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MEMORANDUM FOR COMMANDERS/SUPERVISORS
SUBJECT:  Commanders/Supervisors Safety Handbook

1.  A successful safety and occupational health program requires active and aggressive commitment by everyone.  Your safety efforts will protect our valuable resources and help us accomplish our mission.  

2.  The Commanders/Supervisors Safety Handbook was prepared to provide a quick reference for safety, occupational health, and fire prevention policies, procedures, and relevant information that you need to know.  It supplements, not replaces, the Fort Lee Single Source Safety Document which goes into more detail.  

3.  It is incumbent upon you to take the steps necessary to identify and control hazards in your workplace.  If you need additional information or materials to assist you with your safety and occupational health program, please contact the Safety Office.
Encl





[signed] 







Director of Safety
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FOREWORD

The policy of the Army Safety Program is to recognize and eliminate or control the hazards, conditions/actions that can lead to accidents.  Accidents are an unacceptable impediment to Army mission, readiness, morale, and resources requiring that their prevention be aggressively pursued.  This handbook provides an overview of regulatory requirements and responsibilities. 

1.  SAFETY OFFICE RESPONSIBILITIES:

     a. Provide installation safety policy and guidance for all activities and operations involving the planning, direction, review, coordination, and approval of accident prevention programs and adaptation of higher command directives, regulation, and suggestions to meet local conditions. Monitor safety program implementation to ensure that those safety objectives are consistent with OSHA, DOD, DA, and requirements.

     b. Provide technical assistance on safety and occupational health matters.

     c. Conduct safety and occupational health evaluations of facilities and organizational safety programs; make recommendations to correct deficiencies/hazards; and follow-up to ensure corrections are made.

     d. Perform investigations of all significant accidents and incidents.  Compile and analyze accident statistical data and prepare charts, tables, and reports.  Analyze accident trends to identify accident causes, locate hazards and accidents peculiar to the activity, and develop possible countermeasures.

     e. Assist organizations in incorporating risk management into all operations.

     f. Provide accident prevention material, promote safety awareness, and ensure high quality training for civilian and military safety personnel at all levels.

     g. Manage and oversee the following safety programs:

Ammo/Explosive Safety
Family Child Care/CDC
Range Safety 

Collateral Duty Safety

Hazard Abatement   

Safety Awards
Command/Org


Hazard Communication          Safety Awareness
Community Safety

OSHA Inspection

Seasonal Safety
Ergonomics


Protective Equip

Tactical Safety
Facility Systems Safety
Radiation Protection

Traffic Safety
2.  SUPERVISOR RESPONSIBILITIES:  

     a. Provide a safe and healthful workplace free from recognized hazards causing or hazards likely to cause death or serious physical harm to employees and comply with the standards, rules, and regulations issued under the Occupational Safety and Health Act (OSHA).

     b. Be responsible for accident prevention to the same extent you are responsible for production or services.

      c. Assure that employees in your area of responsibility observe appropriate safety and occupational health rules and regulations, including the use of protective clothing and equipment provided for their protection.

     d. Promptly evaluate and take action as required to correct hazards reported by employees or identified through accident investigation or safety evaluations.  Reprisal action will not be initiated or supported against employees who identify hazards, raise safety concerns, or engage in authorized safety and occupational health activities.

     e. Report unsafe conditions in the workplace to the Safety Office for assistance in correction.  Where DPWL support will correct such deficiencies, prepare DA Form 4283, Facilities Engineering Work Request, and forward through Safety Office to DPWL.

     f. Report all accidents promptly. Conduct comprehensive, factual investigations when on-duty injuries result in lost time.

3.   COLLATERAL DUTY SAFETY OFFICERS/NCOs RESPONSIBILITIES:

      a. Assist the commander/supervisor in meeting their safety program responsibilities by providing information on safety-related issues and new programs, assisting in accident reporting, providing training, and conducting safety briefings.

      b. Serve as the point of contact and liaison with the Safety Office by coordinating and accompanying Safety Office representative on safety surveys and inspections of the organization, distributing safety promotional literature and posters provided by the Safety Office, and notifying the Safety Office of safety problems or concerns.  

     c. Conduct safety inspections of office areas annually and submit report to the Safety Office on Ft Lee Form 789.   

     d. Follow up on safety-related work orders.  

     e. Prepare or assist in the preparation of the unit/organization safety SOP.  
     f. Must be appointed on orders, complete the Combat Readiness Center (CRC) on-line Additional Duty Safety Officer (ADSO) course, and attend the Fort Lee Collateral Duty Safety Officer course offered by the Safety Office.
NOTE:  While collateral duty safety personnel have numerous responsibilities, they are not to be considered:

      a. A substitute for the safety leadership role that is the responsibility of the commander/supervisor.

      b. A substitute for the professional safety services provided by personnel in the Safety Office who are responsible for technical guidance and expertise in all safety-related issues.
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SAFETY BRIEFINGS/TRAINING/AWARENESS

1.  GENERAL:  Key elements of the total safety effort are training personnel in accident prevention concepts at all levels.  

2.  RESPONSIBILITIES:  

     a. Directors/commanders will contact the Safety Office for safety orientation within 14 days of assignment.  All reserve unit safety officers participating in annual training at Fort Lee will receive a briefing by Safety Office personnel.

    b. Supervisors will:

         (a)  Brief all newly assigned personnel on the day of arrival.  Include in the briefing individual’s rights and responsibilities specified by the Installation Occupational Safety and Health Program and information on the hazards in the area such as traffic, fire, water, firearms, ranges, hearing conservation, and heat and cold injury prevention.

         (b)  Provide specialized on-the-job safety training which will include, but not be limited to, precautions to prevent injuries from hazardous machinery and equipment, dangerous chemicals, and hazardous operations.

         (c)  OSHA Poster, DD Form 2272 explains employee rights and responsibilities delineated by Public Law 91-596 and are available in the Safety Office.  Ensure they are posted in the workplace where personnel notices are usually placed.

         (d)  Conduct safety briefings prior to holiday weekends.  Briefings will include seasonal hazards associated with holiday driving; recreational activities; fatigue; over-consumption of alcohol; and effects of prescription medication and over-the-counter drugs.  Private vehicle inspections to identify unsafe vehicles may be conducted at the discretion of commanders.  Briefing information is available at the Safety Office.

         (e)  Encourage or make mandatory postwide safety awareness events such as Safety Stand Down Day and Holiday Safety Show.       

         (f)  Devote a portion of the bulletin board to display safety and health materials.  Also strategically place safety posters throughout the area.  Posters are available from the Safety Office.  Posters lose their effectiveness rapidly; change them frequently.    

3.  REFERENCES:

     a. Public Law 91-956.

     b. Fort Lee Single Source Safety Document. 
SAFETY AWARDS

1.  GENERAL:  Safety awards are given to individuals or activities to recognize significant contributions made to the Safety Program and to encourage individuals to participate in a proactive Safety Program.

2.  POLICY:  Directors/supervisors will recognize their employees when contributions are made through safe, efficient mission performance and accident prevention measures.  Awards will be made to individuals based on their total safety record or specific steps taken to correct a hazard or prevent an injury.   

3.  RESPONSIBILITIES:  

     a. Supervisors may present an U.S. Army Safety Award or in-house award to individuals who have at least one accident-free year.  This award will normally be for those employees whose work requires constant alertness and safe work practices (motor vehicle operators, heavy equipment operators, mechanics, etc.).

     b.   Employees will be awarded for individual recognition of safe vehicle operating or work practices.  

     c. All safety awards will be documented in the individual’s personnel file.  Safe driving awards will be documented on the individual’s DA Form 348.

     d. Collateral Duty Safety Officers may receive a Safety Award after serving one year.

     e. Supervisors may nominate individuals who are deserving of an award for their support in the Fort Lee Safety Program.

     f. Awards will be presented to recipients at suitable ceremonies to emphasize management’s concern to reduce accidents/injuries.  

      NOTE:   Supervisors can receive awards for deserving individuals by sending a memo (with a short justification) to the Safety Office.

4.  REFERENCES:  

     a. AR 672-74.

     b. Fort Lee Single Source Safety Document.  
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COMPOSITE RISK MANAGEMENT

1.  GENERAL:  Composite Risk management is a tool that helps leaders make sound decisions in a systematic, logical thought process to identify and control hazards.  The 5-step process is the primary vehicle to protect the force:  (1)  Identify hazards, (2) Assess hazards, (3)  Develop controls and make risk decisions, (4)  Implement controls, and  (5)  Supervise and evaluate.

 2.  DEFINITIONS:


a. Composite Risk Management:  CRM is a decision-making process used to mitigate risks associated with all hazards that have the potential to injure or kill personnel, damage or destroy equipment, or otherwise impact mission effectiveness.

b. Risk Assessment:  The identification and assessment of hazards. (See Risk Assessment Matrix.)


c. Risk Decision:  The decision to accept or not accept the risk(s) associated with an action made by the commander/supervisor responsible for performing that action.


d. Residual Risk:  The level of risk remaining after controls have been identified and selected for hazards that may result.    

3.  POLICY:  Risk management is a leadership responsibility.  Commanders/supervisors at every level will employ the risk management to effectively control safety and occupational health risks to missions, personnel and equipment, and the environment.

4.  RESPONSIBILITIES:


a. Safety Office will review and analyze risk assessments for all high risk operations and training and make recommendations to commanders/supervisors to reduce risk; and will also provide technical assistance in analyzing and preparing risk assessments as needed for low and medium risk.


b. Supervisors will complete written assessment of all training and operations for inherent risk or hazards.  

4.  REFERENCES:  


a. FM 5-19, Composite Risk Management.


b. AR 385-10, Army Safety Program
.
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	PROBABILITY

	Frequent
	Likely
	Occasional
	Seldom
	Unlikely


Frequent – Occurs very often, known to happen regularly.

Likely – Occurs several times, a common occurrence.

Occasional – Occurs sporadically, but is not uncommon.

Seldom – Remotely possible, could occur at some time.

Unlikely – Can assume it will not occur, but not impossible.

	SEVERITY

	Catastrophic
	I
	Complete mission failure or the loss of ability to accomplish a mission. Death or permanent total disability. Loss of major or mission-critical systems or equipment. Major property or facility damage. Severe environmental damage. Mission-critical security failure. Unacceptable collateral damage.

	Critical
	II
	Severely degraded mission capability or unit readiness. Permanent partial disability or temporary total disability exceeding three months time. Extensive major damage to equipment or systems. Significant damage to property or the environment. Security failure. Significant collateral damage.

	Marginal
	III
	Degraded mission capability or unit readiness. Minor damage to equipment or systems, property, or the environment. Lost days due to injury or illness not exceeding three months. Minor damage to property or the environment.

	Negligible
	IV
	Little or no adverse impact on mission capability. First aid or minor medical treatment. Slight equipment or system damage, but fully functional or serviceable. Little or no property or environmental damage.
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HAZARD IDENTIFICATION

1.  GENERAL:  The identification of unsafe practices and physical conditions through safety inspections is essential to a successful accident prevention program.

2.  INSPECTIONS:  To eliminate the cause of accidental injuries and property damage, safety inspections must be conducted at all levels.  Minimum requirements are below:  

     a.  During the performance of normal duties, all personnel will survey their operations, facilities, equipment, and procedures for safety hazards and initiate or recommend necessary action to eliminate any hazards.

     b.  Safety Office personnel will inspect worksite facilities annually; some areas such as maintenance shops, ranges, and motor pools will be inspected semi-annually.  Collateral duty safety officers will inspect office and classroom facilities.  The Army safety standards applied will include:  OSHA adopted standards (e.g. 29 CFR 1910, 1960,  and 1926), National Fire Protection Association Standards, National Electric Code, DOD Standards, Military Standards, DA, TRADOC, and local regulations.  

          (1)  A written report of deficiencies observed during the inspection will be provided to the commander/director citing hazard severity, safety management achievements and deficiencies, and recommended corrective actions.

          (2)  The activity inspected will respond to the Safety Office in writing concerning corrective action taken on each deficiency.  Follow up procedures should be established by the activity to ensure each deficiency is corrected.  A record of uncorrected deficiencies should remain in an active file until all deficiencies are corrected.

3.  ABATEMENT PLANS:

     a. Abatement plans are required by OSHA for all violations with Risk Assessment Codes 1 - 2 requiring more than 30 days to correct.

     b. Forward to the Safety Office safety hazards requiring a work request to correct.  The Safety Office will evaluate and assign a risk assessment code to the work request, forward it to DPWL, and follow up until hazard is corrected.

4.  REPORTS OF UNSAFE OR UNHEALTHFUL WORKING CONDITIONS:

     a. Handle reports of unsafe or unhealthful working conditions at the operational level whenever possible to ensure timely correction in the following order of priority:

          (1)  Oral reports directly to the supervisor.
          (2)  Reports through operational channels.
          (3)  Phone calls or memos to the Safety Office
          (4)  The Army Hazard Reporting System.

     b. The Army Hazard Reporting System provides a route for personnel to bring complaints directly to the installation level, bypassing intermediate commands or supervisory elements.

          (1)  Reports of hazards should be submitted on DA Form 4755, Employee Report of Alleged Unsafe or Unhealthful Working Condition.  Supervisors will ensure that copies of this form are available at the operating level.

          (2)  Reports will be submitted to the Safety Office and will be investigated IAW AR 385-10.  Reports of alleged unsafe and unhealthful working conditions which are not within the purview of the Safety Office will be forwarded to the appropriate organization for response.  Responses will be furnished to the Safety Office within 7 working days.

          (3)  Both military and civilian personnel will be protected from coercion, discrimination, or reprisals for participating in the Army Safety and Occupational Health Program and exercising lawful occupational safety and health rights.

          (4)  Persons submitting signed reports who request anonymity will not be revealed by the Safety Manager to anyone other than necessary staff members or other appropriate installation-level staff.  

          (5)  Reports that appear to involve immediate life-threatening situations will be investigated immediately by qualified safety or health officials.

          (6)  All other reports will be investigated by safety or health personnel.  The originator, if known, will be notified of the results of the investigation in writing within 10 working days following receipt of the hazard report.  Informal communication between the originator and the Safety Office is encouraged at this stage.

          (7)  If the originator is dissatisfied with the response, he/she may appeal to the Installation Commander who will review the findings and take appropriate action.            

          (8)  If the originator is dissatisfied with the Installation Commander’s response, he/she may appeal to HQ TRADOC; then further appeal to the Army designated Safety and Occupational Health Official; and finally the DOD designated Occupational and Health Official if appeals are rejected at any point in the chain.  

          (9)  Personnel are encouraged not to bypass review levels prescribed above.

         (10)  Personnel are advised that if an appeal is not acted upon within 20 workdays, they may appeal to the next higher level for review.  
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ACCIDENT REPORTING

1.  GENERAL:    It is the policy of DA that effective prevention programs will be instituted Army-wide to eliminate hazards and prevent recurrence of Army accidents.  Thus, all Army accidents will be investigated.  The primary purpose of investigating and reporting Army accidents is prevention.

2. POLICY:  All accidents are reportable to the Safety Office.  Accidents can be reported on the Ft Lee Form 1051, MP blotters, Estimated Costs of Damage Reports, CA-1 Forms, or DA Forms 285-AB-R.  

3.  DEFINITIONS:  Recordable accidents (on- or off-duty) are submitted on the DA Form 285-AB-R and are defined below:

a. Class A accident – an Army accident with resulting total cost of property damage 

of $1,000,000 or more; or an injury and/or occupational illness that results in a fatality or permanent total disability of a military member.

      b. Class B accident – an Army accident with resulting total cost of property damage of $200,000 or more but less than $1,000,000; or an injury and/or occupational illness that results in permanent partial disability of a military member, or when 3 or more personnel are hospitalized as inpatients as a result of a single occurrence.

      c. Class C accident – an Army accident with resulting total cost of property damage of $20,000 or more, but less than $200,000; a nonfatal injury to a soldier that causes any loss of time from work beyond the day or shift in which it occurred.  

      d. Class D accident – an Army accident with resulting total cost of property damage of $2,000 or more but less than $20,000; or an injury that results in restricted work activity, medical attention, or first aid.
4.  RESPONSIBILITIES:  Supervisors of military personnel are required to submit a   DA Form 285-AB-R when an accident occurs that meets the criteria listed above.  Accident reports must be submitted to the Safety Office within 7 working days of the date of the accident.  When there is a government-owned vehicle accident with resulting damage cost of $2,000 or more, the owning agency of the driver will submit the DA Form 285-AB-R.

2. REFERENCES:  

     a. AR 385-40 and DA Pam 385-40.

     b. Fort Lee Single Source Safety Document.  
     c. Abbreviated Ground Accident Report (AGAR) Use and Preparation Guide.
BLANK PAGE
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SAFETY PROGRAM EVALUATION CRITERIA

1.  GENERAL:  Key elements of a total safety effort are training personnel in all aspects of the safety program at all levels.  

2.  RESPONSIBILITIES:  

     a. Directors/Commanders will assure all items on the Program Evaluation Chart are completed and documented.  Also, assure the unit Safety Notebook is maintained up-to-date.

    b. Supervisors will:

         (a)  Provide training in all pertinent items listed on the Program Evaluation Chart

.   

(b) Prepare a job-specific training program for all supervised personnel.

(c) Provide regular safety meetings.

(d) Obtain training material from the Fort Lee Safety Office.

3.  REQUIREMENTS: The Program Evaluation Chart will be part of the annual/semi-annual Safety Office Inspection.  The chart will be up-to-date at the time of the inspection.  The unit Safety Notebook will also be up-to-date.

4.  PROCEDURES:

      a. Six weeks before the annual/semi-annual Safety Office Inspection, a letter will be sent to the Director/Commander detailing the inspection date and the required material to be reviewed, including the Program Evaluation Chart.

      b. During inspection, a copy of the completed Program Evaluation Chart will be forwarded to the Safety Office by the Directors/Commanders.  This annual information is required by IMA on the Safety Office Annual Report.

3.  REFERENCE:   Fort Lee Single Source Safety Document
	          Organization:                                                                              Date:

PROGRAM EVALUATION CHART

Programs
	N/A
	Full Compliance
	Partial Compliance
	Non- Compliance
	Number Required
	Number in Compliance

	Bus Driver Training
	
	
	
	
	
	

	Motorcycle Safety Training Conducted
	
	
	
	
	
	

	Military/GSA Vehicle Operators – Accident Avoidance Training
	
	
	
	
	
	

	Job Hazard Analysis
	
	
	
	
	
	

	Hearing Conservation met as required
	
	
	
	
	
	

	Forklift Operators
	
	
	
	
	
	

	Multi-piece Rim Tire training conducted
	
	
	
	
	
	

	Bloodborne Pathogens
	
	
	
	
	
	

	Ergonomics Awareness training conducted
	
	
	
	
	
	

	Safety Officer is appointed
	
	
	
	
	
	

	Fire Marshal/Warden is appointed
	
	
	
	
	
	

	*Copies of recent Unit/Org Safety Inspections/ Council Meetings/Briefings
	
	
	
	
	
	

	*Unit/Org Safety Notebook is up-to-date and complete
	
	
	
	
	
	

	Fire Inspection Reports maintained
	
	
	
	
	
	

	*Awards Program
	
	
	
	
	
	

	All Commanders & Supervisors received Risk Mgt Trng.
	
	
	
	
	
	

	Risk Mgt is incorporated in local regulations, directives, SOPs, special orders, training plans, & operational plans.
	
	
	
	
	
	

	All personnel who direct/affect the actions of others used the Risk Mgt process during planning & execution of operations.
	
	
	
	
	
	

	A minimum of 90% of accidents are reported.
	
	
	
	
	
	

	Written Fire Prevention Plan and all personnel are trained.
	
	
	
	
	
	

	Written Confined Space Program; all permit-required confined spaces identified; all appropriate personnel trained.
	
	
	
	
	
	

	Written Hazard Communication program includes policy, procedure & responsibilities. (Including a SOP, chemical inventory, job hazard analysis and MSDS for each product)
	
	
	
	
	
	

	Personnel Protective Equipment Program is implemented in all identified areas.
	
	
	
	
	
	

	Material Handling Program includes written procedures for lifting, movement and storage.
	
	
	
	
	
	

	Army Motor Vehicle Program includes written training, qualifications & accountability.
	
	
	
	
	
	

	Written POV program includes safety requirements for POV & motorcycles & implemented.
	
	
	
	
	
	

	Safety procedures implemented in SOP for sports/recreation programs & precondition programs. Sports/recreation accident prevention in safety awareness program.
	
	
	
	
	
	

	All personnel wear PPE, trained, and certified in Range Safety.
	
	
	
	
	
	

	Radiation Safety Policy procedures & responsibilities are developed & implemented. Written inventory exists and is submitted to Safety Office
	
	
	
	
	
	

	All Additional Duty Safety Officers/NCOs completed the online ADSO course & local safety officer course.  (Copy of ADSO Certificate must be available)
	
	
	
	
	
	

	All Commanders completed the Commanders Safety Course.
	
	
	
	
	
	

	All personnel identified as required to wear a respirator completed training in the hazards, wear, maintenance, protection factors and cleaning of the respirator.
	
	
	
	
	
	

	HAZCOM Orientation Training was conducted for all personnel who may be exposed
	
	
	
	
	
	

	All personnel serving as Range Safety Officers completed the installation Range Officer Briefing prior to serving in that role.
	
	
	
	
	
	

	Safety standards for training included in all supervisors’ job standards.
	
	
	
	
	
	

	Supervisors ensure all personnel comply with accident reporting, hazard identification, reporting unsafe/unhealthy conditions or practices.
	
	
	
	
	
	

	Supervisors provide Job-Specific Safety Training for all appropriate personnel including protective equipment and safety procedures (i.e. welding, truck drivers, electricians, etc.)
	
	
	
	
	
	

	Supervisors ensure all subordinates are trained in the risk management process.
	
	
	
	
	
	

	Supervisors conduct/designate periodic safety briefs for all subordinates (i.e. POV, seasonal, recreational, etc.)
	
	
	
	
	
	


	PROGRAM EVALUATION CHART

Safety Directives
	N/A
	Full Compliance
	Partial Compliance
	Non- Compliance
	Number Required
	Number in Compliance

	All soldiers having accidents and/or moving violations are counseled.
	
	
	
	
	
	

	All soldiers having accidents and/or moving violations attended remedial driving.
	
	
	
	
	
	

	All first-line supervisors are using Individual Risk Assessment and Counseling (ISRAC) booklets to enhance monthly counseling for soldiers under 26.
	
	
	
	
	
	

	All Bn Commanders (23rd Brigade and 49th Group) are enrolled in the Combat Readiness Center’s (CRC) Army Readiness Assessment Program (ARAP) within 60 days of taking command.
	
	
	
	
	
	

	All soldiers used the Army Safety Management Information System (ASMIS-2) prior to taking leave, pass, or TDY.
	
	
	
	
	
	

	All soldiers received Accident Avoidance Training.
	
	
	
	
	
	

	All civilian and military supervisors have safety objectives included in support forms.
	
	
	
	
	
	

	All personnel driving AMV/GSA vehicles have received Accident Avoidance Training.
	
	
	
	
	
	


GUIDANCE FOR UNIT SAFETY NOTEBOOK

a. Safety Officer duty appointment orders and training.

b. Commanding General’s Safety Policy and Unit Safety and Fire SOP/Policy.

c. Unit Safety and Fire SOP/Policy records.

d. Safety Council minutes/briefing log.

e. Safety Inspection Record and corrective action.

f. Army regulations:

1. AR 385-10 Army Safety Program

2. AR 385-40 Accident Reporting/Records with Abbreviated  Ground Accident Report Manual (AGAR)

3. AR 420-90 (Chapter 6) Fire Protection

4. DA PAM 385-1 Unit Safety Officer/NCO Guide

5. DA PAM 385-40 Army Accident Investigation and Reporting.

6. Single Source Safety Program Document

g. Copy of Accident Report – DA Form 285

h. Fort Lee Form 1051- Record of Injury

i. Job Hazard Analysis

j. Annual Training Record

k. Current Safety Messages and Alerts

l. Holiday Safety Messages

m. Safety Training Material
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CONFINED SPACE ENTRY
1.  GENERAL:  There are confined spaces in industrial workplaces, many of which pose unique problems due to their contents and/or configurations.  Some spaces pose entrapment hazards for entrants, while others restrict air circulation so that hazardous atmospheres may accumulate quickly.  Confinement itself can increase the risk of injury or death by making employees work closer to hazards than they would otherwise.

2.  DEFINITIONS:

     a. Confined Space:  A space which, by design, has limited openings for entry and exit; unfavorable natural ventilation which could contain or produce dangerous air contaminants, and which is not intended for continuous employee occupancy.  Confined spaces include but are not limited to storage tanks, boilers, ventilation and exhaust ducts, sewers, underground utility vaults and pipelines.

     b. Permit-Required Confined Space:  A confined space that has one or more of the following characteristics:

        (1)  Contains or has a potential to contain a hazardous atmosphere.

        (2)  Contains a material that has the potential for engulfing an entrant.

        (3)  Has an internal configuration such that an entrant could be trapped or asphyxiated by inwardly converging walls or by a floor which slopes downward and tapers to a smaller cross-section.

        (4)  Contains any other recognized serious safety or health hazard.

3.  RESPONSIBILITIES:

     a. The Safety Office will:

         (1)  In coordination with DPWL, designate and identify areas on the installation which are considered to be confined spaces.

         (2)  Provide guidance to supervisors/entry-level supervisors in the preparation of SOPs on confined space entry.  Review SOPs before they are published.

     b. Supervisors will:

         (1)  Explain to all personnel the nature of the hazards with the operations and the precautions necessary to control such hazards.

         (2)  Ensure personnel entering confined spaces are properly trained prior to entering those confined spaces.

         (3)  Strictly enforce safety and health guidelines for confined space operations.  Take prompt action to correct and report any unsafe acts, conditions and procedures, and where warranted by such conditions, cease operation until corrective actions are taken.

         (4)  Allow only trained entry-level supervisors, attendants and entrants to do permit-required confined space work.

         (5)  Follow all requirements in Installation Safety Office Single Source Safety Document, Chapter 10, Confined Space Entry Program

4.  REFERENCES:

     A. OSHA Standard 29 CFR 1910.146.

     b. Fort Lee Single Source Safety Document.

HAZARD COMMUNICATION PROGRAM

1.  GENERAL:  Every employee has the right to know what hazardous chemicals and materials they are exposed to in their workplace.  The overall goal of the Hazard Communication (HAZCOM) standard, or the "Right to Know Law," is to reduce injury and illness caused by hazardous chemicals and materials in the workplace.  This is achieved by communicating to employees through identification and evaluation of the hazards to which they are exposed.

2.  DEFINITIONS:

      a. Hazard Communication:  Evaluation of chemical hazards and communication of hazard information to the user.

      b. Material Safety Data Sheet (MSDS):  Written material which identifies hazards of the substance. 

3.  POLICY:  Employees must be trained how to safely handle hazardous chemicals and materials, how to protect themselves, and what to do in case of a spill and/or exposure.

4.  SCOPE:  Military and civilian personnel who work with hazardous chemicals/materials are required to know the hazards associated with these chemicals/materials and means of protection .


5.  RESPONSIBILITIES:

      a. The Safety Office will provide organizations guidance, training materials, and/or media aids per request thru evaluations, inspections and consultations, drills, etc.

      b. Supervisors must ensure that a written hazard communication program is implemented at each workplace to include the following:

           (1)  An up-to-date hazardous chemical inventory maintained at the workplace (with a copy furnished, annually).
           (2)  The labeling system and/or other methods of warning.

           (3)  MSDSs available to all employees at all times. 


           (4)  Scheduled training for employees at the time of their initial assignment and whenever a new physical or health hazard is introduced.  The plan must include what the chemicals are, how to identify them, and a means of control for each.  Training must include MSDSs, a labeling system, and other forms of warning.


6.  REFERENCES:  


     a. 29 CFR 1910.1200 


     b. Fort Lee Single Source Safety Document.  

LOCKOUT/TAGOUT PROGRAM

1.  GENERAL:  Lockout/Tagout procedures are designed to prevent accidents and injuries caused by the accidental release of hazardous energy.  The lockout/tagout standard covers servicing and maintaining equipment where unexpected energization of equipment could injure employees.  Energy sources include:  electrical, mechanical, pneumatic, fluids and gases, hydraulic, thermal, and water under the pressure of gravity.  Isolation of these energy sources might include repair and replacement work, renovation work and modifications or other adjustments to power equipment.  Hazardous energy problems include:  accidental start-ups, electrical shock, and disabling injuries and death.

2.  DEFINITIONS:

    a. Lockout:  The placement of a lockout device on an energy-isolating device, ensuring that the energy-isolating device and the equipment being controlled cannot be operated until the lockout device is removed.

    b. Tagout:  The placement of a tag on an energy-isolating device to indicate that the energy-isolating device and the equipment being controlled may not be operated until the tag device is removed.

3.  RESPONSIBILITIES:

    a. The Safety Office will serve as principal staff adviser and technical consultant; and conduct periodic inspections to ensure each activity is in compliance with policies governing the lockout/tagout of machines, equipment, or electrical panels.
    b. Supervisors will:

         (1)  Ensure SOPs are developed and implemented, identifying which lockout/tagout isolating equipment and machinery are located at the energy source, and list all machinery and equipment.

         (2)  Obtain required lockout/tagout devices needed to isolate equipment and machinery in the workplace.

         (3)  Train authorized employees in performing lockout/tagout procedures and assign them lockout/tagout devices; ensure they perform lockout/tagout procedures as required.

         (4)  Follow all requirements in Installation Safety Office Single Source Safety Document, Chapter 8, Logout/Tagout program.

4.  REFERENCE:  OSHA Standard 29 CFR 1910.147.

 PERSONAL PROTECTIVE EQUIPMENT

1.  GENERAL:    OSHA standards require that employers assess the workplace to determine if hazards are present which necessitate the use of personal protective equipment and clothing.    

2.  POLICY:   Personal protective equipment for eyes, face, head, and extremities, protective clothing, respiratory devices, and protective shields and barriers shall be provided, used, and maintained in a sanitary and reliable condition. 

3.  RESPONSIBILITIES:  Supervisors will provide proper personal protective clothing and equipment for employees. 

4.  REFERENCES:  

     a. 29 CFR 1910.132.      

     b. Fort Lee Single Source Safety Document

SAFETY GLASSES

1.  GENERAL:  The prevention of ocular injury is better than its treatment by any known medical or surgical means.  TB Med 506 depicts which job series and MOSs require eye protection.  Supervisors and commanders may approve additional series or MOSs when job duties bring employees/soldiers into eye-hazardous areas.

2.  POLICY: Wherever and whenever an operation or activity has been classified as eye- hazardous, the use of protective eye devices is mandatory.

3.  RESPONSIBILITIES:  

      a. MEDDAC [Occupational Health Clinic and the Eyes, Ears, Nose, and Throat (EENT) Clinic)] will administer the Vision Conservation Program.; notify supervisors/commanders of scheduled appointments; provide the soldier with necessary prescriptions; and refer civilian employees to their private optometrists for an examination at the cost to the employee.  Active duty military will be seen annually in the EENT clinic.  The Occupational Health Clinic will make eye screening appointments every two years for civilian employees
     b. Supervisors/commanders will identify personnel exposed to eye hazards; contact the Occupational Health Clinic for civilian employee appointments and the EENT clinic for active duty military appointments; and ensure soldiers/employees properly use and are provided with eye protection.
    c. The employee will bring his/her current pair of safety glasses to the eye screening appointment with Occupational Health and give the eye glasses prescription from the private optometrist to his/her supervisor for purchase with activity funds.

    d. Activity Purchase Card Holder will purchase the employee’s eye glasses from any vendor which the activity uses.
     c. Materials/Services:

         (1)  Permanently fixed side shields for all safety glasses are highly recommended but not mandated. 


         (2)  Polycarbonate lenses are mandated.

   (3)  Exceptions to policy must be reviewed by EENT on a case-by-case basis and authorized with an exemption memorandum only.


4.  REFERENCES:  

a. TB Med 506.

b. Fort Lee Single Source Safety Document.

SAFETY SHOES

1.  GENERAL:  Federal regulations require employers to furnish safety shoes to employees.

2.  POLICY:  Employees working in identified, foot-hazardous positions will be provided appropriate foot protection.  All foot protection will meet ANSI Z41.1 standards.  Employees are authorized one pair of safety shoes annually, unless shoes are unserviceable or work process requires multiple types of protection.

3.  RESPONSIBILITIES:

    a. Supervisors will determine which positions have foot-hazardous tasks and the nature of shoe required, e.g., insulated boot or shoe, water resistant, electrical hazard, etc.

    b. Purchase card holders will purchase appropriate type shoe within a $120 limit.  Fire and Emergency Services personnel and other employees working in high-risk areas, where generic safety shoes do not provide adequate protection from their duties, are exempt from the $120 limit.

4.  REFERENCES:

     a. 29 CFR 1910.136

     b. ANSI Z41.1

     c. Fort Lee Single Source Safety Document

RADIATION PROTECTION PROGRAM

1. GENERAL:  Individually, most items in the Army supply that contain radioactive material present only a minor health hazard.

2.  POLICY:  This Command is committed to the operating philosophy for maintaining occupational radiation exposures as low as is reasonably achievable (ALARA).

3.  RESPONSIBILITIES:

     a. Safety Office will maintain a consolidated inventory of all radioactive equipment on the installation and inspect those activities with radioactive equipment annually.

     b. Commanders/supervisors with employees/soldiers who handle or store radioactive materials will appoint, in writing, a Radiation Safety Officer (RSO).

     c. The RSO will:

          (1)  Maintain a complete inventory of all radioactive equipment and forward an updated copy annually.

          (2)  Prepare and coordinate through the Safety Office a radiation protection SOP.

          (3)  Properly store radioactive equipment (separate, marked, locked cabinet) in a controlled room.

          (4)  Post all current guidance in an area where it can be viewed by all.  (Current guidance may be obtained from the Safety Office.)  

         (5)  Post no eating/drinking signs; wash hands after handling equipment.   

         (6)  Ensure all radioactive equipment is calibrated or wipe tested as required.

         (7)  Post the name and phone number of the Installation Radiation Safety Officer.  

PRIMARY, 765-3128


ALTERNATE, 765-3123


4.  REFERENCES:

     a. Fort Lee Single Source Safety Document.
     b. AR 385-11. 
     c. AR 11-9.

     d. AR 710-3.

RESPIRATORY PROTECTION

1.  GENERAL:  Personnel shall be prevented from breathing contaminated, harmful air.  If materials less toxic can not be used or there are no engineering controls, respirators may be worn as an interim measure of controlling exposure.
2.  POLICY:  The provision of adequate respiratory protection for personnel working in operations which release potentially toxic or nuisance contaminants into the air, is a command responsibility.

3.  RESPONSIBILITIES:  

     a. The Safety Office will coordinate with other agencies to provide training and support.

     b. Supervisors will ensure:

          (1)  A respiratory specialist is appointed on orders and trained.

          (2)  Proper respiratory protection is available and used.

          (3)  Written SOPs are prepared and followed.

           (4)  That users receive initial and annual medical monitoring as recommended by the Occupational Health Physician.

          (5)  Workers are trained and individually fit-tested annually by a respiratory specialist.

           (6)  Users are supplied appropriate respiratory protective equipment as specified by the Industrial Hygienist.

          (7)  Personnel training time on respiratory protective equipment is documented and kept current by the respiratory specialist.

4.  REFERENCES:
     a. 29 CFR 1910.134 and 139.
     b. AR 11-34.
     c. Fort Lee Single Source Safety Document.
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FIRE PREVENTION PROGRAM

1.  GENERAL:  Every new and existing building or structure shall be constructed, arranged, equipped, maintained, and operated IAW the National Fire Protection Association standards in order to provide a reasonable level of safety, property protection, and public welfare from the actual and potential hazards created by fire, explosion, and other hazardous conditions.  

2.  POLICY:  Each organization and all personnel within the Fort Lee community will participate in the current installation fire prevention program based on guidelines provided by references indicated below.

     a. Open flames such as candles or flame-producing devices will not be used for decorations in the workplace.

     b. Natural-cut Christmas trees are authorized on a case-by-case basis.

     c. Coffee pots, microwaves, and other similar type appliances must be on a noncombustible base with a 1-inch air space below and behind the appliance.     

     d. Portable electric heaters will only be used for emergencies.  Where allowed, they will be designed and located so they cannot be easily overturned.  Portable heaters will be prohibited in occupancies or situations where use of operation would present an undue danger to life or property.  See Safety Alert for restrictions.

3.  RESPONSIBILITIES:


     a. Commanders/Directors will appoint a Fire Marshal and ensure this program is implemented within the organization.


     b. The organization Fire Marshal will:  

          (1)  Have overall responsibility for implementing an organization fire prevention program.


          (2)  Conduct quarterly inspections and forward inspection form to the Safety Office. 


          (3)  Schedule fire drills with the Fort Lee Fire Prevention Office and maintain records.  Inspect the assigned area daily, during normal duty hours and at the close-of-business, to prevent, detect and eliminate hazards.


     c. The Building/Unit Fire Warden will: 

          (1)  Develop a Fire Prevention SOP containing plans for continuing fire prevention education for all personnel assigned to the building; identification and elimination of fire hazards and deficiencies; and enforcement of fire prevention regulations.   

          (2)  Inspect the assigned area during normal duty and at the close-of-business to detect and eliminate hazards.

          (3)  Conduct inspections monthly using the Monthly Inspection Report to identify and correct potential fire hazards and submit report to the organization Fire Marshal.

          (4)  Develop emergency plans for evacuation of personnel and reporting fires.  Assign a primary and alternate to assist disabled personnel during emergency evacuations.

4.  REFERENCES:


a. NFPA 1.
     b. AR 420-90, Fire and Emergency Services.

     c. Fort Lee Single Source Safety Document, Chapter 14.   
COLLATERAL DUTY SAFETY OFFICER/
FIRE MARSHAL/WARDEN COURSE

1. GENERAL:  The Collateral Duty Safety Officer/Fire Marshal/Warden Course provides training for appointed individuals on procedures and responsibilities required to implement the Fort Lee Fire Prevention Program.  It is conducted quarterly in the Safety Office, Building 1107, 70 B Ave.

2. DEFINITIONS:

a. Fire Marshal: Individual responsible for managing the fire prevention program for the directorate/organization.
     b. Fire Warden: Individual responsible for implementing the fire prevention program within an assigned area/building.

3. 
POLICY: Each organization will send the appointed Fire Marshals/Wardens to the Collateral Duty Safety Officer/Fire Marshal/Warden Course.

4. SCOPE: This applies to all appointed Fire Marshals/Wardens and their supervisors.

5. RESPONSIBILITIES: The commander/director will:


a. Appoint a Fire Marshal for the organization.  Recommend this be the same person as the Collateral Duty Safety Officer.


b. Appoint a Fire Warden for each area/building within his/her jurisdiction; and


c. Ensure Fire Marshals/Wardens attend the Collateral Duty Safety Officer/Fire Marshal/Warden Course.

6. REFERENCES:


a. Fort Lee Single source Safety Document.


b. AR 420-90.

FIRE EXTINGUISHERS

1.  GENERAL:  Each building shall have fire extinguishers mounted in plain view and readily accessible.  In open storage areas, warehouses, and shops, locations of fire extinguishers will be marked with signs, posters, or other approved symbols (predominantly in red).  

2.  DEFINITIONS:

      a. Class A Fire Extinguisher:  For ordinary combustibles such as wood, cloth, paper, rubber and many plastics.

      b. Class B Fire Extinguisher:  For flammable liquids such as gasoline, oil, and oil-based paint, lacquer, and flammable gas.

      c. Class C Fire Extinguisher:  For energized electrical equipment, including wiring, fuse boxes, circuit breakers, machinery, and appliances.  

     d. Class D Fire Extinguisher:   For combustible metals such as magnesium and sodium.


3.  POLICY:  Only fire extinguishers installed inside buildings or on fixed property will be serviced by U-Do-It.  Extinguishers for mobile equipment and/or field use will be maintained by the unit and replaced through normal supply channels.  


4.  RESPONSIBILITIES:  Building Fire Wardens will:

     a. Keep fire extinguishers in a serviceable condition at all times;

     b. Take fire extinguishers needing recharging or servicing to U-Do-It, Bldg 6208, for exchange.  

5.  REFERENCES:


a. National Fire Protection Association (NFPA) 10, Portable Fire Extinguishers.  


b. Fort Lee Single Source Safety Document, Chapter 14.   
HOT WORK PERMITS

1.  GENERAL:  The hot work permit is predominantly issued to contractors conducting open flame operations, welding operations, or other hazardous potential fire actions.   

2.  DEFINITION:   Hot Work Permit:  DA Form 5383-R issued by the Fort Lee Fire Prevention Office to authorize personnel to conduct open flame, welding operations, etc.     

3.  POLICY:  Open flame burning will not be conducted prior to being issued a Hot Work Permit.

4.  RESPONSIBILITIES:  

     a. Fort Lee Fire Prevention Office will issue permits after each request has been reviewed and approved.

     b. Requestor must show a fire-safe operation.

     c. Supervisors will ensure this policy is enforced and proper procedures are followed.

5.  REFERENCES:

     a. NFPA 1.

     b. AR 420-90, Fire & Emergency Services.

c. Fort Lee Single Source Safety Document, Chapter 14.   
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BLOODBORNE PATHOGEN EXPOSURE CONTROL

1. GENERAL:  It is impossible to know the status of disease or infection of every person that employees may come in contact with while performing their jobs.  The following standard precautions to take when the employee is at risk of exposure to bloodborne pathogens:  Wear gloves, masks, and goggles.   

2.  DEFINITION:  A bloodborne pathogen is any pathogenic organism present in human blood which can cause disease in humans.  These pathogens include Hepatitis-B virus (HBV) and human immunodeficiency virus (HIV).

3.  SCOPE:  Personnel in the following job classifications (other than MEDDAC and DENTAC) at risk of exposure to blood, body fluids and other potentially infectious materials (by virtue of their occupations) are:

Emergency Medical Technicians

Medics

Firefighters




Mortuary Affairs Personnel

Security Guards





Life Guards

Range Control Personnel trained as Combat Lifesavers

4.  POLICY:  The bloodborne pathogen exposure control plan establishes minimum regulatory requirements for personnel at risk of exposure to blood, body fluids, and other potentially infectious material.

5.  RESPONSIBILITIES:


a. The Infection Control Committee of Kenner Army Health Clinic is proponent for the bloodborne pathogen exposure control plan for the installation.


b. The Safety Office will assist the Infection Control Committee in determining requirements for personal protective equipment (PPE) and environmental controls.        


c. Supervisors will:


     (1)  Enforce the use of Standard Precautions/Body Fluid Isolations and PPE for exposed personnel.


     (2)  Validate the status of Hepatitis-B vaccination of all potentially exposed personnel and ensure they either complete the vaccination series or sign a Vaccination Refusal Form.  Forward completed form to Preventive Medicine Services.


     (3)  Provide exposed personnel with annual training programs.  Maintain training records and forward a copy to the Infection Control Practitioner.


     (4)  Perform Job Hazard Analyses on tasks in which personnel may be exposed to bloodborne pathogens and write task-specific SOP for guidelines to decrease exposure risk.


     (5)  Take appropriate disciplinary action when personnel do not use PPE or environmental controls, or fail to perform to SOP.

6.  REFERENCES:

     a. 29CFR 1910.1030.

     b. Fort Lee Single Source Safety Document.

     c. Bloodborne Pathogens Exposure Control Plan.

ERGONOMIC PROGRAM

1.  GENERAL:  This program provides guidance to recognize, control, and prevent work-related musculoskeletal injury and illness.

2.  DEFINITIONS:

     a. Ergonomics:  Fitting the job to the person, not the person to the job.  This is achieved by the evaluating and designing workplaces, tasks, equipment, and processes in relation to human capabilities and interactions.  (See Ergonomic Workstation Poster.)

     b. Workplace Risk Factors:  Actions or conditions in the workplace that may cause or aggravate a work-related musculoskeletal disorder.  Examples include repetitive, forceful, or prolonged exertions; frequent or heavy lifting; pushing, pulling, or carrying heavy objects; awkward posture; contact stress; and localized or whole-body vibration.  

     c.  Musculoskeletal Disorder:  An injury or illness of the muscles, tendons, ligaments, peripheral nerves, joints, cartilage, bones, and/or supporting blood vessels in either the upper or lower extremities, back, or neck.  Examples are cumulative trauma disorders and repetitive strain or motion injuries or illnesses. 

 3.  RESPONSIBILITIES:

      a. Safety Office will evaluate employee workstations upon request of occupational health/supervisors/employees and make recommendations for corrections; conduct training; develop and disseminate ergonomic awareness materials; review ergonomic injury/illness records for trend analysis; and chair Ergonomic Committee and hold quarterly meetings.
      b. Preventive Medicine will assist in evaluating the workplace for ergonomic problems, in conducting ergonomic training as needed, and in identifying personnel with ergonomic related injuries.  


      c. Supervisors will:

           (1)   Conduct job hazard analyses (JHA) and identify tasks that pose a risk of musculoskeletal injury, evaluate the tasks, and ensure the risks are reduced or eliminated.

           (2)   Ensure personnel workstations are properly setup and personnel are trained to properly adjust their furniture and equipment. 

           (3)   Ensure proper use of work/rest breaks which can vary according to the job’s physical and psychological demands.  

           (4)   Detect early signs of musculoskeletal problems of personnel such as frequent reports of aches and pains or job tasks requiring repetitive, forceful exertions.  

           (5)   Send personnel with signs of musculoskeletal disorders to Occupational Health Clinic along with completed Ft Lee Form 1051, Record of Injury.  Also, contact the Safety Office for workstation evaluation.       

4.  REFERENCES:

     a. CFR Part 1960
     b. ANSI Standard 100   

     c. DOD 6055.1  
     d. AR 40-1       
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HEARING CONSERVATION PROGRAM

1.  GENERAL:  Noise levels from equipment such as weapons, power generators, construction equipment, etc., are of such high intensity that they can cause permanent damage.  Noise-induced hearing loss is painless, bloodless, and sightless.  By the time an individual recognizes the problem, the damage is irreversible.

2.  DEFINITION:  Noise Hazardous Area:  Any area having noise levels above 85 dbA.

3.  RESPONSIBILITIES:

     a. MEDDAC will:

          (1)  Conduct annual inspections and surveys to determine the existence of noise-hazardous areas.  Assist in hearing conservation education.

          (2)  Provide a list of hazardous noise areas to CPAC and the Safety Office.

          (3)  Ensure employees working in noise hazardous areas receive audiometric evaluations annually.  

          (4)  Properly fit hearing protection.  Notify supervisors/employees/CPAC when evaluation indicates a hearing loss exists or will be aggravated by noise exposure.

     b. The Safety Office will:

          (1)  Coordinate with Preventive Medicine Services (PMS) to determine the existence of noise-hazardous areas and control the entrance into these areas by posting warning signs.  Identify noise hazardous equipment with labels.  Monitor hearing protection use to assure compliance with regulations. 

          (2)  Notify supervisors of noise-hazardous areas and equipment within their areas. 

     c. Supervisors will notify PMS of suspected noise hazards in their shops or area.   

Ensure personnel working in a noise hazardous environment wear their hearing protection and receive an annual audiogram, and provide visitors entering noise hazardous areas with proper hearing protection.

3.  REFERENCES:

     a. CFR 1910.95.  

     b. Fort Lee Single Source Safety Document.

     c. MEDDAC Pam 40-5, Occupational Health Program.

INDOOR AIR QUALITY 

1.  GENERAL:  Good indoor air quality is an environment that contributes to a favorable, productive atmosphere and enables building occupants to experience a sense of well being.

2.  POLICY:  Although there is no specific policy on indoor air quality, employers are required to furnish employees a safe and healthful workplace.  This includes good indoor air quality.  The Indoor Air Quality Committee will assist you with solutions or instructions on actions to take concerning various odors, mold or moisture problems.      

3.  RESPONSIBILITIES:

     a.  Indoor Air Quality Committee, comprised of members of the Safety Office, Environmental Management Office, Preventive Medicine Services, and DPWL will evaluate employee indoor air quality concerns/complaints and will work together to make recommendations for air quality improvement.        

     b. Supervisors will:

          (1)  Evacuate the building and then call 911 if there is a suspected gas leak. 

 

          (2)  Report water leaks, mold or mildew growth, and unusual odors to Facility Managers or DPWL either by calling in a service order or preparing a work order.  You can also call a member of the Indoor Air Quality Committee to evaluate the situation.   

          (3)  Work with Facility Manager, DPWL and contract personnel to ensure indoor air quality is maintained during renovations, installations or applications which might alter the indoor environmental conditions.

          

          (4)  Enforce the following practices in your area to help indoor air quality:    

     

          (a)  Do not cover or block diffusers. 

          (b)  Ensure employees refrain from opening windows when HVAC system is being utilized.

               

          (c)  Avoid using room deodorizers.

          (d)  Do not park or operate vehicles near buildings.

          (e)  Wipe surfaces with a damp cloth to reduce dust. 

(f) Do not allow food to be left in trash cans overnight
c. Facility managers will:

            (1)  Ensure all inhabitants of administrative areas will have a healthful and safe area to include proper indoor air quality and thermal comfort.

            (2)  Initiate work orders to correct deficiencies and route them through the Safety Office for a Risk Assessment Code.  

            (3)  Become familiar with the mechanical systems of the facility with the aid of facility engineers.  

            (4)  Ensure that:

            (a) All sources of water and moisture are identified and fixed. Dry water damaged areas within a 24 to 48 hour period to prevent mold growth.  Indoor relative humidity levels should not exceed 60 %, ideally should be kept between 30 and 50%.

            (b)  Filter media is changed on schedule.

            (c)  Condensate trays are kept dry and serviceable, i.e., drain lines are kept clear.

            (d)  Outside air inlets, if applicable are kept in the open position.

            (e)  All diffusers remain in the open position.

            (f)  No unauthorized personnel adjust, open, close, or otherwise tamper with diffusers thus affecting the ventilation balance.

            (g)  Contract representatives interface with the supervisor and facility manager BEFORE any chemicals are used or any work is to be done in the facility.

            (h)  Pesticide applications, carpet or flooring installations, general renovations in occupied facilities will be executed only after the supervisor and facility manager have been informed in order for hypersensitive employees to be removed from the area.

            (i)  Be vigilant in keeping ventilation air supply sources free of vehicle exhaust emissions.

            (j)  Request a survey for indoor air quality in writing explaining the need for a survey, i.e. increased illnesses, headaches, etc.

             (k)  Clean mold off hard surfaces with water and detergent, and dry completely. Absorbent materials such as ceiling tiles, that are moldy, may need to be replaced.

REFERENCES:  

a. National Institute for Occupational Safety & Health (NIOSH).  Guidance for Indoor Air Quality Investigation.

b. Environmental Protection Agency (EPA). A Brief Guide To Mold, Moisture, and Your Home.

c. United States Army Center for Health Promotion and Preventive Medicine (USACHPPM). Army Facilities Management Information Document on Mold Remediation Issues; TG 277 February 2002.

OCCUPATIONAL VISION PROGRAM

1.  GENERAL:   The prevention of ocular injury is more profitable than its treatment by any known medical or surgical means.

2.  POLICY:  

     a. When an operation or activity has been classified as eye hazardous by the Safety Office, the use of protective devices is mandatory.  All employees working in eye hazardous areas will be protected by industrial safety glasses, goggles, or full face shields as appropriate.  The purchase of eye protection is the responsibility of the unit/activity. The use of absorptive lenses is required for specific operations where excess light is not readily controlled such as welding operations.

     b. All personnel having useful vision in only one eye will be identified and must wear industrial safety glasses regardless of job assignment.

3.  RESPONSIBILITIES:  

     a. The Safety Office will:

          (1)   Designate and label specific areas where the use of eye protection is required.   

          (2)  Conduct surveys to ensure compliance with the Occupational Eye Protection Program, monitor use of eye protection, and inform supervisors of personnel who knowingly violate this program.  

     b. Preventive Medicine Services (PMS) will make eye screening appointments for civilian personnel working in eye hazardous areas requiring safety glasses and assist the Safety Office in promoting compliance and training.  

    c. Supervisors will:

          (1)  Identify by name to PMS personnel exposed to eye hazards and ensure they receive vision screening at least once every 2 years.

          (2)  Ensure personnel are provided with and properly use eye protection while in eye hazardous areas.

          (3)  Ensure adequate illumination is provided in the workplace.

          (4)  Ensure contact lenses are not used without proper protection in dusty conditions (under a protective mask) during exposure to eye hazardous chemicals or air contaminants and not worn when using a respirator.

          (5)  Initiate disciplinary action on personnel who knowingly and repeatedly violate the provisions of this policy.

          (6)  Inspect, test, and document eye lavages weekly.  They must be flushed a minimum of 3 minutes weekly to eliminate the potential of eye infection during emergency use.    

            (7)  Follow all requirements in Installation Safety Office Single Source Safety Document, Chapter 9, Personal Protective Equipment program.

4.  REFERENCES:  

     a. TB Med 506.

     b. Fort Lee Single Source Safety Document.  
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COLD WEATHER INJURY PREVENTION

1.  GENERAL:  Successful cold injury prevention requires vigorous command leadership and proper use of preventive measures which are enforced.  Prior planning, cold weather training, and providing proper clothing and equipment are paramount.  Specific preventive measures are directed toward conserving total body heat, avoiding unnecessary prolonged exposure to cold, moisture, and activities favoring cold injury.

2.  DEFINITIONS:  

     a. Frostbite:  Injury which results when skin temperature falls below freezing.

     b. Trench foot:  A painful foot disorder caused by prolonged standing in water or having wet feet for hours while temperature is above freezing.

     c. Hypothermia:  Extremely low body temperature caused by exposure to cold and aggravated by wetness, wind and exhaustion.

     d. Dehydration:  An abnormal depletion of body fluids which occurs during cold weather because liquids are difficult to find and inconvenient to drink.  

3.  RESPONSIBILITIES:

     a. Safety Office will promote cold weather injury prevention and provide supervisors and safety officers/NCOs with written materials and videos upon request.    

     b. Supervisors will:

         (1)  Ensure soldiers/civilians are trained in cold weather injury prevention procedures, proper cold weather operational procedures, and carbon monoxide hazards.

         (2)  Follow guidance in TB Med 81 and other policies.  

         (3)  Frequently observe soldiers/employees for early signs and symptoms of cold injury.

         (4)  Encourage taking appropriate exercises to avoid constriction of the extremities by clothing and footgear.

4.  REFERENCES:

     a. TB Med 508
     b. GTA 5-8-12 

     c. Fort Lee Single Source Safety Document.
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HEAT STRESS PREVENTION PROGRAM

1.  GENERAL:  Exposure to excessive heat may cause injury and threaten the well-being of the military and civilian personnel during the summer weather.  Heat injuries pose a threat to personnel involved in both indoor and outdoor exercise and operations.  Heat injuries include sunburn, heat cramps, heat exhaustion, and heat stroke.  Heat injuries are preventable.

2.  DEFINITIONS:

     a. Wet Bulb Globe Temperature (WBGT):  A weighted temperature consisting of  air temperature, air movement, relative humidity, and radiant heat.  (See Fluid Replacement Policy for Warm Weather Training.)

     b. Heat Index:  Calculated using ambient air temperature and humidity; defined as “what it feels like.”  The heat index is usually what you hear on the radio and TV rather than the WBGT. (See Heat Index Chart.)  

3.  RESPONSIBILITIES:

     a.   Installation Operations Center (IOC) will notify organizations by LEEKEY and some by telephone when the heat category is 3 or above.   

     b. Supervisors will take precautions and administrative action for outdoor and indoor work under excessive heat as outlined in the Single Source Safety Document.

4.  REFERENCES:  

     a. AR 40-5, Preventive Medicine Service.

     b. TB Med 507, Prevention, Treatment, and Control of Heat Injury.

     c. FM 21-20, Hygiene and Sanitation. 
     d. GTA 5-8-12, Individual Safety Card.        
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FIRE AND NATURAL GAS EMERGENCY PROCEDURES 

GENENRAL:  OSHA requires that Emergency Action Plans (EAP) be written to provide employees procedures to be followed under recognized emergency conditions.  These emergency conditions may include, but are not limited to, fires, tornadoes, and other severe weather conditions, toxic substance releases, and bomb threats.
1.  FIRE:  Report all fires including fires that have been extinguished.  

     a. Activate building fire alarm system if not activated.

     b. Dial 911, give your name, building number, phone number and the nature and location of the fire.

     c. Alert all occupants to evacuate the building using their nearest fire exit.

     d. Extinguish the fire if possible.

     e. Give all possible assistance to arriving fire units.

2.  NATURAL GAS LEAK OR ODOR:  

     a. DO NOT activate the building fire alarm system.

     b. DO NOT turn on or turn off any appliances, light switches, or motor vehicles.

     c. Alert all occupants to evacuate the building using the nearest exit upwind and away from the leak if possible.

     d. Call 911 from a telephone located away from the gas leak or odor, give your name, building number, telephone number, and the nature and location of the gas leak or odor.

     e. Give all possible assistance to arriving fire unit.

HURRICANE SAFETY INFORMATION

In case of hurricane warnings, stay tuned for official bulletins, E-Mail messages, telephone calls, and local radio stations.  

Know evacuation routes

Keep battery-operated radio on hand.

Bring in pets.

Fill water containers to ensure adequate drinking water.

Turn refrigerator to maximum cold and open only if necessary.

Keep medications in one container.

Have flashlights and batteries available.

Secure outdoor furniture, garbage cans, and equipment.

Keep away from windows. 

TORNADO SAFETY INFORMATION  

When Fort Lee is in a TORNADO WATCH a tornado may or may not come our way, but there is a possibility.  Frequently monitor E-Mail, Channel 70, or listen to the radio.

When Fort Lee goes into the TORNADO WARNING stage, IOC will continue to put information out on E-Mail and Channel 70.  They will also activate a siren (although it cannot be heard all over post).  If electricity goes off, phone calls will be made.

Occasionally, tornadoes develop so rapidly that advance notice warning is not possible.  During the tornado season, all personnel should remain alert for signs of an approaching tornado and be prepared to take appropriate safety precautions listed below:


Move to an interior room or hallway on the lowest floor, away from windows.


Get under a sturdy piece of furniture if available.


Assume the tornado protection position:



Sit on the floor, lean all the way forward at the waist, interlock your fingers together and place your open hands behind your head.  This position offers the greatest degree of protection to vital parts of the body from flying debris which causes the most deaths and injuries.


Stay away from windows if at all possible.


It is NOT advised that employees leave work early if threatening weather is expected.  It is safer inside the workplace than in a car if tornado-strength winds are imminent.       

POV/AMV ACCIDENT PREVENTION

1.  GENERAL:  Privately owned vehicle (POV) accidents are consistently the number one killer of Army soldiers.  
2.  DEFINITION:  POV Risk Management Toolbox:  
a. POV accident prevention package prepared by the Combat Readiness Center (CRC) for leaders.  The Toolbox contains detailed information on how to develop controls for hazards involved with POV operations.  A POV Inspection Checklist is available on the CRC website at: https://crc.army.mil/home/

b. Army Traffic Safety Training Program (ATSTP): stemmed from an Army Driving Task Force initiative, which endorsed standardization of driver and rider education programs to reduce deaths, injuries, and economic losses from motor vehicle accidents.
3.  POLICY:  All operators of Army Motor Vehicles (AMV) or GSA vehicles must successfully complete the Fort Lee Accident Avoidance Course or equivalent every 4 years thereafter.  Transportation Motor Pool personnel will require operators to show a valid drivers license and an accident avoidance card before dispatching vehicles.   

4.  RESPONSIBILITIES:


a. The Safety Office will:


     (1)  Publicize and make POV accident prevention promotional materials and videos readily available to all organizations.

     (2)  Conduct vehicle driver training including courses identified by ATSTP.


     (3)  CRC Accident Avoidance training is available online for individuals driving AMV/GSA vehicles.

     (4)  Chair the POV Task Force to discuss and implement accident prevention activities, review and analyze on post accidents; and establish countermeasures.  


b. The Provost Marshal Office will ticket individuals with traffic violations and assist in accident prevention promotion. 


c. Supervisors/commanders will conduct safety briefings prior to holidays, and  ensure employees driving Army Motor or GSA vehicles have received Accident Avoidance Training.

5.  REFERENCES:


a. AR 385-55, Prevention of Motor Vehicle Accidents.


b. POV Risk Management Toolbox for Commanders, Leaders, and NCOs.


c. Fort Lee Single Source Safety Document.       

POV INSPECTION CHECKLIST
At least a two week period should be allowed to ensure timely repairs. 
	ITEM WHAT TO CHECK 
	LOOK FOR KNOWN DEFICIENCIES 
	CHECK OFF 

	TIRES 
Condition 

NOTE: No mixing of radial tires and bias tires. 
Spare tire 
	Tread depth, wear, weathering, evenly seated, bulges, imbedded objects, cuts, breaks. At least one mm of tread over entire traction surface. 

(Using a penny, place it in the tire tread with head facing downward. If the tread does not reach the top of Lincoln's head, there is insufficient tread depth) 
Spare tire (inflated), jack, lug wrench 
	Front Rear 

Pass Fail 

	LIGHTS 
Head lights 

Tail Lights 

Brake lights 

Turn Signals 

Backup lights 

Four-way Flashers 

License Plate Light 
	Both high and low beams operational, cracked, condensation, secured 

Lenses intact, tail light working when turned on (red) 

Lenses intact, brake light working when brake is applied (red) 

Lenses intact, left and right turn signals blink (red lights in rear and yellow lights in front) 

Lenses intact, left and right backup lights work (White Light) 

Lenses intact, left and right turn signals flash/blink at the same time 

Lenses intact, does light stay on 
	Left Right 

Left Right 

Left Right 

Front Rear 

Left Right 

Left Right 

Front Rear 

Left Right 

Pass Fail 

	WINDSHIELD & WINDOWS & WIPERS 
Windshield 

Rear Window 

Windows 

Window controls 

Windshield wipers 
	Not cracked, broken or scratched to the degree that impairs vision 

Not cracked, broken or scratched to the degree that impairs vision 

Windows go up and down, scratched or tinted to the degree that impairs vision 

Check handles, push electric buttons 

Both wipers are installed on vehicle, windshield wipers work, blades show signs of wear 
	Pass Fail 

Pass Fail 

Pass Fail 

Front Rear 

Pass Fail 

	MIRROR 
Mirror Outside 

Mirror Inside 
	Missing, cracked 

Missing, cracked 
	Left Right 

Pass Fail 

	BUMPERS 
Bumper Front 

Bumper Rear 
	Missing, loose, broken 

Missing, loose, broken, bent in any way to cause a hazard 
	Pass Fail 

Pass Fail 

	RAKES 
Brakes 

Emergency Brake 
	Foot pedal cannot travel more than half way to floor, does brake light stay on 

Properly adjusted, check emergency brake by: pull/push emergency brake, apply foot to brake, gently press gas pedal, ensure brake holds vehicle 
	Pass Fail 

Pass Fail 


	Interior 

	Horn 

Defroster Front 

Defroster Rear 

Emergency equipment 

Heater 

SEATBELTS 
Seatbelt Front/Rear 

(Include shoulder harness during inspection, may have a center seat belt) 
	Does it work 

Ensure hot air blows out above the dash 

Check light on dash, if in the winter ensure it works by allowing the rear windshield to clear up 

(OPTIONAL) First aid kit, warning triangle, flashlight, fire extinguisher, blanket, flares, shovel, chains, tools, etc. (Check host nation laws for any additional equipment) 

Ensure heater works 

Missing, frayed, does not snap 
	Pass Fail 

Pass Fail 

Pass Fail 

Pass Fail 

Pass Fail 

Front Rear 

	LICENSE/DECALS/INSURANCE 
State Drivers 

License 

Installation decal 

License Plate 

(License plates match windshield decal (Europe Only) 

Insurance 
	Expired, missing 

Missing, needs replacing 

Expired, check sticker/decal to ensure plate is current 

Does the operator have valid insurance 
	Pass Fail 

Pass Fail 

Pass Fail 

Pass Fail 

	UNDER THE HOOD 
FLUIDS 
Brake 

Windshield washer 

Battery 

Power Steering 

HOSES 
BATTERY 
	Filled to appropriate level 

Windshield washer fluid 

Check the color indicator on the battery 

Filled to appropriate level 

Cuts, cracks, leaks, bulges, chaffing, deterioration 

Terminals, clean and tight, held down securely 
	Pass Fail 

Pass Fail 

Pass Fail 

Pass Fail 

Pass Fail 

Pass Fail 


Inspector's Name:_____________________________Signature______________________________ 

Operator Name:_____________________________Signature______________________________ 

Platoon Sergeant/Platoon Leaders approval_________________________________________ 

Date inspection was conducted_________ 

Date follow-up inspection was conducted__________ 

Leave/Pass/Holiday________________ 

Army at War – “Be Safe” – Make it Home

Pre-Trip Risk Management Worksheet

Step 1:  Fill in Admin Information:

Name: _________________________________ Unit: _______________________________

Your Starting Point:




Your Destination:

City ______________________


City ____________________

State _________




State ________

Country ___________________


Country _________________

Zip __________




Zip __________

Step 2:  circle the answers to the questions to determine your risk for this trip.

I will be driving: a subcompact or compact car (5 points), import (4 points), motorcycle (4 points), a van (4 points), pick-up truck (3 points), mid-size car (3 points), or large car (2 points)

I will wear my seat belt at all times:  No (5 points) or Yes (0 points)

I plan to have the following amount of sleep before my trip:  0-2 hours (5 points), 2-4 hours (4 points), 4-6 hours (3 points), 6-8 hours (2 points), or more than 8 hours (1 point)

The roads I travel on will be:  Two lane (4 points) or multi-lane (2 points)

I will take rest stops:  None, my trip is more than two hours and I plan to drive straight through (5 points); Every three to four hours (4 points); Every three hours (3 points); Every two hours (2 points); or my trip is less than two hours (1 point).

I will start my trip between the hours of 2100-0600 (5 points), 0500-0900 (4 points), 1600-2000 (3 points), or 0900-1500 (2 points)

Will you have alcohol during this trip:  Yes (5 points) or No (0 points)

Most of my trip will take place during:  Night (5 points), Dawn (4 points), Dusk (2 points), or Day (1 point)

I will check the weather the day prior to departure:  No (5 points) or Yes (0 points)

I will have my vehicle inspected by my supervisor prior to departure:  No (5 points) or Yes (0 points)

Have you ensured/made sure the medications you are taking will not affect your driving:  No (5 points) or Yes (0 points)
Step 3:  Add up all the points for your answers: __________

Step 4:  If you had over 44 points, your trip is an extremely high risk.  If you had 31-43 points, your trip is a high risk.  If you had 16-30 points, your trip is a moderate risk.  If you had 0-15 points, your trip is a low risk.

Step 5:  If your trip was high or extremely high risk, go back over your answers and see if you can lower your scorer by choosing an answer with less risk.

Step 6:  Refigure your scores from the answers and this is the risk for your trip.

Step 7:  Sign this worksheet in the space below and take it to your supervisor and have him or her sign it.  Your supervisor’s signature indicates that you have conducted the risk management process on your trip and that you have identified the risks associated with it.

Signature of Traveler:_______________________________________ Date: _______________

Name of Traveler’s Supervisor _______________________________

Signature of Supervisor: ____________________________________ Date: ________________

Have a safe trip by buckling your seat belt and making all others in your vehicle do the same, put all children in an approved child safety seat, don’t drive when tired, and don’t ever drink and drive.
MOTORCYCLE SAFETY TRAINING

1. GENERAL:  Proof of motorcycle safety training is required in order to register a

motorcycle or moped on Fort Lee.  


2. DEFINITIONS: 


      a. Beginner Rider Course (2 days) consists of classroom and hands

on training with the motorcycle/moped conducted on 1st Street across from the Safety Office, BLDG 1107.  This course is open to military, family members, DoD civilians, and contractors.  (NOTE):  This also pertains to scooters, mopeds, and Mopeds if the vehicles are capable of going 30 miles or more and if you have to have a VA driver’s license to operate it.  


      b. Experienced Rider Course (1 day) consists of classroom and hands on training with the motorcycle/moped conducted on 1st Street across from the Safety Office BLDG 1107.  

3.  POLICY:  DA policy requires that operators of motorcycles and mopeds on Army

Installations take an Army approved motorcycle safety course.  When soldiers/civilians move from one installation to another, they do not have to take the course again if they can show proof of training.


4.  SCOPE:  This policy applies to all operators of motorcycles and mopeds on Fort

Lee.

5. REQUIREMENTS TO ATTEND ARE AS FOLLOWS:   


a. The Beginner’s Rider Course requires a valid learner’s permit or driver’s license.  If you have a learner’s permit, you must be accompanied by a licensed motorcyclist or pull your motorcycle on a trailer to get through the gate.  The Experienced Rider Course requires a valid state driver’s license.  


b. Proof of insurance, approved helmet, over the ankle boots, long legged pants, long sleeve shirt, fingered leather gloves, high visibility outer garment during day (reflective at night), eye protection (impact resistant goggles or face shield attached to helmet), and a personal motorcycle in good operating condition.


6. RESPONSIBILITIES:

a.   The Safety Office will offer the motorcycle training as many times as needed   to enable motorcycle riders to register their motorcycles or mopeds.  


b. The Provost Marshal Office will register motorcycles and mopeds operated on Fort Lee.


c. Commanders/Supervisors will inform incoming personnel of the policy to  

ensure they take the course if needed.

      7.    REFERENCE:  AR 385-55, Prevention of Motor Vehicle Accidents.
    

 SAFETY PRECAUTIONS FOR TROOP FORMATIONS

1.  GENERAL:  The guidance in Fort Lee Policy No. 15-96 with changes, subject as above, establishes uniform standards for the safe movement of marching and running troop formations on Fort Lee roadways, especially during the hours of darkness.

2.  DEFINITIONS:  Soldiers/troops:  All military personnel.

3.  SCOPE:  The policy applies to all organizations/units located at Fort Lee; all soldiers, and all persons operating motor vehicles on Fort Lee.

4.  RESPONSIBILITIES:

     a. Organizational commanders will monitor the dismounted movement of their troops for adherence to the procedures described in the policy to ensure safe movement.  For further guidance on running in troop formations, refer to the referenced policy. 

    b. Supervisors will ensure employees are aware of vehicle operator responsibilities. 

         (1)  During hours of darkness or limited visibility: 

         (a)  When approaching the front of a marching/running troop formation, pull to the right of the roadway, stop the vehicle, turn off the headlights, put on the parking lights, and or emergency hazard flasher.  When the entire formation has passed, turn headlights back on and proceed with caution.

         (b)  When approaching the rear, do not drive within 20 yards of the last rank in the formation.  Use low-beam headlights and/or emergency hazard flasher.  Do not pass the formation from the rear.  Seek an alternate route/roadway to move around soldier formations, when possible.      

         (2)  During daylight hours:  Do not pass troop formations from the front or rear at a speed greater than 10 miles per hour.  When passing any formation, exercise extreme caution.

5.  REFERENCE:  
      a. Safety Precautions for Troop Formations (DTPMS public folder):

Training/PT & Road Closures/Fort Lee Policy No. 15-96, chg 1/copy of Road Safety.doc
      b. Troop Formation Map (DPTMS public folder):
Training/PT & Road Closures/Fort Lee Policy 15-96, chg 1/FLMAP13.ppt
SAFETY PRECAUTIONS FOR PEDESTRIANS

1.  GENERAL:  Because Fort Lee is a training post and because jogging and walking are excellent forms of exercise, there are many pedestrians walking and jogging on the roadways.  Fort Lee Policy No. 16-96 and changes establish uniform standards for pedestrians on Fort Lee roadways, especially during the hours of darkness and times of limited visibility. 

2.  POLICY:  Pedestrians will:  

     a. Face traffic, when traveling on the roadway shoulders, and avoid areas with

potholes or uneven surfaces which can cause tripping and falling.

     b. Wear retro-reflective clothing (visible in all directions), while traveling on roadways after 1600 and before 0800 and carry flashlights while running (during hours of darkness and limited visibility).  Retro-reflective clothing is not required for trips of minimal duration, i.e., crossing a roadway from a parking lot to a building.

     c. Not enter the portion of the roadway used by vehicular traffic except when crossing the street (while on roadways where the speed limit is 15 mph or less, or when the terrain does not permit use of the shoulder or sidewalk).  

     d. Not jog or walk on streets and sidewalks wearing headphones or earphones.

3.  DEFINITION:  Roadways:  Routes/Roads that are open to vehicular traffic and adjacent shoulders, if any.  It does not include paved sidewalks.

4.  SCOPE:  All pedestrians using Fort Lee roadways will adhere to the provisions set forth in the policy. 

5.  RESPONSIBILITIES:

     a. MWR will notify Fort Lee Lodging guests of the pedestrian safety precautions and policy and will provide retro-reflective clothing and flashlights for guest check-out.

     b. Supervisors will advise of pedestrian safety precautions contained in the policy.

6.  REFERENCES:

     a. AR 385-55, Prevention of Motor Vehicle Accidents.

     b. Fort Lee Policy No. 16-96, 1 November 1996, Subject:  Safety Precautions for Pedestrians.
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Use wrist rest.
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Position monitor�20-24 inches away�from eyes.
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