Virginia Beach Storefront Safety Office

Navy Occupational Safety & Health Training Lesson Plan

LESSON TOPIC:  NAVOSH Orientation for Management Personnel

REFERENCES:  OPNAVINST 5100.23 Series

INSTRUCTIONAL MATERIALS/TRAINING AIDS:


This Lesson Plan


Activity Mishap Log or other mishap summary data


Activity Industrial Hygiene Survey


Activity Executive Summary from the Virginia Beach Storefront Safety Office

PURPOSE OF TRAINING:  OPNAVINST 5100.23 Series, paragraph 0602a. requires that Management Personnel receive "sufficient OSH training to enable them to actively and effectively support OSH programs in their specific areas of responsibility"

OBJECTIVES OF TRAINING:  The NAVOSH Orientation should provide Management Personnel with:


1.  An overview of appropriate statutes and regulations, including an introduction to the Process Review & Management System (PR&MS) Models


2.  An in-depth examination of management's responsibilities in relation to the activity's OSH program.


3.  Training topics shall include:



a.  Compliance Procedures

b.  Mishap Costs and prevention strategies



c.  Performance Standards and evaluation


4.  A review of Navy Policy on all relevant aspects of NAVOSH


5.  An examination of activity OSH program goals and objectives



a.  A review of local mishap experience



b.  Trends and reduction target areas


6.  An overview of current Chief of Naval Operations (CNO) emphasis programs

LENGTH OF TRAINING:  Approximately one half to one hour

TARGET AUDIENCE:  Managerial personnel are defined by the Virginia Beach Storefront Safety Office for administrative purposes as everyone senior to the Work Center Supervisor in the Chain of Command:  This would include CO/OIC, XO, Department Heads, Division Officers, CMC, LCPO, etc

HOW TRAINING WILL BE DELIVERED:  Baseline managerial OSH orientation training is presented at the in-brief prior to the assist visit in support of providing activities with the Activity Executive Summary and Workplace Hazard Assessment.

Subsequent training of newly reporting managerial personnel shall be one on one, as soon as the Zone Manager is advised of the need. 

Virginia Beach Storefront Safety Office

Navy Occupational Safety & Health Training Lesson Plan

LESSON TOPIC:  NAVOSH Orientation for Management Personnel

WHO WILL CONDUCT THE TRAINING:  Safety Office Zone Manager shall present Managerial NAVOSH Orientation training when notified of newly reporting Managerial Personnel.   

HOW THE EFFECTIVENESS OF TRAINING WILL BE EVALUATED:  Verbal feedback and a question and answer period will follow presentation of the training topics

LESSON PLAN MODIFICATION:


DATE PREPARED:  18 JUL 01


DATE REVIEWED/REVISED:  13 JUN 02,  16 SEP 02

OPNAVINST 5100.23F requires Top Management NAVOSH Orientations for Management Personnel, as outlined in paragraph 0602a. and Appendix 6-A:


The Virginia Beach Storefront administratively categorizes all personnel senior to the Work Center Supervisor in the Chain of Command as Management Personnel.  Management Personnel would include the Commanding Officer/Officer in Charge, Executive Officer, Department Heads, Division Officers, Leading Chief Petty Officers and others senior to the Work Center Supervisor in the Chain of Command.


Management personnel shall receive "sufficient OSH training to enable them to actively and effectively support OSH programs in their specific areas of responsibility. This training shall include:"


1.  An overview of appropriate statutes


2.  An in-depth examination of management's responsibilities in relation to the activity's OSH program.  Training topics shall include:



a.  Compliance Procedures



b.  Mishap Costs and Prevention Strategies



c.  Performance Standards and Evaluation


3.  A review of Navy policy on all relevant aspects of NAVOSH.  A broad understanding of the material addressed in OPNAVINT 5100.23F is essential.


 4.  An examination of activity OSH program goals and objectives.  Training shall also include a review of local mishap experience, trends and reduction target areas.


5.  An overview of current Chief of Naval Operations (CNO) emphasis programs.



(Safety Center reports no current CNO emphasis areas)


Management should be familiar with programs that Supervisors are tasked to administer at the Work Center level.  


The Virginia Beach Storefront administratively categorizes Work Center Supervisors as Supervisory Personnel.  There may be more than one Work Center Supervisor for Work Centers that work multiple shifts.  All other personnel in the Work Center are considered Non-Supervisory Personnel for administrative purposes.

Supervision is not just step 5 of Operational Risk Management (ORM).  Supervision is an on-going process that starts the entire ORM process over again to ensure that all of the Hazards have been correctly identified, that Hazards have been properly Assessed, that the correct Decisions have been made to Control Identified Hazards, and that the Controls and/or Personal Protective Equipment (PPE) are in use by non-supervisory personnel.

OPNAVINST 5100.23Fparagraph 0602b. outlines Supervisory and Employee Representative NAVOSH orientation requirements.

Supervisory training courses should enable supervisors to "recognize unsafe and  unhealthful working conditions and practices in the workplace".  Activities shall provide supervisory personnel with training that includes the development of skills necessary to manage the activity's OSH programs at the work unit level.  Newly appointed Work Center Supervisors shall receive OSH training within 180 calendar days of being appointed Work Center Supervisor.  The Virginia Beach Storefront Safety Office Zone Manager shall coordinate OSH training specific to the Work Center, when notified that a new Supervisor has been appointed.

29 CFR 1960, Basic Program Elements for Federal Employee OSH Programs and Related Matters Section 1960.28 requires supervisory training regarding "Employee Reports of Unsafe/Unhealthful Working Conditions".

Other Supervisory OSH training topics include:


1.  OSH Performance Measurement



a.  Mishap/Hazard Prevention



b.  Individual Employee/Supervisor Performance


2.  Hazard Identification and Analysis


3.  Enforcement of NAVOSH Standards


4.  Accident Investigation


5.  Hazardous Material Control and Management (HMC&M)



(Should include HAZCOM Training)

6.  Use and Maintenance of Personal Protective Equipment



(Included in HAZCOM Training)

Supervisory Personnel (Work Center Supervisors) shall conduct an initial Non-Supervisory NAVOSH Orientation as Non-Supervisory Personnel report aboard.  OPNAVINST 5100.23F, paragraph 0602c. requires specialized job safety and health training appropriate to the work performed by the employees.


Non-Supervisory NAVOSH Orientation training shall include:



1.  Command and/or local policy on occupational safety & health




(CO's Policy Statement)



2.  Work Unit Policy on occupational safety & health



3.  Individual Responsibility for occupational safety and health




(DD 2272 Form)



4.  Employee Reporting Procedures for hazardous operations or 

conditions

5.  Awareness of hazards common to the individual's worksite, trade, occupation or task

6.  Specific hazards of chemicals/materials used in the workplace 

and the activity's HAZCOM Plan

7.  An introduction to the local occupational health program, 

including how to obtain occupational medical assistance, obtain routine medical evaluations and procedures to follow in case of occupational illness or injury

8.  Personal Protective Equipment (PPE) requirements for the job


One of the objectives of this in-brief is to familiarize managerial and supervisory personnel with NAVOSH training requirements and to explain the Activity Executive Summary that will result from our workplace hazard assessment.  


Our goal is to provide managers and Work Center Supervisors with a concise analysis of the Hazards associated with jobs and constituent tasks performed in the work center, as well as the Controls recommended by the Industrial Hygiene Survey to control health hazards and the Controls recommended by the Safety Office to control safety hazards.  When Control measures alone are unable to protect workers from identified Hazards, Personal Protective Equipment (PPE) recommendations are included in the Workplace Hazard Assessment (WHA).  


The Workplace Hazard Assessment provides an excellent initial Non-Supervisory NAVOSH orientation training tool help to help make workers aware of hazards common to the individual's worksite, trade, occupation or task.  It outlines the types of chemical stressors requiring training regarding the specific hazards of chemicals/materials used in the workplace, and identifies required routine medical evaluations and Personal Protective Equipment (PPE) requirements for the job.  Task driven safety program training for the Hearing and Sight Conservation Programs, Occupational Reproductive Hazards and HAZCOM Programs must be included in the initial NAVOSH orientation.

MANAGERIAL NAVOSH ORIENTATION TRAINING

Training Topic #1.  An overview of appropriate occupational safety & health statutes


Your right to a safe workplace was mandated by the Williams-Steger Act of 1970.  That act established the Department of Labor’s Occupational Safety and Health Administration (OSHA).


General Industry Standards include Title 29 of the Code of Federal Regulations, 

Part 1910 (29 CFR 1910) and many others. 


Navy Occupational Safety & Health (NAVOSH) standards for activities ashore are summarized in OPNAVINST 5100.23F.  The data required to implement specific programs such as Hazardous Material Control & Management (HMC&M), Employee Reports of Unsafe/Unhealthful Working Conditions, Workplace Inspection and Hazard Abatement, Mishap Investigation, Respiratory Protection, Hearing and Sight Conservation, Personal Protective Equipment and control of Asbestos, Lead and Ionizing or Radio Frequency Radiation are included in this NAVOSH Manual.


Localized versions of appropriate NAVOSH Manual chapters are included in the Virginia Beach Storefront Standard Operating Procedures.


Operational Risk Management is outlined in the OPNAVINST 3500.27 Series.


Many other Navy instructions contain applicable NAVOSH program information.  Examples include OPNAVINST 5100.12 Series (the Navy Traffic Safety Program) and OPNAVINST 4790 (the Naval Air Maintenance Program), for activities performing aircraft maintenance.

Training Topic #2.  An in-depth examination of management's responsibilities in relation to the activity's OSH program.  



a.  Compliance Procedures


A Regulatory Compliance Process Model is included in Appendix 2-B, the Process Review & Measurement System [PR&MS] section of the NAVOSH Manual, OPNAVINST 5100.23F.  The Industrial Hygiene Survey and Activity Executive Summary outline control methods to ensure compliance with applicable NAVOSH regulations.   



b.  Mishap Costs and Prevention Strategies


An Injury Cost Control Process Model is under development for inclusion in Appendix 2-B, the Process Review & Measurement System [PR&MS] section of the NAVOSH Manual, OPNAVINST 5100.23F.  Mishap costs may be controlled by reviewing compensation claims periodically.


A Mishap Prevention Process Model is included in Appendix 2-B, the Process Review & Measurement System [PR&MS] section of the NAVOSH Manual, OPNAVINST 5100.23F.  An analysis of mishap and hazard report data may help to identify trends at your activity.  [Review activity Mishap data at this point] 

Mishaps may be prevented through compliance with the recommendations included in the Industrial Hygiene Survey and Activity Executive Summary.

Training Topic #2.  An in-depth examination of management's responsibilities in relation to the activity's OSH program.  (Continued)


c.  Performance Standards and Evaluation


Individual compliance with NAVOSH standards should be evaluated and included in employee performance and fitness reports.

Training Topic #3.  A review of Navy policy on all relevant aspects of NAVOSH.  A broad understanding of the material addressed in OPNAVINT 5100.23E is essential.



a.  Operational Risk Management should be incorporated in all aspects of your daily work.  OPNAVINST 3500.39 Series is the governing instruction.

b.  ORM is simply a 5 step way of looking at what we are doing to manage risks in our day to day work:




1)  I.D. Hazard (Review mishap statistics, look at how you are doing what you do, list the major steps of a task and all potential losses and contributing hazards you can think of)


Hazards are defined as conditions with the potential to cause personal injury or death, property damage or mission degradation.




2)  Assess Risks associated with daily tasks (What could go wrong and what is the worst thing that could happen if it does: the RAC concept included in the OPNAVINST 5100.23 Hazard Abatement chapter assesses mishap Severity & Probability to prioritize hazards) 


Risk is an expression of possible injury, damage or loss in terms of Severity and Probability. (The potential for exposure is a third factor addressed in the OSHA version of ORM referred to as Job Safety Analysis: Exposure potential data is included in Industrial Hygiene Surveys of tasks at the work center level Ashore).




3)  Make Risk Decisions (What level of Risk is Acceptable and in what tasks should we try to decrease the level of risk: Does the risk outweigh the benefit?) Not all risks are manageable: Sometimes the best decision is NOT to perform a task.




4)  Implement Controls (Decrease the Risk, Eliminate it, Decrease the frequency or duration of a task to minimize exposure, initiate administrative and engineering controls)




5)  Supervise the task to determine if the assessment was accurate and to see if the controls are effective.

Training Topic #3.  A review of Navy policy on all relevant aspects of NAVOSH. (Continued)



c.  The NAVOSH Quality Council has developed new safety performance measures for shore activities.  The Process Review & Measurement System (PR&MS) focus is on process improvements.


d.  Activity implementation of PR&MS will involve continuous review and improvement.  

Training Topic #4.  An examination of activity OSH program goals and objectives.  Training shall also include a review of local mishap experience, trends and reduction target areas.

a.  One of the goals is integration of OSH throughout all functions within the 

command.  Safety is not only an OSH Office function.  The Work Center Supervisor is the deckplate level safety manager and ORM relies on everyone making the correct decisions at the right level to ensure that tasks are performed in a safe manner.


b.  OPNAVINST 5100.23F, Appendix2-B outlines seven (7) Process Review & Measurement or PR&MS Models that may be used to develop OSH Goals and objectives to ensure that observable effects are evident at the deckplate level.



1)  Mishap Prevention Model:  The process involves compiling mishap and hazard data to analyze frequency, severity and trends of injury and hazard reports.  The Injury/Illness Incidence Rate is the key metric used to identify and control unacceptable risks.  This data is included in the Activity Executive Summary for N05VB full service customers



2)  Regulatory Compliance Model:  Regulatory requirements for tasks performed in your work centers are noted in both the Industrial Hygiene Survey and the Safety Office Activity Executive Summary and the Workplace Hazard Assessment.  These documents review required programs, facilities and equipment, work practices, workplace stressors and administrative requirements.  A Plan of Action and Milestones may be required to fully implement regulatory compliance where deficiencies are noted.



3)  Supervision Process Model:  Supervision is an ongoing part of the Operational Risk Management process.  Industrial Hygiene Survey and Safety Office Activity Executive Summary periodic revisions provide an continuous analysis of jobs and tasks.  I.H. and Safety personnel provide oversight to Work Center Supervisors.

Component #1:  Determination of sequential actions/steps 

associated with the accomplishment of specific jobs/tasks by subordinates:  Hazards have been identified and evaluated, controls and PPE have been outlined in both an I.H. Survey and the Workplace Hazard Assessment to provide Supervisors with a tool for initial NAVOSH orientation of non-supervisory personnel. 




Component #2:  Continuing actions to evaluate the overall performance of personnel over time:  Performance standards should be coupled with initiative rewards and/or remedial actions.  The I.H. Survey and Activity Executive Summary are process reviews. 



3)  Supervision Process Model (Continued): 




Component #3:  Integration of OSH throughout the Command to assess how proactively upper management, supervisors and employees integrate and involve OSH into the core business procedure.  Zone Managers at the Safety Office have been assigned as a point of contact for each activity.  Zone Managers should work closely with managers and supervisors to develop a command climate and philosophy related to and supportive of OSH.  Attendance by the Command Suite at Managerial and Supervisory OSH training ensures that all levels in the Chain of Command share common basic program knowledge and goals.



4)  Training Process Model:  The OSH Office tracks only OSH Training requirements outlined in OPNAVIST 5100.23F, Appendices 6-A and 6-B.  These requirements are noted for specific tasks in both the I.H. Survey and the Workplace Hazard Assessment section of the Activity Executive Summary.  

There may be other applicable OSH requirements mandated by other regulations.  

The Naval Air Maintenance Program OPNAVINST 4790 series in 

particular contains OSH requirements applicable to activities that perform aircraft maintenance.

The Navy Traffic Safety Program Instruction OPNAVINST 5100.12G also contains training requirements applicable to all activities.



The Activity Executive Summary will outline the core OSH training mandated by OPNAVINST 5100.23F.  Standard Lesson Plans are available from the Safety Office and are posted on the Safety web site: nasoceana.navy.mil.  

The Zone Manager will assist with the orientation of newly appointed 

Work Center Supervisors, when notified of their arrival at your command.  Work Center Supervisors are responsible for the initial OSH orientation of personnel in their work center and for periodic refresher training, as outlined in the Activity Executive Summary.



5)  Self-Assessment Model:  A comprehensive internal assessment of how an OSH program meets the requirements of its internal/external customers.



The Activity Executive Summary evaluates mishap prevention, supervision, training and regulatory compliance.  An assessment strategy shall be implemented for each element of the activity OSH program.  Realistic goals and objectives shall be established for OSH program elements.



6)  Customer-Focused Support Process Model:  The Virginia Beach Storefront Safety Office continuously evaluates the commands receiving services to identify OSH program needs and to provide policy guidance.  Supervisors and Zone Managers should work closely to determine what the Safety Office can do to help implement specific programs during the workplace hazard assessment process.  



7)  Injury Cost Control Process Model:  Under Development  (Watch this space!)   

Training Topic #5.  An overview of current Chief of Naval Operations (CNO) emphasis programs.


RECORD OF TRAINING

Course Date: ___________Course Length: __________ 

Activity:________________________________________________________________

Instructor Name: ___________________________ 

Course Title: Managerial NAVOSH Training
Course Description:  Basic NAVOSH Training for Managers as outlined in OPNAVINST 5100.23F, paragraph 0602a.
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