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INTRODUCTION

DEPARTMENT OF HEALTH AND HUMAN SERVICES
EMPLOYEE OCCUPATIONAL SAFETY AND HEALTH POLICY

It shall be the policy of the Department of Health and Human
Services to develop, implemeht and continuously improve a
comprehensive and effective Occupational Safety and Health
Program that will:

o} provide the highest practical degree of safety and
health for employees in all activities of the
Department;

o minimize losses in property damage and interruptions
due to accident, injury or illness; and,

o comply with Public Law 91-596 (The Occupational Safety
and Health Act of 1970), Executive Order 12196,
regulations and standards covering the occupational
safety and health of HHS employees.

To these ends, managers and supervisors throughout HHS should
undertake aggressive Occupational Safety and Health Programs
within their respective areas of responsibility and in compllance
with the HHS Safety Management Manual.

To these ends, also, employees are expected to comply with
applicable regulations and guidelines, perform their duties in
the safest possible manner, and report hazards, accidents,
injuries and illnesses to their supervisors.
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1-00=00 PURPOSE

To outline the scope, organization, maintenance, distribution and
use of the Safety Management Manual.

1-00-10 = NUMBERING AND FILING

A.

B.

The major subdivisions of this manual are referred to as
"parts"; these are subdivided as follows:

Part , 1

Chapter 1-00
Section 1-00-10
Paragraph 1-00-10A
Subparagraph (or item) 1-00-10.21

Appendixes specific to a Chapter are contained at the end of
the Chapter and are identified with a prefix A.
[i-e-, Al—OO]u

General exhibits follow the last chapter of the manual and
are referenced in the bedy of the manual. Exhibits are
numbered by adding a capital letter to chapter or appendix
number. Thus the first exhibit to chapter 4-00 would be
numbered Exhibit 4-00-A; the second, Exhibit 4-00-B, etc.

1-00-20 SCOPE AND ORGANIZATION OF THE SAFETY MANAGEMENT MANUAL

A.

Scope of the Manual

The Safety Management Manual contains the objectives,
policies, standards and procedures pertaining to the HHS
Occupational Safety and Health Program (OSHP). The manual
establishes basic policies, procedures and requirements
applicable to all OPDIVs, STAFFDIVs and Regional Offices of
the Department.
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B. Organization of the Manual

The manual is organized into several parts as listed below.
At present, there is only one chapter per part. Subsequent
material will be added as additional chapters to the parts.
Beginning with Part 3, introductory paragraphs have been
included to provide background and insight as a basis for
the subsequent delineation of program regquirements.

1.

2.

Part 1 - General: Delineates the plan, scope,
numbering, distribution and filing of the manual.

Part 2 - Authorities and Responsibilities: Delineates
authorities, DHHES policy, applicability and scope,
definitions, assignment of responsibilities and
required program elements applicable to the OSHP.

Part 3 - Administration: Addresses the development of
operating program policy statements, gives guidance on
staffing for an effective program and sets forth
specific requirements for that program.

Part 4 - Accident Investigation, Reporting and
Analysis: Provides guidance on the need for sound
accident investigation techniques, gives the basis for
the reporting requirements, describes analytical
technigues applicable to accident data, and establishes
reporting reguirements.

Part 5 - Safety Specifications, Standards & Procedures:
Introduces the use and application of consensus
standards Departmentwide, identifies standard setting
organizations, provides options to locally established
standards or specifications, and sets forth specific
requirements in the use and application of standards
and the means for requesting exceptions.

Part 6 - Motor Vehicle Accident Prevention: Introduces
the DHHS Motor Vehicle Accident Prevention Program and
defines the scope and objectives of the program.
Establishes basic program requirements.

Part 7 - Facility Survey/Inspection: Sets forth
program requirements and reasons for surveys and/or
inspections.
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8. Part 8 - Fire Safety: Establishes fire safety as an
integral part of the overall OSHP and identifies its
interrelation with the concept of emergency planning.

9. Part 9 - Safety Education,- Training and Promotion:
Introduces safety education and how it assists in the
development of an accident prevention program,
distinguishes between education and training, indicates
where education is likely to have the greatest impact,
references legal requirements for training and
appropriate records, describes where safety promotion
fits into the total program, and establishes program
requirements.

10. Part 10 - Emplovee Rights: Identifies employee rights
and sets forth program requirements to ensure
protection of these rights.

11. Part 1l -~ Safety Program Evaluation: Introduces
evaluation concepts applicable to agencies within the
Department and sets forth the regquirements related to
program evaluation.

1-00-30 DEVELOPMENT AND MAINTENANCE

A,

B.

c.

All Departmental issuances in this manual are developed and
maintained under the supervision of the Director, Office of
Special Programs Coordination, Office of Administrative and
Management Services, Office of Management and Budget, Office
of the Secretary. Authenticated original manuscripts of
such issuances are filed in that office.

Recipients of this manual are encouraged to maintain its
currency by promptly inserting all new material received.
Prior to inserting new material, 1t should be reviewed to
identify any errors. If errors are found, they should Dbe
identified and brought to the attention of the Director,
Office of Special Programs Coordination.

Safety Management Manuals should be maintained and available
in the office(s) where their use is regularly required.
Employees leaving assignments are expected to leave their
manuals, currently posted. '
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1-00-40 DISTRIBUTION

Al

B.

c.

The Safety Management Manual is directed primarily to
management officials at all levels, designated safety
personnel and other individuals-responsible for implementing
the OSHPs of the Department. Distribution to beth installa-~
tions and offices is controlled through the use of
established mailing lists.

Requests for changes in the mailing list applicable to the
Safety Management Manual will be handled by the agency or
office distribution control officer. 2A copy of such reguest
will be sent to the Director, Office of Special Programs
Coordination.

Additional copies of the manual or materials may be obtained
by writing to the Publications Section, Division of
Administrative Services, Office of Administrative and
Management Services, Office of the Assistant Secretary for
Management and Budget, Office of the Secretary, DHHS.

1-00-50 TRANSMITTAL NOTICES AND CHECK LISTS

A.

Transmittal Notices

All material forwarded for filing in the Safety Management
Manual will be accompanied by a covering transmittal notice.
These notices will identify the material transmitted, the
material superseded (if any), filing instructions and
distribution codes; they will be issued in numerical

order.

Check Lists of Transmittal Notices

The "Check List of Transmittal Notices" is a form showing
previous transmittals which should be included in a
particular manual. The forms should be filed in the back of
the manual and completed as soon as new transmittals are
received. Additional detail is provided on the reverse of
each form.

1-00-60 EFFECTIVE DATES

A transmittal notice number and date appear at the top of each
page of the manual. Unless otherwise specified, the date
appearing is to be considered the "effective date" of the
issuance.
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2-00-~00 PURPOSE

The purpose of this chapter is to set forth the Department's
authorities, policies, and the scope of responsibilities which
pertain to the establishment and management of a comprehensive
and effective departmentwide Occupational Safety and Health
Program (OSHP).

2-00-10 AUTHORITY

A. The OSHP within the Department of Health and Human Services
is established in accordance with the following references:

o Statement by the President, December 9, 1982.
(Exhipit 2-00-A)

o Executive Order 12196, Occupational Safety and Health
Programs for Federal Employees, February 26, 1980.
(Exhibit 2-00-B)

o Section 19(a), Public Law 91-596, Williams-Steiger
Occupational Safety and Health Act, Federal Agency
Safety Programs and Responsibilities.

(Exhibit 2-00-C) - :

o Basic Program Elements for Federal Employee
Occupational Safety and Health Programs:; Final Rule,
Occupational Safety and Health Administration,
Department of Labor, October 21, 1980.

(Exhibit 2-00-D)

o Section 7902, Tiﬁle 5, United States Code.
(Exhibit 2-00-E)
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B. The provisions stated in this chapter do not supplant the
DHHS Employee Health Program prescribed by Personnel
Instruction 792-1. The provisions of that instruction shall
be applied in conjunction with the prOVlSlonS of this
chapter where apnroprlate.

' 2=-00-=20 POLICY

It is the policy of the Department of Health and Human Services
to develop, implement and continuously improve a comprehensive
and effective OSHP that will:

o Provide the highest practical degree of safety and
health for employees in all activities of the
Department;

o Minimize losses in property damage and interruption

due to accident, injury or illness; and

o’ Comply with Public Law 91-596 (The Occupational Safety
and Health Act of 1970), Executive Order 12196,
regulations and standards covering the occupational
safety and health of HHS employees.

2-00-30 APPLICABILITY AND SCOPE

The policy is applicable to all Departmental operations and
activities. The policy is specifically directed toward the
prevention of all types of accidents and health hazards present
in the performance of official duties which may result in any of
the following consequences:

o Occupationally related injuries or illnesses to:

- Employees (civilian and commissioned officers) of
the DHHS or other individuals when utilized by and
in the service of the Department and the public
(including patients and visitors).

- Contractor employees, as provided for
contractually.

o) Damage to equipment, materiel or property owned,
leased or used by and/or under the control of the
Department.

o Damage to non—goVernment property when incidental to an
activity of the Department or on premises under its
control.
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2-00~-40 DEFINITIONS

A. Accident: An unintended or unplanned occurrence which
results in: - .

o injury or illness to personnel,
0 damage to property or équipment,
o) interruption or interference with the orderly progress
of work,
] or a combination of the above.
B. Agency: Herein means an organizational component within the

Department of Health and Human Services; its meaning should
not be equated with the term "agency" as defined in Section
1960.2, Basic Program Elements for Federal Employee Occupa-
tional Safety and Health Programs, Department of Labor,
October 21, 1980.

C. Designated Safety and Health Official: The individual who
is designated or appointed by the Secretary, DHHS, in
accordance with the provisions of Executive Order 12196, as
having responsibility for the management of the OSHP
throughout the Department.

D. Establishment: A single physical location where business is
conducted or where services or operations are performed.
Where distinctly separate activities (i.e., independent
field activities of the Office of the Secretary, OPDIVs, PHS
Agencies, Regional Offices, tenant organizations, etc.) are
performed at a single physical location, each activity shall
be treated as a separate establishment.

E. Imminent Danger: Conditions or practices in any place of
employment which can reasonably be expected to cause death
or seriocus physical harm immediately or before such
conditions or practices can be eliminated through normal
abatement procedures.

F. Safety and Health Inspector: A safety and health specialist
or other individual authorized to perform workplace
inspections.

G. Safety and Health Manager: The occupational safety and

health specialist responsible for managing the OSHP within
OPDIVs, PHS Agencies, Office of the Secretary, and Regicnal
Offices.
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H. Safety and Health Specialist: A person meeting the Civil
Service Standards for Safety Manager/Specialist, GS-018;
Safety Engineer, GS-803; Industrial Hygienist, GS-690; Fire
Protection and Prevention Specialist, GS-081; Health
Physicist, GS-1306; or equally gqualified military personnel.

I. Safety Management: The management of occupational safety
and health resources in such a manner as to effectively
administer a total OSHP encompassing all elements of
accldent prevention, risk analysis, fire safety, system
safety, and environmental hazard control, etc.

2-00-~50 ASSIGNMENT OF RESPONSIBILITY
A. The Assistant Secretary for Management and Budget (ASMB).

The ASMB exercises the authority of the Secretary, DHHS, in
all matters pertaining to the Department's OSHP.

B. The Deputy Assistant Secretary for Administrative and
Management Services {DASAMS).

The DASAMS is appointed as the Designated Agency Safety and
Health Official (DASHO). The DASHO is responsible for the
development, implementation and management of the Depart-
mentwide OSHP.

c. The Office of Special Programs Coordination (OSPC).

This office serves, on behalf of the DASHO, as functional
manager for the OSHP with responsibilities as follows:

o) Serves as the principal advisor to the DASHO in
all matters pertaining to the OSHP of the
Department.

o} Assists the DASHO in-determining the funds

necessary for occupational safety and health
staff, egquipment, materiel, and training required
to ensure an effective OSHP throughout the Depart-
ment.
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o Provides executive leadership in the development,
promulgation, and implementation of occupational
safety and health policies, standards, and
procedures. Coordinates such activities with
Department staff offices, OPDIVs, PHS Agencies,
Office of the Secretary, Regional offices, and
others as appropriate to the effective management
of 'the overall safety program.

o) Prepares and coordinates the Department's position
on proposed legislation and regulations pertaining
to safety and industrial hygiene, engineering,
fire safety, environmental hazards control,
occupational safety and health education, train-
ing, promotion, etc.

o Coordinates and monitors research for the
development of innovative accident and
occupational injury and illness prevention methods
and concepts.

o Evaluates OSHPs throughout the Department and
performs such workplace reviews as are considered
appropriate to making a determination regarding
the effectiveness thereof. Conducts and/or
assists in the conduct of investigations as such
requirements develop.

o} Represents the Department on the Federal Advisory
Council for Occupational Safety and Health and
provides official Department representation to the
Department of Labor, General Services Administra-
tion, and other Federal Agencies on occupational
safety and health management.

o Provides Department liaison and representation
with the National Fire Protection Association,
National Safety Council, American Society of
Safety Engineers, American Conference of
Governmental Industrial Hygienists, and other
governmental and professional organizations on
matters pertaining to occupational safety and
health management.

o Administers a Safety Management Information System
encompassing the entire Department.
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Staff Offices, Office of the Secretary (STAFFDIVs) .

Heads of STAFFDIVs will actively support the Department's
OSHP within the area of their responsibility. Further, they
shall coordinate actions involving Sccupational safety and
health with the Director, Office of Special Programs Coor-
dination, to ensure uniformity of compliance with applicable
standards, codes, and procedures throughout the Department.

Heads of OPDIVs, PHS Agencies, Regional Offices, and the
Director, Office of Administrative and Management Services,
Cffice of the Secretary.

These officials are responsible for ensuring that the
following OSHP elements are fully implemented within their
areas of authority:

o administration

o accident investigation, reporting and analysis
e} safety specifications, standards and procedures
o motor vehicle accident prevention

o) facility survey/inspection

o fire safety

o safety education, training and promotion

o employee rights

o safety program evaluation

The requirements applicable to each of the program elements
are contained in Parts 3 through 11 in this manual.

Supervisors: Supervisors at all levels throughout the
Department are responsible for:

o Complying with and enforcing all applicable
occupational safety and health standards, rules,
regulations and orders issued by competent authority
pertaining to the activities immediately under their
jurisdiction. :
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Ensuring that employees are instructed and/or trained
in safe practices and methods of Jjob performance as
such pertains to thelr assignment.

Ensuring that sick and/or injured employees performing
official duties receive appropriate first aid and/or
medical attention.

Investigating and reporting each accident and/or injury
in accordance with established procedures.

Initiating, to the limit of their authority and
capability, such actions necessary to correct unsafe or
unhealthful working conditions determined to exist and
promptly advising appropriate management when such
conditions require corrective actions beyond their
authority.

Conducting regular surveys of their operations to
ensure compliance with such safety standards, codes,
regulations, rules and orders identified by the
Occupational Safety and Health Manager as being
applicable to the work area cconcerned.

Requesting, from the appropriate Occupational Safety
and Health Manager, interpretation when the application
of a specific safety standard, code, regulation, or
rule is questioned.

Ensuring that employees under their supervision are
aware of the their responsibilities.

Employees: Employees at all levels throughout the
Department are responsible for:

o}

Complying with such occupational safety and health
standards, rules, regulations, and orders issued by the
Department of HHS, the head of an OPDIV, PHS Agency, Or
Regional Office as are applicable to an employee's
action and conduct.

Promptly advising their supervisor regarding all work
related accidents resulting in personal injury, illness
and/or property damage.

Promptly report to thelr supervisor or the appropriate
Occupational Safety and Health Manager any unsafe or
unhealthful conditions in the work environment.
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2-00-60 GENERAL

A.

Heads of OPDIVs, PHS Agencies, Regional Directors, and the
Director, Office of Administrative Services, Office of the
Secretary, are not relieved from their safety and health
responsibilities because of occupancy of space provided by
the General Services Administration or other Agency:
specifically, from the development and maintenance of sound
occupational safety/health, and fire safety programs for
such facilities, the conservation of services and supplies,
the use of good housekeeping methods, the preservation of a
healthful working atmosphere, and participation in a
Facility Self-Protection Plan for dealing with occupational
safety and health emergencies.

Within the scope of authorities and responsibilities
assigned to Regional Directors is the responsibility for
ensuring the health and safety of the immediate regional
staff. When other HHS components share a single location,
such as a regional office, the Regional Director will
provide for those program elements common to all components
(safety inspections, accident investigation, safety
training/education/promotion,‘etc.). Those components
located within the region (but not necessarily at the
Regional Office) may regquest consultation services on the
implementation of various required program elements from the
Regional Director.

Nothing as stated in this manual shall serve to modify or
negate any provision of an existing Labor-Management Agree-
ment. Any conflicts determined to exist shall be promptly
reduced to writing and brought to the attention of the
Director, Office of Special Programs Coordination.

Management officials are reminded that in implementing any
facility policy, they must comply fully with the
requirements of Executive Order 11491, as amended,
concerning consultation and/or negotiation as appropriate.



HHS Chapter 3-00 Page 1
Safety Management Manual
HHS Transmittal 87.01 (9/18/87)

Subject: ADMINISTRATION OF THE OCCUPATIONAL HEALTH AND SAFETY

PROGRAM (OSHP)

3-00-00 Policy

10 Staffing
20 Safety Committees

3-00-~00 POLICY

A.

B.

Introduction

The Departmental policy is a statement of the commitment to
actively develop and maintain a comprehensive and effective
Occupational Safety and Health Program (OSHP). Further, it
is the expression of management which is a visible framework
for the total program development. While the Departmental
policy is applicable throughout all activities of the
Department, the management within the various components of
the Department should establish their own identity and
commitment with a policy which is in keeping with the
specific operation and which is consistent with Departmental
policy.

Requirement

Each agency of the Department shall develop and promulgate a
clear and concise occupational safety and health policy
applicable to their specific activity which is consistent
with the Departmental policy as described in this manual.

3-00~-10 STAFFING

A,

Introduction

It is difficult to establish absolute criteria for
determining the size of staff needed to effectively
implement an aggressive program. Therefore, it is important
that a comprehensive review be made of the hazards involved,
complexity of operations, number of employees,
diversification, equipment, etc., in order to determine
staff requirements. In some field installations, the size
and complexity of operations may not warrant the appointment
of full time Occupational Safety and Health Managers. 1In
such cases, part-time or collateral duty personnel may be
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B.

utilized to fulfill the program management function. Staff
of the Office of Special Programs Coordination, are
available to assist in assessing staffing requirements.

Requirements

Each agency of the Department shall designate an
Occupational Safety and Health Manager with adequate staff,
funds and equipment to effectively administer the OSHP.
Individuals so designated shall meet the Office of Personnel
Management standards for Occupational Safety and Health
Specialist as defined in Section 2-00-4CH.

3-00-20 SAFETY COMMITTEES

A.

B.

Introduction

The success of any OSHP depends in no small amount on the
perception of the employees toward the program efforts.
Successful programs universally incorporate the use of
committees to provide insights on the working conditions and
practices from those most directly involved =-- the employees
-- as well as providing them with a sense of contributing
not only to their well being, but toc that of their fellow
employees. In addition to meeting basic requirements, the
formation and active participation of safety committees can
materially enhance total program effectiveness.

Requirement

Each agency of the Department shall establish occupational
safety and health committees, in accordance with the
criteria set forth in Appendix A3-00, composed of management
and recognized representatives of employees to assist
management in carrying out its occupational safety and
health responsibilities and keep the committee informed of
occupational safety and health matters within its area of
concern. :
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4-00-00 ACCIDENT REPORTING

A.

Introduction

Accident reporting is far more than establishing a written
record of incidents which result in some form of loss. . Any
reporting system should be viewed as a vital tool to be used
in determining subsequent prevention activities. Individual
accident reports may serve to flag previously unidentified
loss potentials. The data from accumulated reports may be
used to partially characterize the success or failure of the
overall safety efforts. An accident report may be viewed as
a snapshot of a frequently complex event. Just as snapshots
lack a dimensional quality, so do most accident reports -
either because of the care used in completing the requested
information, the tendency to look first at the extent of
loss (either personal injury or property damage) rather than
the potential for significant loss, or a combination of
these and other factors. Thus, effectively addressing all
of the factors which may be involved in an accident event is
difficult. However, the DHHS system has been designed to
function at several levels and, through the use of other
data bases, requires considerably less data input than many
systems. While the reporting requirements specify only
certain classes of accidents, the value of automated data
processing is enhanced if the system is routinely used for
more than the minimum regquirements.

Requirement

Each operating agehcy of the Department shall ensure that
all accidents are reported in accordance with the
requirements set forth in Appendix A4-00.
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4-00-10 ACCIDENT INVESTIGATION

A.

Introduction

The investigation of accidents to determine the causal
factors which contributed to the event is possibly the most
underutilized activity throughout the Department's various
Occupational Safety and Health Programs (OSHPs). While
individual supervisors are expected to perform the bulk of
accident investigation activities, safety and health
specialists are fregquently called upon to provide assistance
or, in some cases, to undertake the investigative tasks.
Regardless of who conducts the investigation, there are two
basic concepts which should be kept in mind throughout the
process: 1) that the effort is directed toward fact finding,
not fault finding; and, 2) that the accident event should Dbe
considered, in addition to the immediate conseguences of the
accident. All too often we tend to dismiss those accidents
where the injury or loss is minor without considering the
potential the event had to result in a far more serious
loss. The process of determining facts should not be

limited to those immediately associated with the incident,

but it should, to the extent practical, extend far enough to
identify significant contributing factors. Contributing
factors may range from the relatively simple, such as ‘
failure to follow well established rules, to those involving
a complex interaction involving procurement specifications,
less than adequate training, and failure to effectively
supervise in a hazardous situation. It is obvious that not
every accident reported demands the same degree of
attention. However, for those accidents which have resulted
in significant injury or loss or for those where the
potential for such loss is clearly high, the investigative
process should be complete and accurate.

Requirement
Each agency of the Departmentrshall ensure that adequate

accident investigations are conducted in accordance with the
requirements set forth in Appendix A4-00.
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4-00-20 ACCIDENT ANALYSIS

A.

Introduction

While accident investigation deals with a single event at a
time, accident analysis is concerned with the body of data
derived from a number of individual reports. There are a
variety of ways in which the data can be presented.
However, it should be kept in mind that merely presenting
numbers seldom captures the readers' attention. The
principal value of analysis lies in its ability to depict
trends or unexpected clusters of events which in turn should
serve as a tool to improving our prevention initiatives.
Analysis also allows for either substantiating or refuting
preconceived opinions. In a broad sense, it provides for
predicting general classes of accidents but not where or
when a serious loss may occur. The Department will provide
basic analytical reports derived from the total data base.
However, individual agencies will conduct such analysis as
is appropriate for their needs.

Requirement

Each agency shall establish appropriate accident analysis
programs which shall enable them to identify trends and
principal causative factors. Such information shall be used
to establish program priorities. Appendix A4-00 identifies
several analytical techniques which may be used as
appropriate.
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APPENDIX A4-00

DHHS SAFETY MANAGEMENT INFORMATION SYSTEM

I. ACCIDENT REPORTING, INVESTIGATION AND ANALYSIS

The objective 0of the Safety Management Information System
(S8MIS) is the development cof information essential to the
management and maintenance of an effective Occupational
Safety and Health Program (OSHP). As defined in Chapter
2-00-30, all accidents shall be reported to:

o

O

Establish a written record of accident causes.

Provide information to initiate and support corrective
or preventive action.

Provide statistical information relating to accidents.

Provide information critical to the evaluation of the
OSHP.

Provide the means for complying with the reporting
requirements of Section 19 of the Occupational Safety
and Health Act of 1970.

Maintain a capability to promptly respond to inquiries
regarding either actual or alleged accidents, injuries
or illnesses to employees or the public.

II. IMPLEMENTATION

Each agency of the Department shall implement the necessary
procedures to ensure compliance with the provisions of the
Safety Management Manual and this Appendix.

III. SAFEGUARDING ACCIDENT INFORMATION

A.

Statistical information regarding accidents, injuries,
illnesses and property damage that cannot be identified
with individuals will normally be made available except
in those cases where, because of national security or
related considerations, disclosure is not clearly in
the public interest.
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B. Accident information, records, reports, etc., containing
individual identifiers (name, social security number,
address, etc.) shall be used, maintained and disseminated
in accordance with the requirements of the Privacy Act
of 1974 (Public Law 93-579), the Freedom of Information
Act (Public Law 93-502) and 'applicable Departmental
regulations. When there is doubt regarding the legality
of release of information, the matter will be referred,
in advance of release, to the Office of the Genersal
Counsel, HHS, with an information copy to the Director,
Office of Special Programs Coordination, HHS.

Iv. FORMS AND RECORDS

A. Forms prescribed for accident reporting and
investigation are: :

o Form HHS-516 (Rev. 11/88) will be used to report
accidents, injuries and occupational illnesses.
See Exhibit A4-00-A

o Message Report of Serious Accidents. Provides
preliminary information regarding serious
accidents. See Exhibit A4-00-B.

B. Related Forms and Records

o Forms CA-1, CA-2, etc.: Forms required by the
U. S. Department of Labor, Office
of Federal Employee's Compensation.
Such forms are completed in
conjunction with, but independent
of, the form HHS-516.

lo] Form SF-91, Operators Report of Motor Vehicle
Accident: (Exhibit A4-00-C). The form shall be
executed and submitted to the official assigned to
investigate an accident involving a government-
owned motor vehicle. A copy shall be attached to
the form HHS-516 and retained in the files of the
HHS agency.

cC. Forms Supply

Use established procedures and channels
regularly utilized to secure all forms.
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V. REPORTS OF ACCIDENT(s) - PROCEDURES i

A. Form HHS-316, "Report of Accident" (Rev. 11/88), will
be used for reporting all recordable accidents.

1. A "Report of Accident" will be initiated by the
supervisor having jurisdiction over the employee
involved for any Recordable Accident (See A4-00-
V.B.). The supervisor shall investigate the
accident and determine the associated causes. The
agency Occupational Safety and Health Specialist/
Manager is available to assist the supervisor in
the accident investigation and causal deter-
mination. The Supervisor will complete and submit
the form HHS-516 together with such additional
information as may be appropriate. The report
shall be routed according to procedures established
by the HHS agency involved to the appropriate
Occupational Safety and Health Manager.

NOTE: Local procedures may require the initiation
of the HHS-516 by someone other than the super-
visor (such as a Health Unit, Safety Officer,
etc.). In such cases, the procedures shall ensure
that the supervisor is promptly provided a copy of
the initial report.

2. At the discretion of the reporting authority, the
HHS-516 may be used to report accidents not
classified as recordable. It is recommended that,
to the extent practical, such reports are entered
into the agency's data base to permit increased
analytical capability. When the HHS-516 is used
to report accidents not classified as recordable,
it is permissible to enter less than a complete
report (e.g., omitting all or a portion of the
accident analysis fields). The ADP program has
been designed toc accept less than a complete
report for other than recordable reports.

B. Recordable Occupational Accidents, Injuries and
Illnesses
1. Fatalities, regardless of the time between the

injury and death, or the length of illness.

2. Any diagnosed occupational illnesses regardless of
whether medical treatment is regquired.
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Non-fatal cases which result in:

transfer to another job

termination of employment

requirement for medical treatment (other than
first-aid)

loss of consciousness

restriction of work or motion

lost workdays (days away from work)

All Motor Vehicle Accidents

Serious Accidents

ta.

The following categories are classified as
"Serious Accidents" and shall be reported by
telephone or telegraph within eight (8) hours
of the occurrence to the Head of the Operating
Division, PHS Agency or Regional Director
concerned and to the Directer, Office of
Special Programs Coordination.

NOTE: See Exhibit A4-00-B for message format
to be used in reporting "serious accidents.”

o} A fatality. (Following the telephone or
message report, a final or interim
report will be submitted within five
working days.)

o] The receipt of medical treatment
(excluding first aid or prophylactic
treatment) or the hospitalization of
three (3) or more persons, including
non-Federal employees, patients and
employees of Federal contractors in a
single accident.

o} First-aid treatment (excluding
prophylactic treatment) of five (5) or
- more persons, including non-Federal
employees, patients, and employees of
Federal contractors in a single accident.

o) Property damage amounting to $25,000 or
more.
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(o} All aircraft accidents that are
reportable to the Naticnal Transportation
Safety Board per Federal Aviation
Regulations.

o Radiation exposure resulting in a
disabling injury (one which prevents the
employee from returning to work on the
next regularly scheduled workday).

o Biological exposures where the public
may be over-exposed, or, where in the
judgment of competent authority, the
exposure is considered significant.

Retention of Accident Information: All accident
reports, records, logs and other related information
shall be retained within the agency for a minimum of
five (5) years following the end of the calendar year

in which the accident occurred. Such information may

be retained on paper, within the data base of a computer
system, on microfilm or magnetic tape or a combination
thereof.

VI. ACCIDENT INVESTIGATION

A.

Investigation by the Operating Agency Level

1. All recordable accidents shall be investigated and
’ the proximate causes identified.

2. In addition to assisting the supervisor as may be
appropriate, the occupational safety and health
specialist/manager shall review all recordable
accidents.

3. When it is concluded that an accident may result

in a claim for or against the United States, a
claims investigation shall be conducted in
accordance with Section 20A, Part 4, Chapter 4-
30, HHS General Administration Manual.

Investigation by the Department Level

1. The Office of Special Programs Coordination will,
upon request, provide technical guidance and
assistance to the operating agencies in the inves-
tigation of accidents.






