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NAMTRAGRU INSTRUCTION 5103.1
Subj:  OCCUPATIONAL SAFETY AND HEALTH PROGRAM

Ref:   (a) OPNAVINST 5100.8G

       (b) OPNAVINST 5100.23D

       (c) NASPNCLAINST 5100.1J

1.  Purpose.  To establish policies, procedures, and responsibil​ities of Naval Air Maintenance Training Group (NAMTRAGRU)  Headquarters personnel in the administration of the Navy Occupa​tional Safety and Health (NAVOSH) Program as promulgated by references (a) through (c).

2.  Background.  Occupational Safety and Health provisions of public law, executive order and references (a) through (c) apply to all military and civilian personnel assigned to N​AMTRAGRU.  The objective of the Headquarters Safety Program is to prevent accidental death or injury and prevent loss of or damage to government property.

3.  Policy.  It is NAMTRAGRU policy to provide a safe and healthy workplace.  Injuries and property damage are costly and, in most cases, avoidable.  Accidents result in loss of operational readiness and pain and personal hardship to the people involved.  There is no task so urgent or so important that it must be accomplished at the expense of safe work practices and working conditions.  The success of our safety program is dependent on the joint effort of all Headquarters personnel.

4.  Action
    a.  As host command, Naval Air Station Pensacola Safety Office (here-in-after referred to as NAS Safety) provides full safety support to NAMTRAGRU Headquarters.  This support includes, but is not limited to, mishap investigation and reporting, annual inspections of NAMTRAGRU facilities, investigation of employee reports of unsafe or unhealthy working conditions, NAVOSH train​ing, and maintenance and submission of records and reports associated with such services.  In addition, the NAS Safety Office provides other safety services consistent with the Interservice Support Agreement (ISSA) between NAMTRAGRU and NAS Pensacola.  Accordingly, reference (c), NAS Pensacola Occupa​tional Safety and Health (OSH) Program, is adopted as the 

NAMTRAGRU OSH program except as modified or enhanced by this instruction. Reference (c) is available for review at the

N​​AMTRAGRU Adminis​tration Office or through the N​AMTRAGRU Safety and O​ccupational Health Manager.

    b.  NAMTRAGRU Safety and Occupational Health Manager.  The NAMTRAGRU Safety and Occupational Health Manager (here-in-after referred to as NAMTRAGRU Safety) shall advise and assist the Executive Officer on all matters pertaining to the NAVOSH Program and shall, at a minimum:

        (1) Serve as the liaison between NAMTRAGRU and NAS Safety  to ensure needed safety services are provided or obtained.

        (2) Maintain a library of safety reference material and make safety and occupational health information readily available to staff personnel.

        (3) Coordinate with NAS Safety, an inspection of staff facilities at least annually.  NAS Safety will provide an inspec​tion report to the Commanding Officer and the cognizant Depart​ment Head for corrective action.  An additional copy will be provided to the Facilities Manager for action tracking in accor​dance with paragraph 5.f of this instruction.

        (4) Coordinate safety training for headquarters 

personnel.

        (5) Provide general safety and occupational health expertise to Headquarters personnel at all levels.

    c.  Department Heads and Special Assistants.  Department Heads and Special Assistants are responsible for mishap preven​tion within their respective areas and shall, as a minimum:

        (1) Maintain safe and healthy working conditions.

        (2) Ensure supervisors actively support the OSH program and ensure that all personnel understand and comply with pre​scribed safety and h​ealth instructions, rules, regulations and the use of required protective clothing and equipment.

        (3) Ensure prompt reporting of all military (on-duty/off-duty) and civilian (on-duty) injuries and illnesses to NAMTRAGRU Safety.  Verbal reports shall be submitted no later than one

working day after notification of the mishap.  Written reports

and other required information, as specified in chapters 10 through 13 of reference (c), shall be completed and returned to NAMTRAGRU Safety no later than five working days following notification of a mishap.  Mishaps resulting in a fatality or hospitalization of three or more personnel must be reported immediately.
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         (4) Ensure all personnel attend applicable mandatory Occupational Safety and Health (OSH) training as identified in chapter eight of reference (c).  

    d.  Supervisors.  Supervisors are responsible for carrying out OSH program requirements as follows:

        (1) Be thoroughly familiar with safety and health regula​tions and requirements applicable to assigned work spaces, operations, and equipment.

        (2) Exercise good lead​ership by personally observing safety and health rules and regulations.

        (3) Routinely observe/inspect work spaces and initiate action to correct hazardous conditions.

        (4) Educate and train subordinate personnel in approved safety procedures, precautions and work methods.  Ensure person​nel are familiar with safety and health aspects of their specific assignments.

        (5) Enforce strict compliance with all safety and health regulations and take appropriate corrective action when neces​sary.

        (6) Report all occupational injuries, illnesses, or government property damage to the cognizant Department Head 

and NAMTRAGRU Safety.  Arrange for medical treatment when re​quired.

        (7) Ensure all personnel are knowledgeable in the proper procedures to follow for reporting injuries and/or illnesses and receipt of medical observation/treatment.

        (8) Receive and respond to Employee Reports of Unsafe/ Unhealthful Working Conditions as outlined in chapter six of reference (c) and para​graph six of this instruction.

    e.  All Hands.  Military and civilian personnel are responsi​ble for accomplishing assigned tasks in a safe manner and shall, as a minimum:

        (1) Observe all safety and health precautions applicable to the tasks being performed.

        (2) Comply with all safety and health instructions and procedures, both written and oral.
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        (3) Report any job related injury, illness, or property damage, no matter how slight, to the supervisor immediately.

        (4) Maintain and use any required personal protective equipment.

        (5) Report any unsafe or unhealthful working conditions observed to the supervisor.

        (6) Obtain medical treatment as soon as possible after the occurrence of an injury.  

    f.  Facilities Manager.  The Facilities​ Manager is 

responsible for the physical condition of Headquarters facili​ties and equipment and shall:

        (1) Maintain records of NAVOSH Deficiency Notices re​ceived from NAS Safety office.

        (2) Initiate action to correct deficiencies discovered during inspections.

        (3) Conduct follow-up inspections to ensure corrective action has been accomplished.

        (4) Ensure all plans and/or specifications for new or altered facilities, processes, equipment and procedures are reviewed and approved by NAMTRAGRU Safety.

    5.  Navy Employee Reports of Unsafe/Unhealthful Working Conditions
    a.  Detection of unsafe or unhealthful working conditions at the earliest possible time and prompt correction of hazards at the lowest possible level are essential elements of the NAVOSH Program.  All personnel are responsible for reporting unsafe or unhealthful working conditions.  Supervisors are responsible for taking action on any such reported conditions which come under their cognizance.  Anyone assigned work under conditions which he/she believes could cause death or serious injury or illness, and who believes there is not enough time to report and correct the condition before doing the work, has the right to refuse to do the work.

    b.  Hazard reporting information shall be provided to all  personnel at the time of their initial employment.  Information shall include employee rights and responsibilities regarding reporting of hazardous conditions.
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    c.  Personnel who report unsafe and unhealthful working conditions/practices shall not be subject to restraint, inter​ference, coercion, discrimination, or reprisal because they took part in the hazard reporting program.

    d.  Procedures for Reporting and Responding
        (1) Employee reports of unsafe or unhealthful working conditions should be given orally or in writing to the 

immediate supervisor or directly to the Safety Officer.  An oral report to the supervisor is the preferred method.

        (2) Written reports shall be submitted on OPNAV 5100/11 or equivalent.  Forms are available on bulletin boards throughout the Headquarters building.

        (3) When a report is received, either oral or written, the supervisor shall investigate the condition promptly, request assistance from NAMTRAGRU Safety as necessary, initiate correc​tive action and keep the report initiator informed of actions taken.  The supervisor shall forward the original written report to NAS Safety, code 00E00, bldg. 624, for posting in a log.  If a written report is submitted directly to NAS Safety, NAS Safety will discuss the report with the originator and shall inform the supervisor that a report has been submitted.  The name of the person submitting the report shall be protected if requested.  Reports received by NAMTRAGRU Safety will be forwarded to NAS Safety without delay.  Oral reports shall receive the same 

attention as written reports.

        (4) Responses shall be provided in accordance with the 

procedures established in Chapter six of reference (c).  

Responses to oral or anonymous reports shall be provided in a 

manner agreed upon between the originator and NAS Safety at the time of submission.

    e.  Appeals
        (1) The appeal chain identified in reference (c) is not applicable to NAMTRAGRU personnel.  If the originator of a report is not satisfied with a written response, even after discussion with the NAS OSH Manager, the originator may forward an appeal to the Commanding Officer, NAMTRAGRU, and then to higher reviewing autho​rity if still not satisfied.  Specific procedures must be followed to avoid delays and return of report/appeal for proper processing.
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        (2) Appeals shall be in writing, signed by the origi​nator of the report, unless anonymity is desired, and forwarded to reviewing authorities per the sequence listed in paragraph 6.e(4).  When anonymity is desired, the NAMTRAGRU Safety Officer shall forward the appeal on behalf of the originator.

        (3) If a decision or response is not received by the originator within 20 working days, the originator may appeal to the next higher reviewing authority.

        (4) The first appeal and subsequent appeals shall be forwarded to reviewing authorities in the chain of command in the following sequence:

             (a) Commanding Officer, NAMTRAGRU, 115 Cunningham St., Pensacola FL 32508-5003

             (b) Chief of Naval Education and Training, 250 Dallas St., Pensacola FL 32508-5220

             (c) Chief of Naval Operations (N45), 2000 Navy Pentagon, Washington DC 20350-2000

             (d) Assistant Secretary of the Navy (Installations and Environment (ASN(I&E)), 2000 Navy Pentagon, Washington DC 20301-1000

             (e) Deputy Under Secretary of Defense (Environment Security) (DUSD(ES)), The Pentagon, Washington DC 20301-8000

             (f) As a last resort, Office of Federal Agency Safety Programs, U.S. Department of Labor, Washington DC 20210.  

Note:  This final step does not apply to reports submitted by   military personnel.  The final appeal for military personnel is the Assistant Secretary of Defense.

    f.  Reports and records.  Copies of reports, appeals, and records of action taken shall be retained for five years.

 
                        B.  U.  COFFMAN
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