Safety and Occupational Health Program Evaluation Report Template

This template is intended to serve as a guide assisting in completion of a Safety and Occupational Health (SOH) Program Evaluation Report.  The following template outlines major sections and the information each section should contain.
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Scope and Limitations of the Department of the Interior’s Safety and Occupational Health Program Evaluation for the (Insert name of bureau/office)

A Department of the Interior (DOI) Safety and Occupational Health (SOH) Program Evaluation was conducted for the (Insert name of bureau/office) (insert bureau/office acronym).  The overall (insert bureau/office acronym) safety and health program was the focus of the SOH Evaluation.  Information was gathered at the (insert bureau/office acronym) (insert list of offices visited) to gauge the effectiveness of the (insert bureau/office acronym) SOH Program.  All information was rolled up into this overall (insert bureau/office acronym) report.

The scope of the evaluation was limited to a sample of (insert bureau/office acronym) offices selected by (insert bureau/office acronym) (insert title of bureau/office safety organization).  The offices evaluated included (list offices).  Even though a variety of offices were included at various levels, the SOH Evaluation covered only a limited sample of (insert bureau/office acronym) operations.  The results of the SOH Evaluation should, therefore, be viewed in the perspective of the sample evaluated.  Overall results could vary if an alternate sample of offices and operations were evaluated.

The Handbook to Guide Completion of the Safety and Occupational Health Program Evaluation Tool (referred to as “Handbook”) and the SOH Evaluation Protocol were used as guidance to perform the evaluation.  In accordance with the Handbook, the SOH Evaluation focused on programmatic issues and was not intended to represent a worksite occupational safety and health inspection.  Worksite walkthroughs were conducted only for the purpose of evaluating implementation status of the (insert bureau/office acronym) SOH Program.  Any findings from these worksite walkthroughs were provided verbally and informally to site personnel during the walkthroughs, daily meetings, and out-briefings.

1.0 Executive Summary

This section should be utilized for the executive summary.  The details that could be summarized are the components used for the evaluation process and the findings.  The following is an example: the DOI’s Office of Occupational Safety and Health (OSH) SOH evaluation focuses on six main components essential for an effective safety and health program: 
1) Management and leadership

2) Employee involvement 
3) Hazard recognition and prevention

4) Evaluation and analysis

5) Training and awareness

6) Program implementation and operation. 
A paragraph summarizing the bureau/office’s performance in each category that includes highlighted strengths and weaknesses is included following the six main components.

2.0 Background and Purpose of the Safety and Occupational Health Evaluation Program

In order to meet the requirements of the Occupational Safety and Health Act of 1970, Executive Order 12196, and 29 CFR 1960, the DOI is conducting SOH Program evaluations at its bureaus and offices.  These are independent SOH evaluations conducted by the DOI OSH.  To ensure effective evaluations, DOI conducted a pilot evaluation in 2010 to evaluate the SOH Program at the Bureau of Reclamation and applied the experience and lessons learned from the pilot to refine and perform the BLM evaluation.  DOI obtained the support of FOH to conduct the evaluation.  

An SOH Evaluation Protocol establishes the approach to conduct the (insert bureau/office acronym) SOH Evaluation.  This SOH Evaluation Protocol provides the necessary detail to carry out the evaluation along with DOI’s Handbook to Guide Completion of the Safety and Occupational Health Program Evaluation Tool (“Handbook”) (http://www.doi.gov/safetynet/information/general/index.html#Evaluations).
This report presents the SOH Evaluation results for (insert bureau/office acronym).  The SOH Evaluation reviewed the status of the overall (insert bureau/office acronym) SOH Program.  The evaluation included site visits to State, District, and Field offices for purposes of evaluating the overall (insert bureau/office acronym) SOH Program implementation.  The primary objective of this SOH Evaluation is to evaluate the status of the (insert bureau/office acronym) SOH Program with respect to its development, availability, completeness, implementation, and effectiveness, including strengths and weakness.

3.0 Approach to the SOH Evaluation
The SOH Evaluation was conducted for the (insert bureau/office acronym) SOH Program, with on-site evaluation activities occurring in (insert dates).  (insert bureau/office acronym) offices visited during the evaluation included:  (insert locations).  Evaluation activities at each office were preceded by an in-briefing and concluded with an out-briefing provided to office management.  (insert bureau/office acronym) personnel were provided the opportunity for factual accuracy review and comment regarding evaluation results.

The evaluation focused on the effectiveness of the overall (insert bureau/office acronym) SOH Program, rather than any individual office.  State, District, and Field offices were visited for the purposes of evaluating implementation and application of the overall (insert bureau/office acronym) SOH Program.

The SOH Evaluation was conducted using the guidance found in the Evaluation Protocol and Handbook.  The SOH Evaluation Team conducted personnel interviews, document and records reviews, field walkthroughs, and observations to form the basis of its evaluation results.  Upon completion of site activities, the SOH Evaluation Team developed conclusions, observations, and vulnerabilities that were then reviewed by DOI OSH and (insert bureau/office acronym) and presented in this report.
4.0 SOH Evaluation Results

This section presents the results of the (insert bureau/office acronym) SOH Evaluation.  The results are organized by the six main “components” found in the Handbook.  These components along with subordinate elements are shown in Table 1.  
	TABLE 1

SOH Evaluation Components and Elements

Component 1: Leadership and Management

(i)    Management Commitment, Involvement and Communication

(ii)   Responsibility and Accountability

(iii)  Financial Resources

(iv)  Personnel Resources (Size and Technical Skills of Staff) 

(v)   Policy

(vi)  Program Promotion and Recognition

Component 2: Employee Involvement

(i)    Safety Committees and Councils

(ii)   Program Involvement

Component 3: Hazard Recognition and Prevention

(i)    Inspection, Identification and Prioritization of Deficiencies

(ii)   Hazard Control and Abatement

(iii)  Reports of Unsafe and Unhealthful Conditions

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

Component 4: Evaluation and Analysis

(i)    Program Evaluation and Assessment

(ii)   Accident Analysis and Prevention

(iii)  Data Analysis. Performance Metrics, Management Review/Follow-up

Component 5: Training and Awareness

(i)    Mandatory Safety and Occupational Health Training

(ii)  Training for Safety and Occupational Health Professionals

(iii) Training for Collateral Duty Safety & Health Officers and Safety Committee Members

(iv)  Promotion and Awareness Programs

Component 6: Program Implementation and Operation

(i)    Accident Reporting and Investigation

(ii)   Industrial Hygiene and Occupational Medicine

(iii)  Fire Protection and Prevention

(iv)  Occupant Emergency Planning

(v)   Motor Vehicles and Motorized Equipment

(vi)  Contractor Safety

(vii) Procurement and Design Review

(viii)Specialized Programs and High Hazard Operations


The subordinate elements provide descriptions of the topics addressed in the evaluation for each component; however, the results of the evaluation are not intended to address each element individually.
For each component, one or more conclusions are presented that capture key evaluation findings.  Each conclusion is followed by a number of supporting observations and discoveries that form the basis for the conclusion.  Conclusions and supporting observations/discoveries can indicate either an effective aspect of the SOH Program or an aspect that requires attention.
4.1 Results by Component
Results for each of the six components shown in Table 1 are presented below.

In this section the results for each of the six components shown in Table 1 should be presented.  It is recommended that the results be displayed in the following format:
4.1.1    Component 1:  Leadership and Management

Conclusion 1-1:  
Supporting Observations and Findings for Conclusion 1-1:

4.1.2    Component 2:  Employee Involvement

Conclusion 2-1:  

Supporting Observations and Findings for Conclusion 2-1:
4.1.3    Component 3:  Hazard Recognition and Prevention
Conclusion 3-1:  

Supporting Observations and Findings for Conclusion 3-1:
4.1.4    Component 4:  Evaluation and Analysis
Conclusion 4-1:  

Supporting Observations and Findings for Conclusion 4-1:
4.1.5    Component 5:  Training and Awareness
Conclusion 5-1:  

Supporting Observations and Findings for Conclusion 5-1:
4.1.6    Component 6:  Program Implementation and Operation
Conclusion 6-1:  

Supporting Observations and Findings for Conclusion 6-1:
Note: there can be multiple conclusions and Supporting Observations and Findings under each of the headings.
4.2
Strengths and Weakness

This section should describe the strengths and weaknesses observed during the evaluation.  During the SOH evaluation, areas or practices of particular strength or weakness should be noted.  By definition, “strength” is considered to be a noteworthy practice that can serve as a model and that merits sharing, review, and possible implementation throughout DOI bureaus.  A “weakness” is a particular issue that represents a causal factor for performance shortcomings and/or that represents an organizational vulnerability in safety and health program implementation and/or worker protection.  List the strengths and weaknesses in this section.  The strengths and weaknesses should be displayed in the format below.
Strength:  
Weakness:  

5.0     Documents, Interviews, Walkthroughs
The SOH Evaluation was conducted through a process of document reviews, interviews, and worksite walkthroughs.

Examples of types of documents reviewed included:

· SOH directives, policy, programs, and procedures;

· Injury and illness records;

· Worksite inspection reports;

· Deficiency listings and closure documents;
· Training records;

· Oversight and assessment reports;
· Safety committee charters, agenda, inspections, and other documentation;
· Other documents related to safety requirements and performance.
Examples of personnel/positions interviewed included:

· Senior management (e.g., DASHO, Regional, Field directors and managers);

· Line management and supervisors for diverse operations;

· Department/group managers;

· Safety and health management and staff;

· Safety committee chairs and members;
· CDSOs;
· Employees at multiple levels and in many organizations;

· Facility management personnel;

· Technical support personnel.

Worksite walkthroughs were conducted in various types of facilities.
6.0 Maturity Model
The Capability Maturity Model (CMM) was developed by Carnegie Mellon University and is used as a general model to aid in improving organizational business processes in diverse areas.  When applied to existing organizational processes, CMM allows an effective approach toward improving them. 
There are five maturity levels defined along the continuum of the CMM and as the quality of (Insert bureau acronym) SOH processes improves, (Insert bureau acronym)  moves up these five levels.  The five maturity levels, from lowest to highest, are:

Level 1 – Initial (Chaotic):  Programs at this level are characteristically undocumented and in a state of dynamic change, tending to be driven in an ad hoc, uncontrolled and reactive manner by users or events. 

Level 2 – Managed/Repeatable:  It is characteristic of programs at this level that some processes are repeatable, possibly with consistent results. Program discipline is unlikely to be rigorous. 

Level 3 – Defined:  It is characteristic of programs at this level that there are sets of defined and documented standard processes established and subject to some degree of improvement over time. These standard processes are in place and used to establish consistency of program performance across the organization. 

Level 4 – Quantitatively Managed:  It is characteristic of programs at this level that, using process metrics, management can effectively control the AS-IS process. In particular, management can identify ways to adjust and adapt the program without measurable losses of quality or deviations from specifications. 

Level 5 – Optimizing:  It is characteristic of programs at this level that the focus is on continually improving performance through both incremental and innovative changes/improvements. 

	Level
	
	(Insert bureau acronym)

	5: Optimizing
	5.51 to 6
	

	
	5.1 to 5.5
	

	4: Quantitatively Managed
	4.51 to 5
	

	
	4.1 to 4.5
	

	3: Defined
	3.51 to 4
	

	
	3.1 to 3.5
	

	2: Managed
	2.51 to 3
	

	
	2.1 to 2.5
	

	1: Initial
	1.51 to 2
	

	
	1 to 1.5
	


Note: The (Insert bureau acronym) level on the Capability Maturity Model is (insert score) with a standard deviation of  (insert standard deviation).  The highest data point is (insert highest point) and the lowest is (insert lowest point).

7.0 SOH Evaluation Team

This section should be used to list each evaluation team member and provide a brief description of each team member’s title as well as their participation role in the evaluation.
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