Virginia Beach Storefront Safety Office

Navy Occupational Safety & Health Training Lesson Plan

LESSON TOPIC:  NAVOSH Indoctrination or Orientation for Supervisory 

                              Personnel

REFERENCES:  (a)  OPNAVINST 5100.23 Series



    (b)  29 CFR 1910

INSTRUCTIONAL MATERIALS/TRAINING AIDS:

a.  C.O. Policy Statement

b.  DD 2272 Form (Rights & Responsibilities)

c.  OPNAV 5100/11 Form  Navy Employee Report of Unsafe or Unhealthful   

     Working Condition  (Available on web site)

d.  OPNAV 5100/12 Form NAVOSH Deficiency Notice

e.  Current Work Center Industrial Hygiene Survey

f.  Current Safety Office Process Review & Management System Workplace  

    Hazard Assessment (PR&MS WHA)

g.  Authorized Use List

h.  Material Safety Data Sheet Files

e.  Activity/Work Center HAZCOM Plan (Current HMC&M Lesson Plan)

PURPOSE OF TRAINING:  Reference (a), paragraph 0602a. requires training for supervisory  personnel and employee representatives that includes introductory and specialized courses to enable them to recognize unsafe and unhealthful working conditions and practices in the workplace.

OBJECTIVES OF TRAINING:  Upon completion of this training, supervisory personnel should be familiar with:

a.  Recognition and reporting of unsafe & unhealthful working conditions and 

     practices in the workplace

b.  OSH performance measurement 

     
1)  Mishap/hazard prevention 

2)  Individual employee/supervisor performance

 
c.  Hazard identification and analysis  (ORM) (Safety & Health)            

d.  Enforcement of NAVOSH standards  (“Police Work”)

 
e.  Accident investigation  (Initial Mishap Investigation/Report)

 
f.  Use and maintenance of personal protective equipment (PPE)

g.  Hazardous Material Control & Management (HMC&M)

LENGTH OF TRAINING:  30 minutes

Virginia Beach Storefront Safety Office

Navy Occupational Safety & Health Training Lesson Plan

LESSON TOPIC:  NAVOSH Indoctrination or Orientation for Supervisory 

                              Personnel

TARGET AUDIENCE:  Supervisors are defined in reference (a) as:


a.  Military E-5 and above 

b.  Any civilian personnel who give direction to one or more military or civilian 

personnel

c.  The Virginia Beach Storefront Safety Office defines Supervisors as Work Center Supervisors, for administrative purposes. 

HOW TRAINING WILL BE DELIVERED:  The Virginia Beach Storefront Safety Office Zone Manager or the incumbent work center supervisor will present this material to newly reporting Work Center Supervisors as soon as possible after their arrival.

WHO WILL CONDUCT THE TRAINING:  Safety Office staff or the outgoing Work Center Supervisor

HOW THE EFFECTIVENESS OF TRAINING WILL BE EVALUATED:

Observations regarding how well workers comply with control measure requirements for occupational safety & health is documented in periodic Industrial Hygiene Surveys and Safety Office PR&MS WHA reports.  Supervisors are tasked by reference (c) to enforce compliance with control measures as part of Operational Risk Management (ORM) on a daily basis.

LESSON PLAN MODIFICATION:

DATE PREPARED:  08 JUN 01


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

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.


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.
Virginia Beach Storefront Safety Office

Navy Occupational Safety & Health Training Lesson Plan

              NAVOSH Indoctrination or Orientation for Supervisory Personnel



NAVOSH Supervisory Training Requirements

1.  Training documentation: OPNAVINST 5100.23 Series paragraph 0605 requires:


a. Data for Individuals:



Name



Organization (Activity or Command Name/Code/Shop/Work Center)



Job Title (Specific job code, title or Rank/Rating/Rate)



Note that Signature of attendees is no longer required


b. Course/Training Session Data:



Course Date(s)



Course Title



Instructor’s Name



Description and/or Reference to Lesson Plan

c. New requirement for each training course: Implement a means to determine the effectiveness of the training that may take the form of end-of-course testing, follow-up testing, feedback systems, interview, etc.
2.  Shore Safety “Core” topics listed in OPNAVINST 5100.23 Series Appendix 6-A/B:

a. Initial NAVOSH Orientation (Different topics for Top Management,                                

Supervisory and Employee Representatives or Non-Supervisory Employees)

1) Supervisory Personnel & Employee Representatives: 

(Paragraph 0602b.: Summarizes several emphasis areas)


Supervisors are defined as military E-5 and above and any civilian personnel who give direction to one or more military or civilian personnel.    


Supervisory Training must occur within 180 days of appointment 

(Old standard was 120 days)

Requirement for annual Supervisory NAVOSH Training has been deleted



(Appendix 6B still requires Annual Supervisory HAZCOM Training)



Initial Supervisory Training topics: 

A. Recognition and reporting of unsafe & unhealthful working conditions and practices in the workplace

B.  OSH performance measurement 

        


1)  Mishap/hazard prevention 

2)  Individual employee/supervisor performance

 


C.  Hazard identification and analysis  (ORM) (Safety & Health)            

D.  Enforcement of NAVOSH standards  (“Police Work”)

 


E.  Accident investigation  (Initial Mishap Investigation/Report)

 


F.  Use and maintenance of personal protective equipment (PPE)

G. Hazardous Material Control & Management (HMC&M)

Note that Chapter 23, paragraph 2306 emphasizes Ergonomics training for managers, supervisors, professional staff, ergonomic teams and all employees. “Activities shall integrate (ergonomics) training into existing job training whenever possible, including new employee orientation programs”. 

Supervisory Training Topic #1: Recognition of unsafe & unhealthful working conditions and practices in the workplace: 

In addition to specialized rate training, which has included the recognition and control of unsafe and unhealthful working conditions in your workplace, generalized Operational Risk Management training is the current Navy process for managing risks presented in the workplace as well as during off-duty time. (See ORM Lesson Plan)

(See also current I.H. Survey & Safety Office Workplace Hazard Assessment)

Supervisory Training Topic #2: OSH performance measurement (Two Aspects)
A. Mishap/hazard prevention is best accomplished through the use by all hands of the Occupational Risk Management thinking process, as discussed above.

B. Individual employee performance must be constantly supervised as step five of ORM. (Your performance as a Supervisor is in turn monitored by the next step in the chain of command, as well as by the non-supervisory personnel in your workcenter, who will follow your example)

Supervisory Training Topic #3: Hazard identification and analysis  

A. Occupational Safety hazards are managed by Supervisory and Non-

Supervisory personnel through the real-time use of ORM. 

(See also the current Workplace Hazard Assessment for your workcenter)

B.  Occupational Health hazards are evaluated by Industrial Hygienists and their findings, as well as recommended controls, are included in the current Industrial Hygiene Survey. Each specific task performed by your work center has been evaluated. Reviewing the work center section of your I.H. Survey with new employees is the best way to orient new employees to chemical and noise hazards.
(See current I.H. Survey)

C.  Report hazardous working conditions to your Supervisor or the Safety Office.


OPNAV Form 5100/11(posted on web site) may be used to submit Report of 

  
Unsafe/Unhealthful Working Conditions without fear of reprisal.  

Supervisory Training Topic #4: Enforcement of NAVOSH standards


Step five of ORM is not the end of the process. Supervision not only allows you to monitor and correct work habits of your non-supervisory employees, it begins the process of Identification, Assessment, Decision Making and Application of Controls all over again. Make sure all hazards have been correctly identified and assessed and that the controls decided upon are actually in use by personnel in your work center. Remember that you get what you INSPECT, not what you EXPECT.  Work Center Supervisors are the primary enforcement mechanism in the NAVOSH Program. 

Supervisory Training Topic #5: Accident investigation  

The Initial Mishap Investigation Report of occupational injuries, illnesses and equipment damage is a supervisory responsibility. The Supervisor’s Report of Occupational Injury/Illness form enclosed below and posted on the web site contains the elements of what you should be including in your mishap investigation. Additional data may be found in the OPNAVINST 5100.23 Series or OPNAVINST 5102.1C, the Mishap Investigation & Reporting Instruction.

NAS OCEANA SUPERVISORS’ REPORT OF CIVILIAN/MILITARY

                       ON-DUTY/OFF-DUTY INJURIES/ILLNESSES/DEATHS

 1.  NAME:  ________________________________SSN:  _______________ AGE: ___ SEX: ____ ____

 2.  RATE/RANK:  __________  JOB TITLE OF INJURED PERSON:  ___________________________

3.  COMMAND/DEPARTMENT:  _____________________________________ UIC: _______________ 

4.  TIME OF INJURY/ILLNESS/DEATH:  _________ DAY:  _______  MONTH:  _____ YEAR: ______ 

 5.  ON-DUTY:  __________  OFF-DUTY:  __________ 

 6.  WERE YOU SEEN AT A MEDICAL FACILITY:  __________ YES __________ NO

 7.  DO YOU NEED TO RETURN TO MEDICAL FACILITY FOR FOLLOW-UP:  ___  YES ___NO 

                       Note:  FOR CIVILIANS:  DID YOU FILE A CA-1/LS202  _______ YES _______ NO  

                                        IF “YES” ATTACH A COPY WITH THIS REPORT

8.  LOCATION WHERE INJURY OCCURRED:  (On-base/Off-base, building number, street, area, etc.):

______________________________________________________________________________________

 9.  a.  DESCRIPTION OF INJURY (Include type of injury and specific body part and which side left/right):

______________________________________________________________________________________

______________________________________________________________________________________

     b.  NUMBER OF LOST WORK DAYS IF APPLICABLE (if not sure, estimate): _____

c.  NUMBER OF RESTRICTED/LIGHT DUTY DAYS IF APPLICABLE (if not sure, estimate): _____ 

d.  HOURS OF SLEEP SINCE LAST DUTY: ______________________________________________

e.  HOURS OF SLEEP IN THE LAST 24 HOUR PERIOD: ___________________________________

10. BRIEF DESCRIPTION OF HOW INJURY/ILLNESS/DEATH OCCURRED:  

(Give specific dates/time/how mishap occurred: Continue on the back of this form, if necessary).

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

PRIVACY ACT STATEMENT

This injury report contains identifiable personal data provided by you, the attendee, and is to be safeguarded pursuant to the Privacy Act of 1974.  This information is requested for the purpose of maintaining accurate records and your disclosure of same is strictly voluntary.  This information is to be released only to authorized personnel having a need to know and for OFFICIAL USE ONLY!

11.  STATE CAUSES OF INJURY/ILLNESS/DEATH:

______________________________________________________________________________________

______________________________________________________________________________________

12.  WAS TRAINING RECEIVED (if applicable) AND IF PERSONAL PROTECTIVE EQUIPMENT WAS  REQUIRED, WAS IT WORN.

______________________________________________________________________________________

______________________________________________________________________________________

13.  WHAT COULD HAVE BEEN DONE TO AVOID THIS MISHAP:

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

14.  STATE CORRECTIVE ACTION/LESSON LEARNED OR RECOMMENDATION:

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

15.  NAME AND WORK PHONE NUMBER OF SUPERVISOR PREPARING AND SUBMITTING THIS 

REPORT:

________________________________________________                ___________________

                     SUPERVISOR (Please Print)                                                       (Phone)

* COMPLETE ALL PARTS OF THIS REPORT AND FORWARD TO THE SAFETY OFFICE (CODE NO5VB).  IF YOU HAVE ANY QUESTIONS CONTACT THE GENERAL SAFETY OFFICE AT 433-2692.

An annual summary of occupational illnesses and injuries must be posted in your division or department at the close of the fiscal year reporting period.
Supervisory Training Topic #6: Use and maintenance of personal protective equipment (PPE)

PPE is your last line of defense when elimination of the hazard, substitution of less hazardous materials, or use of engineering and administrative controls does not reduce your exposure to an acceptable limit.


A complete PPE program must include an assessment of the workplace from both a safety and occupational health point of view.


Basic PPE Program requirements are outlined in OPNAVINST 5100.23 Series paragraph 2002:

1) Each activity shall ensure that an assessment of all workplaces is conducted to determine if hazards are present that necessitate the use of PPE.

a. Your Industrial Hygiene Survey contains recommendations for the use of  PPE and a PPE Checklist

b. The Safety Office reviews work center tasks with you to evaluate hazards and assess the requirements for PPE

1]   See Safety Office Workplace Hazard Assessment (WHA)

2]   See any additional Safety Office PPE recommendations not already included in the I.H. Survey PPE Checklist

2)   If  such hazards are present, activities shall accomplish the following actions:

a. Select, and have each affected employee use, the types of PPE that will protect the affected employee from the hazards.

b. Communicate selection decisions to each affected employee.

c. Document that the required workplace assessment has been performed                      

      through a written certification that:

1]   Identifies the Work Center evaluated

2]   Identifies the person certifying that the evaluation has been performed

3]   Includes the Date(s) of the Hazard Assessment

4]   Identifies the document as a Certification of Hazard Assessment

3)   Types of  PPE that may apply to your Work Center include, but are not 

       limited to:

a.   Eye and Face Protection

b.   Respiratory Protection

c.   Head Protection



d.   Foot Protection

e.   Hand Protection

      
f.    Electrical Protective Devices

g.   Hearing Protection

4)   For each type of PPE that applies to your work center, you must know:

a. When PPE is necessary

b. What PPE is necessary

c. How to put on, take off, adjust and wear PPE

d. The limitations of the PPE

e. The proper care, maintenance, useful life and disposal of the PPE

f. That defective or damaged PPE shall not be used

Supervisory Training Topic #7: Hazardous Material Control & Management 


Several governmental regulations apply to controlling exposure to HM:



a.   29 CFR 1910.1200 (DOL/OSHA) Hazard Communication (HAZCOM) regulation outlines requirements for informing employees about potential exposure to Hazardous Chemicals in the workplace 



 b.  49 CFR (DOT) regulates Hazardous Materials in transit

d. 40 CFR (EPA) regulates Hazardous Waste and Hazardous Substances   

             (For which there are Reportable Quantities if spilled)

Hazard Communication (HAZCOM) is just one aspect of Hazardous Material Control & Management (HMC&M) which is mandated by 29 CFR 1910.1200, the HAZCOM Standard or “Right to Know Law”. 

(The current HMC&M Lesson Plan is the NAS Oceana local written HAZCOM Plan.)  See also your I.H. Survey Work Task List and Potential Health Hazards Table, the current Safety Office Workplace Hazard Assessment (WHA), work center Authorized Use List (AUL), HM warning labels and associated Material Safety Data Sheets (MSDS).

HMC&M / HAZCOM topics required by OPNAVINST 5100.23 Series paragraph 0602b. for Supervisors include the use and maintenance of Personal Protective Equipment (PPE Chapter 20 paragraph 2011 requirements outlined above and 29 CFR 1910.132 / .133 / .134 apply), and HMC&M. This would also include HAZCOM training as noted in Appendix 6-B, which must include spill response and emergencies. 

(For Supervisors, Initial and Annual HAZCOM Training required)


Supervisors are tasked to provide HAZCOM OJT and refresher training to their non-supervisory employees by Appendix 6-b.  Refresher training for non-supervisory employees must include an appropriate review of chemicals used, such as a review of Material Safety Data Sheets. (Stand-up safety meetings can be used for this purpose)


Off-Duty safety is also a concern for Supervisors. The Individual Risk Assessment Form is a tool that supervisors may use to help assess the risks associated with both on and off-duty behaviors of personnel in their work centers.  A generic Individual Risk Assessment Form is available from the Safety Office.


29 CFR 1910.1200 Hazard Communication (HAZCOM) Standard


The HAZCOM Standard requires:



Written Hazard Communication Plans describing:




Labels and other forms of warning




Material Safety Data Sheets




An Inventory of Hazardous Chemicals


Employee Information and Training

Information


a.  Requirements of the HAZCOM Standard (see above)

b. Operations in the work area where hazardous chemicals are present

    (Hazardous Chemicals are defined as any chemicals which are a 

     Physical hazard or a Health hazard) (See I.H. Survey task reviews)

c.  Location and availability of the written HAZCOM Plan, including required lists of chemicals (Navy also requires an Authorized Use List), and MSDS’s

Note that the current HMC&M Lesson Plan posted on the nasoceana.navy.mil web site is the NAS Oceana HAZCOM Plan




Training

a. Methods and observations that may be used to detect the presence or release of a hazardous chemical. (I.H. evaluation & monitoring)

b. The physical and health hazards of the chemicals in the work area.

c. The measures employees can take to protect themselves from these hazards, including specific procedures such as appropriate work practices, emergency procedures and PPE

d. The details of the Written HAZCOM Program, including an explanation of the labeling system and the material safety data sheet, and how employees can obtain and use appropriate hazard information.

Most of the information and training data required by the standard is included in the activity’s Written HAZCOM Plan and current Industrial Hygiene Survey. 


The Safety Office Workplace Hazard Assessment (WHA) report also summarizes jobs and tasks that may present exposure to Hazardous Materials.  Review of the work center section of this report together with a review of the Authorized Use List (AUL) and Material Safety Data Sheets would meet HAZCOM requirements.


The DOD video tape series and workbook contains good, general information about the standard, some basic physical science and explains the technical terms used on MSDS’s .  Both video tape and workbook are available on loan from the Safety Office. Worksite specific information must also be included from the current I.H. Survey to attain the level of familiarity required by the standard prior to employee exposure. 


Supervisors are also tasked with completing a new employee NAVOSH Orientation when non-supervisory personnel report to the work center.


OPNAVINST 5100.23 Series paragraph 0602c. cites eight (8) required NAVOSH Indoctrination or Orientation topics for Non Supervisory Personnel:

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

(Commanding Officer’s Policy Statement)

B.  Work unit policy on occupational safety  & health

(Follow appropriate SOP, NAMSOP, LOP, etc.)

C.  Individual responsibility for safety & health

(DD 2272 Form cites rights and responsibilities:  Posted on web site)

D.  Employee reporting procedures for hazardous operations/conditions  

(Verbal Report / Written OPNAV 5100/11 Form:  Posted on web site)

E.  Awareness of hazards common to the individual’s worksite, trade, occupation    

           or task   (Rate Training / Task Certification)

F.  Specific hazards of chemicals/materials used in the workplace and activity’s     

    HAZCOM plan (Part of HMC&M)  (AUL, MSDS's and HMC&M Lesson 

    Plan)

G. Occupational health program (Required Medical Surveillance, etc)

                 (How to obtain medical evaluations required & procedures to follow in case of           

                 illness or injury)

H.  Personal Protective Equipment (PPE) requirements



(Both Safety & I.H. Recommendations)

Note that Non-Supervisory topics A, C & D may be accomplished at a general Indoctrination: Topics B, E, F, G & H must be taught at the work center level by supervisor.  

Not all of the topics are applicable to some administrative or office activities. See the Office Hazards Lesson Plan for information regarding those types of work centers.


All applicable NAVOSH program requirements of OPNAVINST 5100.23 Series regarding PPE (Chapter 20), Sight Conservation (Chapter 19), Respiratory Protection (Chapter 15), Asbestos Control (Chapter 17), Lead (Chapter 21) and Occupational Reproductive Hazards (Chapter 29) would be required to be covered in worksite specific HAZCOM Training and/or Initial NAVOSH Work Center Orientation. 


Supervisory documentation of an Industrial Hygiene Survey and/or Safety Office Workplace Hazard Analysis (WHA) review for all new employees would probably be the most effective method of covering most of the required Non Supervisory NAVOSH Indoctrination Training for activities with I.H. Surveys.

(See Non Supervisory Employee Indoctrination Lesson Plan and adapt it for your workcenter to help make documenting Safety Training a little simpler)


Several hazards are addressed in the I.H. Survey that are not covered by the requirements of the HAZCOM Standard, which only applies to hazards presented by Hazardous Chemicals in the workplace. Documented training is still required under the more general category of Hazardous Material Control & Management (HMC&M) or by specific NAVOSH Program chapter requirements for other hazards in the worksite.


Hazardous Noise data contained in the I.H. Survey is controlled under the Hearing Conservation Program, OPNAVINST 5100.23 Series Chapter 18.


Non-Ionizing Radiation is also measured and control measures are addressed in the I.H. Survey. Requirements for Laser and RF Safety Training and control are included in OPNAVINST 5100.23 Series chapter 22.


 Electrical Safety, Lockout/Tagout of Energy Sources, Weight Handling Equipment, Bloodborne Pathogens and Confined Space Entry are other examples of programs which are best documented separately from HMC&M or HAZCOM training.


The goal of training programs is to ensure workers are provided with information about the hazards, the degree of risk and the methods recommended to reduce the exposure potential (Hazardous materials or processes, MSDS’s, physical hazards, SOP’s, Engineering Controls, PPE, etc.). The effectiveness of compliance is measured by the degree of employee familiarity with the information presented during training. 

Supplementary Materials required to complete Supervisory training in addition to this lesson plan are available from the safety office or are posted on the Safety web site and may include:


1.    Ergonomics Lesson Plan


2.    Supervisor’s Mishap Report Form

3.    Individual Risk Assessment Form

      4.   Operational Risk Management (ORM) Lesson Plan

5. Workplace Hazard Assessment  (Safety Office)

(Includes a Personal Protective Equipment Assessment)

6. Industrial Hygiene Survey for your activity

7. Activity HAZCOM Plan (The current HMC&M Lesson Plan)

8. Authorized Use List (AUL) and MSDS file for your work center

9. Additional lesson plans for applicable programs:

a. Hearing Conservation Program

b. Sight Conservation Program

c. Lead Control Program

d. Cadmium Control Program

e. Asbestos Control Program

f. Bloodborne Pathogens Control Program

g. Respiratory Protection Programs

      h.   Occupational Reproductive Hazard Awareness Program



Evaluation of Supervisory NAVOSH Indoctrination


   
       (Industrial Work Centers)

The following programs apply to my work center and have been explained to me

by my supervisor (Check boxes that apply):

___
Hazard Communication Program 

___
Hearing Conservation Program (Including Annual Audiogram)

___
Hearing Protection


___
Lead Control 


___
Lead Awareness 

___
Sight Conservation Program 


___
Non-Ionizing Radiation 

___
Ergonomics / Back Safety 

___
Occupational Reproductive Hazards 

List Reproductive Hazards: __________________________________________

Personal Protective Equipment:

___
Eye and Face Protection



___
Respiratory Protection 

___
Head Protection 



___
Foot Protection 



___
Hand Protection 

___      Electrical Protective Devices 


___      Hearing Protection

___      Medical Surveillance Program

List Medical /Surveillance Programs which apply_________________________










YES
NO

I know where to obtain a copy of the Industrial Hygiene Plan
 ___
___

I know where to obtain the Work Center HAZCOM Plan

 ___
___

I know where the Authorized Use List is located


 ___
___

I know where the MSDS File is located


  
 ___
___

I feel familiar with the types of tasks performed in my Work Center ___
___

I know how to report an unsafe/unhealthful working condition          ___
___

I know how to report an occupational illness or injury

 ___
___

I know how to fill out an initial report of occupational illness/injury ___     ___

I would like to know more about (Use back of form if necessary): 

 What could be done to make this training more effective or easier to understand?

(Use back of evaluation sheet if necessary)

Name:_______________________________


Date:______

Work Center:__________________  Job Title:________________  

Instructor Name:___________________________


Evaluation of Supervisory NAVOSH Indoctrination


   
       (Non-Industrial Work Centers)










YES
NO

I feel familiar with the types of tasks performed in my Work Center ___
___

I know how to report an unsafe/unhealthful working condition          ___
___

I know how to report an occupational illness or injury

 ___
___

I am aware of any PPE required for work center tasks

 ___
___

I would like to know more about:

 What could be done to make this training more effective or easier to understand?

(Use back of evaluation sheet if necessary)

Name:______________________
Work Center:__________________ 
Date:______

Job Title:______________

Instructor Name:________________________

