NAMTRAULEMINST 5100.1E

NAMTRAU LEMOORE INSTRUCTION 5100.1E

Subj:  UNIT SAFETY PROGRAM

Ref:   (a) OPNAVINST 5100.12G 


   (b) OPNAVINST 5100.23E


   (c) OPNAVINST 5100.25A 



(d) OPNAVINST 5102.1C



(e) NASLEMINST 5100.11D



(f) NASLEMINST 5100.15



(g) NASLEMINST 11320.1G



(h) NHLEM/NASLEMINST 6260.1F 



(i) NHLEM/NASLEMINST 6260.2D



(j) NAMTRAGRUINST 5100.2F



(k) NAMTRAGRUDETLEMINST 11103.1A

Encl:  (1) Safety Inspection Checklist, (NAMTRAU Lemoore 5100/1 Rev 10-00)

       (2) Supervisor’s Mishap Report

1.  Purpose.  To promulgate a Unit Safety Program, designed to enhance and preserve human and material resources.

2.  Cancellation.  NAMTRAGRUDETLEMINST 5100.1D.  This is a complete revision and should be reviewed in its entirety.

3.  Background.  It is generally accepted that there is no such occurrence as an accident.  Rather, there exists adverse occurrences or mishaps caused by a human failure to perform some function or duty in the proper manner.  Since mishap prevention is the goal of a safety program, it must deal with people and the human element of a mishap.  Safety is the responsibility of all hands regardless of status.  Communication is the key to solving safety related issues.  The requirement for creating and maintaining a high degree of safety awareness is of paramount importance in accomplishing the Unit’s mission.  References (a) through (k) provide information and guidance in the development of an effective program within NAMTRAU Lemoore.  

4.  Objective.  The objective of the Safety Program is to eliminate mishaps and effectively manage risks within the Command.  Specific Command Safety Program elements are fire prevention and safety, housekeeping and organization, electrical equipment and appliances, weight handling equipment, hazardous 
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material control and management, inert ordnance, hearing and sight conservation, personal protective equipment, lead awareness, recreation, athletics and home safety, mishap reporting, safety training and safety policy, and procedures for conducting training.  This will be accomplished through the following steps:

    a.  Hazard detection, accomplished through the use of:

        (1) Safety/hazard awareness training.

        (2) Monthly Enlisted Safety Committee meetings.

        (3) Quarterly Safety Council meetings.

        (4) Regular inspection of all buildings, grounds, and equipment through the use of monthly zone inspections per reference (k), and Quarterly Safety Inspection Checklist (enclosure 1).

        (5) Hazard reporting through the use of Supervisor’s Mishap Reports (enclosure 2) and Navy Employee Report of Unsafe or Unhealthful Working Condition sheets per reference (b).


        (6) Liaison with other commands to exchange information on common hazards.

    b.  Hazard elimination, accomplished through the use of:

        (1) Monthly Enlisted Safety Committee meetings.

        (2) Quarterly Safety Council meetings.

        (3) Review and prompt corrective action of Supervisor’s Mishap Reports (enclosure 2) and Navy Employee Report of Unsafe or Unhealthful Working Condition sheets per reference (b).

        (4) Liaison with other commands to exchange information on hazard correction techniques.

    c.  Management of safety information, accomplished by:

        (1) NAVOSH self-assessment checklists. 

        (2) Collection and organization of safety information.
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        (3) Generation and dissemination of safety information.

        (4) Communication and Feedback throughout the Unit.

5.  Action.  Each member of the Command has the responsibility

to actively participate in accomplishing the objectives of the Safety Program.  Specific responsibilities include: 

    a.  Commanding Officer (CO):  Responsible for the accomplishment of the Command’s mission, the safety of all personnel, and the preservation of Unit resources.

    b.  CMC/CPOIC/NCOIC:  Responsible for the safety of personnel and the preservation of material resources within the Command.  Shall hold all supervisors accountable for safety performance and meeting the objectives of the Unit Safety Program. 
     

    c.  Command Safety Officer/Assistant Safety Officer:  Principle advisor to the Commanding Officer on all safety matters.  In addition, shall keep the Executive Officer informed, use the chain of command on routine matters and maintain liaison with other safety departments.  Specific responsibilities include:

        (1) Organize and manage the Command Safety Program.

        (2) Maintain a high level of safety awareness and provide for the widest possible dissemination of safety information.

        (3) Act as Chairman of the Enlisted Safety Committee.

        (4) Serve as member of Quarterly Safety Policy Council.

        (5) Ensure prompt preparation of mishap reports.

        (6) Identify key personnel to administer specific Command Safety Program elements.

        (7) Ensure comprehensive safety inspections are performed on a quarterly basis as outlined in enclosure (1).

        (8) Ensure adequate training of all Branch Safety Representatives.
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        (9) Perform Annual Self-evaluation.

    d.  Branch Safety Petty Officer:  Each branch shall designate a Safety PO/NCO who will:

        (1) Attend monthly Enlisted Safety Committee meetings.

        (2) Ensure safety matters are included in branch training.

        (3) Report all safety hazards immediately.

        (4) Maintain close liaison with the Command Safety Officer.

        (5) Ensure information covered at the Enlisted Safety Committee meetings are passed to all staff and students.

        (6) Perform monthly inspections for the pre-mishap plan of the respective branch area.

        (7) Administer key safety program elements as directed by the Safety Officer, per references (a) through (k).

        (8) Perform a comprehensive quarterly safety inspection of the respective branch areas per enclosure (1).

6.  Enlisted Safety Committee.  The committee will meet once

each month.  It is tasked not only to identify hazards, but also to act as problem solvers, making recommendations for corrective action.  All recommendations will receive prompt action and will be brought to the attention of the Safety Council.  Each action and all related information will be disseminated to the entire Unit.  The committee is established with membership as follows:

    a.  Safety Officer

    b.  Assistant Safety Officer

    c.  One Branch Safety Representative for each branch.

7.  Communication and Feedback.  Both are integral to safety and are vital elements for a successful program.  The Safety Officer shall ensure that safety information flows freely among all Unit 
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personnel and that feedback is reliably provided as actions are taken.  Accomplishment of this goal can be achieved through a persistent, dedicated, and innovative effort utilizing all the tools and techniques outlined in this program.

8.  Forms.  All forms are available on the “Y” Drive under the folder Safety, and are available from the Unit Safety Officer and Assistant Command Safety Officer.



R. B. CRISLER

Distribution:

Intranet Website
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NAMTRAU Lemoore Quarterly Safety Inspection Checklist

              Branch:  Select Branch.               BLDG:  Select BLDG.          Room:  Enter room number.           Date:  
1.  Fire Protection Equipment (Including Fire Bottles)


a.  Path to fire equipment clear. -----------------------------------------------------------------------------------------------
 FORMDROPDOWN 



     b.  Fire equipment inspection date current.   (fire bottles are monthly)  --------------------------------------
 FORMDROPDOWN 


c.  Fire station clearly marked.  ----------------------------------------------------------------------------------------------
 FORMDROPDOWN 


d.  Standpipes, hoses, sprinkler heads in good repair and nothing within 18” of sprinkler heads.  -----------------
 FORMDROPDOWN 


e.  Exit signs and evacuation routes prominently displayed and in working order.  ------------------------------------
 FORMDROPDOWN 


f.  Storage facility for flammable materials.  (lockers, cabinets, and rooms)  -------------------------------------------
 FORMDROPDOWN 


g.  Flammable material in shop does not exceed working supply.  ------------------------------------------------------
 FORMDROPDOWN 


h.  Sweepings, oily waste, or rags promptly removed.  --------------------------------------------------------------------
 FORMDROPDOWN 

2.  Housekeeping and Organization


a.  All areas clean and orderly.  -----------------------------------------------------------------------------------------------
 FORMDROPDOWN 


b.  Trash receptacles available.  ------------------------------------------------------------------------------------------------
 FORMDROPDOWN 


c.  Ventilation and hoods in place and in good working order.   ---------------------------------------------------------
 FORMDROPDOWN 


d.  Trash emptied daily to dumpster.  ----------------------------------------------------------------------------------------
 FORMDROPDOWN 


e.  No Hazardous waste or Hazardous material in trash.  -----------------------------------------------------------------
 FORMDROPDOWN 


f.  All tiled areas are free from cracks and missing tiles.  -----------------------------------------------------------------
 FORMDROPDOWN 


g.  All ceiling light fixtures contain proper covers that are free from damage.  -----------------------------------------
 FORMDROPDOWN 


h.  Light switches are intact with no holes (missing switches) in wall plates.  -----------------------------------------
 FORMDROPDOWN 


i.  All doors designated as primary or secondary fire exits open freely and fully with no obstruction.   -----------
 FORMDROPDOWN 


j.  Ceiling tiles are intact with no broken, damaged, or missing tiles.  --------------------------------------------------- 
 FORMDROPDOWN 


k.  There is an adequate number of safety posters in highly visible areas; they pertain directly to safety 


     concerns of the particular training environment.  ------------------------------------------------------------------------
 FORMDROPDOWN 


l.  Refrigerators are labeled with contents (IE: “for food storage only” or “for chemical storage”) and 


    food and chemicals / parts are not stored in same refrigerator.  -------------------------------------------------------
 FORMDROPDOWN 

3.  Electrical Equipment and Appliances


a.  Power tool wiring in good condition. ------------------------------------------------------------------------------------
 FORMDROPDOWN 
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      b.  Hand tools are in serviceable condition and within calibration standards (if necessary).  -------------------------
 FORMDROPDOWN 

c.  All equipment requiring electrical, pneumatic, or hydraulic power have standard operating procedures  


    for immediate source power removal clearly displayed.  This should include a point of contact for 


    proper tagout/lockout in the event of bench maintenance.  -----------------------------------------------------------
 FORMDROPDOWN 


d.  Branch has Tagout/Lockout representative with documented training.  ---------------------------------------------
 FORMDROPDOWN 


e.  Computer and computer accessories plugged into power strip/surge protector.  ----------------------------------
 FORMDROPDOWN 


f.  All appliances are plugged directly into wall outlet (with the exception of computers and accessories).  -------
 FORMDROPDOWN 


g.  All appliances have a grounding plug that is intact.  ---------------------------------------------------------------- -
 FORMDROPDOWN 


h.  Ground Fault Protection Circuitry Indicator (GFCI) outlet installed away from any water sources. --------------
 FORMDROPDOWN 


i.  All outlets have been inspected and are free from paint, burn marks, and are in working order --------------------
 FORMDROPDOWN 


j.  There are no openings in electrical outlets, electrical boxes, or electrical panels that allow  


    access to internal wiring.  --------------------------------------------------------------------------------------------------
 FORMDROPDOWN 


k.  All electrical panels, breaker panels, and high voltage panels have minimum 24” unobstructed clearance.  ----
 FORMDROPDOWN 
 


l.  Extension cords are NOT used.  --------------------------------------------------------------------------------------------
 FORMDROPDOWN 

4.  Weight Handling Equipment (includes Non-Cab operated Cat III cranes)


a.  All Weight Handling Equipment has been certified by Public Works and is NOT overdue.  ---------------------
 FORMDROPDOWN 


b.  Pre-use inspection is performed.  ------------------------------------------------------------------------------------------
 FORMDROPDOWN 


c.  A documented inspection is performed the first week of each month.  ----------------------------------------------
 FORMDROPDOWN 


d.  All rigging gear is in good repair and inspected prior to use.  ---------------------------------------------------------
 FORMDROPDOWN 


e.  Weight Handling Equipment Operator’s checklist is used.  -----------------------------------------------------------
 FORMDROPDOWN 


f.  All personnel that use the equipment have the proper documented safety training.  --------------------------------
 FORMDROPDOWN 


g.  Training aids are individually marked “for training purposes only”.  -----------------------------------------------
 FORMDROPDOWN 


h.  As part of curriculum, trainees are taught not to use lifting devices until properly trained.  ---------------------
 FORMDROPDOWN 


i.  Standard Operating Procedures are posted in plain view to outline use of weight handling equipment.  ------
 FORMDROPDOWN 

5.  Hazardous Material Control & Management


a.  MSDS sheets are available for all products that require inclusion on the AUL (including white out 


     and Dry-Erase Board cleaner).  -------------------------------------------------------------------------------------------
 FORMDROPDOWN 


b.  Denatured alcohol must be on the AUL and it’s intended purpose must be clearly labeled on container.  -----
 FORMDROPDOWN 
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      c.  HAZCOM list must be validated against the environmental catalog semi-annually to ensure


      use of the least hazardous material possible.  ---------------------------------------------------------------------------
 FORMDROPDOWN 


d.  Hydraulic fluid does not come into direct contact with the deck  (ie: drip pans catch the leaks).  --------------
 FORMDROPDOWN 

6.  Inert Ordnance Program 


a.  Ordnance inventory reflects nomenclature of each serial number of inert ordnance, but does not reflect


      serial number if part of a kit (inventory must so state “part of kit”).  -----------------------------------------------
 FORMDROPDOWN 


b.  Copy of inert ordnance sheet is forwarded to the Safety Officer.  --------------------------------------------------
 FORMDROPDOWN 


c.  Inert ordnance used for display and training has been properly certified.  -----------------------------------------
 FORMDROPDOWN 

7.  Hearing and Sight Conservation Program / Personal Protective Equipment


a.  Personnel exposed to hazardous levels of noise (above 84db) are part of hearing conservation program.  ----
 FORMDROPDOWN 


b.  Personnel in Hearing Conservation Program have received initial and annual refresher training.  --------------
 FORMDROPDOWN 


c.  Noise hazard areas have warning signs on door.  -----------------------------------------------------------------------
 FORMDROPDOWN 


d.  Protective Equipment is available for all sight and hearing hazardous environments and the 


     equipment is in serviceable condition.  ----------------------------------------------------------------------------------
 FORMDROPDOWN 


e.  Eye Wash Stations are easily accessible to personnel exposed to corrosive materials.  --------------------------
 FORMDROPDOWN 


f.  Eye Wash Stations are plumbed (with drain) and located within a ten second unobstructed path of area of    

          contact.  ----------------------------------------------------------------------------------------------------------------------
 FORMDROPDOWN 


g.  Plumbed eye wash stations are activated for a minimum of three minutes weekly.  ------------------------------
 FORMDROPDOWN 


h.  Pressurized and non-pressurized eye wash stations are serviced quarterly or as per manufactures


     specifications (whichever is more frequent).  ---------------------------------------------------------------------------
 FORMDROPDOWN 


i.  Personal Eye Wash Stations (less than 15 gallons) have been removed.  -------------------------------------------
 FORMDROPDOWN 


j.  Areas that require PPE are properly designated with warning posters and signs.  ---------------------------------
 FORMDROPDOWN 


k.  Eye protection is used at all times in designated eye hazard areas.  ---------------------------------------------------
 FORMDROPDOWN 


l.  Personnel exposed to eye-hazardous processes or operations have documented initial and annual


    sight-screening examinations.  --------------------------------------------------------------------------------------------
 FORMDROPDOWN 


m.  Respiratory  protection work-site specific SOP’s have been developed by the RPPM and are 


      posted at the entrance to and in the general area of  the work site.  --------------------------------------------------
 FORMDROPDOWN 


n.  All canisters and filters used in respiratory protection are kept under strict control measures.  -----------------
 FORMDROPDOWN 


o.  All canisters and filters used for respiratory training must be individually labeled


     “for training purposes only”.  --------------------------------------------------------------------------------------------
 FORMDROPDOWN 

3

NAMTRAULEMINST 5100.1E

8.  Safety Policy and Procedures for conducting training


a.  Trainees are indoctrinated in the safety requirements, precautions, and safeguards incorporated


     in the curricula PRIOR to start of training.  -----------------------------------------------------------------------------
 FORMDROPDOWN 


b.  Trainees are aware of content and location of the Pre-Mishap Plan.  ------------------------------------------------
 FORMDROPDOWN 


c.  Trainees are aware of the procedures governing Training Time Out (TTO).  --------------------------------------
 FORMDROPDOWN 


d.  Trainees are aware of location of “Unsafe/Unhealthful Working Condition” forms.  -----------------------------
 FORMDROPDOWN 

9.  Lead Awareness (soldering areas and lead containing paints)


a.  Areas in which personnel may come into contact with lead or airborne lead dust are clearly posted.  ---------
 FORMDROPDOWN 


b.  Eating and drinking are prohibited in areas  where lead working is authorized.  -----------------------------
 FORMDROPDOWN 


c.  All personnel exposed to lead have documented proof of initial and annual lead awareness training.  --------
 FORMDROPDOWN 


d.  The type of solder used contains the lowest amount of lead practicable.  ------------------------------------------
 FORMDROPDOWN 

10.  Mishap Reporting


a.  Supervisor Safety Mishap Reports are initiated and routed through chain of command to the 


     Command Safety Officer, upon the occurrence of ANY Mishap or Near Mishap to either Staff or 


     Student in an Off-Duty, On-Duty, or Training related incident.  ------------------------------------------------------
 FORMDROPDOWN 

11.  Safety Training


a.  Branch has a designated safety representative and alternate safety representative.  -------------------------------
 FORMDROPDOWN 


b.  Each safety representative has a collateral duty sheet that is signed and filed in training jacket.  ---------------
 FORMDROPDOWN 


c.  New staff personnel have attended New Employee Indoctrination training through Base Safety Office


     within 90 days onboard.  ---------------------------------------------------------------------------------------------------
 FORMDROPDOWN 


d.  All staff personnel have up to date CPR qualifications (if required).  ------------------------------------------------
 FORMDROPDOWN 


e.  All staff personnel have attended the Supervisor Safety Training through Base Safety Office.  -----------------
 FORMDROPDOWN 


f.  Personnel requiring annual Lead Awareness training have received training within last calendar year.  -------
 FORMDROPDOWN 


g.  Buildings and Grounds provides the necessary Reproductive Hazard Training to required personnel.  --------
 FORMDROPDOWN 


h.  Operational Risk Management (ORM) is incorporated into all facets of training.  --------------------------------
 FORMDROPDOWN 


i.  PPE training is conducted for all individuals exposed to noise and sight hazardous areas.  ---------------------
 FORMDROPDOWN 
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12.  General.


a.  Hazardous or unsafe working conditions are reported immediately.  -----------------------------------------------
 FORMDROPDOWN 


b.  First aid kits are NOT available. (First aid kits are unauthorized with medical facility within 15 mins)  ------
 FORMDROPDOWN 

Remarks:  Enter remarks here
Inspected by:




        Date:  
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	SUPERVISOR’S MISHAP REPORT
	THIS IS A GENERAL MISHAP REPORT TO BE USED ONLY FOR SAFETY PURPOSES IN ACCORDANCE WITH OPNAVINST 5102.1C

	A
	1. UIC

60660
	2. TYPE OF MISHAP


	3.  TIME OF MISHAP

	
	
	
	MONTH


	DAY


	YEAR


	TIME



	4. DEPARTMENT AND WORKCENTER


	5. LOCATION OF MISHAP (CITY/STATE/WORK LOCATION)



	6. ACTIVITY AT TIME OF MISHAP



	B
	1. EQUIPMENT DAMAGED OR DESTORYED BY MISHAP (PMV/GMV/PRIVATE OR GOV PROPERTY)

	2.  EST. COST TO REPAIR/REPLACE DOD PROPERTY
	3.  EST COST TO REPAIR/REPLACE NON-DOD PROPERTY

	C
	1. NAME OF INJURED ( ALL DRIVERS & PASSENGERS)


	SSN


	AGE


	SEX



	2. RANK / RATE


	PAYGRADE
	JOB DESCRIPTION


	3. DUTY STATUS (ON DUTY/OFF DUTY)



	4.  SPECIFIC JOB OR ACTIVITY INDIVIDUAL ENGAGED IN AT TIME OF MISHAP (NARRATIVE)

	5.  MTHS JOB EXP


	6. MEDICAL DIAGNOSIS



	7. EXTENT OF INJURIES OR OCCUPATIONAL ILLNESS



	8. TOTAL /EXPECTED LOST WORKDAYS


	9. DAYS HOSPITALIZED



	D
	1. BASIC CAUSE(S) OF MISHAP



	2. IF PERSONAL ERROR, STATE CONTRIBUTING CAUSE(S)

	3. IF UNSAFE CONDITIONS, STATE CONTRIBUTING CAUSE(S)

	4.  PERSONAL PROTECTIVE EQUIPMENT
	5. STANDARDS SET

	REQUIRED (YES/NO)
	USED (YES/NO)
	EFFECTIVE (YES/NO/NA)
	YES
	NO

	6.  STANDARDS ADEQUATE   (  YES    (  NO  (EXPLAIN):

	E
	1. NARRATIVE CHAIN OF EVENTS: (include driving conditions, weather, fatigue, alchohol)



	2. CORRECTIVE ACTION



	SUPERVISORS SIGNATURE
	DATE
	DIVISION OFFICER SIGNATURE
	DATE

	DEPARTMENT HEAD SIGNATURE
	DATE
	OSH OFFICER SIGNATURE
	DATE

	COMMENTS
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