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Introduction

This Handbook has been prepared to help users complete the Department of Interior’s (DOI) Safety and Occupational Health (SOH) Program Evaluation Tool.  Whereas the Tool provides the framework and scoring criteria to be used to evaluate a DOI organization with respect to each of 27 specific SOH program Elements within six broad Components, this Handbook is intended to provide the users with additional insight into the types of considerations that are important during the inquiry and the evaluation processes.  Overall, it is the goal of this Handbook to help evaluators apply the Tool to the many diverse organizations within the DOI by providing additional explanatory information, example interview questions, ideas for determining how criteria should be applied to a specific workplace, and considerations for assigning meaningful ratings for the various program Elements. 
As indicated in the “Instructions for Users” section of the Tool, different organizations and workplaces may require varying approaches to the SOH evaluation as well as emphasis on different programmatic Elements, lines of inquiry, or documents.  For example, an organization or workplace with where high hazard activities are frequently performed requires a greater degree of confidence that the SOH program is effective than those that have few potential hazards.  Similarly, an organization that relies heavily of contractors might require an emphasis on different programmatic Elements than one that does not. The SOH programs of these organizations can and should ‘look different’ from the perspective of the evaluator and it is a goal of this Handbook to provide insight into what is necessary and sufficient with respect to the challenges faced by each organization’s SOH program.  However, while the emphasis on a particular evaluation Element may differ from one bureau or office to another, each Element should never-the-less be a part of any organization’s SOH program in order to demonstrate conformance with the DOI’s OHS policies, applicable standards and regulations.  That is, while what is considered an “effective program” may differ depending on the needs of the different organizations, the evaluator must look at each element and determine to what extent it meets the organizational needs identified.  This Handbook is intended to assist with these considerations.  
This Handbook is organized into the following sections:
Component:  General introductory information is provided for each of the six Components.  Components are the overall groupings or categories which are comprised of a certain number of the 27 evaluation Elements. The Elements within a Component are related by common programmatic objectives.  For example, the first Component, “Leadership and Management”, provides explanatory information relating to the Elements, i.e., “Management Commitment, Involvement and Communication”, “Responsibility and Accountability”, “Financial Resources”, “Personnel Resources”, “Policy”, and  “Program Promotion and Recognition”.  
Element:  Introductory information is provided for each element. This information summarizes and reinforces key considerations for the evaluator, as further detailed later in the various descriptive sections for that Element.

Inquiry and Evaluation Considerations:  For each Element, the Handbook provides useful information that is intended to help the evaluator further understand the nature of the programmatic requirements and suggestions for how to go about determining their status within the organization being evaluated.  Information relates directly to the Tool’s SOH Program Evaluation Criteria form which must be completed by the evaluator.  Included are sections for:

· “Documents and Records Review”:  Provides examples of the sorts of documents and records to be solicited from the organization and reviewed by the evaluators.
· “Potential Interviewees”:  Lists examples of various positions in the organization that would likely provide good information related to the specific Element being evaluated. 
· “Potential Interview Questions”: Provides example questions to discuss with the Interviewees.
· “Observations”:  Identifies the types of physical observations that may help reflect the status of organization with respect to the Element in question.  The evaluator should be on the lookout for these types of conditions or activities over the course of the evaluation.
· “References”:  Provides a listing of key resources and references with which the evaluator should be familiar.
· “Ranking Criteria for this Element”:  Provides suggestions for determining a quantitative ‘score’ for the various criteria indicated on the SOH Program Evaluation Criteria form.  Considerations are given which help the evaluator decide the status of organization’s SOH program with respect to rankings of “Outstanding”, “Exceeds”, “Mostly Met”, “Partially Met”, and “Not Present”. 


SOH Program Evaluation Criteria form:  This form is from the Department of Interior’s Safety and Occupational Health Program Evaluation Tool.  The respective form for each of the Elements has been provided for reference. The completion of these forms in an accurate, consistent, and meaningful way is a primary goal of the SOH evaluation.  The information on these forms serves to identify SOH program strengths and weaknesses and helps DOI decision-makers determine where to focus finite resources to ensure a safe and healthy workplace. 
This Handbook is simply intended to be a guide. It is up to the evaluator to decide the best approach for conducting the evaluation at hand and identifying and using any information in this Handbook that might be helpful.  It is anticipated that this Handbook will be refined and updated over time in order to benefit from the experience of users performing SOH evaluations throughout the Department.  In that light, any and all constructive comments are welcome.
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Component 1:
Leadership and Management

Public Law 91-596 requires the Secretary as well as the head of each bureau and office to furnish their employees with places of employment that are free from recognized hazards that are causing or could cause death or serious physical harm.  This is a requirement that has been reinterpreted over time to include protecting employees from all workplace hazards that could cause them harm or disrupt the continuity of operations, not just those that are serious.  Most senior leaders at DOI value employee safety and health; however, they are faced with a number of challenges on a daily basis and can tend to focus on issues rather than outcomes. Occupational safety and health (OSH) hazards and concerns can be less obvious to senior managers because they may stem from longstanding workplace practices or conditions or do not tend to be issues requiring their immediate attention.  This makes it easier for senior management to defer actions and assume OSH needs are being met, at least for the present.
However, only senior managers can ensure that safety becomes and is maintained as an organizational value and part of the bureau or office’s culture. Therefore, ongoing senior management engagement in the OSH program is really crucial for long-term success.  Senior managers should also define the expected level of participation of managers and supervisors at other levels in the organization.  

Senior management’s core beliefs about OSH are transferred through their policies, procedures, and oversight to the organization as a whole.  Through delegation, Safety Managers are responsible for helping implement senior management’s OSH policies and procedures and running day-to-day program activities.  With the proper authorities, Safety Managers can assume ‘on-the ground’ roles that senior leadership is unlikely to fulfill and which are fundamental to advancing organizational objectives.  Overall, successful OSH programs rely on effective leadership and management and require a consistent, reinforcing commitment by senior management and Safety Managers in order to:  
· Visibly support the program and lead by example;

· Reinforce safety in their presentations, meetings, and briefings;
· Adopt the correct program indicators and milestones for measuring OSH program performance;

· Provide adequate support and funding to their OSH program; 

· Hold their subordinate managers accountable for employee safety and health; and

· Ensure that safety and health processes are fully integrated into the bureau/office’s core business functions.
The best OSH programs successfully integrate sound safety and health policies and practices into all workplace activities, supervision, and management. The bureau/office safety and health program will be less successful if it is managed independent from the management of routine business.  Senior managers should establish a template that incorporates safety and health management systems into the bureau/office management process at all levels of the organization.  Safety should be treated just like any other important part of the bureau/office’s business and should be incorporated into the performance measurement process as well.
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Component 1:
Leadership and Management
(i)   Management Commitment, Involvement and Communication

Senior leadership in the bureaus and offices must be committed to, and visibly support, the OSH program in order for it to succeed.  They must also provide the motivating force that ensures an effective program and communicate the importance of occupational health and safety to all. If a cultural shift is necessary to institute or maintain the OSH program, then it is essential that support, commitment, and communication be consistently provided from the very top to everyone in the organization including all levels of management, employees and their union representatives.

Individual program manager involvement is instrumental to the success of the program; however, managers often have varying levels of commitment to employee occupational health and safety.  For the less-than-enthusiastic manger, safety can seem like just another in a long list of tasks, or worse, a burden.  Employee occupational health and safety programs can be less than successful under this kind of leadership.  These managers may need additional oversight, management systems, or technical support to carry out their occupational health and safety responsibilities and institute OSH as a core value in their organization.

(1) Documents and Records Review:  
(a) Occupational safety and health (OSH) policy documents issued by bureau and regional managers to provide insight into the level of management commitment to the program and the level of program implementation. 
(b) Program goal documents, such as SHARE goals, provide insight into the level of management’s involvement in the program and how well goals are communicated.
(c) Safety and health performance elements to demonstrate the level of development the safety and health program has undergone.
(d)  OSH awards programs to indicate the level at which management recognizes and rewards positive performance.
(e) VPP applications to include information about the program, how it is implemented and managed.  VPP applications are also good indicators of management commitment to the program and indicate places with strong employee participation.
(f) Records promoting the OSH program to include the Director’s annual commitment statement and any other documents created by supervisors or managers.
(g) SHARE records to provide indicators of safety and health program performance.
(h) Injury and illness records, including OSHA 301/300 records and other statistical information collected by the bureau/office and to provide indicators of program performance.
(i) Workers’ compensation cost information and return-to-work programs that show how well injured workers are restored to employment provide an indication of the vitality of the program.  Coordination with the safety staff is a good indicator of management’s support of injury prevention by using all information streams in their injury prevention efforts.
(j) Senior managers and safety committee members’ safety and health training and education records to show whether the required training has been provided in a timely manner.  The quality of the record kept will also indicate managements’ emphasis on safety training generally
(k) “Tool box” safety briefings minutes provide records of safety and health briefings given by the bureau or office at any level in their organizations. These will indicate strong and weak areas of safety and health program implementation. 
(2) Potential Interviewees:

(a)  Bureau/Office Director will offer an opportunity to learn how involved/committed the head of the organization is to employee safety and health.
(b) Bureau/Office DASHO should have a high level understanding of the organization’s safety and health program and the program performance.  The DASHO should also be able to explain any issues related to program implementation.
(c)  Mid and higher level managers will be able to discuss the program’s implementation in the areas they are responsible for.  They should also be able to discuss accident trends, overall inspection results, and employee participation opportunities.
(d) Supervisors should be able to clearly articulate their safety and health responsibilities, policy guidance they have received from above, and how they handle the day-to-day operation of the program.
(e) Employees should be able to explain bureau/office policies and how they are communicated.
(f) Personnel assigned to implement and maintain OSH program should be able to discuss the origin of organizational policies, their dissemination and implementation.  They should also be able to discuss the success and failure of various policies promulgated by the bureau or office.

(3) Potential Interview Questions: 
(a) When did management last participate in the safety and health program?
(b) Are safety and health issues regularly included on the agendas of management and operational meetings?
(c) Does management follow all safety rules?
(d) Does management give visible support to the safety and health efforts of others?
(e) Do managers participate in the significant aspects of the safety and health program (i.e., site inspections, accident reviews, and program evaluations)?
(f) Do managers have safety and health incorporated into their performance reviews?
(g) Are workplaces free of recognized hazards?
(h) Do employees follow the safety and health rules of the bureau or office?
(i) Do employees use safety equipment provided by the bureau or office?
(j) Are supervisors held accountable for the safety and health of their employees?
(k) Have managers established and communicated safety and health goals and expectations? 
(l) Does the bureau/office timely submit the required supporting material for the annual report to OSHA?
(m) Does the bureau or office conduct self evaluations of their safety and health program?
(4) Observations:

(a) Safety and Occupational posters, posted memos and policy statements. Posters, policy statements and important safety and health memos should be clearly posted in a location accessible to all employees.  They should be current, up to date, and, when required, signed by the appropriate authority.  Employees working in the area should be able to tell the evaluator where these documents are located. 
(b) Knowledge of SHARE and bureau/office’s performance.  At a minimum, all managers should be aware of the SHARE initiative.  In order to manage their safety and health responsibilities effectively, supervisors should also have knowledge of SHARE, and use the statistical information to improve performance
(c) OSH awards. The bureau/office should have some sort of awards program to recognize and encourage positive behavior.  Conversely, there should be some sort of program to manage negative behavior as well.
(d) Attitude.  Attitude, combined with performance statistics are good indicators of the level of management support and safety and health program implementation in the organization.
(5) References:

Public Law 91-596, Section 19(a) It shall be the responsibility of the head of each Federal agency to establish and maintain an effective and comprehensive occupational safety and health program which is consistent with the standards promulgated under section 6.

Executive Order 12196 -The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.

29 CFR 1960.11 Each agency head shall ensure that any performance evaluation of any management official in charge of an establishment, any supervisory employee, or other appropriate management official, measures that employee's performance in meeting requirements of the agency occupational safety and health program, consistent with the employee's assigned responsibilities and authority, and taking into consideration any applicable regulations of the Office of Personnel Management or other appropriate authority. The recognition of superior performance in discharging safety and health responsibilities by an individual or group should be encouraged and noted.
29 CFR 1960.9 Employees who exercise supervisory functions shall, to the extent of their authority, furnish employees employment and a place of employment which are free from recognized hazards that are causing or are likely to cause death or serious physical harm. They shall also comply with the occupational safety and health standards applicable to their agency and with all rules, regulations and orders issued by the head of the agency with respect to the agency occupational safety and health program.

29 CFR 1960.10(a) Each employee shall comply with the standards, rules, regulations and orders issued by his/her agency in accordance with section 19 of the Act, Executive Order 12196, and this part which are applicable to his/her own actions and conduct.

29 CFR 1960.10(b) Employees shall use safety equipment, personal protective equipment, and other devices and procedures provided or directed by the agency and necessary for their protection.

29 CFR 1960.71(a) The Act and E.O. 12196 require all Federal agency heads to submit to the Secretary an annual report on their agency's occupational safety and health program, containing such information as the Secretary prescribes.

29 CFR 1960.71(a)(1) Each agency must submit to the Secretary by January 1 of each year a report describing the agency's occupational safety and health program of the previous fiscal year and objectives for the current fiscal year. The report shall include a summary of the agency's self- evaluation findings as required by § 1960.78(b).

(6) Ranking Criteria for this Element:
(a) Outstanding. Safety and health issues are regularly included on agendas of management operations meetings. Bureau management clearly demonstrates—by involvement, support, and example—the primary importance of safety and health for everyone at their worksites. Performance is consistent and sustained or has improved over time.  The bureau has a viable workers’ compensation program.  If the evaluation of this element indicates this is the case, rate this element as a 5.

(b) Exceeds. Management participates in significant aspects of the safety and health program, such as site inspections, incident reviews, and program reviews.   Managers monitor the workers’ compensation program and use the information to better manage their safety and health performance.   Management practices gain and maintain support for the occupational health and safety program at all levels within the bureau.  Incentive programs may be present.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. Management follows appropriate safety and health rules, and gives visible support to the safety and health efforts of others.  Managers and supervisors are held accountable for the safety and health of their employees.  If the evaluation of this element indicates this is the case, rate this element as a 3.

(d) Partially Met. Management sets and communicates safety and health policy and goals, but remains detached from all other safety and health efforts.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. Management demonstrates no policy, goals, objectives, or interest in safety and health issues at this worksite.  If the evaluation of this element indicates this is the case, rate this element as a 1.
SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:  1. Leadership and Management

	Assessed Element: (i) Commitment, Involvement and Communication

	OHS Section Goal(s): Leadership and management demonstrate visible support, commitment and provide a motivating force for an effective safety and health program.  Leadership and management communicate safety and health values throughout the Bureau.

	Recommended Performance Metric(s): Safety topics at senior management meetings.  Current safety and health policy.  Effective communication tools.

	Interviewees: DASHO, mid and higher level managers, Supervisors, Employees and Personnel assigned to implement and maintain OHS program.

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness.

Observations Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-SMIS Injury/Illness records/analysis                    -OHS policy documents              -SHARE goal documents                   -Safety and health performance elements

-OHS awards programs                                          -SHARE records                         -Workers’ comp. cost information and return-to-work programs

-Senior managers/safety committee members training and education records          -“Tool Box” safety briefings minutes

-VPP applications                                                   - Records promoting the OHS program

	Processes/Evaluation Criteria: (Rank 1-5)
1. Does management participate in the program? _____
2. Are safety and health issues regularly included on agendas of management and operational meetings? _____
3. Does management follow all safety and health rules? _____
4. Do leaders and managers give visible support to the safety and health efforts of others? _____
5. Does management participate in significant aspects of the safety and health program, such as site inspections, accidents, program reviews? _____
6. Is safety and health a performance standard for managers and supervisors? _____
7. Are managers and supervisors held accountable for the safety and occupational health of their employees? _____ How? 
8. Has management established and communicated safety and health goals/objectives? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
  1-Not Present
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Component 1:
Leadership and Management
(ii)  Responsibility and Accountability

Leadership of the bureau/office must communicate and demonstrate that safety and health is the responsibility of everyone from senior management to hourly employees and that everyone will be held accountable for effectively meeting the OSH needs of their organization. Senior management must be responsible for designating an appropriate level of authority to line managers and other subordinates to implement the OHS program and provide adequate implementation tools and resources.  Managers and supervisors must implement senior management’s policies and hold staff accountable to program objectives for a safe and healthful work environment.  

Organizations with sound OSH programs reflect an ingrained safety culture where responsibilities are not overly concentrated on the safety and health staff but are integrated across the entire organizational structure. Bureaus/ offices must be able to show that responsibilities for safety and health are clearly communicated to and understood by managers, supervisors, employees, contractors, vendors, etc.  Every employee should be able to describe his/her role within the OHS program and understand the benefits derived from fulfilling these responsibilities as well as the adverse impacts that may result when such responsibilities are not met. 
(1) Documents and Records Review:

(a) Documents designating various positions with safety and health duties and responsibilities.  These should reflect the written programs, goals, objectives, etc. of the bureau or office.       

(b) OHS–related programs, manuals and management systems - These include the written OHS standard operating procedures, “vision statements”, ISO policies (if applicable), etc.                   

(c) Qualifications required for OHS staff.

(d) Organizational chart, budgets and job descriptions that show how authority and responsibility is distributed in the bureau or office.
(e) Performance evaluations showing specific safety and health criteria for all line managers, supervisors and hourly employees. 
(f) Training records of managers, supervisors, and OHS staff and committee.

(g) OHS-related excerpts from executive meeting minutes.  
(h) OHS Committee meeting minutes.

(i) Performance metrics and reports showing measures of progress towards safety and health objectives.

 (2) Potential Interviewees: 

(a) Managers should be able to discuss how authorities and responsibilities are integrated into position descriptions. They should also be able to identify how safety and health performance impacts decisions made about compensation, career advancement, and performance ratings. 

(b) Supervisors should be able to convey how responsibilities for safety and health are applied on a daily basis in their assigned area.  Supervisors can explain how safety and health responsibilities are taken into consideration during performance evaluations.

(c) OHS staff should be able to discuss from a very practical standpoint how OHS-related authorities and responsibilities are integrated throughout the organization and how objective, meaningful criteria are applied to performance evaluations. 

(d) Employees should be able to discuss their roles, responsibilities, and authorities when it comes to OHS in their given area and how they are motivated to achieve positive results and held accountable through evaluations and work reviews.

(3) Potential Interview Questions:

(a) What are your responsibilities for ensuring safe and healthful working conditions in your area? How are you evaluated and held accountable? 
(b) What methods are used to provide positive/negative reinforcement dealing with safety rules and work practices?

(c) What orientation and training have you received regarding your responsibilities for safety and health in your work area? Is it effective? Do you have authorities commensurate with your responsibilities?
(d) In your view, has the Secretary/Director appointed a Designated Agency Safety and Health Official (DASHO) with sufficient authority and responsibility to represent the bureau interests and support of the agency’s occupational safety and health program? 

(e) Does the safety and health staff of bureau/office headquarters report to (or otherwise have direct access to) the DASHO? 

(f) Does the bureau provide adequate budgets and staffs to implement the OHS program at all operational levels? 

(g) Do managers and supervisors have the responsibility to plan for necessary safety and health staff, equipment, materials, and training? Do they have the authority to implement their plans and secure the necessary funds and resources?
(h) Does bureau management assign overall responsibility for implementing site safety and health programs to line managers? 

(i) Do line managers have authority to direct abatement of hazards that can be corrected without major capital expenditure? 

(j) Do management representatives have some expertise in hazard recognition and applicable OSHA requirements? 

(4) Observations:
 (a) Safety and Occupational posters, posted memos and policy statements. Posters, policy statements and important safety and health memos should be clearly posted in a location accessible to all employees.  They should be current, up to date, and, when required, signed by the appropriate authority.  Employees working in the area should be able to tell the evaluator where these documents are located and how safety and health responsibilities are part of their work. 
(b) OHS awards. The bureau/office should have some sort of awards program to recognize and encourage positive behavior.  Conversely, there should be some sort of program to manage negative behavior as well.
(c) Attitude.  Attitude, combined with performance statistics are good indicators of the level of management support and safety and health program implementation in the organization.
(5) References: 

Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.

29 CFR 1960.8(a) The head of each agency shall furnish to each employee employment and a place of employment which are free from recognized hazards that are causing or are likely to cause death or serious physical harm.
29 CFR 1960.8(b) The head of each agency shall comply with the Occupational Safety and Health Administration standards applicable to the agency.
 29 CFR 1960.8(c) The head of each agency shall develop, implement, and evaluate an occupational safety and health program in accordance with the requirements of section 19 of the Act, Executive Order 12196, and the basic program elements prescribed in this part, or approved alternate program elements.
29 CFR 1960.8(d) The head of each agency shall acquire, maintain, and require the use of approved personal protective equipment, approved safety equipment, and other devices necessary to protect employees.
29 CFR 1960.8(e) In order to provide essential specialized expertise, agency heads shall authorize safety and health personnel to utilize such expertise from whatever source available, including but not limited to other agencies, professional groups, consultants, universities, labor organizations, and safety and health committees.
29 CFR 1960.9 Employees who exercise supervisory functions shall, to the extent of their authority, furnish employees employment and a place of employment which are free from recognized hazards that are causing or are likely to cause death or serious physical harm. They shall also comply with the occupational safety and health standards applicable to their agency and with all rules, regulations and orders issued by the head of the agency with respect to the agency occupational safety and health program.
29 CFR 1960.10(a) Each employee shall comply with the standards, rules, regulations and orders issued by his/her agency in accordance with section 19 of the Act, Executive Order 12196, and this part which are applicable to his/her own actions and conduct.
29 CFR 1960.10(b) Employees shall use safety equipment, personal protective equipment, and other devices and procedures provided or directed by the agency and necessary for their protection.
29 CFR 1960.10(c) Employees shall have the right to report unsafe and unhealthful working conditions to appropriate officials.
29 CFR 1960.10(d) Employees shall be authorized official time to participate in the activities provided for in section 19 of the Act, Executive Order 12196, this part, and the agency occupational safety and health program.
OSHA Instruction FAP 2.1B June 19 1989 - Instructions for evaluation of Federal agency occupational safety and health programs. 
(6) Rating Criteria for this Element:

(a) Outstanding. Responsibility for safety and occupational health is clearly defined by top management and has been communicated in writing to all employees.  A culture of safety is valued and evident throughout all levels of the organization.  All employees are actively engaged in fostering a safe workplace for themselves and their coworkers and take personal responsibility and initiative. Managers and supervisors are delegated with appropriate levels of authorities commensurate with their responsibilities. Adequate funds and resources are provided to ensure an effective occupational safety and health program.  All employees are provided orientation/training in their safety and occupational health roles and responsibilities within 45 days of employment. There is documented evidence that managers, supervisors, and employees are held accountable for safety and occupational health through a fair, consistent and unambiguous performance evaluation system.  There is a award system in place.  Safety goals and objectives are included in all performance evaluations.  If the evaluation of this element indicates this is the case, rate this element as a 5.

(b) Exceeds. Responsibility for safety and occupational health is defined by top management and has been communicated in writing to all employees.  A culture of safety is valued and evident throughout the majority of the organization. Most employees are actively engaged in fostering a safe workplace and take personal responsibility and initiative. Managers and supervisors are delegated with appropriate levels of authorities commensurate with their responsibilities. Adequate funds and resources are provided.  All employees are provided orientation/training in their safety and occupational health roles and responsibilities. Managers, supervisors, and employees are held accountable for the effectiveness of the OHS program. Safety goals and objectives are included in most performance evaluations.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. Responsibility for safety and occupational health is defined by top management and has been effectively communicated, albeit not always in writing. A culture of safety is valued and embraced by the majority of the organization. Managers and supervisors have the responsibility to ensure an effective OHS program but do not always have the adequate authority or funding/resources to implement desired improvements in a timely manner.  Most employees are eventually trained in their safety and occupational health responsibilities but this is not always a priority. Most managers, supervisors, and workers know what safety and occupational health performance is expected of them, and they understand how the system of incentives and adverse consequences affects them and their performance ratings.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. Responsibility for safety and occupational health is defined by top management but is not widely shared with employees. Managers and supervisors often do not have the responsibility, authority, or adequate resources to ensure an effective  safety and occupational health program.  Employee orientation on safety and occupational health responsibilities is not a priority. Many employees lack understanding of personal responsibility for keeping themselves, coworkers, and equipment free from mishaps.  There is little, if any, incentive for employees or the organization as a whole to meet OHS performance standards.  A safety culture is not being fostered.  Many managers, supervisors, and workers do not know what safety and occupational health performance is expected of them, and they lack an understanding of the system or rewards and corrections associated with evaluation of performance. Safety goals and objectives are not consistently addressed in performance evaluations. In general, the management systems for OHS-related responsibilities and accountabilities are not well defined, established, or implemented.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. Responsibility for safety and occupational health is not well defined by top management.  Managers, supervisors, and workers do not know what safety and occupational health performance is expected of them.  Safety and occupational health responsibility is not spread throughout the organization.  There is no documented evidence that mangers, supervisors, and employees (hourly) are held accountable for safety and occupational health.  There are no rewards in place if performance standards are met.  Safety goals and objectives are not included in performance evaluations.  If the evaluation of this element indicates this is the case, rate this element as a 1.

	OHS Component:   2. Leadership and Management

	Assessed Element: (ii) Responsibility and Accountability 

	OHS Section Goal: Top management shall provide leadership and assume overall responsibilities for: (a) Implementing, maintaining, and monitoring performance of the OHSMS; (b) Providing appropriate financial, human, and organizational resources to plan, implement, operate, check, correct, and review the OHSMS; (c) Defining roles, assigning responsibilities, establishing accountability, and delegating authority to implement an effective OHSMS for continual improvement; and (d) Integrating the OHSMS into the organization’s other business systems and processes.  Employees shall assume responsibility for aspects of health and safety over which they have control, including adherence to the organization’s health and safety rules and requirements.

	Recommended Performance Metric(s): Written policies are in place and implemented

	Interviewees: Managers, Supervisors, Employees and OHS staff 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance.  Observations Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-Documents designating various positions with S&H duties and responsibilities            -OHS program/ manual                    -Qualifications for OHS staff

-Organization chart, budgets, and job descriptions                                                           -Manager, Supervisor, OHS staff  and Committee training records

-OHS excerpts from executive meeting minutes,                                                              -OHS committee meetings minutes

-Meetings                                                                                                                           -Verification of S&H authority at appropriate levels

	Processes/Evaluation Criteria: (Rank 1-5)
1. Has the Secretary/Director appointed a Designated Agency Safety and Health Official (DASHO) with sufficient authority and responsibility to represent the Bureau interest and support of the agency’s occupational safety and health program? _____

2. Do Bureau/offices safety and health headquarters staff report directly to, or have appropriate access to, the Designated Agency Safety and Health Official, in order to carry out the responsibilities under this part? _____

3. Does the Bureau provide adequate budgets and staffs to implement the occupational safety and health program at all operational levels? _____
4. Are managers and supervisors delegated at each appropriate level with sufficient authority and responsibility to plan for and assure funds for necessary safety and health staff, equipment, materials, and training required to ensure an effective occupational safety and health program? _____
5. Does bureau management assign overall responsibility for implementing site safety and health programs to line managers? _____
6. Do line managers have authority to direct abatement of hazards that can be corrected without major capital expenditure? 

7. Do management representatives have some expertise in hazard recognition and applicable OSHA requirements? _____
8. Does the organizational structure facilitate open communication across their organization and especially between managers and safety staffs in the field and at their national office? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met


 1-Not Present


SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA

 Handbook to Guide Completion of the 

Safety and Occupational Health Program Evaluation Tool


Component 1:
Leadership and Management
(iii) Financial Resources
Commitment to a fully-functioning safety and occupational health program requires that management adequately fund the program with financial and capital equipment resources. Funds are necessary for sufficient staffing, space, equipment, training, and special contingencies (emergencies, etc.).  Without adequate financial resources, staff cannot perform their tasks responsibly and the safety and occupational health program cannot be administered effectively.  The organization’s budget and capital expenditures plan must reflect input from safety and occupational health personnel. 

(1) Documents and Records Review: 
(a) Documented budgeting processes that a bureau has implemented to identify OHS program needs and commensurate costs.

(b) Records which reflect the effectiveness of the existing OHS program (e.g., evaluations of conformance to DOI’s OHS regulations, mandates, and goals) and identify problem areas which may stem from a lack of financial resources (e.g., root cause investigations pointing to lack of resources as a cause of a mishap).
(c) Budget and expense reports; Green Book submittals; and abatement costs.

(d) Where capital expenditures are not adequate due to budget constraints, documented evidence that bona fide attempts have been made to improve the capital expenditure budget in order to improve safety and health relating to conditions and equipment.  

(e) Reports of backlogs in preventative maintenance or hazard correction activities due to lack of resources.

(2) Potential Interviewees: 

(a) Managers should be able to discuss the specifics of their available financial resources, how they are allocated, budget consistency from year to year, and the rationale behind any significant OHS budget increases/decreases and how such changes affected OHS effectiveness. 

(b) Supervisors should be able to discuss how resources are used to administer the program.
(c) OHS staff should be able to provide details about their role in implementing the program as well as the adequacy of resources (past, present and future). 

(d) Employees should be able to explain how they are provided the opportunity to provide input with regards to the budget, PPE, etc., and whether it appears that adequate financial resources are brought to bear for the OHS program.
(3) Potential Interview Questions:

(a) Does the Secretary/Director ensure that the agency budget submission includes appropriate funds for effective implementation and administration of the agency’s occupational safety and health program? 

(b) For Supervisors, has upper management consistently provided adequate funding for safety and health programs? 
(c) Do line managers have authority to order/purchase safety and health equipment?

(d) Are safety supplies provided/available when they are needed, e.g. personal protective equipment?  

(e) Describe the adequacy of the financial resources and capital expenditures for occupational safety and health. Are special and emergency needs anticipated and addressed in the OHS budget?

 (4) Observations:

(a) Investigators should make a physical inspection of areas, operations and facilities where workplace activities/conditions can be witnessed.  Emphasis should be placed on observing safety and occupational health equipment supply areas (first aid areas, PPE, etc.) to determine if adequate resources appear to be available. 
 (5) References: 
29 CFR 1960.7(a) The head of each agency shall ensure that the agency budget submission includes appropriate financial and other resources to effectively implement and administer the agency's occupational safety and health program.

29 CFR 1960.7(b) The Designated Agency Safety and Health Official, management officials in charge of each establishment, safety and health officials at all appropriate levels, and other management officials shall be responsible for planning, requesting resources, implementing, and evaluating the occupational safety and health program budget in accordance with the regulations of the Office of Management and Budget Circular A-11 (sections 13.2(f) and 13.5(f) and other relevant documents.

29 CFR 1960.7(c) Appropriate resources for an agency's occupational safety and health program shall include, but not be limited to:
1960.7(c)(1) Sufficient personnel to implement and administer the program at all levels, including necessary administrative costs such as training, travel, and personal protective equipment;

1960.7(c)(2) Abatement of unsafe or unhealthful working conditions related to agency operations or facilities;

1960.7(c)(3) Safety and health sampling, testing, and diagnostic and analytical tools and 
1960.7(c)(4) Any necessary contracts to identify, analyze, or evaluate unsafe or unhealthful working conditions and operations;

1960.7(c)(5) Program promotional costs such as publications, posters, or films; and
1960.7(c)(6) Technical information, documents, books, standards, codes, periodicals, and publications.
 (6) Rating Criteria for this Element:
(a) Outstanding. Management provides resources to all responsible parties so that assigned responsibilities can be met.  Financial records reflect liberal funding for the safety and occupational health programs and allows for fluctuations in need and contingencies. There is an effective process in place and employees are aware of the process for acquiring necessary equipment and supplies. Repairs and maintenance related to safety are fully funded and completed on time indicating fully sufficient resources.  If the evaluation of this element indicates this is the case, rate this element as a 5.

(b) Exceeds. Management provides resources to responsible parties so that assigned responsibilities can be met.  Financial records reflect adequate funding for safety and occupational health programs. Employees are aware of the process for acquiring necessary equipment and supplies. Repairs and maintenance related to safety are adequately funded.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. Management provides resources to responsible parties so that assigned responsibilities can be met.  Financial records reflect adequate funding for safety and occupational health programs but some delays or inadequacies in obtaining resources have been reported. Most, but not all, employees are aware of the process for acquiring necessary equipment and supplies. Repairs and maintenance related to safety are generally funded without delay.  If the evaluation of this element indicates this is the case, rate this element as a 3.

(d) Partially Met. Management provides resources to responsible parties so that most but not all assigned responsibilities can be met.  Financial records reflect some funding for safety and occupational health programs but resources/funding fluctuate and are often difficult to obtain in a timely manner. Few employees are aware of the process for acquiring necessary equipment and supplies. Repairs and maintenance are sometimes deferred due to funding issues.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. Management does not appear to provide adequate resources to responsible parties, so that assigned responsibilities can be met.  Financial records reflect inadequate funding for safety and occupational health programs. OHS budgets fluctuate significantly over time without good risk-based rationale. Employees are not aware of the process for acquiring necessary equipment and supplies. Repairs and maintenance are often deferred due to funding issues.  If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA

	OHS Component:   1. Leadership and Management

	Assessed Element:  (iii) Financial Resources 

	OHS Section Goal(s):  Employee safety and health is adequately resourced.

	Recommended Performance Metric(s): Safety and health input in budget formulation; Adequacy of resources to implement and administer the program

	Interviewees: Managers, Supervisors, Employees and OHS staff 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

Observations Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed; -Budget and Expense Reports; Green Book Submittals; Abatement Costs

	Processes/Evaluation Criteria: (Rank 1-5)

1. Does the Secretary/Director ensure that the agency budget submission includes appropriate funds for effective implement and administer the agency's occupational safety and health program? _____
2. Does the final budget actually reflect program requirements? _____
3. Do line managers have authority to order/purchase safety and health equipment? _____

4. Are safety offices provided the resources goods and services (i.e., Safety and health sampling, testing, and diagnostic and analytical tools and equipment, including laboratory analyses, etc.) _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present


Handbook to Guide Completion of the 

Safety and Occupational Health Program Evaluation Tool




Component 1:
Leadership and Management
(iv) Personnel Resources (Size and Technical Skills of Staff)

Management must commit to assembling and maintaining adequate personnel resources for workplace safety and occupational health.  Personnel must be readily available in sufficient numbers and have the requisite skills, training, and authorities to accomplish assigned responsibilities and to perform necessary tasks commensurate with the hazards potentially present in the workplace.  A safety and occupational health staff may need to be periodically supplemented with temporary/part time resources such as certified safety professionals (CSP), certified industrial hygienists (CIH), licensed health care professionals, consultants, and other subject matter experts, as needed.  
(1) Documents and Records Review:

(a) Budgets and other records that reflect the personnel resources utilized to fulfill OHS requirements currently and in the past. 

(b) Evidence that personnel assigned with the responsibility for ensuring a safe and healthful workplace have full authority to shut down operations or equipment and order maintenance when necessary, are adequate in numbers and coverage, and are properly credentialed and/or trained to carry out assigned responsibilities. Such records may include organizational charts, position descriptions, employee manuals, training records, and position recruitment postings/records.
(c) Records that show safety and health staff have adequate equipment and technical resources to carry out their responsibilities. Such records might include safety equipment inventories, technical journal subscriptions, etc.).

(d) Evidence OHS resources have been in place and working effectively for a significant period of time (i.e., at least one year).  

(2) Potential Interviewees: 

(a) Managers should be able to discuss the policies, guidelines, and rationale related to staffing OHS personnel based on the workplace facilities, operations, hazards, conditions at hand, and OHS-related requirements. 
(b) Supervisors should be able to clearly articulate the staffing requirements and whether sufficient trained and credentialed OHS personnel are available.
(c) OHS staff should be able to provide their assessment of how effective they are in implementing OHS policies and whether staffing levels are adequate to meet the needs of the agency or bureau (i.e., employees, contractors, visitors, and public).  
(d) Employees should be able to discuss how well the OHS staff meets the needs of their workplace, whether OHS staff, equipment and other resources are available in a timely manner to address their concerns, how frequently OHS inspections are performed, and how timely and effectively identified hazards are corrected. 
 (3) Potential Interview Questions:

(a) Has senior management provided adequate personnel resources for the OHS program?

(b) Is supplemental technical support or resources ever needed? If so, is this support readily available?  

(c) Describe your sense of the overall adequacy of the OHS budget, personnel (including size and caliber of staff, training, space, and OHS equipment.  
(d) What types of credentialing or training programs are available to the OHS staff?  Are professional staff adequately credentialed, e.g., CIH, CSP, accredited inspectors (asbestos, lead, etc.)? Are OHS staff positions looked upon as desirable in terms of compensation, promotion opportunities, etc.?
(e) Are Collateral Duty Safety Officers (CDSO) adequately trained in a timely manner? 
(f) Are OHS staff “out in the field” enough or too frequently just at their desks?  
(g) Is there continuity in the safety program? How promptly are OHS staff vacancies filled?
(h) Are there sufficient personnel to implement and administer the program at all levels? 

(i) How frequently are outside OHS resources needed (FOH, NIOSH, contractors, etc.)? Are they readily available?
(j) How are general employees involved in safety and health activities? For example, do they have input with regard to PPE, etc.?
 (4) Observations:

(a) Does the OHS staff seem to have the equipment and other resources to conduct assigned tasks?

(b) Does the OHS staff appear confident in carrying out their assigned tasks?
(c) Are OHS observed in the field (performing inspections, training, etc.) or are they largely at their desks?
 (5) References: 

29 CFR 1960.56(a) Each agency shall provide occupational safety and health training for safety and health specialists through courses, laboratory experiences, field study, and other formal learning experiences to prepare them to perform the necessary technical monitoring, consulting, testing, inspecting, designing, and other tasks related to program development and implementation, as well as hazard recognition, evaluation and control, equipment and facility design, standards, analysis of accident, injury, and illness data, and other related tasks.

29 CFR 1960.56(b) Each agency shall implement career development programs for their occupational safety and health specialists to enable the staff to meet present and future program needs of the agency.

29 CFR 1960.57 Each agency shall provide training for safety and health inspectors with respect to appropriate standards, and the use of appropriate equipment and testing procedures necessary to identify and evaluate hazards and suggest general abatement procedures during or following their assigned inspections, as well as preparation of reports and other documentation to support the inspection findings.
29 CFR 1960.7(a) The head of each agency shall ensure that the agency budget submission includes appropriate financial and other resources to effectively implement and administer the agency's occupational safety and health program.

29 CFR 1960.7(b) The Designated Agency Safety and Health Official, management officials in charge of each establishment, safety and health officials at all appropriate levels, and other management officials shall be responsible for planning, requesting resources, implementing, and evaluating the occupational safety and health program budget in accordance with the regulations of the Office of Management and Budget Circular A-11 (sections 13.2(f) and 13.5(f) and other relevant documents.

29 CFR 1960.7(c) Appropriate resources for an agency's occupational safety and health program shall include, but not be limited to:
1960.7(c)(1) Sufficient personnel to implement and administer the program at all levels, including necessary administrative costs such as training, travel, and personal protective equipment;

1960.7(c)(2) Abatement of unsafe or unhealthful working conditions related to agency operations or facilities;

1960.7(c)(3) Safety and health sampling, testing, and diagnostic and analytical tools and 
1960.7(c)(4) Any necessary contracts to identify, analyze, or evaluate unsafe or unhealthful working conditions and operations;

1960.7(c)(5) Program promotional costs such as publications, posters, or films; and
1960.7(c)(6) Technical information, documents, books, standards, codes, periodicals, and publications.

 (6) Rating Criteria for this Element:

(a) Outstanding. Management provides excellent resources to the OHS staff and assigned responsibilities can be met in full.  OHS staff has adequate time, equipment, and supplemental resources to meet even peak demands for hazard assessments, training, and corrective actions. Staff is qualified and highly trained and professional development is encouraged and supported.  Continual improvement in the OHS program is evident. Employees are afforded the time to receive OHS-related training and information.  Professional development and credentialing are encouraged.  If the evaluation of this element indicates this is the case, rate this element as a 5.

(b) Exceeds. Management provides adequate resources to the OHS staff and assigned responsibilities can be met in full.  OHS staff has the time, equipment, and supplemental resources to perform hazard assessments, training, and corrective actions. Staff is adequately  trained and professional development is offered.  Employees are afforded the time to receive OHS-related training and information.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. OHS staff resources are sometimes scarce but assigned responsibilities can generally be met. OHS staff usually has the time, equipment, and supplemental resources to perform hazard assessments, training, and corrective actions but peak workloads or unanticipated circumstances are not easily addressed. Staff is lacking some necessary credentials.  Employees are afforded limited time to receive OHS-related training and information.  If the evaluation of this element indicates this is the case, rate this element as a 3.

(d) Partially Met. OHS staff resources are sometimes scarce but assigned responsibilities can generally be met. OHS staff usually has the time, equipment, and supplemental resources to perform hazard assessments, training, and corrective actions but peak workloads or unanticipated circumstances are not easily addressed. Staff is lacking some necessary credentials and training.  Employees are afforded limited time to receive OHS-related training and information.  OHS staff are not able to get out into the field enough due to other priorities and collateral duties.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. Adequate OHS resources are not present and the assigned responsibilities of the OHS staff are often not met.  Time, equipment, and people are frequently not available to perform workplace inspections, hazard characterizations, accident investigations, employee safety training or other necessary OHS duties. Reports of unsafe acts and injury and illnesses are increasing.  If the evaluation of this element indicates this is the case, rate this element as a 1.
SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA

	OHS Component:  1. Leadership and Management

	Assessed Element: (iv) Personnel Resources (Size and Technical Skill of Staff)

	OHS Section Goal: Staffing is sufficient for mission

	Recommended Associated Performance Metric(s): Personnel ratios per numbers of employees, professional staff credentialing

	Interviewees: Managers, Supervisors, Employees and OHS staff 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

Observations Workplaces where physical inspections of facilities may occur but also operations where safe-efficient/unsafe-inefficient activities are witnessed.

	Processes/Evaluation Criteria: (Rank 1-5)

1. Is professional staff credentialed? _____
2. Are Collateral Duty Safety Officers (CDSO) adequately trained in a timely manner? _____
3. Is there succession planning in the safety program? _____
4. Sufficient personnel to implement and administer the program at all levels? _____
5. Have other resources been used (FOH, NIOSH, Contractors’, etc.)? _____ 

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present


 Handbook to Guide Completion of the 

Safety and Occupational Health Program Evaluation Tool




Component 1:
Leadership and Management

(v)  Policy
A policy on establishing and maintaining safe and healthful working conditions is the foundation of an effective OHS program. It communicates the value placed on safety and occupational health in the organization, and if it is understood and carried out by everyone, it helps enable sound decisions affecting all safety and health matters in the workplace. 

The organization should be able to demonstrate that there is a clear, written OHS policy that covers all workplace conditions, operations, and employees.  This policy should be communicated to employees at all levels, as well as to contractors and visitors, so that everyone in the bureau or agency understands the priority safety and health takes in relation to other organizational values. 

The policy should be signed by the highest appropriate manager demonstrating that it represents senior management’s commitment to the safety and health program. The policy should be reviewed and updated at least annually.  

(1) Documents and Records Review: 

(a) OHS policy manuals, procedures, ‘vision’ statements (issued in the last three years).

(b) Emails, memos, articles, and notifications regarding the safety and health program.

(c) Audio-visual presentations about the safety and health program.

(d) OSHA programs, records, and logs, as required.

(e) New employee orientation manual.

(f) Safety and health policy postings (e.g., on bulletin boards, intranets/websites, and posters). 

(g) Weekly safety briefing documents.
(h) Education/training documents.

(i) Bureau or office safety and occupational health action plans

(2) Potential Interviewees: 

(a) Managers should be able to identify and discuss the key elements of the OHS policy and how the policy is communicated and implemented throughout the workplace. 

(b) Supervisors should be able to clearly articulate their OHS responsibilities under the policy and how effectively the policy is implemented on a day-to-day basis.
(c) OHS staff should be able to provide details about their role in implementing the policy and their assessment of how well the policy meets the needs of their workplace (i.e., employees, contractors, visitors, and public). 

(d) OHS committee members should be able to discuss the OHS policy from their respective perspectives, current OHS challenges being faced in the workplace, and what policy-related steps are being taken to overcome those challenges.  

(e) Employees and union representatives should be able to explain the OHS policy, how it is communicate to them, and give examples of how the policy affects them on a daily basis.  
(f) Contractors should be able to explain, at least in general terms, the OHS policy and identity how it relates to their activities on the worksite.

(3) Potential Interview Questions:
(a) How do you perceive safety and occupational health is valued in the organization in relation to quality, production, sales and other organizational values?
(b) What are the key elements of the organization’s safety and occupational health policy and how do these elements affect you and your associates? 
(c) How are employees and contractors initially introduced to the policy?  (For example, posted at front entrance? Presented in the employee training manual?)  Is the policy communicated and reiterated on a regular or ongoing basis? 
(d)  As part of a policy of continual improvement, are employees aware that the OHS management system is in process of being assessed and enhanced (e.g., using the Safety and Occupational Program Evaluation tool)?  What suggestions do you have for improving the OHS policy and its implementation?
 (4) Observations:

(a) The investigator should tour the workplace to determine if safety and health policy statements are posted in places where they can be easily observed by employees and others. Examples of posted statements might include:
"Safety and health in our organization must be a part of every operation. Without question, safety and health is every employee's responsibility at all levels.”
“We will maintain a safety and health program conforming to the best practices of organizations of this type. To be successful, such a program must embody the proper attitudes toward injury and illness prevention on the part of supervisors and employees. It also requires cooperation in all safety and health matters, not only between supervisors and employees, but also between employees and their co-workers. Only through such a cooperative effort can an effective safety and health program be established and preserved.” 
“The safety and health of every employee is a high priority. Management accepts responsibility for providing a safe working environment and employees are expected to take responsibility for performing work in accordance with safe standards and practices. Safety and health will only be achieved through teamwork.  Everyone must join together in promoting safety and health and taking every reasonable measure to assure safe working conditions in the organization.”
 (5) References: 

Public Law 91-596, Section 19(a) It shall be the responsibility of the head of each Federal agency to establish and maintain an effective and comprehensive occupational safety and health program which is consistent with the standards promulgated under section 6.

Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.

29 CFR 1960.6(a) The head of each agency shall designate an official with sufficient authority and responsibility to represent effectively the interest and support of the agency head in the management and administration of the agency occupational safety and health program. This Designated Agency Safety and Health Official should be of the rank of Assistant Secretary, or of equivalent rank, or equivalent degree of responsibility, and shall have sufficient headquarters staff with the necessary training and experience. The headquarters staff should report directly to, or have appropriate access to, the Designated Agency Safety and Health Official, in order to carry out the responsibilities under this part.

29 CFR 1960.6(b) The Designated Agency Safety and Health Official shall assist the agency head in establishing:
1960.6(b)(1) An agency occupational safety and health policy and program to carry out the provisions of section 19 of the Act, Executive Order 12196, and this part;

1960.6(b)(2) An organization, including provision for the designation of safety and health officials at appropriate levels, with adequate budgets and staffs to implement the occupational safety and health program at all operational levels;

1960.6(b)(3) A set of procedures that ensures effective implementation of the agency policy and program as required by section 19 of the Act, Executive Order 12196, and the program elements of this part, considering the mission, size, and organization of the agency.
(6) Rating Criteria for this Element:

(a) Outstanding. The bureau or office has a clearly stated policy on maintaining a safe and healthful work environment for all.  The policy encompasses all necessary elements. It is effective in meeting the needs of the organization.  The policy has been communicated to all employees and, as necessary, volunteers and there is evidence that it is understood by all. The OHS policy is at least equal in priority to other organizational values.  A policy statement is signed by the highest appropriate manager within the organization and has been updated in the last 12 months.  The bureau/office’s goal of continuous OHS improvement and participation in the Occupational Health and Safety Program Evaluation has been communicated to all personnel in the organization.  If the evaluation of this element indicates this is the case, rate this element as a 5.

(b) Exceeds. The bureau/office has a clearly stated policy on maintaining a safe and healthful work environment.  The policy is fairly specific and encompasses most if not all necessary elements. It is generally effective in meeting the needs of the organization.  The policy has been communicated to most employees and volunteers and there is evidence that it is generally understood. The OHS policy is at least equal in priority to other organizational values.  A policy letter is signed by the highest appropriate manager within the organization and has been updated in the last 24 months.  The bureau/office’s goal of continuous OHS improvement and participation in the Safety and Occupational Health Program Evaluation has been communicated to most personnel in the organization.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. The bureau/office has a policy on maintaining a safe and healthful work environment.  The policy is fairly general. It encompasses most but not all of the necessary policy elements. It is generally effective in meeting the needs of the organization, but some gaps exist.  The policy has been communicated to employees and volunteers, but there is evidence that not everyone is familiar with it or that it is not always adequately understood. The OHS policy may not be construed as being on par with other organizational values.  The policy is signed by the highest appropriate manager within the organization and has been updated in the last 24 months.  If the evaluation of this element indicates this is the case, rate this element as a 3.

(d) Partially Met. The bureau/office has a policy on maintaining a safe and healthful work environment but it is general and lacks adequate specificity for the workplace in question. It encompasses some but not all of the necessary policy elements. The policy has important gaps which appear to result in an overall weakness in the OHS program and/or its implementation.  There is evidence that not everyone is familiar with the policy and that it is not adequately understood by a significant number of employees. The OHS policy is not really construed as being on par with other organizational values.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. The bureau/office’s policy on maintaining a safe and healthful work environment for all is non-existent or significantly lacking.  Few are aware of any OHS-related policies. It is apparent that operations are conducted largely without the benefit of OHS policies. If the evaluation of this element indicates this is the case, rate this element as a 1.

	OHS Component:   1. Leadership and Management

	Assessed Element:  (v) Policy 

	OHS Section Goal(s):  Safety and health policy establishes an overall sense of direction, sets the principles of action for the bureau and offices

	Recommended Performance Metric(s): Policy is in place, current, and effectively communicated

	Interviewees: Bureau managers, Supervisors, OHS staff,  OHS committee members, Employees  and Union representatives 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

Observations Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-Written policies                                   - Notifications                              - OSHA records as required                 - OHS intranet site

- Emails, memos, articles, posters        - Audio-visual presentations        - Policy postings                                   - Policy (issued in last three years)

- Bulletin boards                                   - Posters                                       - Website review                                   -Education/training documents

-Records that demonstrate that safety and health policies have been communicated to employees                       -Agency or region safety and health internet sites

	Processes/Evaluation Criteria: (Rank 1-5)

1. Is the safety and health policy is current? _____
2. Is the safety and health policy comprehensive? _____
3. Does the safety and health policy address hazards identification/effective risk management practices? _____
4.  Is the safety and health policy successfully communicated in terms of desired scope, detail and expected outcomes? _____
5. Does the Bureau DASHO effectively communicate policy needs to Bureau leadership? _____
6. Does the Bureau DASHO in concert with Bureau leadership carry out policy requirements? _____

7. Does the policy statement incorporate the health and well being of both employees and the public; with emphasis placed on efficient operations with a minimum of accidents and losses; and loss control is integrated into all operations? _____
8. Does the policy commit to the protection and continual improvement of employee safety and health; effective employee participation; conformance with departmental safety and health requirements, and compliance with laws and regulations? _____


	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present


SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
Handbook to Guide Completion of the 

Safety and Occupational Health Program Evaluation Tool



Component 1:
Leadership and Management
(vi) Program Promotion and Recognition

Successes in meeting safety objectives by an individual, team and bureau/office should be recognized and promoted internally across the organization. Recognizing and rewarding good safety performance promotes desirable safety practices and reinforces the involvement and commitment of senior leadership in the health and safety program. All employees should clearly understand the organization’s objectives for meeting safety standards and these objectives should be reflected in their performance goals.  Senior management must be directly involved in setting the standards and should participate in encouraging and rewarding employees for demonstrating adherence to the desired practices. The recognition of OSH successes and the promotion of effective programs are excellent ways to share best practices throughout an organization. 
 (1) Documents and Records Review: 

(a) New employee and contractor orientation materials, Safety Week, and internal newsletters and websites where the OHS program may be mentioned.

(b) Written awards program with criteria indicating how safety and health performance is recognized and rewarded.
(c) Tool box talks - Records of occupational health and safety briefings given by the bureau or office at any level in their organizations.  
(d) Budget and expense reports to verify that financial resources have been allotted to a promotion and recognition program.
(2) Potential Interviewees: 

(a) Managers should be able to discuss the elements of the OHS recognition program, including the criteria used to reward employees and promote recognition, budget, frequency of awards, forums used, etc.
(b) Supervisors should be able to discuss their role in how decisions are made about who get recognition and identify who in their organization has been given an award/recognition.

(c) OHS staff should be able to provide details about their role in promoting the OHS in the workplace and if/how it is currently being used to advance ongoing OHS priorities.  
(d) Employees and union representatives should be able to discuss how meaningful the organization’s OHS program is perceived to be in terms of effectively contributing to eliminating recognized hazards in the workplace.  Also, they should be able to discuss how the OHS-related awards program contributes to making their job safer and cite specific instances when positive performance was recognized. 
(e) Committee members can discuss what they do to promote the OHS program and provide examples of how employees have been rewarded for safety and health accomplishments.

(f) Human Resources Directors can discuss how salary adjustments and bonuses are used to incentivize OSH performance. 
(g) Bureau Awards Coordinators can discuss how performance awards are used to incentivize OSH performance. 
(3) Potential Interview Questions:
(a) Does the bureau or office recognize and promote good OHS performance? 

(b) Has the bureau or office established and implemented a formal awards program? 
(c) How is it determined when awards or recognition is provided to an employee or group of employees?  
(d) Are OHS objectives promoted in newsletters, at meetings, via websites?

(e) Are there specific OHS program goals and objectives currently tied to the promise of awards or recognition?

(f) Are adequate financial resources available for OHS program awards and recognition? 
(g) Is senior management visibly involved in the OHS recognition program?

(h) Is OHS promoted effectively in a manner that ultimately fosters positive behaviors and a safer workplace?  

(i) Do supervisors and managers have an employee safety element in their performance strandards?

(4) Observations:
(a) Posters and policy statements. OHS-related posters and policy statements are current and clearly posted in readily accessible locations. 

(b) Accolades and Certificates. Employees display their OHS-related accolades (plaques, memos) and training course certificates.
(c) Attitude. Managers, supervisors, and employees appear engaged in meeting occupational health and safety performance standards and motivated by the award and recognition program.
(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 - Instructions for evaluation of Federal agency occupational safety and health programs.

Department of Interior Departmental Manual - 485 DM Chapter 10 Safety Management Awards.
29 CFR 1960.11 Each agency head shall ensure that any performance evaluation of any management official in charge of an establishment, any supervisory employee, or other appropriate management official, measures that employee's performance in meeting requirements of the agency occupational health and safety program, consistent with the employee's assigned responsibilities and authority, and taking into consideration any applicable regulations of the Office of Personnel Management or other appropriate authority. The recognition of superior performance in discharging occupational health and safety responsibilities by an individual or group should be encouraged and noted.

(6) Rating Criteria for this Element:
(a) Outstanding.  The bureau or office has established and implemented an awards/recognition program designed to advance specific OHS objectives, or utilizes existing awards programs to recognize safety achievement.  Senior leadership visibly supports and encourages the program and is involved in presenting awards and providing recognition. Overall, OHS performance is recognized as a critical component of employee’s duties and accolades are provided for achievements on a regular basis. The awards/recognition program is seen by all as a real and effective means of fostering safety at their workplaces. Adequate budgetary resources are consistently available. System has been in place for more than a year.  If the evaluation of this element indicates this is the case, rate this element as a 5.
(b)  Exceeds. The bureau or office has an awards/recognition program that advances OHS objectives, or utilizes existing awards programs to recognize safety achievement.  Senior leadership visibly supports and encourages the program and is often involved in presenting awards and providing recognition. Overall, OHS performance is recognized as a main component of employee’s duties and accolades are provided on a regular basis. The awards/recognition program is seen by most as an effective means of fostering safety. Adequate budgetary resources are consistently available. System has been in place for at least a year.  If the evaluation of this element indicates this is the case, rate this element as a 4.
(c) Met. The bureau or office has an awards/recognition program that advances general OHS objectives. Senior leadership supports the program but is not often involved in providing recognition. OHS performance is recognized as part of an employee’s duties but accolades for stellar performance are not provided on a regular basis. The awards/recognition program is seen by most as an effective means of fostering safety. Adequate budgetary resources are usually available.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. The bureau or office has established an awards and recognition program for meeting OHS objectives but it is not really tied to priorities.  Most employees are not aware of the program and it really doesn’t serve to positively motivate OHS compliance. Senior leadership is not usually involved in promoting the program or providing employee recognition.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present.   The bureau or office has no established OHS awards program and safety is not effectively promoted. If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA

	OHS Component:  1. Leadership and Management

	Assessed Element: (vi) Program Promotion and Recognition 

	OHS Section Goal: Establishment of a safety and health awards and recognition process that involves senior managers and promotes desirable performance and safe behaviors at all organizational levels

	Recommended Performance Metric(s): Bureau has a performance based awards program with set criteria

	Interviewees: Committee Representatives, Bureau managers, Supervisors, Employees and Union representatives 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

Observations Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

	Processes/Evaluation Criteria: (Rank 1-5)

1. Has the Bureau/Offices established an awards program? ____

2. Has the Bureau/Offices established criteria for the awards program? ____

3. Has the Bureau/Offices implemented its award program? ____

4. Does the Bureau/Offices recognize and promote safety and health performance? ____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present


Handbook to Guide Completion of the 

Safety and Occupational Health Program Evaluation Tool

Component 2:
Employee Involvement

While management needs to provide the structure and leadership for an effective OHS program, employees should be involved in its development, implementation, operation, and evaluation. Through direct and meaningful participation employees can develop a sense of ownership in the program which can then translate into a demonstrable commitment to occupational health and safety for themselves and their fellow workers. 

Employee involvement does not diminish the responsibility of the employer (management) for occupational health and safety in the workplace. OSHA clearly places responsibility for employee safety and health on the employer. A program that fully integrates employees into the system does, however, better equip them with the skills to recognize potential hazards and help implement necessary protective controls before problems arise. Employees generally have the most at stake should uncontrolled hazards exist on the job as well as the most intimate understanding of work processes and the work environment.  

Management needs to ensure that the OHS program encompasses all workplace areas and classifications of employees. Means of employee participation can be varied, and may include labor-management committees, safety committees, accident review boards, contributors to safe work rules and job hazard analyses, “tool box” safety talk leaders, etc. 
Effective participation by employees clearly has its benefits and management must create and sustain a culture that fosters such involvement. Employees must be protected from harassment and other punitive actions when participating in the program or when reporting on unsafe work conditions. Any fear of reprisals or ridicule will quickly eliminate all well-intentioned efforts to integrate the employee perspective into the OHS program. Strong OHS programs require an environment that supports and encourages employees to become stakeholders in the process and its outcomes. 
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Component 2:
Employee Involvement

(i)   Safety Committees and Councils
Safety committees provide an excellent means for employees to contribute to their OHS program and help make sure it serves the priorities of workplace as they see them. Committees may exist at different levels within the organization (e.g., Bureau-wide, field and regional offices, specific workplace, etc.) but should work in concert to the extent necessary to advance common goals. By participating on safety committees, employees are engaged directly with leadership in setting OHS goals, identifying and making recommendations regarding job safety issues, developing occupational health and safety training objectives, and ensuring that the work environment is free of hazards. A well-run safety committee comprised of motivated individuals from diverse backgrounds and positions in the organization can foster an OHS program more responsive to the needs of employees, a better decision-making process, and quicker, more effective implementation of necessary workplace improvements. Also, to realize exemption from unannounced OSHA inspections, an agency must form a committee at the national level and at any establishment or grouping of establishments that is to be exempt, keeping the Secretary advised of the locations and activities where such committees are functioning.  
 (1) Documents and Records Review: 

(a) Charter, charge, composition, and budget of the bureau/office safety committee.
(b) List of safety committee members, including their roles in the organization and on the committee and any prior experience in workplace safety evaluation and hazard mitigation. 
(c) Minutes of the safety committee meetings and any subcommittees for at least the past 12 months, including meeting attendance records.
(d) Records of training and orientation for safety committee members. 

(e) Records that indicate committee members are allowed to observe or assist in accident investigations and have access to relevant safety and health data.
(f) Memos, logs, suggestion box submissions, or other means used by employees to bring the safety committee’s attention to a particular issue.  
(g) Human resource policies regarding participation on safety committee (compensation for time spent, special indemnifications, etc.)
(h) Union agreements and bargaining unit records as pertains to safety committees. 

(2) Potential Interviewees: 

(a) Managers should be able to discuss the role safety committees play in promoting workplace safety and health, how members are selected for participation, key issues currently being addressed by the safety committee, and to what extent the committee’s work influences management decisions.  

(b) Committee members can discuss the frequency of meetings, what duties the committee performs, key issues addressed by the committee (past and present), who is represented on the committee (management, employees, union representatives, etc.), what records and resources they have access to, and how they are trained. 

(c) Employees and union representatives should be able to discuss how effective the safety committee is in meeting the OHS needs of the workplace, how accessible and responsive the committee is to requests and input, and whether the committee is viewed as a viable means for ensuring a workplace free of recognized hazards. 
(3) Potential Interview Questions:

(a) For safety committee members:
· How frequently does the committee meet?

· How are you notified of meetings?

· Are you encouraged to attend meetings?

· What activities does the committee perform (routine and non-routine)?
· What records can the committee access?
· What resources are available to the committee? Are these sufficient?
· What training was required to be on the committee? Is there a budget for on-going professional development for committee members? 

· Who takes the minutes of the meetings and how do you get access to those minutes?

· How does the committee ‘keep in touch’ with issues across the entire workplace in question? 
· Can you describe the committee's role (if any) in the handling of reports of safety and health problems from workers? 

· What role does the committee have in the process used for employees to report of safety and health problems, issue tracking, corrective action verification, etc. 
· What were the main safety committee issues over the past year?  Did the committee adequately deal with these issues? 

· How stable is the safety committee? What is the turn-over rate?  

· Has the committee made suggestions to management for safety and health improvements?  If yes, give examples and discuss outcomes. 

· Do you think that leadership has been responsive to suggestions the committee has offered? 
· Is the committee adequately supported by management?
(b) For management:

· What organizational groups are represented on the committee? 

· How are members selected?

· Does the committee have a written charter and is it functioning to the charter?

· What incentives are there for employees to participate in the safety committee?

· How does the committee work with management to address safety and health concerns?

(c) For employees:

· Are you aware of the safety committee? What is its role? Is it fulfilling its role?

· Are you encouraged to participate on the committee? Have you or would you serve on the committee? Why?

· How would you contact the committee with an OHS-related issue that was important to you? Would you have confidence that your concern would be addressed in a timely and effective manner?

· Do you receive notice of safety committee meetings and do you have access to the minutes of the safety committee?

(4) Observations:

(a) Notices of safety committee meetings are posted in visible locations.

(b) Results of safety committee initiatives (as identified from interviews and documents) are apparent.

(c) Notices to encourage employee participation on safety committee are evident.

(d) Employees and managers used the word “we” rather than “they” when describing the OSH program and actions taken to eliminate worksite hazards.
(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 – Instructions for evaluation of Federal agency occupational safety and health programs.

Department of Interior Departmental Manual - Chapter 2 Responsibilities
Department of Interior Departmental Manual - Chapter 9 Department Safety and Occupational Health Councils, Committees and Working Groups
29 CFR 1960.36 Occupational Safety and Health Committees. General provisions. 

29 CFR 1960.36(a) The occupational safety and health committees described in this subpart are organized and maintained basically to monitor and assist an agency's safety and health program. These committees assist agencies to maintain an open channel of communication between employees and management concerning safety and health matters in agency workplaces. The committees provide a method by which employees can utilize their knowledge of workplace operations to assist agency management to improve policies, conditions, and practices.

29 CFR 1960.36(b) Agencies may elect to establish safety and health committees meeting the minimum requirements contained in this subpart. Where such committees are not established or fail to meet the minimum requirements established by the Secretary, the Secretary is authorized by section 1-401(i) of Executive Order 12196 to conduct unannounced inspections of agency workplaces when the Secretary determines them necessary.

29 CFR 1960.37 Occupational Safety and Health Committees. Committee organization.

29 CFR 1960.37(a) For agencies which elect to utilize committee concept, safety and health committees shall be formed at both the national level and, for agencies with field or regional offices, at appropriate levels within the agency. To realize exemption from unannounced OSHA inspections, an agency must form a committee at the national level and at any establishment of grouping of establishments that is to be exempt, keeping the Secretary advised of the locations and activities where such committees are functioning.
29 CFR 1960.37(b) Committees shall have equal representation of management and non-management employees, who shall be members of record.
	

	


29 CFR 1960.37(c) Committee members should serve overlapping terms. Such terms should be of at least two years duration, except when the committee is initially organized.
29 CFR 1960.37(d) The committee chairperson shall be nominated from among the committee's members and shall be elected by the committee members. Management and nonmanagement members should alternate in this position. Maximum service time as chairperson should be two consecutive years.
29 CFR 1960.37(e) Committees shall establish a regular schedule of meetings and special meetings shall be held as necessary; establishment level committees shall meet at least quarterly and national committees shall meet at least annually.
29 CFR 1960.37(f) Adequate advance notice of committee meetings shall be furnished to employees and each meeting shall be conducted pursuant to a prepared agenda.
29 CFR 1960.37(g) Written minutes of each committee meeting shall be maintained and distributed to each committee member, and upon request, shall be made available to employees and to the Secretary.
29 CFR 1960.38 Occupational Health and Safety Committees. Committee formation.

29 CFR 1960.38(a) Upon forming such committees, heads of agencies shall submit information to the Secretary concerning the existence, location, and coverage, in terms of establishments and populations, of such committees, certifying to the Secretary that such committees meet the requirements of this subpart. The information submitted should include the name and telephone numbers of the chairperson of each committee, and should be updated annually as part of the annual report required by 1960.74 to reflect any changes that may have occurred.
29 CFR 1960.38(b) If, upon evaluation, the Secretary determines that the operations of a committee do not meet the requirements of this subpart, the Secretary shall notify the agency and identify the deficiencies to be remedied. If the agency does not satisfy the Secretary within 90 days that the committee meets the requirements of this subpart, the committee shall not be deemed a committee under Executive Order 12196 and this part.

29 CFR 1960.39 Occupational Health and Safety Committees. Agency responsibilities.

29 CFR 1960.39(a) Agencies shall make available to committees all agency information relevant and necessary to their duties, except where prohibited by law. Examples of such information include, but are not limited to: The agency's safety and health policies and program; human and financial resources available to implement the program; accident, injury, and illness data; epidemiological data; employee exposure monitoring data; Material Safety Data Sheets; inspection reports; reprisal investigation reports; abatement plans; NIOSH hazard evaluation reports; and internal and external evaluation reports.
29 CFR 1960.39(b) Agencies shall provide all committee members appropriate training as required by subpart H of this part.29 CFR 1960.39
29 CFR 1960.40 Occupational Health and Safety Committees. Establishment committee duties.
29 CFR 1960.40(a) The safety and health committee is an integral part of the safety and health program, and helps ensure effective implementation of the program at the establishment level.
29 CFR 1960.40(b) An establishment committee formed under this subpart shall, except where prohibited by law:
29 CFR 1960.40(b)(1) Monitor and assist the safety and health program at establishments under its jurisdiction and make recommendations to the official in charge on the operation of the program;

29 CFR 1960.40(b)(2) Monitor findings and reports of workplace inspections to confirm that appropriate corrective measures are implemented;

29 CFR 1960.40(b)(3) When requested by the agency Safety and Health Official, or when the committee deems it necessary for effective monitoring of agency establishment inspection procedures, participate in inspections of the establishment;

29 CFR 1960.40(b)(4) Review internal and external evaluation reports and make recommendations concerning the establishment safety and health program;

29 CFR 1960.40(b)(5) Review, and recommend changes, as appropriate, to procedures for handling safety and health suggestions and recommendations from employees;
29 CFR 1960.40(b)(6) When requested by the Designated Agency Safety and Health Official, or when the committee deems it necessary, comment on standards proposed pursuant to the provisions of Subpart C of this part;

29 CFR 1960.40(b)(7) Monitor and recommend changes, as required, in the level of resources allocated and spent on the establishment safety and health program;

29 CFR 1960.40(b)(8) Review agency responses to reports of hazardous conditions, safety and health program deficiencies, and allegations of reprisal;

29 CFR 1960.40(b)(9) Report their dissatisfaction to the Secretary if half a committee determines there are deficiencies in the establishment's safety and health program or is not satisfied with the agency's reports of reprisal investigations; and

29 CFR 1960.40(b)(10) Request the Secretary to conduct an evaluation or inspection if half the members of record are not satisfied with an agency's response to a report of hazardous working conditions.
29 CFR 1960.41 Occupational Health and Safety Committees. National committee duties.

29 CFR 1960.41(a) Monitor performance of the agency safety and health program and make policy recommendations to the head of the agency on the operation of the program
29 CFR 1960.41(b) Monitor and assist in the development and operation of the agency's establishment committees. As the committee deems appropriate, monitor and review: Reports of inspections; internal and external evaluation reports; agency safety and health training programs; proposed agency standards; agency plans for abating hazards; and responses to reports of hazardous conditions; safety and health program deficiencies; and allegations of reprisal;
29 CFR 1960.41(c) Monitor and recommend changes in the resources allocated to the entire agency safety and health program;
29 CFR 1960.41(d) Report their dissatisfaction to the Secretary if half a committee determines there are deficiencies in the agency's safety and health program or is not satisfied with the agency's reports of reprisal investigations; and
29 CFR 1960.41(e) Request the Secretary to conduct an evaluation or inspection if half the members of record are not satisfied with an agency's response to a report of hazardous working conditions.
(6) Rating Criteria for this Element:

(a) Outstanding.  There are safety committees and councils with written charters and clearly defined responsibilities. Meetings are held at least regularly in accordance with charters and minutes are kept and distributed. Committee membership is appropriately representative of management, employees, and the various other organizations. Employees are engaged and lead the committee direction.  Open channels of communication are apparent between management and the committee and between the committee and employees throughout the workplace. Committee members have access to records, logs, investigations, and other statistics and documents related to the OHS program.  Members have appropriate skills, training and experience in recognizing, evaluating and controlling hazards in all workplaces covered by the committee.  Committees are provided with adequate time, professional development, equipment, on-site technical support, and any other resources required to perform their functions adequately.  There is ample evidence that the committee is addressing issues in a meaningful, timely and effective manner. The committee has been in place for more than one year.  Councils are in place and management is adequately represented.  If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceeds. There are safety committees and councils with a written charters and well defined responsibilities. Meetings are held and minutes are kept and distributed. Membership is generally representative of management, employees, and the various other organizations. Open channels of communication exist between management and the committee and between the committee and employees throughout virtually all of the workplace. Committee members have access to records, logs, investigations, and other statistics and documents related to the OHS program.  Members have appropriate skills, training and experience in recognizing, evaluating and controlling hazards in virtually all workplaces governed by the committee.  Committees are provided with adequate time, professional development, equipment, on-site technical support, and any other resources required to perform their functions adequately.  Councils are in place and management is adequately represented.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. There is a safety committee with defined responsibilities but the charter is somewhat deficient in establishing in written roles and organizational requirements. Meetings are held routinely but are often cancelled or re-scheduled due to other priorities among the members. Membership is not particularly representative of management, employees, and the all various workplace organizations. Channels of communication are not always in place between management and the committee or between the committee and employees. Committee members have incomplete access to records, logs, investigations, and other statistics and documents related to the OHS program.  Members have the adequate skills, training and experience in recognizing, evaluating and controlling hazards in most but not all of the workplaces governed by the committee.  There is evidence that some issues taken by the committee were not addressed in a meaningful, timely and effective manner.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. There is a safety committee, but its purpose and levels of authority are not adequately defined. An inadequate process exists for selecting members and the committee does not adequately represent the organizational levels and various operations comprising the workplace. Employees are generally aware of the existence of the committee but cannot identify its role or meaningful actions that it has taken. Committee members are provided with limited resources to perform their functions adequately. There is no formal training and orientation for new committee members and membership rarely rotates.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present.  There is no safety committee or, if there is, it does little to advance the OHS goals of the organization. Meetings are not regularly held and few employees are aware of the committee’s existence.  If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   2. Employee Participation

	Assessed Element: (i) Safety Committees

	OHS Section Goal:  Employees/employee representatives are involved in the development and implementation of Program activities as demonstrated by: (a) employee participation on safety committees; (b) committee charters include, communication with organizational management; (c) involvement in hazard mitigation; (d) promote safety and health activities and (e) providing recommendation for program improvements.

	Recommended Performance Metric(s): Where committees exist, functioning appropriately and contributing to the mission.

	Interviewees: Committee Representatives, Bureau managers, Supervisors, Employees  and Union representatives 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

- Bureau OHS procedures                  - Human resource policies                      - Injury reporting procedures             - Union agreements

- OHS meetings                                  - Job briefings                                         - OHS committee meetings                - Operations inspections

- Workplace records                           - Employee suggestions

Observations Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

- OHS committee rosters and meeting minutes    - Employee notices of unsafe and unhealthful conditions     - Bargaining unit records - SMIS records-Bureau or regional meetings

	Processes/Evaluation Criteria: (Rank 1-5)
1. Does the committee have a charter and functioning to the charter? _____
2. Are occupational safety and health committees established to monitor and assist the Bureau's safety and health program and maintain open channel of communication between employees and management concerning safety and health matters in bureau workplaces? _____
3. Are committees formed at the appropriate level? _____
4. Do committees have appropriate representation of management and non-management employees, who are members of record? _____
5. Where some employees of an establishment are covered under collective bargaining arrangements and others are not, are members representative of both groups? _____

6. Are committee members rotated periodically? _____
7. Do Committees establish a regular schedule of meetings and special meetings held as necessary? _____
8. Is adequate advance notice of committee meetings furnished, and are minutes of the meetings published? _____
9. Does the Bureau provide the resources (time, travel, training, meeting space, etc.) for the committee to function? _____
10. Does the agency or facility encourage participation of management employees in Federal Safety and Health Councils? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present


Handbook to Guide Completion of the 

Safety and Occupational Health Program Evaluation Tool



Component 2:
Employee Involvement

(ii)  Program Involvement
Employee involvement in the OHS program provides the means by which workers individually and collectively contribute to the management systems necessary to maintain a workplace free of recognized hazards.  An effective OHS program requires the involvement of stakeholders at all organizational levels so that decisions affecting health and safety can be made with the input of those who best understand the workplace, the operations conducted, and the affected employees.  

Evidence of employee involvement in the OHS program can take a number of forms.  For example, in addition to participation on safety committees (see Component 2.ii. Safety Committees), employees can: (1) inspect the workplace facilities for hazards and recommend correction actions; (2) perform job hazard analyses and develop safe work procedures; (3) help develop or revise general rules for safe work; (4) train newly hired employees in safe work procedures and/or train co-workers in revised safe work procedures; (5) contribute to ‘tool box’ safety talks and presentation at safety meetings; and (6) assist in accident investigations.  In all cases, employees must have the right to notify appropriate managers of hazardous conditions and practices, and to be able to do so without fear of reprisal.  
An effective OHS program fosters widespread employee involvement.  Virtually all employees should be involved to some degree in advancing the OHS goals in their workplace. Similarly, no operations, groups, or facilities should be underrepresented or lack participation in the OHS.
 (1) Documents and Records Review:

(a) New employee orientation manual, handouts, and presentations or other documents that introduce employees to the OHS program.

(b) Human resource policies on employee orientation and training and, in particular, participation in OHS programs. 

(c) Employee orientation and training schedules and records of attendance.

(d) Memos, logs, suggestion box submissions, or other means used by employees to bring the safety committee’s attention to a particular issue.  
(e) Union agreements and bargaining unit records as they pertain to participation in OHS programs. 
(f) Accident/incident investigation and hazard identification reports that identify the process followed for reporting and resolving situations.
 (2) Potential Interviewees: 

(a) Managers should be able to discuss how employees are encouraged to participate in the structure and operation of the OHS program and how the human resource policies support that participation.  

(b) Supervisors should be able to convey how employees are provided with an orientation to the OHS program, how employees are scheduled to participate in the program and how training is provided.

(c) OHS staff should be able to identify ways that management encourages and involves employees in the structure and operation of the safety and health program.

(d) Employees should be able to explain if they received an orientation to the OHS program, how they are involved in the program (citing specific examples), and to what degree management supports their involvement. 

(3) Potential Interview Questions:

(a) In what ways can employees become involved and participate in the OHS program?
(b) How are employees encouraged to participate in the OHS program? How difficult is it to become involved?

(c) Are employees provided an adequate amount of time (with compensation) for participation in OHS program activities?

(d) Do employees feel like they are an effective part of the OHS program and that management listens to their ideas and input?

(e) Is there a ‘new employee’ orientation and if yes, when do employees receive that orientation?  Does the orientation cover the OHS program?

(f) What are the bureau’s or office’s procedures for reporting unsafe or unhealthful working conditions? Can such reports be made anonymously and without fear of reprisal? 
(g) What safety and health information is readily available to the employees? 
(h) Have the workers right to refuse or stop work that they reasonably believe involves imminent danger communicated and understood by employees and recognized by management? 
(i) How do employees and management communicate regarding health and safety issues? 
(j) What fraction of the employees are engaged in the OHS program in some manner (e.g., on the safety committee, report hazards, train co-workers is OHS-related procedures, etc.)?  Are any organizational operations, groups, or facilities significantly less involved than the others? More involved? Why? 
(4) Observations:

(a) Employees demonstrate a sense of ownership of the OHS program and speak about it in terms of “we” rather than “they”.

(b) Employees are comfortable talking to the investigator about involvement in the OHS program.

(c) Posters, memos and other visible evidence that management encourages participation in the OHS program.

(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.

OSHA Instruction FAP 2.1B June 19, 1989 – Instructions for evaluation of Federal agency occupational safety and health programs.

29 CFR Part 1960 - Basic Program Elements for Federal Employee Occupational Safety and Health Programs and Related Matters
(6) Rating Criteria for this Element:
(a) Outstanding. Management encourages and provides for employee involvement in the structure and operation of the OHS program through written policies regarding incentives for participation, compensation for time spent, and recognition of achievements.  All employees receive a new employee orientation, including details of the OHS program, within 45 days of employment. There are multiple avenues of employee participation in the OHS program and most employees at all levels of the organization have participated in the OHS program in at least one meaningful way. There is no evidence of lack of participation by certain operations, groups, or facilities within the organization in question. Employees are comfortable talking about the OHS program and feel that their contributions are welcomed and valued. There is ample evidence that employee participation has had a demonstrable impact on the design and operation of the OHS program.  If the evaluation of this element indicates this is the case, rate this element as a 5.

(b) Exceeds.  Management encourages and provides for employee involvement in the structure and operation of the OHS program through policies regarding incentives for participation, compensation for time spent, and recognition of achievements.  Most employees receive a new employee orientation, including details of the OHS program, soon after they arrive. Most employees have participated in the OHS program in at least one meaningful way. Some operations, groups, or facilities within the organization participate in a fuller way than others but all see to it that their employees are involved. Employees feel that their contributions are welcomed and valued. There is evidence that employee participation has had a demonstrable impact on the design and operation of the OHS program.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met.  Management allows employee involvement in the structure and operation of the OHS program although pro-active encouragement seems to be lacking.  Employees receive a new employee orientation, including some details of the OHS program, but this orientation is not a priority as evidenced by occasional delays beyond 3 three months. Some employees have participated in the OHS program in at least one meaningful way but many have not. Most operations, groups, or facilities within the organization see to it that their employees are involved in fostering the OHS program but on an ad hoc basis. There is some but not much evidence that employee participation has had a demonstrable impact on the design and operation of the OHS program.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. Management does not foster employee involvement in the structure and operation of the OHS program in any formal way.  Employees receive a new employee orientation, including some details of the OHS program, but this orientation is not thorough and often late. Most employees have not participated in the OHS program in any meaningful way. Employees for a number of operations, groups, or facilities within the organization are not generally involved in the OHS program. There is little evidence that employee participation has had a demonstrable impact on the design and operation of the OHS program.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. Management does not encourage or provide for employee involvement in the structure and operation of the OHS program.  If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA

	OHS Component:   2. Employee Participation

	Assessed Element: (ii) Program Involvement

	OHS Section Goal:  A demonstrated process that a) advises all employees of their S&H rights; b) promotes their involvement in the safety and health program and in reporting hazards; c) prohibits, by policy and actions, supervisory or employee reprisals for hazard reporting; and d) ensures an effective means to respond to, action, and mitigate workplace hazards. 

	Recommended Performance Metric(s): Required attendance of new employee orientation within 90 days

	Interviewees: Managers, Supervisors, Employees and OHS staff 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

Observations Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

	Processes/Evaluation Criteria: (Rank 1-5)
1. Are employees authorized official time to participate in the OHS program activities?  _____
2. Is there new employee orientation covering the Bureau’s occupational safety and health program? _____
3. Is new employee orientation provided within 90 days? _____
4. Does new employee orientation meet OSHA and Bureau requirements? _____
5. What are the Bureau’s procedures for reporting unsafe or unhealthful working conditions, procedures for reporting anonymously by employees? _____
6. What are the Bureau’s procedures for employees reporting allegations of reprisal due to participation in safety and/or health activities? _____
7. Is safety and health information readily available to the employees? _____
8. Are DOI/DOL safety and health posters located in conspicuous places and available to employees? _____
9. Have the workers right to refuse or stop work that they reasonably believe involves imminent danger communicated and understood by employees and recognized by management? _____
10. Is open communication across their organization encouraged, especially between employees and management? _____

11. Opportunities for employees to participate in safety and health program activities? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present
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Component 3:
 Hazard Recognition and Prevention
Recognition and reduction of worksite hazards to prevent injury or illness is the cornerstone of an effective OHS program. Through careful analysis, diligent oversight, employee involvement, and on-going monitoring, worksite hazards can be minimized or eliminated. 

Controlling worksite hazards requires programs that identify, evaluate, and mitigate potential risks in a timely and effective manner. An organization with a sound OHS program will be able to demonstrate that comprehensive policies and procedures exist so that all worksites, jobs, equipment, and facilities are properly assessed to identify potential hazards that might threaten employee safety. Inspections should be conducted by competent and specially-trained experts with all the requisite skills to address the specific worksite and operations in question.  Skills in industrial hygiene, safety, engineering, chemistry, management systems, and communication are among the qualifications which may be necessary in the individual or team performing the assessments. Any new work processes, jobs, equipment, facilities, or materials should be analyzed before start-up or use to ensure that risks are identified and controlled.  In addition, as a proven means of recognizing hazards, procedures for tracking and trending injuries and illnesses over time must be in place to help uncover risks and detect patterns. 

Once hazards are identified, an effective OHS program must have mechanisms in place to effectively control or eliminate them without delay. Recognized hazards must be addressed using a “hierarchy of controls” where engineering controls must be used when feasible and methods such as personal protective equipment used only if engineering controls cannot be.  In all cases, corrective actions should be documented and monitored for effectiveness.  

Employees often have the most direct view of potential hazards.  Highly effective OHS programs formally and informally encourage employees to observe, document, and report potential hazards to management. Reports by employees must be provided a timely and meaningful response to validate their contribution to the OHS program and foster confidence in the system. Employees must feel secure when reporting hazards and should be allowed to do so anonymously and without fear of reprisal. 
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Component 3:
 Hazard Recognition and Prevention
(i)   Inspection, Identification and Prioritization of Deficiencies
An effective OHS management system ensures that the workplace is properly inspected so that any unsafe activities or conditions can be identified and corrected without delay. In addition to comprehensive baseline occupational health and safety worksite surveys, routine (periodic), and special inspections of worksites are necessary to ensure that previously undetected hazards are recognized, that changes in conditions and activities do not cause new or additional hazards, and that hazard controls remain in place and are effective. These inspections should be conducted on a routine basis and whenever appropriate based on factors such as new/changed operations or facilities, staff turnover, reports of injuries, illnesses or ‘near misses’, etc. 
Written procedures and, as necessary, supplemental technical guidance should be in place that detail the system for conducting the inspections. The system should identify responsibilities and assignments, technical inspection protocols (where needed), provide a written record of findings (e.g., ineffective or missing engineering or PPE controls, noncompliance with regulations, etc.), and effectively track corrective actions through completion.  In addition to identifying unsafe conditions and practices, the inspection process must also gather additional information as necessary for the prioritization, design, planning and implementation of the necessary corrective actions.  
Competent persons who are trained in hazard recognition and safety and health inspection procedures should conduct the inspections, with representation from affected employees, as appropriate. 

(1) Documents and Records Review:

(a) Written procedures or guidelines for conducting and documenting routine and on-going health and safety inspections, including the intervals at which the inspections will occur and any checklists/supplemental technical information that may be used.
(b) Written policies/procedures describing workplace hazard determinations (including industrial hygiene monitoring) such as those required when employees are assigned respiratory protection and other personal protection equipment (PPE).  

(c) Selected inspection reports, corrective action lists, priority rankings, and hazard correction tracking reports.
(d) Evidence that personnel performing worksite inspections are qualified to recognize the types of workplace hazards pertinent to their areas.

(e) CA-1, CA-2 – Workers’ compensation claim forms for job related injury/illness.

(f) Hazard notices 

(g) Training documents to show that people conducting the inspections have been trained.    
(h) Safety Management Information System (SMIS) reports which include information about inspections, industrial hygiene findings, near misses, etc.

(i) Workers’ compensation program reports.

(j) Employee reports of unsafe and unhealthful conditions.

(k) Safety committee charter and minutes relating to workplace inspections.
(2) Potential Interviewees: 

(a) Managers should describe the rationale for and procedures of the hazard inspection process. They should be able to articulate their role in evaluating the identified hazards and how hazards are documented, tracked and abated. 
(b)  Supervisors should be able to clearly explain types of potential hazards that workers under their supervision may encounter. They should also be able to explain their role in the identification, prioritization, and control of these hazards. 

(c) OHS staff should be able to provide details about their role in identification and control of hazards and what training they provide to employees involved in inspections.

(d) Employees and Union Representatives should be able to explain the types of potential hazards in their workplace, how they protect themselves, and their level of involvement in the inspection process.  They can also share what level of training they have received for participation in the inspection process.
(e) Facilities staff can provide important insight into prevailing OSH concerns in a workplace, lessons learned from past mishaps, and ongoing OSH challenges.
(3) Potential Interview Questions:
(a) Are the OSHA required inspections conducted and documented? Are OSHA-required hazard determinations conducted when employees are assigned respirators and other PPE?
(b) What is the inspection schedule? Do inspections occur more frequently in areas where there is an increased risk of injury or illness? 

(c) Are employee representatives provided the opportunity to participate in the inspections?

(d) Have you taken part in inspections? Do you believe them to be effective in identifying and correcting hazards and areas of noncompliance?
(e) What methodology is used for inspections (checklists, procedures, etc.)?  
(f) What training is provided to personnel conducting the inspections? How is their competence determined and evaluated? 

(g) What is the process for initiating a corrective action to abate an unsafe or unhealthful working condition? 
(h) How are corrective actions documented, prioritized and reported?

(i) Where are hazard notices posted and for how long of time?
(j) Do you feel the workplace hazard inspection process is effective?
(k) What is done with inspection data?  Are trend analyses conducted?
(l) Are there any concerns about reprisals if an unsafe activity or condition is reported?
(4) Observations:

(a) Workplace is free of obvious hazards.

(b) Hazard notices are visibly posted.

(c) Work is being performed to correct hazards. 

(d) Safety checklists are current and complete.

(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 – Instructions for evaluation of Federal agency occupational safety and health programs.

Department of Interior Departmental Manual - Chapter 6 Inspections and Abatements.

29 CFR 1960.25(a) Executive Order 12196 requires that each agency utilize as inspectors "personnel with equipment and competence to recognize hazards." Inspections shall be conducted by inspectors qualified to recognize and evaluate hazards of the working environment and to suggest general abatement procedures. Safety and health specialists as defined in 1960.2(s), with experience and/or up-to-date training in occupational safety and health hazard recognition and evaluation are considered as meeting the qualifications of safety and health inspectors. For those working environments where there are less complex hazards, such safety and health specializations as cited above may not be required, but inspectors in such environments shall have sufficient documented training and/or experience in the safety and health hazards of the workplace involved to recognize and evaluate those particular hazards and to suggest general abatement procedures. All inspection personnel must be provided the equipment necessary to conduct a thorough inspection of the workplace involved.
29 CFR 1960.25(b) Each agency which has workplaces containing information classified in the interest of national security shall provide access to safety and health inspectors who have obtained the appropriate security clearance.

29 CFR 1960.25(c) All areas and operations of each workplace, including office operations. 

29 CFR 1960.25(d) When situations arise involving multiple agencies' responsibilities for conditions affecting employee safety and health, coordination of inspection functions is encouraged.
29 CFR 1960.26(c)(1) The inspector shall, in writing, describe with particularity the procedures followed in the inspection and the findings which form the basis for the issuance of any Notice of Unsafe or Unhealthful Working Conditions.

29 CFR 1960.26(c)(2) Each agency shall establish a procedure for the prompt issuance of a Notice of Unsafe or Unhealthful Working Conditions. Such notices shall be issued not later than 15 days after completion of the inspections for safety violations or not later than 30 days for health violations. If there are compelling reasons why such notice cannot be issued within the 15 days or 30 days indicated, the persons described in paragraph (c)(2)(iii) of this section shall be informed of the reasons for the delay. Such procedures shall include the following:
1960.26(c)(2)(i) Notices shall be in writing and shall describe with particularity the nature and degree of seriousness of the unsafe or unhealthful working condition, including a reference to the standard or other requirement involved;

1960.26(c)(2)(ii) the notice shall fix a reasonable time for the abatement of the unsafe or unhealthful working condition; and

1960.26(c)(2)(iii) a copy of the notice shall be sent to the official in charge of the workplace, the employee representative who participated in the closing conference, and/or the safety and health committee of the workplace, if any.
29 CFR 1960.26(c)(3) Upon receipt of any notice of an unsafe or unhealthful working condition, the official in charge of a workplace shall immediately post such notice, or copy thereof, unedited, except for reason of national security, at or near each place an unsafe or unhealthful working condition referred to in the notice exists or existed. In addition, a notice shall be posted if any special procedures are in effect. Where, because of the nature of the workplace operations, it is not practicable to post the notice at or near each such place, such notice shall be posted, unedited, except for reason of national security, in a prominent place where it will be readily observable by all affected employees. For example, where workplace activities are physically dispersed, the notice may be posted at the location to which employees report each day. Where employees do not primarily work at or report to a single location, the notice may be posted at the location from which the employees operate to carry out their activities.

29 CFR 1960.26(c)(4) Each notice of an unsafe or unhealthful working condition, or a copy thereof, shall remain posted until the unsafe or unhealthful working condition has been abated or for 3 working days whichever is later. A copy of the notice will be filed and maintained for a period of five years after abatement at the establishment and made available to the Secretary upon request.
29 CFR 1960.27(a) Safety and health inspectors shall be in charge of inspections and may interview any employee in private if the inspector deems it necessary. A representative of the official in charge of a workplace and a representative of employees shall be given an opportunity to accompany Safety and Health Inspectors during the physical inspection of any workplace, both to aid the inspection and to provide such representatives with more detailed knowledge of any existing or potential unsafe or unhealthful working condition. The representative of employees shall be selected by the employees. Additional representatives of the official in charge and additional representatives of employees may accompany the Safety and Health inspectors if it is determined by the inspector that such additional representatives will further aid the inspection. Different representatives of the employer and employees may be allowed to accompany the Inspector during each different phase of an inspection.
29 CFR 1960.27(b) Safety and health inspectors shall be authorized to deny the right of accompaniment under this section to any person whose participation interferes with a fair and orderly inspection.
29 CFR 1960.27(c) With regard to facilities classified in the interest of national security, only persons authorized to have access to such facilities shall be allowed to accompany a Safety and Health Inspector in such areas.

29 CFR 1960.27(d) Safety and health inspectors shall consult with employees concerning matters of occupational safety and health to the extent deemed necessary for the conduct of an effective and thorough inspection. During the course of an inspection, any employee shall be afforded an opportunity to bring to the attention of the Safety and Health Inspector any unsafe or unhealthful working condition which the employee has reason to believe exists in the workplace.
29 CFR 1960.28(c) Any employee or representative of employees, who believes that an unsafe or unhealthful working condition exists in any workplace where such employee is employed, shall have the right and is encouraged to make a report of the unsafe or unhealthful working condition to an appropriate agency safety and health official and request an inspection of such workplace for this purpose. The report shall be reduced to writing either by the individual submitting the report or, in the case of an oral notification, by the above official or other person designated to receive the reports in the workplace. Any such report shall set forth grounds for the report and shall contain the name of the employee or representative of employees. Upon the request of the individual making such report, no person shall disclose the name of the individual making the report or the names of individual employees referred to in the report, to anyone other than authorized representatives of the Secretary. In the case of imminent danger situations, employees shall make reports by the most expeditious means available.

29 CFR 1960.28(d) Reports received by the agency.
1960.28(d)(1) Each report of an existing or potential unsafe or unhealthful working condition should be recorded on a log maintained at the establishment. If an agency finds it inappropriate to maintain a log of written reports at the establishment level, it may avail itself of procedures set forth in 1960.71. A copy of each report received shall be sent to the appropriate establishment safety and health committee.

1960.28(d)(2) A sequentially numbered case file, coded for identification, should be assigned for purposes of maintaining an accurate record of the report and the response thereto, As a minimum, each establishment's log should contain the following information: date, time, code/ reference/file number, location of condition, brief description of the condition, classification (imminent danger, serious or other), and date and nature of action taken.

1960.28(d)(3) Executive Order 12196 requires that agency inspections be conducted within 24 hours for employee reports of imminent danger conditions, within three working days for potentially serious conditions, and within 20 working days for other than serious safety and health conditions. However, an inspection may not be necessary if, through normal management action and with prompt notification to employees and safety and health committees, the hazardous condition(s) identified can be abated immediately.

1960.28(d)(4) An employee submitting a report of unsafe or unhealthful conditions shall be notified in writing within 15 days if the official receiving the report determines there are not reasonable grounds to believe such a hazard exists and does not plan to make an inspection based on such report. A copy of each such notification shall be provided by the agency to the appropriate certified safety and health committee, where established under Executive Order 12196. An agency's inspection or investigation report, if any, shall be made available to the employee making the report within 15 days after completion of the inspection, for safety violations or within 30 days for health violations, unless there are compelling reasons, and shall be made available to the Secretary or the Secretary's authorized representative on request.

29 CFR 1960.29(a) While all accidents should be investigated, including accidents involving property damage only, the extent of such investigation shall be reflective of the seriousness of the accident.
29 CFR 1960.29(b) In any case, each accident which results in a fatality or the hospitalization of three or more employees shall be investigated to determine the causal factors involved. Except to the extent necessary to protect employees and the public, evidence at the scene of an accident shall be left untouched until inspectors have an opportunity to examine it.
29 CFR 1960.29(c) Any information or evidence uncovered during accident investigations which would be of benefit in developing a new OSHA standard or in modifying or revoking an existing standard should be promptly transmitted to the Secretary.

29 CFR 1960.29(d) The investigative report of the accident shall include appropriate documentation on date, time, location, description of operations, description of accident, photographs, interviews of employees and witnesses, measurements, and other pertinent information. A copy of the investigative report required by this section shall be forwarded to the official in charge of the workplace, the appropriate safety and health committee, and the exclusive employee representative, if any. The investigative report shall be made available to the Secretary or his authorized representative on request. 


29 CFR 1960.30(a) The agency shall ensure the prompt abatement of unsafe and unhealthful conditions. Where a Notice of an Unsafe or Unhealthful Working Condition has been issued, abatement shall be within the time set forth in the notice, or in accordance with the established abatement plan.
29 CFR 1960.30(b) The procedures for correcting unsafe or unhealthful working conditions shall include a follow-up, to the extent necessary, to determine whether the correction was made. If, upon the follow-up, it appears that the correction was not made, or was not carried out in accordance with an abatement plan prepared pursuant to paragraph (c) of this section, the official in charge of the establishment and the appropriate safety and health committee shall be notified of the failure to abate.

29 CFR 1960.30(c) The official in charge of the establishment shall promptly prepare an abatement plan with the appropriate participation of the establishment's Safety and Health Official or a designee, if in the judgment of the establishment official the abatement of an unsafe or unhealthful working condition will not be possible within 30 calendar days. Such plan shall contain an explanation of the circumstances of the delay in abatement, a proposed timetable for the abatement, and a summary of steps being taken in the interim to protect employees from being injured as a result of the unsafe or unhealthful working condition. A copy of the plan shall be sent to the safety and health committee, and, if no committee exists, to the representative of the employees. Any changes in an abatement plan will require the preparation of a new plan in accordance with the provisions of this section.

29 CFR 1960.30(d) When a hazard cannot be abated within the authority and resources of the official in charge of the establishment, that official shall request assistance from appropriate higher authority. The local safety and health official, any established committee and/or employee representatives, and all personnel subject to the hazard shall be advised of this action and of interim protective measures in effect, and shall be kept informed of subsequent progress on the abatement plan.

29 CFR 1960.30(e) When a hazard cannot be abated without assistance of the General Services Administration or other Federal lessor agency, the occupant agency shall act with the lesser agency to secure abatement. Procedures for coordination with the General Services Administration are contained in Subpart E of this part. 

 (6) Rating Criteria for this Element:
(a) Outstanding. Daily informal walk through inspections are conducted by employees and supervisors.  Employees are so aware of issues in their workplace they review their work periodically for hazards and either self correct or recommend abatement strategies to their supervisors.  An effective system has been well established to identify and correct workplace health and safety hazards. A baseline comprehensive health and safety survey has been conducted and there is an on-going, proactive hazard inspection program in operation, with at least monthly inspections scheduled. Areas with potentially greater hazards are inspected at more frequent intervals than other areas. Written procedures define what is to be inspected and how to record and report findings. Nationally recognized procedures for all sampling, testing, analysis and assessment are used. A tracking system is used to monitor identified hazards through completion of all necessary corrective actions. All records are up to date and complete. Employees are involved in the inspection program and all personnel used in the inspections are appropriately trained in hazard recognition.  Hazard notices are visible and easily identified. There is good rationale to prioritize corrective actions. Abatement plans and status reports are available to all employees.  If the evaluation of this element indicates this is the case, rate this element as a 5.

(b) Exceeds.  An effective system has been established to identify and correct workplace health and safety hazards.  A baseline comprehensive health and safety survey has been conducted and there is an on-going, proactive hazard inspection program in operation, with periodic inspections scheduled.  Areas with potentially greater hazards are inspected at more frequent intervals than other areas. Procedures exist which define what is to be inspected and how to record and report findings.  A tracking system is used to monitor identified hazards through completion of all necessary corrective actions. Most records are up to date and complete. Employees are generally involved in the inspection program and are adequately trained in hazard recognition.  There is good rationale to prioritize corrective actions. Abatement plans and status reports are available to all employees.    If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. A system has been established to identify and correct workplace health and safety hazards but it is not well defined or based on written policies/procedures.  A baseline health and safety survey has been conducted but it did not address all operations/facilities or is outdated.  There is an on-going hazard inspection program in operation but it is rather ad hoc with no set inspection schedule. Areas with potentially greater hazards are inspected at more frequent intervals than other areas. Some procedures exist which define what is to be inspected and how to record and report findings.  A tracking system is used to monitor identified hazards but it is sometimes incomplete or does not track through completion of all necessary corrective actions. Records are generally, but not always, up to date and complete. Employees are generally involved in the inspection program and are competent in hazard recognition although formal training is rare.  There is rationale to prioritize corrective actions.   If the evaluation of this element indicates this is the case, rate this element as a 3.

(d) Partially Met. The system to identify and correct workplace health and safety hazards is not well defined or based on written policies/procedures.  A baseline health and safety survey has been conducted but it did not address all operations/facilities or is outdated.  There is an on-going hazard inspection program for some (not all) activities and facilities but it is rather ad hoc with no set inspection schedule. Few procedures exist which define what is to be inspected and how to record and report findings.  The tracking system used to monitor identified hazards is often incomplete or does not track through completion of all necessary corrective actions. Records are not always up to date or complete. Employees are not typically involved in the inspection program.    If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. No formal system exists to identify and correct workplace health and safety hazards.  If the evaluation of this element indicates this is the case, rate this element as a 1.

	OHS Component:  3. Hazard Recognition and Prevention

	Assessed Element:  (i) Inspection, Identification and Prioritization of Deficiencies 

	OHS Section Goal: An effective, proactive safety and health program will seek to identify new hazards and failures in hazard controls, analyze findings, and identify feasible abatement methods. A system will be used to track results.

	Recommended Performance Metric(s):  Increase Safety Program Audit Compliance with no RAC 1 or 2. 

	Interviewees: Bureau managers, Supervisors, Employees, OHS staff, Union representatives and Law Enforcement staff 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

-Record-keeping logs                      -CA-1, CA-2                         -Inspection program documents                         -Hazard notices          -Bureau/office standards
-Inspection records                          -Abatement records              -Abatement plans                                                -SMIS reports

-Workers’ Compensation program reports                                    -Employee reports of unsafe and unhealthful

Observations Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-Corrected hazards                        -Overall condition of facility or worksites                     -OSHA posters

	Processes/Evaluation Criteria: (Rank 1-5)
1. Are the OSHA required inspections conducted and documented? _____
2. Does the bureau generally comply with DOI/OSHA standards?  (How do deficiencies relate to the safety and health program: lack of inspections, training, funds, etc.)? _____
3. Does the bureau utilize as inspectors "personnel with equipment and competence to recognize hazards? _____
4. In addition to the annual inspections, are more frequent inspections conducted in all workplaces where there is an increased risk of accident, injury, or illness due to the nature of the work performed? _____
5. Are employee representatives provided the opportunity to participate during the inspections? _____
6. What is the process to respond to the abatement of the unsafe or unhealthful working condition? _____
7. Are corrective actions documented? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present
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Component 3:
 Hazard Recognition and Prevention
(ii)  Hazard Control and Abatement 
Effective OHS programs can demonstrate that the workplace is inspected for hazards on a periodic or ongoing basis. Once hazards or potential hazards are recognized, it is important that they are controlled or abated in a prompt and effective manner and that appropriate tracking and records are maintained.  OSHA describes a “hierarchy of controls” that should be used when deciding the manner in which hazards are reduced or eliminated.  For example, for reducing chemical exposures, it is generally recognized that is desirable to change the process to eliminate the need for toxic chemicals, if feasible, or alternatively, substitute toxic materials with less toxic materials. More specifically, DOI has adopted a Risk Assessment System which is to be used by the bureaus for determining the priority for hazard abatement activities. Administrative controls can sometimes be used such as reducing the work shift so that exposures accumulated over the day do not exceed permissible limits. Engineering controls such as increasing ventilation or installing noise-reducing materials where needed is considered preferable to simply issuing personal protective equipment like respirators and ear plugs. 
Hazard controls and abatement often rely on establishing and training employees in safe work procedures and instituting effective systems which take advantage of ongoing observation and correction of unsafe acts, positive reinforcement for safe acts, and, when necessary, application of a clearly communicated disciplinary system.  Also, an effective facility and equipment maintenance program might be essential to reducing risks from slips, trips and falls or dangerous conditions from using broken equipment. 
The tracking of hazards and the corrective actions used to control or abate them is also essential to an effective OHS program.  Tracking can take many forms from something as simple as placing notations on the hazard report form to more formal spreadsheets and reports which document details of the specific measures to be taken, approvals, corrective action budgets, allowable timeframes for completion, follow-up inspections, etc. 
(1) Documents and Records Review:
(a) Safety and health evaluations, job hazard analyses, unsafe/unhealthful condition reports, follow-up reports, and corrective action records.  
(b) Any other documents, forms, or spreadsheets that help determine whether a reliable hazard tracking system is in place to tracks hazards to completion (e.g., near miss cards, safety committee meeting minutes, medical department work orders, etc.).
(c) Facility/maintenance work orders.  
(d) Purchase orders (safety program-related).
(e) Engineering project logs 
(f) Employee suggestions.
(2) Potential Interviewees: 
(a) Managers should be able to discuss their experience dealing with how hazards are initially recognized, how corrective actions are prioritized and planned, how budgets for the corrective actions are decided and approved and how completion status is tracked and ultimately confirmed.   

(b) Supervisors should be able to discuss their experiences with interfacing with managers, other supervisors, facilities personnel and others to control or abate hazards they have identified.  They should be able to explain what their role is in prioritizing hazards, tracking corrective actions through completion, conducting follow-up inspections, etc.  

(c) OHS staff should be able to discuss specific examples of hazardous conditions being reported by them and their experiences with working with management and others as corrective actions are completed. They should be able to describe how priorities are established (e.g., using risk assessment codes), how promptly corrective actions are authorized and carried out, and, in general, how effective the hazard abatement and control mechanism are.  
(d) Employees and union representatives should be able to explain how they go about reporting hazards, whether they believe they are at risk of reprisals for filing such reports, and discuss how responsive and effective they think management is when it comes to controlling and abating hazards in the workplace.  
(e) Field staff can address the special hazard control and abatement issues associated with working outside and not in specific facilities.  

(f) Facilities staff are usually involved in correcting and tracking hazards to completion.  Sometimes employees are involved because a facilities work order is filled out as a method of discovering/correcting hazards. 
(g) Law enforcement personnel often have firsthand experience dealing with emergencies stemming from unsafe acts, facilities or operations and should be able to provide their perspective about the effectiveness of the hazard control/abatement program.
(3) Potential Interview Questions:
(a) What kinds of safety and health hazards do you think are potentially present in your workplace? Who is aware of these potential hazards (e.g., management, OHS staff, and supervisor)?  

(b) Have you ever reported a hazardous condition to your supervisor or other management official? If yes:
· What was the hazard?
 
· Whom did you notify?

 
· Did you report orally or in writing? If in writing, was a particular form or format used?  
· Did you get a response indicating that your report was being addressed? 
· Was a corrective action performed to control or abate the hazard? If yes, how long did it take? Who was involved? Was it effective?  

(c) Describe the system for initiating, carrying out, tracking, and closing corrective actions (e.g. who specifically in the organization is responsible for each of these steps)? 
(d) Do you feel that an adequate hazard prioritization system is used?  That is, is the time it takes to perform a necessary corrective action commensurate with the degree of hazard? For example, are hazards which could result in a severe injury or illness and have a high probability of occurrence addressed first and without delay? Similarly, are adequate resources applied to controlling the hazard, commensurate with a sound hazard priority system?
(e) Is the principle of ‘hierarchy of controls’ used to control or abate potential hazards?  Do you believe that any hazards not addressed by substitution or engineering controls are addressed by adequately designed administrative controls such as work shift limits or, if these controls are not adequate or feasible, by issuance of personal protective equipment?
(f) In general, do you think that management has a good understanding of the hazards? Do you feel that you and the other employees work in a place free of recognized hazards? If a hazard is reported, does management effectively investigate and correct, as necessary? 
(g) Has the organization had you examined by a physician? If so, was it just at the start of work; Is it done periodically?

· If routine, how often?

· If not routine and not for start of employment, what was the reason?

· Did the examination seem thorough?

· Did anyone explain what was being done and why? If so, who?

· Were the results of the examination provided to you? Did anyone explain them? If so, who?
(h) What kind of personal protective equipment do you use, if any? Is it readily available when needed? Have you been adequately trained in their limitations, proper use, etc.?  If you have been assigned a respirator, have you been fit tested? Medically qualified? For what substance(s) is the respirator intended to provide protection? 
(4) Observations:

(a) Take a previous report (verbal or written) of an unsafe/unhealthful condition and follow the how this report was handled through the completion of the corrective action and close-out of the matter.  It may be helpful to establish a paper trail (notifications, memos, logs, reports, etc.) documenting activities relating to the report. Visually inspect the workplace and assess the effectiveness of the corrective action. Verify completion status.  Talk with affected employees, if possible.  If it appears upon the follow-up that the corrective action was not made or was not effective, ascertain whether the official in charge and/or the appropriate safety and health committee was notified of the failure to abate.
(b) Observe workplace areas requiring warning signs or postings (e.g., hearing protection areas; construction areas requiring hard hats, protective footwear, safety glasses; areas with asbestos materials; etc.). Verify that appropriate signage is place and that stated requirements are being followed. 
(c) Inspect the safety-related tools or equipment and ascertain whether meets the needs of the workplace in question.  Such tools and equipment may include items such as lockout/tag out kits, spill kits, fall protection devices (e.g., body harnesses), eyewash stations, etc. 
(d) Observe workplace operations and conditions for the presence of any apparent uncontrolled hazards and the lack of adherence to or enforcement of workplace OHS requirements. 
 (5) References: 

Executive Order 12196 -The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
29 CFR 1960.25(c) All areas and operations of each workplace, including office operations, shall be inspected at least annually. More frequent inspections shall be conducted in all workplaces where there is an increased risk of accident, injury, or illness due to the nature of the work performed. Sufficient unannounced inspections and unannounced follow-up inspections should be conducted by the agency to ensure the identification and abatement of hazardous conditions.
29 CFR 1960.28 Employee reports of unsafe or unhealthful working conditions 
29 CFR 1960.28(a) The purpose of employee reports is to inform agencies of the existence of, or potential for, unsafe or unhealthful working conditions. A report under this part is not a grievance.

29 CFR 1960.28(b) This section provides guidance in establishing a channel of communication between agency employees and those with responsibilities for safety and health matters, e.g., their supervisor, the agency safety and health officials, safety and health committees, safety and health inspectors, the head of the agency, or the Secretary. These channels of communication are intended to assure prompt analysis and response to reports of unsafe or unhealthful working conditions in accordance with the requirements of Executive Order 12196. Since many safety and health problems can be eliminated as soon as they are identified, the existence of a formal channel of communication shall not prelude immediate corrective action by an employee's supervisor in response to oral reports of unsafe or unhealthful working conditions where such action is possible. Nor should an employee be required to await the outcome of such an oral report before filing a written report pursuant to the provisions of this section
29 CFR 1960.30(a) The agency shall ensure the prompt abatement of unsafe and unhealthful conditions. Where a Notice of an Unsafe or Unhealthful Working Condition has been issued, abatement shall be within the time set forth in the notice, or in accordance with the established abatement plan.

29 CFR 1960.30(b) The procedures for correcting unsafe or unhealthful working conditions shall include a follow-up, to the extent necessary, to determine whether the correction was made. If, upon the follow-up, it appears that the correction was not made, or was not carried out in accordance with an abatement plan prepared pursuant to paragraph (c) of this section, the official in charge of the establishment and the appropriate safety and health committee shall be notified of the failure to abate.

29 CFR 1960.30(c) The official in charge of the establishment shall promptly prepare an abatement plan with the appropriate participation of the establishment's Safety and Health Official or a designee, if in the judgment of the establishment official the abatement of an unsafe or unhealthful working condition will not be possible within 30 calendar days. Such plan shall contain an explanation of the circumstances of the delay in abatement, a proposed timetable for the abatement, and a summary of steps being taken in the interim to protect employees from being injured as a result of the unsafe or unhealthful working condition. A copy of the plan shall be sent to the safety and health committee, and, if no committee exists, to the representative of the employees. Any changes in an abatement plan will require the preparation of a new plan in accordance with the provisions of this section.

29 CFR 1960.30(d) When a hazard cannot be abated within the authority and resources of the official in charge of the establishment, that official shall request assistance from appropriate higher authority. The local safety and health official, any established committee and/or employee representatives, and all personnel subject to the hazard shall be advised of this action and of interim protective measures in effect, and shall be kept informed of subsequent progress on the abatement plan.

29 CFR 1960.30(e) When a hazard cannot be abated without assistance of the General Services Administration or other Federal lessor agency, the occupant agency shall act with the lessor agency to secure abatement. Procedures for coordination with the General Services Administration are contained in Subpart E of this part.
(6) Rating Criteria for this Element:
(a) Outstanding. An effective communication system to transmit hazard and abatement information across the bureau or office exists. All employees are familiar with this system. Reported hazards are evaluated competently and corrective actions are developed and prioritized based on sound rationale (e.g., by using a ‘hierarchy of controls’ and ‘risk assessment codes’). Corrective actions are carried out without delay and are effective.  A good hazard reporting/corrective action tracking system is in place and employees are informed of steps being taken to address their concerns (especially those who originally reported the hazard).  Where necessary, there is evidence that multiple disciplines (e.g., OHS staff, facilities personnel, supervisors, line employees) are actively engaged in the corrective action prioritization, planning and abatement processes. If the evaluation of this element indicates this is the case, rate this element as a 5.

(b) Exceeds. An effective communication system to transmit hazard and abatement information across the bureau or office exists.  Most employees are familiar with this. Reported hazards are evaluated competently and corrective actions are developed and prioritized based on sound rationale (e.g., by using a ‘hierarchy of controls’ and ‘risk assessment codes’). Most corrective actions are carried out without delay and are effective although there is evidence that this occasional does not occur due to lack of, for example, manpower, funds, etc.  A good hazard reporting/corrective action tracking system is in place and employees are usually informed of steps being taken to address their concerns (especially those who reported the hazard).  Where necessary, there is evidence that multiple disciplines (e.g., OHS staff, facilities personnel, supervisors, line employees) are actively engaged in the corrective action prioritization, planning and abatement processes. If the evaluation of this element indicates this is the case, rate this element as a 4.
(c) Met. An effective system exists across the majority of the organization to address any reported hazards. Most employees are familiar with this system. Reported hazards are evaluated competently and corrective actions are developed and prioritized but sometimes without the benefit of sound, defensible rationale.  Corrective actions are generally considered effective but some delays may occur. A hazard reporting/corrective action tracking system exists but occasionally it is not followed when it should be.  Employees are sometimes, but not always, informed of steps being taken to address their concerns.  It is not typical that multiple disciplines become actively engaged in the corrective action prioritization, planning and abatement processes, even though the process would benefit from this. If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. The hazard control and abatement tracking system is not routinely used and, as a result, there is evidence that corrective actions are too often not effective and not conducted in a timely manner. Consequently, some employees are not confident in the organization’s ability to effectively control workplace hazards or address reported concerns.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. A hazard control and abatement system is not present or has significant gaps. Recognized hazards often remain unabated for significant periods of time.  Little confidence exists among employees that corrective actions will be effectively completed.   If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   3. Hazard Recognition and Prevention

	Assessed Element: (ii) Hazard Control and Abatement

	OHS Section Goal: An effective tracking system is in place that (a) identifies and assess hazards; (b) documents interim and final abatement actions and (c) promotes the use of engineering, work practice and administrative controls and personal protective equipment (PPE) as applicable to prevent and/or control workforce exposure(s) to such hazards

	Recommended Performance Metric(s): Risk assessments completed; hierarchy of controls in place; prioritization of corrective actions.

	Interviewees: Field staff -Facilities staff, Law Enforcement, Managers, Supervisors, OHS staff, Employees and Union representatives

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

-Job hazard analyses (JHA), follow-up, and corrective action records               -Facilities work orders           -Engineering project logs                   -Employee suggestions

-Ergonomic evaluations                                                                                       -Purchase orders (safety program related)

Observations: Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-PPE Program-Tour facility identify PPE use

-Tour facilities to review engineering controls and warnings                             - Tour facilities to review administrative controls,

- Tour facilities to review hazards identified and control strategies                    -On site document reviews

	Processes/Evaluation Criteria: (Rank 1-5)
1. Are employees provided place of employment, free from uncontrolled hazards? _____
2. Does the Bureau ensure the abatement of unsafe and unhealthful conditions following the DOI Risk Assessment Code? _____

3. Are sufficient unannounced inspections and unannounced follow-up inspections conducted to ensure the identification and abatement of hazardous conditions promoted? _____
4. Does the responsible manager/supervisor promptly prepare an abatement plan when the hazard cannot be corrected within 30 calendar days?  _____
5. When a hazard cannot be abated within the authority and resources of the local establishment, is assistance requested from higher authority? _____

6. How effective is the Bureau’s system for tracking abatement? _____
7. Are RAC 1 and 2 conditions abated immediately? _____

8. Are identified hazards coordinated with facility management for abatement? _____
9. Is a preventative maintenance schedule implemented for areas where needed and followed under normal circumstances? _____
10. Are breakdown repairs for safety related items are expedited? _____
11. Are appropriate controls (engineering, work practice and administrative controls, PPE) in place for significant hazards and continually improved upon based on workplace experience and general knowledge? _____


	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present


Handbook to Guide Completion of the

Safety and Occupational Health Program Evaluation Tool



Component 3:
 Hazard Recognition and Prevention
(iii) Reports of Unsafe and Unhealthful Conditions
A reliable system should be in place for employees to notify, without fear of reprisal, appropriate management personnel about workplace conditions or operations that appear to be hazardous. The reporting system should:
· Encourage employees to use the reporting system;
· Provide for timely and appropriate responses to such notifications; 
· Include a means to track responses and corrective actions taken; and 
· Support anonymity if possible.
A system used by employees to both notify management of hazards and to track responses serves a dual purpose. It gives management the benefit of having many more workplace observers and it provides evidence that safety and occupational health issues are taken seriously and are a top priority in the organization.  Documenting identified problems and tracking any corrective actions taken are critical to the credibility of the reporting system.  Credibility is also measured by the nature of the safeguards against reprisals that might discourage reporting of unsafe conditions or hazards. Also, the reporting system must not require that the internal process be used before filing an employee may file a complaint with OSHA. 

(1) Documents and Records Review: 

(a) Safety and health policies and procedure.

(b) Unsafe/unhealthful condition reports, follow-up reports, and corrective action records
(c) Employee reports of hazards.

(d) Complaint logs.

(e) Facility/maintenance work orders.
(f) Written forms or reporting mechanisms that provide anonymity.

(g) Safety Committee meeting minutes.
(h) Safety and health evaluations (i.e. ergonomic/noise, etc.) – Employee concerns about unsafe/unhealthy conditions may be documented in the course of performing OHS inspections and evaluations.
(i) Medical department work orders – Near misses, injuries and illnesses can be logged through the medical department (e.g., first aid cases, etc.).
(j) Near miss cards – These are similar to accident/incident investigations, however, they are completed when a near miss occurs.

(k) Purchase orders (safety program-related) – These can be viewed because equipment may be needed as a result of an unsafe/unhealthful condition.

(l) Engineering project logs – Engineering a hazard out is the first line of defense.  Project logs can convey what is being done or planned as a result of a report of a recognized hazard.
(m) Employee handbook – The handbook informs employees of their rights and responsibilities.
(n) Employee orientation manual – The manual provides employees information about handling safety hazards. 

(o) OSHA poster – Poster is mounted in a location accessible and visible to all employees.

(p) “Tool Box” Safety Briefings Minutes – Records of safety and health briefings given by the bureau or office at any level in their organizations will indicate strong and weak areas of safety and health program implementation. 
(q) Safety Training Observation Program (STOP) by DuPont – This program helps with hazard recognition for employees.  Employees document the hazard in writing and then turn it in to management.  
(a) (2) Potential Interviewees: Managers should be able to discuss the unsafe/unhealthful condition reporting system and how the system works.  
(b) Supervisors should be able to convey what is done when an unsafe/unhealthy condition is reported to them and how the reports lead to an effective corrective action. 
(c) OHS staff can provide assistance on how a condition is reported, prioritized, corrected, and followed through to completion.
(d) Employees and union representatives should be able to explain the bureau/office unsafe/unhealthy condition reporting system.  They can discuss who they report unsafe/unhealthy conditions to and their experiences with regard to how responsive management is to these reports. 

(e) Field staff  who do not work in a specific facility can discuss how they report unsafe conditions. 
(f) Facilities staff are usually involved in correcting hazards.  Sometimes employees are involved because a facilities work order is filled out as a method of discovering/correcting hazards.  

(g) Contractors can discuss how they report unsafe conditions to their management as well as to DOI. 
(3) Potential Interview Questions:

(a) Explain how apparent hazards are identified, including the system for the employees to report hazards.  For example, have you ever reported a hazardous condition to your supervisor or other management official here? If yes:  

1. What was the condition?

2. Whom did you notify?


3. Did you report it in writing or orally?
4. Did you get a response? If so, was the response satisfactory?
5. How long did it take to get a response? 
6. If you did not get a response, what did you do (e.g., did you try someone else)?
(b) Explain how hazard reports are processed and how does the workplace culture support or encourage the reporting of hazards.

(c) Provide examples of reported hazards getting corrected in a timely manner.

(d) Provide examples of how employees are encouraged to use the hazard reporting system, how accessible the policy is, and how the system has been communicated throughout the organization.
(e) With regard to facilities/maintenance work orders, how are the safety related concerns identified corrected and tracked to completion?

(4) Observations: 
(a) Take a closed report of an unsafe/unhealthful condition item and check on its completion status.  Is there evidence that there was follow-up with those who initiated the report and other affected employees? Talk with the reporter and affected employees, if possible.

(b) Verify that there is a working telephone number to report emergencies and mishaps and that calls are documented and promptly acted upon. 

(c) Identify whether there is an online suggestion box available through the organization’s intranet.

(d) Attend a safety meeting and observe how reports of safety concerns or potential hazards are addressed.

 (5) References: 

Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.

 

29 CFR 1960.27 Representatives of officials in charge and representatives of employees
29 CFR 1960.27(d) Safety and health inspectors shall consult with employees concerning matters of occupational safety and health to the extent deemed necessary for the conduct of an effective and thorough inspection. During the course of an inspection, any employee shall be afforded an opportunity to bring to the attention of the Safety and Health Inspector any unsafe or unhealthful working condition which the employee has reason to believe exists in the workplace.

29 CFR 1960.28 Employee reports of unsafe or unhealthful working conditions 
1960.28(a) The purpose of employee reports is to inform agencies of the existence of, or potential for, unsafe or unhealthful working conditions. A report under this part is not a grievance.

1960.28(b) This section provides guidance in establishing a channel of communication between agency employees and those with responsibilities for safety and health matters, e.g., their supervisor, the agency safety and health officials, safety and health committees, safety and health inspectors, the head of the agency, or the Secretary. These channels of communication are intended to assure prompt analysis and response to reports of unsafe or unhealthful working conditions in accordance with the requirements of Executive Order 12196. Since many safety and health problems can be eliminated as soon as they are identified, the existence of a formal channel of communication shall not prelude immediate corrective action by an employee's supervisor in response to oral reports of unsafe or unhealthful working conditions where such action is possible. Nor should an employee be required to await the outcome of such an oral report before filing a written report pursuant to the provisions of this section
29 CFR 1960.71(a) The Act and E.O. 12196 require all Federal agency heads to submit to the Secretary an annual report on their agency's occupational safety and health program, containing such information as the Secretary prescribes.

 

(6) Rating Criteria for this Element:

(a) Outstanding. The bureau or office has a policy for reporting unsafe and unhealthful conditions and a reliable system for reporting unsafe and unhealthful conditions is provided for employees.  The system provides for employees to receive very timely and appropriate responses, and employees are systematically informed of the results of their notifications.  Employees are encouraged to use this reporting system and evidence exists that employees contribute reports whenever necessary.  The system supports anonymity.  If the evaluation of this element indicates this is the case, rate this element as a 5.

(b) Exceeds. A reliable system for reporting unsafe and unhealthful condition system is provided to employees. The system provides for employees to receive adequately timely and appropriate responses.  Usually employees are informed of the results of the results of their notifications.  Employees are encouraged to use this reporting system and evidence exists that employees contribute reports. The system supports anonymity.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. Management has a somewhat reliable system for employee to report unsafe and unhealthful conditions.  Employees are informed about the system and are generally aware of it but they are not routinely encouraged to use it.  Employees are eventually given responses to their reports.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. Management has an incomplete system for reporting unsafe and unhealthful conditions; and/or employees are not generally aware of the system nor encouraged to use it.  The overall system has some elements in place but does not seem to be adequate.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. Management does not have a system for reporting unsafe and unhealthful conditions.  The process is non-existent or highly lacking.  If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:  3. Hazard Recognition and Prevention

	Assessed Element: (iii) Reports of Unsafe/Unhealthful Conditions

	OHS Section Goal: An effective process to report unsafe or unhealthful working conditions

	Recommended Performance Metric(s): Number of unsafe/unhealthful conditions reported by employees 

	Interviewees: Field staff, Facilities staff, Law Enforcement, Managers, Supervisors, OHS staff, Employees and Union representatives 
Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness.                                                                                                              -Unsafe/Unhealthful Condition Reports, follow-up, and corrective action records              -Facilities work orders                                                                              -Engineering project logs                                                                                                       -Employee suggestions                                                                             -Ergonomic evaluations                                                                                                          -Purchase orders (safety program related)                           Observations: Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can    be witnessed.

	Processes/Evaluation Criteria: (Rank 1-5)                                                                                                                                                                                      

Are employees aware of their right and the process used to report unsafe and unhealthful working conditions to appropriate officials? _____ 

Is there an effective program for employees or representatives of employees to report unsafe or unhealthful working conditions? _____

Are complaint inspections conducted within 24 hours for employee reports of imminent danger conditions, within three working days for potentially serious conditions, and within 20 working days for other than serious safety and health conditions, unless the hazardous condition(s) identified are abated immediately? _____

	OHS Section Rating  ____                                                                                                                                                                                                             

5-Outstanding                                                                                                                                                                                                                                         4-Exceeds                                                                                                                                                                                                                                                3-Met              

2-Partially Met          

1-Not Present


Handbook to Guide Completion of the 

Safety and Occupational Health Program Evaluation Tool
Component 3:
 Hazard Recognition and Prevention
(iv)  Process/Operational Hazard Analysis, Management of Change 
Identifying and eliminating hazards before they cause injury or illness is the most effective means to reduce workplace risk.  An effective OHS management system should have policies in place which require a thorough review of new processes and operations in order that safety and occupational health hazards may be identified as far in advance as possible, such as during the design or planning phase.  When OHS risks are identified up-front, it is often easier to build in engineering controls and ensure newly required OHS policies and procedures are in place and workers are ready to follow them.  Similarly, when a change occurs in an existing process or operation that might create new hazards, effective change management principals should be used to identify impacts on OHS requirements such as worker training, hazard communication, worker protection, etc.  

Process/operational hazard analyses can be accomplished through a number of techniques.  One technique is a job hazard analysis (JHA).  OHS programs effectively utilizing JHAs have been proven to result in improved work practices and hazard controls and ultimately in fewer workplace injuries and illnesses A JHA involves a thorough review of hazards and potential hazards associated with each step of a task, operation, or project. Then, specific hazard controls are provided for each hazard listed under each respective step. In this manner, a systematic assessment of ‘steps’, ‘hazards’ and ‘controls’ can be performed and documented.  JHAs can be performed for virtually all workplace operations, activities, processes, and discrete tasks.  JHAs should be performed for all new or updated jobs.  
 (1) Documents and Records Review: 

(a) Planning documents such as memos, engineering reports, construction bidding documents, etc., can be used to identify new operations which might require up-front hazard analysis.  
(b) Purchase orders or facility work orders may reflect OHS-related equipment, supplies, training, renovations, etc., stemming from hazard analyses or anticipation of new/modified operations.  

(c) Reports of OHS inspections, JHAs, pre-job safety reviews, or change analyses, including follow-up and corrective action records, can reflect the effectiveness of the organization’s hazard analysis program.
(d) Employee suggestions may indicate existing or potential unsafe or unhealthful working conditions and reflect the extent of previous hazard assessments.
(e) PPE program assessments can reflect the outcomes of previous hazard assessments and JHAs.

(2) Potential Interviewees: 

(a) Managers should be able to discuss the job safety and analysis program and how the analyses are conducted and used to mitigate hazards. At least one example of how new or changed operations were assessed for OHS ramifications should be solicited. 
(b) Supervisors should be able to convey how hazard analysis pertains to their areas of responsibility and how employees are involved in the process. They can also share how the findings of the JHA have eliminated and prevented hazards in their work area and how they have been used to improve employee training.
(c) OHS staff can share how they are involved in performing and using JHAs, including how change is implemented as a result of the analyses.

(d) Employees and union representatives should be able to explain the JHA program and provide examples of how hazard assessments have been used to make their workplace safer. 

(e) Field staff  can discuss how they are involved in performing and using JHAs even though they do work in any facility. 

(f) Facilities staff becomes involved with the hazard analysis process as new/modified equipment, buildings, processes are introduced or changed.  They may have valuable insight regarding the effectiveness of existing hazard assessment/change control policies/procedures.

(3) Potential Interview Questions:
(a) What process is used to identify OHS hazards in the general workplace?

(b) Is a JHA or equivalent completed for all potentially hazardous jobs? When an injury or illness has been recorded? Are JHAs updated and improved based on workplace experience? To what extent are JHAs actually used by workers and their supervisors? 

(c) What policies are in place for integrating a hazard analysis into the design, development, implementation, and change of workplace processes and work practices?
(d) Is an effective hazard review conducted of new facilities, processes, materials and equipment? Is the OHS staff kept apprised of such changes before plans are finalized? Are deviations/variances from plans reviewed by OHS staff for OHS impacts and approved by management?
(e) Does the bureau or office collect, compile statistics, and evaluate OSH exposure data?  
(f) Does the bureau use to protect employees? 
(g) How are results from hazard analyses used to implement the ‘hierarchy of controls’ as defined by OSHA (e.g., determine engineering controls, PPE, administrative controls, employee training, etc.)? 
(h) Are JHAs reviewed by employees when they first do a job or transfer from one area to another?

(4) Observations:

(a) Posted JHAs, corrective action tracking lists

(b) Announcements of new facilities or operations
(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs.

OSHA 3071 Job Hazard Analysis 2002 (Revised) - This booklet is used by employers, foremen, and supervisors to analyze jobs and recognize workplace hazards. It explains what a job hazard analysis is and offers guidelines to help conduct a step-by-step analysis.

Department of Interior Departmental Manual - Chapter 14 Job Hazard Analysis
29 CFR 1910.119(d) Process safety information. In accordance with the schedule set forth in paragraph (e)(1) of this section, the employer shall complete a compilation of written process safety information before conducting any process hazard analysis required by the standard. The compilation of written process safety information is to enable the employer and the employees involved in operating the process to identify and understand the hazards posed by those processes involving highly hazardous chemicals. This process safety information shall include information pertaining to the hazards of the highly hazardous chemicals used or produced by the process, information pertaining to the technology of the process, and information pertaining to the equipment in the process.

29 CFR 1910.119(e)(1) The employer shall perform an initial process hazard analysis (hazard evaluation) on processes covered by this standard. The process hazard analysis shall be appropriate to the complexity of the process and shall identify, evaluate, and control the hazards involved in the process. Employers shall determine and document the priority order for conducting process hazard analyses based on a rationale which includes such considerations as extent of the process hazards, number of potentially affected employees, age of the process, and operating history of the process.

(6) Rating Criteria for this Element:
(a) Outstanding.  There is a written policy requiring the performance of hazard analyses for new, on-going, and changed operations.  The policy provides for the analysis of all jobs over a given period of time and sets priorities for the most hazardous jobs. The policy is being effectively implemented and all jobs have been subject to a JHA or equivalent prior to operation for unusual jobs or within the last three years, whichever is most recent; the most hazardous jobs have been analyzed within the past 12 months.  Job hazard analyses are detailed (i.e., breaking the job into steps, with hazards listed for each step and, for each hazard listed, one or more prevention or control measure is provided) and effectively utilized by supervisors and employees. There is evidence from documentation and/or interviews that the analyses result in revised job procedures, changes in equipment or materials and/or employee training/retraining.  JHAs are reviewed at the completion of jobs to insure they are current and correct.  There is evidence that OHS staff and management are adequately involved in assessing and approving new or modified operations/jobs and that OHS ramifications are considered and resolved in a timely fashion.  If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceeds.  There is a written policy requiring the performance of hazard analyses for new, on-going, and changed operations.  The policy provides for the analysis of most jobs over a given period of time.  The policy is being effectively implemented and most jobs have been subject to a JHA or equivalent within the last three years; the most hazardous jobs have been analyzed within the past 12 months.  Job hazard analyses are detailed and effectively utilized by supervisors and employees. There is evidence from documentation and/or interviews that the analyses result in revised job procedures, changes in equipment or materials and/or employee training/retraining. There is evidence that OHS staff and management are adequately involved in assessing and approving new or modified operations/jobs and that OHS ramifications are considered and resolved in a timely fashion.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. There is a policy requiring the performance of hazard analyses for new, on-going, and changed operations.  The policy provides for the analysis of jobs over a given period of time but some jobs have not yet been analyzed or have not been analyzed within the last several years.  The hazard analyses vary considerably in detail and little priority is given to higher hazard jobs.  There is evidence that the analyses are not effectively used by supervisors and employees to improve workplace OHS.  Similarly, OHS staff and management are often not adequately involved in assessing and approving new or modified operations/jobs and that OHS ramifications are considered and resolved in a timely fashion.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. There is a policy requiring the performance of hazard analyses for new, on-going, and changed operations but it is lacking in detail or is not being followed.  Many jobs have not yet been analyzed or have not been analyzed within the last several years.  The hazard analyses performed are not rigorous and little priority is given to higher hazard jobs.  There is little evidence that the analyses are being effectively used by supervisors and employees to improve workplace OHS.  Similarly, OHS staff and management are not adequately involved in assessing and approving new or modified operations/jobs and that OHS ramifications are considered and resolved in a timely fashion.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present.  There is no policy requiring the performance of hazard analyses for new, on-going, and changed operations or, if there is a policy, it is significantly lacking in detail or not being followed.  If the evaluation of this element indicates this is the case, rate this element as a 1.
	OHS Component:   3. Hazard Recognition and Prevention

	Assessed Element:  (iv) Process/Operational Hazard Analysis, Management of Change

	OHS Section Goal:  Job Hazard Analysis and risk assessments are conducted and updated as new processes, jobs, and tasks are begun. Recommended controls that minimize or eliminate worker exposure to the hazard(s) are implemented.  

	Recommended Performance Metric(s): Job Hazard Analysis and risk assessments for all recognized hazardous operations.

	Interviewees: Field staff, Facilities staff, Law Enforcement, Managers, Supervisors, OHS staff, Employees and Union representatives 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

Observations Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-Job Hazard Analysis (JHA), follow-up, and corrective action records                 -Facilities work orders                         -Engineering project logs

-Employee suggestions                                                                                          -Ergonomic evaluations                       -Purchase orders (safety program related)

-PPE Program

	Processes/Evaluation Criteria: (Rank 1-5)
1. Are Job Hazard Analysis (JHA) or risk assessments completed for all hazardous jobs, or evaluated and considered where an injury or illness has been recorded? _____
2. Is hazard analysis integrated into design, development, implementation, and changing of all processes and work practice? _____
3. Do knowledgeable persons review all planned/changed/new facilities, processes, materials and equipment before they are procured? _____
4. Are requests for deviations/variances reviewed by safety and health officials and approved by management? _____

5. Are JHA controls continually improved based on workplace experience and general knowledge? _____

6. Does the Bureau collect and compile occupational safety and health exposure data for the proper evaluation of worksite hazards and necessary corrective action, as well as maintaining program OHS statistics? _____
7. Does the Bureau use hierarchy of controls to protect employees? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present


SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
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Component 4:
 Evaluation and Analysis
The effective evaluation of each element of the OHS program is essential for ensuring that the program is up-to-date and accomplishing what is desired in terms of fostering a safe and occupationally healthy workplace that is in compliance with all pertinent regulations, policies and procedures.  Evaluations and analyses should be carried out by independent-minded experts both formally on a periodic basis, as well as informally on an ongoing basis. Where deficiencies are detected due to, for example, lapses in compliance, unclear requirements, or workplace changes, corrections should be promptly made to keep the program on course. 

When injuries, illnesses or “near misses” occur, they need to be thoroughly evaluated and trended to identify the various root causes and contributing factors so that they can be eliminated or controlled.  Employees should be closely involved in the evaluations and results regularly communicated to the workforce in order that safety and health awareness is cultivated and confidence in the OHS promoted.  

Handbook to Guide Completion of the 

Safety and Occupational Health Program Evaluation Tool
Component 4:
Evaluation and Analysis
 (i)   Program Evaluation and Assessment

The OHS program at all organizational levels should be evaluated periodically  to assess how effective it is in identifying and mitigating job hazards and ensuring a safe and occupational healthful work environment. The evaluation should cover the entire set of components and elements of the OHS program as identified in the DOI Safety and Occupational Health Program Evaluation Tool and result in a written report that offers specific recommendations for addressing deficiencies and making improvements. Recommendations should be acted upon on a timely basis and monitored using a formal tracking system. 

The annual reviews are part of a cycle of continuous improvement that is necessary for staying on course for meeting program health and safety goals.  Where elements of program operations are not meeting objectives, corrections and adjustments must be made. 

 (1) Documents and Records Review: 

(a) Safe operating policies and procedures.

(b) Safety program evaluations, audits and updates. 

(c) Injury and illness trend reports – These reports may show patterns over time and point to common causes that can be identified and prevented.

(d) Accident investigation, root cause analysis, and mishap review board reports.
(e) SHARE goals status reports - Statistical information required by the SHARE initiatives are indicators of safety and health program performance.

(f) Procedures for safety and health program reviews and evaluations.
(g) Annual report to OSHA.             

(h) Tracking lists of OHS issues from different parts of the organization or facility.                                                                                           

(i) Job Hazard Analyses (JHA) records.
(j) Industrial hygiene exposure data.
(k) Injury/illness data analysis - OSHA 300 logs, CA-1 and CA-2 records, and other statistical information collected by the bureau/office are good indicators of program performance.

(l) Organization chart and job descriptions.  

(m) Hazard abatement and follow-up corrective action reports.

(n) OSHA inspection reports.

(o) Annual OSH report to OSHA.

(p) Safety committee meeting minutes.

(2) Potential Interviewees: 

(a) Managers should be able to discuss the goals of the OHS program evaluation and explain how information gained from it is assessed, prioritized, and used to improve the health and safety environment.
(b) Supervisors should be able to convey how the program evaluation is conducted in their areas and how corrective actions are managed and tracked.
(c) OHS staff should be able to discuss their role in completing the evaluation and provide specific examples of how the program has benefited from the evaluation over time, key program improvements currently being addressed, and how effective the evaluations are in fostering continuous improvement.  
(d) Employees and union representatives should be able to explain their role the evaluations and how well they think the program is working in terms of improving workplace OHS.
(e) Workers’ compensation managers and administrative officers should be able to provide information about where the OHS priorities exist based on injury and illness statistics and how effective OHS program evaluations are at improving these priority areas. 
(3) Potential Interview Questions:
(a) What plans and procedures are currently in place for evaluating the bureau’s or office’s internal occupational safety and health program? When was the last baseline evaluation of health and safety operations performed? What were the major findings from previous evaluations?

(b) Are the results of OHS program evaluations and assessments reviewed at the DASHO level?  Who else reviews the findings?  

(c) What personnel comprise the evaluation team?  What are their credentials? 

(d) How is improvement in the OHS program measured?
(e) Please provide examples of how program evaluation findings have resulted in OHS improvements.  

 (4) Observations:

(a) Tour the workplace and evaluate improvements claimed to be a result of previous OHS program evaluations and corrective actions. 
(5) References: 
OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
Department of Interior Departmental Manual - Chapter 3 Annual Action Plans and Status Reports
Department of Interior Departmental Manual - Chapter 5 Program Evaluations

29 CFR 1960.79 Agency heads shall develop and implement a program of self-evaluations to determine the effectiveness of their occupational safety and health programs. The self-evaluations are to include qualitative assessments of the extent to which their agency safety and health programs are:
1960.79(a) Developed in accordance with the requirements set forth in Executive Order 12196 and this part and,
1960.79(b) Implemented effectively in all agency field activities.  Agencies needing assistance in developing a self-evaluation program should contact the Secretary.
 (6) Rating Criteria for this Element:
(a) Outstanding: A well-documented system is in place for evaluation of the OHS program. All workplace facilities and operations are evaluated at least annually using tools developed by the bureau or office.   The evaluation tool ensures that the program is fully functional.  Significant evidence exists that OHS evaluations have fostered good program improvements and resulted in a safer and healthier workplace. Personnel conducting the evaluations are well-trained in OHS program evaluation methods. A written report is provided delineating specific recommendations for improvement in program effectiveness. An ongoing program exists for addressing significant program deficiencies which is proactively driven by senior management. There is a formal tracking system which monitors program improvement metrics.  Overall, employees at all levels embrace a spirit of continuous OHS program improvement.  If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceed: A documented system is in place for evaluation of the OHS program. Virtually all workplace facilities and operations are evaluated at least annually for each of the components and elements of the OHS program as identified in the review developed by the bureau or office. Personnel conducting the evaluations are trained in OHS program evaluation methods. A written report is provided delineating specific recommendations for improvement in program effectiveness. An ongoing program exists for addressing significant program deficiencies which is proactively driven by senior management. There is a tracking system which monitors program improvement metrics.  Overall, employees at virtually all levels embrace a spirit of continuous OHS program improvement.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met: A system is in place for evaluation of the OHS program but some aspects are outdated or not always well documented.  Most workplace facilities and operations are evaluated at least every 3 years for most of the components and elements of the OHS program as identified in the review developed by the bureau or office.  Personnel conducting the evaluations have some training in OHS program evaluation methods but are not truly proficient. A report is provided delineating specific recommendations for improvement in program effectiveness but it is cursory and not detailed.  Significant program deficiencies are addressed over time but not always in a timely manner since this is not a priority of senior management. Some program improvement metrics are compiled.  Overall, most employees embrace a spirit of continuous OHS program improvement.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. A system is in place for evaluation of the OHS program but it is not complete or well documented.  Many workplace facilities and operations are not evaluated or evaluated infrequently (i.e., more than 3 years from last evaluation). Evaluation tools are not used effectively.  Personnel conducting the evaluations have little training in OHS program evaluation and lack proficiency. Reports of findings are cursory and do not provide adequate insight into the nature of necessary improvements.  Significant program deficiencies are not addressed in a timely manner. Few program improvement metrics are compiled.  Overall, few employees embrace a spirit of continuous OHS program improvement.   If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. No system is in place for evaluation of the OHS program.  If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   4. Evaluation and Analysis

	Assessed Element: (i) Program Evaluations and Assessments

	OHS Section Goal: Internal safety and health program evaluations are conducted at appropriate organizational levels to assess and validate effectiveness of the bureau/office’s safety and health programs, identify and address program weaknesses and ensure continuous improvement.

	Recommended Performance Metric(s):  Assessments scheduled and conducted. Results used for continuous program improvement.

	Interviewees: Bureau managers, Supervisors, Employees, Union representatives, Safety and health staff, Workers’ Compensation managers and Administrative officers

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

-Safe Operating Procedure(s)    -Safety program evaluations, audits and updates    -Injury or illness trend reports  -Accident Review Boards

-SHARE goals status reports     - Inspections of injury producing operations/          -Procedures for safety and health program reviews and evaluations 

-Annual OSHA report               -Lists of OHS issues                                                 -Job Hazard Analyses               -Exposure data

-Injury/illness data analysis       -Organization chart, job descriptions                       -Program review records           -Incident investigation records

-Hazard abatement records         -Inspection/Monitoring data/corrective action        -OHS program compliance review

-Follow-up corrective action reports                                                                           -Annual OHS report to OSHA
Observations Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-Tour facilities, compare to OHS issues list, incident investigation corrective actions, OHS inspections recommendations

	Processes/Evaluation Criteria: (Rank 1-5)
1. Are there effective plans and procedures for evaluating the Bureau’s internal occupational safety and health program? _____ 
2. Are the results reviewed at the DASHO level? _____

3. Do internal evaluations meet regulatory requirements? _____ 

4. Does the evaluation team provide feedback on performance? _____

5. Has the Bureau performed a baseline evaluation and is this baseline used for continuous improvement? _____ 
6. Are program review teams properly trained to conduct program evaluations? _____

7. Has the Bureau developed performance measures or indicators and are they used in evaluations to identify opportunities for program improvement? _____

	OHS Section Ranking ____
5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present
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Component 4:
Evaluation and Analysis
(ii)  Accident Analysis and Prevention
Accident and illness analysis is a critical part of an effective OHS program. The analysis should include the examination of information such as injury and illness statistics and reports (OSHA 300 logs, CA-1 and CA-2 reports, ‘near-miss’ reports, etc.), accident investigations including ‘root cause’ reports, OHS violation citations, inspection reports by OHS staff and employees, workers compensation claims, and others.  The overall purpose of these analyses is to detect workplace trends that may point to underlying causes and, importantly, lead to the development of corrective and preventive actions. Trend analysis is useful in identifying patterns that may not be observed through the examination of isolated incidents. 

All employees should be encouraged and motivated to provide the types of information needed for effective accident and illness analysis. Conversely, the information derived from the analysis of accidents and illnesses should be made available to all personnel responsible for the OHS program. Of course, it is not enough to simply analyze this information and identify corrective/preventive actions, the accident analysis and prevention system must ensure that real improvements to operations, facilities, employee behaviors, policies, and procedures are made in a prompt, effective manner.   

 (1) Documents and Records Review: 

(a) Injury and illness statistics and records covering at least the past three years. 

(b) Reports of unsafe/unhealthful conditions and workplace assessments for at least the past three years. Trends may be evident in these types of documents. 

(c) OHS program monitoring documents and strategic plans - These types of documents, created by supervisors or managers, can help identify programmatic areas that are a cause for concern and may be an early indication of a trend.                            

(d) Management decision documents – Various management decisions may show corrective and preventive actions that have been taken in response to analyses of accidents and illnesses.

(e) Statistical information required by the SHARE initiatives can be indicative of safety and health program performance and reveal meaningful trends.

(f) Related action plans, goals, objectives – Recurring action plans, goals, and objectives may indicate a trend that requires further review.                          

(g) OHS corrective actions lists may identify occupational health and safety concerns that may be recurring through different parts of the workplace.  They may also reflect the status of corrective actions identified from previous accident/trend analyses.                                                 

(h) Safety Management Information System (SMIS) reports may reflect trends from inspections, industrial hygiene findings, near misses, etc.

(i) JHA - Repeat hazards are an early warning signal.                     

(j) Medical program records – Injuries and illnesses may be logged through the medical department (first aid cases, etc.).

(k) OSHA incident logs –OSHA 300 records and other statistical information that is collected by the bureau/office can identify reoccurring issues. These mandatory OSHA recordkeeping forms must be kept for five years following the year they cover and can be analyzed for multi-year trends and evidence of program performance.

(l) Accident/incident investigations can help identify underlying causes of accidents and injuries.
(m) Maintenance work orders – Facility work orders are filled out so that maintenance can be logged, and completed. This is one method of hazard reporting. 
(n) Records of disciplinary actions or OSHA citations can identify weak areas in an OHS program (e.g., inadequate training, ineffective oversight, lack of policies, etc.).

(o) Safety Committee meeting minutes may reflect trends from expressed employee concerns, corrective action strategies, etc.

(p) Training records for serious accident investigation team members.
(2) Potential Interviewees: 

(a) Managers should describe what sort of injury and illness data/information is collected, how it is evaluated, and how analysis leads to corrective actions and programmatic enhancements. 
(b) Supervisors should be able to convey how and what analyses have been conducted in their assigned area how trends are used to make new adjustments and improvement the work environment.
(c) OHS staff can provide assistance on goals, objectives, and metrics.

(d) Employees and union representatives should be able to name health and safety goals and objectives, how those goals/objectives are measured (metrics), and what progress is being made. 
(e) Serious Accident Investigation Team members can discuss the special processes and expertise brought to bear when a serious accident is investigated and their impression of how effectively root causes have been addressed in the past.
(3) Potential Interview Questions:

(a) Who maintains the OSHA 300 Log (listing of all site injuries and illnesses) and OSHA 301 Form (individual record of a work-related injury or illness)?  Where is the OSHA 300A (Annual Summary) posted from February-April? 
(b) What records, statistics and sources of data are used in injury/illness analysis? What is the process for reviewing injury/illness statistics? Is trend analysis conducted on the data? 

(c) How are decision makers provided the results of accident analysis?  When was the last time this occurred? How was the information used?

(d) Who performs these analyses? What are their qualifications? Is the analysis reviewed, audited, or confirmed in any way, and if so, who does this? 

(e) What courses of action have been taken to mitigate hazards, prevent injury/illness, or otherwise enhance the OHS program as a result of the analysis? 

(f) (For employees) Are you aware that accident analysis (including injury/illness trend analyses) are conducted for your workplace? Are you aware of any trends or repeated/ongoing concerns that should be identified and addressed? Do you feel the accident analysis system here is effective?  

 (4) Observations:

(a) Evidence that corrective actions from previous accident analyses have been effectively completed. 

(b) OSHA 300 log is accessible and OSHA 300A is visibly posted.
(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.

Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.

OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
Department of Interior Departmental Manual – Chapter 7: Incident/Accident Reporting/Serious Accident Investigation, Chapter 1: Authority, Purpose, and Policy and Chapter 2:  Responsibilities.

29 CFR 1960.66(a) The purpose of this subpart is to establish uniform requirements for collecting and compiling by agencies of occupational safety and health data, for proper evaluation and necessary corrective action, and to assist the Secretary in meeting the requirement to develop and maintain an effective program of collection, compilation, and analysis of occupational safety and health statistics.

(6) Rating Criteria for this Element:
(a) Outstanding. There has been an effective accident analysis system in place in the organization for at least the past twelve months. Accident investigation reports, injury and illness reports and logs, hazard inspection reports, unsafe/unhealthful condition trends and other health and safety information from throughout the organization and over multiple months/years are analyzed by qualified personnel so that trends, root causes, and common deficiencies are identified. All required health and safety reports are submitted on time and completed in detail in order to facilitate analysis. The results of the analyses are shared with all levels of management, discussed in the Safety Committee, and available to employees, as appropriate. Corrective action plans are promptly developed and implemented to effectively address any causal patterns or trends that are identified. The results of the analyses contribute directly to the ongoing enhancement of the OHS program.  If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceeds. There has been an effective accident analysis system in place in the organization for at least the past six months. Accident investigation reports, injury and illness reports and logs, hazard inspection reports, unsafe/unhealthful condition trends and other health and safety information from most of the workplaces and over a significant period of time are analyzed by qualified personnel so that trends, root causes, and common deficiencies are identified. Most required health and safety reports are submitted on time and completed in detail in order to facilitate analysis. The results of the analyses are shared with most levels of management, discussed in the Safety Committee, and available to most employees, as appropriate. Corrective action plans are promptly developed and implemented to effectively address any causal patterns or trends that are identified. The results of the analyses contribute directly to the ongoing enhancement of the OHS program.  If the evaluation of this element indicates this is the case, rate this element as a 4.
(c) Met. There is an accident analysis system in place in the organization but it has not yet been formalized or well-integrated into the OHS program.  OHS information from a majority of, but not all, workplaces is analyzed for trends, root causes, and common deficiencies- but not on a regular or consistent basis.  Required health and safety reports are generally submitted on time and completed in sufficient detail in order to facilitate analysis, but lapses regularly occur. The results of the analyses are shared with some levels of management, discussed in the Safety Committee, and available to some employees, as appropriate. Corrective action plans are developed and implemented to address any causal patterns or trends that are identified but they are not detailed or otherwise effective in promptly addressing the concerns. The results of the analyses contribute somewhat to the ongoing enhancement of the OHS program.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. There is the beginning of an accident analysis system in the organization but it has not yet been formalized or well-integrated into the OHS program.  OHS information from only a fraction of the workplaces in the organization is analyzed and not on a regular or consistent basis.  Required health and safety reports are often completed without sufficient detail to facilitate analysis. The results of the analyses are not often shared with management, discussed in the Safety Committee, or available to employees, as appropriate. Corrective action plans are not detailed or otherwise effective in promptly addressing the concerns. The results of the analyses do not contribute much to the ongoing enhancement of the OHS program.  If the evaluation of this element indicates this is the case, rate this element as a 2.
(e) Not Present. There is no accident analysis and prevention system in the organization.  If the evaluation of this element indicates this is the case, rate this element as a 1.
SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   d. Evaluation and Analysis

	Assessed Element: (ii) Accident Analysis and Prevention

	OHS Section Goal: Assess injury and illness records to establish and implement a process to prioritize the OHS issues. 

	Recommended Performance Metric(s): Accident data is analyzed and communicated for prevention purposes.

	Interviewees: Selected monitoring task owners, Managers, Supervisors, Employees, Union representatives and OHS staff 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

-OHS program monitoring documents                             -Medical program documents                             -Assessments

-Management decision documents                                   -List of parameters to monitor (e.g., SHARE)    -Selected monitoring data (e.g., inj./ill. rates)

-Related action plans, goals, objectives                            -OHS issues list                                                   -SMIS reports

-Employee reports of unsafe/unhealthful conditions        -JHA                                                                  -Medical program records

Observations: Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-Monitoring  system(s) work products/ data reports        -OHS issues list                                                    -Management of corrective actions or rewards

	Processes/Evaluation Criteria: (Rank 1-5)
1. Does the Bureau have recording and reporting requirements that are in compliance with 29 CFR Part 1904 for determining which injuries and illnesses are entered into the records and how they are entered, and provide injury and illness information required by 29 CFR Part 1904? _____
2. Is the OSHA 300 Log maintained and is the OSHA 300A posted as required? _____
3. Does the Bureau, region and local organization review injury/illness statistics and provide analysis and feedback to respective management? _____
4. Are injury/illness reports compared to OWCP claims to identify trends and sources of injuries? _____
5. Are supervisors conducting accident investigations? _____

6. Do managers use the accident data provided to them to identify high risks jobs and implement prevention measures? _____

7. Are exposure records and analysis maintained and available to safety personnel? _____ 

8. Are injuries and illnesses audited by safety personnel and verified as accurate and complete? _____
9. Is injury/illness data fully analyzed to identify underlying causes and other contributing factors? _____

10. Are all levels of management and the workforce aware of results of data analysis and resulting preventive activity? _____  

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present
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Component 4:
Evaluation and Analysis
 (iii) Data Analysis. Performance Metrics, Management Review/Follow-up

An effective OHS program should have a set of clearly defined high-level objectives and quantified performance indicators, such as a strategic plan, which are reviewed and updated at least annually. The objectives and performance indicators should be based on issues that offer the greatest opportunity for program improvement and risk reduction. They should be communicated to all employees such that everyone understands the direction and priorities of the OHS program and how results and performance are measured. Periodic reports should be made which identify progress towards the objectives as well as potential impediments or setbacks.  Management should actively drive this process by reviewing progress reports, assigning responsibilities for address impediments, and ensuring appropriate follow-up and oversight.

(1) Documents and Records Review: 

(a) Written goals and objectives for the OHS program including established performance indicators (e.g., safety committee minutes, OHS budget requests, etc.).  

(b) Previous OHS program evaluations (e.g., audits or assessments using the DOI Safety and Health Program Evaluation Tool).

(c)  SHARE goal documents.

(d) Analysis reports from information such as injury and illness statistics and reports (OSHA 300 logs, CA-1 and CA-2 reports, ‘near-miss’ reports, etc.), accident investigations including ‘root cause’ reports, OHS violation citations, inspection reports by OHS staff and employees, workers compensation claims, and others.  
(2) Potential Interviewees: 

(a) Managers should be able to describe the current strategic goals, objectives, and priorities of the OHS program, why they were established, and how they track progress (e.g., what metrics are being used, what reports they rely on, etc.). 

(b) Supervisors should be able to convey how the objectives and metrics relate to their areas of responsibility and what reports are required of them to allow their management to make informed decisions about what strategic improvements are necessary for the OHS program. 

(c) OHS staff should be able to discuss how they contribute to providing the data and information necessary for strategic goals to be established and monitored.  In addition, they can provide their views on the strategic priorities for the overall OHS program and on recent accomplishments and current impediments. 
(d) Employees and union representatives should be able to identify current strategic goals and objectives of the OHS program, how important they are to their fostering OHS in their specific workplace, and what they are currently doing that helps advance these strategies.   

(3) Potential Interview Questions:
(a) What type and level of assistance has the Designated Agency Safety and Health Official provided to the Director for establishing goals and objectives for reducing and eliminating occupational accidents, injuries, and illnesses?  
(b) What are the current strategic bureau or office goals and objectives for the OHS program? How are they developed? How are they measured?
(c) How does leadership communicate OHS goals and objectives throughout the organization?
(d) Are a ‘critical few’ objectives identified and prioritized so that focus can be placed where the greatest improvement can be made in employee safety and health and risk reduction? 
(e) Are managers/employees aware of their responsibilities and goals under the SHARE or other national initiatives? 

(f) In what ways does the bureau evaluate and reward success in achieving established goals and objectives?
(g) What progress do you see pertaining to the strategic improvement of the OHS program? 
(h) What impediments do you see pertaining to the strategic improvement of the OHS program?  Are these impediments being effectively addressed by management? 
(4) Observations:

(a) Written OHS goals and objectives are easily accessible to all employees.

(b) Employees are willing and able to articulate the OHS goals and objectives as they relate to their work activities.

(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.

Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.

OSHA Instruction FAP 2.1B June 19, 1989 - Instructions for evaluation of Federal agency occupational safety and health programs.

CFR 29 1960 - Program Elements for Federal Employees OSHA
Department of Interior Departmental Manual - Chapter 1 Authority, Purpose, Policy

Department of Interior Departmental Manual - Chapter 2 Responsibilities

Department of Interior Departmental Manual - Chapter 3 Annual Action Plan and Status

Department of Interior Departmental Manual - Chapter 5 Program Evaluations

 (6) Rating Criteria for this Element:

(a) Outstanding. Clear strategic goals have been established for the OHS program based on sound rationale and programmatic needs.  These goals have been communicated to all personnel and meaningful performance indicators have been developed. Employees at all levels can articulate how their performance contributes to achieving these goals.  Management actively drives continuous improvement of the OHS program with the benefit of performance measures, progress reports and input from the OHS staff, supervisors, and workers.  Strategic goals, priorities and tactics for accomplishing them are reevaluated and updated by management as new program information becomes available.  Impediments to progress are identified and addressed promptly.  If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceeds. Clear strategic goals have been established for the OHS program based on sound rationale and programmatic needs.  These goals have been communicated to most personnel and meaningful performance indicators have been developed. Employees at most levels can articulate how their performance contributes to achieving these goals.  Management drives continuous improvement of the OHS program with the benefit of performance measures, progress reports and input from the OHS staff, supervisors, and workers.  Strategic goals, priorities and tactics for accomplishing them are reevaluated and updated by management as new program information becomes available.  Impediments to progress are identified and addressed without delay.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met.  Strategic goals have been established for the OHS program but they are sometimes general in nature and not clearly based on the specific needs of the organization.  Meaningful performance indicators for all the goals have not been developed or are not being consistently monitored.  A majority of employees are generally aware of these strategic goals but have difficulty articulating how their performance contributes to achieving these goals.  Management supports continuous improvement of the OHS program but it does not appear to be a priority and strategic goals, priorities and tactics for accomplishing them are seldom reevaluated or updated.  Impediments to progress are identified but are generally are not always addressed in a prompt and effective manner.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met.  Few strategic goals have been established for the OHS program even though definite program improvements are warranted.  Where goals do exist, meaningful performance indicators have not been developed or are not being consistently monitored.  Most employees are not aware of any strategic goals and have difficulty articulating how their performance contributes to achieving these goals.  Continuous improvement of the OHS program does not appear to be a priority with management and leadership is lacking.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. No system exists for identifying or adopting key strategic OHS goals necessary to an effective OHS program and a workplace free of recognized hazards.  If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   4. Evaluation and Analysis

	Assessed Element:  (iii) Data Analysis, Performance Metrics, Management Review/Follow-up

	OHS Section Goal: The effective safety and health program has set objectives and developed quantified performance indicators based on issues that offer the greatest opportunity for program improvement and risk reduction.

	Recommended Performance Metric(s): Evidence of an annual safety program action plan with measurable objectives, quantifiable performance indicators, reports to managers and employees on accomplishment of objectives, and revised objectives when appropriate.

	Interviewees: Bureau managers, Supervisors, OHS staff, Employees  and Union representatives

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

-Safe Operating Procedures                                            -OHS (SHARE) objectives                           HARE goal monitoring                   -Action plans

-Safety and health program objective records                -Objective implementation plans                  -OHS correspondence                     -Data analysis

-Briefings and action plans

Observations: Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-Verification of OHS objective implementation (as applicable)

	Processes/Evaluation Criteria: (Rank 1-5)

1. Has the Designated Agency Safety and Health Official provided assistance to the Director in establishing Goals and objectives for reducing and eliminating occupational accidents, injuries, and illnesses? _____  

2. Does the bureau have clear, measurable, goals and objectives? _____ 

3. Are the goals and objectives communicated throughout the organization? _____

4. Is emphases placed on the critical few objectives that will provide the greatest improvement in employee safety and health and risk reduction? _____

5. Are managers/employees aware of their responsibilities and goals under the SHARE or other national initiatives? _____
6. Does the bureau evaluate success in achieving established goals and objectives? _____ 

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present
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Component 5: 
Training and Awareness

Safety and health training, when appropriately and thoroughly integrated into the operational practices of the workplace, provides employees with the information they need to adequately protect themselves and others from potential harm while performing their work duties. Everyone in the workplace must understand and be aware of the potential hazards to which they may be exposed and risks of not following prescribed safety practices. They must also understand the general safety rules of the worksite and how to react in a responsible and organized way in the event of an emergency. Safety and health training is generally considered most effective when well integrated into the standard on-the-job training programs used to improve worker skills for their assigned jobs. 

Safety and occupational health training should be commensurate with the employee’s job requirements and responsibilities.  Personnel who have special safety and occupational health responsibilities require a higher level of training.  Supervisors and managers must understand how hazards affect their employees and how to teach and enforce safety practices. The safety and occupational health professionals who evaluate and control safety risks must remain credentialed and maintain their proficiency with new standards and developments in the field. Safety Committee members and Collateral Duty Safety Officers often need to be able to identify concerns beyond the immediate scope of their normal work activities as well as be thoroughly familiar with all the organization’s OHS policies and procedures.  

Overall, safety and occupational health training should be effective, tailored to the specific needs of the employees and workplace at hand and make the most out of the principles of adult learning. Training should be considered an on-going process and not a one-time event and important learning objectives need to be reiterated on an ongoing basis.  
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Component 5:
Training and Awareness
(i) Mandatory Safety and Occupational Health Training

All personnel must be aware of their safety and occupational health duties and responsibilities and must be trained accordingly. To be effective, training should be commensurate with the kinds of potential workplace hazards associated with the workplace and include fundamental principles of hazard control, identification of workplace hazards, use of personal protective equipment (PPE), emergency evacuation procedures, and any other emergency action plan relevant to the worksite.  Personnel should also be familiar with the OHS responsibilities of others in the bureau who affect their organization, as the safety of every individual is dependent upon the actions and activities of others who share the workplace. This shared responsibility is particularly true in emergency situations where mutual understanding of actions to be taken can be critical.

The level and complexity of training should depend on the nature of the work being performed, the types of facilities involved and on the nature of the potential hazards of the worksite.  Training can be most effective when integrated into other training about performance requirements and general job practices. Safety and occupational health training should not be considered optional due to the extreme consequences that can result from a lack of awareness of OHS policies and procedures. Individual employee training requirements and records must be kept up-to-date and monitored for deficiencies.  
(1) Documents and Records Review: 

(a) Education/training requirements (such as a ‘required employee training matrix’) can be reviewed to identify the types and frequency of training that is to be provided to employees based on specific job descriptions, work areas, tasks performed, job requirements, etc.  
(b) Training records – Records of training should reflect training content, learning objectives, attendance, and, as appropriate, student feedback, instructor evaluations, etc.  

(c) Budgets and staffing for training can be reviewed to determine if the financial commitment has been made by management for health and safety training.
(d) Written emergency procedures should be reviewed to facilitate interviews with employees, managers, and supervisors (i.e., to help ascertain their familiarity, degree of retention, etc.).

(e) Job Hazard Analyses program can provide insight into the nature of the specific training for ‘on-the-job’ tasks. 
(f) Job descriptions - Written job descriptions can describe health and safety duties and responsibilities for managers, supervisors, and employees and be the basis for ‘training matrices’ or equivalent.
(2) Potential Interviewees: 

(a) Managers should be able to share the policies on OHS training and how the organization informs employees of their responsibilities and rights. 
(b) Supervisors can discuss how and when employees are provided OHS training, how they are kept informed of their employees’ training status, and what they need to do if an employee has not completed requisite training.  
(c) OHS staff can discuss how OHS training requirements are established for different employees, how the curriculum is developed, and the overall effectiveness of the training program. 

(d) OHS Safety Committee Members can discuss how training relates to specific Safety Committee issues currently being addressed.  

(e) Employees and Union Representatives should be able to discuss what OHS training they’ve received as a new employee and throughout their career at DOI, whether they feel the training was effective and met their specific needs, and recommendations for training program enhancement. They can also discuss what they have been instructed to do in case of an emergency.

(3) Potential Interview Questions:

(a) Who receives basic health and safety orientation training and what does that training encompass? 

(b) Does the bureau provide specialized job safety and health training appropriate to the work performed by the employee?  
(c) What responsibilities do supervisors have for deciding the types of training their employees receive? For ensuring that their employees actually fulfill their training requirements?

(d) To what extent is OHS training integrated into job-specific training?  
(e) What is management’s commitment to OHS training?  Is the budget adequate?  

(f) What system is used to track who receives what training? What records are retained? How are training materials/ curriculum updated? Who is responsible for this? 

 (4) Observations:
(a) Training classes are scheduled and being conducted. 

(b) Employees appear alert to safety and health issues and can respond quickly to questions about health and safety practices in an emergency. 

(c) Emergency and safety guidelines are posted as a reinforcement of what is learned in health and safety training.

(d) Employees appear to be well versed in performing their work safely and using their PPE properly.

(e) The OSHA poster is prominently displayed. 

(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
Department of Interior Departmental Manual - Chapter 13 Safety and Health Training
29 CFR 1960.54 Each agency shall provide top management officials with orientation and other learning experiences which will enable them to manage the occupational safety and health programs of their agencies. Such orientation should include coverage of section 19 of the Act, Executive Order 12196, the requirements of this part, and the agency safety and health program.
29 CFR 1960.55(a) Each agency shall provide occupational safety and health training for supervisory employees that includes: supervisory responsibility for providing and maintaining safe and healthful working conditions for employees, the agency occupational safety and health program, section 19 of the Act, Executive Order 12196, this part, occupational safety and health standards applicable to the assigned workplaces, agency procedures for reporting hazards, agency procedures for reporting and investigating allegations of reprisal, and agency procedures for the abatement of hazards, as well as other appropriate rules and regulations.
29 CFR 1960.55(b) This supervisory training should include introductory and specialized courses and materials which will enable supervisors to recognize and eliminate, or reduce, occupational safety and health hazards in their working units. Such training shall also include the development of requisite skills in managing the agency's safety and health program within the work unit, including the training and motivation of subordinates toward assuring safe and healthful work practices.
29 CFR 1960.56(a) Each agency shall provide occupational safety and health training for safety and health specialists through courses, laboratory experiences, field study, and other formal learning experiences to prepare them to perform the necessary technical monitoring, consulting, testing, inspecting, designing, and other tasks related to program development and implementation, as well as hazard recognition, evaluation and control, equipment and facility design, standards, analysis of accident, injury, and illness data, and other related tasks.
29 CFR 1960.56(b) Each agency shall implement career development programs for their occupational safety and health specialists to enable the staff to meet present and future program needs of the agency.
29 CFR 1960.57 Each agency shall provide training for safety and health inspectors with respect to appropriate standards, and the use of appropriate equipment and testing procedures necessary to identify and evaluate hazards and suggest general abatement procedures during or following their assigned inspections, as well as preparation of reports and other documentation to support the inspection findings.

29 CFR 1960.58 Within six months after October 1, 1980, or on appointment of an employee to a collateral duty position or to a committee, each agency shall provide training for collateral duty safety and health personnel and all members of certified occupational safety and health committees commensurate with the scope of their assigned responsibilities. Such training shall include: The agency occupational safety and health program; section 19 of the Act; Executive Order 12196; this part; agency procedures for the reporting, evaluation and abatement of hazards; agency procedures for reporting and investigating allegations of reprisal, the recognition of hazardous conditions and environments; identification and use of occupational safety and health standards, and other appropriate rules and regulations.

29 CFR 1960.59(a) Each agency shall provide appropriate safety and health training for employees including specialized job safety and health training appropriate to the work performed by the employee, for example: Clerical; printing; welding; crane operation; chemical analysis, and computer operations. Such training also shall inform employees of the agency occupational safety and health program, with emphasis on their rights and responsibilities.
29 CFR 1960.59(b) Occupational safety and health training for employees of the agency who are representatives of employee groups, such as labor organizations which are recognized by the agency, shall include both introductory and specialized courses and materials that will enable such groups to function appropriately in ensuring safe and healthful working conditions and practices in the workplace and enable them to effectively assist in conducting workplace safety and health inspections. Nothing in this paragraph shall be construed to alter training provisions provided by law, Executive Order, or collective bargaining arrangements.
29 CFR 1960.60(a) Agency heads may seek training assistance from the Secretary of Labor, the National Institute for Occupational Safety and Health and other appropriate sources.
29 CFR 1960.60(b) After the effective date of Executive Order 12196, the Secretary shall, upon request and with reimbursement, conduct orientation for Designated Agency Safety and Health Officials and/or their designees which will enable them to manage the occupational safety and health programs of their agencies. Such orientation shall include coverage of section 19 of the Act, Executive Order 12196, and the requirements of this part.
29 CFR 1960.60(c) Upon request and with reimbursement, the Department of Labor shall provide each agency with training materials to assist in fulfilling the training needs of this subpart, including resident and field training courses designed to meet selected training needs of agency safety and health specialists, safety and health inspectors, and collateral duty safety and health personnel. These materials and courses in no way reduce each agency's responsibility to provide whatever specialized training is required by the unique characteristics of its work.

29 CFR 1960.60(d) In cooperation with OPM, the Secretary will develop guidelines and/or provide materials for the safety and health training programs for high-level managers, supervisors, members of committees, and employee representatives.

(6) Rating Criteria for this Element:
(a) Outstanding.  A comprehensive and organization-specific training program exists for managers, supervisors, and employees and covers all required as well as recommended training appropriate to the job description and work environment. Employees report that top management understands their need for OHS training and provides adequate budgetary resources.  There is good rationale behind the training requirements associated with various positions, work activities, and facilities. All newly assigned employees receive general occupational health and safety orientation in topics such as how to report OHS-related concerns, emergency preparedness, and overall responsibilities.  In addition, all employees receive specific training on the hazards they may be exposed to at their workplace, the measures required to protect themselves, and workplace-specific OHS policies and procedures.  Employees interviewed can explain precisely what they must do in different types of credible emergencies including how to properly handle any hazardous materials in the workplace. Supervisors receive training in their responsibilities for worker safety and occupational health, are thoroughly aware of hazards associated with jobs under their supervision, and embrace their role of teacher and enforcer of OHS policies. Appropriate safety and occupational health procedures and information (e.g., JHAs, MSDSs) are always provided to personnel before they are given new work assignments. All appropriate training records are effectively maintained.  If the evaluation of this element indicates this is the case, rate this element as a 5. 
(b) Exceeds.  An organization-specific training program exists for managers, supervisors, and employees and covers all required training.  Employees report that top management understands their need for OHS training and provides adequate budgetary resources.  There is good rationale behind the training requirements associated with various positions, work activities, and facilities. Most newly assigned employees receive general occupational health and safety orientation.  In addition, most employees receive specific training on the hazards they may be exposed to at their workplace, the measures required to protect themselves, and workplace-specific OHS policies and procedures.  Employees interviewed can explain what they must do in different types of credible emergencies. Supervisors receive training in their responsibilities for worker safety and occupational health, are aware of hazards associated with jobs under their supervision, and understand their role as teacher and enforcer of OHS policies. Appropriate safety and occupational health procedures and information are routinely provided to personnel before they are given new work assignments. Training records are effectively maintained.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. A training program exists for managers, supervisors, and employees and covers most required training.  Employees report that top management generally understands their need for OHS training but budgetary resources are sometimes scarce.  Training requirements have been associated with various positions, work activities, and facilities but a systematic process for determining this is not being used.  Most newly assigned employees receive general occupational health and safety orientation.  In addition, most employees receive specific training on the hazards they may be exposed to at their workplace, the measures required to protect themselves, and workplace-specific OHS policies and procedures, although this training is sometimes delayed or not always effective. Employees interviewed can generally explain what they must do in different types of credible emergencies. Supervisors are aware of hazards associated with jobs under their supervision and generally understand their role as teacher and enforcer of OHS policies. Appropriate safety and occupational health procedures and information are usually provided to personnel before they are given new work assignments, but lapses have occurred which have resulted in OHS-related mishaps or violations of policies. There is a system for maintaining training records but it is not always followed.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met.  A training program is in the process of being established. Employees report that top management has generally lacked understanding of their need for OHS training and budgetary resources are usually scarce.  Little attempt has been made to associate training requirements with the various positions, work activities, and facilities in the organization.  Many newly assigned employees do not receive a general occupational health and safety orientation or job-specific training in a timely fashion.  Employees have difficulty explaining what they must do in different types of credible emergencies. Supervisors are sometimes unaware of hazards associated with jobs under their supervision and do not generally understand their role as teacher and enforcer of OHS policies. Appropriate safety and occupational health procedures and information are generally not provided to personnel before they are given new work assignments. The system for maintaining training records is not effective.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. A program for mandatory employee OHS training does not exist in this organization.  If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   5. Safety and Occupational Health Training

	Assessed Element: (i) Mandatory Safety and Occupational Health Training. 

	OHS Section Goal(s):  All employees are provided appropriate safety and health training to conduct their work in a safe manner. 

	Recommended Performance Metric(s): Evidence that training is available and delivered that address hazards affecting employees

	OSHA/Department Manual Reference(s): OSHA Instruction FAP 2.1B JUN 19 1989; the Act; E.O. 12196; 29 CFR Part 1960, Chapter 13 Safety and Health Training

	Interviewees: Managers, Supervisors, OHS Safety committee members, OHS staff, Employees and Union representatives

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

-Education and training plans                                                                                 -Budgets and staffing for training new employees/new supervisors 

-Training program for employees with safety and health responsibility                -Training records

-Education/training plans                                                                                        -Who requires training vs. who received

Observations Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed. -Physical observations to verify if OHS practices are followed (as applicable)

	Processes/Evaluation Criteria: (Rank 1-5)
1. All employees, including new employees receive basic safety and health training that includes employee rights and responsibilities, and the basic safety and health hazards in the workplace? _____

2. Is safety and health training integrated into job specific training and are training records maintained? _____
3. Does the Bureau provide top management officials with safety and health orientation and appropriate training? _____

4. Does the Bureau provide safety and health training for supervisory employees? _____

5. Are representatives of employee groups provided with safety and health training? _____

6. Is a retrievable record keeping system established that provides for appropriate retraining, makeup training, and modifications to training? _____

7. Is all mandatory training identified, provided and current? _____

8. Does the Bureau provide specialized job safety and health training appropriate to the work performed by the employee? ____ 

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present
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Component 5:
Training and Awareness
(ii) Training for Safety and Occupational Health Professionals
The availability of professional expertise in OHS is critical to maintaining an effective safety and occupational health program and to ensure workplace hazards are properly recognized, evaluated and controlled.  Training for occupational health and safety professionals is important to ensuring that these professionals maintain their credentials, are up-to-date on advances in the field, are familiar with changes in OHS regulations and standards of care, and have the benefit of interacting with their peers and other subject matter experts.  Adequate financial resources need to be available for staff training and professional development and is an important part of recruiting and retaining an effective OHS staff. 
(1) Documents and Records Review: 
(a) Organization charts to identify OHS personnel. 

(b) Policies and budgets dealing with training/professional development. Evaluate to ascertain whether specialized training, attendance at professional conferences, subscription to technical journals, etc. are encouraged and supported.  
(c) Evidence of professional accreditations, licenses, certifications, and specialized training among the OHS staff.  
(d) Evidence that the OHS staff are adequately trained and provided the opportunity to acquire and maintain qualifications consistent with nature of workplace hazards, the size of the operations, etc.
(e) Evidence that OHS staff have the ability to consult with and retain (e.g., on a part time basis) outside experts when necessary.

(2) Potential Interviewees: 

(a) Managers should be able to discuss the credentials and qualifications of their OHS staff and how adequate they feel they are in relation to the needs of their organization. 

(b) OHS staff should be able to provide details about how adequate their training/professional development is given their assigned responsibilities, how effective are the related policies of the organization, whether they have had difficulties getting necessary training approved, etc.   
 (3) Potential Interview Questions:
(a) Is specialized training provided for safety and occupational health professionals?

(b) How does the organization support continuing education and certification/accreditation of safety and health professionals?

(c) Provide examples of when outside professional expertise is used to advance OHS goals in the organization. 
(d) Are members of the OHS staff active in any professional societies? If not, why not?
 (4) Observations:

(a) Are there professional certification plaques or training certificates in the offices of the OHS staff?
(b) Does the organization have a good library accessible to the OHS staff (with technical reference materials, standards and regulations, etc.)?

 (5) References: 
OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
Department of Interior Departmental Manual – 485 DM Chapter 11 Staffing Safety and Health Positions 
Department of Interior Departmental Manual – 485 DM Chapter 12 Professional Development
29 CFR 1960.56(a) Each agency shall provide occupational safety and health training for safety and health specialists through courses, laboratory experiences, field study, and other formal learning experiences to prepare them to perform the necessary technical monitoring, consulting, testing, inspecting, designing, and other tasks related to program development and implementation, as well as hazard recognition, evaluation and control, equipment and facility design, standards, analysis of accident, injury, and illness data, and other related tasks.

29 CFR 1960.56(b) Each agency shall implement career development programs for their occupational safety and health specialists to enable the staff to meet present and future program needs of the agency.

29 CFR 1960.57 Each agency shall provide training for safety and health inspectors with respect to appropriate standards, and the use of appropriate equipment and testing procedures necessary to identify and evaluate hazards and suggest general abatement procedures during or following their assigned inspections, as well as preparation of reports and other documentation to support the inspection findings.


(6) Rating Criteria for this Element:

(a) Outstanding.  There is a staff of OHS professionals with qualifications, experience, and training commensurate with the needs of the workplace.  Policies reflect that professional development and training is encouraged by management and supervision and adequate financial resources are consistently available for training classes, professional conferences and resource materials.  Safety staffs have IDPs in place that encourage professional development.  The staff size and workload is such that OHS professionals have the time to take advantage of professional development opportunities.  When needed, outside subject matter experts are available to consult.  Virtually all the OHS staff persons recognize the value the organization places on obtaining and maintaining professional credentials and seek to do so by taking training classes and attending professional society meetings, etc.  If the evaluation of this element indicates this is the case, rate this element as a 5.

(b)  Exceeds. There is a staff of OHS professionals with qualifications, experience, and training commensurate with the needs of the workplace.  Policies generally reflect that professional development and training is encouraged by management and supervision although it is sometimes difficult to secure the financial resources or get the time off to take full advantage of professional development opportunities.  Safety staffs have IDPs in place that encourage professional development.  Most of the OHS staff persons recognize the value the organization places on obtaining and maintaining professional credentials and seek to do so by taking training classes and attending professional society meetings.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c)  Met.  There is a staff of OHS professionals with most (but not all) of the qualifications, experience, and training necessary to meet the needs of the workplace.  Policies generally reflect that professional development and training is appreciated by management and supervision although proactive encouragement is not typically provided.  A lack of financial resources (budget) or staff availability sometimes makes it difficult to take advantage of professional development opportunities.  There is a general recognition by OHS staff persons that the organization values obtaining/maintaining professional credentials but proactive encouragement is sparse. OHS staff sometimes takes professional development training classes and attend professional society meetings, but this is generally not routine.  If the evaluation of this element indicates this is the case, rate this element as a 3.

(d)  Partially Met. There is a staff of OHS professionals but it frequently doesn’t have the qualifications and training necessary to meet the needs of the workplace.  Policies reflecting that professional development and training is appreciated by management are lacking and proactive encouragement of professional development is seldom provided.  A consistent lack of financial resources (budget) or staff availability makes it difficult to take advantage of professional development opportunities.  There is little recognition by OHS staff persons that the organization values obtaining/maintaining professional credentials.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e)  Not Present. There is a staff of OHS professionals but it generally doesn’t have the qualifications and training necessary to meet the needs of the workplace.  No policies exist that foster professional development and training among OHS staff.  There is a consistent lack of financial resources (budget) or staff availability that makes taking advantage of professional development opportunities very difficult or impossible.  There is virtually no recognition by OHS staff persons that the organization values obtaining/maintaining professional credentials.  If the evaluation of this element indicates this is the case, rate this element as a 1.

	OHS Component:  5. Training and Awareness

	Assessed Element: (ii) Training for Safety and Occupational Health Professionals

	OHS Section Goal: Bureaus have well developed full time safety professional staff.

	Recommended Performance Metric(s): Recommended DOI Core Competencies Training provided.

	OSHA/Department Manual Reference(s): OSHA Instruction FAP 2.1B JUN 19 1989; the Act; E.O. 12196; 29 CFR Part 1960; Chapter 12 Staffing Safety and Health Positions; Chapter 12 Professional Development

	Interviewees: Leadership management and safety and health staff

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness.

Observations Workplaces where physical inspections of facilities may occur; Operations where safe-efficient/unsafe-inefficient activities can be witnessed.

	Processes/Evaluation Criteria: (Rank 1-5)
1. Does professional development encourage certification? _____

2. Does the Bureau provide specialized training for safety and health professionals? _____  
3. Are safety and health inspectors trained commensurate with assignments? _____  

4. Are safety and occupational health professional trained to operate evaluation equipment? _____

5. Does the Bureau implement career development programs to meet present and future program staffing needs of the agency? _____

6.  Is career development provided for professional safety and health staff? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present
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Component 5:
Training and Awareness
(iii)Training for Collateral Duty Safety & Health Officers and Safety Committee Members

Everyone involved in the OHS program should be qualified to help recognize and address occupational health and safety issues and be provided the necessary orientation and training. However, given their increased OHS responsibilities, Collateral Duty Safety and Health Officers (CDSHOs) and safety committee members (SCMs) require a more in-depth level of training.  Training should have the objective of providing CDSHOs and SCMs with a technical competency and perspective outside their individual areas of expertise as appropriate to the scope of their assigned OHS duties and responsibilities, the size and complexity of the organization, and the types of operations and facilities present in the organization. Training should address all pertinent OHS policies, procedures, regulations and standards; the recognition, evaluation, and control of hazardous conditions in the various workplaces in question; trend analysis and using statistics and other available information to target inspections to where they are needed most; and proper reporting and follow-up of identified occupational health and safety conditions.

(1) Documents and Records Review: 

(a) Safety Committee charter and policies should state the purpose of the committee, define requisite training and expertise, and describe duties and responsibilities of members.  
(b) Training records should provide details about the nature of the curriculum provided to CDSHOs and SCMs, who has been trained, and when training has been conducted.

(2) Potential Interviewees: 

(a) Leadership/Management should be able to discuss the budgetary resources and priorities assigned to CDSHO and SCM training.
(b) OHS staff can discuss the technical adequacy of the CDSHO and SCM training based on the specific needs of the organization.  

(c) CDSHOs and SCMs should discuss how effective they feel the training is based on their assigned duties and the types of potential hazards associated with their operations and workplaces. 
(3) Potential Interview Questions:

(a) What OSH-related training did you receive as a SCM or CDSHO?  How promptly did you receive this training after being assigned OHS duties? Do you feel your training is adequate? What additional training do you feel would be beneficial?

(b) What training are you currently scheduled for?  How frequently are you provided supplemental or ‘refresher’ training?  

(c) Do budgetary constraints or other assignments adversely impact you receiving timely, effective training?

(d) Who defines the training you are required to take? Are they familiar with the workplace and organization for which you are responsible? Is your training tailored accordingly? 

(e) What records are kept of your training? Are they complete? 

(f) Collateral duty responsibilities are no more than 20 percent of the employees duties.

(4) Observations:

(a) Do SCMs or CDSHOs seem confident in their understanding of what is expected of them and how to perform their duties? 

(b) Are training certificates, technical accreditations, etc., prominently displayed in offices and workspaces? 

(c) If training classes can be observed, does it appear that attendees are interested and actively participating?  Are facilities adequate?

(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
Department of Interior Departmental Manual - Chapter 11 Staffing Safety and Health Positions and Chapter 12 Professional Development

Department of Interior Departmental Manual - Chapter 28 Collateral Duty Safety/Health Officers
29 CFR 1960.58 Within six months after October 1, 1980, or on appointment of an employee to a collateral duty position or to a committee, each agency shall provide training for collateral duty safety and health personnel and all members of certified occupational safety and health committees commensurate with the scope of their assigned responsibilities. Such training shall include: The agency occupational safety and health program; section 19 of the Act; Executive Order 12196; this part; agency procedures for the reporting, evaluation and abatement of hazards; agency procedures for reporting and investigating allegations of reprisal, the recognition of hazardous conditions and environments; identification and use of occupational safety and health standards, and other appropriate rules and regulations.

(6) Rating Criteria for this Element:
(a) Outstanding.  Training commensurate with the scope of assigned responsibilities and specific nature of the organization is provided within 90 days of an appointment to a CDSHO or SCM position.  Training encompasses the all the DOI core competency training elements, including procedures for the recognition, evaluation, control, reporting, and tracking of hazardous conditions and environments; appropriate use of OHS standards, regulations, policies and procedures; interfacing with management and other organizational groups.  Effective training is also provided in any special technical OHS areas specific to the organization and operations in question as required to fulfill responsibilities. Training is provided in the basic elements of organizing, planning, and managing an effective safety and occupational health program, including how to work effectively in a group or as a team.  If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceeds. Training commensurate with the scope of assigned responsibilities and specific nature of the organization is generally provided within six months of an appointment to a CDSHO or SCM position, although some specialized training might take a bit longer. Training encompasses the DOI core competency training elements, including procedures for the recognition, evaluation, control, reporting, and tracking of hazardous conditions and environments; appropriate use of OHS standards, regulations, policies and procedures; interfacing with management and other organizational groups.  Training is also provided in some special technical OHS areas specific to the organization and operations in question but practices regarding such training are currently incomplete and in the process of being established. Training is provided in the basic elements of organizing, planning, and managing an effective safety and occupational health program, including how to work effectively in a group or as a team.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met.  Training is generally provided within one year of an appointment to a CDSHO or SCM position, although some gaps are present with respect to with the scope of assigned responsibilities and specific nature of the organization. Training addresses the DOI core competency training elements in a general fashion but specific application to the organization in question has yet to occur.  Limited training is provided in special technical OHS areas specific to the organization and operations.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met.   Training is provided when a CDSHO or SCM is appointed, although significant delays might occur due to factors such as budget or time constraints.  Significant gaps in the training are present and CDSHOs and SCMs generally feel unprepared to assume their responsibilities. Training addresses the DOI core competency training elements in a very general fashion and it is difficult to apply the general training to the specific needs of the workplace.  Adequate training records are not kept. Overall, training is less than effective and the quality of the OHS program suffers as a result.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present.  CDSHOs and SCMs receive little or no training for their assigned technical responsibilities and committee functions.  If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   5. Training and Awareness

	Assessed Element: (iii) Training for Collateral Duty Safety and Health Officers and Safety Committee members.

	OHS Section Goal: Bureaus have well developed CDSHO staff and safety committee members.  

	Recommended Performance Metric(s): Recommended DOI Core Competencies Training provided.

	OSHA/Department Manual Reference(s): OSHA Instruction FAP 2.1B JUN 19 1989; the Act; E.O. 12196; 29 CFR Part 1960; Chapter 12 Staffing Safety and Health Positions; Chapter 12 Professional Development; Chapter 28 Collateral Duty Safety/Health Officers

	Interviewees: Leadership management and safety and health staff

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness.

Observations Workplaces where physical inspections of facilities may occur; Operations where safe-efficient/unsafe-inefficient activities can be witnessed.

	Processes/Evaluation Criteria: (Rank 1-5)
1.  Within six months of an appointment to a collateral duty safety and health position or to a safety committee, does the Bureau provide training commensurate with the scope of their assigned responsibilities? _____  

2. Does the Bureau provide specialized training for CDSHO or committee members? _____   

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present
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Component 5:
Training and Awareness
(iv) Promotion and Awareness Programs


Each organization’s OHS program should be promoted among the bureau or office such that all employees are aware of the occupational health and safety goals, how individual and group performance is related to those goals, what their rights and responsibilities are relative to maintaining a safe work environment, and the organization’s goal of continuous OSH-related improvement

All employees, including new hires and subcontractors should be notified upon their arrival of the principles and policies of the organization’s OHS program especially those most pertinent to the employees’ specific workplace and duties. Promotion and awareness of the OHS program should not be a one-time event but be fostered on an ongoing basis.  

(1) Documents and Records Review: 

(a) Records of tool box safety talks and other informal safety and occupational health briefings given by the bureau or office can indicate how the OHS program is promoted. 

(b) New employee/contractor orientation curriculum can provide evidence about how the OHS program is introduced and promoted to employees initially upon assignment. 
(c) Publications, posters, newsletters, or other media can demonstrate the visibility the OHS program.
(d) Education/training plans may indicate how OHS program policies are integrated into on-going training professional development.

(e) Safety Week and other related programs.
(2) Potential Interviewees: 

(a) Managers should be able to discuss how the OHS program is promoted and what efforts are made to ensure employees are aware of the program and its goals.

(b) Supervisors should be able to discuss how they work with both new employees and veterans to help them understand and comply with the program and how well their employees embrace its principles and policies.

(c) OHS staff should be able to provide details about their role in fostering awareness of the OHS program among employees and how they serve as good examples to others in terms of complying with OHS policies and advancing the goal of continuous improvement.  

(d) Employees and union representatives should be able to convey how familiar and how involved they are with the OHS program.    
(e) Safety Committee representatives can share information about their role in promoting the OHS program, plans for future promotional events, and whether current efforts have been effective.

(f) Recently hired employees and volunteers can provide a fresh perspective about how OSH values are inculcated.  
(3) Potential Interview Questions:

(a) Describe what you know about the OHS program and its goals. 

(b) Do you feel this is a culture of occupational health and safety in the workplace?  

(c) What training have you received in the area of occupational health and safety? What incentives are provided complying with OHS policies and maintaining a safe worksite?

(d) What safety and occupational health-related publications, posters, newsletters, or other media are available and visible in the workplace? 
(e) What technical information, documents, books, standards, codes, periodicals, and publications are made available in the workplace?

(f) Has the bureau conducted any special activities based on injury/illness causal factors?  
(4) Observations:

(a) Posters, signs and other materials that contain OHS-related information (e.g., “work hours without a recordable injury” logs, “Safety First” posters, etc.)
(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational health and safety program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
Department of Interior Departmental Manual - Chapter 1 Authority, Purpose, Policy
Department of Interior Departmental Manual - Chapter 2 Responsibilities
Department of Interior Departmental Manual - Chapter 4 Safety and Health Standards, Procedures and Guidelines

29 CFR 1960.11 Each agency head shall ensure that any performance evaluation of any management official in charge of an establishment, any supervisory employee, or other appropriate management official, measures that employee's performance in meeting requirements of the agency occupational safety and health program, consistent with the employee's assigned responsibilities and authority, and taking into consideration any applicable regulations of the Office of Personnel Management or other appropriate authority. The recognition of superior performance in discharging safety and health responsibilities by an individual or group should be encouraged and noted.

(6) Rating Criteria for this Element:

(a) Outstanding.  All employees are provided with occupational health and safety information upon hire including pertinent, job-specific OHS policies and procedures.  On-going employee training programs integrate OHS program information as a way to reinforce recognition and awareness of workplace hazards and the means to control them.  The organization provides safety and occupational health related publications, posters, newsletters, or other media and these are posted in visible locations and/or are readily available.  Employees and managers can articulate key occupational health and safety goals and identify how they are relevant to their work areas.  Special incentives and recognitions are provided for advancing OHS program goals.  Managers have received formal training in OSH management and continually reinforce the OHS roles and responsibilities of all employees.  If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceeds.  Virtually all employees are provided with occupational health and safety information upon hire including pertinent, job-specific OHS policies and procedures.  Most on-going employee training programs integrate OHS program information as a way to reinforce recognition and awareness of workplace hazards and the means to control them.  The organization provides safety and occupational health related publications, posters, newsletters, or other media and these are posted in visible locations and/or are readily available.  Most employees and managers can articulate key occupational health and safety goals and identify how they are relevant to their work areas.  Special incentives and recognitions are sometimes provided for advancing OHS program goals.  Managers have received formal training in OSH management and reinforce the OHS roles and responsibilities of employees.  If the evaluation of this element indicates this is the case, rate this element as a 4.
(c) Met.  Most employees are provided with pertinent occupational health and safety information but this might not occur promptly and is not always job-specific. Most on-going employee training programs integrate OHS program information, but some notable programs that should do not.  The organization provides some safety and occupational health related publications, posters, newsletters, or other media and these are posted in visible locations and/or are readily available.  Employees and managers can generally articulate occupational health and safety goals but often cannot identify how they are specifically relevant to their work areas.  Special incentives and recognitions are sometimes provided for advancing OHS program goals.  Managers have received some training in OSH management and generally reinforce the OHS roles and responsibilities of employees.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. Employees are not generally provided with job-specific occupational health and safety information and on-going employee training programs do not make a point to integrate OHS program information.  Safety and occupational health related publications, posters, newsletters, or other media are usually not available.  Employees and managers are generally unable to articulate occupational health and safety or how they are specifically relevant to their work areas.  Special incentives and recognitions are seldom provided for advancing OHS program goals.  Managers do not generally reinforce the OHS roles and responsibilities of employees.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. There is a lack of awareness of the OHS program among the organization’s employees and an effective promotional program does not exist.  If the evaluation of this element indicates this is the case, rate this element as a 1.
SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   5. Training and Awareness

	Assessed Element: (iv) Promotional and Awareness Programs.

	OHS Section Goal: Effective means are established to inform all employees of safety and health information and promote safety and health program awareness.

	Recommended Performance Metric(s): Assessment indicates adequate safety awareness

	OSHA/Department Manual Reference(s): OSHA Instruction FAP 2.1B JUN 19 1989; the Act; E.O. 12196; 29 CFR Part 1960, Chapter 1 Authority, Purpose, Policy; Chapter 2 Responsibilities; Chapter 4 Safety and Health Standards, Procedures and Guidelines

	Interviewees: Managers, Supervisors, OHS Safety committee members, OHS staff, Employees and Union representatives

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

Observations: Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

	Processes/Evaluation Criteria: (Rank 1-5)
1. Does the Bureau provide safety and health related publications, posters, newsletters, or other media? _____

2. Does the Bureau provide technical information, documents, books, standards, codes, periodicals, and publications? _____

3. Has the Bureau conducted any special activities based on injury/illness causal factors? _____ 

4. Are employees involved through the use of incentive or other promotional programs? _____ 

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
 1-Not Present  
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Safety and Occupational Health Program Evaluation Tool
Component 6:
 Program Implementation and Operation
A comprehensive OHS program consists of policies, procedures, plans and protocols that provide for a workplace where all recognized hazards are promptly identified, evaluated, and controlled. An OHS program is more than words on a page; it must be effectively implemented “on the ground” in order to protect employees, visitors and contractors from existing, potential or future hazards. The program must have in place adequate resources  responsible managers, responsive supervisors, knowledgeable safety and health professionals, and motivated employees who all recognize their crucial role in fostering a safe and healthful workplace.  
Since the specific occupational health and safety needs of a workplace may vary from organization to organization, the manner in which an OHS program is implemented must be flexible within the DOI but also incorporate universal principles such as clearly written requirements tailored to the workplace at hand and communicated through meaningful training and education programs, sound mechanisms to oversee and enforce program requirements, and effective ways to address new or changing conditions.  In all cases, OHS programs should foster more than just compliance but continuous improvement and a dedication among all those involved to an injury and illness-free workplace.  
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Component 6:
Program Implementation and Operation
(i)   Accident Reporting and Investigation 
An effective safety and occupational health program must ensure that accidents and ‘near miss’ incidents are promptly reported and investigations are effectively carried out so that their causes and means for preventing repetitions are identified.  Program policies should clearly indicate how employees are to make reports (formally or informally, as necessary) in order to ensure that the event can be properly understood by those responsible for completing appropriate follow-up actions and investigations. If necessary, immediate “stop work” orders should be given pending resolution of the hazard in question.  
The investigation process should include a thorough documentation of available factual information (who, what, where, when) along with a sound evaluation of the personnel, facilities, and multiple circumstances and ‘root causes’ contributing to the event.  Included in the evaluation should be information such as written guidance or procedures for the workplace or operation in question, previous reports of OHS inspections and corrective actions, assigned PPE, training records, etc.  Accident investigations should be conducted by trained teams.  Importantly, the results of the investigations should be used to plan and implement corrective actions so that similar events in the future will not occur.  Results of investigations should be made available to management, employees, OHS staff, the safety committee, and any other organizations within DOI which might have similar operations or conditions. 

(1) Documents and Records Review:
(a) Policies, procedures, protocols and guidance related to accident reporting and investigation.

(b) Incident investigation reports (internal and relevant contractor).

(c) First aid logs.
(d) OSHA logs for the prior three years.

(e) Safety Management Information Systems (SMIS) reports.

(f) Joint labor-management committee minutes.

(g) Lost time due to injury and illness reports.

(h) Accident investigation and serious accident investigation training curriculum.
(2) Potential Interviewees: 

(a) Managers should be able to discuss the programmatic requirements of accident reporting and investigation (e.g., who is responsible for what, what policies and procedures are in place).  

(b) Supervisors should be able to discuss any previous accidents and ‘near miss’ incidents and the effectiveness of the reporting, investigation, and corrective actions mechanisms.  

(c) OHS staff can provide technical details about how they participate in investigations, how multiple root causes are considered, and how effective the accident reporting and investigation program is based on previous events.  

(d) Employees and union representatives should be able to discuss how previous accidents were reported and investigated in their workplaces and whether effective corrective actions resulted. They should also explain whether any employee has the authority to ‘stop work’ should a serious hazard be observed.
(e) Facilities staff can discuss what they must do when they are involved in an accident or ‘near misses’.

(f) Accident investigators can provide their perspective on how effectively recent accidents have been scrutinized, the cooperation provided by the organization, and whether the results of the investigations are effectively used to mitigate future mishaps. 
 (3) Potential Interview Questions:

(a) Provide examples of accident and incident investigation reports you have been involved with.  What have been the key “lessons learned” from previous events? 
(b) Are any accidents or ‘near miss’ incidents currently being investigated? Who is involved? Have any interim corrective actions been made while the investigation is underway?  

(c) In the event of a fatality or severe accident, who must be notified and when?

(d) Describe the accident/’near miss’ incident tracking process, including who investigates the accident/incident and how the information about the accident/incident is captured and tracked to completion.

(e) How serious does an accident or ‘near miss’ need to be before it is reported? Investigated? 
(f) How is accident information entered the SMIS?

(g) Describe the process used to identify root causes of accidents/incidents and how this process leads to corrective and preventive measures?

(h) Who reviews the Serious Accident Investigation (SAI) reports?

(i) How are the results of investigations integrated into employee training programs?

(j) What reports are provided to management and the DOI DASHO following a serious accident investigation? What is the process for the review of these reports and for the planning/implementation of corrective actions? 

(4) Observations:
(a) The investigator should compare current conditions to the corrective action items resulting from previous incident investigations to determine if necessary changes have been made to prevent recurrence. 

(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.

Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.

OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
Department of Interior Departmental Manual – Chapter 7 – Incident/Accident Reporting/Serious Accident Investigation
29 CFR 1960.29 Accident Investigation - While all accidents should be investigated, including accidents involving property damage only, the extent of such investigation shall be reflective of the seriousness of the accident.

29 CFR 1960.29(b) - In any case, each accident which results in a fatality or the hospitalization of three or more employees shall be investigated to determine the causal factors involved. Except to the extent necessary to protect employees and the public, evidence at the scene of an accident shall be left untouched until inspectors have an opportunity to examine it.

29 CFR 1960.29(c) - Any information or evidence uncovered during accident investigations which would be of benefit in developing a new OSHA standard or in modifying or revoking an existing standard should be promptly transmitted to the Secretary.

29 CFR 1960.29(d) - The investigative report of the accident shall include appropriate documentation on date, time, location, description of operations, description of accident, photographs, interviews of employees and witnesses, measurements, and other pertinent information. A copy of the investigative report required by this section shall be forwarded to the official in charge of the workplace, the appropriate safety and health committee, and the exclusive employee representative, if any. The investigative report shall be made available to the Secretary or his authorized representative on request. 
(6) Rating Criteria for this Element:
(a) Outstanding. Policies and procedures for reporting and investigating accidents and ‘near miss’ incidents are in writing and include a clear delineation of responsibilities, schedules, and review/approval processes.  These policies and procedures are understood and followed by all.  Policies provide for immediate ‘stop work’ authorization should serious hazards be identified/reported.  All reports of lost time, personal injury, property damage, and ‘near misses’ are evaluated for the need for further investigation and, if deemed appropriate, investigations are promptly and effectively carried out by competent personnel.  Investigations focus on addressing root causes rather than assigning blame. Investigations always result in corrective actions (e.g., engineering controls, administrative controls, PPE, improved training, etc.) to prevent future occurrence.  Results of investigations are provided to and reviewed by all appropriate management, supervision, and OHS staff.  Information is made available to employees upon request. Reports of serious accidents and fatalities are made to OSHA within 8 hours.  If the evaluation of this element indicates this is the case, rate this element as a 5.

(b) Exceeds.  Policies and procedures for reporting and investigating accidents and ‘near miss’ incidents are in writing and include a clear delineation of responsibilities, schedules, and review/approval processes.  These policies and procedures are understood and followed by most. Policies provide for immediate ‘stop work’ authorization should serious hazards be identified/reported.  Most reports of lost time, personal injury, property damage, and near misses are evaluated for the need for further investigation and, if deemed appropriate, investigations are promptly and effectively carried out by competent personnel.  Investigations focus on addressing root causes rather than assigning blame. Investigations generally result in some sort of corrective actions (e.g., engineering controls, administrative controls, PPE, improved training, etc.) to prevent future occurrence.  Information is usually provided to appropriate management, supervision, and OHS staff.   Results are also made available to employees upon request.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met.   Most policies and procedures for reporting and investigating accidents and ‘near miss’ incidents are in writing and include a delineation of responsibilities, schedules, and review/approval processes.  These policies and procedures are understood and followed by most.  Reports of lost time, personal injury, property damage, and near misses are evaluated for the need for further investigation, although this is not always done in a prompt fashion.  If deemed appropriate, investigations are carried out by competent personnel and focus on addressing root causes rather than assigning blame. Investigations usually result in corrective actions (e.g., engineering controls, administrative controls, PPE, improved training, etc.) to prevent future occurrence.  Results of investigations are provided to and reviewed by appropriate management, supervision, and OHS staff.  Results are also made available to employees upon request.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. Policies and procedures for reporting and investigating accidents and ‘near miss’ incidents exist but are not current or thorough and often not understood or followed by employees.  Reports of lost time, personal injury, property damage, and near misses are usually not evaluated for the need for further investigation.  When investigations are carried out, they are often done in a less then effective manner, in some cases by employees not trained in conducting accident investigations.  Investigations usually do not result in prompt corrective actions to prevent future occurrence.  Results of investigations are not routinely provided to appropriate management, supervision, OHS staff.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. Effective policies and procedures for reporting and investigating accidents and ‘near miss’ incidents do not exist.  If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   6. Program Implementation and Operation

	Assessed Element: (i) Accident Reporting and Investigation 

	OHS Section Goal: An effective program that will provide for prompt reporting and investigation of accidents and “near miss” incidents, so that their causes, and the means for their prevention, are identified.

	Recommended Performance Metric(s): Reduce Top Lost Time Injury and Illness Rates for work locations with the highest lost time rates.

	OSHA/Department Manual Reference(s): OSHA Instruction FAP 2.1B JUN 19 1989; the Act; E.O. 12196; 29 CFR Part 1960, Chapter 7 Incident/Accident  Reporting/Serious Accident Investigation

	Interviewees: Selected managers and supervisors, OHS staff, Employees and Union representatives

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

Observations: Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-Safe Operating Procedures for Incident Investigation and accident review boards           -Incident investigation reports 

-Accident Review Boards                                                                                                    -Last 3 years OSHA logs

-SMIS reports                                                                                                                       -Tour facilities/compare conditions to incident investigation action items

	Processes/Evaluation Criteria: (Rank 1-5)
1. Are accidents, near miss or other incidents timely entered into the Safety Management Information System (SMIS)? _____

2. Are reports systematically reviewed by trained safety personnel? _____

3. Does the Bureau have a protocol for reporting serious accidents and fatalities to OSHA within 8 hours? _____

4. Are all accidents investigated by the responsible supervisor? _____

5. Are root causes identified as appropriate and corrective measures to prevent recurrence implemented? _____
6. Does the Bureau investigate accidents involving property damage only? _____

7. Is a serious accident investigation team convened for all serious accidents, or incidents, and are serious accident investigation procedures followed? _____

8. Are the SAI reports reviewed by appropriate officials? _____
9. Does the Bureau provide the DOI DASHO with a summary report of each fatal and catastrophic accident investigation? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
1-Not Present  
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Component 6:
Program Implementation and Operation
(ii)  Industrial Hygiene and Occupational Medicine

An OHS program which ensures effective worksite inspection and evaluation is a cornerstone to a safe and healthful workplace.  This can involve a number of professional disciplines working in concert to recognize, evaluate and control hazards.  Chief among these disciplines are industrial hygiene and occupational medicine. According to the American Industrial Hygiene Association, “industrial hygiene is the science and art devoted to the anticipation, recognition, evaluation, prevention, and control of those environmental factors or stresses arising in or from the workplace which may cause sickness, impaired health and well being, or significant discomfort among workers or among citizens of the community”. Occupational medicine can be defined as “the branch of medicine that deals with the prevention and treatment of diseases and injuries occurring at work or in specific occupations”.

Both industrial hygiene and occupational medicine rely on worksite inspections and thorough evaluation of information (medical status, exposure characterization data, injury and illness records, regulatory standards, etc.) in order to identify not only existing safety and occupational health hazards but also hazards which may stem from foreseeable changes in conditions, operations, personnel, equipment, and controls.  An effective OHS program should ensure that effective policies are in place for such existing or foreseeable hazards to be identified and evaluated initially (baseline), when changes occur, and on an ongoing basis thereafter.  

Particularly in the very technical fields of industrial hygiene and occupational medicine, qualified personnel should be brought to bear who are experienced in the specific workplace hazards in question.  These personnel can be on the OHS staff or available from contractors or other government agencies (e.g., Federal Occupational Health).  In all cases, industrial hygiene and occupational medicine resources should be provided clear and unambiguous roles, responsibilities, and authorities within an organization and have ready access to all the information, workplaces, personnel, and specialized equipment and facilities necessary to carry out these duties.   Budgetary resources should be adequate and clear lines of communication should be fostered with management, supervisors, employees, safety committee, and others.  Contingencies should be developed for the rapid deployment of these personnel in the event of an emergency (ideally with the participation of the industrial hygienists and occupational physicians in the planning stages). 

(1) Documents and Records Review: 

(a) Industrial hygiene programs outlining how qualitative and quantitative exposure assessments are performed, how respirators and other PPE are chosen (e.g., hazard determinations), staffing/resourcing plans, etc. 

(b) Occupational medicine programs outlining how employees are medically qualified for their jobs (e.g., to wear a respirator, perform physically demanding work, etc.) and medically monitored over time, etc.
(c) Medical care contingency agreement between the organization and nearby medical establishments to provide care in the event of an accident or incident.  

(d) Lists of employees in medical surveillance programs, assigned a respirator or hearing protection, subject to fitness for duty requirements or hazardous duty pay, etc. 

(e) Emergency plans and procedures.
(f) Workplace records documenting industrial hygiene evaluations such as for ergonomics, hearing conservation, hazardous materials (lead, asbestos, etc.).
(g) Injury and illness records (e.g., CA-1 and 2, OSHA 300 logs, accident/near miss incident investigation reports, etc.). 

(h) Records dealing with qualifications, availability, role/responsibilities, etc., of industrial hygiene and occupational medicine resources.

(2) Potential Interviewees: 

(a) Managers should be able to discuss who they use for industrial hygiene and occupational medicine support, their qualifications, roles/responsibilities, etc. 

(b) Supervisors can discuss how they interact with industrial hygiene and occupational medicine resources and whether they see this support as beneficial to their workplace. 
(c) OHS staff can discuss the overall implementation of the occupational medicine and industrial hygiene program and how resources are utilized for this program.

(d) Employees can share if they have ever seen or had industrial hygiene sampling done, what chemicals are they exposed to, if they have had first aid/CPR training, and how industrial hygiene results have been communicated. 

(e) Medical and industrial hygiene providers can discuss the overall implementation of their programs within the organization, how well supported they are by management, the safety committee, unions, etc., how well integrated their programs are in the general work environment, and current priorities and needs. 

(3) Potential Interview Questions:
(a) How are industrial hygiene and occupational medicine resources used in this organization (frequency, roles/responsibilities, current initiatives and priorities, names of personnel, etc.)?  How effective are these resources? 

(b) What health hazards or potential health hazards are currently of concern in the organization?  How are these currently being evaluated by industrial hygienists or occupational physicians?  
(c) What sorts of changes in conditions, operations, personnel, equipment, and controls are currently foreseeable? How are these changes being addressed by management of the OHS staff?

(d) In what ways do bureau managers respond to occupational health needs?
(e) What medical surveillance requirements are currently in place based on employee exposure?

(f) (For employees) Have you ever reported any early signs or symptoms of job-related illness? Are employees encouraged to make such reports?

(g) What emergency contingencies are in place for occupational medicine and industrial hygiene support? 
(h) If you have had a worksite physical or medical testing, how and when were results reported to you?  Were you satisfied with the way that the results were explained? 
(i) In what ways are the results of industrial hygiene monitoring communicated to employees? 
(j) What level of medical personnel are involved in job safety analysis and accident/incident analysis?  What type of process do they follow in those analyses?
(k) How does the amount of equipment, trained employees and access to licensed physicians and nurses impact the ability of the medical program to meets its goals?
(l) Describe how onsite or contract medical services and other health and safety professionals cooperate and coordinate. 
(m) How are occupational medicine and industrial hygiene personnel involved in worksite surveys?
(n) What guidelines are followed in the industrial hygiene program for sampling, and laboratory analysis?
(4) Observations:

(a) Tour facilities for evidence of unabated health hazards (e.g., unsafe chemical use, unabated noise sources, etc.) not properly addressed by industrial hygiene and/or occupational medicine resources.  Observe PPE usage, ventilation systems, and enclosures.

(b) Inspect facilities for new or planned operations needing OHS assessments.
(c) Look for evidence that the medical program has adequate equipment and personnel, including employees trained in first aid and CPR, and access to licensed physicians and nurses nearby.

(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
Department of Interior Departmental Manual - Chapter 17 Industrial Hygiene Program
Department of Interior Departmental Manual - Chapter 18 Occupational Medicine Program
Department of Interior Departmental Manual - Chapter 20 Personal Protective Equipment
DOI Occupational Medicine Handbook
29 CFR 1960 - Program Elements for Federal Employees OSHA
29 CFR 1910.151(a) The employer shall ensure the ready availability of medical personnel for advice and consultation on matters of plant health.

29 CFR 1910.151(b) In the absence of an infirmary, clinic, or hospital in near proximity to the workplace which is used for the treatment of all injured employees, a person or persons shall be adequately trained to render first aid. Adequate first aid supplies shall be readily available.

(6) Rating Criteria for this Element:
(a) Outstanding.  Inspections and evaluations have been performed throughout all the organization’s workplaces and all industrial hygiene/occupational health hazards have been identified, evaluated and controlled through engineering, administrative processes, or personal protection equipment.  Those workplaces which may have as-yet uncontrolled hazards have firm, detailed plans in place to address the hazards without delay.  A sound mechanism is in place to protect all employees in each of the organization’s workplaces from hazards stemming from foreseeable changes in conditions, operations, personnel, equipment, and controls and emergencies. All employees assigned to wear respirators or subject to increased or special physical demands are medically qualified.  Qualified industrial hygiene and occupational medicine professionals are available to the entire organization and routinely contribute to advancing workplace safety and occupational health goals as necessary based on the nature of the potential hazards in question.  Industrial hygiene and occupational medicine equipment, facilities and budgetary resources meet the organization’s needs.  Industrial hygiene and occupational medicine personnel are readily provided all necessary information, reports, data and facility access to ensure their assigned responsibilities can be effectively completed.  Positions with high noise exposures or hearing requirements have base line audiogram requirements.  Medical clearance requirements are met.  If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceeds.  Inspections and evaluations have been performed throughout most of the organization’s workplaces and virtually all of the industrial hygiene/occupational health hazards have been identified, evaluated and controlled through engineering, administrative processes, or personal protection equipment.  Those workplaces which may have as-yet uncontrolled hazards have firm, detailed plans in place to address the hazards without delay.  A sound mechanism is in place to protect all employees in each of the organization’s workplaces from hazards stemming from foreseeable changes in conditions, operations, personnel, equipment, and controls and emergencies. Positions with high noise exposures or hearing requirements have base line audiogram requirements.  Medical clearance requirements are met.  All employees assigned to wear respirators or subject to increased or special physical demands are medically qualified.  Qualified industrial hygiene and occupational medicine professionals are available to most of the organization and routinely contribute to advancing workplace safety and occupational health goals as necessary based on the nature of the potential hazards in question.  Industrial hygiene and occupational medicine equipment, facilities and budgetary resources meet the organization’s needs.  Industrial hygiene and occupational medicine personnel are readily provided all necessary information, reports, data and facility access to ensure their assigned responsibilities can be effectively completed.  If the evaluation of this element indicates this is the case, rate this element as a 4.
(c) Met. Inspections and evaluations have been performed throughout the majority of the organization’s workplaces and most of the industrial hygiene/occupational health hazards have been identified, evaluated and controlled through engineering, administrative processes, or personal protection equipment.  Those workplaces which may have as-yet uncontrolled hazards have a plan in place to address the hazards.  A mechanism is in place to protect employees in most of the organization’s workplaces from hazards stemming from foreseeable changes in conditions, operations, personnel, equipment, and controls and emergencies. Positions with high noise exposures or hearing requirements have base line audiogram requirements.  Medical clearance requirements are met.  All employees assigned to wear respirators or subject to increased or special physical demands are medically qualified.  Qualified industrial hygiene and occupational medicine professionals are available to most of the organization and generally contribute to advancing workplace safety and occupational health goals as necessary based on the nature of the potential hazards in question.  Industrial hygiene and occupational medicine equipment, facilities and budgetary resources generally meet the organization’s needs.  Industrial hygiene and occupational medicine personnel are provided most information, reports, data and facility access necessary to ensure their assigned responsibilities can be completed.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met.  Inspections and evaluations have been performed in some of the organization’s workplaces but not all of the industrial hygiene/occupational health hazards have been identified, evaluated and controlled through engineering, administrative processes, or personal protection equipment.   A significant number of workplaces have as-yet uncontrolled hazards and ineffective plans in place to address them.  Mechanisms are lacking to protect employees from hazards stemming from foreseeable changes in conditions, operations, personnel, equipment, and controls and emergencies. Employees assigned to wear respirators or subject to increased or special physical demands are occasionally not medically qualified.  Industrial hygiene and occupational medicine professionals are lacking in availability, qualifications, equipment, facilities and budgetary resources.  Industrial hygiene and occupational medicine personnel are not generally provided the information, reports, data and facility access necessary to ensure their assigned responsibilities can be completed.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. An effective industrial hygiene an occupational medicine program does not exist in this organization.  If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   6. Program Implementation and Operation

	Assessed Element: (ii) Industrial Hygiene and Occupational Medicine

	OHS Section Goal(s): An occupational health program is appropriate for the nature of the work and its hazards.  Policies and procedures are available to all employees.

	Recommended Performance Metric(s): Exposure assessments are conducted and corrective actions are implemented

	OSHA/Department Manual Reference(s): OSHA Instruction FAP 2.1B JUN 19 1989; the Act; E.O. 12196; 29 CFR Part 1960, Chapter 17 Industrial Hygiene Program; Chapter 18 Occupational Medicine Program; Chapter 20 Personal Protective Equipment; DOI Occupational Medicine Handbook

	Interviewees: Managers, Supervisors, OHS staff and Employees

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

-List of employees in medical surveillance programs                                        -Management statements of program design

-Lists of employees in medical surveillance programs                                       -Workplace monitoring records

-Exposure assessment information in JHAs                                                        -Hazardous materials lists

Observations: Workplaces where physical inspections of facilities may occur and operations where safe-efficient/unsafe-inefficient activities are witnessed. 

-Tour facilities for existence of health hazards, chemical use, noise sources, etc. and compare to exposure assessments

	Processes/Evaluation Criteria: (Rank 1-5)
1. Is there documented expectations for monitoring of health hazards? _____
2. Are bureau managers aware of and responsive to occupational health needs? _____

3. Does the Bureau have consolidated monitoring data on which they base occupational health decisions? _____

4. Is the monitoring data collected on a sustained basis, and is statistical analysis on the data performed? _____

5. Is there an occupational medical surveillance program? _____

6. Are required medical surveillance program elements based on employee exposure? _____

7. Are employees encouraged to report early signs or symptoms of perceived job-related illness? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
1-Not Present  
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Component 6:
Program Implementation and Operation
(iii) Fire Protection and Prevention
An effective OHS program should have systems in place to prevent fires and mitigate adverse effects on persons and property should one occur. These systems should include a comprehensive written fire protection and prevention plan that contains detailed guidelines for conducting inspections for items such as potential fire hazards, emergency egress routes, working emergency lighting fixtures, charged fire extinguishers, posted evacuation plans, and others.  Care must be exercised to ensure that work areas are kept free of fire hazards such as accumulated combustible waste materials, open containers of flammable solvents near ignition sources, etc.  The use of ‘hot work permits’ may be necessary for operations such as welding in certain area.  Where necessary, memos of understanding should be used with local fire fighters and emergency response units to help ensure readiness and clarify special emergency contingencies such as questions of access, locations of hazardous substances, special firefighting requirements, etc.  

All employees must be aware of the fire protection and prevention plan and participate in drills. Procedures for fire emergencies must be practiced until the process of protection and evacuation becomes “second nature” since quick action is essential in a fire emergency and employees need to move quickly without the need to check written procedures.  
(1) Documents and Records Review: 

(a) Emergency Action Plans that address how to respond to fires at or near the worksite. This may include evacuation and assembly procedures, egress maps, emergency contact phone numbers, drill schedules, and other information that shows that the emergency response system is in place and functional. 

(b) Continuity of operations plans.

(c) Memoranda of understanding with local emergency officials.
(d) Reports on previous fire drills, site evacuations, or emergency scenarios that show what actions occurred and how adequate were the protective measures initiated.  

(e) Fire protection inspection reports. 

(f) SMIS data detailing inspections, industrial hygiene findings, near miss occurrences, etc.

(g) Training records provides evidence of employees have been informed of all emergency response plans and know precisely what they are expected to do in each type of emergency as soon as alerted including PPE requirements.

(2) Potential Interviewees: 

(a) Managers should be able to describe the emergency action plan related to fires and discuss their health and safety responsibilities related to maintaining a fire safe work environment. 
(b) Supervisors should identify their responsibilities under the fire protection and prevention plan as it pertains to their area and provide information about required training for fire emergencies, whether hot work permits are used, and the potential fire hazards associated with their workplace.
(c) OHS staff can discuss the overall development and implementation of the fire emergency plan, its perceived adequacy, how compliance with it is assessed in the workplace, upcoming inspections and drills.

(d) Employees should be able to share what they do and where to go in the event of a fire emergency. the cause and outcome of any previous fires in their workplace.
(e) EMS, AED/CPR and First Aid responders should be able to describe their familiarly with the workplace in question, anticipated response times, types of emergency equipment and capabilities available, etc. 

(f) Facilities/Maintenance staff should be able their role in maintaining fire protection-related equipment (alarms, emergency lighting, smoke alarms, fire suppression devices, etc.) and explain the critical equipment shutdown procedures in the event of a fire emergency.

(g) Program Managers can discuss how fire protection measures are implemented at their facilities and camps in the field and address emergency contingencies.
(h) Emergency management staff should be able to describe the resources devoted to preparing for emergencies, the process used to formulate emergency action plans, and current priorities with regard to ensuring emergency preparedness throughout the organization.  
(i) Law enforcement staff should be able to describe what role they play in a fire emergency to maintain control and provide direction. 
(3) Potential Interview Questions:

(a) When was the last fire hazard analysis conducted of the facilities and operations throughout the organization? 
(b) Are the National Fire Codes incorporated into new designs for construction? 
(c) How are existing facilities maintained to conform to the National Fire Codes? 
(d) What fire emergency response plans have been developed to evacuate, track and protect employees and the public in the event of a fire emergency? 

(e) How often are fire evacuation drills conducted? 
(f) (For employees) Have you ever reviewed the fire prevention plan? How did you access the plan?

(g) What arrangements exist to coordinate with community emergency organizers and fire responders?
(4) Observations:

(a) Fire prevention and protection plan is available for employee review.

(b) Emergency signage, evacuation route maps, and exit markings are in place and readily apparent. 
(c) Shelter-in-place locations and assembly areas are readily apparent. 

(d) Emergency supplies and equipment are positioned in strategic locations. 
(e) Fire extinguisher tags show that they are inspected on a monthly basis.
(f) Employees appear knowledgeable and confident in the procedures for handling a fire emergency and evacuation.
 (5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
Department of Interior Departmental Manual - Chapter 19 Fire Safety
Department of Interior Departmental Manual - Chapter 26 Emergency Response Safety
29 CFR 1960 - Basic Program Elements for Federal Employees OSHA
29 CFR 1910.38 (a) Application. An employer must have an emergency action plan whenever an OSHA standard in this part requires one. The requirements in this section apply to each such emergency action plan.
29 CFR 1910.38(b) Written and oral emergency action plans. An emergency action plan must be in writing, kept in the workplace, and available to employees for review. However, an employer with 10 or fewer employees may communicate the plan orally to employees.
29 CFR 1910.38(c) Minimum elements of an emergency action plan. An emergency action plan must include at a minimum:
1910.38(c)(1) Procedures for reporting a fire or other emergency;

1910.38(c)(2) Procedures for emergency evacuation, including type of evacuation and exit route assignments;

1910.38(c)(3) Procedures to be followed by employees who remain to operate critical plant operations before they evacuate;

1910.38(c)(4) Procedures to account for all employees after evacuation;

1910.38(c)(5) Procedures to be followed by employees performing rescue or medical duties; and

1910.38(c)(6) The name or job title of every employee who may be contacted by employees who need more information about the plan or an explanation of their duties under the plan.
29 CFR 1910.38(d) Employee alarm system. An employer must have and maintain an employee alarm system. The employee alarm system must use a distinctive signal for each purpose and comply with the requirements in § 1910.165.

29 CFR 1910.38(e) Training. An employer must designate and train employees to assist in a safe and orderly evacuation of other employees.
29 CFR 1910.38(f) Review of emergency action plan. An employer must review the emergency action plan with each employee covered by the plan:
1910.38(f)(1) When the plan is developed or the employee is assigned initially to a job;

1910.38(f)(2) When the employee's responsibilities under the plan change; and

1910.38(f)(3) When the plan is changed.

29 CFR 1910.39(a) Application. An employer must have a fire prevention plan when an OSHA standard in this part requires one. The requirements in this section apply to each such fire prevention plan.
29 CFR 1910.39(b) Written and oral fire prevention plans. A fire prevention plan must be in writing, be kept in the workplace, and be made available to employees for review. However, an employer with 10 or fewer employees may communicate the plan orally to employees.

29 CFR 1910.39(c) Minimum elements of a fire prevention plan. A fire prevention plan must include:
1910.39(c)(1) A list of all major fire hazards, proper handling and storage procedures for hazardous materials, potential ignition sources and their control, and the type of fire protection equipment necessary to control each major hazard;

1910.39(c)(2) Procedures to control accumulations of flammable and combustible waste materials;

1910.39(c)(3) Procedures for regular maintenance of safeguards installed on heat-producing equipment to prevent the accidental ignition of combustible materials;

1910.39(c)(4) The name or job title of employees responsible for maintaining equipment to prevent or control sources of ignition or fires; and

1910.39(c)(5) The name or job title of employees responsible for the control of fuel source hazards.
29 CFR 1910.39(d) Employee information. An employer must inform employees upon initial assignment to a job of the fire hazards to which they are exposed. An employer must also review with each employee those parts of the fire prevention plan necessary for self-protection.
(6) Rating Criteria for this Element:
(a) Outstanding.  There is a policy for fire prevention and protection plans in operations and facilities within the bureau or office. Formal fire hazard inspections are conducted at least annually and whenever new facilities or operations are planned.  In addition to formal inspections, employees keep a sharp eye out for fire hazards in their workplace and conduct informal inspections on an ongoing basis.  Deficiencies in fire protection/preparedness procedures, equipment and facilities are addressed as a priority and without delay. Unannounced employee fire and evacuation drills are held at least annually.  Employees have access to fire prevention and protection plans, have information about potential fire hazards and precautions associated with their workplaces, and know how to respond to fire alarms. Formal agreements are in place with community emergency organizations and fire fighters have participated in emergency drills and are thoroughly familiar with facilities and operations to the extent necessary to effectively respond.  If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceeds. There are written fire prevention and protection plans within virtually all of the bureau or offices’ operations and facilities. Formal fire hazard inspections are conducted at least annually and whenever new facilities or operations are planned.  In addition to formal inspections, employees keep a sharp eye out for fire hazards in their workplace and conduct informal inspections on an ongoing basis.  Deficiencies in fire protection/preparedness procedures, equipment and facilities are addressed as a priority and without delay. Unannounced employee fire and evacuation drills are held at least annually.  Employees have access to the fire prevention and protection plan, have been informed of any potential fire hazards and precautions associated with their workplace, and know how to respond to fire alarms. Community emergency organizations and fire fighters are thoroughly familiar with facilities and operations to the extent necessary to effectively respond.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. There is a fire prevention and protection plan that addresses most of the operations and facilities within the organization. Formal fire hazard inspections are conducted periodically although new facilities or operations are sometimes not addressed in the planning phase.  In addition to formal inspections, most employees keep a sharp eye out for fire hazards in their workplace and often conduct informal inspections.  Deficiencies in fire protection/preparedness procedures, equipment and facilities are addressed as a priority but there are sometimes delays in implementing corrective actions. Unannounced employee fire and evacuation drills are held periodically.  Employees have been generally informed of potential fire hazards and precautions associated with their workplace, and know how to respond to fire alarms. Community emergency organizations and fire fighters are familiar with facilities and operations to the extent necessary to effectively respond.  If the evaluation of this element indicates this is the case, rate this element as a 3.

(d) Partially Met. There is the beginning of a fire prevention and protection plan for the organization but it is not comprehensive and does not address a number of the operations and facilities within the organization. Formal fire hazard inspections are infrequently conducted periodically and new facilities or operations are generally not addressed in the planning phase.  The safety culture is such that few employees keep an eye out for fire hazards in their workplace and do not often conduct informal inspections.  Deficiencies in fire protection/preparedness procedures, equipment and facilities are not addressed as a priority. Unannounced employee fire and evacuation drills are not held routinely.  A significant number of employees have not been informed of potential fire hazards and precautions associated with their workplace, or know how to respond to fire alarms. Community emergency organizations and fire fighters are not very familiar with facilities and operations and this could jeopardize an effective response.  If the evaluation of this element indicates this is the case, rate this element as a 2.
(e) Not Present. A fire prevention and protection plan has not been effectively developed or implemented for the organization.  If the evaluation of this element indicates this is the case, rate this element as a 1.
SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   6. Program Implementation and Operation

	Assessed Element:  (iii) Fire Protection and Prevention

	OHS Section Goal(s): Written procedures are established and communicated to employees for their protection.

	Recommended Performance Metric(s): Existence of fire protection and prevention plans and evidence of drills and other communications and training for all affected employees.

	OSHA/Department Manual Reference(s): OSHA Instruction FAP 2.1B JUN 19 1989; the Act; E.O. 12196; 29 CFR Part 1960, Chapter 19 Fire Safety 

	Interviewees: Managers, Supervisors, EMS staff, AED/CPR responders, First Aid responders, Program managers and OHS staff, Employees, Emergency Management staff and Law Enforcement 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

-Safe Operating Procedures                                   -Emergency Action Plans                                     -Authority delegation

-Drills reports                                                         -Site inspection reports                                         -SMIS data

Observations: Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-Drills, signage, maps, exit marking, designated shelters, assembly areas                                         -Shelter in place signage and supplies

-Posted plans

	Processes/Evaluation Criteria: (Rank 1-5)
1. Has a fire hazard analysis been conducted of the facilities and operations under Bureau control? _____

2. Is fire prevention and protection included in a comprehensive facilities inspection? _____

3. Are the National Fire Codes incorporated into new designs for construction? _____

4. Are existing facilities maintained and in conformance with the National Fire Codes? _____

5. Have fire emergency response plans, primarily concerned with the safety of employees and the public been developed? _____  
6. Are fire evacuation drills conducted as required? _____

7. Is there a Bureau policy for coordination with the local fire responder? _____
8. Are there procedures for accounting for all employees and visitors? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
1-Not Present  
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Component 6:
Program Implementation and Operation
(iv) Occupant Emergency Planning 
The OHS program should include emergency preparedness plans for all types of serious potential hazards.  These plans should document procedures that are intended to protect employees, visitors and property from the effects of disasters or other unexpected events than can result in serious injury, illness, or lack of operational continuity. Some types of disasters are more likely in some worksite locations due to geography and climate, type of work performed, and conditions of the worksite. However, every worksite should take an “all-hazards” approach to planning for emergencies that include consistent requirements for preparedness, training and communication, evacuation, personal protection, medical care and off-site safety. 

All employees should be aware of the organization’s emergency plans and be fully trained to assist themselves and others in the event of an emergency. Drills should be conducted at least annually to ensure that emergency responses are “second nature” and will be immediate and precise in an actual emergency. Many disaster situations can extend beyond the facility walls or immediate worksite locale and planning should account for these contingencies.  Formal agreements or memoranda of understanding should be in place with community emergency responders to foster familiarity with personnel, facilities and operations in order to maximize the effectiveness of any emergency support provided.  

(1) Documents and Records Review: 
(a) Emergency Action Plans – These should include:

· Descriptions of various credible emergency scenarios for which planning is a priority for the organization.
· Plans and schedules for conducting training and emergency drills.
· Evacuation procedures including egress plans/maps, rallying locations, etc.
· Organization chart.
· Roles and responsibilities in the event of an emergency.
· Emergency shut down and start up of critical equipment.
· Emergency equipment lists including PPE 
· Communications plan and emergency telephone numbers.
(b) Reports of previous emergency responses, drills and site evacuations.  

(c) Emergency plan training records.
(d) Continuity of operations plans.

(e) Agreements or memoranda of understanding with local emergency response officials.
(2) Potential Interviewees: 

(a) Managers should be able to describe the emergency action plan and discuss their responsibilities and those of their staff, in the event of an emergency.  
(b) Supervisors should identify their responsibilities in the event of an emergency as they pertain to their workplace and provide information about required training for emergencies. 
(c) OHS staff can discuss the overall development and implementation of the emergency action plan, its perceived adequacy, how compliance with it is assessed in the workplace, upcoming preparedness inspections and drills.

(d) Employees should be able to share what they do and where to go in the event of an emergency. 
(e) EMS, AED/CPR and First Aid responders should be able to describe their familiarly with the workplace in question, anticipated response times, types of emergency equipment and capabilities available, etc. 

(f) Facilities/Maintenance staff should be able their role in maintaining emergency preparedness-related equipment (alarms, emergency lighting, etc.) and explain the critical equipment shutdown procedures in the event of a emergency.

(g) Program Managers can address how their facilities and camps in the field are prepared for emergencies.
(h) Emergency management staff should be able to describe the resources devoted to preparing for emergencies, the process used to formulate emergency action plans, and current priorities with regard to ensuring emergency preparedness throughout the organization.  
(i) Law enforcement staff should be able to describe what role they play in an emergency to maintain control and provide direction. 

(j) Employees – discuss individual preparations for potential emergencies.  
(3) Potential Interview Questions:

(a) What types of credible emergencies have previously affected this organization’s operations? What types of emergencies are credible in the future and necessitate planning?

(b) What options have been considered for the protection of employees and property during emergencies?

(c) When were the last two emergency drills conducted? Has a credible emergency scenario drill ever been done? 

(d) Who prepared the emergency response plans and reviews drill performance? 
(e) How are employees trained to manage their own safety during an emergency event? 
(f) What procedures exist for accounting for all employees and visitors during an emergency?
(g) Describe the relationship that exists with community emergency response organizations? How familiar are they with these facilities?

(h) Is an Occupant Emergency Plan available for each building used by this organization? How are employees trained? 

(i) Where do you go in an emergency situation? What responsibilities do you have?

(j) What procedures are in place for equipment and facilities shut down in an emergency? What triggers the shutdown? 
(k) What mission critical activities does this organization perform for which continuity of operations planning should be done in the event of an emergency?
(4) Observations:

(a) Posted evacuation plans are clear and visible. 
(b) Emergency maps, exit markings, shelter designations, and assembly areas are readily apparent.

(c) Alarm enunciators are evident throughout the facilities.
(d) Emergency supplies (e.g., quick escape respirators, etc.) are intact and located in strategic areas, as appropriate.
(e) Employees appear knowledgeable and confident in the procedures for handling a fire emergency and evacuation.
 (5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
Department of Interior Departmental Manual – 485 DM Chapter 19 Fire Safety
Department of Interior Departmental Manual – 485 DM Part 900. 
29 CFR 1960 - Basic Program Elements for Federal Employees OSHA

29 CFR 1910.38(a) Application. An employer must have an emergency action plan whenever an OSHA standard in this part requires one. The requirements in this section apply to each such emergency action plan.
29 CFR 1910.38(b) Written and oral emergency action plans. An emergency action plan must be in writing, kept in the workplace, and available to employees for review. However, an employer with 10 or fewer employees may communicate the plan orally to employees.
29 CFR 1910.38(c) Minimum elements of an emergency action plan. An emergency action plan must include at a minimum:
1910.38(c)(1) Procedures for reporting a fire or other emergency;

1910.38(c)(2) Procedures for emergency evacuation, including type of evacuation and exit route assignments;

1910.38(c)(3) Procedures to be followed by employees who remain to operate critical plant operations before they evacuate;

1910.38(c)(4) Procedures to account for all employees after evacuation;

1910.38(c)(5) Procedures to be followed by employees performing rescue or medical duties; and

1910.38(c)(6) The name or job title of every employee who may be contacted by employees who need more information about the plan or an explanation of their duties under the plan.
29 CFR 1910.38(d) Employee alarm system. An employer must have and maintain an employee alarm system. The employee alarm system must use a distinctive signal for each purpose and comply with the requirements in § 1910.165.

29 CFR 1910.38(e) Training. An employer must designate and train employees to assist in a safe and orderly evacuation of other employees.
29 CFR 1910.38(f) Review of emergency action plan. An employer must review the emergency action plan with each employee covered by the plan:
1910.38(f)(1) When the plan is developed or the employee is assigned initially to a job;

1910.38(f)(2) When the employee's responsibilities under the plan change; and

1910.38(f)(3)When the plan is changed.

(6) Rating Criteria for this Element:

(a) Outstanding.  There is a written occupant emergency plan that addresses all of the operations and facilities within the organization and is suitable for all anticipated emergencies, such as explosions, fire, toxic chemical release, natural and weather-related disasters, and bomb threats. Written emergency procedures cover all required elements. Preparedness assessments are conducted at least annually and deficiencies in procedures, equipment and facilities are addressed as a priority and without delay. Unannounced employee evacuation drills are held at least annually.  Employees have access to the occupant emergency plan, have been trained in its requirements, and demonstrate a thorough understanding of what they need to do in the event of an emergency. Community emergency organizations and fire fighters are thoroughly familiar with facilities and operations to the extent necessary to effectively respond.  If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceeds. There is a written occupant emergency plan that addresses virtually of the operations and facilities within the organization and is suitable for most anticipated emergencies, such as explosions, fire, toxic chemical release, natural and weather-related disasters, and bomb threats. Written emergency procedures cover the required elements. Preparedness assessments are conducted at least annually and deficiencies in procedures, equipment and facilities are promptly addressed.  Unannounced employee evacuation drills are held at least annually.  Employees have access to the occupant emergency plan, have been trained in its requirements, and demonstrate an understanding of what they need to do in the event of an emergency. Community emergency organizations and fire fighters are familiar with facilities and operations to the extent necessary to effectively respond.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. There is an occupant emergency plan that addresses most of the operations and facilities within the organization and is suitable for most anticipated emergencies, such as explosions, fire, toxic chemical release, natural and weather-related disasters, and bomb threats. Emergency procedures exist which cover the required elements although some are outdated or incomplete. Preparedness assessments are conducted every several years and deficiencies in procedures, equipment and facilities are addressed, although not as a priority.  Most employees, but not all, have access to the occupant emergency plan, have been trained in its requirements, and demonstrate an understanding of what they need to do in the event of an emergency. Community emergency organizations and fire fighters are generally familiar with facilities and operations.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met.  There is the beginning of an occupant emergency plan and it addresses some of the operations and facilities within the organization. However, it is not really suitable for some of the most anticipated emergencies. Emergency procedures are outdated or incomplete. Preparedness assessments are not conducted in a manner which would ensure that procedures, equipment and facilities are effective in the event of an emergency. Most employees do not have access to the occupant emergency plan, have not been trained in its requirements, and cannot adequately demonstrate an understanding of what they need to do in the event of an emergency. Community emergency organizations and fire fighters are generally unfamiliar with facilities and operations.  If the evaluation of this element indicates this is the case, rate this element as a 2.
(e) Not Present.  An effective occupant emergency plan does not exist for this organization.  If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   6. Program Implementation and Operation

	Assessed Element: (iv) Occupant Emergency Planning (Other than fire)

	OHS Section Goal(s): Written procedures are established and communicated to employees for their protection and evacuation in the event of a unexpected or disastrous event, inclusive of training and conducting drills annually.

	Recommended Performance Metric(s): Existence of Employee Emergency Action plans and evidence of drills and other communications and training for all affected employees

	OSHA/Department Manual Reference(s): OSHA Instruction FAP 2.1B JUN 19 1989; the Act; E.O. 12196; 29 CFR Part 1960, Chapter 19 Fire Safety 

	Interviewees: Managers, Supervisors, -EMS staff, AED/CPR responders, First Aid responders, Program managers and OHS staff, Employees, Emergency Management staff and Law Enforcement 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

-Safe Operating Procedures                                   -Emergency Action Plans                                     -Authority delegation

-Drills reports                                                         -Site inspection reports                                         -SMIS data

Observations: Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-Drills, signage, maps, exit marking, designated shelters, assembly areas                                         -Shelter in place signage and supplies

-Posted plans

	Processes/Evaluation Criteria: (Rank 1-5)

1. Are the types of hazards that could affect bureau operations identified? _____

2. During the emergency event, management has considered options for protecting employees and property? _____

3. Have safety responsibilities been identified in the Incident Command System? _____

4. Have emergency drills been conducted as required? _____

5. Are emergency response plans and drill performance reviewed by qualified professionals? _____  

6. Are employees trained in emergency procedures, to manage their own safety during an emergency event? _____ 
7. Are there procedures for accounting for all employees and visitors? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
1-Not Present  
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Component 6:
Program Implementation and Operation
(v)  Motor Vehicles and Motorized Equipment

A wide variety of motor vehicles and motorized equipment is operated by the DOI.  Improper or untrained use can result in catastrophic accidents impacting not only the operator but others as well (e.g., passengers, pedestrians, coworkers, etc.). Use of bureau vehicles/equipment must be restricted only to authorized, trained, and competent employees.  Written operating procedures must be established and effectively communicated properly to employees. 

All vehicles/equipment must be inspected and maintained in safe and operable condition.  When items are found to be broken, missing, or otherwise deficient, corrective actions must be taken without delay to avoid any adverse safety consequence. Every accident must be promptly reported using the proper forms and notification mechanisms. Where accidents, unsafe acts, or policy/regulation violations occur, effective actions should be taken to minimize recurrence, such as providing additional training, issuing citations or penalties, or even reassignment or dismissal of personnel.  re-tooling of equipment

(1) Document and Records Review: 

(a) Safe Operating Procedures for motorized vehicles and equipment. 
(b) Pre-use inspection check sheets (including on-board safety equipment lists, operator inspection criteria, etc.).
(c) Employee training records, competency documentation, and driving history records.
(d) Accident/incident records.

(e) Equipment maintenance checklists, protocols and inspection logs.

(f) State driver’s licenses – These can be spot checked to verify minimum requirements.
(g) Special requirements and regulations pertinent to the motorized vehicles/equipment in question (e.g., state, local and federal safety regulations, special licensing requirements, etc.).

(h) Training records.

(2) Potential Interviewees: 

(a) Managers should be able to discuss the general elements of the motorized vehicles and equipment program.
(b) Supervisors should be able to share how employee operators are trained to use motorized vehicles and equipment safely, report mishaps, and ensure proper inspection and maintenance is conducted according to appropriate schedules.
(c) OSH staff can discuss how the motorized vehicle/equipment training curriculum was developed, notable mishaps which have occurred in the past and any perceived trends, and how lessons learned are being used to effect positive change. 

(d)  Employees and union representatives should be able to describe the training they receive, how to report an motor vehicle accident, how well they believe the inspection and maintenance program is working, and, overall, how effective they think the safety program is when it comes to motorized vehicle/equipment operation.  

(e) Vehicle, UTV, ATV and other equipment operators.
(3) Potential Interview Questions:

(a) What sorts of motor vehicles or motorized equipment do employees operate?  Do any require any special licensing or demonstration of competency per governmental regulations or Bureau policies (e.g., forklifts, drill rigs, all-terrain vehicles, snowmobiles, vehicles with greater than 1-ton capacity, towing vehicles, hazardous material hauling, chauffeuring, etc.)?  
(b) How often are employee driver records verified and who does the verification? 

(c) Is there a policy requiring mandatory use of seat belts and restricting use of cellular phones? If so, how are such policies enforced? 

(d) What PPE is required for employees when operating specialized vehicles or equipment (e.g., hearing protection, hard hats, protective footwear, etc.)? 

(e) What special training or certifications are available to employees for more advanced driving techniques (e.g., defensive driving training)? 

(f) How are periodic and pre-use vehicle safety inspections conducted? Where are the inspection documents located? 

(g) Describe the preventative maintenance performed on vehicles and motorized equipment? 

(h) How are deficiencies reported and corrected (e.g., broken or missing parts, etc.)? 
(i) Is there a policy to maintain a motor vehicle accident kit within motor vehicles? What does this consist of? 
(4) Observations:

(a) Vehicles and motorized equipment appear to be operated safely by trained employees.

(b) Written safe operating procedures are readily available and used by persons authorized to operate vehicles and motorized equipment. 
(5) References: 
OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.

Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.

OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
29 CFR 1960 - Program Elements for Federal Employees OSHA 
Department of Interior Departmental Manual - Chapter 16 Motor Vehicle Safety
(6) Rating Criteria for this Element:
(a) Outstanding. Written procedures are established and communicated to employees for the safe operation of all motorized vehicles and motorized equipment.  All operators are properly trained and can demonstrate competency with the equipment being operated.  The organization requires all appropriate licenses, qualifications and credentials in accordance with governmental regulations and bureau policies.  For motor vehicle operators, driving records are verified initially and at least annually.  The organization has policies requiring mandatory use of seat belts and restricting the use of cellular phones and texting devices, and these policies are diligently enforced.  Operators of specialized vehicles (snowmachines, ATVs, UTVs, Segways, etc.) have appropriate training and properly wear PPE, as called for by safety policies and procedures. Defensive driving training is available for employees. There are written policies for conducting and documenting inspections and preventive maintenance and these policies are rigorously followed.  There is documentation showing that an effective system is in place for identifying, reporting, and correcting deficiencies in vehicles or equipment such as broken parts, missing safety equipment, etc.  If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceeds. Written procedures are established and communicated to employees for the safe operation of all motorized vehicles and motorized equipment.  Most operators are properly trained and can demonstrate competency with the equipment being operated.  The organization requires all appropriate licenses, qualifications and credentials in accordance with governmental regulations and bureau policies.  For motor vehicle operators, driving records are verified upon assignment. The organization enforces policies requiring mandatory use of seat belts and restricting the use of cellular phones and texting devices. Employees generally wear PPE when operating specialized vehicles, as called for by safety policies and procedures. There are written policies for conducting and documenting inspections and preventive maintenance and these policies are followed for the most part.  There is an effective system for identifying, reporting, and correcting deficiencies in vehicles or equipment such as broken parts, missing safety equipment, etc.  If the evaluation of this element indicates this is the case, rate this element as a 4.
(c) Met. Written procedures exist and are generally communicated to employees for the safe operation of motorized vehicles and motorized equipment.  Most operators are properly trained and can demonstrate competency with the equipment being operated.  The organization requires all of the appropriate licenses, qualifications and credentials in accordance with governmental regulations and bureau policies but occasionally equipment is operated by employees without them. For motor vehicle operators, driving records are sometimes not verified upon assignment. The organization has policies requiring mandatory use of seat belts and restricting the use of cellular phones and texting devices but there is not always a consistent enforcement of this across the organization. Employees generally wear PPE when operating specialized vehicles, as called for by safety policies and procedures, but occasionally there are lapses or it is not worn properly. There are policies for conducting inspections and preventive maintenance but these policies are not always followed.  There is a system for identifying, reporting, and correcting deficiencies in vehicles or equipment such as broken parts, missing safety equipment, etc., but occasionally the system breaks down resulting in delays or other problems.   If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. Some procedures exist for the safe operation of motorized vehicles and motorized equipment, but they are often incomplete and not effectively communicated to employees. Operators are somewhat competent to operate their equipment, but additional or improved training would enhance competencies.  Occasionally equipment is operated by employees without all of the appropriate licenses, qualifications and credentials needed to comply with governmental regulations and bureau policies.  For motor vehicle operators, driving records are generally not verified upon assignment. The organization has policies requiring mandatory use of seat belts and restricting the use of cellular phones and texting devices but there is no consistent enforcement. Employees often do not wear PPE when operating specialized vehicles as called for by safety policies and procedures. There are policies for conducting inspections and preventive maintenance but these policies are frequently not followed.  There is a system for identifying, reporting, and correcting deficiencies in vehicles or equipment such as broken parts, missing safety equipment, etc., but the system breaks down frequently resulting in delays or other problems.   If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. There is little, if any, formal program in place for ensuring that vehicles and motorized equipment are operated and maintained in a safe and compliant manner.  If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   6. Program Implementation and Operations

	Assessed Element: (v) Motor Vehicles and Motorized Equipment  

	OHS Section Goal: Ensure Motor Vehicles and Motorized Equipment is operated safely 

	Recommended Performance Metric(s): Reduce motor vehicle accidents

	OSHA/Department Manual Reference(s): OSHA Instruction FAP 2.1B JUN 19 1989; the Act; E.O. 12196; 29 CFR Part 1960, DM Chapter 16

	Interviewees: Managers, Supervisors, OHS staff and employees 
Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

Observations: Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

	Processes/Evaluation Criteria: (Rank 1-5)
1. Does the Bureau require the employee to possess a valid State driver’s license for the class vehicle to be operated? _____

2. Are employee driver records verified at least annually? _____

3. Do personnel operating specializes vehicles (i.e. forklifts, drill rigs, 4x4 vehicles, all-terrain vehicles (ATVs), snowmobiles, vehicles with greater than 1-ton capacity, or towing vehicles) have the skills, knowledge, and obtain supervisory authorization for vehicle use? _____

4. Does the Bureau have a policy requiring mandatory use of seat belts, and is the policy enforced? _____

5. Do employees wear appropriate PPE when operating specialized vehicles? _____

6. Does the Bureau have policy regarding the use of cellular phones while the vehicle is in motion? _____

7. Do all employees who operate a motor vehicle receive defensive driving training? _____ 
8. Is there a Bureau policy for vehicle safety inspections, and are the inspections documented? _____

9. Is there a Bureau policy for motor vehicle accident kit contained within the vehicle? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
1-Not Present  
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Component 6:
Program Implementation and Operation
(vi) Contractor Safety
An effective OHS program should ensure that all contractors follow appropriate worksite safety and occupational health policies, whether regularly involved in site operations or engaged in projects such as temporary construction or repair.  Like other employees, contractor employees need to be informed of the nature and location of workplace hazards that their workforce stays safe and so that their activities do not create hazards for regular employees, the public, or any others. Bureau/office officials should ensure that contractors receive site orientations and training as appropriate for them to understand OHS policies and procedures particularly relating to any shared facilities, operations, or systems.   

Provisions and requirements fostering an informed and collaborative working relationship with respect to OHS in the workplace should be clearly and comprehensively laid out in the executed contracting agreements.  These contracts should (1) specify the authority and mechanisms for the oversight, coordination, and enforcement of safety and occupational health programs by the contractor; (2) provide for the prompt correction and control of hazards by the contractor in the event that their employees or sub-contractors fail to immediately correct or control such hazards; and (3) specify penalties, including dismissal from the worksite, for willful or repeated non​compliance by sub-contractors or individuals.  All contractors should be able to demonstrate that they have considered the health and safety of all sub-contractors during the evaluation and selection process.
(1) Document and Records Review: 

(a) OHS-related provisions of agreements currently in place with key contractors. 

(b) Contractor OHS policies and procedures. 

(c) Contractor Days Away and Restriction Transfers (DART) Rates.

(d) Selected contractor assessments, and evaluations. 

(e) Contractor performance evaluation documentation. 

(f) Safe Operating Procedures such as lock-out/tagout programs associated with facilities operated by multiple employers.
(g) Contractor-related injury/illness data, accident records, investigation reports.
(2) Potential Interviewees: 

(a) Contracting Officers can address contractual provisions dealing with OHS-related matters.  

(b) Managers should be able to discuss to what extent contractor employees are integrated into the OHS program covering their civil service employees.

(c) Supervisors should be able to share how contract employees work within the health and safety program and what training and accountability gaps might exist.

(d) OHS staff can discuss the specific operations and facilities in the workplace presenting the greatest potential hazard to contractors and the OHS policies and procedures most important to ensuring a safe workplace for contractors and DOI employees alike.
(e) Contracting Officer Technical Representatives (COTRs) and Awarding Officials can talk to the specifics of the safety and health requirements in the contract, how well contractors adhere to these requirements and how contractor compliance with OHS-related provisions is evaluated. 
(3) Potential Interview Questions:
(a) How is a contractor’s past safety and health performance considered in the procurement process? How does current performance relate to decisions on contract extensions, future work, etc.? 

(b) What requirements do contractors have to develop and furnish a site specific safety and health plan? 
(c) How are safety plans/activities coordinated among the host facility and contractors? 
(d) Particularly where a General Contractor is involved on an OSHA-defined “multi-employer worksite”, can you differentiate the employer whose employees are exposed to hazards (“exposing” employer)? Employer who creates the hazard (“creating” employer)? Employer who is responsible for ascertaining safety and health conditions at a site (“controlling” employer)? Employer who has the responsibility for correcting the hazard (“correcting” employer)?

(e) Who is responsible for monitoring contractor performance as regards OHS issues?  
(f) What health and safety training have Contracting Officers (COs), Contracting Officer’s Representatives (CORs) and COTRs received?

(g) Who has ‘stop work’ authority to immediately stop contractor practices that may expose Bureau/office employees to hazards? 
(h) What information regarding existing hazards at the worksite does management provide contractors? 
(i) How are OHS-related provisions incorporated into service contracts? 
(j) As a contractor employee working in a DOI-controlled space, how would you evaluate the OHS orientation training you received?
(k) As a DOI employee working in a contractor-controlled space, how would you evaluate the OHS orientation training you received?
(l) Provide examples of where contractor OHS performance has lead to unsafe acts or conditions? 
 (4) Observations:

(a) Contractor workplaces appear free of recognized hazards.

(5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
29 CFR 1960 - Basic Program Elements for Federal Employees OSHA
Department of Interior Departmental Manual - Chapter 24 Contractor Safety

Department of Interior Departmental Manual - Chapter 25 Concessionaire Safety
(6) Rating Criteria for this Element:
(a) Outstanding. OHS qualifications and track record are a key consideration when hiring a contractor. Contractual agreements effectively incorporate OHS requirements and address oversight, coordination, and enforcement.  All contractor organizations and contractor employees have received appropriate and effective site orientation/training and are familiar with the organization’s OHS policies, procedures, and programs. All contractors fully comply with the OHS policies to which they are subject. Complete and accurate records of contractor injury and illness occurrences are maintained and compared to hours worked for consideration in light of Department of Labor Standard Industrial Classification (SIC) code statistics.  Overall, a very effective means has been established for ensuring contractors perform their work in a manner which is protective of all those in the workplace. If the evaluation of this element indicates this is the case, rate this element as a 5.

(b) Exceeds.  OHS qualifications and track record are considered when hiring a contractor. Contractual agreements effectively incorporate OHS requirements and address oversight, coordination, and enforcement. Contractor organizations and contractor employees have received appropriate and effective site orientation/training and are familiar with the organization’s OHS policies, procedures, and programs.  Contractors comply with the OHS policies to which they are subject. Overall, an effective means has been established for ensuring contractors perform their work in a manner which is protective of all those in the workplace.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. OHS qualifications and track record are usually considered when hiring certain types of contractors (e.g., heavy construction). Contractual agreements incorporate OHS requirements and address oversight, coordination, and enforcement in a general way. Most contractor organizations and contractor employees have received some sort of site orientation/training and are generally familiar with the organization’s OHS policies, procedures, and programs.  Contractors comply with most OHS policies to which they are subject. Overall, a mostly effective means has been established for ensuring contractors perform their work in a manner which is protective of all those in the workplace.   If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met.  OHS qualifications and track record are seldom considered when hiring contractors. Contractual agreements incorporate few OHS requirements and do not address oversight, coordination, and enforcement in a very effective way. Contractor organizations and contractor employees have received some site orientation/training but are not very familiar with the organization’s OHS policies, procedures, and programs.  Contractors have been found to not be complying with OHS policies to which they are subject and some mishaps or hazards have resulted. Overall, contractors lack OHS oversight and perform their work in a manner which sometimes results in workplace hazards.  If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. The OHS program has no effective means of ensuring contractors perform their work in a manner which is protective of all those in the workplace   If the evaluation of this element indicates this is the case, rate this element as a 1.

	OHS Component:   6. Program Implementation and Operations 

	Assessed Element: (vi) Contractor Safety 

	OHS Section Goal(s): Contractors and their employees are held responsible for complying with OSHA and other applicable safety policies and regulations.  

	Recommended Performance Metric(s): Evidence of safety requirements and oversight in contracting documents and processes.

	OSHA/Department Manual Reference(s): OSHA Instruction FAP 2.1B JUN 19 1989; the Act; E.O. 12196; 29 CFR Part 1960, , Chapter 24 Contractor Safety, Chapter 25 Concessionaire Safety

	Interviewees: Selected Contracting Officers, Managers, Supervisors, OHS staff, COTRs and Awarding Officials 

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

-Safe Operating Procedures                                                    -Contractor OHS programs                            -Contractor DART Rates

-Selected contractor assessments, and evaluations                 -Selected contract reviews                             -Correspondence with customers and other contractors

-Contractor work related injury/illness data, accident records-Relevant incident investigation reports

Observations: Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-Contractor work places

	Processes/Evaluation Criteria: (Rank 1-5)
1. Is safety and health performance considered in the procurement process? _____
2. Is the contractor required to develop and furnish a site specific safety and health plan? _____

3. Are host and contractor safety plan/activities coordinated? _____
4. Does the Bureau have a policy to require contractors to conform to OSHA regulations and other legal requirements? _____
5. Are contractor safety performance and practices monitored by the COTR? _____

6. Have COs, CORs and COTRs received appropriate safety and health training? _____

7. Does the COTR, through the CO, have authority to stop contractor practices that expose bureau or contractor employees to hazards? _____
8. Does management provide contractors information regarding existing hazards at the site/workplace? _____

9. Is safety and health considered with service contracts? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
1-Not Present  
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Component 6:
Program Implementation and Operation
(vii) Procurement and Design Review
Anticipation of potential hazards even before they are present in the workplace is an important component of an effective OHS program.  This entails the up-front review of procurements and designs that may result in new hazards and/or require special or additional controls to be put in place.  Organizational policies should reflect the means whereby competent professionals are involved in, for example, the assessment of new chemical products or mechanical equipment being introduced into the workplace or the design of new work processes or facilities.  

Effective identification of potential hazards through up-front procurement and design reviews generally requires collaboration between multiple organizations and management levels.  Personnel from contracting, engineering and safety offices often form the nucleus of the review team, but others such as those in the facilities maintenance, training, medical, or security/emergency response departments may also need to be involved depending on the scope and complexity of the review.  Overall, it is a goal of the OHS program to ensure that appropriate scrutiny is brought to the procurement and design processes so that hazards are not introduced unknowingly into the workplace or without the opportunity to institute appropriate hazard controls.

(1) Document and Records Review: 

(a) Records from planning/design review committees involved in decisions about constructing new facilities or launching new work processes.

(b) Records from safety committee meetings reflecting up-front participation in procurement/design reviews.

(c) Contractor/supplier feasibility studies, assessments and evaluations. 

(d) Technical reviews, feasibility studies, and impact analyses relating to products, equipment, and supplies being introduced into the workplace.   

(e) Facility work orders that might provide insight to new equipment/facilities/chemical products/processes, etc.

(f) Job hazard analysis and training records (particularly for new/recent jobs).

(g) Procurement records (purchase orders, contracts for equipment, facility construction/renovation, etc.).

(h)  MSDSs for new/recently procured chemical materials.
(2) Potential Interviewees: 

(a) Selected contracting/procurement officers can address the specifics of the safety and health provisions in contracts and how supplies, goods, and equipment are reviewed for potential risks to the workplace prior to procurement.
(b) Managers should be able to discuss how they enlist the support of appropriate resources to help them make decisions about the feasibility and impact of new operations, materials, and facilities. 
(c) Supervisors should be able to indicate whether procurements and or plans/designs had ever been improperly ‘thought through’ thus adversely impacting their operations and possibly putting their workers at risk
(d) OHS staff can discuss whether/how their expertise is utilized in support of procurements and design processes. 
(e) Contracting Officer Technical Representatives (COTRs) and awarding officials can discuss how supplies, goods, services, and equipment are reviewed for potential risks prior to procurement and how contractors and vendors are held accountable for maintaining a safe workplace.
(f) Facilities department can speak to their involvement in evaluating new/modified equipment, materials, and facilities.    
(g) Engineering department can discuss how safety and health factors are integrated into process and equipment design.
(h) Safety committee officials can discuss their involvement in the procurement/design process.

(3) Interview Questions:

(a) Are potentially hazardous materials, supplies, or equipment identified prior to introduction into the workplace?  If so, what process is used? Who is responsible? 
(b) Can you provide examples of when an up-front design or procurement review resulted in identification of potential hazards? How were these potential hazards addressed?
(c) Does the organization have established criteria for deciding which procurements/designs warrant upfront scrutiny to identify and anticipate possible hazards?  
(d) What sorts of assessments are done to evaluate the impact of new procurements/designs/processes on the organization’s compliance with environmental, safety, and health regulations? Can you provide examples of when these assessments led to new safety training requirements, additional engineering/administrative/PPE hazards controls, filing of new MSDSs, etc.
(4) Observations:

(a) Newly installed equipment and facilities appear to be functioning properly and without missing or inadequate safety controls.  
(b) Employees appear to be well versed in handling new supplies, operating new equipment, and using new facilities. 
 (5) References: 

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.
Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.
OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs
Department of Interior Departmental Manual - Chapter 24 Contractor Safety
Department of Interior Departmental Manual - Chapter 25 Concessionaire Safety 
29 CFR 1960.25(a) Executive Order 12196 requires that each agency utilize as inspectors "personnel with equipment and competence to recognize hazards." Inspections shall be conducted by inspectors qualified to recognize and evaluate hazards of the working environment and to suggest general abatement procedures. Safety and health specialists as defined in 1960.2(s), with experience and/or up-to-date training in occupational safety and health hazard recognition and evaluation are considered as meeting the qualifications of safety and health inspectors. For those working environments where there are less complex hazards, such safety and health specializations as cited above may not be required, but inspectors in such environments shall have sufficient documented training and/or experience in the safety and health hazards of the workplace involved to recognize and evaluate those particular hazards and to suggest general abatement procedures. All inspection personnel must be provided the equipment necessary to conduct a thorough inspection of the workplace involved.
Public Law 91-596; Section 19(2) Acquire, maintain, and require the use of safety equipment, personal protective equipment, and devices reasonably necessary to protect employees. 

(6) Rating Criteria for this Element:

(a) Outstanding.   There are written policies and procedures which identify when and how design and procurement reviews are to be performed, who is responsible, and how safety and occupational health concerns are addressed upfront.   All evidence indicates that the design and procurement review polices are working effectively and that the safety and health ramifications of introducing new or modified equipment, materials, processes, or facilities are anticipated and that appropriate protective controls are instituted at the proper time.  Appropriate resources are available and routinely brought to bear for the review processes tailored to the specific nature of the design/procurement.  The design/procurement review process can be counted on to ensure that hazards are not introduced unknowingly into the workplace or without the opportunity to institute appropriate hazard controls. If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceeds. Policies and procedures identify when and how design and procurement reviews are to be performed, who is responsible, and how safety and health concerns are addressed upfront.   Design and procurement review polices are working effectively and the safety and occupational health ramifications of introducing new or modified equipment, materials, processes, or facilities are anticipated and appropriate protective controls are instituted in a timely fashion.  Appropriate resources tailored to the specific nature of the design/procurement are available for the review processes.  The design/procurement review process ensures that hazards are not introduced unknowingly into the workplace or without the opportunity to institute appropriate hazard controls. If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met. Policies and procedures generally identify when and how design and procurement reviews are to be performed, who is responsible, and how safety and occupational health concerns are addressed upfront.   Design and procurement review polices are mostly effective and the safety and occupational health ramifications of introducing new or modified equipment, materials, processes, or facilities are usually anticipated so that appropriate protective controls are instituted in a timely fashion.  Reviewers  have adequate technical skills and familiarity with the organization so as to perform a good assessment of the design/procurement in question. The design/procurement review process fairly well ensures that hazards are not introduced unknowingly into the workplace or without the opportunity to institute appropriate hazard controls.   If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. There is a basic understanding of the need to identify potential hazards upfront during design/procurement, but specific policies/procedures defining how this is to be done are not present or largely incomplete.  Design and procurement review polices are not consistently effective at anticipating the safety and occupational health ramifications of introducing new or modified equipment, materials, processes, or facilities.  Reviewers may not have adequate technical skills and familiarity with the organization to perform a good assessment of the design/procurement in question. The design/procurement review process cannot be relied upon to  keep hazards from being introduced unknowingly into the workplace.   If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present. There is no effective upfront mechanism to identify or anticipate potential hazards stemming from design or procurement processes. If the evaluation of this element indicates this is the case, rate this element as a 1.

SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   6. Program Implementation and Operations

	Assessed Element: (vii) Procurement and Design Reviews

	OHS Section Goal: Establish requirements for the review of supplies, goods and equipment for potential risk exposure prior to procurement. 

	Recommended Performance Metric(s): Organization examines and evaluates safety and information supplies, goods and equipment prior to purchase.

	OSHA/Department Manual Reference(s): OSHA Instruction FAP 2.1B JUN 19 1989; the Act; E.O. 12196; 29 CFR Part 1960, Chapter 24 Contractor Safety, Chapter 25 Concessionaire Safety

	Interviewees: Selected Contracting Officers, Managers, Supervisors, OHS staff, COTRs and Awarding Officials

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness. 

-Safe Operating Procedures   -Contractor OHS programs

-Contractor DART Rates        -Selected contractor assessments/evals.

-Correspondence w/customers, other contractors

-Contractor work related injury/illness data, accident records

-Relevant incident investigation reports

-Selected contract reviews

Observations: Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

-Selected purchased Products  -Selected staffing contracts -Selected service contracts

	Processes/Evaluation Criteria: (Rank 1-5)

1. Does the Bureau use Material Safety Data Sheets (MSDS) when purchasing hazardous materials? _____
2. Does the Bureau review new or modified equipment, facilities or processes for safety and health hazards prior to exposing employees to their operation? ____
3. Are procured products listed or labeled by a National Testing Laboratory? _____

4. Are written standards developed to help guide the procurement office (485 DM)? _____

5. Is there involvement of the safety, health and accessibility functions in new facility design documents reviews and renovations, modifications or occupancy changes in existing facilities? _____

	OHS Section Ranking ____

5-Outstanding

4-Exceeds 

3-Met

2-Partially Met
1-Not Present  
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Component 6:
Program Implementation and Operation
(viii) Specialized Programs and High Hazard Operations
Specialized programs/high hazard operations often require additional or unique policies and procedures in order to maintain a safe and healthful workplace.  Examples of specialized programs/high hazard operations in the DOI include, but are not limited to operation of watercraft and airplanes, SCUBA diving, use of firearms and explosives, etc.

Standard OHS policies and procedures may not be effective in dealing with hazards associated with specialized programs due to issues such as sporadic or infrequent conduct of the special activities, lack of familiarity with OSH requirements by personnel focused on special programs, or, conversely, lack of familiarity of special programs by management and members of the OHS staff.   Similarly, with high hazard operations, the consequences of ineffective OHS policies and procedures can be disastrous.  For both specialized programs and high hazard operations, a special emphasis must be made to ensure that policies and procedures are sufficient to recognize, evaluate, and control workplace hazards and that they are implemented in a failsafe manner. 

(1) Document and Records Review: 

(a) Position descriptions, organizational charts, and personnel training matrices which identify may identify special programs or high hazard operations. 
(b) Records of hazardous duty pay.
(c) OSHA 300 logs, CA-2 forms, etc.
(d) Records of specialized certifications, permits, or qualifications required for certain high hazard jobs.
(e) Documentation of PPE assessments.
(f) Job Hazard Analyses (JHAs) records (especially those assigning Risk Assessment Codes to characterize frequency/severity of potential hazards).  
(g) Policies, procedures, operating/instruction manuals, etc., associated with high hazard operations. 
(2) Potential Interviewees: 

(a) Managers, supervisors, and OSH staff should be able to identify any specialized programs/high hazard operations in the organization which may fall outside the norm in terms of applicability of standard OHS policies and procedures.  
(b) Members of the Safety Committee and OHS staff should be able to discuss the nature of any special policies and procedures brought to bear on specialized programs/high hazard operations. 
(c) Employees should be able to discuss how effective existing policies and procedures are in controlling hazards associated with specialized programs/high hazard operations (especially dealing with training and PPE/engineering controls).  
(3) Interview Questions:

(a) Managers: Are employees of this organization involved in high hazard activities or operations such as SCUBA diving, use firearms/explosives, aviation, high incline activities, others?

(b) Management and OHS staff: Within your organization, what specialized certifications, permits, or qualifications are required to perform high hazard operations?  

(c) Supervisors: What oversight is provided of high hazard operations to ensure OHS policies and procedures are being effectively implemented? How are the tools, equipment, facilities maintained so that they are reliable for use during high hazard activities? 

(d) Employees: Are you involved in any specialized programs/high hazard operations which require additional, unusual, or special OHS-related policies and procedures?


(4) Observations:

(a)  There is evidence that special programs/high hazard operations are carried out by qualified, competent persons having all appropriate training, credentials and in accordance with sound policies and procedures that are monitored and enforced. 
 (5) References: 

OSHA 3071 - This booklet is for employers, foremen, and supervisors, employees are encouraged to use the information as well to analyze their own jobs and recognize workplace hazards so they can be reported. It explains what a job hazard analysis is and offers guidelines on conducting a step-by-step analysis.

OSH Act of 1970 - To assure safe and healthful working conditions for working men and women.

Executive Order 12196 - The head of each agency shall operate an occupational safety and health program in accordance with the requirements of this order and basic program elements promulgated by the Secretary.

OSHA Instruction FAP 2.1B June 19, 1989 - Evaluation of Federal Agency Occupational Safety and Health Programs

Department of Interior Departmental Manual - Chapter 15 Aviation Safety

Department of Interior Departmental Manual - Chapter 21 Radiation Safety

Department of Interior Departmental Manual – Chapter 22 Watercraft Safety

Department of Interior Departmental Manual - Chapter 27 Underwater Diving Safety

29 CFR 1960.16 Each agency head shall comply with all occupational safety and health standards issued under section 6 of the Act, or with alternate standards issued pursuant to this subpart. In complying with section 6 standards, an agency may, upon prior notification to the Secretary, prescribe and enforce more stringent permissible exposure levels or threshold limit values and may require more frequent monitoring of exposures without recourse to the approval procedures for alternate standards described in 1960.17. In addition, after consultation with employees and safety and health committees and prior notification to the Secretary, an agency may utilize the latest edition of a reference standard if it is more stringent than the section 6 standard. After notification, the Secretary may require the use of the approval procedures for alternate standards for any of the situations described in this paragraph.

29 CFR 1910.119(d) Process safety information. In accordance with the schedule set forth in paragraph (e)(1) of this section, the employer shall complete a compilation of written process safety information before conducting any process hazard analysis required by the standard. The compilation of written process safety information is to enable the employer and the employees involved in operating the process to identify and understand the hazards posed by those processes involving highly hazardous chemicals. This process safety information shall include information pertaining to the hazards of the highly hazardous chemicals used or produced by the process, information pertaining to the technology of the process, and information pertaining to the equipment in the process.

29 CFR 1910.119(e)(1) The employer shall perform an initial process hazard analysis (hazard evaluation) on processes covered by this standard. The process hazard analysis shall be appropriate to the complexity of the process and shall identify, evaluate, and control the hazards involved in the process. Employers shall determine and document the priority order for conducting process hazard analyses based on a rationale which includes such considerations as extent of the process hazards, number of potentially affected employees, age of the process, and operating history of the process.

(6) Rating Criteria for this Element:

(a) Outstanding.  Specialized programs/high hazard operations are afforded additional OHS scrutiny and controls to maintain a safe and healthful workplace.  As necessary, additional or unique policies and procedures have been put in place and are effectively monitored to ensure consistent compliance. Job Hazard analysis (JHA) and safe work practices for each high hazard job are documented.  Specialized programs/high hazard operations have been integrated into established emergency preparedness procedures and contingencies.  All employees involved in high hazard occupations are trained in safe work procedures and properly credentialed (where such credentials exist).  Failsafe mechanisms have been put in place to ensure tools, equipment, and facilities are safe for high hazard operations. If the evaluation of this element indicates this is the case, rate this element as a 5.
(b) Exceeds. Specialized programs/high hazard operations are afforded additional OHS scrutiny and controls to maintain a safe and healthful workplace.  Some additional or unique policies and procedures have been put in place and are monitored to ensure consistent compliance. Safe work practices for virtually all high hazard jobs are documented.  Specialized programs/high hazard operations have been well integrated into established emergency preparedness procedures and contingencies.  Employees involved in high hazard occupations are trained in safe work procedures and properly trained and credentialed (where such credentials exist).  Good mechanisms have been put in place to ensure tools, equipment, and facilities are safe for high hazard operations.  If the evaluation of this element indicates this is the case, rate this element as a 4.

(c) Met.  Specialized programs/high hazard operations are afforded some additional OHS scrutiny and controls to maintain a safe and healthful workplace.  Some additional or unique policies and procedures have been put in place and general oversight mechanisms exist. Safe work practices for most (but not all) high hazard jobs are documented in some fashion.  Specialized programs/high hazard operations have been mostly integrated into established emergency preparedness procedures and contingencies.  Employees involved in high hazard occupations are generally trained in safe work procedures and properly credentialed (where such credentials exist).  Some mechanisms have been put in place to ensure tools, equipment, and facilities are safe for high hazard operations.  If the evaluation of this element indicates this is the case, rate this element as a 3.
(d) Partially Met. Specialized programs/high hazard operations are afforded limited additional OHS scrutiny and controls. Special policies and procedures have not been put in place although they are needed and would serve to make the workplace safer. Few oversight mechanisms exist to ensure consistent, effective implementation. Documentation of safe work practices is lacking for some high hazard jobs.  Specialized programs/high hazard operations have not been effectively integrated into established emergency preparedness procedures and contingencies.  Employees involved in high hazard occupations are not always trained in safe work procedures and proper credentials are sometimes lacking.  Few mechanisms have been put in place to ensure tools, equipment, and facilities are safe for high hazard operations.   If the evaluation of this element indicates this is the case, rate this element as a 2.

(e) Not Present.  Specialized programs/high hazard operations are not afforded little in the way of additional OHS scrutiny and controls to maintain and policies and procedures are lacking or non-existent.  If the evaluation of this element indicates this is the case, rate this element as a 1.
SAFETY AND OCCUPATIONAL HEALTH PROGRAM EVALUATION CRITERIA
	OHS Component:   6. Program Implementation and Operation

	Assessed Element: (viii) Specialized Programs/High Hazard Activities

	OHS Section Goal(s): Policies are developed and networking is established that integrates safety processes into all high hazard and specialized safety program activities

	Recommended Performance Metric(s): Written programs for the specialized programs have been developed and implemented. 

	OSHA/Department Manual Reference(s): OSHA Instruction FAP 2.1B JUN 19 1989; the Act; E.O. 12196; 29 CFR Part 1960, DM Chapter 15 Aviation Safety, Chapter 22 Watercraft Safety, Chapter 27 Underwater Diving Safety, 353 DM 1.2

	Interviewees: Managers, Supervisors, OHS staff and employees

Documents/Records: Documented processes that a bureau has implemented in furthering its OHS program. Specific records used to evaluate conformance to OHS regulations, mandates, DOI goals and the bureau’s OHS program and its effectiveness

Observations Workplaces where physical inspections of facilities may occur but also operations where safe and efficient or unsafe and inefficient activities can be witnessed.

	Processes/Evaluation Criteria: (Rank 1-5)
WATERCRAFT (DM Chapter 22):

1. Does the Bureau have a watercraft program? _____

2. Are periodic evaluations conducted? _____

3. Does the Bureau require float plans? _____

4. Are Job Hazard Analysis conducted? _____

5. Are operators of watercraft are adequately trained, properly tested and certified? _____

6. Are all persons required to wear a U.S. Coast Guard-approved personal flotation device (PFD)? _____
7. Do all employees who operate or work in watercraft maintain certification in American Red Cross Standard First Aid, or equivalent, and CPR?_____
AVIATION (DM Chapter 15): 
1. Are all aircraft services procured through the National Business Center, Division of Aviation Management (DAM)? _____

2. Are supervisors and employees in aviation management provided aviation user safety training? _____
3. Have all persons who fly missions or supervise aviation activities under operational control of the bureau received the required aviation user safety training?

4. Prior to each contract flight, do personnel visually inspect the pilot qualification and aircraft data cards for current authorization by DAM? _____

5. Are all aircraft accidents or incidents that don’t warrant investigation by NTSB investigated using the SAIT process? _____

UNDERWATER DIVING (DM Chapter 27): 

1. Does the Bureau have a underwater diving program? _____

2. Does the Bureau have a diving safe practices manual? _____

3. Are all employees who perform underwater diving activities adequately trained and physically qualified? _____

4. Is a Dive Plan and Dive Hazard Analysis conducted for each dive? _____

5. Do divers receive First Aid, CPR and oxygen first aid? _____
6. Are records maintained as mandated? _____

FIREARMS (DM Proposed Chapter):

	OHS Section Ranking ____
5-Outstanding
4-Exceeds 
3-Met
2-Partially Met
1-Not Present  
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