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gtior ; 'snchgsnhw minimum, %mnbeﬂsmbeﬁaﬁmig
grams at Federal agencies are not ‘Maintaig a sate and healthful wnﬂv x
.voluntary. All Federal agenciag must place. - : ) i;
have comprehensive programs that . _
effectively protect their employees T-hetleath. injury, gna‘vﬂness stahs- g
from salety and Health hazards, -~ -~ tics for Federa;agsnslas show that - .
whether in an Qﬁlﬁﬁ.wdﬂadmg ‘. thereis need for an grgﬁmzaﬂ cOm-  *-
platform, at ggaﬁstrucﬁdﬁ SIIE}’&T ipa certed effort to redyce umsafeandun-
lgbarstary s e e s " Mhealthiul prﬁhc%@anﬂmon& .
, : According to the gflioghdY Federal . .
Section 19 of the Occupational Agency Eafeﬂ and ﬂeig@?rcgrat{ns
Safety and Health Act of 1970 re-. -
quires creation of "effective and
comprehensive” programs at Faﬂera}“
agencies. Executive Order 11807 of
September 28, 1974, further
defines the responsibiities of the
agenciesandtherole of the Secretary
of Labor in developing. iImplelnenting,
and evaluating such programs_ |t
directs the agencies to comply with
the regufations in 29 CFR 1960 {pub-
lished in the Federal Reg:srer
Oclober 9. 1974). 1ssued by the
Secretary of Lahor If an agency's
SKZE MISSION, Or organization
clashes with the regulafions. then it
must follow the intent of the rules
They are revised from time to ime
to keep up with new developments,
but please keep in mind that the
regulations merely outline the
MIMmum program agencies must
- adopt

L]

The purpose of this booklet s to high-
tight the mos! important features of
an effective and comprehensive pro-
gram for any agency Top manage-
ment in an agency. the head of a safe-
ty and healith program. supervisors,
employees, and representatives of
labor organizatigns should find this,
booklet helpful as an outline of their
rghts and responsibilities and, at a
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thé number of repuned nonfatal
~dnjuciesdh the approximately 2.9

21,052 in 1974to 155,788 in 1975,
E and to 174,989 the following year. .
N '

These ﬂg&&e;suggeﬂ the human
cost of unsate and unheaithjul
warkmg conditions and nracm:és

 The cost 10 the government in com;
pansg!mg amployees and their sq;r—
vivors. runs into the hundreds of »
m!lhm‘l; of dellars. In fiscal 1974, thiz

%cQ;t was almost $225 million; it rose
dramahﬁally to $304 million in fiscai

1975, about $412 million in fiscal
1976, aru;l tamﬁ rmlhcm the

Adamsblmy ‘been built into the
rules and segulations-for Federal
.Aagericy programs. Agencies. for ex-
S‘ﬂl@le have the choice of adopting
the standards pf the Dt:c:n_tﬁ@%nﬂnal
Safety and Lﬂeaﬂh Administration :
" (OSHA) on ngw -to hangle certain *
;ﬂatena!
on some Fﬂaﬂhlﬁes andthe ke, or to
create #heir owri Standards «f they
bEIIEVE that would betier meet their
paﬂucmgr pmblems But, the hew
i standards ust be censistent with
and at least as e(}eq:twe as those of
" OSHA . In practice; they ought to be
i Fm:h effactive because the rationale
< fob,creating them was 1o cover.the
gar“hcular hazards af the ag®néy

Thns mmklet will concentrate ap
safety and health programs covering
. the 5.5 millon civilian and military
emplgyees in nearly 100 Federal

million civilian workforce rose from ©

kinds of guardsto use::

z

agencies, a number of . which have

_had such plans in operation for many

years. Injury and illness records mus}
be kept, as well as reports of acci-

“dents resulting aﬁly in property

damage and a preventive program
must be adopted. (Emplqyees of pri-
vate cantréérs even if they are
working on Federal profierty with
government gquipment and pdsson-
nel, are covered by the OSHA regula-
tions for private industry.)

Nothing in this booklet may EéintEf-
preted contrary to provisions of the
Act, the Executive Order. or the pub-°®
lishéd rules and reguiations. If anyg- :
thing is unclear, or if you need advice ~
and help in estabgshm and main-
taining a sound pr@gra%srs is one
Office that has the expefence apd is
prgparad to serve yau:

5 # A
thn:ﬁ of Federal Agency Sﬁféy
aﬁﬁ-‘ﬁealth Programs
: Dcc@an@nal Safety and Health
«% Adminigtration

U 5. Department of Labar
Wasﬁmgtcm W.C 20210

In additian, this Office I'}as one exper-
iericed coordinator’in each of the 10
OSHA regions ready 10 consull with
you and advise you at your field in-

stallations. The addresses and phone
numbers of the regional coordinators
are isted at the end of this booklet.

The booklet is divided into two major
sections. The first cgncentrates on
the administration g?qafety and
health programs in all agencies and
the second on the ﬂrganlzattuﬂal
structure needeg to make a pro- /

gram waork
= *

%

U

,“
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A Pregram iar AII Agencles

!

- To be useful 10 all Federal agencies,
7" 'this booklet touches on'the ele- -

ments-common to the administra-
tion of any effective program.
These common elements must be
incorporated in all agency pro-
grams. One importaht goal of these
operating methods is to make as
many people as possibie more
aware of the actual and potentifl
hazards of their work. Eacegmzmg
- unsafe ot unhealthful acts, practi-
ces, and conditions is, after all, a
vital step in the prevention of in-
_juries and illnesses. And prevention
is the key to an effective pmgram

The rules-and regulations govern-
ing the operating methods of
Federal agency programs were
designed to be flexible. Agencies
with hazardous job egvironments,
as Well as agendies with less -

' serious problems, can meet the
intent of the regulations through
whatever policies, procedures, and
methods fit their size and needs.

The Office of Federal Agency
Safety and Health Pragrams will

*consult with any agency on the

overall design of its program or on
any part of it

Standards (_

An agency has a choice. The stan-
dards OSHA developed for privaie
industry can be adopted compiete
and unchanged. Or the agency can
create its own standards to meet
particuiar needs, provided its stand-
ards are consistent with OSHA's and

at least as aﬂactwe severalgmencies
hsve done this.

Betare agencies adopt, eliminate, or
modify any standards, they must -
establish a procedure for doing so

and insure that employees have a °
chance 1o contribute to its develop-
ment. Tha procedure then must be
publicized throughout an agency.

If the proposed standards are differ-
ent from those of OSHA, the agency,
head must 50 inform the Secretary of
Labor, giving the Secretary time be-
fore they are adopted to comment on
whether they are corisistent with
OSHA standards. -

If employees from two of more agen-
cies work on a joint project, or ocd
cupy the same building, the heads of
the agen:ues involved should consult
with each Other, and with the Secre-
tary of Labor if they wish to insure
that there is no conflict in theirsafety
and health reguiations. Regardlessof -
location, however, the heads of
agencies are fresponsible for the
safety and heaith of their own em-
ployees.

Where jobs are hazardous 4t is the re-
sponsibility of an agency to provide
employees with personal protective
equipment specifically designed for
such work, and to be sure that the
equipment is used.

It a grave problem syddenly arises
over, for example, the handling of a

<
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‘toxic substance, the Secretary of '
Labor may issus an emergency

fication by sl agencies. Aftef the
Secretary issues & permanent stand-

ard, agencies may yse normal proce- -

dures to decide how the standa:d
applies to them. if they wish, they
* may adopt their own provisions, as.
~90rig 8% the replacemants are consis-
_tent with the permanent standard.
Similsrly, if a crisis should arise in a
particulfifagency, the agency head.
may immediately adopt an emer-
gency temporary standard for.that
dgency, quickly informing employ-
. ges and the Secretary of Labor ofthe
action taken.

' Each agency must also notify the
Secretary of Labor every three,
months regarding any standards
adopted, modified, or aliminated. |

Recordkeeping and Reporting

Agencies must astablish a system to
collect and compile injury, iliness,
and accident data. OGHA's Office of
~—Fdtieral Agency Safety and Health
Programs can supply forms basic to
such a system. These include a log
- for recording injuries'and ilinesses as
they occur; this mustfoe kept on file
and made-available t§ OSHA on re-
quest. There is also an annual sym-
mary of injuries and illnesses which.
must be submitted to OSHA. Ar
agency will find that by using ¢ \ese
forms and devising its own sum-
maries--monthly, for example--it will
create an information system identi-
fying its most hazardous conditions
and practices. This, inturn, tells an
agency where priorities must be '

T e

adopted immedistely without mod-

placed Yo bring about a safer, more
heaithful workplace. .

Copies of the OSHA logs and sum-
maries for each workplace of an
agency must be made available there
to employees and representatives of
their organizations who may want to
ook at them. The success of a pro-
gram hinges on labor-management
cooperation and widespread infor--
mation on where the problems exist.

An agency that believes itneeds more
detailed information than the OSHA

1u
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forms require may adopt any supple-
mentary recordkeeping system it -
wisHes. But, the official forms must
still be used for reporting occupa-
tional injuries, ilinesses, and acci-
dents to OSHA.

In addition, any accidentin which an
employee is killed or which hospital-
izes five employees or mare, of where
thera is property damage o1"$100.800
of mofe, must bereported (withintwo
working days) by the head of the

Federal agency to the Séﬁféfﬁﬁf _

Labor. . _5 .

!; o . ‘5 R
* ¢
Commitiees ‘

| Thehead of the pfogram shouid form .

© a top-level safety and health com-
mittee composaed of management,

' safety and health profegsionals, and

- employees (including representa- -

. "tives of their organizations) at the

" agency's headquarters. Similarly,

large units at an agency's headquar-

*| ters and ifs field offices must have - .
committees composed of amix of line,
* and staff officials and employees. All

; committees, then, can help in the
development of particular standards
. for an agency, in publicizing the pro- .

gram and, in general, in advisingand .

assisting those responsible for
I mounting an effective campaign.

Inspections

Gugliﬁéd 531’3& and heaith profes-
sionals must be employed to period--

equipment at hazardous jobsites—
construction, chemical processing,
loading platforms, and the like. Just
how many inspections ought to be

of work done and the hazards
involved.

In workplaces with few hazards, |
.such as 6ffices, selected personnel
can be assigned collateral duty as
inspectors after they have been -
trained irf what to look for and
procedureg and forrhs to use.(More
on this trainirrg later.) ’
' v
But, all workplaces, no matter how
seamingly safe and healthful. must be
z

4L X

L.
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. with employs

thoroughly inspected atléstnnca a
year. Finding potential hazards is one

first » in the prevention of
nts. AR

an. effective ]ab’. "

st bé*able to talk fresly
8 and supervisors
.about conditions at the workplace.
Reprisals or discriminafion against
..-gmployees who speak Trankly about
working conditfons must be pro- -
hibited in agencies. -

. Inspéctors can take samples of
materials, or take photographs, or
use sother reasanabla techniques to

help them in their work, Under nps- "
mal circumatances, there mustnotbe - -

an advance notice of inspection. This
is 8o the inspector will' g& a clear
picture of.normal oparah@ns How-
ever, if an agency i notified that a
hazard is developing that is likely to
cause serious harm, inspectors
must immaediately visit the silg and
advise appropriate dgency officials

_- what action must be taken, P

A representative of the official in
charge of a worksite and a represen-
" tative chosen by the employees '(or
the emplayees’ organization) should
accompany the inspector making a
routine or emergency visit. Thesg
representatives can be helpful in *
-supplynﬁg the inspector with infor-
matio® The inspector, 1n turn, may
comment on safety and health prac-
ticas observed. The establishment’s
safety and health committee may act
. as both management and employee
representative if the official in charge
and the committee agree that s
acceptable. -

1

""Management and labor representa-

tives should confer with the inspec-
tor after the worksite walkthrough. At

that time, the inspector must makga‘: o
. preliminary report on any hazards ®

_seen. In turn, the represantatives can
explain why somathings gredonethe
way they are, and |t v;

3 ss?blea:ﬁgt a
better way may gfme clear during

the 1;:1,lac‘.;l,gsmc;mi .

waller agencies that would like'te-
have a professional opinjon may ask

_the Office of Federal Agency Safety
‘and Health Programs or its regional
coordinators (whose addresses and
phone numbers are listed at the end
of this booklet) to gssist them in in-
specting their head§uarters or field
locations. Larger-agencies may ask
for help when they do not have the
axpartise to inspact a gpecific hazard,
or when they would like a general sur-
vey as an aid in training their own
people

QSHA ddes not issue citations to
Faderal agencies for violations of

- .sfandards; it only makes recommen-
" "gations for correction. Although each
- agency is responsible for conducting

its own inspections each year, a walk-
thraugh by "outsiders” has the ad-

- vantage of giving an agency an objec- .
tive view .of its job practices and con=- "=~
dlhDﬁS .

Eliminating Hazards

‘Agency inspectors have the authcn!y
to issue notices of unsafe or un-
healthful working congditions Thé
notices should be very specific on

£ Y

14
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what the hazards are and where
applicable. which sfandards are
beingviclated They mustalsoset a
reasonable amount of ime for cor-
recting the unsafe or unnealtnful
conditions Copies of the notice must
be sentto the otticer in chdarge of the
establishment where the violation 15
found and 1o its safety and heaith
committee A copy also must be
posted (for a mimimum of three day s
inaconspicutus place as clpsetathe
sceneatthe vinlatonaspractical

and must remain posted until the
conadition (s corrected

The officer in charge of an estabiish-
ment has the primary responsibility
for correcting conditions there, In-
cluding those specified by an inspec-
tor. within the stated period After
that period. the inspector should take

another ook at the condition or prac-
tice to be sure the violation no'longer
exists. Scheduling of the reinspec-
tion depends on the seriousness of
the violation

It the head of an establishmenit be-
lieves that it is not pcsauble tocorrect
a violation within 30 work days, are-
port must be submitted to the
agency's safety #nd health manager
detailing why it cannot be done
sponer, along with a timetable fo
eliminatmhg the violation and a list of
steps being taken in the interim to .
protect employees. A copy of this re-
port must be sent to the establish-
ment's safety and health committee.
If the officer in charge judges that
correcting a viclation will take more
thaﬁ 60 work ﬂays ac:z::py of the same
chief c;\f the safety and health prD-
gram to the agency head, who inturn
must transmil.@’copy to the Secretary
of Labor

Cy must post in a conspic-
ce in all its worksites

of employee rights and obli-
under the safety and health -
qrarﬂ stating where employees
can get information about the
agency’s program and how to res
port what they believe are unsafe or
unheaithful working conditions and
practices OSHA has a poster avail-
able with this information; copies
may be obtained from the Office of
+ederal Agency Safety and Health
Programs or its regu:mal
caérdmamrs

™
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In most safety and health programs,
employees are asked to first speak
to their supervisors when they see
what they believe to be hazardous
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conditions or practices. Often, a
problem can be cleared up /mme-
diately However, If the employee s
not satisfied or believes the situa-
tion 15 50 senous that safety and
health officials ought to know about
it, he or she may file a written
report on the alleged hazard and
request ag rnspection

.Each agency must, set up a chan of

review. eglling with its safety and
health program head. to handle -
such employee reports Should a
worker request anonyrmity. officials
may disclose the persons name
only if the inspector cannot find the
‘alleged hazard without the em-
ployee's help The official first
responsible tof hanahng sych a
report has five days to determine
whether there are reasonable
grounds to believe the hazard exists
and to order an inspection If the
officer decides there are no reason-
able grounds to believe a hazard
exists. or an inspector finds that the
reported condition presents no
problem. the employee must be
notified in writing of the finding and
the reasons for it

tf, after going through the chan of
authority, the emplayee s not
satisfied with the final review by the
program head he or she can sub-
mit a written objectien to cme of the

‘reqional coordinators of the Office

of Federal Agency Satety and
Health Programs The Office can

ask-the a (_?]E‘ ncy for a repart ot ts.n- -

vestigation and the name of the em-
ploy&e or decide that the situation
15 serious enough to offer to send
OSHA m%peﬂnr; to help assess tne
conditian.

The whole process should be speed-
ed up. of course. when the em-
ployee asserts that a condition is 50
senous that an accident 15 hikely to
happen at any moment Super-
visars, officers. and the head of a
safety angehealtn program should
immediately decide whether an
inspection 1s necessary Agamn. if
they decide no action 15 necessary,
employees who disagree with this
finding can appeal to the Oftice of
Federal Agency Salety and Health
Programs ‘ '

Evaluation and Annual Reports 4

At least onc 'year the Office of
Federal AQE‘ cy Safety and Health
Programs must evaluate the pro-

gram uf each agency with more

than,1 000 employees. It may do s
ore th&n however, asking the -

agency for special reports if the
fice believes additonal informa-

ton 15 needed before judging the

effeinveness and comprehensive-

55 of the program

This OSHA Ofhice DLIEHISHES ouft-
hres of the kinds of documentation
it expects to see when evaluating
an agency s program 1115 ready 10

wonsult with agency officials to help

correct any problems identified
during an evaluation

One purpose of the evaluation is to
give the agengy head and those
deeply involved 1n a safety and
health program an impartial view of

l‘r
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their work. An outsider very often

give insiders a fresh perspective on
how they are doing. The Secretary
of Labor then transmits the evalua-

tion, along with any recommend4- .

tions for changes, to the head of
the agency. asking for an official
response including target dates for

' implementing the recommenda-

tions.

Evaluations of a'iiil agencies, the

Séc;ratary's recommaendations, and

aggacies’ responses, together with
Summary of the evaluations, are

sant to the President

The Office of Federal Agency
Safety and Health Programs and
the Secretary of Labor are aiso
responsible for reporting annually
to the President. He, in turn, must
report to Congress on the effective-
ness of the Government's safety
and health programs The OSHA
Office sends instructions 1o each
agency on the kind of information
required for this annual report This
may include a statement of each
agency's goals and whether they
were met the past year. how many
employees and what tategories of
employees received training. and
the like. The Office compiles and.
analy zes the informBtion, perhaps
in relation to whatever was un-
covered during the evaluations, and
adds recommendations. The
Secretary of Labor transmits this to
the President and prepares a draft
report for him which in 1ts final
form is sent to Congress

Councils

The Federal Advisory Council en
Occupational Satety and Health
(consisting of 15 members from
government, at least five of whom
must be from labor organizations
representing Federal employees)
studies problems common to most
agencies and recommends
changes The Council recom-
mended, for example, and OSHA
accepted. a revision of the injury,
iliness, and accident reporting
system for all agencies. Every year
the Council oversees the nomina-
tion procedure of the President's
Awards for Safety and Health in the
Federal Service.

Field Federal safety and health
councils exist4hroughout the
country wherever there is a con-
centration of agencies. Their pur-
poses are: to provide a forum for
the excharige of ideas among
management, employees. and
safety and health specialists; 1o
help field offices develop better
pragrams to meet their particular
needs, and 1o sponsor and conduct
training -

Agency heads must direct their field
oftices to participate in council
activities, they will also encourage
Federal employee labor organiza-
tions to do so The officials in
charge of field oftices must appoint
members of their safety and health
staffs to serve on the councils and
encourage lively involvement 1n
council work.

1.
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Staffing the Program

Agency Head and Designated
Safety snd Heaith Official

The single most important factor in y
reducing heslth and safety nazards s
the commitment of the agency

nead. If the top official pays little
attention to safety and health
probiems, everyone else in the
agency is likely 10 do the same

But, i the leadership sShows a deep
and lasting concern about satety
ahd pealth conditions. this attitude
will be communicated throughoult
the agency One way of expressing
this commitment, for example. 1510
make an employee’s salety and
health record a part of that indi-
vidual's performance evaluation It

would be Likely, then that super-

visors and employees would not

ignore the issue

Perhaps the most important satety

and health decision the agency

head can make is the choice of a

top aide to lead the program And it o
must be a top aide The Secretary
of Labor has deterrmined that an .
assistant secretary or other official

of equivalent rank or degree of
responsibility would have the ne-

cessary stature and authornty to

mstitute a comprenensive program !
and make 1t work This officer need

not and (n many cases would not,

work fuill-time on safety and health
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The top aide assigned this respon-
sibility s called the "designated
safety and health official " The
duties of the designated officials
are to establish

W

11

* plans and procedures to evalu-

ate the heaith and safety pro-
+ gram's effe®tiveness at all
operational levels, and
* aranking of the factors caus-

# an octupational safety and
health policy to carry out the
provisions of Section 19 of the
Occupational Safety and
Health Act. Executive Order
11807. and 29 CFR 1960

® an organization and set of
procedures 1o effectively im-

. plement that policy. "con-
sidering the mission, siZe,
and organizatian ot the
agency

* goals and objectives to
reduce and eliminate accidents
wnjues. and ilinesses

Ing accidents injuries. and
Hinesses 50 that the major ones
can be attacked first

A revision of Part 1960 20. published
in the Federal Register February 8,
1977 requires designated safety
and heaith officials and other top
officials to “receive orientation and
other learning experiences which
will enable them to manage” their
programs The OSHA Training
Institute at Des Plaines, lllinois, has
designed a two-week course

(No 600-4) for full-time safety
officers and safety supervisors and
a one-week course (No 600-2) to
meel the special needs of officials
who spend only part of their time
on satety and health matters

While designated and other top
officials may arient themselves any
way they think best, most will find
that they cannot get a better intro-
duction 1h a shorter time than
through the courses ‘which are
given often during the year at the
Training Institute Arrangements
can be made for presentation of the
same matenal at your agency's
location For more information. or
to enroll, contact the Office of
Federal Agency Safety and Health
Programs (address and phone
number are at the end of this
booklet)

Of course. the designated officials
must be given sufficient funds,

1/
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squipment, and professional staff -
trained and experienced 10 occupa-
tional safety and heatth — to carry
out their assignment

Stal

The designated official's staff will
consist of all or some of the follow-
ing. depending on the size and type
of work the agency does. (Cmmc: us -
ly, & naval shipyard will need more
specialized staff than an office )

1, Principal Safety and Heaith
Protessional — Depending on
the main activities of the
agency, this would be a train-
ed salaty specialist engineer
or industrial hygierist The
professional would be the full-
time safety and health manager
in alarge agency and would
report direcHy to the desig-
nated official in charge of the
prograrm

The principal officers, becduse of
their expert knowledge and éx-
perience, would be the key persons
in adaptng OSHA standards to the
panicular needs and problems of -
their agencies. at headquarters. and
in the fisid They would be respon-
sible for avaluating the effective-
ness of the agency's program To

‘do this, they would nave 10 develop

a sound and practical system for
keeping records of workplace
accidents, injunes. and linesses

The manager must also establhish
guidelines on how to apply safety
and health standards, and accident-
prevention tachmqgues o the

agency's operations Agency plans
and specfications for new con-
struction and machines. major
modifications 1n equipment and
puildings. and new work pro-
cedures must be reviewed by thg
professional to iNnsure that they
incorporate the best technotogy
and practices to protect the safety
ang health of employees

The professional must\nsure tgat
training proceddres and educa-
tional materials are developed 50
that new employees will be
thoroughly instructed and period-
igally updated in the agency's
safety and heaith program One of
the most important responshilities.
and perhaps the hardes! to accom-
plish 1sto get employees. 1op
managemen! and supervisors o
actively participate in treating and
implementing the agency's safety
and healtn program

Under normal cireumstances, the
satety and health manager would
work out of the agency's head-
quarters especially (fahe agency
tas several large field offices or a
number of small, scattered field

operations If the agency has one
major heid office away from nead-
quarters, particularly one in @Iwng
construction it may wish loplace
the manager there In any cas3
ipcation af the managers offic
not as important as ready actess 10
the designated official, support
from top managernent. and aware-
ness of the manager's status
throughout the agency

Program managers must be formatly
raned 10 the safety and health

1o
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odes of their agencies This can
ccomplished partly through the

a
DSH Training Institute's two-week
course (Mo 600-4) tor tull-time
saf y and heaith officrals of
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(%]
—
o]
3
i
2
[o %
m
<
':’i
s
]
r:lw

f rec : 215
and w@rkpl:ce mspégtlfjﬂ Te enrgtl
N the free course (given several

it D"EFEG
OSHA's Oty
Satety and HE ,h RPrograms

==

Training | Ute COurses howey er
do notf cover Standards FICTSIIIS
Fﬂ&‘p 5 L:Jé‘r; fto each agency
Therefore an g ncy will Rave
give addit Iframing to s owe

peopte if |ts r"ﬁtj es !‘JE‘VIatE trom
those of O5HA For thos reasor
program manaqgers %ﬁ Guld consider
setting up thed own traming
courseor the safety and neaitn s1aff
es5 The Ottice of
afety and Heanr
2grams angd |15 rgxgu,:md\ -

e avadable 1) Relp

oy
-

Ith pRysiCists an
‘Crn | Aygienists wr
R ,

’A.Uw

he program manag
phases of develtopirg ara

13

ce
| agencies. orin the small,
c’atmns of a
2T e




O

ERIC

Aruitoxt provided by Eic:

14

designed for these part-timers. In

condensed form. it covers much gt
the same material as the two-week
course. The one-week course, too.
is free; it is given often during theg
year at Des Plaines, Ilinois, or it
can be offered at agency locations

* 4. Safety and Heaith inspectors—
if there ig an increased risk of
accidenf or iliness because -of
the nature of the work — for
example, chemical or machine
processes, matenals handling,
or loading operations — then
quabfied specialists must make
periodic inspections of jobsites
How many times a year inspec-
tions must be conducted is a
matter of judgment for the

= designated safety and heaith
otticial

iry teas hazardous workplaces —
offices, for example — personnel
with some training 1n recognizing
unsate or unheMihful conditions
may make these inspections instead

" of specialisfs

Whatever the work environment,
inspections must be conducted al
least once a year It would bea -
good idea for agencies to en-
courage their full-time inspectors 1o
take the two-week course at the.
OSHA Training Institute and ther
part-timers to take the one-week
course.

5 Supervisors — They have the
important task of the day-to-
day entorcement of safety and
health fé&ulahans Nothing
can be more important than
informing supervisors why
certain ragulations have been

L]

adopted, getting feedback
from them on how practical
they find the rules and pro-
cedures, and training them to
spot potential hazards so that
accidents and resulting in-
juries can be prevented.

The supervisor is management's
representative in closest contact
with agency empioyeas. If super-
visors understand that top man-
agement 15 vitally interested in
safety and heaith and that their
perfarmance in this area will be
rated. the agency wil be on its way
toward an effective program.

#
The training regulations state that
supervisors, too. must be oriented
and take courses related to their
safety and health responsibilities.
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This can be done through course
600-2 or 600-4, offered at OSHA's
Traming institute

6. Employee Organization Re-
presentatives — Withaut the
‘cooperation of employees and
repraesentatives of their
organizations, there will not be
an etfective program_ This is
why the regulations require
that {hese people have a voice
in developing and imple-
%‘,’ “menting a safety and health
o e z‘ plan. -
i- -’
< -Deming programs must be offered
.:i; ofah agency's employees who are

,,E% reggn!atnves of recognized labor

15

orgamizations The training should
stress whatever will Relp them
participate effectively in workplace
safety and health inspections. Once
again, the OSHA Training Institute
can be ofhelp Contact the Office
of Fedam‘&ﬁency Satety and
Health Progebems or its regional
coordinatots tar mfarmatlan and to
enroll

In general. all employees must
receive specialized training in the
safety and health aspects of their
particular jobs and in their rights
and responsibilities under the
programs of their agencies
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Conclusion

bl _ _ _

7.

in the past, job safety and heaith at
Federal agencies did not receive
the emphasis it should have. Now,
there is a commitment to have the
Federal government, the nation's
largest employer, comply with the
same standards imposed on private
industry. Agencies may have {0
change their accepted ways of
doing things, parhaps increase their
budgets and staff, to bring about a
safer and more heaithful work
environment The letter and the
spint of the law permit no less.

This bookiet has altempted to outfling
the minimum that agencies rust: _
do. It has attempted to set up’
general program and stafting guide-
lines to heip any agency meet its
responsibilities. Although there are
some hard and fast regulations,
there 1s also room for flexibility, tor
~roative adaptation of standards to
the specitic needs of an agency. If
you have an idea that other
agencies might profit from, please
inform the Oftice of Federal Agency
Safety and Health Programs

Along these lines. there is & tech-
nique that several agencies have
found invaluable: having safety and
health professionals analy Zeghe
hazards in each job classification in
the agency. Hazard analysis can be
a ot of work, but it gives everyone
in the agency, particularly top
management, a clear idea where
actual and potential problems exist
and what kinds of standards and
procedures are necessary 1o solve
them

<o

written instrugtions, based on the
analyses, ought to be given to
employees 50 they will know how
teo work safely. and to supervisors
s0 they can effectively oversee thg
safety and heaith practices of sub
ordinates. Then, the professional
safety and heaith staff would know
what needs to be emphasized in
inspections, training, and enforce-
ment of standards. This can be a

_vital step in building the kind of

préventive programs that would
redch the goal of providing a safe
and healthful work environment for
the nation's 5.5 million Federal
workers. i

o



~ v Office of Federal Agency Safety and Heaith Programs

Occupational Safety and Health Administration
U.S. Department of Labor
Washington, D.G. 20210

| 202-853-5512

OSHA Regional Offices

Ragion |
Connecficut
Maine ’
Massachusetts

New Hifﬁpihiri

‘Rhode island
Varmont

Region 1
New York
New Jersey
Puerio Rico
Virgin Islands
Canal Zone

Region {11
Delaware
Maryland
Penngylvania
Virginia

Wwest Virginia

Region |V

Alabama
Florda
Geargia
Kentucky
Missizsipp
North Chrolina
South Carolina
Tennesses -

Region V
illhingis
indiana
Michigan
Minnesota’
Chio
Wisconsin
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J. F. K. Faderal Bullding
Room 1804, .
Government Center
Boston,

Massachusetts 02203
617-223-6712

FTS B-223-6712

Room 3445

1515 Broadway
MNew York.,

New York 10036
212-389-5754
FTS E’=EEE=S’75§

Suite 2100
Gateway Building
3535 Market Street

Region VI

Arkansas Room 602
Louidiana 555 Grifhr, Square
New Mexlco Dallas, Texas 75202
Oklahoma 214-749-2477

Texas FTS B-749-2477

Region Vil =

lowa Room 3000
Kansas 911 Walnut Street
Missour Kansas City,
Nebraska Missouri 64106

816-374-5861
FTS B-758-5861

y Region Vviit

“Federal Office Building
Room 15044
1961 Stout Street

Colorado
Maontana
North Dakota

Philadelphia. South Dakota  Denver, Colorado 80294
Pennsylvama 19104 Utah 303-A37-3883
215-596-1201 Wyoming FTS 8-327-3883
FTS B-596-1201
Begion Ix
Suite 587 Arizona Room 9470,
1375 Peachtree Streeat California Federal Building
NE Guam 450 Golden Gate Avenua

Atianta, Georgia 30309  Hawan P O Box 36017
404-881-7487 Nevada San Francisco, ,
FTS B-257-7482 California 94102

415-59H6-5619

FT5 B-556-5619 \

Region X
32nd Floor Alaska Roam 6048,
230 South Dearbofn idaho Federal Office Building
Street ) Oregon 909 First Avenue )

Chicago, lllinois 60604 Washington Seaftle,
312-353-6017 - Washington 98174
FTS 8-353-6017 206-442-5930

FTS B-399-5930
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