IN REPLY REFER TO:

Sta0 P5100.4
MCAS 3EDl:sjr
MAG-13 7

6 Oct 1988

STATION ORDER P5100.4

From: Commanding Officer
To: Distribution List

Subj: Standing Operating Procedures (SOP) for Safety and
Occupational Health ‘

Ref: (a) Public Law 91-596, Occupational Safety and Health Act
of 1970 (NOTAL)
(b) Executive Order 12196, Occupational Safety and Health
Program for Federal Employees of 26 Feb 1980 (NOTAL)
(c) 29 CFR 1960, Safety and Health Provisions for Federal
‘' Employees (NOTAL)
(d) 29 CFR 1910, General Industry Standards
(e) MCO 5100.8E
(f) MCO 5100.19C
(g) MCO 5101.8D
(h) NAVMC 2692
(i) National Consensus Standards
(j) MCO 5100.22A
(k) NAVSEA OP5 Volume 1 and 2
(1) MCO 11262.2
(m) DOD 6055.5M (NOTAL)
(n) Sta0 P8020.3D
(o) OPNAV 5100.23B
(p) Sta0 5100.5H
(q) Sta0 6260.1

Encl: (1) LOCATOR SHEET

1. Purpose. To establish policy and assign responsibility for the
implementation of the Marine Corps Air Station Safety and Occupa-
tional Health Program as under the provisions of references (a)
through (q).

2. Discussion

a. The goal of the Safety and Occupational Health: Program is
the establishment and maintenance of safety and health awareness on
the part of each employee of the command. All personnel are respon-
sible for the performance of their work to ensure that they will
protect themselves, their fellow workers, equipment, and material
from mishap. Management personnel are responsible for providing
the mechanism that allows every employee to carry out this respon-

s?bility. The elements of the program shall be prevention, educa-
tion, and analysis.
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b. Reference (a) requires each federal agency to establish and
maintain an effective and comprehensive Safety Program. Reference
(b) provides guidance to federal agencies to implement the program.
Reference (c) contains specific requirements for federal employees.
Reference (d) incorporated 29 CFR 1910 general industry standards,
References (a) through (¢), and (1), within the Marine Corps.
Reference (f) provides mishap procedures. References (a) and (m)
sets forth policies and procedures for the Industrial/Safety Pro-
gram. Reference (o) applies to all Naval units on MCAS Yuma.

c¢. This Order contains guidelines which shall be used to orga-
nize and conduct the Safety and Occupational Health Program within
departments. The primary objective is to enhance operational readi-
ness by preventing accidental deaths and injuries to personnel,
both military and civilian, as well as preventing damage to equip-
ment. -This Order identifies the components of the Safety and
Occupational Health Program and the minimum precepts which comprise
it. The Safety and Occupational Health Program as used herein,
denotes those elements of safety and health which are related to
the prevention of injuries and damage resulting from employment or
mere presence aboard the activity.

3. Policy. It is the policy of the Commanding Officer to fully
implement the Safety and Occupational Health Program for all fede-
ral civilian and military employees. All possible steps shall be
taken to eliminate or effectively minimize, through controls, the
exposure of all employees to accidental injury, or to conditions
adversely - affecting their health. This shall be accomplished
through the application of a comprehensive, effective, and con-
tinuous Safety and Occupational Health Program. :

4. Responsibility

a. The Station Safety and Occupational Health Manager is di-
rectly responsible and accountable to the Commanding Officer for
developing and promoting a comprehensive Safety and Occupational
Health Program. The Commanding Officer delegates responsibility
‘for the Safety and Occupational Health Program to Commanding Offi-
cers, special staff officers, department heads, and supervisors,
and holds them accountable for the Safety and Occupational Health
Program in areas under their control. Supervisors shall be aware
of their responsibility for identifying and correcting safety and .
health problems.

b: Each employee has the responsibility to observe all safety
and occupational health precautions applicable to their shop or work
area and immediately report any unsafe/unhealthy working condition
or mishap, regardless of degree, to their supervisor.
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Supervisors shall suspend any unsafe/unhealthy operation which
places personnel, equipment or facilitieg in imminent danger, take
immediate corrective action, and notify the Safety and Occupaticnal
Health Manager.

5. Action. Commanding Officers, special staff officers and
department heads shall advise the Safety and Occupational Health
Manager promptly of:

a. Any material set forth in this Order which apparently con-
flicts with laws, instructions, or directions of higher authority.

b. Additional subjects, standards, or codes which are recom-
mended for inclusion in this Order. If such material has been
prepared or used within a department, that material shall be for-
warded with the recommendation.

c¢. Any suggestions which would improve this Order and make it
more useful in implementing the Safety and Occupational Health Pro-
gram.

6. Summary of Revision. This Revision contains a substantial
number of changes and should be completely reviewed.

7. _Concurrence. The Commanding Officers of MAG-13, 2d LAAM Bn,
MACS-7, MWSS-371 and VMFT-401 concur in and make th#s Directive
applicable to their respective commands.

8. Certification. HReviewed and approved this date.

By direction

DISTRIBUTION: MCAS: A

MAG-13: A
2d LAAM Bn: A
MACS-7: A

MWSS-371: A
VMF¥-401: A
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LOCATOR SHEET

Subj: SOP for Safety and Occupational Health

Location:

(Indicate the location(s) of the copy(ies) of this
Manual) '

ENCLOSURE (1)
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CHAPTER 1

ORGANIZATION AND ADMINISTRATION

1000. GENERAL. Reference (a) was signed into law and became effec-
tive 21 December 1970. It directs the Secretary of Labor to issue a

set of basic program elements to assist the various federal agencies
in carrying out their responsibilities under the Occupational Safety
and Health Act (OSHA) and Executive Order 12196.

1001. OSHA STANDARDS. References (b) and (c) make each federal
agency head responsible for establishing and maintaining an effec-
tive and comprehensive Safety and Health Program which is consistent
with the standards prescribed by the Secretary of Labor. References
(b) and (d) direct field activities to take the following action in
compliance with OSHA.

1. Provide a safe and healthful work place of employment consistent
with the standards.

2. Acquire, maintain, and require the use of safety equipment,
personal protective equipment, and devices reasonably necessary to
protect employees.

3. Keep records of occupational accidents and illness as per refe-
rences (b) and (g).

4. Maintain, as part of the safety library, standards applicable to
local equipment, materials, facilities, and operations.

1002. SAFETY AND OCCUPATIONAL HEALTH DEPARTMENT

1. The Safety and Occupational Health Manager shall establish and
manage the Safety and Occupational Health Program for the Commanding
Qfficer, Marine Corps Air Station, Yuma, Arizona.

2. The program will be implemented at each and every working level
in all activities and involves everyone from the Commanding Officer
to new employees.

1003. RESPONSIBILITY

1. The Safety and Occupational Health Manager shall:

a. Plan, *direct, coordinate, and administer the Safety and
Occupational Health Program under applicable references.

b. Advise and assist supervisory personnel in the preparation
of material and agendas for scheduled safety presentations.
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c. Develop a Ground Safety Training Prosgram.

d. Promote safety awareness throughout the Station by pro-
viding adequate bulletin boards, conducting a Safety Awards Program,
and generating safety and health articles for lgcal or higher auth-
ority publications.

°

‘ e. Maintain current knowledge of the latest developments in
safety and mishap prevention, apply this knowledge to activity
operations and make recommendations whenever appropriate.

f. Maintain records of and conduct follow up on recommendations
of the Safety and Health Committees.

g. Conduct mishap investigations, maintain mishap records, and
provide assessment of program effectiveness to management.

h. Coordinate all requirements for occupational medical ser-
vices with the Branch Medical Clinic, Marine Corps Air Station, (MCAS),Yuma.

i. Prepare, for inclusion in the annual budget, an estimate of
funds required for the Safety and Occupational Health Program in-
cluding safety survey cost, training, contract support, and costs’

to correct known deficiencies.

2. Commanding Officers and department heads shall:

a. Be responsible to the Commanding Officer for providing
safe and healthy working conditions as per references (a) through
(d) .

b. Notify the Safety and Occupational Health Manager, immedi-
ately of all mishaps relating to personnel injuries and damage*to
equipment and property.

c¢. Assign one officer as a unit Collateral Duty Safety Officer
and one (or more) noncommissioned officer(s) to assist the unit
Safety Officer. Submit a copy of the appointment order/letter to
the Safety and Occupational Health Manager.

d. Appoint a commissioned officer to the collateral duty of
Unit Vehicle Mishap Prevention Officer, who will supervise and be a
-member of the unit’'s Mishap Prevention Program including off-duty
traffic safety.

e. Ensure that all accident prevention measures are taken in
order to further the effectiveness of the Safety and Occupational
Health Program.

f. Ensure availability of personal protective clothing, safety

equipment and protective devices to persons engaged in hazardous
operations. '

1-4
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€. ZInsure operating procedures are in writing and revised as
required for up-to-date information.

h. 1Indoctrinate and conduct training for employees to ensure
safe operating procedures and guidelines are in effect.

i. Notify the Safety and Occupational Health Department in the
event of visits or inspections of any government agency.

3. Supervisors ghall:

~a. Implement and enforce Safety and Occupational Health prac-
tices.

b. Utilize the technical assistance of the Safety and Occu-
pational Health Department to allow the employee to work in a safe
and healthful work environment.

c. Ensure that all personnel are thoroughly familiar with job
hazards involved and that directions are issued, understood, and
foliowed by employees.

d. Inspect work area daily to eliminate detected hazards and
unsafe practices. Bring technical or plant problems to the atten-
tion of the Safety and Occupational Health Department.

e. Ensure that appropriate safety equipment and/or protective
personal apparel. is maintained and utilizad by the employee.

f. Assgign personnel to positions only when they are physically
able %to perform the pozitions. Refer questionable cases to the
Branch Medical Department for determination as to the extent of
limitations.

§. Ensure that all personnel report immediately to the Branch
Medical Department for treatment of occupational illness or in-
juries. The immediate supervisor of a person having a serious
mishap, or of the area where the mishap occurred, shall immediately
notify their supervisor, and the Safety and Occupational Health
Depariment (a serious mishap is other than those that can be treated
oy first aid and the employee immediately returned to work).

h. Conspicuously post applicable warning signs to all hazard-
ous areas. Place suitable barriers as may be required.

i. Conduct regularly scheduled safety meetings with shop per-
sonnel to develop and maintain active participation in mishap pre-
vention. Employees should be encouraged to exchange observations
and discuss safety problems, mishaps, or near mishaps.
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j. Coordinate department, division, and shop safety ptocadural
memorandums with the Safety Manager prior to distribution to assure
technical adequacy and conformance with standards.

k. Report all mishaps resulting in personal injury or property
damage to the Safety and Occupational Health Department per refe-
rence (g).

4. Employees shall:

a. Perform assigned duties in a manner that will protect them-
selves, co-workers, equipment, and material from mishaps.

b. Report any unsafe working conditions immediately to their
supervisor, representative of officially recognized employee organi-
zation, or the Safety and Occupational Health Manager without fear
of reprisal per reference (e).

5. The Senior Medical Officer will comply with the medical and
health aspects of OSHA and those contained in references (a) and (m)
in relation to the Industrial Hygiene Program for civilian employees
and military personnel. ] ) .

6. The Staff Judge Advocate is designated as the Legal Advisor in
the legal ramifications of reference (a), as it is related to the
Marine Corps. ’ -

7. The Supply Officer will ensure that items held in stock for
issue, and for sale in Servmart, are in compliance with safety
standards.

8. The Supply Officer will ensure that the provision of reference
(d), subpart 2, 1910.1200 are observed.

9. Commanding Officers and department/section heads will, as a
matter of priority, correct existing violations of standards.

10. The Facilities Management Officer will ensure that all con-
tracts contain a clause requiring the contractor to comply with OSHA
Standards and safety orders.

11. Prior to letting of contracts for new construction, the Safety
and Occupational Health Manager and Fire Chief will, in conjunction
with the Facilities Management Officer, ensure compliance with the

safety and fire prevention measures of references (d) and (i).

.
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CHAPTER 2

DUTIES, ASSIGNMENTS AND RESPONSIBILITIES OF
SAFETY COUNCILS AND COMMITTEES
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CHAPTER 2

DUTIES, ASSIGNMENTS AND RESPONSIBILITIES OF
SAFETY COUNCILS AND COMMITTEES

2000. GENERAL. Active participation of occupational safety and
health committees is essential to the success of a Safety and Occu-
pational Health Program within this command. The purpose of these-
committes is to provide a means of communication between manage-
ment and employees regarding safety and health, and to create an
active interest in safety and health. These functions promote
safety awareness and become a part of the Mishap Prevention Program.
Minutes of discussions, recommendations, and follow-up action shall
be published to ensure efficient and conclusive resolutions within
the organizational structure of the program. The minimum require-
ments for safety and health committee prescribed for the activity
are identified herein and the functions and membership of each are
described below. .

2001. DUTIES, ASSIGNMENTS AND RESPONSIBILITIES OF SAFETY
COUNCILS AND COMMITTEES

1. Purpose

a. To provide management consideration of safety and occupa-
tional health, industrial hygiene problems and for continuing devel-
opment of the MCAS Yuma Safety and Occupational Health Program.

b. To plan education and promote efforts designed to gain and
maintain interest in safety and promote increased emphasis on acci-
dent prevention.

c. To assist the Commanding Officer in establishing and main-
taining an effective training, industrial, traffic, and of f-duty
safety policy.

d. To represent the Commanding Officer in carrying out the
provisions of the Safety and Occupational Health Program in con-
junction with all command organizations, tenant organizations,
other military commands, and the local community.

2. Membership

a. Chairﬁerson Commanding Officer, or his designated
representatives.

b. Commanding Officers of MCAS Yuma activities or their desig-
nated representatives.
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c¢. Station Inspector.
d. Station Departments.
. (1) Provost Marshal

(2) Fire Chief
(3) Facilities Engineer
(4) Housing Manager
(5) Supply Officer
(6) Comptroller
(7) Industrial Hygienist

(8) Environmental Engineer

e. Safety and Occupational Health Manager.

f. Recorder.

g. Other personnel may be invited as adviso;s as required/
requested. . ’
3. Trequency of Meetings. At least quarterly during the 3rd

month of each quarter and/or when reguested by the Chairperson.’

4. Agenda
a. Agenda items from members of the council should be turned

into the Safety and Occupational Health Manager, no later than close
of business the last working day of 2nd month of quarter.

b. The agenda items will be prepared by the Safety and Occupa-
tional Health Department, and made available to members one week
prior to meetings.

5. Minutes. The minutes of each meeting will be prepared by the
Safety and Occupational Health Manager, reviewed by the Commanding
Officer, and digvtributed to members of the council and each
Commanding Officer/department head.

2002. SAFETY COMMITTEES
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1. Station Safety/Safe Driving Council. The Station Safety/Safety
Driving Council is established to prcvide for management considera-
tion of safety problems and for the continuing development of the
MCAS Yuma safety program. Meetings should be held every three
months with a minimum of four meetings per year.

a. Membership

(1) Membership shall consist of: ’ .

Chairman - Executive Officer, MCAS Yuma, or his
designated representative.

Members - Department Heads, or their designated
representatives; Commanding Officers, or
their designated representatives. When new
departments are formed, members shall be
appointed. Safety Manager, Union Representative,
Fire Chief, Industrial Hygienist, if available
from Branch Medical, Industrial Medical Officer,
or designated representative, ROICC, EOD, Motor
Transport Officer.

Recorder - Administrative Assistant, Safety Staff.

Others may be invited as advisors as needed.

(2) Each committee member shall establish and maintain close
liaison with his department’'s safety committees. Deparwmen*: heads/
Commanding Officers shall establish departmentali/command procedures
to ensure appropriate consideration of their safety committee’'s
recommendations for submission to the Safety Council through the
department’'s/command’s representative member. Committee members
appointed as representatives of the principles listed above shall be
representing and speaking for their departments/commands on all
safety matters.

b. Functions. The Station Safety/Saie Driving Council shall:

(1) Formulate recommendatiocns %o the Commanding Officer,
MCAS Yuma, concerning changes in th= overall station safety program
needed to improve the safety program.

(2) Consider and make recommendations on matters involving
safety policy based upon, but not limited to, the following: .

(a) Accident summaries and analysis of accident causes.

(b) Safety management survey and inspection reports from
off-station individuals or teams.
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(¢) Long-range accident prevention plans under stasion
program objectives and means of accomplishment.

(d) New operations or facilities and changes involving
pofential safety problems.

. (e) Act on all safety matters referred tc “he committee
for policy action.

(3) Appoint ad hoc committees, as needed.

(4) Analyze motor vehicle accidents and violation experi-
ences within the respective jurisdiction of the Commanding Officer,
MCAS Yuma, including tenant commands, and recommend such measurés
as will preclude recurrences.

(5) Review and analyze traffic citations and other input
from the Safety Staff, Provost Marshal, Security Department and
Public Works Motor Transportation.

(6) Review instructions, notices, and memorandums regarding
vehicles, streets, signs, driver, and driver habits o: all personnel
on the gtation and for official government vehicle operators off the
station and for off-duty, off-station traffic safety oromotion.

(7)’Review new and/or changes in vehicle contrcl devices.

(8) Submit recommendations to Command resulting Irom analy-
sig of accidents and other input whenever appropriate.

(9) Ensure that adequate publicity is provided ¢n accidents,
citationg, and other safe-driving related matters in the xnterest of
promoting safe driving practices on and off the station, both duty
and non-duty.

(10) Submit reports of actions and recommendations to the
MCAS Yuma Command Safety Council.

2. A Department Safety Committee. A Department Safety Commit-
tee shall be established for each military command and department.
Committees for departments and commands doing hazardocus work sucn as
shops, trades, warehousing, underwater, microwave, las2r, and heavy
duty vehiecle, and explosives processing, testing, handling, and
storage shall meet at least five times a year or approximately every
two months; others shall have a minimum of two meetings per year.
Each committee shall be established to discuss and suggest solutions
to safety problems and to increase the interest of all supervisory
personnel in the safety program.
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a. Membership. Each department head and military command
shall designate a representative to serve as committee chairman and
there shall be sufficient members of various supervisgory levels to
provide a reasonable tenure of participation. Supervisors should
be so designated that all serve in turn as committee members.

b. Functions. The committee should perform, but is not lim-
ited to, the following functions:

(1) Formulate recommendations and suggestions to the Sta-
tion Safety/Safe Driving Council and/or the department head as
required, on department/command and station-wide safety matters.

(2) Formulate recommendations to the department head based
upon observation or a review of ‘accidents, incidents, and safety
inspections concerning the department/command.

(3) Review current station and department/command accident
prevention requirements and recommend methods for implementation.

(4) Review and recommend action on employee safety recom-
mendations and needs.

(5) Pass on to employees any pertinent safety recommenda-
tions that may have been formulated by either the General Safety
Policy Committee or the department’'s/command’s safety committee.

(6) Act upon all safety matters referred to the committee.

(7) At least every three years, review the department/com-
mand safety insbtructions and recommend changes that are deemed
pertinent.

o

(8) Review accidents, both major and minor, which have
occurred in the organization since the last meeting. Review their
causes and recommend ways and means of preventing recurrence of
these types of accidents.

(9) Help promo%te a continuing campaign of safety education
so that employees are constantly alert to hazards not only to
themselves but to co-workers and passersby.

(10) Submit the minutes of each meeting to the Commanding
Officer/department head and the safety department.

3. Nonsupervisory Employee Safety Committee. Departments/commands
having groups doing hazardous work or work involving trades person-
nel are encouraged to organize one or more nonsupervisory safety
committees. The committees shall meet at times established by
department/command guidelines.
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a. Membergship. Membership shouid include at least five aon-
supervisory employees. Tenure of participation will be at the
discretion of the department head but should be at least one year
but not more than three years continuously in order to include as
many people as possible in the program. A representative of the
Department’s/Command’s Safety Committee may participate in meetings
as an advisor by invitation. Chairmanship may be alternated between
the members. The chairman should represent this committee at meet-
ings of the department/command Safety Committe=.

b. Functions. The committee shall perform, but is not limited
to, the following functions:

(1) Review reports of pertinent accidents or incidents.

(2) ‘Review safety staff reports and other safety reports
concerning practices pertinent to the department/command. Published
safety articles should be included in this review.

(3) Review apﬁlication of the current accident prev=ntion
program at MCAS Yuma in relationship» %o the hazardous or trade work
of she department/command.

(4) Review accident hazards and reccmménd corrective aciion.

(5) Submit minutes iacluding unresolved prctlems and recom-
mendations to the department head/Commandiag Officers, *he d
men:/command Safety Committee, and the 3Jafety Manager, and make such
other distribution of the minutes as determined by the department/
command.

2003. SUPERVISOR’'S SAFETY COMMITTEES

1. " Purpose. To solve departmental safety problems and formulate
recommendations and suggestions to the Safety Policy council for
review and appropriate action. .

2. Membership

a. Chairperson. A supervisor from among the members will be
elected annually. Chairing to the Supervisor’s safety committee
will be from January to December of each year. Elections will be
held during the last meeting of each year.

b. Members. Commanding Officers and department heads will
appoint supervisory representatives to the supervisor'’'s safety
committee as listed below. (A copy of the appointing letter will
be forwarded to the Safety and Occupational Health Department).



SOP FOR SAFETY AND OCCUPATIONAL HEALTH 2003

(1) S-1 Department
(2) S-3 Department
(3) S-4 Department
(4) Station Operations and Maintenance Squadron
(5) Headquarters and Headgquarters Squa?ron
(6) Branch Medical Department
(7) Provost Marshal
(8) Facilities Management Department
(a) Housing
(b) Maintenance and Utilities Division
(c) Trgnsportation Diviszsion
(9) Special Services
(10) Station Supply
(11) Station Training
(12) Union Representative
c¢. Recorder. Selected from membership.
d. Safety and Occupational Health Department. The Safety and

Occupational Health Department will be represented; however, has no
vote.

3. Frequency of Meeting. The Supervisor's safety committee will
meet quarterly during the 2nd month of each quarter. Additional
meetings may be called when approved or directed by the GChairperson.

4. Agenda. Agenda items will be prepared by the Chairperson.
Agenda items from committee members should be turned into the
Chairperson no later than the last working day of the lst month of
the quarter. A copy will be supplied to the Safety and Occupational
Health Department. :

5. Minutes. The minutes of each meeting will be prepared by the
Chairperson and forwarded to the Station Safety Policy Committee
Chairperson. The minutes of the shop safety committee will be an
enclosure to the minutes.
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2004. SHOP SAFETY COMMITTEES

1. Purpose. To develop safety consciousness and a posgitive atti-
tude in nonsupervisory personnel through participation in the Safety
and Occupational Health Program. . The means by which members may
contribute to the Safety Program of the department/activity should
be emphasized.

a. Chairperson. A journeyman, sergeant, or above from among
the members will be elected annually. Chairing of the shop safety
committee will be from January to December of each year.

b. Members. Commanding Officers and department heads will
appoint a journeyman, sergeant or above, from shops coming under
their jurisdiction as listed below. (A copy of the appointing
letter will be forwarded to the Safety and Occupational Health
Department).

(1) S-1 Department
(2) S-3 Department
(3) S-4 Department
(4) Station Operations and Maintenance Squadron
(5) Headquarters and Headquarters Squadron
(6) Civilian Personnel Office
(7) Branch Medical Department
(8) Provost Marshal
(9) Facilities Management Department
(a) Housing
(b)' Maintenance Division
(c) Transportation Division
(10) Special Services
(11) Station Supply
(12) Station Training ,

(13) Union Representative
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c¢. Recorder. Selected from membership.

d. Safety and Occupational Health Department. Available on
call by Chairperson for technical advice.

2. Fréquency of Meetings. The Shop Safety Committee will meet at
least quarterly during the 3rd month of each quarter. Additional

meetings may be called when approved or called by the Chairperson

or the Commanding Officer or Officer In Charge.

4. Agenda. Agenda items will be prepared by the Chairperson.
Agenda items from committee members should be turned into the

Chairperson as requested.

°

5. Minutes. The Minutes of each meeting will be prepared by the
Chairperson and forwarded to the Chairperson of the Supervisor’s
Safety Committee for review and action.

N
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CHAPTER 3

SAFETY EDUCATION AND TRAINING
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CHAPTER 3

SAFETY EDUCATION AND TRAINING

3000. SAFETY TRAINING

1. Driver Improvement Class .

a. All military personnel under %the age of 26 years will attend
the Driver Improvement Courze per rafarences (f} and p).

b. Driver Improvement Classes will be conducted on the first
and third Tuesday and Wednesday of each month in Building 576
(Station Safety Classroom). Instruction will begin at 0700 on
Tuesday and terminate at 1030 Wednesday. 1In event a holiday falls

on the scheduled date, the class will be postponed until the fol-
lowing week.

c. Commanding Officers and department heads will provide the
Occupational Safety and Health Department with a rogster of personnel
agssigned to attend one week prior to the firgst and third Monday of
each month.

d. Additional Student allocations may be requested per Station
Order 5100.3H. Requests for additional classes must be submitted
to the Jccupational Safety and Healh Department in writing, 30
days prior to date of presentation time request. The request will
be via the Commanding Officer, MCAZ, Yuma and a clear statement of
requir-=2menss must be attached. ’

2. Remedial Driver Traininz Course

a. The Remedial Driver Training Course is established to in-
struct and correct problem drivers.

, b. The Traffic Court Judge may assign personnel to attend
Remedial Driver Training and notify the Occupational Safety and
Health Department in writing.

c. Unit commanders may assign problem drivere to the Remedial
Driver Training Course, requesting quotas from the Safety and Occu-
pational Heelth Manager in writing.

d. The Safety and Occupational Health Manager will notify the
Commanding Officer, Provost Marshal, and Traffic Court Officer, in
writing, the results of the Remedial Driver Training Course.

e. Classes will be conducted in Building 576, (Station Safety
Classroom), the last Saturday of each month commencing at 0700.
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Motorcycle Safety Class

a. All military and civilian personnel that own a motorcycle
are required to attend a Motorcycle Safety Foundation Class which
includes classroom instructions pertaining to local traffic con-
ditions and direct observations of rider ability.

b. The Safety and Occupatiocnal Health Department will admini-
ster the classes weekly (Thursday and Friday). GClasses will be
conducted in Building 576, Station Sarety.

4. Supervisor Safety Training

a. All military and civilian supervisors who supervise six or
more employees will be provided eight hours of safety 1nstructlon
annually by the Safety and Occupational Health Manager.

b. The above safety training will be integrated into the regu-
lar supervisor training conducted by the Civilian Personnel Training
Cfficer. The scheduling of such training will be published periodi-
' cally by the Civilian Personnel Training Officer.

3. Special Safety Trainiag -

a. Special training courses should be given periodically to
groups working in areas wher=2 potanvial hazards are sxfnxzbcant or

accident experiance indicat:sg the nesd. New or dpecial ‘operavions
3nhouid be preceded by safety training. The command/department
naving the need for specialized training has the responsibility for
providing the training. .

b. Assistance in providing the training pertaining to safety
and occupational health should be requested from the Saiety and
Occupational Health Manager. Requests for providing safety training
must be gsubmitted in writing at least thirty, days prior to the
presentation date.
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CHAPTER 4

SAFETY AND OCCUPATIONAL HEALTH INSPECTIONS AND PROCEDURES

4000. PURPOSE. To establish the requirements for safety and healt}h
inspections performed by the Station Safety and Occupational Health
Department, Commanding Officers, department heads, supervisors, and
shop personnel. :

4001. SAFETY AND OCCUPATIONAL HEALTH INSPECTIONS AND PROCEDURES.
Station Safety and Health personnel are required to make formal
inspections annually and maintain an updated hazard abatement log.

1. Safety and Occupational Health personnel will make formal in-
spections and identify deficiencies utilizing local inspectton
forms. Completed inspection results will be furnished to the
Commanding Officer and department head for information/action.
Zone inspections will be used.

2. Commanding Officers and department heads shall ensure that shop
supervisors correct or eliminate deficiencies that are within his/
2er capabilities. When corrective action is beyond the capability
of the supervisor, commanding officers or department heads will
initiate corrective action and inform the Safety and Occupational
Health Manager by memorandum indicating corrective action taken to
resolve the deficiency.

3. T:a :ncp supervisor has the responsibility for ensuring the
zorra2ciion of shop level deficiencies. All trouble calls and work -
r2questvs necessary to resolve cited deficiencies will be initiated
by the shop supervisor.

4. Shop safety personnel indoctrinated by the Safety and Occupa-
tional Health Manager will conduct inspections to identify obvious
safety hazards and unsafe or unhealthful work practices. Immediate
action shall be initiated to correct/eliminate any hazards or un-
safe/unhealthful working condition. The shop supervisor, will
initiate planned or corrective action to resolve all deficiencies.

5. Zach specialist maintains a milestone chart which identifies a
systematic schedule to inspect all buildings under his/her juris-
diction. Additionally, each specialist is responsible for all
records pertaining to the inspection.

6. Collateral duty safety officers/noncommissioned officers will
conduct inspections at least monthly and document/log the deficien-
cies and initiate planned or corrective action to resolve all de-
ficiencies.
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CHAPTER 5

SAFETY INCENTIVE AWARDS

5000. GENERAL. The Safety Awards provided by the Station Safety

and Occupational Health Department are separate and distinct from

the suggestion and superior accomplishment cash awards granted for
specific improvements in safety. They are designed to recognize

those individuals or groups who, through careful attention to the

performance of assigned duties, prudent observance of safety rules
and practices, and vigilant administration or supervision of haz-

ardous work, attain excellent records in safety.

5001. RESPONSIBILITY OF MAINTAINING RECORDS

1. Civilian Personnel. The Safety and Occupational Health Manager
is responsible for maintaining accurate accident records and safety
data for the purpose of establishing the eligibility of civilian
employees for the various Safety Awards listed under paragraph 5002
of this Chapter.

2. Military Personnel. The rapid turnover of military personnel
makes it difficult to maintain accurate safety data. Therefore, the
following procedures have been established for the issuance of
Safety Awards to qualified military personnel.

a. The time period of 1 January to 31 December has been estab-
lished as the reckoning period for eligibility of military personnel:
for Safety Awards. ¢

b. On 15 December of each year, Commanding Officers, department
and section heads may submit a list of their personnel to the Safety
and Occupational Health Manager whom they believe to be eligible for
the various safety awards listed under paragraph 5002 of this Chapter.

c. Upon receipt of the above list of personnel, the Safety and
Occupational Health Manager will verify their eligibility, and sub-
sequently prepare the proper Safety Awards for authentication and
issuance by the appropriate officials.

5002. TYPES, STANDARDS, AND PROCEDURES FOR SAFETY AWARDS. The
types, standards, and procedures for Safety Awards are as follows:

1. Secretary of the Navy Award for Achievement in Safety. This
award is granted annually to shore activities for achievement in all
aspects of safety. This award is based on frequency rate, severity
rate, and motor vehicle rate. This award is completed at Head-
quarters, Marine Corps.
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2. Department of Navy Commendation for Prevention of Accidents.
This award is granted to each shop or primary subdivision of a shop
having a complement of ten or more personnel that does not have a
lost time accident for 12 consecutive months. This award is com-
pleted at Headquarters, Marine Corps. .

3. Department of Navy Industrial Accident Prevention Award. This
award, known as the Supervisor’s Award, is granted to civilian
supervisors, (foreman or above) and to military supervisors (up to
and including Chief Warrant officer) who have completed 12 consecu-
tive months of supervision without a lost time accident to them-
selves or personnel under their supervision. Eligibility for the
award will be determined by a review of the accident records filed
at the Station Safety and Occupational Health Department.

4, Certificates of Commendation. This award is granted to civilian
supervisors .who have completed five or ten years (consecutive) of
supervision without a lost time accident to themselves, or employees
under their supervision.

~

a. Supervisors eligible for this award will forward requests to
the Safety Section via their Commanding Officer, department or
section head. - : :

b. Eligibility will be based on previous awards granted and
accident records of. supervisors filed at the Safety Section.-

5. Safé Driving Award. This award is issued to drivers who have
completed 12 consecutive months of safe driving. Indicated on the
award is the number of years of safe driving.

a. Safety Driving Awards are granted to civilian chauffeurs,
truck drivers (all grades), and military personnel. They are also
granted to other personnel who have driven Navy or Marine Corps
motor vehicles (or leased/private motor vehicles on official busi-
ness) a minimum of 12,000 off station miles.

b. Safe Driving Awards are issued to eligible personnel under
the following conditions:

(1) They must have devoted at least 51% of their working
time to driving Navy and/or Marine Corps motor vehicles. Standby
time for regularly assigned drivers of emergency equipment may be
included as part of the required 51%. ;

(2) They must have completed 12 consecutive months, (not
calendar year or fiscal year basis) of driving without having a
preventable accident, or accident totaling $500.00 or more in the
aggregate or involving chargeable personal motor vehicle injuries,
and without moving traffic violations or safety rule violations.
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(3) The first three year period is the proving period. The
award reckoning period begins on the day of employment as a motor
vehicle driver. When a driver is involved in a preventable accident
or is cited for a traffic violation prior to the completion of three
consecutive years of safe driving, they lose their safe driving rec-
ord and must start a new three-year proving period. Their new safe
driving record begins from the date on which the accident or viola-
tion occurred. When a driver has accumulated three consecutive
years of safe driving, they have passed their proving period.
Thereafter, they do not lose their entire record if they become
involved in an accident or are cited for a traffic violation, but
are penalized one year for each incident. As a penalty or rein-
statement period, they must drive 12 consecutive safe months from
the date of their last accident or traffic violation and 12 ad-
ditional consecutive safe months before they become eligible for
the next award. ’

¢. A "preventable accident® on the part of a Navy or Marine
Corps vehicle driver or operator is any accident occurring as a
result of the failure to use reasonable care in relation to the
circumstances surrounding the case.

d. A chargeable traffic violation is any violation of traffic
rules or regulations, on or off the Station, while driving a gov-
ernment owned vehicle (or leased or private vehicle on official
business) for which the driver is cited and for .which they have
been found guilty, has forfeited collateral, or has been disci-
plined under appropriate MCAS Yuma Station Regulations. - Whera
the traific violation involves parking regulations, only unsafe
parking shall be considered. Efamples: Parking outside regular
parking hours, parking by the fire plug, double parking, parking
too far from curb, parking too close to intersection, etc.

e. A chargeable operating safety violation is any violation of
published activity, bureau, command Navy Department rules or opera-
tor is cited and for which he has been disciplined under the pro-
vigsions of appropriate regulations.

6. Materials Handling and Construction Equipment Operators Award.
This award is issued to drivers under the same criteria, eligibility
requirements and procedures established for the Safe Driving Award.

2. The term "motor vehicle® means noncombat, self-propelled
vehi¢les suitable for use on the highway and all trailers when used
in conjunction therewith. It includes trucks, busses, tractors,
bus-trailers, semi-trailers, all types of passenger vehicles and
all types of power cycles.

b. The term "material handling equipment” means all self-
propelled weight lifting and materials handling equipment attach-
ments when used in conjunction therewith.
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CHAPTER 6

EMPLOYEE REPORT OF UNSAFE OR UNHEALTHFUL WORKING CONDITIONS

6000. PURPOSE. To establish and implement MCAS Yuma procedures for
the submittal, evaluation, and appeal of employee reports of unsafe
"or unhealthful working conditions.

6001. PROCEDURES. The following procedures will be adhered to in
this command:

1. Initial Reports and Actions

a. Any emplaoyee (or representative of such employee) who ob-
serves an unsafe or unhealthful practice or condition, or any viola-
tion of a safety or health standard should orally advise the work
place supervisor of the condition. In the event the responsible
supervisor is not available and the condition requires immediate
action, the employee shall notify any supervisor in the vicinity.

If no action is taken or the employee wishes anonymity, the em-
ployee should submit written notification to the Safety and Occu-
pational Health Manager of the deficiency utilizing an Employee
Report of Unsafe or Unhealthful Working Condition Form (Appendix A).

b. The responsible supervisgor shall initiate appropriate cor-
rective action, including immediate notification of the Safety and
Occupational Health Manager. Within five working days after the
notification, the workplace supervisor shall advise the Safety Mana-
ger of corrective action taken, utilizing a Safety and Occupational
Health Corrective Action Form (Appendix B). The notification will
be sent via the chain of command.

c¢. Follow up inspectionsg and investigations as appropriate,
shall be conducted by the Safety Department. If the reported con-
dition is determined to be a valid hazard or violation, the super-
vigsor will notify the originator of the progress made toward cor-
recting or eliminating the hazardous or unsafe condition. This will
be a written report and will be made within ten working days after
original notification of the suspected hazard or violation. On
reports requesting anonymity, the Safety Manager shall respond to
the originator.

d. If it is determined, that the reported condition is not
unsafe or unhealthful, the originator of the report shall be advised
within ten working days after notification. The written response
shall be initiated by the Safety Manager and shall contain the
rational for the determination.
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2. Appeals. If the originator of a report isg dissatisfied with‘the
actions taken, that person shall be encouraged to confer with the
Safety Manager to discuss the matter and attempt resolution. If
dissatisfaction still exists, the originator is authorized to sub-

-~ mit an appeal. The Safety Manager will provide information regard-
ing the appeal process

3. Indirect Stopping of Work. Department heads shall ensure that
all management and supervisory personnel are clearly apprised of
~their responsibility for initiating prompt corrective actions for
unsafe and unhealthful conditions existing within their areas of
responsibility and for initiation of work stoppage where imminent
danger is determined to exist. Definitions of degrees of serious-
ness are contained in the paragraph below. The Safety Manager has
the authority for stoppage of work in an imminent danger situation.

4. Posting of Notices. 1In all cases where employees are exposed to
unsafe or unhealthful working conditions, which are verified by the
Safety Manager, a Notice of Unsafe or Unhealthful Working Conditions
Form (Appendix C), advising employees of the unsafe and unhealthful
working conditions, shall be posted in the immediate vicinity of the
hazardous condition by the responsible supervisor. Thess notices
shall not be removed until the condltlon has been corrected.

5. Definitions of Violations

a. Any condition(s) or practice(s) in any place of employment
which are such that a danger exists which could reasonably be expec-
ted to cause death or serious physical harm immediataly or before
the imminence of such danger can be eliminated or abated.

b. A serious violation shall be deemed to exist in a place of .
employment if there is a substantial probability that death or
serious physical harm could result from a condition which exists, or
from one or more practices, means, methods, operations, or processes
which have been adopted.

c. Those situations where a mishap or occupational illness
resulting from violation of a standard would probably not cause
death or serious physical harm, but which could have a direct or
immediate relationship to the safety or health of employees. An
example of nonserious violation is the lack of guard rails at a
helght from which a fall would probably result in. only a mild
sprain, cuts, abrasions, etc., or something less than serious
physical harm. :

d. Those violations which have no direct or immediate rela-
tionship to safety or health. An example of a slight deviation
which may constitute a violation, may be where the height of letters
on the exit is not in strict conformity with the size requirements
of a standard.

6-4
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6. Action
a. The cognizant supervisor shall:

(1) Advise all employees of the contents of this instrucs
tion.

(2) Encourage employee participation in prompt identifi-
cation and reporting of unsafe or unhealthful conditions.

(3) Encourage oral/written reports by employees to their
supervisors for the purpose of identifying hazardous conditions.

(4) Advise employees that reports or appeals which bypass
the established procedures will be returned to the originator,
thereby delaying prompt action on the report.

(5) Assure employees that they may make written reports
directly to the Safety Manager and that their identity shall not be
revealed if 30 desired. Such reports will be treated in %ae same
manner as those in which the originator is identified.

(6) Clearly state that no reprisals or other punitive action
will be taken against any employee originating a report.

(7) Initiate appropriate corrective action as® specified in
paragraph 500i. ! {(a) Initial Reports and Actions.

D. Department heads/division directors shall:

(1) Ensure that all assigned supervisors are clearly ap-
prised of their responsibilities as detailed in this instruction.
[ 4
(2) Respond promptly to requests by supervisors and Safety
Occupational Health Department personnel concerning reports of un-
"safe or unhealthful conditions.

6002. ASSIGNMENT OF MINORS TO HAZARDOUS OCCUPATIONS

1. Purpose. To inform all personnel of the restrictions concerninsg
the work assignment of minors.

2. Background. Seventeen Hazardous Occupation Orders have been
issued by the Secretary of Labor under the Fair Labor Standards Act
of 1938. This Act established a minimum age of 16 for general
employment and a minimum age of 18 for occupations found to be
particularly hazardous. Although not covered by the Act, the Fede-
ral Government, as a matter of policy, conforms with the provisions
of the Hazardous Occupation Orders.
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3. Policy. Safety of personnel is a responsibility of Command.

To ensure proper work assignment of minors and to preclude possible
serious injuries, the Commanding Officer endorses the intent of the
provisions of the Hazardous Occupation Orders.

4. Responsibility. All department heads and subordinate super-
visors are to ensure proper work assignments for minor personnel.
Occupations considered hazardous are those involved in or about:

a. Plants or establishments manufacturing or storing explosives
or articles containing explosive components.

b. Motor vehicle driver and helper.
c. Operation of power-driven, wood-working machines.
d. Exposure to radiation substances and ionizing radiations.

e. Operation of élevators and other power-driven hoisting ap-
paratus.

f. Operation of power-driven metal forming, .punching, and
shearing machines. : ’

€. Operation of circular saws, bandsaws, and guillotine shears.
h. Roofing operations.

i. Excavation operations.
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CHAPTER 7

MISHAP REPORTING AND INVESTIGATION

70C0. REPORTS. In 6rder to evaluate injuries and mishaps, it is
necessary that mishap reports be provided to the Safeiy and Occupa-
5ional Health Department for review, consolidation, and analysis.

7001. SCOPE. The procedures for accident investigation and report
ing, as outlined herein, shall e adherad to by Commanding 2fiicers
and department heads of MCAS Yuma. They apply to civil service,
non-appropriated fund instrumentalities (NAFI), and military per-
sonnel employed at MCAS Yuma. The responsibility and procedures
for investigating and reportiing are outlined in reference (g).
Tenant units will report all accidents, incidents through their
respective reporting chains. However, since all privately owned
vehicle and motorcycle classes are conducted by MCAS Yuma, an
information copy of all privately owned motor vehicle/motorcycle
accidents shall be forwarded to the Safety and Occupational Health

Department.

7002. TYPES OF MISHAP AND INVESTIGATICON REPCRTS

1. Emergency Care and Treatment Standard Form 558. The Branch
Medical Department 3hall zrepare thisg report on each injury or
occupasional illaness tc civili service, 'JAFI), and military person-
n2]l empioyed at MCAS Yuma. Tk=2 report shall be submitted to the
2ppropriate commanding officer with a copy to the safety manager.

The report shall include cthe following information:

a. Individuals section/unit.
b. Specific type of accident.

: c. If traffic related mishap and type of vehicle(s) involved
(i.e. car, truck, motorcycle).

d. Occupational/noncccupa*tional.

2. Limited Use Mishap Reports. The Limited Use Mishap Report, as
outlined in reference (g), will only be used to report mishaps
involving complex weapons systems and associated equipment (such as
guided misgsiles, laser devices, or armored vehicles) when the de-
termination of casual factors is vital to the National Defense.
These reports are privileged documents.
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3. General Use Mishap Reponts. General Use Mishap Reportsz will be
used to report all mishaps not included in the Limited Use Mishap
Report category. The primary purpose of these reports is mishap
prevention. As such, they will not be used as evidence or to ob-
tain evidence in determining misconduct, line of duty status, or

in connection with any punit#ve or administrative action within

the Marine Corps. General Use Reports are not exempt from manda-
tory disclosure. They may be released under Occupational Safety
and Health Program, Department of Labor Regulations, or in response
to the Freedom of Information Act requests when approved by cog-
nizant authority. Promises of confidentiality in taking statements
or other investigative processes will not be accorded. Mishap
severity classifications are:

a. Class A Mishap. The resulting total cost of property damage
and personnel injuries is $500,000 or greater, or an injury occupa-
tional illness resulting in a fatality or permanent total disability.

b. Class B Mishap. The resulting total cost of property damage
and personnel injuries is $100,000 or more, but less than $500,000,
or an injury/occupational illness resulting in permanent partial
disability or the hospitalization of five or more personnel.

c. Clags C Mishap. The resulting total cost -of property damage
and personnel injuries is $10,000 or more, but less than $100,000 or
an injury/occupational illness resulting in-a lost working case with
days away from work.

d. Class D Mishap. The resulting total cost of propertiy
damage and personnel injuries is less than #10,000 or an injury/
- occupational illness resulting in a lost workday case with days of
restricted work activity or a nonfatal case without lost workdays.
All mishaps involving property damage for which the government is
liable for £1,000.00 or more are reportable. Reports concerning
days of restricted work activity or nonfatal cases without lost
workdays are not required to be submitted to the Commander of the
Marine Corps. However, local records shall be maintained for analy-
Ssis purposes. A standard rate of $14.00 per man-hours will be used
for computing labor costs.

4., Submission of Mishap Reports. All mishaps shall be reported
to the Safety and Occupational Health Department within five (5)
working days utilizing the format contained in Appendix D.

5. Consolidated Mishap Report. The Consolidated Mishap Report,
(NAVMC 10323), shall be prepared by the Safety Manager.
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a. Enclosure (8) of reference (g) will be utilized for the
completion of the Consolidated Mishap Report (NAVMC 10323).

b. The following departments will provide reports for the
purpose of statistical analysis data as listed below: .

(1) The Station Management Engineer will gubmit a Station
Loading Report no later than five (5) working days at the end of
qach month.

(2) The Station Comptroller will submit an Appropriated
Fund Civilian Personnel on Board and Man-hour Report no later than
five (5) working days at the end of each quarter.

(3) The Station Non-appropriated Fund Instrumentalities
Office will submit a Non-appropriated Fund Civilian Personnel on
Board and Man-hour Report no later than five (5) working days after
the end of each quarter.

(4) The Station Motor Transport Officer will submit a
mileage report with the monthly mileage driven and total mileage
driven for the quarter within five (5) working days aiter the end of
each quarter. ’
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CHAPTER 3
PERSONAL PROTECTIVE EQUIPMENT (P.P.E.)
8000. SCOPE. This chapter deals with Head, Eye, Hearing and Foot/
Hand protection.

8001. APPLICABILITY. This chapter is applicable to areas identi-
fied by inspection criteria as outlined in reference (d).

8002. ABATEMENT PROCESS. P.P.E. will be utilized in spaces that
have been identified and cannot be altered by engineering controls
or in cases where engineering controls have minimized but not con-
trolled the hazard.

8003. REQUIREMENTS

1. Head Protection. Head protection can be of either of two types,
hard hat or bump cap. Hard hats are as they imply and are used when
there ig a danger of equipment, tools, etc., striking an employee on
the head. 3Bump caps are designed 3¢ be used when %he wearer mav
bump his head, bump caps are not to be worn as hard hats. Hard hat/.
bump cap areas will be identiiied by the safety department during
routine zone inspections. The work center manager is responsible %o
ensure the acquisition and use of head protection for personnel
requiring head protection. In any event where the manager is un-
sure of his determination, advice from the safety departmen® should
be sought. The safety deparcment will research the locasion and
give appropriate advice.

2. Hearing Protection. Hearing protection shall be worn in any
area where the noise standards exceed current limits and where the
noise hazard cannot be controlled by engineering features. The work
center manager is responsible to ensure that all personnel have
proper protection from hearing loss. The work center manager will
request hearing surveys by the Industrial Hygienist; in the event
that the area is hazardous, the work center manager will ensure that
the r2commended hearing protection is acquired and.,utilized. The
work center manager will ensure that a roster of personnel working
in noise hazardous areas is annually sent to the Branch Medical
Department so those personnel may be included in the hearing conser-
vation program.

3. Eye Protection. Eye protection shall be used in any area where
the danger of eye damage is possible. Eye hazard areas will be
identified by the safety department during routine zone inspections.
Work center managers will request guidance in any event in which
they are unsure. The work center manager is responsible to ensure
the acquisition and use of eye protection in any area identified as
an eye hazard area.
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4. Hand and Finger Protecticn. Hand and Finger protzaction 3hall be
used in any area where there i3 a potential for damage to %the hand
and fingers. However, some areas where there is potential for
splinters, etc., DO NOT require hand protection i.e., wood shop
operations, in this case the potential for hand damage is increased
by using hand protection. The work center manager is responsible to
e2nsure that the acquisition and use of hand protection in areas
defined as hand hazard areas. The work center manager should con-
tact the safety department in cases where he is uncer-ain or when he
wishes clarificacion.

5. Foot Protection. Foot protection shall be used in all areas
where the every day work environment poses a potential for heavy
objects to fall on the worker's foot. The work center manager is

responsible for the acquisition and ensuring the use of foot pro-
tection. The work center manager should sgeek assistance from the
safety department in order to determine if foot protection is
required.
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CHAPTER 9

HANDLING OF CHEMICAL AND OTHER HAZARDOUS MATERIAL

9000. PURPOSE. To draw attention to the importance of strict
adherence 3o instructions pertaining to the safe handling of chemi-
cals and other hazardous materials not specifically covered in other
instructions.

9C01. SCOPE. This chapter deals with all personnel who handle
chemical materials aboard Marine Corps Air Station, Yuma.

9002. BACKGROUND. Numerous hazards are involved in the handling of
chemical materials, particularly strong acids and toxic chemicals:
such as cyanides. The term "hazardous”, as applied to materials,
covers principally those that are either flammable, health hazard-
ous, and/or chemically reactive. The materials included herein, by
no means, represent all hazardous materials used locally, but are
representative of classes of materials, specific materials which are
particularly hazardous, or which Navy use has indicated the need for
spacific hrandling and gtorage precautions.

3002. PROCEDURES

1. 'General

a. Industrial chemicals and materials shall be labeled under
current regulations, referencsz ‘d) subparagraph 1200.

2. Approved proteciive clothing and face shields shall be worn
when working with hazardous chemicals. The use of respiratory pro-
tective devices is covered in reference (q).

c. All chemical processing tanks shall be labeled with the
appropriate name of the solution, applicable specification, solution
number when applicable, temperature limits, routing codes, and
applicable warning labels.

1. JFlammab.2 colvents shall not be poured into sewers, drains,
or ¢n the ground. The solvents shall be collected in steel drums
or other designated receptacles properly labeled for reclamation or
disposal. Disposal shall be accomplished through Public Works by
calling ext 2809.

NOTE: Different organic solvents which are to be reclaimed shall
not be mixed, as they form azeotropic mixtures which cannot be
separated fcr recovery.
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e. All organic solvents present a certain degree of toxicity
and shall be used only when required by an engineering specifica-
tion. If ventilation appears to be inadequate, the Industrial
Hygienist shall be notified.

f. 1In general, storage or disposai of chemicals shall be in
areas specifically designated for the following classification:

(1) Acids.
(2) Bases (Caustics).
(3) Oxidizers.

(45 Organic Solvents.

If in doubt as to classification, the Industrial Hygienist should be
contacted.

2. Specific Hazards

a. All chlorinated Solvents are industrial health hazards.
Refer to applicabla local process specifications for handling in-
structions. Proper venitilation shall be provided so that health or
fire hazards are not created by vapors that exceed safety regula-
.tions. Carbore tetrachloride is extremely toxic and is prohibited
for general use. Trichloroethylene mixed with caus%tic soluticns or
materials may orodiucs extremely toxic, explosive, and flammable
mixtures (chorac=thylenes). ’

b. Chromic acid crystals in contact with other strong acids or
solvents such as alcohols, ketons, lacquer thinners, or other flam-
mable substances may generate enough heat to cause combustion.
Nitric acid in contact with finely divided or readily combustible
material such as rags, sawdust, or excelsior can cause combustion
under certain conditions. All strong acids such as sulfuric, hydro-
chloric (muriatic), or nitric can cause serious deterioration to
decks and structures if sgpillage is not quickly removed.

c. Sodium (or potassium) cyanide in contact with an acid re-
leases deadly hydrocyanic acid gas. Cyanides and acids shall be
stored in different areas to avoid mixing from leakage or breakage.
Cyanides shall be stored in a locked compartment.

d. Aerosol cans may explode when exposed to heat. Never punc-
ture or incinerate an aerosol can.

e. Disposal of empty containers.
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9004. SUPERVISORY CONTROL

1. If chemical mishaps occur and proper disposition of the residue

ig not known, call the Fire Department. If acids or other corrosive
chemicals are spilled or leaked from containers, the Fire Department
should be notified.

2. Supervisors shall ensure that all personnel assigned to handle,
use, or mix chemicals are thoroughly familiar with the precautions’
and instructions applying thereto.

3. Personnel who handle hazardous materials shall be cautioned to
avoid breakage or spillage. Open containers and utilization of such
materials shall be restricted to personnel familiar with, or proper-
ly indoctrinated in, their properties and hazards.

4. Under no circumstances shall chemicals be transferred from a
marked container to an unmarked container. Supervisors shall take
immediate steps to purge their areas of any chemicals, liquid, gas,
or powder found in unmarked containers. The Facilities Management
Department will schedule pickup. -

5. Supervisors shall provide cleanup instructions for accidental
spillage of various chemicals. The Fire Department, Industrial
Hygienist, and Station Safety should be contacted for necessary
assistance. : .

6. The normal work fungtions of this station require certain
materials which are susceptible to fire hazard. The efforts of all
personnel shall be directed toward constant vigilance’in fire pre-
vention.
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CHAPTER 10
OFFICE SAFETY
10000. PURPOSE. To provide general requirements for safety pre-
cautions within office areas.

10001. GENERAL REQUIREMENTS

l. Ceiling Fixtures. Fixsures attached to ceilings shall be kept
securely fastened. Personnel shall, at no time, work directly
underneath fixtures which are being repaired or replaced. Fluores-
cent tube fixtures shall be protected from damage by means of lou-
vers, hinged covers, ceiling troughs, clips, or the equivalent.

Tubes exceeding 40 inches in length shall be provided with supple-
mentary supporting bracketz or other means of preventing drop-out
because of vibration.

. ~
~

ors Care shall be taken to see that sharp pointed scis-
kept in =2 secure position Qt all times.

Filing Cabinets. Overbalancing from various causes is the
rimary nazard ia connection with the use of filing cabinets. The
folliowing precautions against overbalancing and other hazards
should b5e tak=2n:

b 'U (@)

a. Securing 50 Floor zr WNall. Individual upright filing cabi-
1253 3hould e secursed %c srevent overbalancing. Where there are
YWO 2T more, %aev 3hould Ye fastened to each other. When steel
fiiling cabinets are aligned in rows, back to back, it has been
found that a 1 1/2 ° angle iron fastened to the floor in the front
of each row will! not only keep the cabinets in line, but will
prevent them from falling forward when drawers are extended.

b. Alignment. Cabinets with projecting locking devices should
not be aligned with cabinets without such devices. Such an ar-
rangement increases the posgsibility of a worker striking a projec-
“ing corner o>r locking l2ver, and serious injury may result. The
Same hazard 2X13TsS wihen cabinets of unequal size are aligned.
Cabinevs of the same size and style should be aligned.

¢. Open Drawers. YNever leave a file cabinet drawer open when
it is not being used. Do not have more than one drawer of a file
open at one time, since cabinets easily overbalance. Use handle

for opening and closing file cabinet drawers.

d. Material on Top. Do not place heavy material or files of
smaller size (such as card index files) on top of filing cabinets.

10-3
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e. Sharp Edges. Shafp burrs on metal filing cabinet edges
cause injury to hands and other parts of the body as well as damage
to clothing. Burrs should be removed before cabinets are used.

4. Desks .
a. Creeping. It is advisable to equip desks and ‘other pieces
of furniture with rubber feet to prevent “creeping.” This is
-especially true when desks are placed in close proximity; since in
such cases employees often injure their fingers and hands in at-
tempting to realign desks. :

b. Typewriter Desks. The handle should always be used when
closing disappearing typewriter compartments. Because of the weight
of the typewriter, this section of the-desk closes rather rapidly
and may cause injury to fingers and hands. '

c¢. Sharp Objects. When possible, containers shall be provided
in which to keep sharp objects when not in use. Razor blades shall
have the cutting =dge covered when kept in a desk drawer.

d. Glass Toos. Broken glass tops should be disposed of
promptly, and the desk should not be used until the broken top
has been removed. Tops made of acrylic plastic or safety glass
are strongly recommended.

e. 2Protr-iding Zguioment. Pencil Sharpeners and other equipment
should not pro“rude from the tops of desks or other furniture.

f. Open Drawers. Desk drawers should never be left open, since
a person can inadvertently strike or stumble over them and suffer
serious injury.

5. Chairs

‘ a. Tilted Pogsition. Personnel should not sit in a tilted
posgsition in any chair. All of the chair feet shall be in contact
with the floor. Swivel chairs may turn over if the occupant leans
back too far. ’

b. Do not stand on chairs, tables, etc., to reach high objects
(i.e. set clocks). Use a step stool or ladder.

Q. Typewriters

a. Check typewriter well mechanism (electric connection),; on
desks regularly to see that connections are secure.

b. Do not have lighted cigarettes or matches in the vicinity
when cleaning the typewriter.

10-4
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c. Do not at any time place typewriters on sliding ghelves of
desks.

7. Miscellaneous Office Machines

a. Before using office machines, be sure they are properly
located and not in danger of falling.

b. Never clean or lubricate electrical appliances when they are
in operation. When cleaning electrical appliances which are control-
led by a switch on the machine, be sure the switch is turned off and
the plug pulled.

c. Do not touch any electrical connection with wet hands. Be
sure that all electrical equipment is grounded.

d. Protection should be provided against moving parts on addres-
sographs, mimeographs, bo9kkeeping machines, tabulating machines, and
other types of power-driven office equipment.

e. All electrical office machines, fixed and portable, shall be
provided with three-wire (grounded) connecting cords where appli-
cable. Ground wires must be connected prior to placing machines in
service.

8. Fans

ocr or

a. Each ventilating fan within seven feet of the f.
T¢ mesh, with

working platforms should be completely covered with w1
openings which will reject a ball 1/2° in diameter.

b. Fans should be checked regularly to be sure there are no
loose blades or defective guards. (Fan must be unpiugged while
checking blades).

. c. Small electrical fans should not be placed on boxes, low
tables, or in any other position where an individual might catch
hands or clothes in the revolving blades.
9. Baskets
a. Personnel shall not put broken glass in waste baskets.
b. Distorted or damaged metal or wire baskets should be re-

paired or replaced promptly, since sharp edges and points can cause
injury.

10
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10. Ladders

a. Small ladders and stands used in offices shall be equipped
with treads or nen-slip material, and safety feet.

b. Rolling and %rolley type ladders shall be provided with
braking attachments.

. ©. Wooden ladders having broken or split side rails, or steps,
shall be immediately taken out of service.

d. Ladders shalil not be painted ekcept with clear lacquer,
shellac, or varnish, so that defects may be easily seen.

11. Housekeeping. Keep the floor clear of paper clips, pencils,
goft drink bottle caps, and like objects which can cause falls.

12. Lifting. All personnel engaged in lifting heavy material of
any type shall be instructed by their supervisorsg in, and shall
carefully follow, the proper method of lifiting objecus.

a. The lifter s3hould 3tand close %to the locad wiith feet 3o0liidly
placed and slightly apars. ‘ :

b. With knees %ent, the individual shalil grasp the object

firmly and then l:f% by 3traightening he legs, keeping zhe back
-as nearly vertical as possible, with the locad close %o the bedy.

10-6
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CHAPTZER 11

INDUSTRIAL HOUSEKEEPING

11000. PURPOSE. To define housekeeping requirements and responsi-
tilitiss within the industrial environment of MCAS Yuma.

1100i. BAGKGROUND. Industrial housekeeping violations account for
approximately 50 percent of the deficiencies identified during for-
mal Occupational Safaty and Health inspections conducted by the
Safety and Occupational Health Department. Poor housekeeping prac-
tices also contribute to, or are the direct cause of, approximately
20 percent of the injuries that occur, reference (d).

11002. PROCEDURES. Industrial housekeeping is the responsgibility
of all employees,; and shall be an integral part of each job or task

accomplished. The following is a list of the common housekeeping
violations reported during previous Occupational Safety and Health
inspections. Most were the result of inattention, thinking it's

someone else’'s job, or °don’'t care” attitude:

1. Aisleways/passageways‘blccked or partialiy obstructed.

2. Fire extinguishers and building fixed fire protection systems
obstructed. ’

3. Electrical panels and switches obstructed.

[ d

4. Hosess and z2lectric cords across aisles or lying in work areas,
creating tripping hazards (should be coiled and properly stored when
not in use).

5. Trash on floor.

6. Oily rags placed in a regular trash container (should be in an
appropriately marked metal container).

7. Spilled oil or other fluid on iflcor creating slipping hazard.

8. Flammable liquids improperly stored (should be in an approved
flammab.e liquid storage locker when not in use or at end of shift).

9. Tools and other loose objects left on floors, decks, platforms,
stairs, ledges, and on moving parts of machines.

10. Food and drinks placed in industrial refrigerators and free-
zers or left adrift. .
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11. Industrial furnaces usaed to cook or heat food and drinks.

12. Drinking fountains used for emptying coffee cups, washing cups,
etc. (drinking fountains shall not be used for purposes other than

drinking water). .
13. Coffee messes not maintained in sanitary manner.

14. Employees consuming food or beverages in a toilet room or in
areas exposed to a toxic material.

11003. RESPONSIBILITIES

1. All employees shall strictly comply with all housekeeping rules
and regulations. :

2. Supervisors shali enforce strict compliance of all housekeeping
rules and regulations.
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CHAPTER 12

MATERIAL HANDLING EQUIPMENT AND ALLIED EQUIPMENT

12000. PROCEZDURES. Commanding Officers and department heads shall
ensure that inspections and annual load-testing are conducted, and
2quipment stenciling and record maintenance are in force. Included
in the load-testing, is the inspection of hooks, which entails hook
disassembly and 2 nondestructive test valid {or five certification
periods. Inspection, load-testing and responsibility of material
handling equipment (MHE).

12001. PURPOSE. To set forth the requirements and procedures for
the inspections and load-testing for MHE equipment.

12002. BACKGROUND. Material handling equipment (MHE), for the pur-
pose of this order, refers to any equipment that is used to move

any material. This order does not apply to military unique equip-
ment.

L2003, TWO MAN RULE. The %we man rule applies whenever dardgerous
Jperation :35 conducted, L. 2., 2lectrical operations.

12004. QUALIFICATION OF OPSRATORS. All operators of MHE equipment
shall Ye tzssed and lizensed as per NAVFAC ?-306. An apprentice or
licensed appircant shalil opveracta equioment <only under she direct
superviszion »I a liz2nsed Jomeracor. An 3pera*sr who is nos physi-
2Ll abl=® 3r 2ensally al=srvT 32all a10% Ye permitted o sStart work

~ R - 2
[ - 27

3
W13id any 2il=2ce 31 2guipmens.

12008, RESPONSIBILITIZS CF CRANE OPERATORS. Crane operators are
responsible Ior knowing the limitations and capabilities of the
cranes in their charge. They shall not attempt, nor be required or
permitted, %o operate a crane in an unsafe manner, or to operate a
crane known to be in unsafe condition. Operators shall promptly
report any malfunctions or other defects in the equipment. Opera-
tors shall have the authority to stop and refuse to handle loads
2ntil zaietv 1as seen assured.

- Jpon arrival at a job site, it 3hall tce cthe responsibility of
a2 crane 9Jperator SO

vhat a copy of the stability certification is posted

1 2 in the cab near the operatcr, and familiarize
2lI,hersslf wiih the safe working and tipping capacity of that

12
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-b. Test contrpls such as gteering mechanism, brakes, and opera-
ting clutches before any work is begun. If any of these do not
operate properly, they shall be adjusted or repaired prior to opera-
tion.

¢. Ensure that crane booms are, never operated near high ten-
sion power lines if it can be avoided. If work must be done in
their vicinity, effort shall first be made %o have power lines de-
energized. Should this not be possible, then ensure that the boom
or fall cable at no time comes closer than :ten feet to the high
tension lines while the crane is operating.

d. Designate one person as signalperson, and ensure that the
31gnalperson is familiar with standard-hand signals.

2. During the operation, it shall be the *espon51b111ty of the
crane operator to:

a. Recognlze and comply with signals from the designated
signalperson.

b. Remain with the crane whenever a load i3 suspended, while
the cab is unlocked, or when the aux*liary 2ngine is running.

‘e. Ensurse that all four outriggers ar= set whenever a load is
to be lifted and moved by traveling the crane on unstable ground or
on grades. Adequate locking or cribbing shall be used under the’
outriggers so that the crane base is in a la2vel position.

d. Make no side pulls or use the cran= with a snaﬁch block to
pull objects even though the load weight i3 believed to be within
safe limits.

€. Ascertain that when crawler, truck, and tractor mounted
cranes are not being used to make a 1ift, that the position of the
boom is not altered and that the load is not raised or lowered
while traveling.

f. Ensure that no personnel rides the hook, sling, load, or
any outside part of the crane. Personnel palliets may be used %0
hoist personnel when necessary and authorizesd. Parsonnel being
hoisted by personnel pallets must use approved safety belts prop-
erly attached to the personnel pallet.

g. Perform the following operations upon leaving the crane cab
for any purpose:

(1) Dog the crane boom.
(2) Turn off the power.

(3) Padlock the entrance and exit to cab.

12
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h. Ensure that all cranes are equipped with appropriate fire
extinguisher, which shall be maintained and ready for use.

12006. RESPONSIBILITIES OF RIGGERS. It shall be the responsi-
bility of the rigger in charge to:

L]
1. Inspect all rigging gear before use and remove all defective
equipment from service.

2. Clear all personnel from the area except those directly connec-
ted with operation and permit no one under suspended loads. If the
only way to perform a job is to have personnel under a suspended
load, the master rigger shall personally inspect the site before
giving such. authorization.

3. Ensure that all riggers wear protective hard hats that meet
specifications, safety shoes, gloves, heavy work shirts with rolled
down sleeves, or jackets to protect arms and torso from contact

with slings.

4. Use proper slings and methods for attaching loads to hoisting
equipment. The load must be secured against slipping and be prop-
erly balanced before it is lifted more than a few inches.

5. Ensure that the weight of the material to be lifted is careful-
ly calculated in advance. No chances should be taken as a result
of a quick estimate.

6. Ensure that the upper block is directly over the load to avoid
swinging before making a lift.

7. Use tag lines to guide lifts whenever there is a possibility of
the load moving out of control. Tag lines shall be adequate length
and free of loops and knots. :

12007. TRACTORS, MULES, ETC

l. Operators shall observe all speed limits and stop signs posted
in areas adjacent to and inside buildings. Speed limit inside
buildings is 5 mph.

2. Pedestrians shall be given the right-of-way at all times.

3. No person other than the driver shall ride on tractors, mules,
or pneumatic lifts unless such tractor, mule, or lift is provided
with permanently mounted seats. Only one occupant may ride in each
seat.
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4. Riding on platform trucks, hydraulic lii%s, and all electric
powered equipment by personnel other than the operator is pro-
hibited.

5. Drivers shall ensure that industrial equipment does not block
passageways in buildings.

6. In the event of fire alarms or fire, drivers shall immediately
remove their equipment from buildings via the nearest exit.

7. Fuel! tanks shall not be filled while the engine is running.

8. Operator shall never leave vehicle unattended while the motor
is running.

9. 1Industrial vehicles not in safe operating condition shall be
removed from service. All repairs shall be made by authorized
personnel only.

10. Before commencing daily operations, each motorized vehicle
operator shall thoroughly check vehicle to =2nsure its proper opera-
Yion and that all safebty equipment is functioning.

11, Loaded racks on trailers shall no% be moved until the driver
has inspectad the load to ensure that material is loaded securely
and will remain so during the move.

2.
ravers

+4

the 2dg2 or lip of a rack or trailer i3 iasufficient to

mater:al alling off, material shal. Se %ransverted in con-
aine Where size of material precludes +the use of containers,
he material shall be secured to the rack or trailer. ’

=)
0 ¢ ke

[ e
it

13. Chains, cables, and hooks used to pull pallets from =nclosed
trailers shall be inspected daily prior to use and load tested
annually.

14. No person shall sit or ride on the truck, pallet, or load of
an electric material handler (electric walk-along).

13. Tt i3 the responsibility of supervisors ccncerned to ensurs
that drivers inspect their vehicles and loads before starting
equipment. If an unsafe condition is found to exist, drivers shall
contact the supervisor and wait until the condition is corrected
before moving.

12008. FORKLIFT TRUCKS

1. Will be used for the purpose for which designed.
2. Will be equipped with an overhead safety guard fabricated from

steel. These guards shall not be covered with any material that
would prevent the operator from viewing the high point of the load.
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3. Have stenciled on the machine, in plain vi=sw of the operator,
the load capacity and gross weight. Thisg cavacity shall never be
exceeded. Counterweighting of machines to increase lifting capaci-
ty is prohibited. Capacity shall be rated 24 inches from heel of
forks.

4. Will not be refueled within buildings or while the engine is
running, if gasoline or diesel-powered. Refueling of this equip-
ment will be accomplished in a designated outzide area at least 20
feet from the building. The individual in charge of fueling opera-
tion will be responsible for ensuring that spilled fuel is thor-
oughly cleaned from the equipment before being driven into the
building. All spilled fuel will be disposed of under station fire,
and hazardous material regulations as applicable.

5. Will be lifted by the proper lifting points only.
6. Will be parked, during non-duty hours, in an approved location.

NOTE: O0Oil absorbent compound shall be used under each piece of
equipment parked, as required, to absorb l=akage.

7. Equipment will not be parked where main, cross, or fire aisles,.
fire fighting equipment, fire alarm boxes, stairways, elevators, or
fire exists will be blocked or where fire fighting operations would
be hampered. '

12009. RESPONSIBILITIES

1. Supervisors shall:

a. Be responsible for the safe operation under their control.

b. Ensure that personnel assigned to operate MHE are qualified
and licensed and have in their possession a valid U.S. Government
Vehicle Operator’s Identification Card (SF 46) for the type MHE
used.

€. Review any mishap and injury report submitied by Lhein
operators for completeness and accuracy. Countarsign and submi-
the form within five (5) working days to the Safaty Jifice.

2. Operators shall:

a. Be responsible for the safe operation of MHE.
b. Inspect brakes, steering apparatus, horn, oil} gas, and

water as soon as they go on duty. Any defects noted will be
reported to the supervisor immediately.
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¢. Refuse to use equipment which is not in gafe mechanical
condition. Do not attempt to repair or adjust any mechanical part
of any material handling equipment. Notify the supervisor and
request a qualified repairman to make repairs.

d. Assure that their hands are free of o0il or grease when ope-
rating MHE, to aid in maintaining complete control of the vehicle at
all times. '

e. Do not "warm-up®~ gasoline or diesel-powered equipment inside
the building. After starting the =ngine, such equipment should be
driven outside the building for the "warm-up’' period to minimize
fumes and carbon monoxide.

f. When operating fork lift trucks, place the forks under the
load as far as possible.

g. Assure that stacking of loads on the forklift truck will be
controlled so that no more than one-third of the height of the top
tier extends above the load back rest.

h. Assure that all personnel are clear before hoisting or
lowering a load, or moving the machine, and will not allow any
personnel Yo stand under loads Deing hoisted or lowered.

i. Assure that there is adequate clearance on 51des and over-
head before moving a load.

3. Be re3ponsibls for all cargo Seing moved. Inzpect apd
secure all questionable loads, and refuse to move unsafe 5r unlawful
loads.

k. Refuse to load or unload from an unblocked truck or trailer.

1. Hoist personnel, under the following conditions only:

(1) When authorized by the supervisor.

(2) When special “personnel pallets” with suard rails on
four sides are uSed.

(3) When the lifting unit will not be moved.

(4) When they are certain that all personnel are facing
away from the mast, and hands are clear of the hoisting mechanism
durlng the actual raising and lowering operations when using
forklift trucks.

m. Tip the fork lift truck mast back when loads are being
transported.

12-8




SOP FOR SAFETY AND OCCUPATIONAL . 12009

n. Face in the direction they are traveling and not back up
without facing in that direction. Always carry loads in such a
manner that vision is unobstructed in direction of travel.

+ o. Elevate the forks only enough to clear. floor obstructions
and as close to the floor as possible (preferably within two inches)
when moving a forklift. They will not travel with forks elevated
more than four inches above the floor or ground. :

p. Not exceed the maximum allowable speed limit of five miles
per hour within warehouses or other buildings, nor exceed the speed
limit of seven miles per hour out of doors.

q. Practice the standard driving rule of keeping to the right
whenever it is possible to do so.

r. Slow down at all cross aisles and other passageways. When
entering or leaving buildings or warehouses, the operator will come
to a complete stop at entrance, sound the horn, and proceed only
when the way iz <lear.

s. Drive forklift trucks slowly over railroad tracks or rough
surfaces. ‘

t. Give standard hand signals while operating MHE on station
streeuvs or roadways. -

1. Check bridge plates frequently for safe anchorage or suf -
fici2nt serength to support forklift “rucks.

v. Not extend hand or arm through mast while forklift truck is
in operation.

w. Not use forklift trucks for pushing stacks of material,
stalled vehicles, hangar doors, etc.

x. Ensure that, in operations involving more than one forklift
truck, vehicles remain at least 20 feet apart, except when two
venicles are transporting the same load.

Y. Noit allow any personnel to ride on the forks or load when
the forklift truck is moving. Personnel may ride on the forklift
only if a.permanent seat is provided.

aa. Not leave the machine at any time until they lower the

forks and rest them flat on the floor, stop the engine, and set the
brake. ,
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bb. Report all mishaps resulting in damage to property or
injury to personnel immediately to the supervisor and the
Safety and Occupational Health Manager. Alsgo, the operator will
notify the Provost Marshal of any mishap occurring on the station’s
streets or roadways. The operator will protect the scene of the
mishap and allow nothing to be moved, except when necessary to
prevent another mishap, until authorized to do go by the Safety and
Occupational Health Manager or his/her representative. Complete a
mishap report at the scene of the accident or immediately thereafter
and deliver it to the supervisor without delay. Appendix D (MCAS
Yuma Form 5100/10 (9-85) Mishap Report) will be utilized by all

departments.
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APPENDIX A

EMPLOYEE REPORT OF UNSAFE OR UNHEALTHFUL WORKING CONDITIONS

1. The undersigned (check one)

employee supervisor

believes that a violation of an occupational safety or health stan-
dard exists which is a job safety or health hazard to employees.
2. Does this hazard immediately threaten death or serious injury?

Yes No

3. Specify the name and phone number of the supervisor, particular

building or worksite where the z3llaged violation exista

4. Describe briefly the hazard which 2xigts:

5. Please indicate your desires My'name may be revealed

Do not reveal my name

Employz2e’s Signature

Zmpioyee's HJame Phone
Firgt, Middle Initial, Last

Work Location







SOP FOR SAFETY aND OCCUPATIONAL FEALTH

APPENDIX B

SAFETY AND OCCUPATIONAL HEALTH CORRECTIVE FORM

1. Corrective action on the following Employee Repcrt of Unsafe or

Unhealthful Working conditions is submitted in answer 3o

Subject:

2. Specify action taken to correct deficiency

Suomitted by Date
First, Middle Initial, La

«
<t

Reviewed by: Date
' First, Middle Initial, Last

Department Head/Commanding Officer






30P TOR SAFETY AND OCCUPATIONAL HEALTH

APPENDIX C

UNITED STATES MARINE CORPS
MARINE CORPS AIR STATION
YUMA, ARIZONA 85369-5000

NOTICE OF UNSAFE OR UNHEALTHFUL WORKING CONDITIONS

An inspection was made on

19

by Station Safety

and the following violated safety and health standard or regulations

exist at

THE FOLLOWING VIQOLATED STANDARDS OR REGULATIONS ARE HEREBY POSTED

Standard or regulation
Y9e1ng vioiated

Description of
Violation

Date of which violation
igs to be corrected or
the status of &ny abate-
ment action

Signature .

SaZety and Occupational Health Manager.

Date of Issuance







SOP FOR SAFETY AND OCCUPATIONAL HEALTH

APPENDIX D

GROUND OCCUPATIONAL SAFETY AND HEAﬁTH MISHAP REPORT

Subj: THIS IS A (LIMITED/GENERAL) USE MISHAP REPCRT TO BE USED ONLY
FOR SAFETY MATTERS

A. Reference MCO 5101.8D

B. Reference CMC msg R0408152 Mar 85 (Almar 049/85)
C. Reference

1. Brief Description of Mishap:

2. Mishap Information

a. MCAS Yuma, AZ
b. Severity Class: A B C D (Circle One)
¢. Type of Mishap:
d. Date, Time Group, Day of Week:
e. Geographic location of Mishap:
f. Specific location where Mishap occurred:
g. General activity at time of Mishap:
h. Environmental conditions:
3. Personnel data:
Fatalities:
Injuries:

Other Fatalitiasg:
Nitnesses:

. Q oW

4. DOD Property Damage:
a. Deatroyed:
b. Damaged:

5. Non-DOD Property Damasge:
a. Destroyed:
b. Damaged:

6. Point of Contact:

7. Narrative:

8. Additional Information (Provide as applicable)
a.
b.
c. For Motor Vehicle Mishaps, provide:
(1) Type of Vehicle:
(2) Operator Permit:
(3) Operator Training Course:
(4) Driver condition for DOD Operations:
d. All other Mishaps (Alcohol or Drug related):

MCASY 5100/10 (9-85)



10.

11.

12.

SCP FOR SAFETY AND OCCUPATIONAL

Cause Factori{s) of Mishap:
Personnel! Factors:
Supervisory Factorsr:
Material/Equipment Factors:
Facility Fagtors:

Corrective Action:

Ao oe

HEALTH

Date Signature of Person Completing Report Phone Number

Date Signature of Commanding Officer/

Department Head

MCASY 5100/10 (9-85)



SOP FOR SAFETY AND OCCUPATIONAL HEALTH

APPENDIX D
GROUND OCCUPATIONAL SAFETY AND HEALTH MISHAP REPORT
A. The following information is provided to aid in filling out MCAS
Yuma Form 5100/10 (Ground Occupational Safety and Health Report).

1. Description of Mishap. For item 1 provide a brief description
of the mishap. ‘

2. Mishap Information. For item 2 give the following mishap infor-
mation:

a. Parent Command

b. Severity class of mishap, class A, B, C or D as defined in
Chapter 7 of the basic order. .

c. Type of mishap, was it occupational, privately owned vehicle _
(POV), motorcycle, a government vehicle (GOV), training, recreational,
barracks, home or miscellaneous.

d. Local date and time of mishap and day of the week.

e. Geographic location (city and state, installation name, etc)
of the mishap. :

f. Specific location where mishap occurred (shop, work center,
liberty, recreation, etc). :

g. General activity at the time of the mishap (maintenance,
training, liberty, recreation, etc).

h. Environmental conditions at time of mishap (weather, road
conditions, lighting etc).

3. Personnel Data. In item 3 give Personnel data, however; if the
next of kin have not been notified, in case of death, substitute the
phrase "Name withheld pending notification of NOK® for the following
information:

a. Fatalities (list each DOD employee separately). Give name,
grade, MOS (or job title for civilians), age, sex, unit, duty status
(on or off-duty, in transit, civil service, non-appropriated, or
foreign national), activity at time of mishap (driver, passenger,
pedestrian, sgport, job being performed etc.), number of months
experience at the job or activity.

MCASY 5100710 (9-85)




SOP FOR SAFETY AND OCCUPATIONAL HEALTH

b. Injuries (listv each DOD employee separately). Provide the
same information requested in 3 a. In addition, include medical
diagnosis extent of injury or illness (permanent total disability, -
permanent partial disability, no disability likely), actual or
estimated number 2i days to be hospitalized, actual or =stimated
number of lost workdays. :

c. Other fatalitiess and/or injuries. Provide #%the %otal number
for Non-DOD employees.

d. Witnesses. Provide the name, address, telephone number of
any witnesses to the mishap.

4. DOD Property Damaged. List each item separately and for GOV
include year, make and model. : .

a. Destroyed. Give a description of the government propertiy
destroyed along with an estimate of the cost to replace it.

b. Damaged. Give a description of the item damaged with the
extent oi damage and provide an =2s%timate of %the 25s% 0 repair

including par*s and  -manhours. °

5. "Non-DOD Propertv Damage. Only items that the government is

liablz for shall e listed. Each item will be listad separasely.
a. Desuroyed. Give a description of the item and an 2stimatad

replacement cost.

b. Damaged. Provide a description of the item to include the
extent of damage and estimated cost oi repair {(include Doth gparts
and manhours).

6. Point of Contact. Provide a point of contact giving grade,
name, and telephone number (both autovon and commercial).

7. Narrative. In the narrative provide a complete description of
the mishap. This description will include *the chain nf =2vents

leading up to, %tarough and subsequent to the mishap. Elaborate with
remarks so the wno, what, where, when and how 5f “he mishap are
known.

8. Provide Additional Tniormation. -Provide *he additiosnal informa-
tion as applicable.

a. Individual's qualifications (swim, markmanship, job certifi-
cation, etc).

MCASY 5100/10 (9-85)



SOP FOR SAFETY AND OCCUPATIONAL HEALTH

b. What personal protective clothing was worn. Were seat
belts, helmets, or required safety devices used, and what was their
effectiveness? '

¢. For motor vehicle: mishaps provide:
(1) Type of vehicle (year, make and model).

(2) Operator permit number and state. Include limitations

and expiration date.

(3) Operator training courses attended and date of comple-
tion (AAA Driver Improvement, Multimedia, Motorcycle Safety Course,
Emergency Vehicle, etc.).

(4) For DOD operators give the driver’s condition (not
impaired, fatigue, legally intoxicated, alcohol impaired, alcohol or
drug related).

9. Cause Factor(s). The mishap needs to be specified in sufficient
detail for all xnown or probable cause factors.

a. Personnel factors apply to all persons involved in the
mishap whether injured or not. Examples of personnel factors are
‘unsafe acts, Unsafe work practice, distraction, carelessness,
physiclogical factor, failure to understand or follow procedures,
lack of skill =z:c.

b. Supervisory factors include inadequate training, inadequate
material or equipment, inadequate supervision, etc.

c¢. Examples of material/equipment factors are material failure,
defective design, equipment malfunction, inadequate maintenance,
etc.

d. Examples of facilities factors are improper illumination or
ventilation, hazardous environment, etc.

1C. Corrective Ac+tion. In corrective action make either recommen-

1

dations o»r state lessons l2arned.

B. This report will be completed and turned into the Safety and
Occupational Health Department within 10 days of the mishap.

MCASY 5100/10 (9-85)
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HEADQUARTERS /‘{ﬂg§3
MARINE CORPS AIR STATION éifﬂ//ﬂ
YUMA, ARIZONA 85369 M/,x’

DIRECTIVES CONTROL SHEET

NUMBER ASSIGNED BY

(STATION ORDgg) STATION BULLETIN A CHANGE DIRECTIVES CONTROL
P5100.4 . ; POINT:

ORIGINATING OFFICE (TITLE & CODE) Safety & Occupational Health Department 3ED1

SUBJECT v .
Standing Operating Procedures (SOP) for Safety and Occupational Health
I HAVE READ THE ROUGH OF THE ; DATE | [ DATE : I HAVE PROOFREAD THE
PRCPOSED DIRECTIVE AND CONCUR | FORWARDED ! OFFICE { ~ FORWARDED | ATTACHED DIRECTIVE
OR TAKE EXCEPTION AS LISTED AND : ’ I\ AND g AND FIND NO DISCREP-
BELOW: INITIALS : : NITIALS 'i ANCIES UNLESS LISTED
. | ; : ? BELOW
EXCEPTIONS i N
‘ . , EXECUTIVE |
| OFFICER !

: ADJUTANT

. ADMIN
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N STATION DIRECTIVES‘REV[EW FORM

From: STATION ADJUTANT To: Date:
T CAPT BALDWIN GROQUND SARETY 11 SEP 89
Subj: (Originator Code) (Date Published)
Sta0 P5100.4 3EDI 6_QCT 88

Long Title:
S0P FOR SAFETY & OCCUPATIONATL HEALTH

Ref: (a) MCO P5215.1 s> The Marine Corps Directives System
(b) StaBul 5215, Station Directives Semi-Annual Checklist

l. The following action is requested as per references (a) and (b):

v The subject directive, originating from your section, requires annual review.
The subject directive, originating from your section, has been previously reviewed.
The projected staffing date of the required change or revision was due on .

Provide the CURRENT status of this directive.

The subject directive, originating from your section, requires a change/revision
based on .

2. As directed by reference (a), review must be completed and this form returned endorsed to
the Station Adjutant within five working days.

DA Al

“Station Adjutant

FIRST ENDORSEMENT — Date: 12 Sep 89

From: Safety & Occupational Health Department
To:  STATION ADJUTANT

l. Returned. The subject directive has been reviewed and the following applies:
X The directive is less than five years old and is current and accurate.

The directive is less/more than five years old and requires change/revision.
Required change/revision will be staffed for technical review by (date) .

The directive is no longer required and may be cancelled.

2. REMARKS:
SIGNATURE OF ORIGII\W 44 _ Date: 15 gep 89
A. €. POOLE &

Safety Manager FOR USE BY DIRECTIVES CONTROL POINT

IGNATURR OB/REV %NG«OFFICER: /é,Da;;e: ‘
~ . ML’V\ \ / Y/
"iMMCASY 57T% (Rev 8/88) _ L7




e & - v

LTI STATION DIRECTIVES REVIE: FORM

*Tvom: STATION ADJUTANT To: Date:
Jill.él,Aia_ SoHD Yoo & "
Jubj: (Originator Code) (Date Published)
- Psivo. RED | & 1oo6 (,

ibn Title: ) .
‘éObMWWWWM
ef: (a) MCO P5215.1 V | The Marine Corps Birectives System

(b) StaBul 5215, Station Directives Semi-Annual Checklist

The following action is requested as per references (a) and (b):

V/// The subject directive, originating from your section, requires annual review.

The subject directive, originating from your section, has been previously reviewed.
The projected staffing date of the required change or revision was due on
Provide the CURRENT status of this directive.

The subject directive, originating from your section, requires a change/revision
based on

2. As directed by reference (a), review must be completed and this form returned endorsed to
the Station Adjutant within five working days.

SEZfiﬂh Adjutant

FIRST ENDORSEMENT Date:

From: S‘:}HD %Oo?'lj
To: STATION ADJUTANT

l. Returned. The subject directive has been reviewed and the following applies:
V// The directive is less than five years old and is current and accurate.

The directive is less/more than five years old and requires change/revision.
Required change/revision will be staffed for technical review by (date) .

The directive is no longer required and may be cancelled.

2. REMARKS:

— ,
SIGNATURE OF ORIGINATOR: 4// Date:
— ﬁio ¥ 23

FOR USE BY DIRECTIVES CONTROL POINT

, _ AVan\ i
_ MURE OF REVIEWN% / Date:
“CASY 521573 (Revm,y\u " =




	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

