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                                           NTCGLAKESINST 5100.8HPRIVATE 

                                           N33

                                           28 April 1997

NTC GREAT LAKES (COMPLEX2) INSTRUCTION 5100.8H
Subj:  NAVY OCCUPATIONAL SAFETY AND HEALTH (NAVOSH) PROGRAM

Ref:   (a) Occupational Safety and Health Act of 1970

       (b) Executive Order 12196 of 26 February 1980

       (c) 29 CFR Part 1960

       (d) SECNAVINST 5100.10G

       (e) OPNAVINST 5100.8G

       (f) OPNAVINST 5100.23D

       (g) OPNAVINST 5102.1C

       (h) DODINST 6055.1

       (i) CNETINST 5100.2F

       (j) OPNAVINST 5100.25A

       (k) OPNAVINST 5100.12F

       (l) OPNAVINST 5100.19C

Encl:  (1) OSH Instructions/Programs

       (2) OSH Policy Council

       (3) Back Injury Prevention Program

       (4) Navy Employee Reports of Unsafe/Unhealthful Working                Conditions

       (5) Occupational Safety and Health Training Requirements

           Plan

       (6) Supervisor's Report of Injury

1.  Purpose.  To establish policy, responsibilities, functions and procedures for the Navy Occupational Safety and Health (NAVOSH) Program and provide/maintain a safe workplace and healthy environment for all personnel working and living within Naval Training Center (NTC) Great Lakes (complex2).

2.  Cancellation.  NTCGLAKESINST 5100.8G.  This instruction has been substantially revised and should be reviewed in its entirety.

3.  Goals and Objectives.  


a.  The Occupational Safety and Health (OSH) Program goal is to minimize mishap experience through the maintenance of safe and healthful work environments, as well as employee awareness, participation and educational programs.


b.  The major objective is to bring all applicable sub-programs on line and managed in an effective manner that manifests command goals.  Program performance will be measured via upper echelon inspections.

4.  Applicability.  This instruction applies to NTC Great Lakes Complex2.  The OSH Program shall be enforced at all levels of command, for all military and civilian personnel.

5.  Background.  References (a) through (l) specify the need and requirements for employers to provide a safe and healthful employee working environment.  To meet the requirements listed in Section 19 of reference (a), each Federal agency was directed by reference (b) to establish and maintain an OSH program.

6.  Policy.


a.  It is the policy of the Commander, NTC, to institute and keep an effective and comprehensive OSH Program consistent with references (a) through (l).  The achievement of this goal is through total quality leadership and requires the efforts of the entire NTC community.


b.  NAVOSH Standards, records of safety inspections, and       R)

 various documentation on the command's OSH Program are available in the NTC Safety Office, Building 3400, Room 230.


c.  To provide the fleet with a more shipboard ready Sailor, reference (l) requirements should be applied where feasible in classrooms and buildings where students/recruits are present.  Barracks are exempt from this requirement.  Commanding Officers of tenant/component activities must establish written guidelines detailing those locations and/or circumstances where shipboard safety standards are to be utilized.

7.  Responsibilities.  


a.  The OSH Program is a primary responsibility of the command, with program administration through the chain of command.


b.  The NTC Safety Manager is responsible for administration and oversight of the NAVOSH Program and is on the immediate staff of the Commander, NTC.  The Safety Manager serves in an advisory capacity on OSH matters to the Commanding Officers.


c.  Line managers and supervisors are responsible for safe, healthful operations and working conditions in their area of responsibility.

8.  Action.


a.  This instruction is effective upon distribution.  All levels of command shall put into effect and keep the OSH Program in compliance with instructions and programs described in enclosures (1) through (6), and, along with all nationally recognized consensus standards.  All commands will conform with policy, procedures, actions and guidance specified in this instruction and references (a) through (l).
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b.  Commanding Officers, Officers-in-Charge, Directors of component/tenant activities and NTC Simplex Assistant Chiefs of Staff and Department Heads shall appoint in writing a primary and alternate safety representative to administer the OSH Program at their activity, with a copy to the NTC Safety Office.

9.  Forms Availability.  OPNAV Form 5100/11, Navy Employee Report of Unsafe or Unhealthful Working Condition is available on all official bulletin boards throughout NTC workplaces and from the NTC Safety Manager.  OPNAV Form 5100/12, NAVOSH Deficiency 

Notice, is issued by the NTC Safety Office.  NTCGL Form 5100/13     R)

and  NTCGL Form 5100/14 (Rev. 3/97) is available at the NTC Safety Office.  All forms may be reproduced locally.

                                    /S/







  C. B. MARTIN







  Chief of Staff, Operations

Distribution:

NTCGLAKESINST 5216.5M

Lists I, II (Case B), III-A, B & C (4 only)
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OCCUPATIONAL SAFETY AND HEALTH INSTRUCTIONS/PROGRAMS


(BRIEF DESCRIPTIONS)

A.  Asbestos Program:

The objective of this program is to provide guidance for controlling or eliminating the exposure of Navy personnel to asbestos during the use, removal and disposal of asbestos materials.

Navy policy mandates elimination of asbestos exposure by substitution with non-asbestos materials, and where this is not possible, through the use of engineering controls, administrative controls and respiratory protection equipment.

Amplifying guidance is provided in Chapter 17 of OPNAVINST 5100.23D and NTCGLAKESINST 5100.2.

B.  Awards for Achievement in Safety Ashore:

It is the policy of the Department of the Navy to encourage military personnel and civilian employees to apply safe working practices in their daily operations.  To stimulate interest in accident prevention, a Safety Awards Program was developed to provide official recognition of commendable safety performance attained by individuals and groups.

The Safety Award Program is outlined in NTCGLAKESINST 5100.20B.     R)

C.  Cardiopulmonary Resuscitation (CPR) Training Program.

The ABC's (Airway, Breathing and Circulation) of basic life support does save lives.  Many victims who die as a result of heart attack or other accidental causes, such as drowning, electrocution, suffocation, drug intoxication, airway obstruction or automobile accident, could be saved by the prompt and proper  application of CPR.  The American Heart Association estimates that over 513,000 individuals nationwide (13,000 per year in the Chicago area) die from heart attacks alone each year.  Over half of these deaths occur outside hospitals.  Cardiopulmonary resuscitation, when applied promptly before advance life support systems arrive, can prevent many of these deaths.  The alert and properly trained response to these medical emergencies may be as simple as maintaining an open airway.  As many people as possible should be trained to rapidly recognize and initiate appropriate treatment for cardiopulmonary crisis.

NTCGLAKESINST 5100.24C addresses this program.

D.  Cold Weather:

Winter season in the Great Lakes area provides severe weather 

conditions capable of disrupting normal operations.  Both the      

                                                         Encl (1)

predictability and regularity of heavy snowfalls and extremely     cold weather allow ample time to implement sound contingency plans with minimal disruption and danger to our people.  Extreme weather conditions may produce snowfall accumulations that surpass Naval Training Center (NTC), Great Lakes' normal capacity for removal.  Such periods of "Snow Emergency" may necessitate modification to normal operations and limit work attendance to designated key persons at critical activities.  The combination of wind and freezing temperatures causes wind chills with grave effects on humans, especially unprotected individuals involved in outside activities or duties.

NTCGLAKESINST 3141.2C addresses winter storm response and cold weather protective measures.

E.  Electrical Safety:

Most electrical accidents are a direct result of poor installation, material deterioration and unfamiliarity with safe electrical principles resulting in the use of unsafe equipment or improper use of equipment ordinarily safe to use.  To correct this situation, a command supported electrical safety program has been established and is outlined in NTCGLAKESINST 5100.30B.

F.  Equipment Lockout/Tag-out Procedures:

Equipment Lockout/Tag-Out Procedures are used to prevent improper operation within a system or sub-system to ensure maximum protection of personnel and equipment.

NTCGLAKESINST 5100.32A details these procedures.

G.  Gas Free Engineering Program:

Confined space operations involve many variables and combinations of hazardous circumstances which can contribute to poisoning, suffocating, fire or explosion hazards resulting in fatal or serious injury.  Hence, hazardous conditions which can cause person(s) to be poisoned or suffocated or can cause materials to burn or explode during confined space operations must be controlled and/or eliminated.

This program is outlined in NTCGLAKESINST 5100.18E.

H.  Hazardous Material Control and Management Program:

This program is a Navy wide program to assure the safe control of hazardous materials during procurement, acquisition, storage, distribution and use.  Control of hazardous material is a 

function of all commands.  It is the policy of the Commander, 

Naval Training Center, that hazardous materials be managed and controlled from acquisition through disposal.  Programs for the safe use of hazardous materials shall be developed at the command level.
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For additional information, consult NTCGLAKESINST 5100.17E.

I.  Inspection and Abatement Program:

Each activity shall develop and maintain a program for the identification and abatement of unsafe or unhealthful workplace conditions and operations.  Safety and health professionals meeting the qualifications of reference (f) are authorized to conduct announced or unannounced inspections.  The NTC Safety Manager will determine the frequency of inspections and surveys in work areas.

Deficiencies cited shall be transcribed on OPNAV Form 5100/12.  Deficiency notices with Risk Assessment Codes of 1, 2, or 3 shall be posted in the immediate area of the hazard until it is abated.  The deficiency notice will serve as warning to personnel of unsafe or unhealthful working conditions with interim measures taken to correct the deficiency.  Upon deficiency abatement, OPNAV Form 5100/12 shall be annotated with cost data and abatement action.

Detailed guidance concerning OSH inspection and abatement programs is contained in Chapters 9 and 12 of OPNAVINST 5100.23D.

J.  Mishap Investigation and Reporting:

The Navy documents the expenditure of millions of dollars each year on accidental damage, fatalities, injuries, and occupational illnesses.  Most of those mishaps seriously degrade operational readiness and waste tax dollars.  Hazard awareness and mishap prevention are largely dependent on mishap investigations and reports aimed at how and why the mishaps happened.  ALL mishaps must be investigated.  Enclosure (6) or a locally generated form with same information may be used by the supervisor to document the investigation.

In a command with a full-time Safety Officer, that person or        R)

qualified members of their staff should conduct the investigation.  The supervisor or leading petty officer may assist or, in some cases conduct the investigation.  The Safety Officer will have the major role in reviewing mishap reports for adequacy, thoroughness, and most critical of all, identifying and implementing corrective measures.  Submit enclosure (6) to the 

NTC Safety Office as injuries are reported.  The situation may arise, particularly in the case of civilian employees, where the supervisor's participation in the safety investigation would inhibit appropriate disciplinary action due to the privileged

nature of mishap investigations.  In these cases, the activity safety office should be tasked to conduct the safety investigation.  Regardless of whom actually performs the investigation, the supervisor/leading petty officer shall be informed of the findings.  This information will be used only for future mishap prevention efforts.  The investigator must complete  
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a written report with actual findings and recommendations for specific corrective action to prevent recurrence.

Lost time mishaps shall be reviewed with cognizant first line supervision and/or the next level of management.  At a minimum, Commanding Officers shall specifically involve themselves in the review of all mishaps with five or more lost workdays.  The object of the review is to determine compliance with and adequacy of established NAVOSH standards and procedures, identify the underlying case(s) of the mishap and take corrective action to prevent recurrence.  The review should involve safety, medical, compensation, and other management personnel as appropriate.  

Detailed information and guidance on mishap investigation and reporting are found in OPNAVINST 5102.1C and OPNAVINST 5100.23D.

K.  Traffic Safety Program:

The safe transit of pedestrians/joggers and proper use of motor vehicles is paramount to safety on our roadways.  A driver improvement course is available to reinforce positive attitudes and motivate persons who have been convicted of serious moving traffic violations or who have been at fault in a traffic mishap while operating a Navy motor vehicle.  The requirements for all street users, including joggers and pedestrians on the Naval 

Training Center are outlined in NTCGLAKESINST 11200.4D.             R)

In recent years, the increase in the use of motorcycles in the United States has been accompanied by an increase in motorcycle mishaps.  Riders with less than one year of experience have a higher proportion of these mishaps, suggesting many new riders have not learned the skills necessary to operate motorcycles safely.  Training providing the requisite skills is the single most effective preventive measure against accidents and serious injury.

NTCGLAKESINST 11200.4D is the NTC Vehicle and Pedestrian Traffic    R)

Control Regulations

L.  NAVOSH Review of Project(s), Standard Operating Procedures (SOP) and Purchasing Procedures:

Prevention and control of workplace hazards is a function of all 

commands.  All facilities projects, work operating procedures and equipment/material purchases requests shall be reviewed by safety and occupational health professionals.

NTCGLAKESINST 5100.22B discusses the basic principles of hazard control through project purchases and standard operating procedure review.

M.  Occupational Health:

The primary objective of the NAVOSH Program is a safe and 
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healthful work environment for all Navy employees.  The occupational safety aspects of the program focus on the elimination or control of the type of hazard that can result in instantaneous (acute) traumatic injury or death.  The occupational health element is primarily concerned with more insidious health effects, which are usually produced by long-term (chronic) exposures to toxic chemicals or harmful physical agents (e.g., noise, radiation, etc.) and treatment of work related injuries.  Since many hazardous agents can produce both acute and chronic effects (including death), depending on the nature and degree of exposure, this control requires the close and continuing cooperation of all NAVOSH personnel.

The occupational health program element is divided into two major specialties:  Industrial Hygiene and Occupational Medicine.  Each of these specialties has, as one of its major functional components, a long-term surveillance program.  Industrial hygiene involves the workplace surveillance and evaluation of any identified health hazards.  Occupational medicine focuses on the medical surveillance of employees potentially exposed to the hazards identified during the industrial hygiene workplace evaluation; and diagnosis and treatment of acute occupational injuries and illnesses.

This program is covered in detail in Chapter 8 of OPNAVINST 5100.23D.

N.  Occupational Noise Control and Hearing Conservation Program:

The NTC training and occupational environment is an area for a multitude of noise sources potentially damaging to an individual's hearing.  Susceptibility to hearing impairment due to noise varies significantly among individuals to such an extent that the total amount of hearing loss sustained from a particular exposure condition cannot be absolutely predicted.  Therefore, it is mandatory to implement a stringent program of hearing testing, employee education, strict enforcement of the use of personal hearing protective devices, and especially, the abatement and prevention of hazardous noise levels to the greatest extent economically and practically feasible.

This program is outlined in NTCGLAKESINST 6260.1D.

O.  Prevention of Heat Casualties:

Although NTC Great Lakes is most commonly known for its harsh winter conditions, the extreme heat of summer can be fatal for the unprepared.  Heat casualties are caused by multiple factors, climatic being only one.  Other factors of primary importance are the rate of heat production during work, the interference of clothing with the dissipation of body heat, and deficiency of fluids.  Secondary factors include lack of physical fitness, malnutrition, overweight associated with obesity, inadequate periods of recovery between periods of work, insufficient sleep, 
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heat exposure immediately after a meal, and the existence of slight illness, such as reactions to inoculations and skin eruptions.  A rapid increase in heat casualties results from the relaxation of preventive measures, particularly in unacclimatized personnel such as recruits, who comprise the majority of casualties at NTC.  Although heat casualty occurrences may be most obvious during July and August, the combined climatic, environmental and physiological stresses do appear at other times and must be a primary concern for all personnel planning summertime activities.

NTCGLAKESINST 3141.3A covers this problem in detail.

P.  Procurement of Foot Protection:

It is Navy policy that all employees (military and civilian) exposed to designated occupational foot hazardous operations/areas be furnished appropriate safety shoes at government expense.

Guidelines are set forth in NTCGLAKESINST 7043.1A.

Q.  Respirator Protection Program:

A harmful or hazardous atmosphere is one that is explosive or oxygen deficient, or contains a toxic or disease producing gas, vapor, mist or particulate, in a concentration immediately or ultimately dangerous to life or health.  Numerous work activities at Naval facilities generate air contaminants which can be dangerous if inhaled.  Where it is not feasible to eliminate 

engineering or administrative control hazards or through substitution of less hazardous materials, proper respirators must be available and worn.  Required respirators will be provided at government expense.

This program is detailed in NTCGLAKESINST 5100.16E.

R.  Sight Conservation:

Navy policy requires that Navy personnel employed in eye-hazardous areas or operations be provided adequate eye protection at government expense.  Employees shall be required to wear 

appropriate eye protective equipment when performing eye 

hazardous operations such as:  pouring or handling of molten metals or corrosive liquids and solids, cutting and welding, drilling, grinding, milling, chipping, sand blasting and other dust producing operations.  Any persons in the vicinity of such operations, including other workers, supervisors, or visitors shall also be required to wear eye protective equipment.

The NTC Sight Conservation Program is outlined in NTCGLAKESINST 5100.4B.


S.  Training:                                                       R)
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Studies indicate an individual's past occupational experiences are a factor in reducing the incidence of repeated job-related accidents.  Training may be substituted for certain aspects of this experience.

Activity OSH training programs must be designed to instruct individual employees in the safe and healthful performance of their work.  Training shall be developed appropriate to the responsibility level of the individual.  As a minimum, it must provide personnel with sufficient information for their participation in the activity's OSH program.

Enclosure (5) provides recommended minimum training for all categories of personnel.  Records of training must be maintained for 5 years for general safety and hazardous material training, and indefinitely for asbestos training.  Minimum training documentation is shown on page 2 of enclosure (5).

Training requirements and applicable program instructions are outlined in OPNAVINST 5100.23D.

T.  Recreation, Athletics and Home Safety (RAHS) Program:  The      R)

Navy RAHS Program is designed to protect personnel from accidental death and injury which may occur during recreational activities.  The RAHS applies to all Navy military personnel, ashore and afloat, on and off base.  It also applies to any person, including civilians and Navy dependents, participating in recreation or athletic activities on government property.

Refer to OPNAVINST 5100.25A for specific program elements.

U.  High Hazard Areas:  High hazard occupations/shops are defined   R)

in reference (f).  More frequent inspections shall be conducted in these areas.  NTC OSH will inspect sites listed at least semiannually.  Component/Tenant Safety Officers will inspect the shops listed on the alternate quarters.
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PRIVATE 

COMMAND
BLDG
FACILITY

(1)
NTC
5

13

90

105

106

144

154

220

912

928

1128

2110

3216

3311
All Industrial Shops

Marina

Wood Shop

Vending

Wood Hobby Shop

Service Station

Wood Shop

Laundry

Laundry

Galley

Galley

Auto Hobby Shop

Forktruck Repair

Golf Course Maintenance

(2)
SSC
215

236

239

510

521

616
Elevator Trainer

ESS Wood Shop

ESS Repair

Firefighting & Damage Control

Wood Shop

Fire Control Wood Shop

(3)
NRRC
52

1712

3209
Boat Repair

Maintenance Shop

All Industrial Shops

(4)
RTC
910

929

1405

19F5
Gun Range

Engine Shop

Swimming Pool

Fire Fighting
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V.  Performance Appraisals on Safety Programs:                      A)

Reference (f) requires that performance standards for civilian employees and supervisors include safety, as appropriate and consistent with the nature of their duties.  At a minimum, one element of the performance standards for all civilian supervisors should include a statement similar to the following:


Complies with on-going special emphasis programs in


the area of safety.


Fully Successful:  Adheres to safety regulations and


program requirements established by the command and


higher authority.

This requirement is satisfied by use of the Alternate Performance Appraisal System (APAS) rating form (Plan B).  All standards for supervisors not under APAS should be reviewed and revised as necessary to include the above requirements.  Supervisors and employees in Federal Wage System positions, security personnel, and other positions having special safety requirements should have more specific standards dealing with the safety requirements of their positions.
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OCCUPATIONAL SAFETY AND HEALTH POLICY COUNCIL          R)

1.  Purpose:  To consider pertinent Occupational Safety and Health (OSH), Hazardous Material Control and Management (HMC&M), Recreation and Athletic, Home Safety (RAHS) and Traffic Safety matters.

2.  Meetings:  The OSH Policy Council will meet on the first Wednesday of the last month of each quarter, with minutes maintained by the NTC Safety Office.

3.  Membership: 

    (1) NTC Chief of Staff (Chair)

    (2) NTC Safety Manager

    (3) Component Command Safety Officers/Managers

    (4) Union Representatives

    (5) Tenant Safety Representatives

    (6) Industrial Hygiene Branch/Representative

    (7) RAHS Program Manager

    (8) Traffic Safety Representatives

    (9) HAZMART Supervisor

 









       Encl (2)


BACK INJURY PREVENTION PROGRAM
Discussion:  Strain and muscular exertion injuries account for half of all civilian employee compensation claims.  The majority of these are classified as back injuries.  These injuries, except those caused by a blow or fall, result from repeated stress over time.  The resultant injury when it manifests itself often requires extensive periods of recuperation with a high probability of a future disability period.

Action:  Effective prevention control of back injuries and subsequent costs requires coordinated action including the following:


a.  Line Management.



(1) Provide a job analysis to determine actual physical work required for each job identified by past experience or otherwise determined to the high potential for back injury.



(2) Review work assignments to eliminate, to the extent feasible, repetitive and heavy lifting, pulling and pushing tasks, twisting and turning motions while lifting.  Establish processes using mechanical handling equipment and work-place design to reduce stress and back injury potential.



(3) With the Great Lakes Service Center, Human Resources Office-Pensacola, incorporate actual physical requirements into position descriptions.



(4) Emphasize proper lifting procedures and back injury prevention during stand up safety meetings, new employee indoctrination, and regular observation of job activity.



(5) Ensure employees are provided prompt medical attention following any job related injury, including follow-up care when needed.



(6) Restructure jobs, when possible, to accommodate return to work and light duty assignments.


b.  Human Resources Office-Pensacola.



(1) Provide assistance to line management to ensure accurate physical requirements are included in job descriptions.



(2) Provide comprehensive pre-placement screening program to assure that physical requirements do not exceed an applicant's ability to perform tasks safely.



(3) Assure that medical support is available to provide medical examinations, treatment and case reviews.
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(4) Provide wellness programs (diet, exercise, back care, and stress) to the maximum extent possible.



(5) Establish return to work programs (including light duty, job restructuring, and rehabilitation) consistent with the employee's medical capability as determined by the medical provider.



(6) Establish an aggressive program to manage and control compensation claims.


c.  Safety Office.



(1) Assist Human Resources Officers and Line Managers in accomplishing the above.



(2) Assure effective back injury investigations are conducted to determine root causes and provide recommendations for corrective action.



(3) Identify workplace and process factors which have the potential to contribute to back injuries.
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NAVY EMPLOYEE REPORTS OF UNSAFE/UNHEALTHFUL WORKING CONDITIONS
1.  Discussion.

Identification and reporting of potentially unsafe or unhealthful working conditions is the responsibility of all Navy employees, both military and civilian.  Since many such conditions can be eliminated as soon as they are identified, an effective channel of oral and written communications is imperative in the development of a sound NAVOSH program.  The employee has the right to decline a task because of a reasonable belief that there is an imminent risk of death and insufficient time for hazard reporting and abatement actions.

2.  Hazard Reporting.

Detection of unsafe or unhealthful working conditions at the earliest possible time and prompt correction of hazards at the lowest possible working level are essential elements of the Navy's Occupational Safety and Health Program.  The following procedure is set for the for the submission of employee reports of unsafe or unhealthful conditions in the workplace:


a.  All Navy employees shall be encouraged to orally report unsafe or unhealthful working conditions to their immediate supervisor, who will promptly investigate the situation and take appropriate corrective actions.  Supervisors will contact the activity safety office for assistance as necessary.  Supervisors will keep the reporting employee informed of all actions taken.


b.  Any Navy employee (or employee representative) may submit a written report of an unsafe or unhealthful working condition directly to the activity safety office.  OPNAV 5100/11 can be used for this purpose.  Blank copies of such forms and procedures for their use shall be located in areas convenient to all workplaces (i.e., official bulletin boards).  Employees who wish to remain anonymous shall so indicate on the form.


c.  Upon receipt of hazard report, the safety office will contact the originator by telephone to acknowledge receipt and discuss the seriousness of the reported hazard.  The safety office will advise the cognizant supervisor that a hazard has been reported.


d.  The safety office will investigate all reports brought to its attention.  Alleged imminent danger situations will be investigated within 24 hours.  Potentially serious situations will be investigated within 3 days.  If the reported situation involves a health hazard, as opposed to a safety hazard, the safety office will refer the report to the cognizant medical authority for investigation as necessary.


e.  The safety office will provide an interim or complete response in writing to the originator of the report within 10 
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working days of receipt.   If the investigation validates the

reported hazard, the complete response shall include a summary of the action taken for abatement.  If no significant hazard is found to exist, the reply shall include the basis for that determination.


f.  The complete response shall encourage, but not require, the originator to informally contact the safety office if he or she desires additional information or is dissatisfied with the response.  Complete responses shall indicate the appropriate channels available for formal appeal.


g.  In the event that a hazard report also involves a grievance action, the hazard report need not be processed unless it indicates a need for priority action in the interest of safety or health.

3.  Responsibilities.  All activity commanders, commanding officers, or officers-in-charge shall:


a.  Publicize the existence of the employee hazard reporting program and notify personnel regarding their rights and obligations in reporting hazardous situations.

NOTE:  The poster, DD Form 2272, "DOD Occupational Safety and Health Protection Program," includes hazard reporting as an employee responsibility.


b.  Maintain the anonymity of personnel making a report if so requested by the reporting employee.


c.  Encourage the submission of oral reports to supervisors as the quickest and most effective method of hazard identification.


d.  Publicize step-by-step procedures and processing channels for employee reporting of conditions believed to be unsafe.


e.  Ensure that standardized hazard reporting forms (OPNAV 5100/11) are available to all personnel.


f.  Emphasize the importance of timely and effective response to the report originator and require immediate investigation of reports of imminent danger situations.


g.  Establish procedures and processing channels for the report originator to appeal if he/she is unsatisfied with the response to a report.


h.  Include safeguards to ensure all Navy employees are not subjected to restraint, interference, coercion, discrimination, or reprisal by virtue of their participation in the activity's OSH program.
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NOTE:  Allegations of reprisal for such participation will be filed in accordance with existing grievance procedures.


i.  Ensure adequate recordkeeping practices are maintained and records are retained for at least five (5) years following the end of the calendar year in which final action on the report was undertaken.


j.  Ensure notices advising employees of serious unsafe/unhealthful working conditions and interim protective measures are posted in the immediate vicinity of hazard until abated.


INSTRUCTIONS FOR COMPLETING OPNAV FORM 5100/11, NAVY EMPLOYEE


REPORT OF UNSAFE OR UNHEALTHFUL WORKING CONDITIONS

1.  Report all unsafe or unhealthful working conditions to your immediate supervisor first.

2.  If corrections are beyond the supervisor's scope, or the supervisor is unresponsive, please complete OPNAV Form 5100/11, Employee Report of Unsafe or Unhealthful Working Conditions.

3.  Write or print clearly.  Give as much information as possible.  All Navy employees, military and civilian, are encouraged to participate in this program.

4.  Submit the completed report to the Safety Manager, Code N33,    R)

Building 3400, Room 230.

5.  If you wish to remain anonymous, indicate by marking NO in     block number 11 on the form.

6.  The Safety Manager will provide an interim or complete response in writing to the report originator within 10 working days of receipt.

7.  If OPNAV Form 5100/11 is unsigned, the condition will still be investigated by the Safety Manager; however, the originator will not receive a written status report from the Safety Office.

8.  You are encouraged to informally contact the Safety Office if you desire additional information or are dissatisfied with the response from the Safety Office.

9.  Your written response from the Safety Office will contain the appropriate appeal process, should you desire to pursue the matter further.

10.  Navy civilian employees may also submit complaints alleging workplace hazards directly to the Department of Labor (Occupational Safety and Health Administration); however, the Secretary of Labor encourages employees to use the Navy in-house hazard reporting procedures as the most expeditious means to achieve abatement.
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11.  Navy employees shall not be subjected to restraint, interference, coercion, discrimination, or reprisal by virtue of their participation in the command's Occupational Safety and Health Program.

12.  OPNAV Form 5100/11, Navy Employee Report of Unsafe or Unhealthful Working Conditions, is available on bulletin boards throughout NTC workplaces.  Forms are also available from the Safety Manager.           
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