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ARTICLE 14
SAFETY and HEALTH

CONTRACT LANGUAGE

Section 1. Responsibilities

It is the responsibility of management 1o provide safe working conditions in all present
and future installations and to develop a safe working force. The Union will cooperate
with and assist management to five up to this responsibility. The Employer will meet with
the Union on a semiannual basis and inform the Union of its automated systems
development programs. The Employer also agrees to give appropriate consideration to
humanfactorsinthe design and development of automated systems. Human factors and
ergonomics of new automated Systems are a proper subject for discussion atthe National
Joint Labor-Management Safety Commitiee. : '

HANDBOOK
REFERENCE
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ARTICLE 14
SAFETY and HEALTH

CONTRACT LANGUAGE

Section 2. Cooperation

The Employer and the Union insist on the observance of safe rules and safe procedures
by employees and insist on correction of unsafe conditions. Mechanization, vehicles and
vehicle equipment, and the work place must be maintained in a safe and sanitary
condition, including adequate cccupational health and environmental conditions. The
Employer shall make available at each installation the appropriate forms to be used by
emplovees in reporting unsafe and unhealthful conditions. If an employee believes
he/she is being required to work under unsafe conditions, such employees may:

{a) notify such employee's supesvisor who will tmnediate!y invasﬂgate the
condition and take cofrective action :f necessary; -

(b) notify such employee’s steward, if available, who may discuss the
alieged unsafe condition with such employee's supetvisor;

© file a grievance at Step 2 of the grievance procedure within fourteen (14)
days of notifying such employee's supervisor if no correchve action is
taken during the employee's tour, andfor

{d) make a written report to the Union representative from the local Safety
and Health Committee who may discuss the report with suchemployee's

SUPeIVISOr,

Upon written request of the employee involved in an accident, a copy of the PS Form
1769 {Accident Report} will be provided.

Any grievance filed in accordance with Section 2. © above which is not resolved
‘at Step 2 may only be appealed to the local Safety and Health Committee for
discussion and decision. Any such appeal must be made within fifteen (15) days
after receipt of the Employver's Step 2 decision unless the parties agree to extend
the time for appeal. The committee shall meet to discuss the grievance atthe next

reqularly scheduled local Safety and Health Committee meeting. Any grievance.

not resoived by the committee may be appealed directly to arbitration within 21
days of the committee’s review.

Any grievance which has as its subject a safety or health issue directly affecting an
employee(s) which is subsequently properly appealed to arbitration in accordance with
the provisions of Article 15 may be placed at the head of the appropriate arbitration

docket at the request of the Union.

HANDEBOOK
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ARTICLE 14
SAFETY and HEALTH

CONTRACT LANGUAGE

HANDBOOK
REFERENCE

Section 3, Impleiaentation

To assist in the positive implementation of the various programs:

The responsibility of the Safety and the Ergonomics Committees will be to evaluate and make
fecommendations on all aspects of the Employer's respective Safety and Ergonomics Programs,
to include program adequacy, field implementation, studies for improving the work environment,
training, and unsafe conditions. To support this process the Empioyer shalt establish a fund of
$500,000 within ninety (90} days of the effective date of this Agreement. In January 1997 and
1898 the Employer will replenish the fund to its original amount. The Fund shall be supervised by
the Joint National Labor-Management Safety Commiittee, Disbursement of the funds for any
expenditures shall be authorized by the chaimerson of the Committee,

B. There shail be established at the Employer's Area level, an Area Joint
Labor-Management Safety Committee, which will be scheduled to meet quarterly. The Employer
and t:lnion Repmmﬁvgwm emhangepmpﬁsed agenda izem's two weeks before the scheduled

C. The Employer will make Health Service available for the treatment of jobretated
injury or iliness where it determines they are needed. The Health Service will be available from any
of the following sources: U.S. Public Health Service; other government or public medical sources
within the area: independent or private medical facilifies or services that can be contracted for; or
in the event funds, Spaces and personnel are available for such purposes, they may be staffed at
the installation. The Employer will promulgate appropriate regulations which com ply with
applicable regulations of the Office of Workers' Compensation Programs, including employee

choice of health services.
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ARTICLE 14
SAFETY and HEALTH

CONTRACT LANGUAGE HANDBOOK
3 | REFERENGE

Section 4. Local Safety Committee
At each postal installation having 50 or more employees, a Joint Labor-Management EL-809 -
Safety and Health Committee will be established. In installations having fewer than 50 | Gjiieines for
employees, installation heads are encouraged to establish similar committees when Labor-Mgt.
requested by the Union. Where no Safety and Health Committee exists, safety and Safety and
health items may be placed on the agenda and discussed at labor-management Heallh
meetings. There shall be equal representation on the Committee between the Union and Committees.
management. The representation on the Committee to be specifically determined by the
Employer and the Union shall include one person from the Union, except in installations
with two or more APWU crafts where up to two persons may be designated by the Union,
and appropriate management representatives. The Chairman will be designated by the
1t Is recognized that under some circumstances, the presence of an additional employee
emploved at the installation will be useful to the local Safety and Health Commiltee
because of that employee's special expertise or experience with the agenda item being
discussed. Under these circumstances, which will not normally be applicable to most
agenda items, the employee may, at the request of the Union, be in attendance only for
the time necessary to discuss that ftem. Payment for the actual time spent at such
meetings by the employee will be at the applicable straight-time rate, providing the time
spent is a part of the employee's regular workday.
Section 5. Subjects for Discussion
Individual grievances may be made the subject of discussion during local Safety and
Health Committee meetings, in accordance with Article 14, Section 2.
Section 6. Employee Participation
Itis the intent of this program to insure broad exposure to employees, to develop interest Regional
by active participation of employees, to insure new ideas being presented to the Afi’;‘j‘éﬁ;‘;féﬂ'
Commiiftee and to make certain that employees in all areas of an installation have an | 4 iz Fred
opportunity to be ed. At the same fime, il is recognized that for the program-to Witney
be effective, it is desirable to provide for a continuity in the committee work from year to
year. Therefore, except for the Chairman and , the Commitiee members shall
serve three-year terms and shall at the discretion of Union be eligible to-succeed
themselves. s .
Section 7. Local Committee Meetings
The Safety and Health Committee shall meet at least quarterly and at such other times HQ's position is
as requested by a Committee member and approved by the Chairman in order to discuss | that al Union's
significant problems or items. The meeting shall be on official time. Each Commitiee gzﬁ‘}*‘.’ .

member shall submit agenda items to the Secretary at least three (3) days prior to the
meeting. A member of the Health Unit will be invited to participate in the meeting of the
Labor-Management Safety and Health Committee when agenda item(s) relate to the
activities of the Health Unit.
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ARTICLE 14
SAFETY and HEALTH

A. The Committee shall review the progress in accident prevention and health at

!i)r; addition, the Commiittee shall promote the cause of safety and health in the installation
Reviewing safety and health suggestions, safety training records
and reports of unsafe conditions or practices. :
Reviewing local safety and health rules, :
ident] ‘ngempioyeemsafewkpraaicesandassisﬁng in
enforcing safety work rides.
Reviewing ‘updated list of hazardous materials used in the
h fyi in which it ate t the
enlifying areas in which i is appropriate 0 reguire
presence of an additional while maintenance work
assignments. are perf in hazardous areas to ensure
adequate safefy precautions.

Once such work assignments are identified. the committee will develop
an on-the-job safety review/analysis (Form 1783) to document that an
additional person will be used to avoid of minimize identified hazards,

The Committee shall at its discretion render reports to the installation head and may at
its discretion make recommendations {o the installation head for action on matters

A P

lar troublesome areas may be made by individual Commitiee members or a
mmittee or the Committee as a whole. Such request shall not be unreasonably
denied. When so approved, the Committee members shall be an official time while
making such inspection. o ' :

The Union representatives from the local Safety and Health Committee may participate
on the annual inspection, conducted by District safety and health services personnel in
the main facility of each Processing and Distribution Center, Facility and BMC, provided
that the Union represents employees at the main facility of the Processing and
Distribution Center, Facility or BMC being inspected. In no case shall there be more than
one (1) Union representative on such inspections except in 200 man-year facilities where
up to (2) union representatives may pariicipate.

é}t;x)n rgroper writlen request to the Chairman of the Commiitiee, inspection
particu
Subco

CONTRACT LANGUAGE
REFERENCE |
£i 8. L | itHon Rocnnneihilitioc £
Section 0cal Cnmmitiaa Amm

HANDBOOK

8257
(PS ch;n 1767)
(PS Form 1769)

E1-80G - Sedml
lC.Vag& 10

I

Step 4 Settlement |}
HiC-4B-C-384
regarding Local

Lindon
participation o
Inspections
Conducted
Pursuant to Article
14, Section 8.
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ARTICLE 14
SAFETY and HEALTH

non-criminal accident and/or infury. the Union at the installation will be advised oromptiv,

CONTRACT LANGUAGE HANDBOOK
REFERENCE
Section 8.A continued
The Union reoresentative from the local Safety and Health Committee may participate 825 1
on other inspections of the main facilitv of past office. Processing and Distribution 825.3
Center, Facility, BMC, or other installation with 100 or more man years of employment 625,63 of the
in the regular work force, and of an individual station or branch where the station or ;
branch has 100 or more man years of employment in the regular work force, provided | ApaATemeNT
that the Union represents employees at the main facility or station or branch and provided | COMMITTEE.
that the Union representative is domiciled at the main facility or station or "branch to be gﬁgﬂﬁi copies
inspected. If the Union representative to the local Safety and Health Committee is not | §Eieport Fom
domiciled at the main facility or station or branch to be inspected and if the Union | monitoring
represents em;m at ctg‘e;‘ main facility or station or ttjhemi mpz%jth; L(fgticm's a%%t;hon, ai maéxgm
representative ominiitee may participate on i no additiona ;
cost for the Employer) or the Union may designate a representative domiciled at the main | 20 83enda fem
B A oo S Al gl e A A g b AT M for tho Safety &
shall there be more than one (1) Union representative on such inspections. Comeittee.
The Union reoresentative from the local Safetv and Health Committee mav parficioate
on the annual inspection of each instaliation with less than 100 manyears of employment ao5.4
in the regular work force, where such Committee exists in the installation being 825.63"
inspected. In those installations that do not have a Safety and Health Committee, the
inspector shall afford the opportunity for an APWU bargaining unit employee from that
installation to accomgpany himvher during these inspections.
Section 8.8
8. An appointed member of a local commities will receive an orentation by the
Employer which will include: 817.3
1. Responsibilities of the Committee and its members. EL-810-83-2
EL-810-83-3
2 Basic elements of the Safety and Health Program. Course Number
215760
3 tdentification of hazards and unsafe practices. 157601
4, Explanation of reports and stefistics reviewed and analyzed by the Committes.
Section 8.C : - ‘
C. Where an investigation board is appointed by a Vice-President, Area O ions
or a District Manager, Customer Services to investigate a fatal or serious industrial 232

When reauested bv the Union. a rebreseniative from the local Safety and Health
Commitiee will be permitied to accompany the board in its investigation. _

! Section 825.63 of the ELM, ABATEMENT COMMITTEE. Request caples of Report, Form 184, for
monitoring purposes and make this report an agenda ftem for the Safety & Health Commitice.
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ARTICLE 14

SAFETY and HEALTH
CONTRACT LANGUAGE HANDBOOK
REFERENCE
Section 8.D ,
D. Ininstallations where employees represented by the Union accept, handle and/or | EL-812,
transport hazardous materials, the Emp!eyervw%li gstab!ish aprogram of promoting safety Materials and
awareness through communications and/or training, as appropriate. Elements of such a Spilt Response
program would include, but not be limited to:
1. Informational postings, pamphiets or adicles in Postal and Area
Bulletins.
2. Distribution of Publication 52 to employees whose duties require
acceptance of and handling hazardous or perishable items.
3. On-the-job training of employees whose duties require the
handling and/or transportation of hazardous orperishable items.
This training will include, but is not limited to, hazard
identification; proper handling of hazardous materials; personalj
protective equipment availability and its use; cleanup and
disposal requirements for hazardous materials.
4. All mailbags containing any hazardous materials, as defined in
Pubfication 52, will be appropriately identified so that the
employee handling the rnail is aware that the mailbag contains
one or more hazardous material packages.
5. Personal protective equipment will be made available fo
employees who are exposed to spills and breakage of
hazardous materials.
Section 9.Field Federal Safety and Health Councils
in those cities where Field Federal Safely and Health Councils exist, one Nationat
representative of the Union who.is on the Local Safety and Health Committee in an ftrafi
independent postal installation mmata‘tyandwhosewesasamembemfsuch Award, Case
Councils, will be permitted to attend the meetings. Sch employeo wil be e g Nurber HIC4F-
from ngzﬁaﬂy assigned duties without loss o;pay Em a i as i Bloch
outlined above will'be granted at the applicable straight time rate, provided the time
spent in such meetings is a part of the employee's reguiar work day.
{The preceding Article, Articie 14, shall apply to Transitional Employees)
2 The APWU/NALC will be represented on the Field Fedaral Safety and Health councils by one of its

Fepresentatives in accordance with Aricle 14 Seefion 9.
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MANAGEMENT INSTRUCTIONS

EL-80¢ - GUIDELINES for Local Joint Labor-Management Safety and Health Committees.

EL-810-81-"7 - Announced or Unannounced Inspection of Postal Facilities by OSHA
Personal, deed 12/31/81

To provide gudiance for postal officials when Compliance Safety and Health Officers (CSHOs) or
Compliance Safety and Heailth Officers - Industrial Hygienists (CSHC-IHs) from the OSHA..

MI-AS-510-5"- = - Compliance With OSHA Standards Facility Construction Programs, dated

3/13/87

Replaced Mi~5-510-81-19

This instructon revise procedures to ensure compliance with the OSHA standards in mew
construction or major repairs and improvement, including mechanization, in space occupied by the

Postal Service.

EL.-810-82-* - Local Joint Labor-Management Safety and Health Committee Training
Program, dar=:d 4/5/82.

EL-810-82-2 - CONCERN - A Management Safety Training Program, dated 2/12/82
Replaced EL-£10-81-7
To state policy and procedures for implementing and conducting CONCERN, a management safety

training prograrn for supervisory personnel.

EL-810-83-Z - Special Safety Training - Employee Rights and Responsibilities Under the
OSHAct and Postal Service Program, dated 3/25/83

Purpose - To sate policy and provide guideiines and implementing procedures to inform employses
of the applicacks provisions of Section 18 of the 1870 Occupational Safety and Health Act and
Executive Orosr 12196; and of their rights and responsibilities under 28 CFR 1960, Basic Program
Elements for Fexderal Employee Occupational Safety and Health Programs and the Postal Service’s
Safety and Heailth Program.

EL-540-91-1 - Job-Related First Aid Injuries, dated 1/25/91
Purpose - This Instruction updates informaiton that establishes policy and procedures for reporting
injuries to the Office of Worker's Compensation Programs (OWCP), Department of labor, for
determining crioice of physician, and for paying medical bills to contract physicians for the initial
treatrent of ib-related first aid injuries.

A MiC-55-84 - Dock Levelers, Safety Lockout and Maintenance

Procediures dated 11/10/04.

Thiskaintenance Management Order provides generic safety and maintenance procedures
for Dock Levelers, Managers must recognize that there is fittle, if any, scandafization
betwesmn Dock Levelers currently being utilized in the Postal Service....Because of this non-
scancsdiization, the Maintenance Manger and the servicing Safety Officer af each sife are
Jjoignry  responsible for the development, implermentation, training, inspecting,
documentation, and certification of specific safety, lockout, and maintenance procedures for
Dock Lavefers used at their site,
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16.

17.

18.

19.

20,

21

22,

23.

24,

25,

AS-656 - Asbestos Management Guide {May 1998)

This handbook is a reference tool for implementing and maintaining asbestos control and awareness
programs in postal facilities, It supplements Management Instruction EL.81 0-98-1, Asbestos-

Containing Building Materials Control Program. The handbook fepresents the latest policy
guidance and specific postal procedures for field implementation of asbestos management in the

Postal Service.

EL-810-94-3 - ASBESTOS—Containing Building Materials Control Program, dated 2/23/04

Replaced EL-810-91-6
Thisinstruction provides policy and guidance for the identification and control of asbestos-containi ng

building materials and establishes the basic requirements for locaily implemented asbestos controt
programs,

EL-810-91-6 - Asbestos-Containing Materials Control Program, dated 11/6/91.
This Management instruction is obsolete,

EL-860-1699-3 - Anthrax, Emergency Response to Mail Allegedly Containing Anthrax
Thisinstruction provides emergency response procedures and management guidelines for incidents
in which letters or parcels are received that aflegediy contain, a biologically hazardous material,

EL-810-95-3 - BLOODBORNE Disease Exposure Control Plans, dated 1 19185
Replaced EL-810-92-4.

This instruction provides policy guidance on complaisance with 29 CFR 1910.1030, Occupational
Exposure to Bloodbome Pathogens

EL-810-92-4 - Bloodborne Disease Exposure Controf Plans, dated 5/1/92

This instruction provides policy guidance on compliance with 29 CER 1910.1030 Occupational
Exposure to Bloodbome Pathogens. OSHA has promuigated this reguiation to protect workers
who are reasonablely anticipated fo come in contact with blood and/or potentially infectious
materials,

This Management instruction is obsolete,

AS-510-87-13 - Building and Site Design Safety Requirements, dated 9/186/187

Replaced MI-AS-510-83-3.

Purpose: To ensure that the design and construction of new postal facilities and alterations to
existing facilities incorporated all features necessary for the safe operation of the facifity, including
all equipment and machinery installed under the construction contact,

EL-810-93-1 - Confined Space Safety, dated 9/20/93
Some postal facilities have confined spaces, such as manholes, sewers, pits, sumps, vaults, and
tunnels. Some of these spaces may contain hazards that classify them as permit-required spaces.

AS-550-96-8 - Procedures for Reporting Releases of Hazardous and Regulated Substances

to the Environment, dated 9/ .
This instruction provides policy and guidance concerning required notification fo federal, state, and
local environmental agencies when a hazardous or reguiated substance has been released in

Teportable quantities to the environment,

EL-810-96-2 - Hazard Communication Programs, dated 2/2/06
This instruction establishes responsibilities and procedures for informing employees on the
identities and hazards of the chemicals they use, and for compliance with 29 Code of Federal
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26,

27.

28.

29,

30.

31,

32.

Regulations 1910.1200, Hazard Communication.

EL-810-96-1 - Response to Hazardous Materials Releases, dated 2/1/98

Replaced EL-810-80-6

This instruction provides policy and guidance for responding fo hazardous materials releases in a
manner that is appropriate to the type of materials and circumstances of the release in accordance
with 29 Code of Federal Regulation 1910.120 (known as the “HAZV/OPER” regulation}. The

instruction focuses primarily on responding to spills and leaks originating from items placed
in the mailstream, which can usually be handied by individuals who have received training

and follow these procedures.

EL-810-80-6 - Hazardous Materials Spill or Leak Standard Operating Procedures,

dated 6/29/80.

This Management Insiruction is cbsolele.

This Instruction updates the Standard Operating Procedures (SOF's) for dealing with spills and leaks
of hazardous materials to require installation heads to follow up on improperiy mailed items which

cause an incident.
This Management Instruction is obsolete.

Fi-810-82-6 - Hazardous Materials Spill or Leak Standard Operating Procedures, dated

6/8/82.
This Instruction provides policy guidance on implementation of and elements essential fo a Standard

Operating Procedure (5.0.P.) For dealing with spills or leaks of hazardous material.

MMO-38-82 - Preventive Maintenance - Holsting Equipment, dated 1/18/1982
This Maint. Bulietin establishes a preventive maintenance program for hoisting equipment used by

mairdenance personnel.

£L-810-1998-1 - l.ead Hazard Management

This management instruction establishes policy for the cornitrol of lead-containing material (LCM),
principally lead-based paint (LBP), in postal facilities or on postal property.

Lead-containing material, principally lead-based paint (LBP), presents a health hazard to postal
employees and customers only if lead dustor fume is created. LBP in good condition is not a health
hazard if it is allowed to deteriorate, or if i is dry scraped, sanded, or bumed, however, a health
hazard can be created. Additionaily, lead dust can be carried away from the job site and affect other
persons. The instruction addresses all potential lead sources, including drinking water, and also

provides a regulatory overview.

MMO-031-84 - Lead Exposure in Construction (Lead Based Paint), dated 6/24/84

Replaced MMC-044-63.
Effective immediately, any tasks/operations that may result in employee exposure to lead will not

be initiated until # is determined that lead based paint is not present. These assessments must be

conducted by persons competent fo assess the presence of lead-based paint In accordance
with Housing and Urban Bevelopment Guidelines.,

MMO-081-99 - Hazard Communication and Materials Safety Data Sheets

SUPERSEDES MM0O-61-81, NM0O-38-82 and MMO-20-85

The purpose of this bulletin is to update maintenance procedures to meet requirements of
Management instruction EL-810-96-2, “Hazard Communication Programs”, and current

inferpretations of the OSHA Hazard Communication Standard.
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33.

34.

35.

36.

37.

36.

37.

28.

39.

40,

41,

MMO-20-86 - Material Safety Data Sheet Database

This bullefin supersedes MMO-58-85
A BMC in each region has been provided with a MSDS microfich database subscription. This

materiat is updated bimonthly to keep it as current as possible, The purpose of this file is to provide
information to the field on potentially hazardous substances which may be spilled in the mail stream.

MMO-38-82 - Material Safety Data Sheet Requests

MMO-61-81, Material Safety Data Sheets (MSDS) required the local office to obtain MSDS's on
potentially hazardous substances from the manufacturers. Some of the requests received by the
manufacturers do not adequately identify the product. For example, a large paint manufacturer has
received several MSDS requests for “paint”. Since thy make several hundred types of paint, they

can't send the comrect MSDS.

MMO-61-81 - Material Safety Data Sheets (MSDS), dated 9/9/81
This bulletin provides information to set up and maintain a file of MSDS on all potentially hazardous

substances used by Maintenance in postal facilities.

AS-510-83-1 - USPS Maintenance of Leased Facilities, dated 1/19/93
Toissue guidelines for accomplishing maintenance in leased buildings where the Postal Service has
assumed maintenance responsibility under the terms of the lease.

EL-820-1898-3 - Procuring Prescription Safety Glasses

This obsoletes EL-820-80-4
The purpose of this Instruction is to provide guidelines for the purchase of

prescription safety glasses,

EL-820-80-4 - Procurement of Prescription Safety Glasses, dated 3/11/80
The purpose of this Instruction is to provide guidelines for the purchase of prescription safety

glasses.

MMO-004-97, Maintenance Safety Checklist, dated 1/23/07

Replaced MMO-86-85 and MMO-51-86.
The purpose of the attached checklist is to provide a tool for the Maintenance Manager to evaluate

the safety condition of their facility.

EL-810-84-3 - Safety and Health Change Board, dated 2/24/84
This instruction provides policy guidance for the establishment of a Safety and Health Change Board

as a management control for proposed safety and health changes.

MMO-029-95 - PCB Lamp Ballast Disposal, dated 10/13/95

This Maintenance Management Order (MMQ) supercedes MMO-060-84, Fluorescent Light
Ballast, dated March 27, 1984. Attachment 1 provides the latest information and guidelines
conceming the proper disposal of PCB light ballasts. Attachment 2 is a direct quote of an EPA
brochure dated May 1993 and provided herein with EPA’s permission.

LOCAL SAFETY & HEALTH COMMITTEE’'S GUIDE TO THE NEGOTIATING A “BUDDY
SYSTEM” FOR MAINTENANCE PERSONNEL.
This is an APWU publication,

PS Form 1784-A - SAFETY AND HEALTH INSPECTION CHECKLIST
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MEMORANDUM OF UNDERSTANDING
BETWEEN THE
UNITED STATES POSTAL SERVICE
AND THE
AMERICAN POSTAL WORKERS UNION, AFL-CIO

%&:VCO{TQC?SC‘){: of Um}:af@ Cenditions

The American Postal Workers Union, AFL-CIO {FAPWUI™} and the United States:Postal Sendice
("USPS") recognize the importance of providing a safe and healthiul woriplace for all pastal
employees. Tha parties eckrowiedge the passage of the Posial Employee Safaty Enhancement
Act "PESEA’) by Congress on September 29, 1998, and in concert with the provisions of
PESEA, the parties agree to implement its provisions in the Postal Service by taking the following
actions:

1. The parfies encourage the resolution of unsafe conditions at the lowest levelinthe -

T organization. In accordance with our current procedures, an employee or a union -
representative may identify and discuss an alleged unsafe condition with their immediate
supervisor, who will investigate and take corrective action if necessary and within their
authority. If unresoclved, the issue will be recordad including all relevant facts and referrad to
the parties’ designated representatives identified in Section 2 below.

2. The local parties will designate a faciiity union and management representative at alf plants,
bulk mail centers, airmail centers, the district main post office (which will also cover the
stations/branches), and vehicle maintenance facilities. These representatives will meeton a
regular predetermined basis to review and attempt to resolve the referred safety and heatth
issues.

A.  The management and union representatives should have sufficient authority and
knowledge to resolve safety issues in an expeditious manner. As necessary, the parties
will utilize available safety, maintenance, and other appropriate resources to develop
possible resolutions.

B. To the extent issues are addressed on one tour in multi-tour facilities, the same issue will
1ot be a topic for discussion on another tour as fong as the issue is pending resolution
with the parties’ representatives.

C. Those offices that have an established program (e.g., Safety Captain) in which they
regularly meet with union representatives to discuss safety concems are not required to
modify their existing program to conform to these procedures,

D. Safely issues originating in all offices not identified in Section 2 above and unresolved in
discussions between the union or employee and management representatives may be
processed in accordance with the regular grievance procedure.

3. If possible, management will try to immediately resolve safety issues as they are brought to
its attention in the meetings described above. The parties recognize, however, that certain
safety issues cannot be resoived immediately. Forinstance, a safely issue brought to
management’s attention might have national implications or would reguire engineering
changes which faciity management is incapable of resolving at the level to which the initial
complaint is brought, or may require the use of outside rescurces to resolve. There may be

it




instances when it may not be possible {0 resoive the issue due to disagreement between the
representatives over the nature of the safely issue itsetf, the necessary altfemative
resolutions, or the extent of work that needs to be performed to comect the sifuation. The
parties’ representatives may mutually agree to refer an unresotved issue to the local Safety
and Health Committee.

The parties agree that bargaining unit emplovees will utilize thesa procedures to notify
management of workpiace safety issues for resolution, To this end, the union at both the
national and local leve! wilt netify bargalining unit empioyees bath verbally and through their
written communications vehicles to communicate any safety matters to jts representatives so
they can raise and resolve them, if passible,: through this proceduns, .

This Understarding and its:priceduros ate for the purpase of further providing a safe and
healthy werkplace through timely recognition and resolution of safety issues and is not
intended to deprive any bargaining unit employes of histher fight to notify appropriate third
parties.. Itis the intent of this agreement to implement this process to allow employees and

addressed ing timely manner without invoking an administrative procedure and attentant
litigation which would have a delaying effect on any resolution to the safety issue. -

The parties agree that any issues regarding nationally deployed equipment or issues that
have national implication are to be jointly forwarded by the local parties to the Vice President,
Labor Relations and Director, industrial Relations (APWU) for referral to the national Joint
Labor-Management Safety Committee.

The parties agree to madify the language in bold print on page 80 of the 1996-2000 coltective
bargaining agreement as follows: Any grievance filed in accordance with Section 2. (¢)
above which is not resotved at Step 2 may be appealed to the local Safety and Health
Committee for discussion and decislonjorimay be appealed directly to arbitration
within 21 days after receipt of the Employer's Step 2 decision. Any such appeal to the
Safety and Health Committee must be made within fifteen (15) days after racelpt of the
Employer's Step 2 decislon unless the parties agres to extend the time for appeal. The

The parties will implement this process and name representatives io begin meeting within 80
days of the signing of this agreement. This agreement and itg procedure are in addition to the
contractual obligations of both parties and in no way changes or aiters those provisions,

S f‘?fim %\f&\m\%}\&m%

n E. Potter William Burrus
Senior Vice President Executive Vice President
Operations American Postal Workers
U.8. Postal Service Union, AFL-CIO

Dated

L/5/75 A

Date
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August 4, 1999

VICE PRESIDENTS, AREA OPERATIONS
MANAGER, CAPITAL METRO OFERATIONS

SUBJECT: C'O{recﬁon of Unsafe Conditions

This is a follow-up ta the June 14 memorandurm from Jack Potter informing you of the
memorandum of understanding (MOU) with the American Postal Workers Union, AFL-CIO
(APWVU) establishing an internal process to jointly resolve unsafe conditions. This document
was jointly developed by the APWU and USPS and reflects common understandings-of the,
interpretation and appfication of the provisions of the MOU. -,

1. Item 2 of the agreement states that ‘the local p&rﬁes (USPS and APWU) will designate a
-facility union representative and management representative,” Does this mean one
representative for both parties per facility or can there be more than one, such as one on
each tour? :

The agreement requires that one management and one union representative be designated
for the identified facility. There is no requirement to estabiish teams for each tour.

2. ltem 2 also identifies ai] plants, bulk mail centers, airport mail centers, the district main office
(which will also cover the stations/branches) and vehicle maintenance facifities are required
fo designate union and management representatives. Northem Virginia District, for example,
does not have a district main cffice, The largest post office in the district is Alexandria, which
is an associate office. In fact, all of Northem Virginia's past offices are associate offices with
their own stations and branches. Does this memo apply to them as well?

A team is to be established only for the district main post office and its stations and branches.
Teams are not required for other associate offices. In associate offices unresolved safety
and health issues may be processed in accordance with Article 14 of the National

Agreement.

3. InAlexandra, we have a joint Safety and Health Committee with the APWU and NALC. This
is a common practice in associate offices. The language in the APWU contract pemmits
discussion of items in the grievance process, but the NALC contract does nat. Should we
have separate committees noworjust waitto see fitis 3 problem. ltem 2C indicates that
modifications to existing pregrams are not required.

The agreeinent clearly states in Sectior 8, that the provisions of existing contractual
obligations should in no way be changed or altered, Therefore, there would be no change to
the existing membership of the joint Safety and Heatth Committes.




4, What defines a commitiee or other safely program in Section 2.¢.7

An organized safety program or committee should:

o -Consict of at least one postal mznagement sepresentative and one APV representative

o Meel regularyto discuss safety and health problems
»  Actively resolve safety and heatth issues

Such pre-established, active programs are not subject fo modification and may continue to
operate effectively under this agreement. ' :

5. Does this agreement eliminate use of PS Form 1767, Report of Unsafe Condition or Hazard?

No.

6. If we have & joint fabor/management Safety and Health Committee, do we also have to
designate facility representatives and foliow the agreement?

Yes,

7. May the parties inifiate a safety issue when preparing the agenda for the Safety and Heatth
meeting?

Yes.
‘ ’ . G : )
Wi %/4/ LR\ N
Antho \Wegﬁayé’ William Burrus
Vice president, Labor Relations Executive Vice President
8. Postal Service American Postal Workers Union, AFL-CIO

cc: Area Managers, Human Resources
District Managers
Plant Managers
Managers, Vehicle Maintenance Facilities




- American Postal Workers Union, AFL-CIO
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1300 t Streer, MW/ Washington, DC 20005

February 16, 2000

To:  Local Presidents
Regional Coordinators

NATIONAL BUSINESS £
AMERICAN POSTAL Hﬂﬂﬁiﬁgfgffgg

Fr: Greg Bell, Directer%
Industrial Relations

Re: Joint Labor-Management Safety & Health Committees (APWU)

Enclosed you will find a copy of a joint memo signed by the parties intended to re-
enforce the contractual requirement establishing safety and health committees at the area and
local levels and that such committees should meet at Jeast quarterly.

The memo was the result of discussions that took place at the National Joint Safety
& Health Committee regarding the importance of ensuring that area and local committees
are meeting regularly and actively working to address safety and health issues as required by
the National Agreement.

We have periodically received complaints from the field regarding management’s
failure to have safety and health meetings. However, it should be noted that in installations
with less than 50 employees the contract only encourages, rather than requires, installation
heads to establish safety and health committees upon request by the Union. Where no safety
and health committee exists in an installation with less than 50 employees, safety and health
items may be placed on the agenda and discussed at labor-management meetings.

enclosure

ce: Resident Officers
National Business Agents

GBijmg
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VICE PRESIDENTS, AREA OPERATIONS AREA COORDINATORS, APWU
MANAGER, CAPITAL METRO OPERATIONS PRESIDENTS, APWU
DISTRICT MANAGERS

PLANT MANAGERS

SUBJECT: Joint Labor-Management Safely and Health Commiittees (APWU)

The National APWU/USPS Safety and Health Committee recently discussed the
importance of ensuring that area and local commitiees are meeting regularly and
actively working fo address safety and health issues as required by the national

agreement.

The national agreement between the APWU and USPS requires that safety and health
committees be esiablished at the area and local levels and meet at least quarterly. Joint
committees have considerable potential for resolving unsafe conditions. Management,
union, and employees, through their representatives, can all become actively involved in
and make positive contributions to the Postal Service’s safety and health program.
Safety and health committees provide the parties with a valuable tool to demonstrate
commitment to employee safety and health and to work cooperatively to improve safety

performance.

Both the American Postal Workers Union and the Postal Service again reinforced the
importance of providing a safe and heaithful workplace for ail postal employees when
they agreed to the Correction of Unsafe Conditions MOU. Local committees should
review and discuss the progress in accident prevention and elimination of unsafe
conditions and recommend safety and health program areas which should have

increased emphasis.

Both the area and local safety and health committess can also review the national and
local history of OSHA citations for the most common violations and work together to
correct potential unsafe conditions.

Local commitiees could also monitor and work to improve the process for handling
employee reports of unsafe or unhealthful working conditions (PS Form 1767). A prompt
response and resclution of reported safety hazards will significantly reduce the potential
for incurring accidents or injuries. For example, egress issues, such as clearly marked
alsleways, posting signs not o block aisles, exits, or fire extinguishers, could be
corrected by action plans deveioped and implemented by local committees.




.2

Our collective goal is to make these committees an effective tool. Accordingly, please
ensure that the area and local safety and health committees have the commitment and
support necessary to resolve issues effectively in accordance with the spirit and intent of

our national agreement,

ohn E. Potter Moe Biller
Senior Vice President President

Operations American Postal Workers
U.8. Postal Service Union, AFL-CIO

2./3 /oo /989

Dafe Date
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American Postal Workers Union, AFL-CIO

1300 L Street. N, Washington, OC 20005
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TO:  Local Presidents, Regional Safety & Health Representatives and National Business
Agents

March i, 2000

RE:  EL-802 Executive and Managers Guide to Safety and Compliance

The purpose of this memo ig 10 provide the APWU’s position and to respond to several
inquiries regarding the above-referenced Handbook. EL-802isa nanagement document to be used
by management to evaluate their Safety and Health Program. This information is available to Jocal
and state presidents on the APWU Home page at the Industrial Relations® Section,
Www.apwu.org/IndRel/irhomepage htm We are currently discussing this publication with
management at the National Jevel. Corey Thompsorn, APWU Safety & Health Specialist is the
designated representative assigned to discuss this issue with the Postal Service,

employer's respective Safety and Ergonomics Programs, including program adequacy, feld
implementation, studies for improving the work environment, training and unsafe conditions,
Moreover, we want to make sure that implementation of PEG does not circumvent the
responsibilities of Loca] Safety and Health Committees.

PEG - Performance Evaluation Guide

Please note that there is 1o joint agreement or understanding between the parties in regard
to the EL-802 Handbook o the Performance Bvaluation Guide within . Althongh the E1.807 is

L1




Recommended actions:

-

Request that a Local Union representative accompany the consultant’s (A.D. Little)
inspectors. A unionrepresentative from the Local Safety and Health Committee has the right
to participate in inspections pursuant to Article 14, Section 8 of the National Agreement.

Request that copies of all documents, reports, drafts, safety & health plans and related
materials be provided to the Local Union. Inform members of the APWU's national position

not to participate in USPS sponsored surveys.

Document all events related to the implementation of the EL-802/PEG Program to ensure
that the program does not circumvent the responsibilities of the Safety and Health
Committee. Include dates and times that inspectors under the PEG program show up at the
facility and the amount of advanced notice (if available) that is given before they arrive. For
example, if you hear about a possible inspection at your respective location before it ocours
then more than likely the Postal Service Area Office provided an advanced warning to the
district or local management in order to give them an opportunity to make preparation for
what is suppose to be an unannounced inspection.

In general, in the absence of any contractual violations or conflict with local safety and health

committees the implementation of the EL-802 Handbook should put pressure on local management
to comply with safety and health programs. Since the passing of Postal Employees’ Safety
Enhancement Act (PESEA) by Congress in September 1998, there has been a new found urgency
for the Postal Service to address unsafe working conditions especially now that the USPS can be
cited, fined, and referred for criminal prosecution by the Occupational Safety and Health

Administration (OSHA).

If youhaveany questions regarding the EL-802 or the Performance Evaluation Guide (PEG),

you should contact Corey Thompson at (202) 842-4273.

‘Yours in union solidarity,
Gxéggeﬂ, éiég&
Industrial Relations
¢c: Headquarter’s officers
Regional Coordinators
GB:RL:jmg
operu#?
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Don't enter ropad-off or marked areas where
malintenance work is being done, or where
hazardous or slippery conditions exist.

C. Spills and Leaks

If & spill or leak occurs, notify your supervisor for
immediate cleanup and repalr, if needed. If the
spilled substance is flammable, take every
precaution to avoid possible ignition of the
substance.

if suspected harmful vapors or gases are
escaping from a spill or related accident, leave
the viclnity at once and notify your supervisor.

Follow the regulations for cleaning up spills and
leaks of hazardous materials. Refer to Material
Safety Data Sheets (MSDS) for information on
chemical spills or leaks.

D. Tools and Other Portable

Equipment

Keep all tools and other pleces of portable
equipment in their assigned places when not
using them.

Use safety glasses when operating power tools.
Safety glasses must meet ANSI ciiteria.

-

E. Cleaning

Never mix cleaning compounds. The chemicals
used in them, such as ammonia and chlorins,
when combined, can form toxic or explosive
mixtures. ‘

Remove dust by vacuuming rather than by
blowing down an area with compressed air
whenever possible,

Rope off wet floor areas with high visibility safety
marking rope and post “Wet Floor” signs untit ths
floors are dry.

Follow all vendors’ instructions regarding
equipment, materlals, and supplies.

Use of Compressed Air

Use a vacuum rather than compressed air to
remove dust, dirt, or other debris from your

‘clothing or body. Using compressed air to blow

dust, dirt, or debris off yourseif is an extremely
hazardous practice.

Use air compressed at less than 30 psi for
cleaning machinery, parts, etc., or use a hose
that is equipped with a nozzle that will deadhead
at less than 30 pst in case the outlet Is
obstructed.,

Wear eye protection which meets ANS]
standards when you use compressed alr,

21
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May 11, 1598

MANAGERS, MAINTENANCE SUPPORT (AREAS)
MANAGERS, HUMAN RESOURCES {AREAS)

SUBJECT: Dust Control

Numerous investigations by ocur safety and health professionals and OSHA compliance officers have
concluded that dust in postal facilities is classified as ‘particulate not otherwise regulated” {PNOR) or
nuisance dust in common parlance, and that OSHA Permissible Exposure Limits are not to be
exceeded. The National Institute for Occupational Safety and Health (NIOSH) is currently conducting
Health Hazard Evaluations in our facilities fo delermine whether dust may be causing respiratory
aliments. While they have not found levels of paper dust that exceaed OSHA or their fimits, they
cortinue {o be concerned with reports from our employees of adverse heaith effects, including
infections, cough, asthma, and allergic symploms.

Faper dust is ubicuiious in our maithandling operations. As a policy matter, both from emplovee
health and operational standpoints, we balieve that controfiing paper dust is advisable. We
understand that some empioyees, with pre-existing respiratory ailments, may have those ailments
aggraveted by pacer dust concentrations. We also understand that maintenance hours devoted 1o
cleaning and repziring automation and facifities as a2 result of dust can adversely impact our botiom

line.
Historically, dust contrel has been accomplished by HVAC filtration, some focal exhaust ventilation on
selected fixed mechanization, custodial cleaning, and a policy requirng vacuuming whenever
possible. NIOSH has cited “blowout of dust from sorling machines by compressed air” as the principal
cause of employee complaints to them. The policy on cleaning is as follows:

“Remove dust by vacuuming rather than by blowing down an area with compressed air

‘whenever possible,”

Managers and supervisors must reiterate this poficy with all emplovees, and enforce it. Notenly does
biowdown result in airborne dust {that simply resettles, accumulates and requires more cleaning), but

also use of compressed air can he hazardous fo eves and employee hearing. OSHA has previously '

cited the Postal Service for improper use of compressed air.

Airborne dust czn be mitigated by integraling the applicable A-Guides in Chapter 13 of MS-1,
Maintenance and Operation of Real Property, into the local facility preventive maintenance olan. MS-
24, Heating, Cooling, and Ventilating, provides technical information and sample maintenance
checkiists for maintaining various types of HVAC filtration equipment. MS-47, Housekeeping Postal
Faciliies, proviges requirements for general facility cleaning techniques, frequencies, and inspections.

Good housekeeping, maintenance, and proper vacuuming and blowing out procedures are the key to
OSHA compliance, based on citations we have received,

in some cases dust confrof can be facilitated by local exhaust ventitation on fixed mechanization, area
fittration, and proser sizing of MVAC fitars.

AFB L Ereasit Paza Buw
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Managers must aiso allow the use of fillering fzcepiece respiralors when empioyees wish to voluntarily
wear them, whether supplied by managemeni or the employee. Use of NIOSH spproved fillering
facepleces must follow the enclosed memorandum from February 2, 1668,

We have also enciosed some general recommendations from NIOSH on dust conirol and HVAC
maintenance. NIOSH is continuing to study the dust issue in postal facilities and more
recommendations may be forthcoming based upon their input.

If you need additionaf information please contact Frank Lundblad, headquariers Industrial Hygienist, at
202-268-3652.

Fon (Dl Ve LBD.

rry B. Anderson, Manager J. Gerard Bohan, Manager
Safety and Health Maintenance Policies and Programs

Enclosures

ce: Mrs, Maguire
Mr. Dowling
FESEA Implementation Team
HR Analysts, Safety and tealth (Area)
Managers, Mainlenance Operations
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C. Spills and Leaks

B 1 a splll or leak oceurs, nolity your supervisor for
immediala cleanup and repalr, § needed, i the
spilled substanca is flammable, take avery
precaution 1o avoid possible Ighition of the
substance,

B {f suspected harmiul Vapors or gases are
8scaping from a spil or related accident, lsave
the vicinity at once and notify your supervisor,

¥ Foilow the reguiations for cleaning up spills and
leaks of hazardous matenials. Reler 1o Material
Salely Data Sheels {MSDS8) for information on
chemical spills or leaks,

D. Tools and Other Portable
Equipment

® Keep all tools and other pieces of portable
equipment in their assigned places when not
using them,

® Use safety glasses whan operating powaer tools,
Safety glasses must meet ANS| critria,

E. Cleaning

B Never miy cleaning compounds, The chemicals
used In them, such as ammonia and chiorine,
when combined, can form toxie or axplosive
mixiures.

A Remove dust by vacuuming rather than by
blowing down an ares with compressed ajr
whenaver possible,

® Rope off wel floor areas with high visibility

safely marking rope and post “Wet Floor” signs
urtii the floors are dry,

20

® Foliow alf vandors’ instructions regarding
equipment, malerials, and supplles.

F. Use of Compressed Air

B Use a vacuum rather than compressed air o
remove dust, dint, or other debris from your
clothing or body. Using compressed air to blow-
dust, dirt, or debris off yourself is an extremely
hazardous practice.

B Use air compressed 4t less than 30 psi for
cleaning machinery, parts, gic., or use a hosa
that is equipped with a nozzle that wit deadheard
atlsss than 30 psiin casa the oullet is
obstructed.

¥ Wear eya protection which mests ANSI
standards when you use compressed air.

21




Cornrol of Paper Dust Accurmulation

In a letter to the OMPDC dated July 23, 1997,
OSHA suggests engineering control of airbome
paper dust in the form of auxiliary air iftmation or
wet vacuuming of floors or machines to remove
paper dust. . NIOSH investigators encourage the
cortrel of paper dust accumulation within the
building on the grounds that paper dust provides a
good matrix for microbial growth, and microbial
growth, particularly within HVAC systems, should
be minimized. Ideally, paper dust should be
controlled at the sowrce to prevent accumulation
within the building At a minimum; its
accumulation should be controlled within HVAC
retum and supply airstreams.  Control by
prefilters, increased efficiency of primary filters,
and prevention of filter blow-by are same options.
NIOSH investigators do not encourage the
application of water 1o collect paper dust unless
moistened surfaces are dried within 24 hours.

HVYAC Systems

1. Water should be removed from HVAC
systems, when possible. Eliminate standing water
in air handling systems by providing free-flowing
drains.

2. To help minimize the accumulation of debris

within air handlers, ensure all HVAC systems have
OA filters that are securely fastened into filter

racks that minimize blow-by of unfiltered air.

Fitters should be 50 to 70% efficient (zccording to

the American Socicty of Heating, Refrigerating,

and Air-Conditioning Enginesrs (ASHRAE) dust

spot cfficiency test) in order to remove most

microbial particulate from the airstream.

Upgraded filters should be within the limit of
pressure drop the systems can handle.

3. {leanand disinfect humidifiers and mechanical
cornponents on a routine basig, as recommended by
equipment manufacturers. Avoid the use of water
sprays in HVAC systems. Water containing
biocide residues or water freatment chemicals

Jeally Harerd Evalustion Report Mo, 3800172698
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should never be used for humidifying. The porous
and friable foam in the drain pans is not conducive
W aggressive cleaning and will likely become
comaminated  unless regularly  cleaned and
disinfected.  Drain pan should not acocumulate
water, thus rendering the wee of biocides
unnecessary. Cleaning should be performed often
enough to prevent the accumulation of siime in
drain pans, When cleaning and sanitizing HVAC
components, never. disinfect or use biocides in
Waler of alr in an operating HVAC system. Ensure
that the HVAC system is not operating unti] it is
cleaned, sanitized, and dried. Loosen and remove
mold, slime, dirt, and organic debris, then sanitize
using a dilute aqueous household bleach solution
(10% bleach in water). Bacterial endospores,
produced by some thermophilic actinomyeetes,
may be slightly resistant to chlorine disinfectants;
therefore, surfaces should be kept moist with the
bleach solution for a sufficient contact time to
allow for disinfection 1o occur {about 10-t0 15
minutes). A clean water rinse showld follow
cleaning and sanitizing.

4. Since all QA intakes were neariy closed, the
NIOSH investigators suspectthat OA requirements
are not known. Current design air flow contrals
should be verified by an engineering firm. The
firm should adjust all KVAC systems to ensure
that they will operate such that ASHRAR
recommended standards are satisfied, These
ASHRAE standards incjude recommended outdoor
air flow per occupant, and seasonzal recommendad
limits for indoor temperanre and relative humidity.
Any changes in the sysiterns which affect current
designs should be recorded as an addendum to
existing HVAC documentation,

5. The floor of fan rooms, including surfaces
underneath the air handlers, should bs kept free of
debris which could become ertrained into the
supply air stream,

Fage {4
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Sarery a0 WORKPLACE ASSISTANCE

% UNMMTED STATES
P FOSTAL SERVICE

February 2, 1998

Human Resources Analysts, Safety and Health (Areas)
Senior Safety Specialists (Districts)

SUBJECT: OSHA Respiratory Protection Final Rule-Interim Guidance

On January 8, 1988, the Occupational Safety and Health Administration (OSHA) published a
replacement to the respiratory protection standard (29 CFR 1910.134). This memorandum has been
prepared to advise you of a change in the regulations regarding the use of "dust masks”, a.k.a. )
nuisance dust respirators, dust/mist respirators, non-toxic dust respirators, etc. OSHA has included a
new definition of such dust masks, now called fiftering facepieces (FFF). A FFP "means a negative
pressure particulate respirator with a filter as an integral part of the facepiece or with the eritire
facepiece composed of the filtering medium.” in explaining the standard, OSHA futther indicated
that FFPs were non-tight-fitting dust masks, as opposed to “fight-fitting negatwe pressure

respirators”.

This office has issued guidance on these fypes of “dust masks" over the years, based on
correspondence with OSHA and good industrial hygiene practice. In the new standard, the use of
FFPs is specifically recognized, and so the Postal Service is obligated fo comply with the new
provisions. OSHA states..."there are no medical limitations on the use of these respirators, so
employers who allow their use need only ensure that the masks are not dirty or contaminated, that
their use does not interfere with employee's abllity to work safely, and that they provide [information
on safe use contained in Appendix D of the OSHA standard]".

Therefore, Postal policy on the use of FFPs (dust masks) is as follows:

1. When respirators of any type are required by the OSHA respirator standard, or any other OSHA
standard, managers must fully comply with 28 CFR 1910.134. This includes a writfen program.

2. When respirators are not required {e.g. no foxic exposures are present) managers may allow
voluntary use of FFPs by employees. Employees may use their ¢wn FFPs;or mahagement may.
elect to supply FFPs for employee comfort. Employees are not permitted to use thelr own tight- -
fitting air-purifying respirators. If management supplies any omer type of respirator other than an
FFP, they must comply with ltem 1. .

3. When FFPs are allowed or supplied in accordance with ltem 2. managers must provide the
employee with the attached Postal Service advisory and the language from Appendix D of the
standard. This shouid be accomplished in a manner most expedient to local managers e.g. safety
talk, handout, post on bulletin board or near supply points, etc.

4. Cther than disseminating the above information, no other actions are ﬁecéésary refalive fo FFPs.
No medical evaluations, written programs, etc. otherwise required by the respirator standard are .

necassary.

475 LErrAy PLAKA SW, aooss 9401
Wasrearton O 22804734
Faxe HITpGErIG
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The Joint Labor/Management Safety Committee

What Is the Role of the Local
Safety Committee?

The Local Safety Committee
provides the union with a formal
backdrop to discuss membership
concerns and problems and a
means for solving those problems.
The committee should also be
involved in on-site inspections and
investigations of accidents or
incidents.

How Should the Union Side of
the Committee Be Organized To
Meet Their Objectives?

The union should fulfill three
primary goals in order to be
strongly represented on the
Local Safety Committee:

J) Represent all workers. In
order to fully represent the
concerns of the membership, the
local union president should ask
for volunteers to serve as safety
representatives  throughout the
facility. These safety
representatives  should represent
each craft at the facility so that all
safety and health issues can be

brought to the attention of the _

union committee members.

(2) Maintain communication to
all members. Sometimes the
committee members are not the
officers or stewards of the local
union. In these cases, the local
union should be up to date of the
safety committee’s activities so
that they can fully support the
union committee members., The
safety committee should report on
its actvities at the local union
meetings and pe! input from the
membership.  The committee can

also communicate to the
membership by creating leaflets
and passing them out to APWU
members or posting information
on the union bulletin board.
Include articles or start a column
in the local news létter to cover
pressing safety and health issues.

(3) Educate commiitee
participants and the general
membership. An effective union
committee is an informed union
committee. Committee members
should stay current with new laws,
regulations, and policies put out
by both OSHA and USPS. Utilize
local resources such as colleges to
send members to safety and health
training classes.  Participate in
COSH (Committee on
Occupational Safety and Health)
groups. COSH groups are
coalitions of Iabor and community
organizations concerned  with
worker safety and health issues.
Create a library of occupational
safety and health resources and
publications.  Attain access to
management materials.
Ultimately, the committee can put
on training programs for the
membership to educate them about
safety and health issues.

What Are Tactics for
Strengthening the Local Safety
Committee?

Since the committee’s main
goal 1s to improve working
conditions, following these
guidelines will help achieve this
objective.

{1) involve the membership.
Talk w0 fellow workers sbout the

safety and health problems they
think exist in the workplace. Talk
to as many people as possible so
that you get a fair representation
of the facility. Some members
will want to play a larger role in
the committee than others. Keep
this in mind when assigning tasks
and delegating responsibilities,
The committee and the
membership participation can
grow as it gains experience in
knowledge. '

(2)  List safety and health

problems. After discussing
working conditions with the
membership, document their

concerns so that the committee can
get an overview of the problems
they have to deal with.

(3) Priorifize issues. Sometimes
the membership’s concerns do not
coincide with the committee's
main issues. For example the
membership may be concerned
about nuisance dust but the
committee may want to focus on
enforcing the procedure for
handling hazardous materials
spills. Since you are representing
the membership, their issues
should be dealt with first,

(4) Gain credibility from the
membership and the
management. The committee
needs to accomplish its goals
before the membership and
management will recognize that
the committee means business.
This can be accomplished in two
WAYS:

{a} Meet the demands of the

membership by dealing  with




SUMMARY OF
HANDBOOK
EL 809

INTRODUCTION
This booklet is for al} local joint labor-management safety and heaith committee members

and is intended to provide guidance ang information on your responsibilities as g
committee member.

As an individual serving on the safety and health committee, you must have gz personal
commitment to make accident prevention g part of your daily work. You can demonstrate
your commitment through leadership and by setting a personaj example by working safely
and observing safe practices. Safety must become yourway of life, both on and off the job.
Safety never just happens. if a workplace is safe, it js because somebody is working to
make it safe. As a member of the safety and heaith committee, you are playing a major role
in making your workplace safe for aj} employees,

SAFETY PHILOSOPHY OF THE UNITED STATES POSTAL SERVICE

1. All injuries can be prevented.

2. Management, which includes all levels through the initial level supervisor, has the
responsibility for preventing injuries,

3. It is possible to safeguard against all operating exposures which may result in
injuries.

4, All employees must be trained to work safely and to understand that it is to their
advantage, as well as the postal Service’s, to work safely, and that they have g
definite re ponsibility to do so in order to avoid the pain and suffering caused by

accidents.

5. It is good business from the standpoint of both efficiency and economy to prevent
personal injuries on-the-job and off-the-job.

“The Emplover and the Unions insist on the observance of safe rules and safe
procedures by employees and insist on correction of unsafe conditions.”
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Membership
Terms of Membership
Orientation of Commitiee Members

Duties and Responsibitities of Committee Members

All Committee Members
Committee Officers
Field Federal Safety and Health Councils
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Committee Meetings
Order of Business

Suggested Format for Minutes of Meeting

1. Membership

A.

Rl

A joint labor-management safety and health committee will be established at each
postal installation having 50 or more employees.

Such a committee may be established upon the request of the installation head at
installations having fewer than 50 employees.

There shall be equal representation on the committee between the unions and
management.

Representation on the committee shall include one person from each of the unions
at the installation unless the Local represents more than one APWU Craft, at which
point the Union may appoint two representatives.

Appropriate officials shall represent management.

The chairperson of the committee will be designated by management.

The secretary of the committee will be designated by management.

When an installation has a safety officer (manager, specialist, technician) on the
staff, that person shall be a member of the committee.

i . Terms of Membership

With the exception of the chairperson, the secretary and safety officer, committee
members shall serve three-year terms. Union representatives will, atthe discretion of their

uriions, be eligible to succeed themselves.
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lil. Orientation of Committee Members

All committee members will receive formal orientation and training on members, on
program, on conditions, analyzed by the duties ang resporisibilities of committee the basic
elements of the safety and health identification of hazards and unsafe and on reports and

statistics reviewed and the committee.

IV. Duties and Responsibilities of Committee Members
A, All Committee Members

Attend all scheduled meetings.
Create and maintain an interest in safety and health and thereby help

prevent accidents.
i ety and health rules and assist management with the

enforcement of these rules.
Monitor the progress of accident prevention and heaith activities, and, when

-b.wl\)u.a
[41]
Y
1]
=
g
[7/]
2

employee's consent.
Determine Program areas to receive increased emphasis and make
recommendations regarding them.,

Review employee safety and health suggestions.

Review safety training records to determine if aj employees are receiving
appropriate training.

Review Forms 1767 - Report of Unsafe Condition or Practice - and
responses or corrective action taken.

Review Forms 1769 - Accident Report - and statistics from the National

© @ No o

individual grievances, and make rfecommendations for improvement to the
installation head.

11. Participate in on-the-spotinspections oftroublesome areas when authorized
by the chairperson. Committee members will be on official time while making
such inspections.

12.  Whenan investigation board is appointedbya Regional Postmaster General
or a District Manager to investigate a fatal or serious industrial noncriminal
accident, the appropriate union at the installation will be advised promptly.
When requested by the union, a representative from the committee will be

13. Any union representative on the committee may participate in the semi-
annual inspections cond ucted by safety personnelin the main facility of each
MSC and BMC, provided his union represents employees at that facility.

14. Aunion representative from the committee may participate in the inspection
of any main facility, post office, MSC, BMC, station, branch or other
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installation that has 100 or more man years of employment in the regular
work force, provided that his union represents employees at that facility and

that his duty station is at that facility.

15.  One union representative from the commitiee, selected on a rotational basis
by the unions, may participate in the annual inspection of each installation
with fewer than 100 man years of employment in the regular work force,
where such a committee exists in the installation being inspected.

B. Committee Officers
1. Chairperson

Arranges for meeting place.

Sets times and dates for meetings.

Notifies members of meetings.

Receives agenda items from members.

Arranges agenda and program.

Arranges for seating for all members.

Reviews previous minutes and other materials before meetings.

Coordinates gathering of all aﬁpropriate management reports, data, and
information to be reviewed by the committee.
Responds to members’ requests for special meetings.

S@reeo T

—
.

2. Secretary

®o0 U

Prepares minutes of meetings.

Distributes minutes.

Reports on the status of recommendations made by the committee.
Distributes agenda to members.

The secretary may assume some of the chairperson’s duties.

C. Field Federal Safety and Health Councils

In areas where Field Federal Safety and Health Councils exist, one representative of the
unions who is on the local safety and health committee will be permitted to become a
member of such a council and attend its meetings. This employee will be excused from
regularly assigned duties withotit loss of pay.

V. Committee Meetings

A

oo

The committee shall meet at least quarterly. In addition, meetings may be held at
any other time at the requestofa committee member to discuss important problems
or items. Such a request must be approved by the chairperson, but the request
cannot be unreasonably denied.

Agenda items must be submitted to the committee’s chairperson at least three days
hefore a meeting.

individual grievances will not be discussed during committee meetings.

Meetings should be conducted according to the generally accepted ruies of order,
but formality should not be allowed to overwhelm the meeting or to inhibit free
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discussion.

VL. Order of Business

A
B
C.
D.
E
-

Call to order. The chairperson should call the meeting to order promptly at the

designated time.
Roll call by the secretary. Names of members and others preseni should be
recorded.

Introduction of any visitors.
Minutes of the previous meeting should be read and any needed corrections made.

Unfinished business. All matters on which no definite decisions have been made
are brought up for reconsideration.
New business.

Review of safety accident reports
Review of Forms or Practice. and health reports, statistics, 1767, Report of
Unsafe Condition

Review of employee safety suggestions.

Review of safety rules, safety films, safety training programs, etc.

Review of progress of safety and health program, special campaigns, etc.
Discussion and resolution of any other items or problems relating to safety

and health.

Safety education. This should be made a part of every meeting. A presentation can
be made by a committee member, by an outside expert, by the local safety officer,

etc.
Adjournment.

UL N
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VIl. Suggested Format for Minutes of Meeting

Subject: Safety and Health Committee Date of Report
Minutes of Meeting .

From: Chairperson, Safety and Health Committee
(office, state and ZIP code)

To: Postmaster (or installation head)

(office, state and ZIP code)
Meeting convened at (time) (location)

in attendance: Chairperson (name)
Secretary (name)
Title gnameg
Title (name
Not in attendance Title (name)
Title (name)

ltems: Agenda

Unfinished business: {Subject, action taken, etc.)
New business: (Subject, action taken, etc.)

Problem areas which should receive increased emphasis (Brief report and
recommendations, if any)

Special ltems: (This will include safety education presentations, results of on-the-spot
inspections of troublesome areas with recommendations and action taken.) (Brief report,

if any)
Meeting adjourned at: (time)

Signed: Chairperson
Secretary

Copies of the minutes should be provided to the Local President of the APWU Local
and posted on employee bulletin boards.
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PS Form 1767: Report of Hazard, Unsafe Condition or Practice

l. Employee Action: Describe Hazard, Unsafe Condition or Practice — Recommend Corrective
Action.

Describe the above in detail, do not use adjectives (very, extremely, grossly, etc) in your
description, be specific, cite regulatory standards (OSHA, ACGIH, EPA, NIOSH, etc.). Be
sure to describe how an injury coufd occur. Next, identify one or more solution; remember
the simpler the solution the more likely the problem is to be corrected. if you don't know
a solution offer to be a part of a dialogue group to come up with an acceptable solution.

il, I, IV: Supervisor's Approving Official's & Maintenance Action
These sections are for management to complete. REVIEW THEIR RESPONSES
Remember if the hazard is not corrected, or still exists you should pass a copy of this form

along to your local safety specialist.
™ Prior to filing any forms you should speak with your shop steward and/or local

President.

INSERT
PS FORM 1767
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Hazard Control Number

4.5, POSTAL SEAVICE
{Assigned by Safety Officef

REPORT OF HAZARD, UNSAFE CONDITION OR PRACTICE

. Employee’s Action

1 {Specify Work Locstion}

soribe HMazard, Unsafe Condition or Practice. Recommended Corrective Action.

Date and Tour

Signature

Employes

iI. Supervisor's Action

Recommend or Describe Spacific Action Taken to Eliminate the Hazard, Unsafe Condition or Practice. {if Corrective Action Has Been Taken, Indicate the Date of
Abatement.}

o

Signature Date

Supervisor

. Approving Official’'s Action
{Check One and Complate]

The Fellowing Corrective Action was Taken to Eliminate the Hazard, Unsafe Condition or Practice (fndicate Date of Abatementi:

A Work Order Has Been Submitted to the Manager, Plant Maintenance, to Effect the Following {hange:

There Are No Reasonabls Grounds te Determine Such g Hazard Exists. This Decision is Based Upon:

Signature Date Gete Employes
. .. Morified
Approving Official
8. RMalnterance Action (Complets If Necessary
Signaturs Crage Dare Hazard
. - ;}‘h 1
saainrenance Supervisor bated
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ot this form, and forwarc through channels, to the manager, Plant Maintenance.

INSTRUCTIONS

[. EMPLOYEE

a. Complete section I. and file it with your immediate supervisor.

g your name) and file the report with the Safety Office. Safety

b. If you desire anonymity, complete section 1. {includin
ervisor for necessary action, and will delete your name from

personnel will immediatety return the form to your sup
the form to ensure your anonymity.

H. SUPERVISOR

a. Investigate the altege< hazard during the same tour of duty in which the report was received. -

b. Abate the hazard if it is within the scope of your authority to do so.
¢. Record the action taken to eliminate the hazard or record recommendation for corrective action in section II. and
sign your name.

pervisor {approving official): send the pink copy to the

d. Forward the original and yellow copy to your immediate su
Y 8% a receipt. It is your responsibility to monitor the

Safety Office: and give the employee the remaining bive cop
status of the report, at af times, until the hazard is abated.

lll. ApPROVING OFFICIAL

in the submission of a work order, attach the orig

Initiate action to eliminzte or minimize the hazard. If this resuits

reasonable grounds to believe a hazard exists, notify the employee in writing

b. H you determine that there are no
onnel will assist you in this determination when requested.

within 15 calendar days. Safety pers
pervisor or when it has been abated through your actions, notify the

¢. If the hazard was abated by the first line su
his form to the Safety Office.

employee in writing, and send the criginal of 1

IV. MAINTENANCE SUPERVISOR

When the work order has been completed, sign, date, and return the original of this form to the approving official

who will then forward it to the Safety Office.

3 Form 1767, Dec. 1982, (Reverse}




PS Form 1769: Accident Report

if you are involved in an accident you will see this form. The formis completed by a management
official and therefore you should be given the opportunity to review the form for accuracy and
correctness. You are not required to sign the form and may wish to have union representation

when reviewing the form.

This form must be completed, by the supervisor, within 24 hour of an accident.

Z
wn
m
Py
=

769
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Use Ball Point Pen to Complete. Press Hard.

} Carefully read instructions in the sttached booklet. ttems marked with an asterisk { *] must be snswered U.S. POSTAL StERviCE

using codes in the attached bookiet. ) . A CCI D ENT R EP 0 RT

1. Post Office, Station, Branch, Unit {City, State and Zip 4 if 2. Finance Number 3. installation ID

, — i —

4. Accident Number

General Information

5. Kind of Accident 6. Firs Involved? 7. Aceident Resulted in: 8. Was szite i?ges{iga—
N T tion conduct
1. {j Motor Vehicle 1, Q No 1. E} Personal frjury Only Immediat: Sﬁgerxisar?
2. Natural Event o 2z Pr Damage Ond
2. [ Buitding & Contents oparty 2g Y
3. [ industriaf 3 o 3. L Personal Injury & Property Damage L 8ves 2 O
4. L] other : 4. L No Case tNo Injury/No Damages
Qwnetship of Estimated Property Damage . Time of Day-24
Damaged Property 0. et o nesrest doliar} 1. Accident Date 12, Hour Military 13. Day of Week
a. Postal b, Non-Postal a. Postal b. Non-Postal j Mo. Day vy, 1. 2. 3, 4,
E}gun Gk'lag BTues Dwed
3 3 7.
B m—— f * — $*—"--~'——“-mf$“-m—-"—m—~ m_[.,._......,..._..... it Ll thues Des [lsat
Accident Location and Conditions
4, Weather 15. General D{escrintion Where Did Aecident Happen 18. gpeciﬁc 18, RtesSched/Op, No, 20, Light
o - . escription
2 G i g 't 18a
Accide:t 18, Building 17, Work of Accident TR e e e s,
Area E Location Ares 196 Delivery Route
[— e "= || T Emp tp e |+ ~——
21. Surface 22, Surface 23. Circumstances 24. ltem Causing 25. Harardous Stuation 26. Defgctive or Hazardous
Canditions Leading Actual Directly Equipment or
r Materia
Related 1o

the Accident

to Infury Related

Injury or to

or Demage Accident
- — * s s Damagejs . E e e

Motor Vehicle Accident Information
I no vehicle was involved in the aceident, skip this Section] {ftems 28, 35 + 36 are reserved)

Total No, of ) Yehicle Employee Ejected Ares of
27. E\:;mg Re szegv e 28, Vehicle Type 30, Path 31. Were Seat Belts in Usa? 32, Roll Over 33, from Vehicle 34, impact

1. Elwithout Colfision .
1. Clves 2, UlBefore Collision ; Bzig:a:ete
2. Dlne 3. LIArer coltision by DN@:?‘ ted
r—— P e e e e i 4. L_iNo Roll Over - iec > —

involved Person(s} Infarmation

37. Total No. of 38. Person 38. H Vehicle Accident 40, Name 41. Age 42, Sex
Accident L0, Person Described fLast Nams, First, Mij
Reports No. Here Was:
1. E]Pe-desman . 1. DCmate
2. E]Dﬂver 2.0 Fermale
N R 3. ﬁ?assenger e i .
" injuryAtiness Nature of Most Part of Body Unsafe Pergonal : Soclal Security No.
43. pes. & Activ, 44, Severity 45, Severe injury 48, Affacted 47, Factors 48. Unsefe Practice .‘699 {Employee Only) 3
* i Ll i LR — B m—— -««-...t X ra— - B e o Mwwm_%%ﬂmwww
Was Employee on Postal Service Haurs of Safery - . Pay gy LOC/FON
50, Dvartime Status? g1, Experiencs 52, Training 53. Five Year Postal Accident Record 54, Location  ©5- Codn

Years Mos. No. Prior Vehicle No. Prior Industrial H
1. Dlves 2. e Accidents Accidents

Accldent Factor(s} & Corrective Actions on Pages 1 & 7 of
Form Have Been Beviewed & Arg Concurred With,

g Date Supsrvicor's SN §7. Next Highes Level Mgr, Shonature

%*_ﬂu—»__.»__mm _— — " e .
58, Zupervises's Peinted Mame ! 53, MSBC Safery Officar's Sigrpture
|

g 56, Supervisors Fignature
i
L




R . Accident
60. Is a JSA on Fila? 1.0 ves 2. 0N J 61. Preventive Action Number | .,

{Explait how the preventive action will etiminate or reduce cause(s) and prevent simifar accidents]

Narrative/Complete Description of Accident

{Bescribe accident, events leading to accident, causes of lnjury or damage, and specific focation of accident—FProvide the who, what, wher,
where, why, and how of this accident]

Hospital/Physician Information

Hospital/Physician Name Address Arpa Code & Telephone No.

Treatment Date Diagnosis Duty Status

Hazardous Conditions and/or Equipment, Materials, Etc.

{Specify equipment with manufacturer name, model no., serial no., and year made. Where applicable, include vehicle 1D no.}

Vehicle Diagram (For use in motor vehicle accidents)}

{Indicate on the diagram below what happened. NOTE: Vehicle driven by postal employee Is identified as Federal No. 1 regardless of ewnership}

b Kumber Pederal vehkeie as | —other sehicle as 2--additional 3. Show pedesirian by 3 O 8, indicase skid marks & kongrhe
vehicle a3 3, and show direction of mavel by arrow 4. Show railroad by fefeipofrodfdofodfoiord-di-i- 9. Indicats type & path of eiection
Example: ____5[:2:} C:Z:} B 3, Give rames or numvbers of streets o highwas 10, Traffic controls flenats, sign, affiver, erc}
£
7.

T, S wild fne to show path befere accident ! M . indicare north by srrow in this cirgle i1, Show widie of roadway. wellic fow. parked

Broken hine afier seoident e o o s ue o m Show point of impsct by > ¥ vehicles. ofc.
e GG T G CHAMTS  didind St gEem
!
i
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E UNITED STATES
M

POSTAL SERVICE. Accident Re port

Instructions

General
Information

Multiple
Person
Accidents

Submission
Procedures

Determining
Reportahble
Accidents

Adjustments
and Deistions

The supervisor of the employee or aperation involved must complete this form for alf accidents
regardless of extent of injury or amount of damage. Review ail instructions and codes before
complating this form. The Sefety and Heailth office is available for assistance.

Infarmation forwarded to the Office of Warkers® Compensation Programs OWCP] must not differ
from information on this form.

When more than cne person is injured as a result of the sccident, complete a separate form for
each individual and use the same accident number on each form. Complete all ftems for the first
person including the narrative. For additiona! persons involved, complate only {tems 1-4, 37.55.
Note: If more than one postal emplovee is involved in the accident, follow the instructions out-
fined above, regardless of whather there was injury or not.

1. The supervisor must complete this form within 24 hours of the date of the accident, the
diagnosis of iliness, or the date they were notified of the sitvation. The next level supervisor
raust verify alf information on the form,

2. The Manager, Safety and Health Services at the Division has the responsibility for review-
ing the accuracy of the caoding submitted on each PS Farm 1769, Accident Report, or elec.
tronigally entered into the Human Resources Information System (HRIS) Safety and Health
Subsystem and accident log. i the codes on PS Form 1 768 do not mateh with the narrative
submitted by the supervisor of the employee or operation involved, the Manager, Safety
and Health Services, is responsible for resolving the inconsistency.

3. The instaltation head forwards the original accident report to the safety office within 3 calendar
days of the aceident.

4. The local office must fetzain a copy of all reports {reportabie or Aonreportable} in that office
for a S-year period. Incorrectly filed or improgerly coded 1 789s may be returned to the originat-
ing office by the safety office. These must be Corrected and resubmitted within 3 catendar
days of recaipt.

5, The safety office must:

feview the completed form e ensure accuracy of codes;

coordinate any changes with the feporting office;

complete necessary itemns;
assign number and anter the accident information into the HRIS Safety and Health Sub-

system within 1 calendar day of receipt, and;
retain the originat copy for a period of 5 years.

* & e

The safety office assigns a number on all forms fitem 4}, using HRIS guidetines, for both reporta-
ble and nonreportable incidents, including unadjudicated occupationa! ifiness cases, when it covers
any of the following kinds of injuries, iilnesses or damages:

1. Al accupational traumatic injuties to postal empioyees regardless of whether the emplovee
eects to fife a Form CA-1 {Federal Employee Notice of Fraumatic tofury & Claim for Contin-
ation of Pa y/Compensation) ot a Form CA-B (U5, Dept. of Labor — Official Superiors Report
of Employes’s Death} is submitted to OWLCP, and regardless of whether or not the OWCP
claim is controverted.

EXCEPTION: A First Aid case must be logged and coded '8 in ltem 44 of this form, The
report mist be held as a nonreportable case at the safety office, when first aig care (NOT
exceeding 2 visits) is provided by postat medicaihealth units or contract treating facifities
unless the accident involves propetty damage such as may ocour with a motor vehicle accident.
NOTE: Cases with medical dispositions for mited duty are not to be coded as first aid imjuries.

2. All oceupationat itinesses, including heart attacks, i a CA-2 fFederat Employee’s Notice of
Qccupational Disease and Ciaim for Compensationf ot CA-S is submitted to OWCP.

EXCEPTION: I an ocoupationat ifness, the form mus: he forwarded to the safety office
for recatding in the HRIS, These cases will be logged, assigned a feporting code and number,
pending adjudication by the OWCP, Safety offices are 1o monitor OWCP decisions and amend
the status of the case in the HBIS. Instructions for amendments/deletions are included in HRIS
Safety and Health Updates.

- Injuries or fatatities to non-postal persons on postal premises.

All motor vehicle accidents.

Proparty damage of $500 or more, regardless of awnarship,

Fire darmage of $100 o more regardless of awnership,

ok w

&

Craneror in g previgusly filed 1782 within

Whonever there is a change in status, of if you discoy
stfication and documents BUREpGrT-

3 calendar dave send o copy of the Form 1788 and written ius
ing the amendmentfdelotion 1a the servicing satery pffine




Instructions for
Items 1-G1

ftem 1:
Item 2:
ftem 3:

ftem 4:

ltem 5:

ltem 6:

ok

item

frem B

Post Office, Station, Branch, Unit (City, State & ZIP Codel) — Self-explanatory.

Finance Number — Self-explanatory.
fnstallation ID — The Instaflation 1D is a 4-digit code,

Accident Number — The safety office assigns numbers in ascending order, theough HRIS, start-
ing each FY with 0001, then Q0QZ, etc. Keep & record of used numbers as duplicate or missing
numbers will initiate unnecessary correspondence. Start with G001 the following FY,

Kind of Accident - Check the appropriate box.

Mator Vehicle — Any mechanically or electrically powered device designed for movement, not
operated on rails, upon which or by which any person or property can be transported or drawn
upon a land highway. The load on a motor vehicle is considered part of the vehicle,

Do not consider equipment such as vehicles operated on fixed rails, fork lifts, bicycles, or similar
equipment as motor vehicles.,

A maotor vehicle accident is any accident involving a motor vehicle which s operated on official
postal business, regardless of the ownership of the vehicle and which results in death, injury
or property damage of one dollar or more, untess the vehicle is legally parked {see note below],
Who was injured, what property was damaged or to what extent, where the accident occurred,
or who was responsible is not a factor,

NOTE: A legally parked vehicle is one in which the engine is turned off, the driver is not
operating the controls, and the vehicle is parked where it is legal to do so. Tem-
porarily ““stopping’” a vehicie without tuming off the ignition, o load or univad mail,
property, of persons, or a vehicle stopped at a sign, signal, police signal, or stalled
in traffic, does not constitute a legally parked vehicle. If specia! written permission
has been granted by law enforcement or municipal authorities to park in designat-
ed “No Parking’’ areas, and the postal vehicle is otherwise properly parked, the
event may be classified as a parked industrial accident.

Natural Event — A natural event accident is any occurrence limited solely to property damage
caused by such natural events as hurricane, flood, lightning, earthquake, volcang, half, ete.

Other — This code is used to identify incidents involving vandalism or where only a non-employee
was in an accident on postal premises. it shall not be used for incidents invelving on duty™’
postal employees. Example: A customer falls in 2 postal lobby.

Fire involved — Check appropriate box an the form: if box 2 or 3 is checked, ltem 23 must
be a fire code (#300-3691.

3. - None.

2. - Building and Contents refers to any type of structure as well s all equipmaent, vehicles,
stores, supplies, or matedsl on, under, or within the structure.

3. — Other includes open storage, fires in collection or relay boxes, vehicles, or any other fires

not in a building.

feeident Hesulfed in ~ Check applicable box. lfbox 2or 3 ehacked alsa completa Bems

Q& 10, H bow 4 Is checked, this s a no incident, nonreportable case. There is no requlrement

1o fe & report. That is. 0o injury of praparty demage goourred as a resull of incwlent,

Was On-Site favestigation Conducted By Immediate Supervisor? — Check one.




ftem 9:

item 10:

item 11

ftern 12:

ltem 13:

Item 14:

ltem 15:

ftem 16:

a. Postal

0 — Not Applicable
T — Postai

Estimated Property Damage {round ¢

wiittenas$ 0 0O 0 9 8 8} —When possible,

. Non-Postal

b
G
-
3 -
4

0o
i

Not Applicable

Other government agency

Private party

Employee’s persona propenty used in
postal cperation, including privately owned
fural carrier vehicles

Hired, leased, or rented

Contractor waorking on premises

Star route or messenger

Other fexplain in narrative}

Combination of the above

© nearest doflar) — (For example, $987.65 myst be

coordinate estimates with the managers of fleet

operations, plant maintenance of procurement services,

2. Enter all postal damage here.

b. Enter all non-postal damage here. finetuding privately owned rurst carrier vehicles)

Acclident Date — yse nurnerats., For example, February 28, 1991, must be written as 02/28/91.

Time of Day Accident Happened — Use 24 hour clack. For example, 1:05 PM must be writ-

ten as 1305, or 1:45 PM must be written as 1345,

Day of Week — Check one,

Weather — Enter the code from the foltowing list that best describes the weather at the acei-

dent seene.
1. —~ Clear
2. - Cloudy
3. — Rsain

©mna
:

Snow

Fog

Sleet

Not applicable (i sccident happened
fndoors)

General Description of Accident Areg — Enter the code from the following list that best

describes the neighborhood,

1. City business
2. City residential
3. Suburban business

Building Where Aceldent Happened
@ specific building, enter the appropriate

Posta]

Assaciate Office

01 Category A-G P.O.
03 Category H-! P.O.
05 Categary K P.O.
G6  Category L p.O,

Station/Branch
02 Category 4.0
o4 Category H-}

07 Division - Main Gtfica

08 MSC - Main Office

10 Veshicle Maintenance Facility
11 Airmalt Facility

12 Regional Office

Mon-Poztg!

850 Other government building-
8% Customer's buitding/pramises
37 Dthar (Fxpl

85 Mot apph

Gt fr rrareaiivel

CD(.H:&&

Suburban residential
. Ruraf
- Not Applicabie {use this code when

accident accurs on postat premises)

— If the aecident happened in, or on the premises of
code from the folfowing Hst:

Headquarters Office
Pestal Data Center

Supply Center

Mall Equipment Shop

Independent Maif Processing Center
Mail Bag Depository and Hepair Center
Raifroad Terminal

Truck Terminal

Bulk Mail Center

Postal Training Facility

Gther




|

ftem 17:

ftem 18

ttem 19:

tem 20

Work Location — Enter the cods from the following list that best describes the type of work
area or type of route where the employee was working.

On Postat Premises

Facing tables

Processing metered mail
Cutgoing letter primary
Cutgoing letier secondary
Qutgoing fat primary
Qutgoing fiat secondary
Qutgoing parcel pust primary
Quigoing parcel post secondary
Quigoing small parcels &
rolls primary

Outgoing smuall parcels &
rolis secondary

incoming letter primary
Incoming letter secondary
incoming flat primary
incoming flat secondary
Incoming parcel post primary
Incoming parcel post secondary
Sack shakeout; dumping
Rewrap

Box sectionfletter casing
Letter sorting machine {LSM}
Parcel sorting machine
Caontainer loadersiuniocaders
Waelghers section and

related activities

Rotler tables

Sack sorting machine

Rotary slides

Chutes

Culling operation

Off Postal Premises

69
70
71
72
73
74
75
76
77

Express Mail route
Foot route

Special delivery route
Parcel post delivery
Mountad route delivery
Collection route

Rural route

interstation route
Intercity route

Miscellaneous

87
88
B9
30
81

tunchroamfcafeteria
Rest room

Holler room
Machine room
Trash room or area

78
79
80
81
82
83
84
86

82
83
94
87
99

Canceliation

Dispatching; staging area
Outgoing newspaper

Incoming pewspaper

Sack gxamination area

NMO and irregulars

OCR — optical character reader
Bar Code Sorter

Office work

Miscellaneous non-mail handiing activities
by Malling Division employees
Computerized Forwarding Systemn
Registry

Carrier—affice work

Dock & piatform arsa

Sorting machine cat walks, drive platform,
snd maintenance areas

Flat sorting machine (FSM]
Others relating to fixed-mechanization
Office area

Small parcel and bundle sorter
Walk-in vault

Banding unit

Lobby or customer areas

ET, MPE shops

Catpenter shops

Battecy shop

tndustrial vehicle shop

Custodial equipment room

COther Maintenance area

(Explain in narrative}
Parking/Maneuvering area
Alste/Passageway

Alr route

Relay route

Park and loop

Depot

Maintenance

Enroute to servicing
Enroute from servicing
Parking —manedvering area

flevator

Mall box
Conveyor tunnel
Other

Not applicable

Specific Description of Accident Area — Enter the code from the following list that best

describes the description of the accident area:

W B o R -

Public street/road
Public sidewalk
Public alley
Mon-Postal premises
{Heservaed)

[t e BN 3

Private road
Highway
Expressway
Pogtal premises

Route/Schedule/Operation Number — Enter the routefscheduleioperation number ont which
the employee was working at the time of the accident. If the employee was not on a route of

schedule, enter the operation number.

Light — Enter the code from the following list that beet describes the typs of light in which the
zocident ooourred,

&
82
43

Dawn
Drark and unlighted
Lighted or illuminated

4
a5
8
o7

Light provided but out
Davyiight —clear
Digylight —overcast
Duisk

e
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ftem 271: Surface - Enter the code from the following list that best describes the type of surface on which
the accident occurred.
01 Concrete 07  Wood
02 Blacktop 08  Metst
03 Brick and stone U3  Sand
04 Gravel 10 Grass
a5 Dirt i1 Other {Explain in narrative)
06  Tie 12 Carpet
ftem 22: Surface Conditions — Enter the code from the following fist that best describes the surface
conditions on which the acciden, occurred. . .
01 Dey 66  (ity or stick
02 wer 08 oy
03 Muddy 08  Uneven or potholes
04 Snow 10 Other (Explain in narrative)
05 Loose sand or dirt
item 23: Circumstances Leading to injury or Damage — Enter the code fram the following st that
best describes the action of condition which caused the sccident,
Industrial
General Falls from efevation
001 Caught in, under or between 050 On stairs/steps
002 Stepping in or on object 051 From platforms
{not Falling} 052  From porches
G063 Tripping on or tipped by object 053 From docks
{nat falfing} 054 From curhs
004  Stipping and twisting {not falling) 055  From ramps
008  Exposure to extreme temperatures 086 From chairs, stools
Q06  Inhalation 057 From stationary vehicles

007  Srriking against material or equipment 059 Into floor openings
008 Jumping to or from places

009 Stooping/bending Lifting, pulling, pushing, throwing, keying

. 080 Lifting from or to a higher favef
Animals . 081 Handling at samse level
G10 Dog bite . 090  Pulling from or to a higher level
Q11 Dag incident fother than bitej 091 Pulling at same level
012 QOther animal _bxtg . 100  Pushing from or to a higher level
013  Other animat incident fnor bites] 101 Pushing at same level
014 lnsect bite/sting 110 Throwing from or to a higher level
Contact with 111 Throv:'i_ng &t same feve}

120  Repetitive maotions/keying

020 Toxic substances

021 Caustic substances 121 Repetitive mations-other

022  Radiological substances Struck by
023 Biological substances fno syringel 150 Falling objects
2%; gliolog-écat substances {syringe} 151 Fiying objects

ectric current ! ;
026 Chemical fincluding dog spray} 152 Material or equipment
027 Hot or cold obiects or substances Viclence/Vandalism
028 Dustfforeign particle 160 By postal employee(s)

181 By others
Falls on same leve! ¥ other:

040 To floors Legally Parked/Other
641 To sidewalke/ground 17¢ On roadway
042 Yo street 171 O# roadway
172 Rural carrier—oft duty vehicle-related
Fires or Smoldering
Electricity Flammable liquids
300 Short circuit in wiring 330 Fiooded catburetor
301 Overloaded wiring or switch 339 Other [Expiain in narrativs)
302 Defoctive wiring
303 Motors or equipment Other
309 Other (Expiain in nars tivel 350 Incendiarism (deliberately set fire)
351 Lightning with fire ensuing
Explosion 352 Matches and smoking
310 Carburetor backfire 353 Open fiames, welding & torches
311 Chemical 384 Overheatad gresse, tar, or wax
312 Bomb {Example: hot box}
318 Other Explain in narrative; 455 Spontanesous innition
358 Stoves, fumnaces and baoilars
Exposure 368 Miscelfaneous known causes ;
328 From adjoining aremises or spaoe 382 Undetermined cause of fire or
sinaidering

L,...._,M,,,,___MM,,,,,N__NMA,,,,“_,_W",_h




{tem 23 -—Continued:

ftem 24:

Motor Vehicle

400
401

500

600

Rollaway —engine off
Runaway-—enging on

Cotlision or sideswipe with another
vehicle - both vehicles in motion.

Collision or sideswipe with a standing
vehicle ot Stationary object

760

800

Non-collision accidents

Not Elsewhere Clagsified

ltem Causing the Actual Injury or Damage — Select the code from the foliowing list that best
describes the actual aricle which inflicted the physical injury or damage to property. (Specify
manufacturer hame, model no.. ete. in narrative}

Vehicle Powered

00t
005
Gog

Adrcraft
Watercraft
Railroad

Spacific Part of Highway Motor Vehicle

010
01t
012
13
014
a15
016
Q17
018
013
0z0
g2t
022
623
024
026
Qz7
028
G629
030
031
032
033
034
035

Windshield

instrument panel—dashboard
Dralivery tray

Driver’s seat

Rider’s seat

Steering wheel or column
Foot pedals

Doors

Windows

Top structures

Flogr structures

Cargo gate

Partition

Mirrors

Gear shift

Visors

Door or window handles
Moving cargo

Cargo restraints
Operator restraints
Fenders

Bumpers

Wheels

Geitt

Hood

Contalners

a4g
G41
042
043
044
045
Qas
047
043

General purpose mafl container {GPMC])
BMCIOTR

BMC#in-house

Letter tray transport

Eastern Region mall container (ERMC)
Large hampers with wheels (70467
Small hampers with wheels (70337
Wire mesh containet

Other container

Vehicles —industrial Powsered

050
051
052
083
054
055

Fork Hift

Tug

Tractor

Verti Hft
Parsonna! Carrigrs
Palfat Hit

Vehicles —Industrial Not Powered

061
082

063
068
Q67
68

Dollies

Warehouse trucks {2-wheeled hand
trucks, some with folding nosel

Caddy carrier cart

Nutting/platform truck

Utitity cart

Other, industrisl vehicles —not powersd

Mechanical Power Transmission Devices

070
071
072
073
079

Gears

Belts

Chains, ropes, cables

Drums, pulleys, sheaves

Other mechanicsl power transmission
devices

Hand Tools

080
081
083
086
o87
088

Not powered

Drilis

Grinder, buffer, sander

Saw

Hammers, riviter, alr/pneumatic
Gther hand tools

Machines Powered

100
1G1
102
106
130
132
138
140
142
201
203
204

208
209
210

211
232
213
216
218
220
221
222
223
224
225
227
228
2289

231
232

Buffers, polishers, sanders, grinders
Canceiling machines

Tying {Plastic Strapping)

Tying (string)

Electric arc welder

Drill press

Sander

Saw, circular

Saw, band

Tray mail conveyors

Other tray mail mechanization

Belt convevors, parcels, sacks, and
pouches

Sack sorting machines

Parcel sorting machines — fixed
Small parcel and bundle sorting
machine

Monorail conveyors

Towveyors

Diverters

Exterwiable conveyors

Chutes, slides or roller tables
Autematic fine culler

Gther mall preparation mechanization
SPLSM

Cther conveyors —powsred

Cther fixed mechanization

Portable conveyors

MPLSM —excluding dropper assembly
MPLEM —dropper assembly’

OCR Model KC2R

OCR Mode! 3560-P8

OCR Model 885

OCR Other Models

S FT e
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em 24--Continued:

RMachines Powered, (Continued}

233
234
260
261
235
236
237
238
239
270
240
241
242
243
244
245
246
247
248
248
250

281
2939

BCS Model RA-9

BCS Mode! B8O

BCS Model DBECS-390

BCS Model 925

BCS Other Models

FSM Model 775

FSM Other Models

Facer Canceler Mark #

Facer Canceler M-38

Facer Canceler FAM-885

Facer Canceler - Othar Latter Mail
Flats Canceler—Model 15

Flats Canceler—Qther Models
Vending Machines/Changers
Hamper Dumper

Pallet Dumper

Shering Machine

Heat Seal Machine

Scissor Lift

Driverless Tractor

Keyboards {rypewriters, word
processors, MPLSM Consoles, et}
Videa Dispiay Terminal

Other machines not listed ahove

Miscellaneous

4039
412
418
421
424
427
433
438

441
442

445

451
457
480
461
466
463
475
476
478
481
484

477
487

488
490
487
493
496
485
498
4493
502
508
506
508

Acids

Alcohol

Animals fother than dogsl, example:
birds

Atmosphere (cold or hot}

Barrels and drums

Benchesiwork

Boilersfpressure vessels

Books

Bottles

Carbon dioxidefmonoxide

Cases

Chairs, LSM

Chairs, other

Chemicals, detergents and chemicat
compounds

Cleaning compounds/soap

Clips fpaper)

Clothing
Conveyors—nen-powered
Counters

Curbs

Debris/trash/scrap/waste materisls
Desks flobby)

Docks/platforms

Dock plates ot boards

Bogs

Doors

Drugs/iliegal

Dust

Electric apparatus fother than
toois}

Elevator

Fasteners

File cabinats

Firg

Firearms

Floors

Fareign object

Fureiture

Furnace

Gasoline

Ground

Guerney fhamper —no wheels}
Heaters (space/

Haoisting apparatus

Hoge

insects

Knives

520
651
582
8§23
632
535
541
547

553
B5E

562
564
565
568
566
567
574
578
576
878
579
580
583
444
4485
586
589

571
680
592
593
601
605
606
607
608

Ladders

Lawn mower

Lockbox

Lockikey LA/holderfrotary
Lockers fclothingf

Lumber/wood products

Mail {100 farge for canceling mactine}
Mail baxes fcollection & storage}
Mail boxes fcustomer)

Mail pouch racks fto hang empties)
Mail sack ffoose nat bundled)
Medicine

Newspapers (bundled)

Paper

Cillpetroteum products
Paltets/skids

Plastic bands/strapping

Poreh

Rest bars

Ring knife

Sack bueckie-hasp

Scissors

Sharp instrument

Shoes

Smoke

Snow blower

Solverits

Staples

Steam

Stoves
Steps/stairs

Tirels}

Welding slag/spark
Windows
Trees/branchesfiimbs
Stools
Sidewalks/street
Rubber bands

Boxes, crates and containers

710
711
712
713
714

Less than 10 ibs
11-20 tbs
2140 tbs
41-70 s
71 ths and over

Mailt Trays

740
741
742
743
744

Less than 10 lbs
11-20 lbs
21-40 tbs
41-70 tbs
71 ths and over

Mail Sack/Pouch

760
761
762
763
764

Less than 10 tbs
11-20 tbs
21-40 ibs
41-70 tbs
71 Ibs and over

Satchels

770
TTi
iz
773
774

Less than 10 [bs
1120 ths
21-40 ibs
41-70 lbs
71 Ibs and over

Gther materialfaquipment

780
781
782
783

498

Less than 10 lbs
11-20 lhs
21-40 ibs
41-70 Ibs
71 ibs and over

Tther (Fxplain in narrative)

[ 5k & TN . . PR




kem 25:

ftem 26:

ftem 271

tem 28;

Hazardous Situation Directly Related to Accident — Enter the code from the foltowing tist
that best describes harardous situations directly related to the accident.

Defective or Hazardous Equipment or Matertal Related to Accident — Enter the cooe foon
the following list that best describes hazardous e

cident.
¥otor Vehicle industrial
Q1 Defective accelerator 4G Short circuit in wiring
02 Defective clutch 41 Defective or averloaded wire or switeh
G3 Defective foot brakes 4d Defective premises of custome:s
04 Defective hand brakes 80 Sharp edges en equipment and furRiture
08  Defective horn 51 Defective ring knife
06  Defective springs or suspension system82  Ragged or rusty mail boxes
07  Defective or dirty windshield 53  Defective cord on sacks
08  Defective windshieid wipers 54 Defective postal stairs/steps
08 Defective or poorly adjusted mirrors 55  Defective customer stairs/steps ur porchas
10 Defective steering system 86  Suuctursl failure
11 Defective exhaust system 57  Rough, slippery or broken walking surfaces
12  Defective seat 58  lLoose material on surface
12 Defactive safety belts 60 Malfunction of door safery intorocks
15 Defective headlights 61 Maltunction of emergency nult cords
16 Defective directionat signals or stop buttons
17 Defective stop {brake) fights 63 Matfunction of other safety egquipment
18  Defactive wheels €4 Defective latches —mall containers
20 Smooth or worn tires recentacies
21 Underfover inflated tires
22 Motor failure Industrial Powered Vehictes
23 Poor stability fvehicle} 65  Defective shift selectot
24  Restricted vision (part of vehicle 668  Defective brakes
design}
268  Defective wiring Othae
27  Defective shift selactor 97  Other defects (Explain in narrativel
a8 No defects or hazardous equinment or

Total Number of Vehicles — Enter the tatal number of velicies involved in the aorident,

tnadequate aisle or working space 24
Congested or blocked area 30
Unmarked doors (in-Out/ 31
Foar drainage 32
Unsate ffor working condition} 33
dress or apparel 34
Insufficient electrical outlets 35
Inadequately guarded equipment 51
Absence of hand rails on steps or 52
[amps 62
Poor housekeeping fefuttered and 63
disordertyi

Unsafe planning fay-out or 65
operational methods

Improeper or insutficient fighting 67
Lack of emergency lighting

Dangerous arrangement of loading 69
areds, collection box location, eto.
Excessive noise 70

Platforms too high or too fow

Lack of personal protective equipment 72
Absence of steps to and from platform
tmproper ventilation g7
Excessive wax on floors

Hazardous conditions of customer's 48
premilses

Slippery ot uneven surface

Unrestrained animals

Overload equipment

Reserved.

quipment or material that was related to the az-

Faulty construction
Incorrect equipment design

Faulty job training

tmproper assigament of personne
Lack of or unspecified job pracedures
Lack of or unspecified safoty rles
Lack of knowledge or skilt

Sight obstruction

improperly loaded equipment o¢ veiiee
Absence of maintenance plavforns
Absence of or insufficient drive chszin
quards or gear guards

Absence of or insufficient drive enclosure
screening of aceess interack switchas
Absence of or insufficient emsrgency
pull cords or stop buttons

tmproperty located or inaccessinie
lubrication points

tmpropeily located or inaceessible
emergency pull cards or ston buttang
Other hazardous situations relating 15
mechanized equipment

Other harardous situation {Expizin in
narrative}

No harardous situations

material

B Wi FEFIDEY el L
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ftem 29;

ftam 30:

Items 31-33:
{tem 34:

ftems 35 & 35:

ftem 37:

ftem 38:

ftem 39:
ltem 40:
item 41;
lter 42:

ftem 43:

ftem 44.

Vehicle Type ~ For postat-awned vehicles enter the make/model code number from the Mast recent
Fleet Management Bulletin. Be sure to use ali 4 digits,

If the accident involved non-postal vehicles, enter a code from the following fst,

0091 Contract 0085 Gsa

0092 Leased

0093 Private —drive ayt agreements
0084 Private —ryral carriers fLHD)

0096 Private - r
0098 Other veh

00399 All others

ural carriers {RHD)
icles used pn official Pagtal

operations

—on postal

Vehicle Patly ... Enter the code from the following fist that best describes the mavement of the vehicte
Emmediatefy preceding the accident.

01 Staight shead 12 Jackknifing

02 Left tun 13 Running off road

03 Right tun 14 Pulling to curb/maithox

04 tumn right 15 Pulling from curb/mailbox
05 U-turn left 16 Unattended vehicle moving
06 Passing 17 Unattended vehicle stopped
a7 Being passed 18 Legally parked

a8 Backing 18 Enteting curve

0g Stowing 20 Changing lane

10 Stopped 47  (Other {Explain in narrative}
11 Skidding 49 Not applicable

Se!f«exp#anatory.

Initial Araa af impact
Passenger Cars, Jeeps, LLVs, Trucks tExciuding 5& 7-Ton Trucks & Tractor Trailers)

01 Front end 06 Right rear side
02 Right front side 07 Left rear side
03 Left front side 08  Rear end

04 Right occupant side 0% Top Structure
05 left Cocupant side 10 Under carriage

5-Ton or Larger Trucks ang Tractor Trailers ONLY

11 Front end 18 Right rear cargo side

12 Right front side 19 Left rear cargo side

13 Left frong side 20 Rear end

14 Right occupant side 21 Top structure

15 Left OCCupant side 22 Under carriage

16 Right front carge side 87 Other, regardiess of vehicle size (Explajry i

17 Left front Cargo side narrativel

Reserved.

Total No. of Accident Reports — One ferm must be submitted for each person injured, Ses
“Mudtiple Person Accidents*, 2. 1 of instructions.

Person identification No, — i only one person was infured i the accident enter 1% For each
additionat injured person, complete an additionat 1768, numbering each Consecutively in thig space,
Sge “Multipte Persan Accidents” p. 1 of Instructions,

$e!f-exg}!anatery‘

Name - Name of person invoived in accident,

Se!f~expianamry‘
Designation and Activity — garer the 3-digit DES/ACT tode for the employee in the space provid-
ed. For BOn-postal, enter cne of the codec Below:

001 Customer or general public GOz Non-postal Government employee

Injury/fitiness Severity — Enter the code from the foflowing list that best describes the type of irtjus-
ty. if any, experienced by the person identified in ftem 40 of this form,
Postal Employees

1. Fatality: A fataiity is any work.relatag Hury or fnegs which resuits i daath, regardiess of the
Hme between the injury and death, or langth of lness, f death OCCurs afrer subrission of it Ao
cidant Report vou must change the sBverity code in the HAIS.

iﬁsiv‘aﬁéarkdagé Lase: & bostworkday pase fesults from a work -related injtry of iress

ha

s@vere enough
Wmecuiive

1o render an simiployes unabls perform any duties on any workday or Workdave £ :
OF 1301, after the ¥ of rijury ar dlagrasis of dinags auring which the ernploves woylds bnve eeorlad

But could not b

s of the injury o liness.

RS e e



ftem 44 -Continued

. Lost-Time-Limited-Duty Case: A lost-time-limited-duty case is any work-related injury or il

ness severe encugh to cause an employee to be unable to work the number of daily o week-
ty hours that the empioyee would normatly work on any day after the day of injury or diagnosis
of iness. For example: a full-time employee who works less than 8 hours g dav, ot less than
40 hours a week; or part-time employee who normally averages 30 hours a week, but can
only work 15 hours 8 week because of the injury or dliness.

No-Lost-Workday-Case: A no-fost-workday-case is any work-refated injury or illness which
requires medical treatment and which does not result in a fatality, lost workday, fimited duty,
first aid, termination, or permanent reassignment case.

A No-Lost-Time-Limited-Duty Case: A no-lost-time-limited-duty case is any work-refated in-

jury or ilness which results in a limited duty assignment and does not reduce the number
of hours the employse would rarmally work. For exampie: an employee assigned to other
duties in the same craft, ancther craft, or other instaliation without any reduction of hours
normally worked, on any day after the date ot injury or diagnosis ¢f iliness.

. A First Ald Case: A first aid case is normally any work-related minor injury that requires no

more than two medical visits, the secend of which is to confirm tull recovery. Form 1768
must be completed for all first aid injury cases, both reportable and nonreportable. All first
aid cases must be logged and coded '8 in item 44, First aid care not exceeding two visits
provided by the postal medical officer or contract physician is recorded as nonreportable in
the HRIS. First aid care providad by the employee’s private physician or emergency room
of other treating facilities, for which medical payment will be made through OWCP, must
be logged and recorded as a reportable case in HRIS and coded 6% in {tem 44.

Al moter vehicle accidents resulting in property damage of persenal infury, including first
aid, are reportable.

Cases resulting in a2 medical disposition of disability and/or mited duty assignment, regard-
lass of the number of medical visits, are ot to he recorded as first aid cases. For reporting

purposes, when employees sustain an injury but decline treatmant, the case is to be logged
and recarded in the HRIS as a nonreportable first aid case. Examples of first aid treatment are:

A. Application of antiseptic on the first visit to a dactor or nurse, 1t does not matter whether
the doctar or nurse is located at a postal medical unit, private physician’s office, public

or private clinic, or a hospital.

Bandaging. '

Treatmant for first-degree burns.

Application of campress, hot or cold.

tse of an elastic bandsge.

rigation of the eye to remove foreign bodies not embedded.

Removal of fereign bodies from a wound by tweezers of other simple techniques.

IomTmooE

Administration of non-prescription medications.

Obssarvation of injury.
Applications of ointments to abraslons to prevent deying or cracking.

Tetanus shots, initial or boosters alone.

rom e

X-ray, if negative.

NOTE: Do not consider any injury involving toss of consciousnass, restriction of work o motion,
or reassignment 1o another job as a first sid case.

7.
8.

8.

0.

Termination or permanent reassignment involving 4 lost workday case.
Termination of permanent reassignment involving a fost time-limited duty case.

Termination or permanent reassignment not involving a fost workday or fost time-fimited duty
case.

No injury

Non-Postal People

X.

¥

Z.

ton-postal fatality
Maon-postst injury

N indury




ftem 45:

fterm 46:

|

Nature of Most Severe Injury or lilnegs
describes the nature of the injury or illness.

Injury Codes:

00 No injury

a1 Amputation

02 Removal of eye

03 Asphyxs‘a!suﬁccaﬁen

08 Browning

06  Biteg fanimats or insects)

07  Bumns thot substarces

08  Bumns fchemicals, acids, etc,/

0% Byms {radiation, sunburn, etc.}

10 Concussion for any head blow caus-
ing unconseiousness}

11 Contusion thruise, crushing —skin
ftact]

12 Cuts fopen wounds—greater than
Scratches)

13 Abrasz’oniscratch{esi

14 Dislocation

15 Electric shock

16 Fractures or breaks

T8  Gunshot wounds

20  Heasrt attack

21 Ruptured dise

22 Hernia-ruptyre

23 Strain

24 Sprain

33 Other Injury (Explain in narrativef

40 Forsign objects in eyelg)

Part of Body Affacted — Select the code from the
part which was affected by the MOost severe injury,

ca Not applicable

Head and Neck

a1 Earls

(4204 Eva(s)

03 Face

04 Skun scalp
4153 Noge

06 Tooth/Testh/Moun

0% Muattipte head injuries feombingtion
from G1-06;

16 Neck

- Select the code from the following list that best

a period longer than a singie workday or shift,

62

63

64

65

Occupationaf Stress
Gecupational Skin Diseases or Disorders.
Examgples: Contact dermatitig, ecrema, or

sitizers or poisonous plants: oil acne;
chrome ulcers: chemical byrns or inflarm-
mations; etc.

Dust Diseases of the Lungs (Pneumy.
coriosess, Examples: Sificosis, asbestosis,
coal worker's prietmoconisig, byssinosis,
and other pPReumacaonioses.

Respiratory Conditions Due to Toxic
Agents, Examples: Pr;eumonétis, pharny-
gitis, rhinitis or acute congestion due 1o
chemicals, dusts, gases. or fumes; farm.
er's lung; etc,

Paisoning. {Systematic Etfects of Toxie
Materials}. Examples: Poisaning by lead,
mercury, cadmium, arsen; . Of other met-
als, poisoning by carbon manoxide, hydro-
gen sulfide or other gases; poisoning by
benzol, carbon tetrachforide, or other or-
ganic solvents; poisoning by insecticide
sprays such as parathion, lead arsenats:
poisoning by othar chemicals such as for.
maldehyde, plastics and resins, e,
Disorders Due to Physical Agents. {Gther
Than Toxic Materials). Example: Heat.
siroke. sunstroke, heat exhaustion and
other effects of environmentaf heat; freez-
ing, frostbite and effects of exposure to
fow temperatures; caisson disease; effects
of ionizing radiation fisotopes, Xx. -rays, rac-
umj; effects of nehionizing radiation fweld.
ng, fiash, wliravioler 78YSs, microwaves,
sunburny). etg,

Disorders Due to Repeateg Trauma, Examplas:
Synovitis, bursitis, Raynaud’s phenomena and
ather conditions due 1o repeated maotion, vibra-
tion or pressure,

66

87
68
(732

Tenasynovitis
Tendonitis

Carpal Tunnel Syndrome

Hearing Loss

Epicondylitis

Be Guervaing

Hand-Arm Vibration Syndrome

Other Disorders Bue to Repeated Trauma
All Otaer Oceupational linesses. Exam-
ples: Anthrax, bruceliosis, infectious hepa-
titis, malignant and benign tumors, food
poisoning, histepiasmost’s, occidioidomy-
cosis, ete,

following list that best describes the hady

Upper £x tremities - Arm

Upper arm
Elbow

Lower arm

Multipte arm injurtes (cembination from
20-22;

Weist

Hand(z}

Fitgeris}

Muftipts njusies foambinetios From:
Gi-26f




[ E———

{tem 45--Continued:

item 47:

ltem 48:

Trunk
31 Ahbdomen finciude intemal organs]
32 Back

33 Chest {include ribs, breast bone, and
internal organs!
34 Hips finclude pelvic crgans and

buttocks)
35 Shoutder
39 Multiple trunk {combination from
31-35)
Lower Extremities—Leg
40  Thigh
41 Knee
42  Lower leg (above anklel
43 Ankile
a4  Foot (nof ankle or toes)
45  Toels!

49 Muaitiple tower extremities fcombination

from 40-45)

Other Bady Parts

50

60

70
80
99

Multiple parts {more than one major area
ahovel

Cireutatory system (heart, arfedes, veins,
efe.}

Respiratory system flungs, ¢}

Nervous system/psychological
tnsufficient information to identify part

Unsafe Personal Factors — If any of the following situations conuibuted 1o the accident,
enter the corresponding code. i more than one apply, enter the one most responsible for the ac-

cident.

G1  Didn’t see (Explain in narrativel
02  Didn’t hearfExpiain in narretivel
03 Eailure to comply with rules

06 Operating without authotity

06  Using sicoholic beverage

07  inadequate help for heavy lifting

09
10
1
12
39

48
43

Wilful disregard of instructions

Using drugs (LSO, heroin, etec.)
Horseplay

Fatigue

Other unsafe personal factor {Explain in
narrative}

o unsafe personal factor

Not applicable

tnsafe Practice — Enter the code that best describes the unsafe practice that was most respon-

sible for the accident and/or injury.

industrial

01 Removing safety devices

02  Adjusting or cleaning moving
equipment

03 Haste

G4  Remaoving jam or clearing equipment
{without shutting off powerl

05  ising defective equipment

08  Not using protective equipment

07 Qverloading

08 Unsafe carrying, placing, ioading

08 Throwing material finstead of
carrying or passingl

10 inattention or distraction {not
caused by verifying or fingering
mail}

11 inattention or distraction caused
by fingering mait

12 Taking shortcuts

13 Puliing instead of pushing rolting
equipment

14  Failure to correct known hazard

15  Failure to follow lockout procedures

Motor Vehicts

20 Jumping from moving vehicle

21 Stopping vehicle with parking
hrake instead of foot brake

22 Driving too fast for conditions

23 Driving in wiong lane

24  Passing in unsafe area

25 Running changing taffic light

28 Following too closely

27 Operating without eye glasses
when requited

28 Excaeding speed limit

Failure To

30  Seat passenger

31 Use safety beits

32 Check or adjust mirrors
33  Give proper signal

34  Check clearance

35  Yield right-of-way

36 Close vehicle door

37  Observe traffic sign or signals
38  Set handbrake

39 Keep both hands on whest

tndustrial and Motor Vehicle

frnproper

40  Placing of mail {on seaf, tray, erc.}

41  Securing of load

42  Starting and stopping

43  Backing

44  Parking

45  Tumns

45  Lane changes

47 Use of equipment or materials

48 Vedfying or fingering mait (while walking

- up or down stairs or curhs, driving. or

whern crossing streetf

49 Lifting

50  ise of rest bars

87 Other unsafe practices iExplain o
narrativel
No unsate practice




3’:

ltem 49: Social Security Number — Enter the employee’s social security number. For non-postal per-
sons enter alf 9's, )

ftem 80; Was Employee on Overtime Status? — Check one.

ftem 51: Postal Service — Round off fength of years in the Postal Service to the nearest whole manth
and enter this number. For example: enter | year & months and 10 days as 01/08,

item B2 Hours of Safety Training — Enter hours of satfety training employee recelved within the fast
five years as recorded on PS Form 2548 — or other available records.

ftem 53: Self-explanatory, -

item 54: Pay Location — Enter the pay location of the employee at the time of the accident. i not

applicable enter 000",

[tem 55: LOC/FON Code — Enter the LDC Code of the employee at the time of the accident. If nat ap-
plicable enter 00", (¥ vou do not know the LDC Code, consult your timekeeper.}

NOTE: You must enter a LDC Code {or 00"} If you do not, this 1789 wilf be returned. At

a future date, instructions will be provided concerning the replacement of the LDC Code with

the 4-digit FON Code.

ttems 56-59: Self-explanatory,

ltem 60: s A JSA (PS5 Form 1783, On-the-Job Safety Review/Analysis) On File? — Indicate
whether an analysis is on fite for the job task being performed st the time of accident or injury.

ftem 61: Preventive Action Code — Enter the code from the following fist that best describes the
action you will take to most effectively eliminate or reduce the accident causels] and prevent

similar accidents,

Gt Provide trainingfinstruction to 08  Provide adequate hazard warning signs
ensure that employee understands or notices,
established job procedures and will G99  Initigte action to determine if empioyee
recognize similar hazards or meets physical requirements of the job.
unsafe practices in the future. 10 Formal discipline proposed.
02 Establish proper job procedures 11 Ensure adequate supervision.
for task to be performed. 12 initiate action to improve/correct/repair
04 Simplify established job equipment or layout design.
procedures ¥ complex or 13 Initiate action to improve/correct
unclear. equipment maintenance procedures or
05 Ensure that employee has skill ar housekesping.
knowledge 1o perform task. 14 Ensure availability of andfor provide
06 Motivate employee to properly proper protective equipment, materials,
perform task, ar tools.
Q7  Initiate work order. 18 Other {Explain in narrativel.

16 Notify animal control authorities.
89  Not spplicable.

Instructions Compiete the narrative first and provide the information listed below. This will make
for Narrative i easler to select the proper codes.

Be specific and provide as much detal as possible when complating the narrative. Describe the
specific taskis} which the employes was performing immediately prior to the accident, noting
whether the taskis) was being properly performed. Indicate wh ther or not the employee was
aware of a hazard and if so, describe exactly what the employee was doing at that time. Describe
the employee’s reaction to avoid the hazard, if any. Specifically describe the interaction between
the empioyee and the hazard which caused the injury or property damage, and desceribe the resuit-

ing injury or property damage.

Hospital/Physician i the accident resulted in an injury to the person named on this repert, record the attending phy-
Information sician’s name (if known}, hospital and/or treating medical facifity, address and phone number.,
rig diagnosis

Additionally, provide the date the emplovee received medical treafment and resultl
and work status,

H the contributing cause of the accident was due to hazardous conditions andfor squipment or
matarial, include the manufacturer's name, make and modsl number tvehicle ID number, where
appropriate} of the equipment/material involved in the accident,

Hazardous Conditions,
andfor Equipment,
Materials, Etc.

Vehicle Diagram i the repart involves a motor vehicle accident, disgram the sccident on page 2 using the gpace
provided, Thatls, show the diraction of postal vehicle travel, point of collision with other vehi-

cle, etc., and use items 1 through 1% of this section, as appropriate, to Hustrats what happened.




U.S. Department of Labor Occupational

Safety and Health Administration
Washington, 0.C. 20210

Reply to the Attention of: DCP/OFAP/IAA
MAR 1 6 1999

MEMORANDUM FOR: REGIONAL ADMINISTRATORS

FROM: RICHARD FAIRFAX, Director
Directorate of Compliance Programs

SUBJECT: PS Form 1769 Equivalency to the OSHA No. 101

Attached for your information is a copy of a letter sent to Jerry A. Jones, Manager, Risk Management, United
States Postal Service (USPS). The letter was written in response to a letter I received from Mr. Jones. The letter
asked that OSHA review PS Form 1769, Accident Report, for equivalency to the OSHA No. 10 1,
Supplementary Record of Occupational Injuries and Ilnesses. The USPS records all accidents on the PS Form

1769.

Greg Baxter, Region VHI Regional Administrator, discussed OSHA's response to Mr. Jones' letter at the
Regional Administrator meeting held the week of March 1. If you have any questions regarding this matter,
please do not hesitate to contact Greg at 303-844-1600.

“esttachment




u.s. Department of Labor Occupational Safety and Health Administration
Washington, D.C, 20210

Reply to the Attention of: DCP/OFAP/IA
EB 251999

Mr. Jerry A. Jones
Manager, Risk Management
United States Postal Service
475 L'Enfant Plaza, S.W.
Washington, D.C. 20260

Dear Mr. Jones:

Thank you for your letter dated February 2, 1999, requesting review of PS Form 1769, Accident Report, for equivalency
with the OSHA No. 101, Supplementary Record of Occupational Injuries and Hinesses. Any form which contains the same

found on the OSHA No. 101, it may be supplemented by adding those items. In the case of the PS Form 1769, a long-hand
entry in the narrative section of the form or an attachment to the form would satisfy this requirement,

The only OSHA No. 10 1 data ficld that is missing on PS Form 1769 is the employee's home address (field 5 on OSHA
No. 101). If this information is added to your form, it would be considered an acceptable substitute for the OSHA No.
10 1. Full access to the supplementary form, whether it is the OSHA No. 10 1 or an equivalent, is to be given to

OSHA compliance staff upon request, in accordance with 29 CFR 1904.7(a).

It should also be noted that many of the. fields on PS Form 1769 contain coded entries. Examples include Item 45, Nature of

“tost Severe Injury, and Item 46, Part of Body Affected. Given the heavy dependence on coded information on the PS Form
69, OSHA would expect the narrative field on the form to be completed fully and accurately to reflect the full

circumstances - - as requested on the form, the who, what, when, where, why, and how -- of the accident or cause gf illness.

Please note that our review of the PS Form 1769 for equivalency to tile OSHA No. 10 1 is 1| | It Ited to review of the data
items included on the form, It does not include review of the definition contained in the 11IStYLICI-101IS Which determine
what cases are entered into the forms. However, in a brief review of the definitions, we did notice there is a discrepancy
between OSHA's definition of occupational illness and the definition of illness contained in the instructions of the PS Form
1769. OSHA defines an illness as any abnormal condition or disorder resy lting from a non-instantaneous event or exposure.
Historically, OSHA has defined non-instantaneous gs anything longer than a snap of the fingers. PS Form 1769 defines an
illness as “. . . any abnormal condition or disorder caused by exposure to environmental factors associated with employment
over a period longer than a single workday or shift.” This difference is of importance given that all occupational illnesses are
to be recorded on the OSHA injury and illness recordkeeping forms, regardless of treatment rendered or time lost,

If you have any questions, please do not hesitate to contact me at 202-693 -2 100.

Sincerely,

Richard Fairfax, Director
Directorate of Compliance Programs

Pagse 24 of 37




UNI TED STATES POSTAL SERVICE
ebruary 2. 1999

Mr. Richard Fairfax

Director. Directorate of Compliance Programs
United States Department of Labor
Occupational Safety and Heaith Administration

200 Constitution Avenue, NW
Washington, D.C. .20210-0002

Dear Mr. Fairfax:

Reference Is made to the January 22 recordkeeping meeting which was held at United States Postal Service
Headquarters. On behalf of the Postal Service, | want fo express our appreciation for your willingness to discuss this
Important Issue and to explore opportunities for partnering while transitioning our massive recordkeeping system from one

which complies with federal sector requirements to one which meets the Intent of private sector requirements.

7be discussion with the Occupational Safety and Health Administration (OSHA) Team, which was led by Greg Baxter, was
both beneficial and encouraging. While several Important issues were discussed, It was agreed that the Initial focus of our
transition discussions would be on the content of the Postal Service's Accident Report PS Form 1769. It is felt that this

form meets the spirit and intent of OSHA requirements for supplemental reports. It Is our understanding that by Including
employee home addresses on the PS Form 1768, we would meet the Intent of the supplemental record. Accordingly, we
would appreciate your confinmation of our understanding in order that we may issue instructions throughout our system.

Other recordkeeping issues still exist and we look forward to further discussions in order to meet our mutual objective of
attaining a model recordkeeping system.
1ce again, thank you for*your assistance. Please call me at 202-268-3690 if clarification or further discussion is needed
.: the structure of PS Form 1768,
Sincerely,

Jerry Jones
Manager, Risk Management

Ce: Lany B, Anderson

Howard Kaufman
Bill Roe
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EXCERPTS FROM CHAPTER 8 OF THE ELM

21.32 FORM 1772, Accident Log

Exception: Maintenance of station/branch accident logs at the appropriate plant or associate office level is
pemitted if provisions are made for at least semiannual feedback of data to each station/branch for local

Mmanagement, employee representatives, and employee access.

821.34 Annual Summary of Postal Injuries and llinesses

821.341 The Postal Service will compile an annual summary of occupational injuries and ilinesses of reporting field
offices having 100 workyears or more of employment. The summaries will be based on Forms 1769 received at the

821.342 Upon request of the Secretary of Labor, the Postal Service will fumish Department of Labor
with a Copy of the annuat summary no later than 45 calendar days after the end of the fiscal year.

1.343 End-of-the-year summary repotts will be supplied annually to all offices with 100 workyears or more of
- employment in the regular workforce. Copies of this report must be posted for a minimum of 30 consecutive days in

conspicuous place(s) at every facility within the office.

Page 26 of 37
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JOB

SAFETY
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313.6

d.  Reduce your talk to specifics, whenever possi-
ble; for exampie, if you discuss housekeeping, you
can pin the subject down to such things as the danger

0s¢ objects (such as Paperclips or rubberbands)
ke floor. :

e. You may find that visual ajgs or actual
demonstrations can make your talk more interesting,

313.6  Your talk should be schedujed 50 a5 to reach
as many employees as possible. Choose g time when
You can get the undivided attention of your

employees,
320 Training Employees

321 Safety Education

3211 Of all the training you provide, the one syb-
ject on which You can never let up with ali employees,
both experienced and new, is safety education.

321.2 It is not enough simply to telf employees
about safety rules or warn them not to be careless:
you have to convince them that safe habits are truly

beneficial.

321.3  Your own attitude sets the example, You
need to see that work areas are kept free of hazards
and insist that your empioyees follow safe pro-
es. You should not have to suddenly deveiop
tough” approach: You should be consistently

fiia and fair,

. 322 New Employees

3221 When new employees report to your work
area, you should immediateiy instruct them abou
how to perform their job safely.

322.2  You must explain the genera] safety regula-
tions which apply, as well a5 any particular safety
hazards, rules, or procedures unique to your drea,
including the operation of specific pieces of equip-
ment or performance of certain jobs,

322.3 Ifa job requires any personal protective
equipment, you should see thay new employess
receive theirs immediately, as well as appropriate
training for use of the equipment, -

Sugewisor‘s Safetx Handbook

323 Experienced Employees

3231 Sometimes jt is the more eXperienced
employees who get careless abour safety,

323.2 Even though eXperienced employees are
aware of the proper safety procedures and rules, they

oot pay full attentior: or that they can take shortouts,

323.3 You should correct unsafe methods by full
explanation and demonstration of proper safe
pProcedures,

330 Job Safety Analysis (On-The-Job
Safety Review!Analysis) '

331 Purpose

331.2 Ideally, you should have a compiete and up-
dated JSA for all Job tasks in your work aregz,

331.3 TheJsa can be used in hazard and accident
analysis and for safety training, Once the hazards are
identified, ¥ou can develop the proper solutions.

332 Requirement

First-fine SUPErvISOrs must maintain an active file of
Jjob tasks in their work area and complete a minimum
of one On-the-Job Safery Rew’ewf.»éfmlyszl? (JSA),
Form 1783, each quarter,

333 General Procedures

There are four basic steps in making a job safety
analysis: .

@.  Select the job to be analyzed.

&, Divide the Jjob into successive Steps or activities

(column 1 on Form 1783).

HEk, Ei.901, 3-30-55
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Supervisor's Safety Handbook

337.3

NOTE: Remember that each step should tell
what is done, not how. The wording for each step
should begin with an action word such as “remove,”
“lift,” or “drive.”

336 Identifying Hazards

336.1 Having divided the job into a set of steps,
you can begin to identify potential hazards or ac-
cidents (column 2 on Form 1783}

336.2 Your purpose is to identify all hazards—both
those produced by the environment and those con-
nected with the job procedure.

336.3 It may be helpful to ask yourself these ques-

tions about cach job step:
a. s there a danger of striking against, being

“struck by, or making any other injurious contact with

an object?

b. Can the employee be caught in, between, or
by objects or moving parts?

¢. Is there potential for a slip, trip, or fall? Can
the employee fall on one level or to another?

d. Can pushing, pulling, Hfting, bending, or
twisting cause a strain on the employee?

e. Is there an environmental exposure hazard,
such as gas, radiation, or heat?

336.4 While analyzing each job step for hazards
(potential accidents), you should make no attempt
to develop solutions. Thinking about solutions at this
stage interferes with the process of spotting hazards.

336.5 To properly identify all hazards, you must
observe closely. Repeat the job observation as
necessary until you are confident you have identified
all hazards and possible accidents,

NOTE: Check with the employee being observed;
an experienced employee may be able to suggest ad-
ditional ideas. (Figure 9)

Hek, EL-801, 3-30-85

337 Deveioping Recommendations

237.1  The last step in a JSA is to develop a recom-
mended safe job procedure to prevent the occurrence
of potential accidents (column 3 on Form 1783).

337.2 Principal solutions may include:

a. Finding a new way to do the job.

b, Changing or eliminating the physical condi-
tions which create the hazard.

¢. Changing the work procedure to eliminate or
minimize any hazards still present.

d. Trying tp reduce the necessity of doing a job
or the frequency with which it must be performed.

337.3 To find an entirely new way to do a job,
determine the work goal of the job and then analyze
various ways of reaching the goal to see which way
is safest. If a new way can't be found, ask this ques-

tion about each hazard or potential accident you




Safety and Health Inspection Checklist
Form 1784
will be used while
conducting inspections.
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US Posta! Service

SAFETY AND HEALTH INSPECTION CHECKLIST

{for Postsl Facltitles loss than 10,000 quare feet)

~allation (Check Box] City, State and ZIP Code + 4
Associate Office 0 Branch
1 Station O Other: (ldentify)
Inspection Datels) Date of Last Inepeciron
I District inspection 1 ower: {Identify} :
L] mse Inspection 0 Quarterly Fire Inspection
Instructions

1. Full-time and/or collateral duty safety persoans! must use this form whern conducting required inspections of postal facilities
having /ess than 10,000 square feet.

2. Inspections must be conducted in accordance with Section 825, Employee and Labor Relations Manual (ELM).

3. Answer each question by checking “‘yes” or “no”. Where 3 question is answered “no”, specify the exact location of the
deficiency, Where a guestion is not applicable, mark a horizonta! line through the appropriate boxes in columns B, C,andD.

4. in Block D, classify each deficiency by the appropriate degree of hazard as defined below, using the letter code [,SorN:

{1} fmminent Danger: a situation where there is reasonable certainty that s danger exists that could cauge
death or serious physical harm immediately or before the danger can be efiminated through normal
abatement procedures. (Deficiencies in this category are to be reparted immediately to the installation
head for mansgement action. }

{S} Serious — a situation where there s substantial probability that death or serious physical harm could
resuft
{N) Nonserious — a situation that does not have a direct relationship to job safety and health, and probably

would not cause death or serious physical harm,

" At the close of an inspection, alt safety deficiencies found must be discussed with the instaliation head. [f the inspection was
‘onducted by personnel from other than the installation ingpected, this form and Form 1784-C, Safety and Health Deficiency
Teport, must be sent to the installation head within 10 working days following the inspection. Maintain a copy of the inspec-
ion checklist {including Form 1784-C} in the inspected office for a period of at least two years.

6. Use Form 1784-C for all safety inspections. The form is to be completed in accordance with 825,72, ELM and the instructions
found on the form, Completed Forms 1784-C are to be conspicuously posted ar or near each location where an unsafs
condition exists, untit the condition has been satisfactorily abated or for three working days, whichever is longer, Where it is
not practicable to post the report at or near such place, the report must be posted in a prominent place where it will be readily

seent by all affected employees.

7. The frequencwf of safety inspections for each facility is 10 be in accordance with 825, ELM. Fire safety inspections are to be
conducted in -accordance with 852.1, ELM using Form 1784, Safery and Health Inspection Checklist,

8. Identify each ;'}a-rticipant in the inspection in the space below.

8. Within & days after issuing Form 1784 to the instaliation head, an Abatement Commitiee is to be establishec, {See 825.73, ELM)

fnspection Team Members/Participants

. Office/Facility /Union
Name Ticle Represented

1.

2.

37

4.

B e e,

.

- e e

. 78
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iy

aall TN

I. General Facility

8 e
A, Condition:ﬁ’racﬁca 2o
b
1. OSHA Potter, “Oceupations] Safaty ang Health for Federal
Employees” is displayed,
{EL 801, Chag, £}

2. Weekly Safety wlks are documentad.
(EL BO1, 313, 611.3)
3. Current 12fety postery gre displayed, '..

4. Supervisors have 8 cooy of EL 801, Supervizors Safery Hendbook,
readily avsitabie. .

5. Form 1767, Aeporr of Hazard, Uncaty Condition oy Fracabg,
is readity *vailable for employees.
{EL 801, 140}

pioyment, Passageways, ¥orerooms,
FO0Ms and service To0ms are kept clesn and orderly ang in sanitary
condition,

{OSHA 1810.22s; EL 801, A P15, Apigl

. dccumidation of materialy thay
Constitute hararck from ripping, fire, explosion or pests,
{OSHA 1910.176¢: £1 801, A P2, Ap.1g}

Fleors, stairs and handrails gre clean, dey, have ne protruding naits,
splinters, holes or 1oose boards or tiles,
{O5HA 1910.22a; £1 g0y A D2, Ap.9g)

Lobby furmityre ocured to wall or floer 1o Prevent tipping,
PR 21457, 3-29-84)

AC.  Raiting for OPensiced floors, temporsry fioos Openings, Platforms,
funways ctair reilings, and steitways are jn acCordance with design
requirementy,

{OSHA 1910.23(a); {7)el: (2), ta) and {e}}

1. Trafﬁc CONtrol Megsyrpg implemented O postal Property for
fire lanes Parking spaces and signs to control treffic are

2PProGriats,
M5-1)

12 Emergencv teieaﬁone numbers for fip and Emergency medical

13 Adequare fumber of tojler facifities are Provided sng mamntained in
& clean and sanitsry cordition,
{OSHA 1910141, MS1: My}

14, Telephone wares and electricgf EXWENL00 cords g Properly gusrded
when Crossing aities arigf walkways,
(OSHA 1910.22: £ 801 A p.5}

Bocks gng Maneuvering areas gre sdequartety Hluminaged,
{ANSI Ay 1

iy
[ord

Emtpioyees pre Prevented from furmnping from e lovel 1 arnothey, 5
S of docks OF vehicles pne furmnlng over COMYey o
H3N 814, ¥ O

PE Fore ??&%—& Feh pope P Zof i}

E. Location and/or Remarks




A. Conditions/Practices

oy
No
ods

E. Location and/or Remarks

7.

Delivery employees report unusust incidents or conditions :stat_ing t0
tnail delivery including condition of street boxes, customerns fiairs andd
walks, dogs and other hazardous conditions,

{EL BOT A p.5; EL 814, 1X C; M-1, 1232}

18.

All sxcess squipment has been taegefg and reported to the MSC
Manager or Procurement Services office,
{PB 21340, 2/25/82}

19,

Stored equipment is free of safety and fire harards.
(P 21340, 2/25/82)

Safery matting provided for lobby vestibule duting inciement

wesather.
{5-3; EL 801 A p.8}

2.

Personnel trained in first aid are pvailsble #nd finst aid supplies are
provided for emergency use,
{EL BO1, A p.24)

22.

Special bing are provided for twine, rubber bands, wasiepaper and
LA focks.
{EL 801, Ap.15}

23,

Delivery personne! report unusual hazerds or conditions related 1o

carrier slert program.
(M1, 123,72, EL BOY, A5 EL BI4 1X C)

24,

Paint, piaster and floor coverings are in pood repsir,
{MS.7}

25,

Boiler and glevator inspections sre congucted gt proger intervals,
{MS-1}

Conditions of walks, cutside steps, driveways, parking surfsces, etc.
are properly maintained,
{EL 801, Ap.2!

27.

Rugs and carpets are secured and srranged to prevent slipping.
{EL BOY, Ap.Si

Collection boxes, NDCBUs end Parcel Lockers are properly anchored.
{M.22; MS-1}

Efficient lighting program including cleaning and relamping it in
effect,
{M5.39)

30.

Non-skid wax used on floors.
{S3:ELB0T, ApD)

31

Buiding equitped with emergency Hohting systern properly located

and operable.
{MS-1: OSHA 1910.35; MI AS-510-83-31

H. Office Safety

32,

Proper footwesr worn by emplovees.
(EL 801 Ap 5, A 8]

33,

Desk and file cabinet drawers and bookesse doors are closed when

not in ue,
(ELBOT, Ap.8 EL 314, 1, B!

Filing, storage cabiners and wall lockers are properly anchorsd
and weights are properly distributed to pravent tioping of

(£L B0, Ap B EL 814, 1, 8




B
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A. Conditions/Practices tleo § E. Location and/or Remarks
Py 34
35, Wall lockers, filing cabinets, and other high equipment are froe of |
objects or materiak that could fall,
(ELBOYT, Ap 16, Ap 19, Ap 22 Apa4d: EL 84,1, 8}
36. Fumiture and waste beskets sre positioned 5o there are no
protruding parts of tripping hazards,
(EL 801, Ap 2 ELBI4, L 8}
37. Paper cutters are in closed position when not in use; issors and )
other sharp objects sre properly swored; and office equinment is used
properly.
{ELBOY, Ap34; EL 814, 1, B}
HI. Means of Egress
38. Sufficient number of exits are provided to permit prompt escape in
emergencies.
{OSHA 191036, 37 NFPA-101, 5-1; EL 801, 833}
39. Locks, latches or other devices do not impede free and unobstructed
egress.
(OSHA 1910.36(bH4}, 1910.36(dI(1); NFPA-101, 51: EL 801,
Ap2 ApT}
40. Aisles, stairs and sl designated exits sre maintsined free of hampers,
aquipment, trucks or other items.
{OSHA 1910.37; NFPA-I01: EL BD1, A 8.7, 0.13, p12}
41, Exit signs are provided and all doors that may be mistaken as an exif
are appropriately marked.
[OSHA 1810.361a121; 1910.32(gHiB); EL 801,633 & Ap.7)
42, Emergency Actions Plans are posted and all employees are aware of
the evacuation plan,
{OSHA 1910.38; ELM 850; EL 801, 621 & 622}
43. Designated exits are illuminated, signs are of proper tize and
observable from afl directions,
{OSHA 1810.37{q}H5]; MS.7; NFPA-101; EL 801,83%.1 &
Ap )
IV. Safety Signs, Tags and Color Codes
44, Form 4707, Out of Order, tags are used to identify and remove
defective equipment until item is removed from service,
{EL 801, Ap.5; EL 814, V)
45, Accident prevention signs are adequate and meet appropriste
standards.
{OSHA 1910, 144!
46, The color yvellow s used 10 mark barricades, caution signs, end
marking physical herards.
IEL BUT, A p37; 0SHA 1910,144)
47. Fire protection snd sssocizted equipment is marked in red,
{OSHA 1910144}
48. Emergency stop buttons and pull cords are aceessible and
appropriately miacked, i .
BOSHA 1510.144; €1, 834, VL, B} s
48 Ciearance signs to warn of clearance fimis provided,
OSHA 19101 78] -

BY Ferrm TIRAE  Tebh 3892 £ 2 wr et




A. Conditions/Practices

Yoy
No

g E. Location and/or Remarks

V. Occupational Health. . ...~

§0. Noise exposure iz within permissible levels,
{OSHA 191095 M5-7; EL 801, 740: EL 814 iv, 8}

§1. Personst protective equipment for eyes, face, hands, feer, head,
bady are provided ax needed for aress requiring individaal

protection, -
(OSHA 19101132, 133-137; £L 501, A 0.3, 0.7}

§2. iHuminstion of rooms, steirways, corridors and work sreat moet
lighting requirements,
{MS5-49; M5-50] .

53. Procedures heve been established for hazsrdous materials sl lesk
control and containment.
{EL 801, Ap.9}

B4. Monitoring and control messures have been established for

asbestos,
(EL B10-81-8, 9/10/81)

§5. Hawe any hazardous wastes been buried, landfifled, or otherwise
disposed of on the premiges,
{PB 21516, 5/30/85)

Vi. Electrical

56. Portable hot plates, coHee pots and other electrical sppliances are
suthorized and controlled,
{EL 810, 613)

§7. Electrical circuits are utilized effectively without ereating over.
foucks, miarked to indicate their purpose, and sH live parts guarded

against sccidental contact,
(NEC 240-3: NEC 110-17, 110-22; £¢ 801, A p.6; OSHA )

1910.302 {#}

§8. Extension cords and plugs are in good condition and kept off

fioor.
{EL 801, A p.8)

53. Noncurrent-carrying metal paris of cord and piug are connected and
fixed equipment grounded,
INEC 250-43, 255-45; EL 801, A p.6}

&0, Flexible cords are used in an approved mennee, and are not
substituted for fixedhwiring when run through wells, doors and
openings, sttached to building surfaces, or concealed.,

{NEC 400-4; OSHA Sub. §: EL BO1, Ap.7}

61, Tools and appliances such as vacuums, polishers and portable hand
tools are properly grounded snd insulated,
{EL 801, Ap.6, Ap.35 ApaT)

62, Electricat machinary properly grounded,
(EL 801, Ap.5}

63. Electric wiring instailed and maintained in acrordance with

appiicable codes,
{NEC; EL 801, A p.7; OSHA 1910 Suh. 8)

B4, Electrice! circuit breakers fot taped or wired in the "ON position
in distribution panels,
(EL 801, A p&)

PS Form 1784-8] Feb. 1986 (p. 5 of 11/ 50
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N 95 in boxes
(NEC.??G-B}

Bladey of electrical fans are adequate#y guardoe,
{OSHA 1910.212; EL-5oy A p 23

Handeaifs gre Provided o FEDS dnd s1aipy ffour or more stepg}
{OSHA 1910.23;)

72 Permanent &isles ang Passsgewsyg
Maintainey,

{OSHA 181022 £ 801, Ap.3

are 3Rropriately defined ang

Filing, $torage cabingts and wall foe
weights are property distributed 1
(EL ot A 2.8}

kers gre Propert

¥ anchored and
prevent tipping of units,

Te stored in ccwef%f:i
Mg 553

»3 Rest barg gre Propedy used by am
: when not jn use

(EL 801, A 5 30

B gy .



A. Conditions/Practices

Yes
No

[#%

E. focation and/or Remarks

Heawy pacesis are placed on flathed trucls rather than in hampent.
{EL 501, Ap.1t]

Loads on Handirucks and containers are restricted in height so thet
employee pushing can see over load.
{EL 801, Ap.A3}

Employees are prevented from climbing over or stepping on
handtrucks, conveyors, of relsted squipment.
{EL 814, VIC}

Toilet facilities are maintained in & clean and sanitary condition.
{OSHA 1810.141)

gs.

Fixed squipment is anchored to the floor,
tOSHA 19102128

All ladders sre properly maintained; sccessories ae inspected
frequentiy for frayed ropes; safety feet are in good condition; rings
sre dhip-resistant and rails are not bent; pulleys operate freely, 6tc.
{OSHA 1910.25 & 26; EL BOL A p.17)

87.

Hands are kept inside pipe framework which forms the pusher bar

whils pushing handtrucks.
{EL 801, A p.131

Employees follow safe lifting practicss.
(EL 801, A p.118nd A p.18}

Hampears limited 1o a stack of 3 high for storage of transportation.
{EL 801, A p.i2)

Utility carts are equipped with plastic guards on bath sides that are
in good condition.
(EL 801, Apil)

o1,

All temporarily unused material handling equipment is stored neatly,
providing norma! sccessiagree and not blocking doors, fire protection

equipment for aisles and passegewsys.
{OSHA 1910.176, 181037 NFPA-101; EL BOt, Ap2 ApT,

Api2, Ap. 13}

82.

Bridpe piates {dock boards) sre properly maintained, operable, and

stored in 8 safe manner. -
{OSHA 191030; EL 801, A p.6}

g93.

Corract capacities, widths and lengths of dock boards are
sppropriate for operation.
{EL BOY, A pEl

Vill. Fuel Dispensing/Storage

Fiammasbie liquids sre stored o spproved closed containers or
cabinets, sre properly labeled as to their contents.
(OSHA 1910.106; NFPAJ(; EL 801 A p 8, Ap3ITRIT;

M558}

95.

Thers is no socurmuiation of soiled rags of trash srsd oil gpilis are

cleaned up.
{OSHA 1910.106; MMOJ3381; EL 01,6141 & Ap S MS 88}

Fuel dispensing pumps are mountsd oo concrts iglands sndfor

-A protected by barvicades,

{OEHA 1510.1061); MSEES)

g7,

Lioss potries ace approved automstic shut-off types with VBDor

FECOVETY SY ST,
{08 A 1010.106; NEPASD; BL 501, AP BAS-E5]

1

o
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A, Conditions/Practices

Yoy

No

M

E. Location and/or Remarks

88. No smoking signg restricting smoking within 25 feet of ai storage

o digpensing sreas are pro B
(OSH? 1916.106{){8){1); EL 801, Aps, A L, Ap s
MS-58

M

59, At least one BC aoproved portable fire extinguisher ig Providad
within 50 feet of asch faal pump, disparser, fiti pipe opening,
storage, lubrication or Orvics .

{(NFPA-30; EL 801, Ap.1s, MS-561

|

|

|

IX. Motor Ven icle Operations

’1 00. Operstors of atf motor vehicle snd Powared Industrist trucks have
been issued a SF46, Overators Identificetion Card.
{EL 801, A p.25}

101, Form 4sg2, Operatorsy Aecord, is current and completsd st time of
examination or ranewaf,
L {MS-52; P11, 265.6,311.8 and 464 1)

102, Fagt driving experiences have been checked before applicants are
scheduled for driving tests,
{(MS-52; Form 4582-A; EL BOY, Ap.25: Pt 1. 2656, 3118 and

464.1}

103, Safe Driver Avards committees established and swards are

current.
{M-52; Form 4582-A; EL BO1, A P28 ELM B43.2)

104, Motor vehicle safety thecks are made by each ORerator on L abel 70,

Vehicle Safety Check.,
(EL 801, Ap.26)

105, Spot checks are made on vehicles 1o BASUre operstors are performing

106. Al vehices are provided with an Actident Report Kit, Item 08744,
{M-82; EL 801, A p.1}

107 Supervisors easure that drivers follow the Postal Services seat belt
and Closed Door Policy,
{EL 801, Ap2g A p.6}.

108, Form 4584, Observation of Oriviny Practices, being usod,

tME2: EL BT, A !

26, ELM 831 331y

109, Driver training is érovided in accorda
{P-23; Form 45332: £1. 801, A p.2g) ‘

s

e with pastal requirements,

X. Fire Prevention

emplovees in case of
{OSHA 181038, 191

f? 10, ?’he:‘@_ is an effective suparvised signating syrtem used 10 sfept

fire or other emergency
0.185; g1 BO1, 631}

i1, The giarm system is

properly tested and maintained,

{OSHA 1810.38, 1910.165; MS.1: EL 801, 631.4)
112, T‘he:re Is & written Emergency Action Plan and Firs Preveation Plan

113, Emiergeney telephione pumbers for fire, inedical servisay sng
CHEMTRES are LN ituously procted ap O miear ali telephones
{O5HA 191038, 1810.165hH4: g1 B, A p oas

PS Form YI84-B. Feb, 1982 rm 5 ore e




A. Conditions/Practices

Y

£
o

No
Cocle

E. Location and/or Remarks

14,

Thae local fire deparumeent has beon invited to sssist in developing
firs prevention plans or training program for the facility,
{ELM 850}

115, All employees have received instruction on building fire alarem and
evacuation procedures.

IOSHA 1910.38; £L 801, 822}

116, Fire drifls are conducted at feast annually for esch tour of duty and
documentation aveilabie,

{ELM 850; EL B0, 642} -

117. Quarterly fire insections are congucted and documentation
avaitable,

{ELM BSD; EL 801, €23}

H18. There is a trained fice brigade maintained on every work tour.
(EL 801, 840; MS3E: ELM 850) NOTE: Fire Brigade optional
for facilities less than 10,000 square feet,

19, Refresher training provided to the fire brigade,

{OSHA 1910.156; ELM 850; EL 801, 683)

20, Employees who are expected to fight incipient stage fires have
received spproprigte waining
{ELM 850; OSHA 1810.155; EL 801, 6601

[121. Portable fire extingoisihens are located within 50 feet of either
direction, pre aceessibie and are visible from several directions.
{OSHA 1910.1587; MS-58)

22, Al inverting seif-generating wates type fire extinguishers fave been
rerngved from use.

{OSHA 1910.157; M558}

123, Al portable fire extinguishers are inspected esch month and
hydrostatically rexted at proper intervals aad Form 4705,
fnspaction Tag, intabed, _
OSHA 19810,157; M558}

124. Extinguishers are prooerly mournited and accessible.

{M5-58; 1510.157}

1% Al emplovees have boen adequately rained in the use of porabls
firn extinqishers N
HOSHA FOULIST EL 801, 667}

ERY




" A. Conditions/Practices

Yes
No
Codle

E. Location and/or Remarks

126, No Smoking signs are posted In designatad aress; sk trays are
provided in suthorized sress and supervisors enforce smoking

reguistions, . -
{ELM 854; EL, 801, 650}

127, Adequate ventilation in rooms used for storage of fiammaebile fiquics
#nd sohvents, Control switches locsted outside the door and both
tighting and ventilation systems controlled by the tams 1witch.

{EL BOY, A p.9}

128, Ges operated machinery stored with drained gascline tank inside a
building.
{EL 801, Ap.18) .

129, Class I stand pipes, if uted, are maintained,
(MS-56}

Xl. PcB Transformers

130. Are PCB-conmining trarsformers registared with fire responge
personnel who have primary jurisdiction?
- {40 CER Part 7611

131, Are sl PCB transformers within 30 meters fspprox, 100 foeet} of
postal facilities included in the facility Emergancy Action/Eirs
Prevention Manis)?

40 CFR Part 761; ELM B50}

132, s there & designated officisl 1o contact the ULS. Coast Guard™
National Response Center immediately In the event of & fire related
incident involving PCB transformers?

{40 CER Psrt 781}

133, Are there provisions for promptly deating with leaks from PCH
transtormers, including containment and cleanup?
{40 CFR Part 761}

134, Are there provisions for tmmediate notificstion of emergency
response persanne! and evacuation of the facility in the event of &
PCE transformer fire?

{ELM 8523}

135. Does the facility planls) include provisions for Prompt containment
and control of PCB: and combustion by-products as soon &
possible? .

{40 CFR Part 761)

136. Are controls in place 1o prevent storage of combistibie materisis in a
PCEB transformer enclosurs and 1o prevent starage within 5 meters
fapprox. 15 feet} of the enclosure or unenclosed PCB transformer?
{40 CF R Pary 781}

137, Are PCB transformen inspected and records maintained a5

required?
{40 CFEY Parr 7578

138, Are wauly doors, machinery room doors, fences or other prrEnng of
aecess 1o POE transfornvers appropristaly marked?
{40 OFF Pary 7673




X1l Other Deficiencies

a.c o,

A. Conditions/Practices - E. Location and/or Remarks
fcontinue using numbering sequence) }:- 2 g )

XtH. Unresolved tems From Last Inspection

e # Abatemant Date
item # ' Abatement Date
item # Abatement Date
ftem ¥ Abatement Date
trem ¥ Abstemens Date
ltem # Abatemen: Date
{rem # Abstemant Date
ltem ¥ Abatement Daze
~# Abatement Date

o Absrement Date
icern B Absrerment Digre
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VS POSTAL SERVICE

SAFETY AND HEALTH INSPECTION CHECKLIST
{For Postel Faciliries of 10,000 or more square feet]

CITY, STATEAND ZIFCODE + 4

TETALLATION
heck Onel  Myur  [Jmsc 1 STATION
Oar Deme {J srANCH
[Jomr [ assoc OFF [ OTHER fidentity]
TChecE Onel [ Dwrict teipection L) Cuarterty Fire Inspection | INSPECT ION DATE(S] DATE OF LAST TNSPECTION:
] MSC Inspection ] Other fidentifyl .

Instructions

{. Full-time sewifor collatersl duty safety penonnel mast
usa this form when condutting required gpactiong
of postsl facilities having 10,000 or mort squsre feet,
regardiers of the type of facility i, AMF, GPO, BMC,
GMF, VMF, sto,

2. Imspections must be conducted in accordance wath
Seciton B2%, Employee and Lzbor Relations Manust
(ELMI.

3. Angwer cach question by checking “yes™ or “no™, Where
& guestion & snswered “no”, specify the exact location |
of the deficiency. Where 8 question B not apolicable
mark 8 horizontal line through the aporopriste boxes
incolumns B, C,and D, ’

4. In Biock D, classify each deficiency by the sppropriate
gegree of hazard s defined below, wsing the letter code
I,SorN:

{1} Imminent Danger « @ situation where there
i reasonable certainty that a2 danger exists that
could cause death or serious physical harm
inmediately or before the danger can be elim.
inated through normal abatement procedures,
{Deficiencies in this category are o be reportes
immediately to the instaliztion head for manape-
mert ction.f

{§] Serious — a2 situstion where there it substantial
probability that death or serious physicsl harm
could result,

{N} Nonzerious — & situstion that does have @
direct retationship to job safery and health, but

probably would not csuse death o serious
physical harny.

5. At the close of an inspection, afl safety deficiencies found
must be discussed with the imtaliation head, If the intpec-
ton wes oonducted by personnel from other than the
instatiation inspected, this form and Form 17840, Sefery
and Heatth Deficiency BReport, wwust be sent to the
instailation head within 10 working days following the
inspection. Maintain 8 copy of the inspection checklist
finctuding Form 1784-C) in the inspected office for a
period of at least two years,

6. Use Foemn 1784-C for all safety inspections, The form &
to be completed in accordance with B25.72, ELM and
the imtructions found on the form. Completed Forms
1784-C are to be compicucusly posted #f or acar each
focation where gn unsafe condition exists, until the con-
dition has been satisfactorily abated or for three working
days, whichever is longer. Where it & not practicable to
post the report st or near such place, the report must be
posted in 8 prominent place where it will be reacily
observable by aif gffacred employees.

7. The frequency of safety inspections for each facility s
o be in secordance with B25, ELM. Fire safety spec-
tions are 1o be conducted in accordance with BS2.1, ELM
using Form 1784,

8. ldentify each participant in the ingpection in the space
below,

9. Within S davs afrer issuing Form 1784 10 the installation
head, an Abarement Committee rmust be established.
{See B25. 23, ELM}

Inspection Team Members/Participants

Name

Title

Office/Facility/Union
Represented




I. General Facility
3

A, Conditions/Practices

. X

UED:

E. Locstion and/for Remarks

. «f. All pleces of employment, PA1SagewaYs, 1torerooms, cio,
lunch rooms, and servics rooms sre kept cloan and orderly andg
in sanitary condition.,

{OSHA 1310.222; EL01, AIE AIE)

002. Storage areas are free from sccumutation of materisis that
constitute harards from tripping, fir, sxplosion, or pess,
{OSHA 1810, 1260, EL-801, A-2, A-18.1

003, Condition of walks, staps, driveways, parking srass, sic.
are properiy meintained.
a1}

004, Flooes, stairy and handrails sre ciesn, dry, have no protruding
nails, splinters, holes or logss boards, or tities
{OSHA 1910.223; 1, EL-80T, A2, A-9f

005, Wet mopped ficor srees are roped off snd posted with
WGCOPiste tigns or harriers.
fEL-B01, A8}

00€. OSHA Poster 130, “Oetupetional Safety and Haalth for
Feders! Employess™ b duplayed.
{EL-BOT, Chaprar 4}

007, Faitings for open-sided floon, temporsry floor epenings,
platforms, runways, stair reilings, and stairwayt are in
wccondiance with desion requirements,

{OSHA 1810.230); (Z}kc): (2], [l andt (o)}

008. Traffic control mesmures implemented on posts! property
for fire lanes, parking spaces and signs 10 contro! traffic
are sppropriste.

&5-1}

"™, Portable hot plates, cofies pots and other sinctrical sppiisrees
are suthorized and controlled,
TEL-B10, 613/

010. - Weekly safety taiks are given snd documented,
(EL-BCY, 313, 611.3]

011, Emergency teisphone numbers for fire gng amergency
medical services, and CHEMTREC sre COMPUOUSTY posted
near each wiepchone,
fOSHA 1910.38, 1856 )14); ELB03, A-25)

012, Adequete number of toilet facilities are provided and
maintsined in a clesn and sanitary condition.
(OSHA 1910, 141, M$-1: M5-7}

{013, Faom 1767, Report of Fazard, Unsate Condition or
Praciice svaiisbiv for smployees,
(EL-8O1, 140}

O, Telephone wires ind slectricat extension cords are property
guarded when crossing shiss and waalkveays.
OSHA 191022 ELE01, AB]

Q15. Supervisors have scoess 1o E£L-801, Supervisors Ssfety
MHandbook, .

016, Docks and mansuvering sress are adecuately Hiumintated,
{ANS] A11.1)

Q17 Current safery posteny are dispiayed,

018, Employees are prevented from jumping from one lewe! to
another, off of docks or vehicies, and jumping over COMVeYOrs.
(ELB14, Vi )

19, NDCBUs, parcel tockers and collection boxes
properly anchored.
{4151}

w0, Dethvery emplovess report uvrusera! incidents or coriclitions
reiating 1o mall delivery ncleding conditinn of syrest Boxes,
SUSIOMErs 5tairs and walbs, dots, and other hasprdous
comfitions.
(EL.801, A5 £0-874, £,

ety
41
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A, Conditions/Practices

Yo

£. Location andfor Remarks

G21. Al excess squipment has been tagged snd reported to the MSC
tanager of Procurement Services office.
{PE 21340, 2-25-82}

022, Lobby fumiture secured 1o wall or floor w prevent tipping
{PB 21451, 3-25-84]

023. Stored equipment it free of safety and fire hazards.
(P8 21340, 2-25-82] :

To4. ts safety matting proviced for lobby westibule during
inciement weather?
{53 EL-801, A-Z

it. Office Safety

035, Desk and file cabinet drawers and bookssse doors st closed when
fOL i e
{EL-801, A EL 814, 1, 8]

026, Filing cabinets, stocsge and wall lockers are properly anchored to
prevent tipping.
(EL-B21, A-8; EL 814, 1, B}

027, Wall fockers, fifing cabinets, and other high squipment are free of
obiects or materials that could fall,
[EL 01, A-T6, A-19, A-22, A-24; EL-814, 1, B

075, Furniture aivd waste baskets are positioned so there are no
protruding parts, of trioping hazards.
(ELBOT, A2 EL-B14,. 1,8}

029, Paper cutters sre in ciosad position when not in use; Citson
and other sharp objects are properly stored: and office equipment
s wsadd properiy.
{EL B0, A-34; EL-814, 1, Bf

t1. Stairs, Ladders, and Scaffolding

030, Fixed stairs are capable of carrying their rated loads; all stairs sre
at feast 22 inches wicke, and have slip resistant treads in good repair
and are uniformiy spaced,
fOSHA 1370.24 o

03%. Portable slurninum lacders are not being used during electrical
repains.
INEC: OSHA 151025 EL-BOT, A5, A-18; EL-803, 1. 8]

3z, Al tadders sre properiy maintained; accessories are ingpecied
frequently for frayed ropes; safety feet are in good condition; rungs
are slipresistant, and caifs are not bent; pulleys operate freely, £16.
[OSHA 1910.25 andt 25: EL-803, L. 1}

033, Fixed ladders for maintenance empioyees only are provided with
signs 1o prevent unauthorized use,
{0680 OSHA 1810.27]

34, All postal and contractor scaffolding b erected and muaintined in
with approgeiate standards:
fOSHA 1S10.28; EL803. 1 J}

0135, Owerhead protection aod bump caps/Mard hats are provided 1o
persons working on ladders, scaffolds or mobile platforms.
fOSHA 1910.28: EL.803, 1, 5}

035, Eall protection devices sre provided snd used by emplovess i
SECETITY .
FOSHA 1910026 FL 808 4} é%




A. Conditions/Practices

o
:
o

Yey
No
Code

E. Location and/or Remarks

C37. Vert-A-Lifts and alf other mobile platforrns are maintined in x wafe
working condition, and used properdy.
{OSHA 191029 ANSI-A-52.1: EL-803, M}

IV. Means of Egress

038, Sufficient number of exits sre provided to permit prompt
evacustion.
(OSHA 1810.36: NFPA-101, 5.1 EL BOT 633}

039. Locks, latches or other devices do not impede frae and unabstructed
egress,
{OSHA 1810.36; NFPA-10] 5.2. 1.2:EL 8048, A-2 A7 MS-58, 225}

D40, Exits sre taintained free of hampers, equipment, trucks or other
O, :
{OSHA 1810.37; NFPA-T01; EL 801, A7, A13)

041, Exit signs are installed and ai! doors that may be mistaken as an exit

3re sporopristely markedt,
{OSHA 191036, 1810.37; NFPA-161: EL 801, 633, A-7: MS-55. 22911

042, Designated exits are illuminated, signs are of proper size and
observable from all dirsctions.
{CGSHA 1810.37; M5-7; NFPA-101: EL 80T, 633, A-7: M5-55, 228)

V. Safety Signs, Tagt and Color Codes

043, **Out of Order” tags, Form 4707, are used 1o identify and remove
defective equipment from sarvice,
{EL-BCT, A5, EL 814, v}

Nane

044, Accident prevention signs are adequate arxd meet appropriate
stanclarts,
{OSHA 18210144}

045, The color vellow is used 1o mark barricades, caution signs, #nd for
identitying physical hazards,
fOSHA 1610. 144 EL-807, A-37) :

046, Fire protection and sssociared equipment ik marked in red,
{OSHA 1510144}

047, Emergency £top buttons and pull cards are actessible snd
appropristely marked.
fOSHA 1910.144- EL-E74, Vi, 8}

VIi. Occupat

ionaf Health

D48, A hearing conservation program: has been established for high noise
aress,
{OSHA 1810.55: EL-814, | v, &8

D48, Nolwe exposures do not exceed 85 Feiha
{O5HA I810.95, M5-7; EL-H14 Fef, 83

050, Have any hazardous wastes been baried, landfilied, or otherwize
dlisposed of on the nrermizes? 7
(P& 21516, 5-30-85) 4.
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8C.iD.
A. Conditions/Practicas }! £ g E. Location and/or Remarks
051, Protection spinst the effects of nolse expocure is provided
to employess when sound levels excead the parmissibie
levely,
{OSHA 1510.95: ELS14, V. 8}
052 Pertonal protective squipmant for syes, face, barich, foet, hapd, ¢
body srs proviced 81 needed for sress requiring individus!
protection.
{OSHA 15710.132, 123-137; EL-814, IV, 8: EL-801, A3,
A7
053, Material Satery Date Shoets are available s0d ars used to infoem
empioyees of precavtions 10 be taken for various hazsrdows
OpErations.
{MMOE1-81,; ELB0T, A8, A-12, A33}
054, Hlumination of rooms, stairwayi, cormigons 8nd work s meet
lighting requirements,
[MS43; MS-50]
055. Deluge showers and eyewash stations are installed sad maintained
in srea; where required: ate sasity sccexsibie and operationsl,
{OSHA 1910151 i EL-$01, A3}
056, Procedures are sstablished for hazardous materials spill, feak control,
and containment,
{EL B10-826, June 8, 1582 EL 801, A-8)
057, Local exhaust b provided in work sreas such s welding, sposy
painting, VMF, et
(OSHA 1S10.88, 106167, 178 and 252 EL-BO1, A-9F
088, Monitoring and control measures have been established for
asbestos,
(EL 81081, Sept. 10, 1985}
055. A respiratory program has been ssublished ang respirstory
protection i provided whan required,
fOSHA 1910.13; EL8D1, 730, A-30)
Vii. Battery Charging Operations
060. Battery charging is conductad in designated sreps.
(OSHA 1310.178(g); £L-80T, A3} .
061, Ventilation is adequate.
{OSHA 1810.178151)
062, Carboy tiller o siphon & wsed for transfering electrolyte.
(OSHA 192017815}
063. Smoking is prohibited in battery charging aress,
{OSHA 1910.17815]); EL-B0T, A3, A€)
064, Vent caps are in place during charging, with bsttery covers open.,
{OSHA 1910.17813); EL-801, A3}
055, No open fHame, sparks or other ignition sources are in the charging
ares,
{OSHA 1810.178(): EL-80T, A3)
OG6. Tools, jevwelery and other metslic objects are kept away from the
1005 of yntovered batteries,
{OSHA 1510.178(3)}
VI, General Maintenance
D67, All welding operations sre performed by trained, quatified operators,
{OSHA 1810.252: £L-801, A-38- MS-55, Chepter B}
GE8. Welding equipment & melntained in g0t sondition aad la
compliance with appeonriste standard. )
ENERIA-EVA 11557 ApSi FL2FYEEr OSHA 1550 253 48
£1.-803, 237




A, Conditions/Practicss

You
No

E. Location and/er Remarks

055, All fire hazards sre siiminated before walding work performed;
work sres is approved by a superdior; and & fire wetch artabiished
during snd aftsr weiding opecationt.

{OSHA 1910.252, 252d; MS-86; EL-801, A37, A38: MS-56
Chaptar &)

05, Welding scresnt, percns! Drotictive squipmant, and aon-
Sefective tools dee being ured. :
{OSHA 1810.252, 242: ELB0T, A37: NFPA-ST 8}

071. A established fock-out procedures ses pecformad bafors any
Work it started o aQuipmant,
{EL-B01, A-22 A-23}

072, Elactriosd, instatiations comply with sppropiriate parts of the
National Electrice Code
[OSHA 1910.308; NEC)

073. Etecirical cirouits are utilized effectively without crasting over
toadk, marked 1o indicate their purposs, snd it live parts,
gusrded againgt accidental contact
NEC 2403 NEC 11017, 110:-22; OSHA 1510.303(1)

074, Extension cords and plugs are in good condition.
[ELBUT, AS)

675, Elevator snd boiler inspection certificates properly posted and
current.
IS 1 EL-803, U, 1}

076, Chains, cables, ropes, slings, etc. are inspected before use, snd
it defective gear removed, repaired or replaced.
{OSHA 1910.178}

077, Live parts of electrical equipment operating #t 50 volu or more
sre gusrded pgsingt accidents! contact by aspproved cabines.,
fOMSA 1910.303 lg]

078. Galrs, pulleys, chaing, flywheels, shafts end projpctions, or
rotsting/raciprocating pects within 7 feet of the floor, or
working platform properly gusnded,

[OSHA 1810.215; EL-B01, A-23}

079, Al guards for mechanicst squipment are made of suitable
roaterials, ave in place gnd provide sdequate protection from

injury. .
[OSHA 1810.218, 212; EL-801, A-23]

080, Adecuate scotss and working space are provided and main-
tained sround slectricsl equipment to peomit ready sccess,
safe operation and maintenance of squipment,

INEC 110-15}

G81. Rated loads of 31 jacks, hoists, o¢ other lifting equipment
is legibly ang permmanently marked in 8 prosminent fosation
on the equipment and tested a5 required.

{OSHA 1910244, 910,173}

[X. Maintenan

052, All tools and equipment are maintained in 8 safe condition.
{OSHA 1810.242; ELB0Y, A-34]

083, Grinders and other abirasive whee! machinery provided with
adequate guards, workrests, tongue guards and proper
adiustments are made.

{OSHA 1310.215; EL-801, A-24, A2V}

084. Fixed equipment is snchored 1o the fioor,
(OSHA 1810212}

085, Circular and radial saws properly guarded.
[OSHA 1910.213: EL-801, A-23)

086, Ample work acea is provided between machings and tools to
prevent interference with each other.
{OSHA 1810.212}

OET. Nozzie pressure for cormpressed #ic Hines doss not exceed 30 #5L
et waid Toor cleaning puarposes.
FOSHA 1910.2420]; F1.-80F, A-5]

438, Portzhle powered ool meet requirements for guarding,
grounding, switches sod controls. 449
[OIGHA 1910243 214, 282, 215]




A. Conditions/Practices

Yay
Ny

E. Location and/or Remarks

089, Hilti guns and other expliosive actuated devices ace bring ured
by properly trained and qualifisd employees,
(OSHA 1310.243; OSHA 1926.202; ELBO1, A35}

090, Compressed gas cylinders are in safe condition, handled and stored
properly, are kept away from raciators or other ourees of heat and
are at leasy 20 feet from other combetible materialy
{OSHA t310.101a, b: 2528 ane?, T024: ELB21, A37}

X. Powered Industrial Equipment

021, Proper labels, marks nd name plates are in place and Tegible,
fOSHA 1910 5784}

032, Only licensed, n'aingd, 3wl suthorized employvess are permitted

10 use powered squipment,
{OSHA 1810178 FL B0, A28}

083, Dead-man switch, back-up alarms, warning lights, horns and other
warning devices are ided in good condition and operating

properby,
{EL-B0L, A-23)

034, Overhead guard railiogs or éfcw chaing are provided where reQuired,
{OSHA 1910, 128)

035, Trailers and trucks that are entered by powered industrial equipment
are prevented froom roliing by whee! chocks and poritive locking
parking brakes.

{OSHA 18910128 £L S01, A-23)

- XI. Mater

I Handling

036, Utitity carts are equipoed with plastic guards on both sides that are

in good condition,
(EL-301, A-11

037, Mechanicgi handiing devices are kept in 900d repair, used for the job
intended, and ooerztoe are trained in their proper use,
fEL-801, 320/

038, Mandtrucks, hampers, pharform trucks, gerneral Purpose containers,
€1, are maintained i good condition,
fOSHA 1910.242; ELBOI, A-11, A-12}

l

U932, Rest bars ace Properly used by emplovees and placed ynder cases
when not in use,
(ELBOT, A30. A-31}

100, Employees sre prevented from climbing aver or upon handtrecks,
Convevars or eelated equipment, :
(ELE14 v &)

101, Al employees have been tralned in proper and safe fifting practices,
(ELBOI, A-17, A-18; EL-B1L VI A}

2L, Heavy paroels ar sbpcis e placed oa Hat-bed truerhe rovher then
side harnpers,
(ELBOF Ag1 50

S Foem i?g—@%, Feb, 1986 fo, For 530
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A. Conditions/Practices

Y

E. Locstion and/or Remarks

121. Fusi dispenting pumps (Le. VMF] sre mounted on eoncrisl wlands
sedior protected by barcicades.
{OSHA 1910.708p, M555, 364/

172, Ernarpeacy cut-off switchet arv chaarly identified for esch fuaf pump,
sre eaily acoessibie, sad no mors than 100 fert pvewy.
[OSHA 1910.106q; NFPA-I, TRAS; EL 801, A11; MS-58, 266]

$23. Hote nozzies srv spproved JUTOMALR shut-0ff types with vapor
ACOvErY EYSHHNL.
[OSHA 1810.106; NFPA30: EL BO1, A-10; MS-55, 365}

424, Al sources of ignition have been sliminated, and provisiont have
been provided for spill contsinmaent and run-off,
{OSHA 1910.106; NFPASZ0, 79; EL BO1, A8: MS-56, 357}

125. Na moking signs are posted restricting smoking within 25 feet of all
srarage Or Gispensing areas are provived,
{OSHA 1910 1060eHEIi: EL 80%, A8, A1, A26: MS-5E, 367]

126. At Jeast one 12 BC dporoved portable fire extinguisher is provided
within 50 feet of esch fusi pump, dispenser, il pips opening,
storage, tubrication or SErVice room,

[NFPASO: EL 801, A-11: MS-56, 368}

127, Approved bonding and grounding systerns provived where needed,
{OSHA 1910106 NFPAI0; EL 801, A-8; M5-55, 358}

X1V. Motor Vehicle Operstions

128. Operators of all motor vehicles and powered industrist trucks have
heen issued 8 SF46.
. (M52 M43 EL 801, A-25]

123, Form 4582, Operators Record i kept current.
(0 $1, 265.6, 311.6 and 484,71}

130, Past driving experitnces have been chacked before soplicans ace
scheduled for geiving rests and compared to the Tatie of
Disqualifications.

(P11, PE5.6, 3116 and 464.1; EL 801, A-25}

131, Sate Driver Awards commitiees esmablished and awards sre current,
{ELM 842.2; EL-801, A-28]

137 Motar vehicle safety checks are made daily By zach operator using
Labtei 70, Safety Check Bafore Opersting Vehicle, and Notice 76,
Expanded Vabicle Safety Check.
fEL BQI, A2G)

133, Spot checks see made on vellicies 1o ontute operators sre performing
daily cheaks and are reporting delpcts of Camiaoe oo Form 4588,
Repair Tag
(A6-52; EL BOT, A-27)

494 AN vehicles see provided with an Accident Bepory Kit, lten 0878,
52 EL-BOY, Aud)

132, Supervitors snsure thae drivers follow the Postal Services’
Sentbelt and Closed Door Palicy. 5
FEL g2t AE, A-28)




A ConditionsPractices

k)
No
Code

E. Location and/or Remarks

T2 Al inrvacting self-generating water type fire extinguishers have bean
removet from wee,
(OSHA 1810.157; MS-56; ELM 8532

153, All portable extinguishers are irspected each moath sad Form 4708

lmpaction Tag, initisled.
fOSHA 1S10.157; MS-56- ELM 853.0¢4

134, Portabile fire extinguishers are hydrostticatly tested a1 proger
interveis, .
{OSHA 1810.157; MS55: ELM 853.2}

155. Ali emplayees have been adequately trained in the Gse of porasie
fire extinguithers,
(OSHA 1910.157; ELM 8S2.5: £L 801, 652/

156, The ool fire departnent has been invited to assist in Geveloping

fire prevention plane, training snd assist in inspections of the facifity,

(ELM 850: E1, 801, 623; M3-55, 127}

157, Automatic sprinkler pysems e maintined properly, fire
T CORNETTions are acoessible andg Properly threaded,

and signe are provided scoordi A
IM35-55: OSHA 1510.159, . 160: NFPA-13; NFPA-14}

158, Facilities with an sutornatic soriakier tystem pre conchicting o main
deain flow tes1or each system at feast annuatly,
(OSHA T910. 15 (cH2), NFPA-13 and 14; MS-58]

158, Supplies, materials, mail or equipment is not pilad sloser than
18 inches fromm sprinider heads,
{CSHA 1910. 155 MS-55; ELRDY, A-16}

160. Stand pipe #nd hoge rysems #re installed and maintined
properiy; 1% inch hoses are lined and are equipped with g
veriable stredm shut-off nozrie,

{OSHA 1910158 NEPA-14 MS55, 783,11

161, All stand pipes {1% anct 2 inches) are hydrostatically tested ot
proper interveis,
INFPA-14: M558 OSHA 1270158}

162, Threads on alt connections sre compatible with the locs! fire
departrant squipmnt,
{MS-55, 752}

smoking regulations.
(M5 OSHA 1910 105 ELM B84, EL. 8O3, 6507

164, All paint spray sress and battery eoomms are squipped with
mechanical ventilation 1o remoye VPO and migrs,
{OSHA 1910.107 and 1510, 178 EL 801, A-34; M5-55, 377]

165. Paint spray booths sre cleen #nd free of excess paint sccumutations,

{OSHA 1910.107; MS-55, 278.51

168, Proper ventilation & provided in fiammable/combustible materisi
stormge reoms, Lighting and ventilation control switches arg
provided outside the door and are controlled by the same swich,

167. Spray finishing areas are quipped with propar slectricsl wiring
and fixtures,
fEE 80F, A-33; M558, 33877

168. Sprinkfer heads in PENT speay booths aes free of paint woray
Seposity,
{OSHA 1910.707 - NFPA. 13- M558 378}

163, All fire doors are the proper rating, hardware and fateheg gee
aoproved and do not kmpede egeess from the facility duting
EVCrgencies,
fOSHA 19710.37: NEPA-BD. MEBE, 225 NFPA-10T}

170, Cornputer roome ne other tpecial harard arens ars eopdioseed with
FOTORLEILE X% egaishing cyttaer,
INFPA-TS MS-55-972 3- £ 89 i, 6328

B4
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MEMORANDUMOFUNDERSTANDING
JETWEENTHE
UNITED STATES POSTAL SERVICE

JOINTBARGAINING COMMITTEE
{(American Postal Workers Union, AFL-CIO, and
National Association of Letter Carriers, AFL-CIO)

The US_ Postal Service and the American Postal Workers Union, AFL-CIO, and the National Association of
Letter Carriers, AFL-CIO, agree to the attached changes o Section 825.7 of the Employee and Labor

Relations Manual.
825.7 Deficiencies

-71 Hazard Classifications

~?2 Reporiing. List deficiencies on Form 1784C, Safety Deficiency Report, include the standard or requirement violated,
a description of the deficiency, and the classification of h-d, and send to the installation head of the facility inspected no
later than 10 days after the completion of the closing conference. Send copies to the employee representative(s) who

participated In the closing conference andfor the local safety and health committee.

~-73 Abatement Committee

733 All deficiencies determined to require more than 20 days to correct, must be reported immediately, along with the
satement plan through management channels to the District Manager, with a copy to the Regional Director, Employee

“““and Labor Relations.

The oid -735 is deleted,

The old ,736 is renumbered ,735,
The old ,737 is renumbered ,736.
The old -738 is renumbered ,737.

-74 Posting. Immediately upon receipt by the installation head, that part of the Form 1784-C which applies to the unsafe
condition must be conspicuously posted at or near the location of such condition until it has been abated, or for 3 working
days. whichever is longer. The initial Form 178&4-C must be removed and the amended Form 1784-C posted in its place
immediately after the abatement committee has established abatement dates. In addition, a notice must be posted if any
special procedures are in effect. Where, because of the nature of the facility's operations, it is not practicable to post the
report at or near each such place, such report must be posted in a prominent place where it will be readily cbserved by ali
affected employees. Copies of Form 1784 will be maintained at the MSC safety office.

Pate: Incorporated into December 24, 1984 Award.
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EMERGENCY ACTION PLANS
EXCERPTS FROM CHAPTER 8 OF THE ELM

825 Safety and Health Inspections

825.1 Purpose

825.11 The basic purpose of an inspection is to detect potential accident causes and thereby reduce the risk of accidents
and injuries. Inspection categories are:

General Conditions — housekeeping, lighting, walking, and working surfaces.

Specific Hazards — machinery, equipment, guarding, chemicals, and {ools.

Fire Prevention — extinguishers, drilis, emergency evacuation teams, and smoking.

Motor Vehicle — {raining, vehicle condition, and operation.

Work Practices — improper and unnecessary manual lifting, inefficient or dangerous work layouts and
procedures, and improper use of equipment,

Industrial hygiene and environmental health.

L

h

250 Fire Prevention and Control

"' '851 Responsibilities

851.1 installation Heads

Instaliation heads are responsible for implementing a fire safely program for the protection of people, mail, and postal
property. This program must include (but is not limited to) training, education, inspection, enforcement, drills, emergency
evacuation teams, emergency action plans, and fire prevention pians as required in this Subchapter and in accordance
with 29 CFR 1910, Subpart L.

851.2 Managers

Managers/supervisors are responsible for the safety of their operations and employees. They must be constantly on the
alert for fire hazards and take immediate corrective action for any unsafe practice or condition. [f immediate corrective
measures are beyond their capabiiities, managers must take immediate interim precautions fo assure the safety of
employees and the protection of the workplace. Conditions that cannet be corrected immediately must be reporfed to a
higher authority for corrective action. Managers must

ensure that proper housekeeping practices are maintained and that all employess are frained in the evacuation and
emergency procedures of the installation, including building emergency alarm systems.
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852.3 Emergency Action Pian

852.31 Each postal facifity having more than 10 employees on the rolls must maintain an emergency action plan. Safety
rersonnel may provide advice and technical assistance, where needed, in the development of such plans. The plan must
include designated actions which management and employees are to take to ensure the safety of employees and the

protection of property from fire and other emergencies.

852.32 Include the following elements. as a minimum, in the Emergency Action Plan:

a. Emergency escape procedures, graphic illustrations of emergency escape route assignments, and location of fire
alarms and extinguishers.
b. Specific procedures to be followed by employees who remain to operate or shut down critical building systems

before they evacuate.
Procedures to accourt for all employees after emergency evacuation has been completed,

Details of any special assignments.
The preferred means of reporting fires and other emergencies based upon local procedures and requirements.

Names or regular job titles of persons or departments who can be contacted for further information or explanation
of duties under the plan.

™o aop

852.33 Post parts a and f of this plan in a prominent location.

852.5 Employee Training

..e-02.51 General

Employees must be instructed by their immediate supervisor in:

a. The evacuation and emergency procedures of the instaliation.
b. The use of fire-extinguishing equipment. (Employees whose work station is in, or adjacent to, high-hazard
operations must be frained in the use of appropriate fire-extinguishing equipment for that specific  operation.)

. Good housekeeping practices.
. The observance of smoking rules.
852.52 Emergency Action Plan and Fire Prevention Plan Training

852.521 Before implementing the emergency action plan, a sufficient number of employees will be designated
and trained to assist in the execution of a safe and orderly emergency evacuation.

852.522 Before implementing the fire prevention plan, the immediate supervisor must inform ail employees of the
fire hazards in the work area to which they may be exposed.

852 523 The emergency action and fire prevention plans will be reviewed with each employee of the installation at
the following times:
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862.524

852.525

a. When the plans are first developed.
b. Whenever there is a change in employee responsibilities or designated actions under the plans.
Whenever the plans are revised or, annually, if there has been no revision during the vear.

The immediate supervisor must review with alf newly assigned employees those parts of the plans which
the employees must know to protect themselves in the event of an emergency.

The writien plans must be kept at the workplace and be made available for employee review.

853 Alarm Systems and Extinguishers

853.1 Alarm Systems

853.11 Every postal facility must have an established employee alarm system that complies with OSHA Standard 29
CFR 1810, paragraph 165 and that includes:

853.12

1A waming which provides sufficient reaction time for safe escape of employees from the workplace, or the
immediate work area, or both.

b.

The capability of being heard or seen above ambient noise or light levels by all employees in the affected
areas of the workplace. Tactile devices may be used to alert employees who would not be able to

recognize the audible or visuat alarms.
A distinctive and recognizable signal to evacuate the work area or to perform actions designated under

the emergency action plan.
Procedures for informing each employee of the preferred means of reporting emergencies, such as
manual pull-box alarms, public address systemns, radio, or telephones. The installation head must have
emergency telephone numbers posted near telephones, on employee bulletin boards, and at other
conspicuous locations where telephones serve as a means of reporting emergencies. Where a
communication system also serves as the employee alarm system, all emergency messages must have
priority over all nonemergency messages.

Procedures for sounding emergency alarms in the workplace. For those installations with ten or fewer
employees in a particular workplace, direct voice communication is an acceptable procedure for sounding
the alarm provided al employees can hear the alarm. Such workplaces need not have a backup system,
Maintenance and testing of employee alarm systems in compliance with appropriate NFPA and OSHA

standards.

If the employee alarm system is also used for alerting emergency evacuation team members or for other
purposes, a distinctive signal for each purpose must be used.

854 Emergency Evacuation Teams and Drills

854.1 Emergency Evacuation Teams

4.11 Organjzation
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In installations having 10,000 square feel or more, an emergency evacuation team (EET) of postal employees must be
maintained on each work tour, EETs may be maintained in smaller installations when warranted by the type of operations
:onducted. All postal installations having an organized EET must prepare and maintain a written policy statement which
establishes the existence of EETs; its basic organizational structure; the type, amount, and frequency of training to be
provided EET members; the expected number of members in the FET; and the functions that the EET is to perform at the

facility. This statement may be a part of the fire prevention plan.

854,18 Instaliations Without EETs

In installations that do not have EETs, the instaliation head is responsible for ensuring that supervisors or employees are
assigned the following functions in case of fire or other emergency.

a. Natification of fire department, police, ambulance or other emergency services.

854.2 Drills

At least one emergency evacuation must be conducted annually on each work tour. The importance of fire drill fraining
rmust be impressed upon all postal employees. In conducting fire drills, the following objectives must be met:

Sounding of alarms and prompt notification of fire department, police or other emergency services.
Orderly evacuation in minimum time.

Security of mail, monies, receipts, and valuable papers.

Emergency plan assignments by designated EET members.

PO oD

865 Emergencies

865.3 Posting

Instructions to be followed in an emergency must be posted in medical/health units and on bulletin boards at appropriate
places throughout the facility.
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Kentucky
Regional Office
Aflanta Federal Center

61 Forsyth Street, Southwest

Room 6750
Atlanta, Georgia 30303
404-562-2300

OSHA REGIONS
REGION 4

Area Office

John C. Watts Federal Building
Room 108

330 West Broadway

Frankfort, Kentucky 40601
502-562-2300

REGION §

Indiana, lliinois, Michigan, Minnesota, Ohio, Wisconsin

Regional Office

230 South Dearborn Street

Room 3244
Chicagc, Hlinois 60604
312-353-2220

Area Office(s}

Indiana

45 East Ohio Street

Room 422

Indianapolis, Indiana 46204
317-226-7290

Winois

1600 167" Street

Suite 9

Calumet City, llincis 60409
708-891-3800

2360 East Devon Avenue
Suite 1010

Des Plaines, llinois 60018
847-803-4800

344 Smoke Tree Business Park
North Aurora, iltinois 80542
630-896-8700

2918 West Willow Knolls Road
Peoria, Hlinois 61614
308-871-7033

Minnesota

300 South 4" Strest

Suite 1220

Minneapolis, Minnesota 55415
612-664-4560

4802 East Broadway

Madison, Wi. 53716
6058-264-5388

Michigan

801South Waverly Road
Suite 308

Lansing, Michigan 48917
517-377-1892

Chio

36 Triangle Park Drive
Cincinnati Ohio 45246
513-841-4132

Federal Office Building
Room 899

1240 East 9" Street
Cleveland, Ohio 44199
216-522-3818

Federal Office Building
Room 620

200 North High Street
Columbus Chio 43215

Federal Office Building

Room 734

234  North Summit Street
Toledo, Ohio 435604
4189-259.7542

Wisconsin

2618 North Ballard Road
Appleton, WI. 54911
414-734-4521

Henry S. Reuss Building
Room 1180

310 West Wisconsin Avenue
Milwaukee, WI. 53202
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fowa, Kansas, Missouri, Nebraska

Regional Office

City Center Square

1100 Main Street

Suite 800

Kansas City, Missouri 64105
816-426-6651

North Dakota, South Dakota
Regional Office

1999 Broadway

Suite 1690
Denver, Colorado 80202

303-844-1600

REGION 7

Area Office(s)

lowa

210 Walnut Street
Room 815

Des Moines 50309
515-284-4704

Kansas
300 Epic Center
301 North Main

Wichita, Kansas 67202
316-269-6644

REGION 8

Area Office

North Dakota
Federal Office Building
1640 East Capitol Avenue

Bismark, North Dakota 58501

701-250-4521
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Missouri

6200 Connecticut AVe.
Suite 100

Kansas City, MO. 64120
816-483-9531

811 Washington
Avenue

Room 420

St Louis, MO. 83101

Nebraska
Overland-Wolf Bullding
Room 100

63910 Pagcific Street
Omaha, NE., 68106
402-221-3182




OSHA REGICNAL LABOR LIAISONS

REGION 1

David Grafce

JFK Federz Building, Room E340
Boston, Massachusetts 02203
(617) 565988

(617) 5659227 FAX
Grafton-Davc@dol.gov

REGION 2

Laura Kenm

201 Varick Street, Room 670
New York, hew York 10014
(212) 337278

(212) 3372571 FAX
Kenny-Laurz=&dol.gov

REGION 3

Bill Wusinic-

Gateway Buicing, Suite 2100
3535 Marke: Street

Philadelphiz Pennsylvania 19104
(215) 596122+

(215) 5964872z FAX
WausinichWilizam@dol.gov

REGION 4

Paula Story

61 Forsyth Soeet, SW Rm 6750
Atlanta, Geugia 30303

(404) 5622255

{404) 58222:5 FAX
Story-Paulagdol.gov

REGION 5

Russ Adams=

230 South [earborn Street, Room 3244
Chicago, Hlircss 60604

(312) 3532220

{312) 3537774 FAX
AdamsWilliz~@Ddol.gov

Page 36 of 37




REGION 6

Dean Foster

525 Griffin Street, Room 602
Dallas, Texas 75202

(214) 7674736 ex 260

(214) 7674760 FAX
Foster-Roy@dol.gov

REGION 7

John Tulipana

City Center Square

1100 Main Street, Suite 800
Kansas City, Missouri 64105
(816) 4265861

{816) 4262750 FAX
Tulipana-John@dol.gov

REGION 8

Erv Krueger

1989 Broadway, Suite 1690
Denver, Colorado 802025716
(303) 8441600 ex. 322

{303) 8441616 FAX
Krueger-Ervin@dol.gov

REGION 9

Dan Overmyer

71 Stevenson Street, Room 420
San Francisco, California 94105
(415) 875-4936

(415) 9754319 FAX
Overmyer-Daniel@dol. gov

REGION 10

David Mahlum

1111 Third Avenue, Suite 715
Seattle, Washington 881013212
{206) 5535930

(206} 5536499 FAX
Mahlum-David@dol.gov
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337.4

Supervisor's Safety Handbook

listed on the JSA: “What changes in physical condi-

tion {for example, a change in tools, materials, loca-
w, Or equipment), can eliminate the hazard or pre-
at the accident?

337.4 For each hazard or potential accident fisted,
ask yourself, “What should the employee do, or not
do, to eliminate or minimize this particular hazard?”

NOTE: Be sure to check or test your proposed
solutions by observing the job again and discussing
the changes with the workers who do the job.

338 Using Your JSA

338.1 When you distribute the completed JSA, it
Is your responsibility to explain its contents to your
employees.

338.2 If necessary, give your employees further

training so they will know exactly how to do the
job—without accidents.

338.3 New employees must be trained in basic job
steps; a well-prepared JSA makes an effective guide
for such training,

338.4 Occasionally, you should observe your
employees as they perform jobs for which a JSA has
been developed. The JSA will allow you to determine
whether or not they are doing their job safely.

339 Updating Your JSA

339.1  No matter how good the job saféty analyses
are when first developed, JSAs can prevent accidents
only if they are kept current and used.

339.2 When is a JSA out-of-date? When it no
longer works 10 prevent accidents. Time alone does
not make a JSA obsolete. For example, a 10-year-
old JSA could be as applicable to the specific job to-
day as when it was first developed. Yet, a 2-year-old
JSA for another job may already be obsolete.

339.3 JSAs become outdated mainly because ofa
change in tools, equipment, or materials which cause
a change in procedure.

339.4 Whenever a job procedure changes and you
neglect to revise the JSA accordingly, you increase
the odds of having an accident.
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