allowances for the
of the other fellow.
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drlvers. By being alert to acc1dent produ ng i
recognlzes the need for preventive action in advance and takes

the necessary precaution to prevent the accident. As a "defen-
sive drlver," he knows when it is necessary to slow down, stop,

or y1€J_G his rlgnt of way to avoid involvement.
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a. Defensive Driving. The concept of defensive driving is
"driving to avoid accidents in spite of the wrong actions of the
other drivers or adverse driving conditions."

b. Personal Vehicles. When an employee is authorized to
operate his or her own vehicle on official Government business,
accidents sustained by the employee must be treated in the same
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Cc. Witness Statements. Both drivers often could have acted
to prevent the accident. 1If the other driver admits he was at
fault, it usuvally only means that he sees how he contributed to
the situation. Admission of being at fault by the other driver,

a record of the other driver's being cited for a traffic viola-
tion, and witness or police statements of exoneration for the
Government driver are not, in themselves, conclusive evidence to
adiudge an accident "nonpreventable." Statements of exoneration
are generally based on legal responsibility without respect to

the definition of preventability. Conseqguently, a study must be
made of the accident to determine whether the employee failed to
do everything reasonable to prevent the accident.

3. Preventability Consideration. Accidents involve so many
different factors that it is impractical to set hard and fast
rules to classify them as preventable or nonpreventable. The
following paragraphs are a guide in determining the prevent-
ability of accidents. Unless the accident data indicate that
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the employee in question could not have avoided involvement by
reasonable defensive driving practices, the types of accidents
described in this section will be regarded as preventable.

a. Intersections. It is the responsibility of all drivers
to approach, enter, and cross intersections prepared to avoid
accidents that might occur through the action of other drivers.
Complex traffic movement, blind intersections, or failure of the
other driver to conform to law or obey traffic control devices
will not automatically classify an accident as "not preventable."
Intersection accidents may occur even though the driver has not
violated traffic regulations, and such accidents are preventable.
The driver's failure to take precautionary measures before
entering the intersection is a factor to be studied in making a
classification. When a driver crosses an intersection and the
obvious actions of the other driver indicate possible involvement
either by reason of excess speed, crossing a lane in turning, or
coming from behind a blind spot, the resulting accident should be
classified as "preventable."

b. Backing. Practically all backing accidents are preventable.
A driver is not relieved of responsibility to back safely when a
guide is involved in the maneuver. A driver must check all condi-
tions for himself before backing.

c. Front-End Collisions. Regardless of the abrupt or unex-
pected stop of the vehicle ahead, a driver can prevent accidents
by maintaining a safe following distance at all times. This
includes being prepared for possible obstructions on the highway,
either in plain view or hidden by the crest of a hill or the
curve of a roadway. Overdriving headlights at night is a common
cause of front-end collisions. Night speed should not exceed the
speed that will permit the vehicle to come to a stop within the
forward distance illuminated by the vehicle's headlights.

d. Rear-End Collisions. Investigation will often disclose
that a driver risked being struck from behind by failing to main-
tain a margin of safety in his or her own following distance.
Rear-end collisions preceded by a rollback or an abrupt stop at
a grade crossing when a traffic signal changes or when a driver
fails to signal a turn at an intersection should be charged
preventable. Failure to signal intentions or to slow down
gradually should be considered preventable. PFailure to
encourage the tailgater to pass can result in a preventable
accident.

23
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e. Passing. Failure to pass safely indicates faulty judgment
and the possible failure to consider one or more of the important
factors a driver must observe before attempting the manuever.
Unusual actions of the driver being passed or of concoming traffic
might appear to exonerate a driver involved in a passing accident.
However, the entire passing maneuver is voluntary and is the
driver's responsibility.

f. Being Passed. Sideswipes and cutoffs nvolv1ng a driver
while being passed are preventable when the driver fails to vield
to the passing vehicle by slowing down or moving to the ig:t
where possible.

g. Lane Encroachment. A safe driver is rarely a victim of

entrapment by another driver when changing lanes. Similarly,
entrapment in merging traffic is an indication of unwillingness
to yield to other vehicles or to wait for a break in traffic.

Blind spots are not valid excuses for lane-encroachment accidents.
Drivers must make extra allowances to protect themselves in areas
of limited sight distances. Squeeze plays causing involvement
with parked cars, pillars, and other road structures can be
prevented by dropping back when it is apparent that the other
driver is forcing the issue or contesting a common portion of the
road.

h. Grade Crossing. The driver is responsible for preventing
collisions with fixed rail vehicles, such as trains, occurring at
grade crossing, in traffic, in a rail yard switch area, or on
private property. Inoperative signals or obstructed views do not
relieve the driver of responsibility to drive in a defensive
manner.

i. Opposing Vehicles. The defensive driving course involves
techniques for preventing head-on collisions or sideswipe acci-
dents with a vehicle approaching from the opposite direction.
Even though an opposing vehicle enters a driver's traffic lane,
it may be possible for the driver to aveid the collision. For
example, if the opposing vehicle was in a passing maneuver and
the driver failed to slow down, stop, or move to the right to

allow the vehicle to reenter his own lane, he or she has failed
to take action to prevent the accident.

j. Turning. Turning movements, like passing maneuvers,
require care by a driver. Squeeze plays at left or right turns
involving other vehicles, scooters, bicycles, or pedestrians are
the responsibility of the driver making the turn. Failure to

signal, to properly position the vehicle for the turn, to check
the rearview mirrors, to check pedestrian lanes, or to take any
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(Continued)
other defensive action should be considered. Sudden turns by
other drivers are expected by defensive drivers. Collisions
resulting from a U-turn are preventable.

k. Passenger Accidents. Passenger accidents in any type of
vehicle are preventable when they are caused by faulty operation
of the vehicle. Even though the incident did not involve a col-
lision of the vehicle, it must be considered preventable when a
driver stops, turns, or accelerates abruptly.

—

Pedestria

3
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-
generally favor the pede . mo g vehicle. Unusual
pedestrian routes such as attempts to cross a street at mldblock
or emergence from between parked vehicles do not necessarily
relieve a driver from taking orecautions to prevent such
accidents i
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and other areas w1th spec1 al n trafflc must be traveled
at reduced speeds appropriate for the particular situation.
Bicycles, motor scooters, and similar equipment are generally
operated by young and inexperienced operators. The driver who
fails to reduce speed when this type of equipment is operated

T @
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within his or her distance has failed to take the necessary
precautions to prevent an accident.

m. Weather. Adverse weather conditions are not a wvalid
excuse for an accident. Rain, snow, fog, sleet, or icy pavements
have never caused an accident. These conditions merely increase
the hazards of driving. Failure to adjust driving when necessary,
prevailing weather conditions, or to stop driving when necessary
should be cause for judging an accident preventable. Failure to

use such safety devices as skid chains, sanders, etc., should be
cause for a "preventable" decision when it is reasonable to expect
the driver to use such devices.

n. Alley, Driveways, and Plant Entrances. The prevention
of accidents involving traffic originating from alleys, driveways,
plant entrances, and other special 1ntersect1ng locations requires
special care from a driver. Failure to slow down, to sound a
warning, or to yield to the other driver can be considered cause
to classify such an accident as preventable.

o. Fixed Objects. Collisions with fixed objects are
preventable. They usually involve failure to check or properly

judge clearances. New routes, strange delivery points, resurfaced
pavements under viaducts, inclined entrances to docks, marquees
projecting over traveled sections of road, and similar situations
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are not, in themselves, valid reasons for an accident. A driver
must be constantly on the lockout for such conditions to avoid
accidents.
p. Parking. Accidents involving unconventional parking
locations, including double parking, failure to put out warning
devices, etc., are generally preventable. Rollaway accidents

from a parked car position normally should be classified as
preventable. This includes unauthorized entry into an unlocked,
unattended vehicle and/or failure to properly lock back wheels

+rrrard +ha ~nrrh ot T ~1 A

4 35 1
or to turn wheels toward the curb to prevent venicle movem nent.

q. Mechanical Failure. Any accident caused by mechanical
failure that reasonably could have been detected by the driver
but went unheeded should be classified as preventable. It is the
driver's responsibility to report unsafe vehicle conditions for
repairs and to obtain immediate repairs where continued operation
might result in an accident. When mechanical difficulties occur
unexpectedly during a trip and the driver, on discovery, fails

o A~ A a1 +h A Srvvva v Armavrasmr~er 4 e bamssmdd ~en =~ 4+ A~
LU \,ILC\.I\ Wi Ul L.llc DUPCL V.!.bU.L LoukL Clllcl'ﬁcllby JIilDLL UL LlLIOUlS, Lile
resulting accident is preventable. An accident caused by

mechanical failure that results from abusive driving should be
considered preventable.

r. Noncollision. Many accidents, such as overturning,
jackknifing, or running off the road may result from emergency
action by the driver to prevent a collision. Examination of
driving practice prior to the incident may reveal speed too fast
for conditions. The driver's actions prior to involvement should

be examined for possible errors or lack of defensive driving

practices.

s. Miscellaneous. Damage to the vehicle, cargo, or other
property due to projecting loads, loose objects falling from a
vehicle, loose tarpaulins or chains, doors opening, etc., is
classified as preventable when the driver's action or failure to
secure objects is evidenced. Cargo damage resulting from unsafe
vehicle operation is preventable.
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Appendix 1
SAFETY FILMS
The safety films listed below are available for use by MMS.
Supervisors are encouraged to use these films to aid in their
programs to reduce motor vehicle losses, increase operator's

skills where formal courses

refresher on first aid prior to field season,

provide a brief
and promote a

are not available,

greater concern for minimizing losses.

1. Procedure. The films can be borrowed by contacting:
Carvy o :-F +vv Manacaoar
L S S A S T ) Wl o \-1 llullugcl.
Minerals Management Service
12203 Sunrise Valley Drive
Reston, Virginia 22091
(703) 435-6221 or FTS 933-6221
2. Films.
Backfire
15 minutes, color
Film on the prevention of back injury.
Anatomy of a Fall
15 minutes, color
Film on slip and fall prevention.
Room to Live
30 minutes, color
Outstanding film on seatbelt use.
Seconds to Live
30 minutes, color
Film on driving.
Arrdmn M3 arn Ider Tt o § vn Tl =+ o emam s
nu vy P R B -4 LiXULUP.Ld. 11 18, wila u IldPPCllb.
12 minutes, color
Describes this major hazard of driving in the rain.
Provides information to avoid this hazard.
Small Craft Safety
17 minutes, color
Conveys the message of safety around small boats
(rowboats, canoces, and sailboats). The film portrays proper
boarding techniques and the necessity for, and use of, life
preservers; procedures for changing seats; actions to take if
the boat capsizes; rescue operations from a boat for one who

has fallen into the water:

and emergency life-saving techniques.

-
o+

[\S]



Falls Are No Fun
11 minutes, 1l6émm, black and white, sound
The film takes an amusing cartoon character through a
series of situations that point out the kind of falls that can
happen. After each mishap, the little fellow learns how the fall
could have been avoided
Down At The Office
10 minutes, 16mm, black and white, sound
The film demonstrates to a secretary and her boss how
some very minor things can cause some really serious falls. The
film stresses the importance of good housekeeping and picking up
even such a seemingly harmless thing as a paper clip.
Safety Through Seat Belts
12 minutes, 16mm, black and white
Shows controlled tests of seat belts and presents graphic
proof of the effectiveness of belts in preventing or minimizing
injuries.

Intersection Collisions
8 minutes, lémm, color, sound
Shows a series of controlled collisions at intersections,
tilizing life~size manikins inside the vehicle. The results and
ffects are vividly portrayed. The film is based on research by
Institute of Transportation and Traffic Engineering.

u
e
t}

o

n

Le

ave Y
10 minutes, 16mm color, sou
The film stresses how to anticipate the mistakes other
drivers might make and how to provide a way out of traffic traps.

The film is based on the Smith system of no-accident driving.

Winter Driving
24 minutes, 16mm color, sound
This motion picture, filmed at the National Safety
Council's Winter Driving Course, illustrates preparation for, and
hazards associated with, winter driving. Cars are braked, turned,

and skidded on ice and snow to demonstrate proper steerlng and how
to decelerate under these conditions. The value of chains is also
impressively demonstrated.

First Aid Now
25 minutes, color
A refresher program on the four basic problems: breathin
bleeding, broken bones, and burns.
Date: February 27, 1986 (Release No. 89) 4-3
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You and Office Safety
15 minutes, color
This film shows typical office procedures that create
This is a very well done amusing presentation prepared by

hazards.
Xerox.

Driving the Expressways
10 minutes, color
Describes the hazards of high-speed expressway driving.

Mystery Crash
10 minutes, color
Presents a story about one-vehicle crashes that often

happen without apparent reason.

Who's To Blame
10 minutes, color
One of six films dealing with defensive driving. This

film explains the concepts of defensive driving.

The Car Ahead
10 minutes, color
How to cope with the tailgater.

The Head-on Crash

10 minutes, color
Deals with the most dangerous of collisions--one with

an on—~coming vehicle.

The Crossroads Crash
10 minutes, color
Discusses intersection crashes.

Passing--and Being Passed

10 minutes, color
Discusses the hazards in these routine maneuvers.

Rescue Breathing
22 minutes, l16mm, black and white, sound
Introduces the rescue breathing method of reviving
victims of suffocation. Explains with laboratory experiments
the superiority of the mouth-to-mouth or nose-to-nose breathing
technique over manual methods of artificial respiration.

Date: February 27, 1986 (Release No. 89) 4-4
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OSHA Cases and Citations
30 minutes, color
An interesting presentation of the mandatory aspects
of safety under the Occupational Safety and Health Act (OSHA).
Shows a courtroom background for describing a company's respon-
sibility for providing for employee protection and enforcing
safety regulations.

Bend Your Knees

22 minutes, 16mm, color

This motivational film on lifting will prove to bhe a
classic for its contribution to the prevention of crippling back
injuries in the work environment. It is designed for a total
work force audience. It features Leonard Ring of Auckland,
New Zealand, an international authority on manual lifting and
the prevention of back injuries and one of the world's great
safety communicators. His highly interesting narrative is
constantly highlighted by a humor that is immediately appre-
ciated by an audience. Mr. Ring's basic message is to get
everyone learning to bend their knees whether they bend to
pick up 50 pounds or a piece of paper.

The Double-Edged Sword

23 minutes, 1lé6mm, color

This film in documentary format emphasizes that the
individual user of analytical X-ray equipment has the most
control over his own safety; he must learn to recognize
hazardous situations and take appropriate action. Accident
victims are interviewed, safety procedures are shown, and the
role of Federal, State, and local officials is discussed. The
movie is especially recommended for indoctrinating new users
of diffraction and spectographic equipment.

Using Fire Extinguishers--The Right Way

13 minutes, lémm, color, sound

This film explains, step-by-step, how to use extin-
guishers in offices, homes, factories, schools, nursing homes,
and hospitals. Briefly and clearly, it explains the principles
behind A-, B-, and C-type portable fire extinguishers and how
they suppress all types of fires. It emphasizes the importance
of knowing--before an emergency--where extinguishers are located
and the reading of operating instructions. It stresses extin-
guisher maintenance and the need to "sound the alarm" before
fighting the fire. It tells which fires not to fight. Filmed
under the direction of NFPA's technical staff, this film has
easy~-to-grasp life- and property-saving lessons for everyone.

Date: February 27, 1986 (Release No. 89) 4-5
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CHAPTER 5. AWARDS PROGRAM

Awards. It is the Minerals Management Service's (MMS's)

1.

oojectlve to provide award programs for the recognition and
stimulation of safe*y efforts. The MMS will utilize all of the
Department's Safety Awards as well as those necessary to aid
specific MMS safety efforts.

A. Functions. The Service Safety Manager (SSM) will develop,

promote, and administer an awards program for loss prevention
recognition.

~ra~

=«
cy
MS

T4

(1) The Department Safety Council Award of Merit.

(a) Eligibility. This award is given by the
Department Safety Council when, in its ooinion, an indiviauai,
group, or abLlVlLy has chLULmeu Uutbtdﬂolng services or attained
achievements of unusual value toward the Department's effort to

reduce all kinds of accidents.

(b) Procedugeg.

(i) Any employee can submit a letter of recom-
mendation for the Department Safety Council's attention. The
letter of recommendation is to be sent to the MMS Safety Manager
through appropriate channels.

(ii) The MMS Safety Manager will review and act

on all recommendations received. Favorable consideration will
result in the endorsed recommendation being transmitted to the
Department Safety Council for approval and preparation of the
award.

(c) Award. The award consists of a scroll signed

by the Assistant Secretary for Policy, Budget, and Administration
and the Chief, Department Safety Management.

(2) Safe Driver Award Plan.
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{taj LLlIYilLDLILiIlYy. ally uLivcoclr wilio iias Luoliplolicu
100,000 miles of work-related driving without a preventable motor
vehicle accident is eligible.

(b) Procedure. Any supervisor can submit a nominee
or this award with a certification that the nominee has qualified.
he nominations will be submitted to the SSM for consideration and
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(c) Award. The award consists of an appropriate

letter and a departmental certificate to the driver.

(3) Safety Management Award.
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(a) Defir e award is gr
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Bureau-level recognition of the achievements of
contractors in the field of safety management.
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(b) Eligibility. Any individual or contractor that
makes a notable contribution to MMS safety management efforts is
eligible ividuals need not be employees of MMS, but their

div
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butions must directly bhenefit MMS.

(c) Nature of Service for Which Awards May be Made.
Awards will be made for noteworthy achievements in safety manage-
ment. Among the achievements to be evaluated are the following:

(i) Providing publicity for safety goals and

(ii) Periodic presentations of job-hazard infor-
mation to employee assemblies.

(iii) Periodic presentations of general safety
data or film shows.
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(v) Use of formal educational opportunities for
safety training.

(vi) Safety awareness efforts.

(vii) Organizing or
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concurrence prior to submittal of the nomin
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the Chief, Procurement and General Services D
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ef citation signed by the Director.
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(f) Presentation of Award. Presentation is made at
an appropriate ceremony by an official of MMS.

(g) Monetary Award. The SSM and the Chief,
Procurement and General Services Division will review all awards

made to employees during the fiscal year and, based on their
determination of relative value to the MMS safety effort, will
award to selected certificate recipients cash awards in $25
increments not to exceed $500 for a single award.

(h) Report. A report on the recipients of all
awards will be made to the Incentive Awards Committee by June 30

each year.
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