V.  SAFETY RECORD KEEPING�PRIVATE ��





    You may think you have the best safety program on the


waterfront, but how are you going to prove it?  You can tell an


inspector you hold quarterly Safety Council meetings; but, without minutes of the meeting, what evidence do you have?  Documentation in safety is critical, especially during inspections and investigations.  Good documentation also helps you organize and track your program.





    This section provides a list of files, developed from the


safety records commonly found during safety surveys � on ships


with a good safety program.  In setting up your program or just


relieving as safety officer, inventory the records available to


you on board.  Consolidate as much of this material as possible,


especially prior to inspections.  The file, publication and log


list are a starting point.  If you have the facilities, you could


use computer programs, such as dBase or a word processing system.  


    The publications and references list provided is the bare


minimum.  A reference list at the front of this management guide


lists many others, from which to build a library specific to your


ship.  Most references suggest formats for certain reports and


forms.  Only a few forms are available from Naval Publications


and Forms.  All others must be locally generated. 





    This section includes report formats for internal and external mishap reports, a sample internal routing memo, and a


sample safety officer relieving letter.





    At the end of this section, information is provided on records retention.





    Naval Safety Center publications, such as FATHOM and Ships'


Safety Bulletin, contain good information and most ships keep the last year's copies on board.  They are not references; but they include a reference for the information provided.  A limited number of back issues of these publications are available from the Naval Safety Center, (804) 444�7634 or DSN 564�7634.


�
SAFETY OFFICE ADMINISTRATION





The following publications and files should be on�hand or


available to the safety officer.  SECNAVINST 5212.5C gives the


retention time/destruction guidance for safety files and records.





FILES: 





______Safety Council agenda and minutes





______Enlisted Safety Committee agenda and minutes





______Injury Reports





______Internal Safety Hazard Reports 





______Industrial Hygiene Survey Reports (includes noise surveys)





______INSURV results and any follow�up documentation





______OPPE, EMAT, SMI or other inspection results





______NAVSAFECEN safety survey requests and results





______Periodic summaries/statistics of ship's mishaps





______Zone Inspection results/corrective actions





______Assist visit (NEPMU) survey requests and results





______CSMP Option "Delta" (safety 4790/2Ks, if available)





______Safety training schedule and records





______Hazardous material annual inventory results





______Hazardous material in�use storage locations list





______Safety stand-down results/memos





______Division safety petty officer PQS qualification status





______Annual safety walk through list/results





______Completed program evaluations


      (use checklists in OPNAVINST 5100.19C. Attach memo to


      completed checklist, forward to CO via XO. File when


      returned with their initials.)


�
SAFETY FILES � CONTINUED





______List of eye hazardous areas





______Completed mishap investigations 





______Copies of external mishap reports (MR, MIR, RAHs, MV               reports)





______Copies of SAFETYGRAMs and responses





______Collateral duty listing or applicable appointment letters





______Safety course completion certificates





______Copies of Urgent PMS Feed Back Reports





______Files on the various NAVOSH program elements, such as:


              


               Heat stress


               Asbestos


               Hearing Conservation


               Mercury


               PCBs


               Electrical Safety


               Sight Conservation


               Respiratory Protection


               Hazardous Material/Waste


               Protective Equipment





______TYCOM advisories and safety notes





PUBLICATIONS AND REFERENCES: (Recommended for the Safety Office)





______FATHOM magazines � one years worth or more





______Safety Advisories � all effective issues 


 


______Ships' Safety Bulletin � one years worth 





______Standard PMS Materials Identification Guide (SPMIG)





______OPNAVINST 5100.19C, NAVOSH Program Manual for Forces Afloat





______OPNAVINST 5102.1C, Mishap Investigation and Reporting 


                   


______OPNAVINST 5100.21B, Afloat Mishap Investigation & Reporting





______OPNAVINST 5100.25A, Recreation, Athletics and Home Safety


      Program


�
PUBLICATIONS AND REFERENCES � CONTINUED





______OPNAVINST 5100.12F, Issuance of Navy Traffic Safety Program





______OPNAVINST 5090.1A, Environmental and Natural Resources


               Program Manual





______Shipboard Safety Equipment Shopping Guide (NAVSAFECEN)





______NAVOSH Training Guide for Forces Afloat (NAVEDTRA 10074)





______Afloat Mishap Investigation Handbook (NAVSAFECEN 5102)





______Hazardous Material Information System (HMIS)





______Summary of Mishaps messages 





______FLASH newsletter (submarine force)





______APPROACH magazine (aviation commands)





______MECH magazine (aviation commands)





______SAFETY LINE magazine (off�duty safety) (2 years worth)





LOGS  the following logs are optional, but recommended:





______Accident/Injury Log


           Suggested information:


                Log Number (year and #, such as 94�032)


                Date Injury Occurred


                Rate/Name/SSN/Division of injured member


                Injury/Mishap Description


                Lost Work Days


                External Report Require/Completed





______Hazard Report Log


           Suggested information:


                Log Number (year and #, such as 94�054)


                Date hazard reported


                Source of hazard report (e.g., phone call and                      memo)


                Location of hazard


                Description of hazard


                Cognizant dept/div or work center


                4790/2K required/JSN Number


                Date corrected/action completed


�
SAMPLE REPORT FORMATS





     The safety officer is responsible for processing and


maintaining a number of reports.   Most references suggest


formats for certain reports and forms.  Only a few of the report


forms are available by stock number from Naval Publications and


Forms.  All other must be locally generated. 





       REPORT FORMAT                  SOURCE                    








SAFETYGRAM                         OPNAVINST 5100.19C 


   OPNAV 5102/4                    NSN 0107�LF�015�8400





Injury Report                      OPNAVINST 5100.19C/3120.32B





Ships Internal Mishap/Near Mishap  OPNAVINST 5100.19C/3120.32B


      Investigation                       





Workplace Inspection form          OPNAVINST 5100.19C, 


(to be attached to zone            Local preparation


 inspection forms)





Checklist for Final Inspection


   After Emergency Asbestos        OPNAVINST 5100.19C, B1�E


   Insulation Removal form         Local reproduction


   (used by safety officer)





Medical Clearance Request          OPNAVINST 5100.19C, B6�B


    (respirator users)             Local reproduction





Medical Questionnaire for          OPNAVINST 5100.19C, B6�G


Potential Respirator Users         Local reproduction





Mishap Report (MR)                 OPNAVINST 5100.21B, Encl (6)


                                   Local preparation





Mishap Investigation Report        OPNAVINST 5100.21B, Encl (5)


     (MIR)                         Local preparation





Mishap Investigation Report        OPNAVINST 5100.21B, Encl (5)


     Endorsement (MIRE)





Explosive Mishap Report/           OPNAVINST 5100.21B, Encl (7)


   Conventional Ordnance           Local preparation


   Deficiency Report (CODR)





Advice To Witnesses form           OPNAVINST 5100.21B, Encl (4) 


     (mishap investigation)





Sample Appointment Letter          OPNAVINST 5100.21B, Encl (3)


     (mishap board members)


�
Off�duty Injury/                   OPNAVINST 5100.21B, Encl (10)


     Mishap Report                 Local preparation


     


  


Motor Vehicle (MV) mishap          OPNAVINST 5100.21B, Encl (9)


     report                        Local preparation





Diving (DV) mishap report          OPNAVINST 5100.21B, Encl (8)





Safety Hazard Report,              OPNAVINST 5100.19C, 


 (internal) OPNAV 3120/5           OPNAVINST 3120.32B, Fig. 7�3


                                   NSN 0107�LF�016�9300


�
RETENTION OF RECORDS





Retention of the following records is provided in SECNAVINST


5212.5C:





               Retain for 3 years: 


                   Inspection Reports


                   Injury Reports


                   Accident Data and Statistics





               Retain for 4 years:


                   Safety Admin/Correspondence





               Retain for 75 years:


                   Occupational Health Industrial and


                   Environmental Control records





               Retain until superseded:


                   INSURV reports





Other records:





               Retain until trainee leaves command:


                   Personal training records (IAW OPNAVINST


                      3120.32B)





               Retain for 1 year:


                   Command training records                                       (COMNAVSURPACINST/COMNAVSURFLANTINST 5100.5 and                    other training plans)


 


               Retain for 2 years:


                   Mishap Investigation Reports (IAW OPNAVINST


                      5100.21B)


                   Recreation, Athletics and Home Safety


                      training records (IAW OPNAVINST 5100.25A)





               Retain for 3 years:


                   Mishap Reports (IAW OPNAVINST 5100.19C)





               Retain for 5 years:


                   Asbestos training records (IAW OPNAVINST


                      5100.19C)





               Retain in perpetuity:


                   All asbestos�related records (IAW SECNAVINST


                      5212.10A)


�
SAFETY PROGRAM TICKLER





The following is a consolidation of periodic requirements which


fall under the NAVOSH or Afloat Safety Program. Included is the


periodicity, responsible party assigned by directive, and where


the requirement was found.  Proof of compliance with these tasks


or evaluations is required.








DAILY: 





    TASK                    RESPONSIBILITY OF            IAW





In�Use HazMat               Safety Officer &           5100.19C


spot checks                 Master�At�Arms             Ch. B3





WEEKLY:





    TASK                    RESPONSIBILITY OF            IAW





Flammables storage          Work Center                5100.19C


locations (in�use)          Supervisor                 Ch. B3





MONTHLY: 





    TASK                    RESPONSIBILITY OF            IAW





Check Departmental          Dept Head                 5100.19C


Tag�Out Log                                           Ch. B11    





QUARTERLY:





    TASK                    RESPONSIBILITY OF            IAW





HazMat storage              Work Center               5100.19C


locations (in�use)          Supervisor                Ch. B3


(other than flammables)





HazMat Inventory            HM Coordinator            CNSP/CNSL


(shipwide)                                            5100.5                                                                                                                                                                                 


�
QUARTERLY (CONT):





    TASK                    RESPONSIBILITY OF            IAW





Safety Council              Safety Officer            CNSP/CNSL


Meeting                                               5100.5                                                                        Safety Committee            Safety Officer            CNSP/CNSL    Meeting                                               5100.5                                                                        SEMI�ANNUALLY:





    TASK                    RESPONSIBILITY OF            IAW





Safety Stand-down           Safety Officer           CNSP/CNSL                                                           5100.5                                                        


                                                      CSL/CSP                                                            5100.13A


                                                 


                                                      CNAL/CNP


                                                5100.32C/5100.3C





ANNUALLY:





    TASK                    RESPONSIBILITY OF            IAW





HazMat Inventory            HM Coordinator             5100.19C


(shipwide)                                             Ch. B3                                                                         Review HM In�Use            XO & Department            5100.19C


storage locations           Heads                      Ch. B3                                                                         HazMat Spill                DCA                        5090.1A


Response Drill                                         Ch. 7                                                                          Evaluation of               Safety Officer             5100.19C


Gas�Free Engineering Program                           Ch. B8       


Respirator Fit�             Respiratory Protection     5100.19C


Testing (all users)         Officer (RPO)              Ch. B6





Inventory of all            Laser Safety Officer       5100.19C


military�exempt                                        Ch. B9       lasers 


�
ANNUALLY (CONT):





Inventory of all            Department Heads           5100.3B


mercury�containing          or as assigned


components 





Inventory of all            OPS/EMO/Combat Sys         PCB Tech PCB�containing                                         Manual


components                                             S9593�A1�


                                                       MAN�010     


Safety survey of            Safety Officer &           5100.19C


all work spaces             Zone Inspectors            Ch. A3





EVERY 18 MONTHS:





    TASK                     RESPONSIBILITY OF           IAW





Industrial Hygiene           Safety Officer            5100.19C


Survey                       (arranges)                Ch A3





EVERY 2�3 YEARS:





    TASK                     RESPONSIBILITY OF           IAW





Safety Survey                Safety Officer            5100.19C  


(NAVSAFECEN)                 (arranges)             


                                                                   Evaluation of


NAVOSH Programs:             Safety Officer            5100.19C


     Asbestos                                          Ch. B1


     Heat Stress                                       Ch. B2


     Haz Mat                                           Ch. B3


     Hearing Conservation                              Ch. B4


     Sight Conservation                                Ch. B5


     Respiratory Protection                            Ch. B6


     Electrical Safety                                 Ch. B7


     Radiation Safety                                  Ch. B9


     Lead Safety                                       Ch. B10


     Tag�Out program                                   Ch. B11


     PPE                                               Ch. B12


�
PERIODICALLY:  (no periodicity given, but recommended annually)





     TASK                   RESPONSIBILITY OF            IAW


SITUATIONAL:





     TASK                   RESPONSIBILITY OF            IAW





Clearance after             Safety Officer             5100.19C


emergency asbestos                                     Ch. B1


removal 





Mishap investigation        Safety Officer             5100.21B


and reporting





NOTE: The medical department representative (MDR) keeps tickler


files on surveillance requirements such as audiograms, asbestos


physicals and other exams.


�
	TRAINING TICKLER








The following information is also found in the NAVOSH Training


Guide for Forces Afloat, NAVEDTRA 10074.





I�DIVISION:


 


      Occupational Safety and Health Program  


        (including Back Injury Prevention)


      Electrical Safety


      Tag�out Program


      Radiation Hazards


      Gas�Free Engineering





ANNUAL TRAINING:





      TOPIC                   APPLICABLE AUDIENCE





Asbestos Hazards       Workers where asbestos is present





CPR Training           All electronic/electrical ratings, all


                       Gas-Free Engineering personnel





Electrical Tool


Issue Program          Assigned as tool issue worker





Gas-Free Engineering   Assigned personnel, Gas-Free Engineering


                       Petty Officer, and all hands





Hazardous Material     All hands, job�specific





Hazardous Material


Handling               All supply personnel





Hazardous Material 


Program                All supervisors





Hazardous Material


Spill Response         Damage control parties





Used Hazardous         All HAZMIN center or supply personnel


Material Transfer





Hearing                Workers in noise hazardous areas


Conservation


�
      TOPIC                   APPLICABLE AUDIENCE





Heat Stress            Workers in potential heat stress areas


 


Heat Stress            Designated heat stress monitors


Monitoring





Lead Hazards           Workers with potential exposure





Personal Protective    All workers using/required to wear PPE 


Equipment Program    








Radio�Frequency        All personnel working in area of 


Radiation (RFR)        potential exposure above


Hazards                permissible limit       


              








Recreation,            All hands quarterly training


Athletics,


and Home Safety      








Respiratory            Workers prior to respirator use


Protection





Respirator             Issuer of respiratory protection


Selection/


Care/Maintenance     








Sight Conservation     Workers in eye hazardous areas








Tag�Out Procedures     Workers assigned to tag�out duties;


                       tag�out authorizing officer


�
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