AFFTCI 91-4  30 May 96

3


AFFTCI 91-4    1 October 1996


BY ORDER OF THE COMMANDER
AFFTC INSTRUCTION  91-4

Headquarters Air Force Flight Test Center (AFMC)
4 April 01

Edwards Air Force Base CA 93524

[image: image1.png]





                                                                                  Safety

                           GROUND SAFETY MANAGEMENT

COMPLIANCE WITH THIS PUBLICATION IS MANDATORY

Supersedes AFFTCI 91-4, 1 Oct 96















  Editor:  Janice V. Gibson

No. of Printed Pages: 17   



















  Distribution: E; X

OPR:  AFFTC/SEG  (Robert Hemmis, DSN 527-4640)








       HQ AFMC/SE................1

Approved by:  AFFTC/SE (Col  Lamb)













    AFFTC/SEG...................10

This regulation implements a comprehensive ground safety mishap prevention program for all Air Force Flight Test Center (AFFTC) units and represents minimum acceptable standards.  It applies to all AFFTC and associated units.

SUMMARY OF CHANGES: This document is substantially revised and must be completely reviewed.   
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1.
OBJECTIVE:   The AFFTC Ground Safety Mishap Prevention Program assists functional managers in accomplishing their mission by conserving resources (both their personnel and their property).

2.
REFERENCES:

2.1.
AFI 91-202, The US Air Force Mishap Prevention Program
2.2.
AFI 91-204, Safety Investigations and Reports
2.3.
AFI 91-207, USAF Traffic Safety Program
2.4 
AFI 91-213, The Operational Risk Management (ORM) Program

2.5.
AFI 91-301, Air Force Occupational and Environmental Safety, Fire Prevention, and Health (AFOSH) Program

2.6  
AFI 36-2833, Safety Awards
3.
TERMS EXPLAINED:

3.1.
Air Force Occupational Safety and Health (AFOSH) Standards.  Standards published by the Air Force that prescribe the conditions and methods necessary to provide a safe and healthful working environment.

3.2.
Functional Managers.   Commanders and Directors of two- and three-letter organizations who can acquire and commit resources for the abatement of safety hazards.

3.3.
Hazard or Deficiency.  Condition, procedure, or practice that creates a potential for producing death, injury, occupational illness, or equipment or property damage. 

3.4.
Hazard or Deficiency Abatement.  Eliminating or permanently reducing a hazard by complying with safety requirements or taking protective measures.

3.5.
Interim Control Measure.  Temporary action taken to reduce the degree of risk associated with a hazard or deficiency pending completion of an abatement project.

3.6.
Mishap.  An unplanned or unsought event or series of events that result in death, injury, occupational illness, or damage to or loss of equipment or property.

3.7.
Risk Assessment.  An evaluation of possible loss in terms of hazard or deficiency severity and mishap probability.

3.8.
Risk Assessment Code (RAC).  An expression of the degree of risk in terms of hazard or deficiency severity and probability of occurrence.

3.9.
 Supervisor.  Workcenter, shift or team leader.  This definition does not refer to reporting officials.

3.10.
Unit.  Directorates, squadrons, detachments, or other organizations at the two- and three-letter level.

4.
RESPONSIBILITIES:

4.1.
Functional Managers will:

4.1.1.
Appoint both a primary and alternate Unit Ground Safety Representative (UGSR) in writing with a copy furnished to AFFTC/SEG.

4.1.2.
Select UGSRs based upon forecast retainability (1 year minimum).

4.1.3.
Ensure UGSRs attend the AFFTC UGSR Training Course within 30 days of their appointment.

4.1.4.
Ensure that a new UGSR is appointed in advance of current UGSR’s departure, retirement, transfer, etc.

4.1.5.
Ensure mishaps are reported in a timely manner (see para 6).

4.1.6.
 Ensure unit hazard abatement program functions properly (see para 9).

4.1.7.
Ensure corrective actions in ground safety mishap investigation reports are completed.

4.1.8.
Develop a written safety policy letter that expresses safety policy, philosophy and processes (see para 13).

4.1.9.
Take immediate action to secure mishap scenes until a determination is made by SEG regarding investigative requirements (in the event of a ground mishap).  Exceptions will be made when mishap scene must be disturbed due to actual safety concerns with the scene in the opinion of the ranking individual on-scene.

4.1.10.
 Allow UGSR direct access on issues concerning safety.

4.1.11.
 Ensure unit’s safety training processes comply with this regulation.

4.1.12. Provide all required personal protective equipment.

4.1.13. Ensure all unit personnel receive appropriate level of Operational Risk Management (ORM) Training.

4.2.
Unit Ground Safety Representatives:

4.2.1.
Serve as the primary point of contact between AFFTC/SEG and the unit.

4.2.2.
Maintain UGSR files/book.

4.2.3.
Comply with all mishap notification requirements.

4.2.4.
Perform self-inspection of unit’s ground safety program management and facilities annually.

4.2.5.
Attend all required UGSR training.

4.2.6.
Manage the unit’s Hazard Abatement Program (HAP).

4.2.7.
Nominate deserving individuals for awards.

4.2.8.
Ensure unit safety bulletin boards comply with this regulation.

4.2.9.
Ensure functional manager is aware of the status of the unit’s overall ground safety program.

4.2.10. Conduct and document Newcomer Safety Orientation using a briefing guide. 

4.3.
Supervisors:
4.3.1.
Provide each employee (military and civilian) with job safety, fire prevention, and health training.

4.3.2.
Maintain personnel records documenting initial and recurring job safety training (AF Form 55, Employee Safety and Health Record).

4.3.3.
Know the possible hazards in his or her areas of responsibility.

4.3.4.
Analyze all job tasks for inherent hazards.

4.3.5.
Know and enforce the safety standards that apply to the job tasks.

4.3.6.
Ensure proper personal protective equipment is provided to personnel and ensure its proper maintenance and use.

4.3.7.
Report all mishaps/incidents to the UGSR and or AFFTC/SEG as soon as possible (see para 6).

4.3.8.
Act promptly to correct hazards and assure that uncorrected hazards are reported to the UGSR for entry into the unit’s hazard abatement program.

4.3.9.  Ensure all personnel have access to AFOSH Standards (see para 7.2).

4.3.10.
 Conduct monthly safety inspections of assigned areas (see para 8.1.3).

4.3.11.
 Attend supervisory safety training (see para 11.2.).

4.3.12. Conduct monthly safety meetings for all personnel (see para 11.4).

4.4.
Employees:

4.4.1.
Comply with standards, regulations, job guides, technical orders and operating procedures.

4.4.2.
Identify and report hazards.

4.4.3.
Use protective clothing and or equipment, when required.

4.4.4.
Report any injury or impaired health that occurs on the job.

4.5.5. 
Report any suspected or actual exposure to chemicals or hazardous materials.

5.  HAZARD REPORTING PROGRAM:

5.1.
Program Promotion:  The US Air Force Mishap Prevention Program (AFI 91-202) encourages any person, military or civilian, assigned or attached to the Air Force, or under contract to the Air Force to report a hazard.  The program will be briefed to all employees by the supervisor, along with specific instructions on how to report hazards.  Blank copies of the AF Form 457, USAF Hazard Report,  will be posted on the unit’s safety bulletin board along with the phone number of AFFTC/SEG and submission instructions (see para 10).

5.2.
Reporting Procedures:  Report hazards to the responsible supervisor or local agency.  If the hazard is eliminated on the spot, no further action is required unless it applies to other similar operations.  Reports may be anonymous.  Imminent danger situations must be made verbally, at least initially, so that action can be taken without delay.  Hazards should be corrected at the lowest possible working level.  Written reports may be submitted to AFFTC/SEG using AF Form 457  (AFI 91-202, chap 4).

6.
MISHAP NOTIFICATION, INVESTIGATION, REPORTING AND RECORDKEEPING:

6.1.
General Information:  Air Force mishaps are investigated to find their causes in order to prevent recurrence.  The primary regulation governing mishap investigation and reporting is AFI 91-204, Safety Investigations and Reports.  This section provides AFFTC implementation instructions for AFI 91-204.

6.2.  Mishap Notification:  All mishaps, regardless of severity, involving on or off-duty military personnel, on duty civil service personnel, Air Force assets or Air Force operations which result in injury, illness or damage are reportable.  The severity of injuries and dollar costs associated with the mishap will determine the  notification procedures

and timelines that apply.  Figure 1 provides a simplified outline for mishap classification (AFFTC/SEG makes the final mishap classification determinations).  Immediate notification is required for all Class A, B and C mishaps and for all mishaps that are likely to generate a high level of public or Command interest due to their nature or sensitivity.  Notify AFFTC/SEG at 277-4640 during duty hours or the Command Post at 277-3040 during non-duty hours.  Do not delay notification due to a lack of information; relay whatever is available at the time. The Ground Mishap Form, AFFTC Form 5844 (Atch 1), may be used as an aid in determining and organizing desirable information.  All 

other mishaps are categorized as routine and require notification to AFFTC/SEG by the end of the following duty day.  Units will establish written internal mishap notification procedures, which will be briefed to all personnel by the UGSR and documented as part of their initial newcomer safety orientation.  Routine mishap and incident notification should be made through the UGSR, who in turn will consolidate reports and notify AFFTC/SEG.

 Class A: 
$1,000,000 or more in property or equipment damage and/or fatality or permanent total disability.

 Class B:
$200,000 to $999,999 property or equipment damage and/or permanent partial disability or hospitalization of 3 or more personnel in one event.

 Class C:
$10,000 to $199,999 property or equipment damage and/or injury resulting in a lost duty day (not counting day of injury).

 Class D:
Less than $10,000 property or equipment damage and/or any first aid injury.
Figure 1.   Mishap Classes. 

6.3.
Mishap Investigation & Reporting:  AFFTC/SEG accomplishes all mishap investigations with assistance from the unit experiencing the mishap.  Investigation is aided by the on-scene commander’s preservation of the mishap scene until AFFTC/SEG releases the site, unless the mishap scene must be disturbed for safety reasons.  Photographs should be taken by Base Photo prior to movement of items.  Witnesses to the mishap should be identified and asked to wait (do not detain non-DOD personnel if they are unwilling to wait, simply get their name and telephone number) until interviewed by AFFTC/SEG.  Class D mishaps will be initially investigated by the supervisor of the area in coordination with the UGSR.  The UGSR will track recommended actions of all mishap investigations to ensure they are properly closed.  A single copy of  AFFTC Form 5844 is initiated by the supervisor and routed through the unit safety representative, the unit commander, then to AFFTC/SEG.  Supervisors or UGSRs must document all mishaps using AFFTC Form 5844.  Forward to AFFTC/SEG within 1 duty day for all Class A and B mishaps and within 5 duty days for all other mishaps and safety related incidents.  Formal mishap reports are completed by AFFTC/SEG for all Class A, B and C mishaps involving host base units.  AFFTC/SEG will assist associate units to prepare formal reports when requested.

6.4.
Mishap Recordkeeping:  The UGSR will maintain copies of all completed AFFTC Forms 5844 for 1 year.  The information is useful in identifying mishap trends and when briefing safety items at Commanders’ /Directors' calls.

7.
GROUND SAFETY PROGRAM ADMINISTRATION:

7.1.
Unit Ground Safety Book or File:  The UGSR will maintain a Unit Ground Safety Book or files, which will hold information regarding the unit’s ground safety program.  Maintain this book or file in accordance with this section.  It must be available for inspection all times by AFFTC/SEG.  The book or files will be tabbed and hold the appropriate documents as listed in figure 2.

7.2.
Safety Reference Library:  All units will maintain (unless electronically accessible by all organizational personnel):

TAB 1 - INDEX

TAB 2 - UGSR APPOINTMENT LETTERS

TAB 3 - UGSR TRAINING DOCUMENTATION

TAB 4 - SAFETY POLICY STATEMENTS

TAB 5 - UNIT MISHAP NOTIFICATION/REPORTING PROCEDURES

TAB 6 - COPIES OF AFFTC/SEG INSPECTIONS (for 1 year)

TAB 7 - UNIT SELF-INSPECTION REPORT (for 1 year)

TAB 8 - MISHAP/INCIDENT REPORTS (for 1 year)

TAB 9 - HAZARD ABATEMENT LOG

TAB 10 - AF FORM 3

TAB 11 - UNIT’S NEWCOMER SAFETY BRIEFING OUTLINE

TAB 12 - NEWCOMER SAFETY BRIEFING LOG

TAB 13 - MONTHLY SAFETY ACTIVITY REPORTS (for 1 year)

TAB 14 - GENERAL CORRESPONDENCE

* TAB 15 - SAFETY COMMITTEE MINUTES     

* Optional, for units with established safety committees.
Figure 2.  Unit Ground Safety Book or File Contents

7.2.1.
AFI 91-202, The US Air Force Mishap Prevention Program.
7.2.2.
AFI 91-204, Safety Investigations and Reports.

7.2.3.
AFI 91-207, US Air Force Traffic Safety Program.

7.2.4.
AFI 91-301, Air Force Occupational and Environmental Safety, Fire Prevention and Health (AFOSH) Program.

7.2.5.
AFFTCI 91-4, Ground Safety Management.

7.2.6
AFI 91-213, The Operational Risk Management (ORM) Program

7.2.7.
Applicable AFOSH standards and other safety publications.

8.
SAFETY INSPECTIONS:

8.1.
AFFTC/SEG Annual Inspections:  AFFTC/SEG conducts an annual ground safety inspection of all host and associate units as a minimum.  A schedule is published each January and distributed to all units.  Inspections include two primary areas:  safety program management (host base units only) and facility/operations safety.  The program management inspection assesses the unit’s compliance with safety program requirements.  A copy of the AFFTC/SEG program management checklist is at Attachment 2.  Facility/equipment/operations safety is a comprehensive look at all of the unit’s areas often including interviews with employees.  Items identified during the inspection must be abated within 30 days or entered into the unit’s hazard abatement program (see para 9).  A follow-up inspection will be conducted within 90 days to verify adequacy of abatement actions.  The UGSR will file a copy of the report with documented abatement actions in the Unit Ground Safety Book or files for 1 year.

8.1.2.
Annual Self-Inspections:  Each unit conducts a self-inspection of both their ground safety program and their areas annually.  This inspection should be conducted approximately 6 months prior to AFFTC/SEG’s annual inspection.  The checklist at Attachment 2 can be used to document program management areas in need of improvement.  A written inspection report will be prepared by the UGSR.  Items not corrected within 30 days will be transferred to the unit’s hazard abatement program (contact AFFTC/SEG for RAC assignment).  The self-inspection report will be signed by the unit’s functional manager and maintained in the Unit Ground Safety Book or files for 1 year.

8.1.3.
Supervisor’s Safety Inspections: First level supervisor will conduct a safety inspection of all assigned work areas at least monthly.  These inspections will be documented on AFFTC Form 5265, Monthly Safety Activities Report (Atch 3), which will be sent to the UGSR by the fifth working day of the following month.  Those hazards not abated within 30 days must be transferred to the unit’s hazard abatement program (contact AFFTC/SEG for RAC assignment).  These reports will be maintained in the Unit Ground Safety Book or files for 1 year.
9.
HAZARD ABATEMENT PROGRAM:

9.1.
General Information:  Each unit must have a hazard abatement program (HAP) to prioritize and track safety hazard abatement.  Hazards not abated within 30 days of identification are entered into the unit’s HAP.  Hazards are assigned risk assessment codes (RAC) by AFFTC/SEG, based upon the hazard’s mishap potential and severity (see figure 3).  AFI 91-301, Air Force Occupational and Environmental Safety, Fire Prevention and Health (AFOSH) Program, is the primary reference for information regarding the Air Force HAP.

RAC 1 - IMMINENT DANGER

RAC 2 - SERIOUS

RAC 3 - MODERATE

RAC 4 - MINOR

RAC 5 - NEGLIGIBLE
Figure 3.  Risk Assessment Codes.

9.2.
Posting Hazards:  The AF Form 1118, Notice of Hazard, is posted near hazards to both warn and inform employees concerning RAC 1, 2 or 3 hazards. This form is completed and posted by the issuing agency (Ground Safety, Bioenvironmental, or Fire Prevention).  These notices are posted on or as near the hazard as possible.  Notices of hazard may only be removed by the agency issuing the notice and must remain posted until the hazard is abated or for 3 days, whichever is more.  RAC 4 and 5 hazards do not require any special posting.

9.3.
AF Form 3 (Hazard Abatement Plan): Instructions for completing the AF Form 3 are in AFI 91-301, attachment 6.  Each RAC 1, 2 or 3 hazard that requires more than 30 days to abate must be entered onto an AF Form 3.  RAC 4 and 5 hazards are not required to be entered on an AF Form 3; they are logged in accordance with para 9.4. below.  The UGSR will ensure the unit’s functional manager signs the AF Form 3 before sending the completed from to the base level agency having oversight for the identified hazard (AFFTC/SEG, 95 CEG or 95 MG/SGPB).  The oversight agency will then send all AF Forms 3 to AFFTC/SEG.  Only one hazard may be entered on each Form 3. 

If several facilities have the same hazard, only one facility may be entered on each AF Form 3.  The UGSR will update the AF Form 3 anytime there is a change in the status.   The UGSR will maintain copies of AF Form 3 in the Unit Ground Safety Book or files.

9.4.
Hazard Abatement Log:  The UGSR will maintain a log of all hazards (RACs 1-5) and Program Management deficiencies (RAC is N/A) in the Unit Ground Safety Book or files (para 7.1.) As a minimum, this log will show the date the hazard is entered into the log, location and description of the hazard, RAC (if applicable), status and date closed.  The UGSR will update the log whenever there is a status change to any entry.  The UGSR verifies the corrective action taken is adequate and documents closure.  This log is in addition to the AF Form 3.  

10.  SAFETY BULLETIN BOARDS:

10.1.
General Information:  Units will maintain safety bulletin boards for posting required safety items and promoting safety awareness.  There will be at least one safety bulletin board per unit area maintained separately from other unit/program information.  AFOSH Standard 91-50 provides specific guidance for electronic safety boards.

10.2.
Required Items:  Figure 4 lists all required safety bulletin board items.  The UGSR will post current safety information and provide safety awareness materials

AFVA 91-307

Blank AF Forms 457

AF Form 457 Instructions

Unit Mishap Notification/Reporting Procedures

UGSR Name, Office Symbol and Phone Number

Functional Manager’s Safety Policy Statement
Figure 4.  Bulletin Board Required Items.

11.  SAFETY TRAINING AND EDUCATION:

11.1.
UGSR Training:  The primary and alternate UGSR are required to attend AFFTC/SEG’s UGSR course within 30 days of appointment (see para 4.1.3.). Post the training certificate (or a facsimile)  in the Unit Ground Safety Book or files.

11.2.
Supervisor Safety Training:  All military and civilian supervisors are required to attend the USAF Supervisor Safety Course.   Military are defined as a supervisor if they are in the grade of 2d Lt or higher for officers and SrA or higher for enlisted.  Civilian supervisors are employees supervising three or more military and/or civilian personnel.

11.3.
Employee Safety Training:  Supervisors will develop workcenter-specific safety training outlines for all employees.  This training will be provided to new personnel upon assignment, and whenever changes to the work environment or policy occur. 

11.3.1.  Supervisors will conduct and document an annual review of the safety-training outline.  The supervisor will document safety and health training on the employee’s AF Form 55, Employee Safety and Health Record, which will be maintained in the workplace. 

11.3.2.  All personnel must have job safety training; however, commanders, functional managers, supervisors, and staff members whose work environment is a primarily low-risk, administrative area do not require documentation.  Supervisors routinely working tasks associated with the hazards of a workplace will have safety training documented on the AF Form 55.  AF Forms 55 are also maintained for supervisors, functional managers, or commanders when specific documentation requirements exist in other safety and health standards. AFI 91-301 and AFI 91-301/AFMC Supplement 1 outline AF Form 55 requirements.

11.4.
Monthly Safety Briefing or Meeting:  First line supervisors will hold a safety meeting for all personnel a minimum of once a month.  At this meeting seasonal, work related, or other safety topics should be addressed.  Prior to extended weekends and holidays, emphasis should be placed on seasonal activities.  Document this meeting on AFFTC Form 5265,  Monthly Safety Activities Report, and forward to the UGSR by the fifth working day of the following month. 

11.5.  Newcomer Safety Program Orientation Briefing:  The UGSR will develop a Newcomer Safety Program Orientation Briefing.  This briefing supplements the workcenter-specific training provided by the supervisor and will, as a minimum, cover the commander’s safety policy/philosophy, mishap notification requirements, and unit mishap procedures.  The briefing outline will be maintained in the Unit Ground Safety Book or files.  The UGSR will brief newcomers within 30 days of arrival and document this briefing with the date given, employee name and signature, and briefer’s name and signature.

12.

JOB SAFETY ANALYSIS:  The Job Safety Analysis (JSA), recorded on AFMC Form 228 (Atch 4), is a valuable tool in analyzing tasks that are not specifically outlined in a Technical Order (TO) or other instruction. AFFTC/SEG will assist supervisors in completing JSAs.  Completed JSAs will be reviewed by the UGSR and approved by AFFTC/SEG.

13.

SAFETY POLICY STATEMENT:  Functional managers will publish a safety policy statement for their unit.  There is no specific format to be followed when writing a safety policy statement.  The policy statement will be posted in the Unit Ground Safety Book or files and on the Unit Safety Bulletin Board, and briefed to all personnel within the unit.

14.

PRESCRIBED FORMS.  

14.1.
AFFTC Form 5265, Monthly Safety Activities Report
14.2.
AFFTC Form 5844, Ground Mishap Form



















RICHARD V. REYNOLDS, Major General, USAF
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1.  GENERAL (

para 4)

     a.  Primary and alternate UGSR appointed in writing?

     b.  UGSR has direct access to functional manager on safety issues?

 2.  ADMINSTRATION (

para 7)

     a.  Unit Ground Safety Book properly maintained?

      b.  Unit maintains all required safety references? (unless  electronically accessible by all organizational

           

personnel?)

     c.  

Unit maintain appropriate AFOSH Standards?

3.  MISHAP NOTIFICATION, INVESTIGATION, REPORTING, AND RECORDKEEPING (

para 6)

     a.  Unit mishap notification plan is established and adequate?

     b.  Are ground mishaps reported within appropriate timelines?

     c.  Are ground mishap forms properly coordinated?

     d.  Are completed ground mishap forms maintained in Unit Ground Safety Book?

     e.  Does the UGSR track corrective actions identified on mishap reports and document closure?

4.  SAFETY INSPECTIONS (

para 8)

     a.  Are all AFFTC/SEG safety 

inspections reports maintained in the Unit Ground Safety Book?

     d.  Does the UGSR track corrective actions until complete and document closure?

     b.  Does the UGSR conduct annual self-inspection?

          1.  Is a copy of the unit self-inspection maintained in the Unit Ground Safety Book?

          2.  

Does the functional manager review and sign unit's self-inspection reports?

     c.  Do first line supervisors conduct and properly document monthly safety inspections of their areas?

          1.  Are copies of the Monthly Safety Activities Report forwarded to the UGSR?

          2.  Are the Monthly Safety Activities Reports properly maintained by the UGSR?

5.  HAZARD ABATEMENT PROGRAM (

para 9)

     c.  Are AF Forms 3 properly completed, maintained, and forwarded to AFFTC/SEG as required?

     b.  Does the UGSR properly maintain a hazard abatement log?

     a.  Is the unit's hazard abatement program properly implemented?

AFI 91-202

AFI 91-204

AFI 91-207

AFI 91-301

AFI 91-213

AFFTCI 91-4

All associated AFMC Supplements
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6. SAFETY BULLETIN BOARD (

para 10)

a.  Are the unit safety bulletin boards properly posted and maintained?

b.  

Is there a sufficient number of safety bulletin boards for the unit?

7.  SAFETY TRAINING AND EDUCATION (

para 11)

a.  

Are both the primary and alternate UGSR properly trained?

b.  Is training documentation maintained in Unit Ground Safety Book?

     2.  Is monthly safety meeting documentation properly maintained by the UGSR?

c.  Do supervisors develop and maintain proper employee safety training outlines?

d.  Do supervisors properly maintain AF Forms 55 for all required personnel?

e.  Do supervisors hold monthly safety meetings for all personnel?

     1.  Are monthly safety meetings properly documented?

f.  Does the UGSR maintain an adequate Newcomer Safety Orientation briefing outline?

g. Does the UGSR properly conduct and document Newcomer Safety Orientation briefings?

9.  JOB SAFETY ANALYSIS (

para 12)

a.  Are 

JSAs conducted for tasks when necessary?

b.  Are 

JSAs reviewed by the UGSR and approved by AFFTC/SEG?

8.  SAFETY POLICY STATEMENT (

para 13)

a.  Has the functional manager developed and published a safety policy statement?

b.  Is the Functional Manager’s Safety Policy Statement posted on all safety bulletin boards?

10.  SPECIAL PROGRAMS* (These items are for applicable units only.)

a.  Has a Confined Space Program been properly established IAW AFOSH 91-25?

b.  Has a Lockout/

Tagout Program been properly established IAW AFOSH 91-45?
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AFMC Form 228, Job Safety Analysis

[image: image9.wmf]Using the first two columns as a guide, decide what

actions or procedures are necessary to eliminate or

minimize the hazards that could lead to an accident,

injury, or occupational illness.

Among the actions that can be taken are:

1) engineering the hazard out-providing guards, safety

devices, etc.; 2) providing personal protective

equipment; 3) job instruction training; 4) good

housekeeping; 5) good ergonomics (

positioning the

person in relation to the machine or other elements in

such a way as to improve safety)

.

List the required or recommended personal protective

equipment necessary to perform each step of the job. 

Give a recommended action or procedure for each

hazard.

Serious hazards should be corrected immediately.  The

JSA should then be changed to reflect the new

conditions.

Finally, review your input on all three columns for

accuracy and completeness.  Determine if the

recommended actions or procedures have been put in

place.  Regulate the job safety analysis as necessary.

A hazard is a potential danger, including an unsafe act or

condition.  The purpose of the Job Safety Analysis is to

identify ALL hazards - both those produced by the

environment and those connected with the job procedure.

Each step must be made safer and more efficient.  To do

this, ask ourself these questions about each step:

Is there a danger of the employee striking against, being

struck by, or otherwise making injurious contact with an

object?

Can the employee be caught in, by, or between objects?

Is there potential for slipping, tripping, or falling?

Could the employee suffer strains from pushing, pulling,

lifting, bending, or twisting?

Is the environment hazardous to safety and/or health

(

toxic gas, vapor, mist fumes, dust, heat, or radiation

)?

Close observation and knowledge of the job is important. 

Examine each step carefully to find and identify

hazards-the actions, conditions, and possibilities that

could lead to an accident.  Compiling an accurate and

complete list of potential hazards will allow you to

develop the recommended safe job procedures needed to

prevent accidents.

Use the example in column 1, when the employee picks

up the box from the conveyor, a potential hazard might

be injury due to improper lifting.  To note this potential

hazard, you would write "back injury" or "strains/sprains"

in the second column.

Examining a specific job by breaking it down into series

of steps or tasks, will enable you to discover potential

hazards employees may encounter.

Select a job to be analyzed.  Before filling out this form,

consider the following:

The purpose of the job - What has to be done?  Who

has to do it.

The activities involved - How is it done?  When is it

done?  Where is it done?

Each job or operation will consist of a set of steps or

tasks.  For example, the job might be to move a box

from a conveyor in the receiving area to a shelf in the

storage area.  To determine where a step begins or

ends, look for a change of activity, change in direction

or movement.

Picking up the box from the conveyor and placing it on

a handtruck is  one step.  The next step might be to

push the loaded handtruck to the storage area (

a

change in activity

).  Moving the boxes from the truck

and placing them on the shelf is another step.  The final

step might be returning the handtruck to the receiving

area.

Be sure to list all the steps needed to perform the job. 

Some steps may not be performed each time; an

example could be checking the casters on the

handtruck.  However, if that step is generally part of

the job it should be listed.

In summary, to complete this form you should consider

the purpose of the job, the activities it involves, and the

hazards it presents. If you are not familiar with a

particular job or operation, interview an employee who

is, in addition, observing an employee performing the

job, or "walking through" the operation step by step

may give additional insight into potential hazards.

INSTRUCTIONS FOR COMPLETING THE JOB SAFETY ANALYSIS FORM

Job Safety Analysis 

(JSA)

 is an important accident prevention tool that works by finding hazards and eliminating or minimizing them before the job is performed, and before they have

a chance to become accidents.  Use your JSA for job clarification and hazard awareness, as a guide in new employee training, for periodic contacts and for retraining of senior

employees, as a refresher on jobs which run infrequently, as an accident investigation tool, and for informing employees of specific job hazards and protective measures. Set priorities

for doing JSA's: jobs that have history of many accidents, jobs that have produced disabling injury or death, and new jobs with no accident history.  Here's how to do each of the

three parts of a Job Safety Analysis.

SEQUENCE OF BASIC JOB STEPS
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RECOMMENDED ACTION OR PROCEDURE
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1.  GENERAL (para 4)











     a.  Primary and alternate UGSR appointed in writing? 







     b.  UGSR has direct access to functional manager on safety issues? 







 2.  ADMINSTRATION (para 7)







     a.  Unit Ground Safety Book properly maintained? 







      b.  Unit maintains all required safety references? (unless  electronically accessible by all organizational 



           personnel?) 



















     c.  Unit maintain appropriate AFOSH Standards? 











3.  MISHAP NOTIFICATION, INVESTIGATION, REPORTING, AND RECORDKEEPING (para 6)







     a.  Unit mishap notification plan is established and adequate? 







     b.  Are ground mishaps reported within appropriate timelines? 







     c.  Are ground mishap forms properly coordinated? 











     d.  Are completed ground mishap forms maintained in Unit Ground Safety Book?







     e.  Does the UGSR track corrective actions identified on mishap reports and document closure?







4.  SAFETY INSPECTIONS (para 8)











     a.  Are all AFFTC/SEG safety inspections reports maintained in the Unit Ground Safety Book?











     d.  Does the UGSR track corrective actions until complete and document closure?   







     b.  Does the UGSR conduct annual self-inspection?







          1.  Is a copy of the unit self-inspection maintained in the Unit Ground Safety Book?







          2.  Does the functional manager review and sign unit's self-inspection reports?







     c.  Do first line supervisors conduct and properly document monthly safety inspections of their areas?











          1.  Are copies of the Monthly Safety Activities Report forwarded to the UGSR?







          2.  Are the Monthly Safety Activities Reports properly maintained by the UGSR?







5.  HAZARD ABATEMENT PROGRAM (para 9)







     c.  Are AF Forms 3 properly completed, maintained, and forwarded to AFFTC/SEG as required?



















     b.  Does the UGSR properly maintain a hazard abatement log?







     a.  Is the unit's hazard abatement program properly implemented?
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6. SAFETY BULLETIN BOARD (para 10)







a.  Are the unit safety bulletin boards properly posted and maintained?







b.  Is there a sufficient number of safety bulletin boards for the unit?







7.  SAFETY TRAINING AND EDUCATION (para 11)







a.  Are both the primary and alternate UGSR properly trained?







b.  Is training documentation maintained in Unit Ground Safety Book?











     2.  Is monthly safety meeting documentation properly maintained by the UGSR?







c.  Do supervisors develop and maintain proper employee safety training outlines?







d.  Do supervisors properly maintain AF Forms 55 for all required personnel?







e.  Do supervisors hold monthly safety meetings for all personnel?







     1.  Are monthly safety meetings properly documented?







f.  Does the UGSR maintain an adequate Newcomer Safety Orientation briefing outline?











g. Does the UGSR properly conduct and document Newcomer Safety Orientation briefings?







9.  JOB SAFETY ANALYSIS (para 12)







a.  Are JSAs conducted for tasks when necessary?







b.  Are JSAs reviewed by the UGSR and approved by AFFTC/SEG?







8.  SAFETY POLICY STATEMENT (para 13)







a.  Has the functional manager developed and published a safety policy statement?







b.  Is the Functional Manager’s Safety Policy Statement posted on all safety bulletin boards?







10.  SPECIAL PROGRAMS* (These items are for applicable units only.)







a.  Has a Confined Space Program been properly established IAW AFOSH 91-25?











b.  Has a Lockout/Tagout Program been properly established IAW AFOSH 91-45?
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