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SUPERVISOR'S GUIDE TO SAFETY, FIRE PREVENTION

AND HEALTH ON-THE-JOB TRAINING (SFHOJT)
This lesson plan provides supervisors with guidance for training assigned personnel on the intent and requirements of the Air Force Occupational Safety, Fire Prevention, and Health (AFOSH) Program.  When properly completed, this lesson plan will be used as the SFHOJT outline in all work centers.  It is applicable to all wing, squadron and associate units within 10 AF.

Introduction.  Safety awareness development is one of the most important aspects of the Safety Program.  If  we can inspire a willingness and a desire to become actively involved in our safety program, mishaps will be few and far between.  We must avoid just preaching safety and instead sell the idea that a good, safe working environment is desirable and benefits everyone.

AFI 91-301, Air Force Occupational and Environmental, Safety, Fire Protection and Health (AFOSH) Program, require supervisors to provide all employees safety, fire protection, and health on-the-job training (SFHOJT) with technical guidance from the offices of Ground Safety, Military Public Health, Bio-environmental Engineering Services and the Fire Protection Flight.

Scope.  This lesson plan is designed to aid supervisors in meeting their responsibilities of providing personnel proper SFHOJT.  It is not all inclusive; supervisors will still need to tailor their lesson plans to each respective work center.  Supervisors must provide specialized safety, fire protection, and health training to all Air Force personnel (military and civilian).  Training must be of sufficient length and depth to ensure individuals are familiar with all the topics listed in attachment 5, AFI 91-301.  Lesson plans must also be reviewed annually and updated whenever equipment, procedures, or the work environment changes.  When completed and reviewed this document may be used as a lesson plan.

Documentation.  (Records Management):  The preferred method for documenting safety, fire and health training is through automation, such as co-automated maintenance system (CAMS) GO-54 or GO-81, AFRC Deployable Operations Training System (ADOTS), Air Force Operations Resource Management System (AFORMS), Reserves Aerial Port Data System (RAPDS), Form Flow, etc.. Organizations will coordinate with their Safety Office and Bio-Environmental Engineering/Public Health Office prior to implementation of an automated system.  Computerized tracking will include the initial training date and the recurring date.  Once the job safety and health training information has been transferred from the AF Form 55 to the automated system, you will be required to maintain and dispose of the AF Form 55s IAW AFM 37-139, Records Disposition Schedule. Computer signature verification is not required throughout AFRC.  However, if signature verification is required for a specific safety training program, documentation will be maintained by the supervisor in the workcenter.  
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Item 1

HAZARDS OF THE JOB OR TASKS, AND SAFETY PROCEDURES TO BE FOLLOWED

The supervisor must identify tasks his/her employees undertake, hazards associated with those tasks, and safety procedures to follow (these hazards should be listed in block 6 of the AF Form 55).  Attachment 1 covers instructions on performing a Job Safety Analysis (JSA) to assist supervisors in identifying hazards. 

Item 2

HAZARDS OF THE WORK AREA

The supervisor must survey work areas his/her workers occupy and list associated hazards, and brief precautions.  Examples:  Wear of jewelry, chemical handling, stress, night time operations, industrial machinery, electrical work, general lifting, etc. (these hazards should be listed in block 6 of the AF Form 55).

Item 3

AIR FORCE OCCUPATIONAL SAFETY, FIRE PREVENTION AND HEALTH STANDARDS APPLICABLE TO THE JOB AND WORKPLACE
Each work center must have readily available AFOSH Standards, Technical Orders and Air Force Instructions that apply to their work area (AFI 91-301).  A listing of AFOSH Standards may be found in AF Index (AFIND) 17.  This may be accomplished by hard copy, AFEPL CD-ROM , Internet or LAN.

Safety Instructions and Standards applicable to the work center:

1.    Standard___________________Title __________________________________

2.    Standard ___________________Title __________________________________

3.    Standard ___________________Title __________________________________

4.    Standard ___________________Title __________________________________

5.    Standard ___________________Title __________________________________

6.    Standard ___________________Title __________________________________

7.    Standard ___________________Title __________________________________

8.    Standard ___________________Title __________________________________

9.    Standard ___________________Title __________________________________

10.  Standard ___________________Title __________________________________

Location(s) of Safety Instructions and Standards:  ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

AFOSH  Standards Requirements Checklist

as of 11 May 99

Supervisors are required to know the AFOSH Standards that apply to their workplace.  By using this checklist, the supervisor can determine which AFOSH Standards apply to their workcenter.  **Note:  The following AFOSH standards are posted on the Bio web page but do not have a release date:  48-2, 48-10 and 48-20.  All supervisors should review the AFIND 17  and AF Pubs webpage to ensure the most current AFOSH standards are being used in their shops and workcenters.** 

1.  48-2, Industrial Ventilation:  No release date
 Are you an industrial operation that has airborne contaminants being emitted in concentrations and in a manner that results or is expected to result in exposing AF personnel above AFOSH permissible exposure limits or creates an explosion or fire?

2.  48-8, Controlling Exposures to Hazardous Materials  1 Sept 97
Have materials in your shop been identified as being "Hazardous Materials" by the BEE survey section I., 8.1?

3.  48-9, Radio Frequency Radiation (RFR) Safety Program  1 Aug 97
Mandatory for units or workcenters where personnel may be or are exposed to radio frequency radiation

4.  48-10, Health Hazards Control for Laser Radiation:  No release date.
Mandatory for workcenters exposed to laser radiation. 

5.  48-14, Swimming Pools, Spas, Hot Tubs and Bathing Areas  1 Apr 96
Mandatory if your unit or workcenter responsible for maintaining or inspecting swimming pools/spas/hot tubs or bathing areas.   

*6.  48-19, Hazardous Noise Program  31 Mar 94 (Currently Being Revised)
A.  Does your AF Form 2766 state that workers are required to wear hearing protection?

B. Is it stated in your BEE survey section I., 1.2 that workers are exposed to hazardous noise.

7. DOD Instruction 6055.12, DOD Hearing Conservation Program, March 26, 1991

Does your AF Form 2766 state that workers in your shop require hearing protection?

B.   Is it listed in the BEE survey section I, 7.3 that workers are required hearing protection?
8.  48-22, Occupational Exposure to Hazardous Chemicals in Laboratories  21 Mar 94

Do you work in a laboratory environment as stated in 29 CFR 1910.1450?

9.  48-137, Respiratory Protection Program  1 Nov 98

A. Does your AF Form 2766 state that workers in your shop require the use of a respirator?

B. Is it listed in section I., 7.1 of the BEE survey that workers are required to wear respirators?

10.  91-1, Billeting Operations  1 Aug 97

Is your shop a billeting operation; including permanent party dormitories, transient facilities, VLQ, RTLF and aerial port quarters on accompanied officer quarters and unaccompanied enlisted quarters?

11.  91-2, Vehicle-Mounted Elevating and Rotating platforms, Manually Propelled Mobile Work Platforms and Scaffolds  1 Aug 97
Do you use vehicle-mounted elevating or rotating platforms; including work platforms, fire fighting aerial devices, a/c maintenance equipment?

12.  91-5, Welding, Cutting and Brazing  1 May 97

Do you engage in any of the following activities:

a. Welding?

b. Cutting?

c. Fire Watching?

13.  91-8, Medical Facilities  1 Oct 98

Mandatory for medical units and workcenters  

14.  91-10, Civil Engineering  1 Jul 98
Mandatory for all Civil Engineer Sections

15.  91-12, Machinery  1 Sep 98
Mandatory for all workcenters that have woodworking or metal working machinery

16.  91-17, Interior Spray Finishing  1 Sep 97

Mandatory for units or workcenters that conduct spray-painting operations

17.  91-20, Vehicle Maintenance Shops  1 Sep 98 

A. Is your shop a vehicle maintenance operation?

B.  Does your shop have any of the following:

1) Battery storage and usage?

2) Cleaning operations associated with vehicle maintenance activities?

3) Paint shop Operations?

4) Use of compressed air?

5) Use of compressed gas cylinder use and storage?

      6)  Hydraulic and electric vehicle lifts and jacks?

18.  91-22, Walking Surfaces, Guarding Floor, Wall Openings and Holes, Fixed Industrial Stairs and Portable and Fixed Ladders  1 Oct 97

Mandatory for all AF organizations.

19.  91-25, Confined Spaces  1 Feb 98

A.  Do you enter or work within a confined space?

B. According to the BEE survey section I., 5 do workers work within a confined space? 

20.  91-31, Personal Protective Equipment  1 Oct 97

A.  Have you been recommended by the BEE survey section I, 7 to wear PPE?

B.  Have functional managers or supervisors in your shop recommended workers wear PPE?

C. Do applicable TO's direct the usage of PPE?

21.  91-32, Emergency Shower and Eyewash Units  1 Sep 98
A. Does your unit or shop contain emergency showers and eyewash units?

B. Does your BEE survey section I, 7.2 require that you have emergency showers and eyewash units?

22.  91-38, Hydrocarbon Fuels-General  1 Sep 97
Does your shop use any of the following:

a. Hydrocarbon fuels?

b. Flammable and Combustible liquids?

c. Lead?

d. Benzene?

23.  91-43, Flammable and Combustible Liquids  1 Oct 97

Does your shop use or store flammable and combustible liquids?

24.  91-44, Safety Color Coding, Labeling and Marking for Piping Systems  1 Sep 97

Mandatory for workcenters that do not have their piping systems (i.e. waterlines, steamlines, etc), buried in the ground or encased in concrete.

25.  91-45, Hazardous Energy Control and Mishap Prevention Signs and Tags  1 Nov 98

A. Does the unit or workcenter use Danger, Caution or similar warning tags.

B. Does the unit or workcenter have equipment or procedures that expose personnel who work on the equipment to hazardous energy release (i.e. steam, electrical, etc.)? 

26.  91-46, Materials Handling and Storage Equipment  1 Feb 97
1. Do your duties require heavy or repetitive lifting?

2. Do you use any of the following:

a. Hoists?

b. Powered Industrial Trucks?

c. Conveyors?

d. Slings?

e. Forklifts?

f. Mobile and Locomotive cranes?

g. Monorail Systems?

h. Underhung Cranes?

i. High-Lift and Low-Lift Trucks?

j. Motorized Hand Trucks?

k. Industrial Tractors?

l. Reach Trucks?

m. Side-Ladder Trucks?

n. Order Picker Trucks?

o. Straddle Trucks?

27.  91-50, Communication Cable, Antenna and Communications-Electronic (C-E) Systems  1 Aug 98
Do your work duties include:

a. The installation and maintenance of communications cable and antenna systems?

b. The operation, maintenance, modification, installation and removal of C-E Systems and equipment?

28.  91-54, Agricultural Tractors and Implement Attachments  1 Sept 97
Mandatory for units or workcenters that do agricultural work

29.  91-56, Fire Protection and Prevention  1 Jul 98
Mandatory for all AF organizations.

30.  91-64, Data Processing Facilities  1 Aug 97
Mandatory for units or workcenters that have areas or rooms dedicated to specialized small computers or computer mainframe operations.

31.  91-66, General Industrial Operations  1 Oct 97

Mandatory for all AF organizations.

32.  91-67, Liquid Nitrogen and Oxygen Safety  1 Oct 97

Do your work duties include LIN and LOX production, receipt, storage, issue and servicing operations?

33.  91-68, Chemical Safety  1 Oct 97
Do your work duties include:

a. Chemical storage?

b. Handling chemicals?

c. Use of chemicals?

d. Disposal of chemicals?

34.  91-90, Precision Measurement Equipment Laboratory (PMEL)  1 May 97

Are you a PMEL Operation?

35.  91-100, Aircraft Flight Line-Ground Operating and Activities  1 May 98
Do your duties include aircraft ground handling, servicing and inspections?

36.  91-110  Non-Destructive Inspection and Oil Analysis Program  18 Mar 94  

Mandatory for units or workcenters who participate in the oil analysis program
37. 91-118, Training Systems Fire Protection  1 Apr 97
Mandatory for units or organizations that maintain or use training systems (i.e. simulators, etc)

38.  91-119, PSM of Highly Hazardous Chemicals  1 Mar 96

Does your work center procedures involve processing highly hazardous chemicals?

39.  91-300, Food Service Operations  1 May 97

Mandatory for units or workcenters that conduct food service operations.  

40. 161-17, Standardized Occupational Health Program  Jun 82
Mandatory for all AF organizations where personnel who fall under the occupational health program.

42. 161-21, Hazard Communications  Jan 89  

Is your workcenter on the HAZCOM program as stated in the BEE survey section I, 10?

WORKPLACE ID (See BEE Survey):

UNIT:

Occupational Series Code:

PRINTED NAME:

SIGNATURE:                                                                                         DATE:

Item  4

PERSONAL PROTECTIVE EQUIPMENT (PPE) AND PROCEDURES

The Occupational Safety and Health Act (OSHA) requires  supervisors to identify when Personal Protective Equipment (PPE) is necessary, what PPE is necessary for each task and how to properly don, doff, adjust, wear and maintain the required PPE.

Personal Protective Equipment Assessment Guide
JOB:







DATE:                          

WORKCENTER:





SUPERVISOR:

JOB TITLE OF WORKER WHO DOES TASK:

PERSONAL PROTECTIVE EQUIPMENT (PPE) REQUIRED:  Yes  /  No   

ANALYSIS BY:





    

	1.  SEQUENCE OF BASIC 

     STEPS FOR THE JOB:
	2.  POTENTIAL HAZARDS OR 

     MISHAP CAUSES:

	3. RECOMMENDED PERSONAL PROTECTIVE EQUIPMENT

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Item  5

LOCATION AND USE OF EMERGENCY AND FIRE PROTECTION EQUIPMENT

Supervisors must brief the location of fire extinguishers, fire alarm pull boxes, and emergency exits.  A fire evacuation diagram should be posted in the work area.  Employees must be trained on the use of each type of fire extinguisher available in the work area.  This training may be accomplished by video tape or hands on training by the fire department.  This is an annual requirement. 

Item  6

EMERGENCY PROCEDURES THAT APPLY TO THEIR JOB AND WORKPLACE

Emergency Procedures (medical, natural disaster or fire) which you expect your employees to accomplish should be in writing and employees should be trained in those procedures.  Employees should be able to demonstrate all procedures.

Item  7

REPORTING UNSAFE EQUIPMENT, CONDITIONS AND/OR PROCEDURES 

Encourage employees to carefully observe work areas and operations for unsafe procedures, conditions and/or equipment.  All employees must know when and how to report hazardous unsafe equipment, conditions and procedures.  The following forms and/or procedures should be briefed:

a. AF Form 457 - This hazard reporting form is used to identify hazards outside of the normal chain of command.  It is important that employees know that they can submit this form without fear of reprisal or administrative action and it may be submitted anonymously.

b. Lockout/Tagout - This program is used to protect employees from injury due to malfunctioning and/or periodic maintenance of equipment.   This is an annual training requirement.   The following forms may be used in conjunction with the lockout/tagout program:

(1) AF Form 979 “DANGER TAG” - Used where an immediate hazard exists and specific precautions are required to protect personnel or as required by T.O.s, instructions, or other directed requirements.  “DANGER TAGS” indicate immediate danger and that special precautions are necessary.  The supervisor is the only person who may remove a danger tag after the hazard has been abated.

(2) AF Form 980 “CAUTION TAG” - Used to warn personnel against potential hazards or caution against unsafe practices and to prescribe the precaution that will be taken to protect personnel from mishap probability.  “CAUTION TAGS” may only be removed by the work area or activity supervisor after the hazard has been abated.

(3) Form 981 “OUT OF ORDER TAG” - Used for the specific purpose to indicate that a piece of equipment, machinery or system is out of order and use might present a hazard.  “OUT OF ORDER TAGS” shall only be removed by the supervisor assuming responsibility for the tag after the condition has been corrected.

(4) AF Form 982 “DO NOT START TAG” - Shall only be used to let personnel to the hazards associated with the restarting of the equipment.  This tag will be used for a very short period of time until the switch in the system can be locked out.  “DO NOT START TAGS” shall be removed by the responsible on-duty supervisor only after the condition has been corrected.
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Item  8

LOCATION, SUBMITTING PROCEDURES, AND PURPOSE OF AF FORM 457, USAF HAZARD REPORT

1.  PURPOSE:  This form is a means of identifying hazards outside of the normal chain of command.  It is an individual’s right to a safe workplace and an individual’s right to submit an AF Form 457 to the safety office without fear of reprisal or administrative action.  

2. PROCEDURES:  The AF Form 457 must be made available to the employee without that employee requesting it.  A sample form, with instructions on how to complete it, must be posted on the safety board or in an easily accessible location in the work area.  The  employee may submit the report anonymously, however, if they wish a written reply, a name and telephone number would be required.  Once the form has been filled out, it should be forwarded to the safety office in an expeditious manner.  Once the report is received at the safety office, it will be reviewed and investigated.  If the hazard report is validated by the safety office, the following actions will take place:

           The investigator will assign a risk assessment code (RAC), a control  number and will monitor corrective action until complete.

          The investigator will complete the Summary of Investigation and promptly send it to the individual or agency responsible for corrective action of the hazard.

          The responsible individual or agency completes the Action taken block within 10 working days and returns the hazard report to the safety office.

          The investigator informs the originator of the report, in writing, about the corrective action that is being taken and that follow-up reviews  will be conducted by the safety office until that action is complete.

           Once corrective action is completed and effective, the originator of the report is notified, in writing, within 10 working days after the report has been  closed.

           Should the hazard report response not be satisfactory to the originator, they may re--submit a re- evaluation request IAW AFI 91-301.
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Item  9

MISHAP REPORTING PROCEDURES

All organizations must have written mishap reporting procedures and they must be posted in each work center.   All mishaps (injuries, equipment damage and/or vehicle accidents) must be reported to the safety office as soon as the mishap allows.  DO NOT ASSUME that someone else will report it.  All mishap sites will be preserved, whenever possible, until the mishap can be investigated by the safety office. 

Item 10

EMERGENCY TELEPH0NE NUMBERS

Fire/Ambulance:       ______________        
Law Enforcement Desk: _______________

Command Post:        ______________         
Safety Office:                _______________

Civilian Personnel:   ______________        

Emergency Phone Numbers should be briefed frequently and posted on a safety board or highly visible  location in the work center.

Item 11

LOCATION AND REVIEW OF APPROPRIATE SAFETY BULLETIN BOARDS AND AF VISUAL AID 91-307

Show all employees the locations of work center and/or functional area safety bulletin boards.  Brief them to frequently review all posted information.  Review the  AF Visual Aid 91-307 with the employee and explain his/her rights.  Information on all safety bulletin boards must be kept current.

Item 12

LOCATION OF MEDICAL FACILITIES AND PROCEDURES FOR OBTAINING TREATMENT

PROCEDURES:  All employees must be briefed on the location of medical facilities and procedures to follow when seeking medical attention (Emergency and Non-Emergency).  If the procedures are different for military and civilian, then both must be briefed. 

Item 13

REQUIREMENTS FOR DOCUMENTATION AND NOTIFICATION OF INJURY OR ILLNESS

All injuries and illnesses must be reported and documented.  Brief all employees on the forms to be completed, military and civilian, and their location (with a sample form).  Each employee should understand it is their responsibility to report all injuries and illnesses to the supervisor and it is the supervisor's responsibility to report them to the safety office and medical organizations.

The following procedures and forms will be used :

Military Personnel:  report all injuries as soon as possible, but NLT the end of the next duty day,  to the shop supervisor and the wing safety office.  Fill out the appropriate local form (if applicable) for all on-duty and off-duty injuries while in military status.  

Civilian Personnel:  report all on-duty injuries as soon as possible, but NLT the end of the next duty day, to the shop supervisor, safety office and civilian personnel.  Fill out a CA-1 and if medical treatment is requested or required, a CA-16.  Fill out a CA-2 for occupational diseases.  Forward a copy of these forms to the wing safety office and the originals to the civilian personnel office. 

Item 14

PURPOSE AND FUNCTION OF THE AF FORM 1118, NOTICE OF HAZARD

This form has a red border and would be posted at the site of a serious hazard that cannot be corrected quickly.  Serious hazard classification (RAC Codes of 1, 2 or 3)  and issuance of the form is made by the Safety Office, Bio-Environmental Engineering or the Fire Department depending on the type of hazard.  Work center supervisors will post this form on or as near as possible to the hazard.  This form will be removed only by the office that issued it after the hazard has been corrected.   Do not remove notices of hazard until the hazard has been corrected or the form has been posted for 3 days, whichever is greater.  Additionally, the issuing authority must verify that the hazard has been satisfactorily corrected before removal.  
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Item 15

INDIVIDUAL RESPONSIBILITIES FOR ENSURING OWN SAFETY

The individual you are briefing may be either a young airman, a veteran or a civilian.  Regardless of the situation, express your concern for their safety.  Ensure the individual understands that although he/she may have received safety briefings, mishap prevention information, or on-the-job training, it is up to the individual to apply what they have learned.  Good judgment, self-discipline, common sense, and moderation are all keys to self responsibility whether on or off-duty.  All the training in the world is of little use if the individual fails to incorporate it into his/her activities.  Employees have the responsibility to comply with OSHA guidance, report safety, fire and health deficiencies promptly, and report injuries and illnesses to their supervisor.  Individuals will also comply with personal protective equipment (PPE) requirements, including its use, inspection and maintenance as applicable.  Last, personnel must consider personal safety and the safety of fellow workers while doing assigned tasks.

Item 16

REQUIRED USE OF SAFETY BELTS AND TRAFFIC SAFETY 

1.  All personnel driving or riding in a motor vehicle (civilian or military)on a military installation will use vehicle restraints as required by AFI 91-207.  This means shoulder harness, lap belts and child restraint seats (if applicable), it also means if you have both lap belts and shoulder harness both will be used.  In addition to the Air Force Instruction, employees will comply with all local restrictions if more stringent.  

2.  Motorcycle operators will wear an approved helmet (DOT as a minimum) properly fastened, eye protection, full finger gloves, a brightly colored or contrasting vest or jacket, long sleeved shirt or jacket and long pants (Leather boots are recommended).  The headlight will be on any time the motorcycle is in operation.  All military personnel who operate a motorcycle, regardless of the member’s decision to register their motorcycle on a DOD installation, are required to attend or to have attended an approved motorcycle safety training course.  All civilian personnel who operate a motorcycle while on duty, regardless of the individual’s decision to register their vehicle on a DOD installation are required to attend or to have attended an approved motorcycle safety training course.    

3.  Bicycle operators will wear an approved bicycle helmet.

4.  All Terrain Vehicle (ATV) operators will complete the Specialty Vehicle Course and will comply with all the safety equipment required by motorcycle operators.

5.  Brief local requirements for cart-type vehicles ( golf and utility types).

6. If the individual will be transporting explosives explain certification procedures and discuss AFMAN 91-201.

7. Brief the individual on flight line driving procedures, perform a day/night check-ride, and cover rules for private motor vehicles and mandatory seat belt use.

8. Brief the individual that under normal conditions, riding in the bed of a pick-up truck on the installation is prohibited.  However, should exigent circumstances or contingency requirements require the use of pick-up trucks for personnel transport, commanders, through the risk management process will determine the appropriate mode of transportation or operating procedures for such existing vehicles.  Attachment 8 is an example of a pick-up truck policy letter .  (AFI 91-207)  

Item 17

PERSONAL RIGHTS AND RESPONSIBILITIES 

1.  Air Force Personnel Are Required To:

     a.  Comply with OSH guidance.

     b.  Promptly report safety, fire, and health hazards and deficiencies.

     c.  Promptly report injuries and illnesses to the supervisor.

     d.  Comply with PPE requirements that apply to the work situation, including its use, inspection, and care.

     e.  Give due consideration to personal safety and the safety of fellow workers while doing assigned tasks.

2.  HAVE THE OPPORTUNITY TO:
     a.  Take part in the AFOSH program without fear of coercion, discrimination, or reprisal.

     b.  Request inspections of unsafe or unhealthy working conditions or report those conditions to the supervisor, safety manager, fire protection specialist, or Bio-Environmental (BE), including OSHA officials.

     c.  Have access to applicable OSHA and AFOSH standards, installation injury and illness statistics, safety, fire protection, and health program procedures, and their own exposure and medical records.

     d.  Decline to perform an assigned task because of a reasonable belief that the task poses an imminent risk of death or serious bodily harm.  The person and local management may request an assessment by installation safety, fire protection, or health professionals before proceeding.

e.  Use official on-duty time to take part in AFOSH program activities.

Item 18

AIR FORCE HAZARD COMMUNICATIONS PROGRAM REQUIREMENTS

AFOSH Std 161-21 and federal regulations require certain workers be given very specific HAZCOM training.  Your Public Health Office will help determine if this applies to your workers.  HAZCOM training informs workers about chemical hazards in the work place, how to recognize these hazards and how they can protect themselves.  The Public Health Office teaches supervisors to teach HAZCOM to their workers and provides a training video tape.  In addition to the “generic” HAZCOM information, you must also explain specifically how this program relates to the workplace.  This is best done by expanding your lesson plan to include the following information:

     a.  Where HAZCOM materials are kept in the work place (Material Safety Data Sheets, BEE Surveys, Hazardous Materials Inventories, etc.).

     b.  Processes/tasks in which hazardous materials are used.

     c.  How to read the Material Data Sheet.

     d.  An explanation of the labeling system used in the work place in the work place including temporary or “working” containers.  

          (  Where and how the chemical is to be stored.

           (  How to detect the presence or release of the chemical.

           (  Physical and health effects of exposure to the chemical.

           (  Spill control/clean-up procedures.

           (  Measures used to protect workers (PPE, administrative controls, and/or work practice controls).

Item 19

 List any occupational medical examination that may be required for the job task or workcenter.  Include the frequency that the exam is required to be conducted as well. (  See attachment 5 in AFI 91-301)

Item  20

CONFINED SPACE  REQUIREMENTS

1.  A Confined Space is any space that:

     (  Is large enough and configured so a worker can bodily enter and perform assigned work.

     (  Has limited or restricted means for entry or exit (example: tanks, vessels, silos, storage bins, vaults, manholes and pits, etc.).

     (  Is not designed for continuous human occupancy.

3. Classification of a Confined Space :  Confined spaces are classified on the basis of measurements of the oxygen content, flammability, and toxicity by testing.  Confined spaces are also classified relative to material contained in the space that could cause engulfment or configured in a manner that could result in entrapment and/or asphyxiation.   The following are types of Confined  Spaces:

     (  Permit Required confined spaces may contain hazards that present a situation that is IDLH or has a potential for or contains a hazardous atmosphere.

     (  Non Permit required confined space contains no hazardous atmosphere.  The entrants will no perform any work that could cause a hazardous atmosphere.  The space does not have a potential for engulfment and is not configured in a way that would cause entrapment or asphyxiation.  Permits and signs are not required 

3.  All personnel will assume confined spaces are permit-required until proven otherwise by means of testing and/or inspection.

4.  All personnel, who deal with confined spaces, will be fully trained in their required duties.   Training is an annual requirement.        

Item  21

MANUAL LIFTING GUIDANCE

1.  Lifting Methods:  There are three basic methods of lifting, straight back with bent knees, free style and kinetic.  Each has advantages and limitations.  The kinetic method is the most widely accepted and taught because it provides more stability for the worker while reducing load on the back muscles and intervertebral disk.   Safe lifting training is an annual training requirement.  The following instructions on how to lift properly should be briefed:

     (  Feet Position:  Place feet far enough apart for balance with one foot to the rear of the object and the other foot slightly ahead of the other and to the side of the object.

     (  Body Position:  Crouch close to the load.  Stay close to the load to minimize strain on the lower back.  Before beginning the lift, be sure the back is straight as possible and back muscles are tightened.  These steps prepare the body to accept the load. 

     (  Hand Protection:  Pick up materials with a full palm grip.  Do not attempt to pick up weights with a fingertip grip.  Ensure the load is free of grease or sharp points which could cause injury.  Use suitable gloves when necessary.

     (  Protect Your Back:  Always keep the back as straight as possible. It may not be possible to keep the back in the vertical plane but avoid arching the back.  Keep the back muscles tightened throughout the duration of the lift.  Do not relax the back until the load is released.  Bend from the hips and not from the middle of the back.

     (  General Principles:  With the arms, slide the object toward the body to give it some motion (kinetic energy).  At the same time, use the legs to lift the object and bring the back to a vertical position. Keep the object close to the body while lifting.

(  Team Lifting:  When required to manually move heavy or unusually shaped items, always seek and obtain assistance.  When two or more people are required to move or carry an object, adjust the load so each person carries an equal part.  Test lifts should be made before proceeding.  The key to lifts using two or more personnel is to make every move in unison.  The supervisor and workers are responsible for assessing all available methods to safely handle materials described above and use mechanical assistance whenever possible.

     (  Carrying Methods:  Acceptable carrying methods differ, based upon the type of material, distance, and number of workers.  Workers should be instructed during initial training in each procedure (for example, neck, shoulder, side tray, two-person, and under-arm carry methods, etc.).

     (  Avoid Twisting:  Twisting can overload your spine and lead to serious injury.  Make sure your feet, knees, and torso are pointed in the same direction when lifting.
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Item  22

JEWELRY SAFETY

1.  The potential for serious injury, finger rings will not be worn by personnel engaged in the following activities:

     (  Most climbing, ascending, or descending tasks where the individual might fall with their ring catching on an object, resulting in an injury.  Some examples include personnel working on elevated surfaces: i.e., aircraft, ladders, scaffolds, platforms, roofs, high reach vehicles, or personnel ascending or descending from vehicles, i.e., POL trucks, wreckers, sweepers, dump trucks, stake bed trucks.

     (  Materials handling operations may include supply workers, parts handlers, and equipment operators.

     (  Any type of work where individuals are exposed to moving machinery; rotating, or revolving parts; or activities that could result in their hands being caught by a moving part(s) causing any injury.  

     (  Any type of work or inspection where an individual is exposed to an energized electrical circuit.

     (  All personnel engaged in flight line activities (including aircrews), aircraft maintenance, and civil engineering maintenance.

· Individual supervisors will identify those tasks where wearing a ring is prohibited.  In some instances the supervisor may elect to determine that individuals will not wear rings while engaged in work activities in general, in lieu of identifying individual tasks.  Supervisors will ensure that prohibitions on the wearing of rings are enforced.

2. The potential for catching, snagging, pulling, and tearing exists in and around most industrial operations.  Because of this, controls should be exercised over the wearing of watches, bracelets, necklaces, and other items of jewelry.  Whenever possible, it is desirable that all such items of jewelry be removed before entering an industrial work area.

Item 23

PRINCIPLES OF OPERATIONAL RISK MANAGEMENT (ORM)

Over the decades, commanders have often said that “safety is paramount.” This simply is not so. If safety were placed ahead of all other things, i.e., paramount, then no risks would ever be taken: airplanes wouldn’t fly, vehicles wouldn’t be driven, maintenance would stand still, and in fact, the Air Force mission would grind to a stop. Safety can never become paramount. The mission is paramount, but not at all costs. The operational mission, done properly, through managed risk, will be successful AND safe.

Operational risk management is a logic based, common sense approach to making calculated decisions on human, materiel, and environmental factors before, during, and after AF operations. Think of risk in the terms of a speedometer to illustrate the impact that risk has on the mission. The higher the speed, the further you go in a shorter amount of time, but the chance of something going wrong will increase the magnitude of damage/injury.  The key to managing risk is to arrive at a state where risk and the mission mesh, or, said another way, where the risk being accepted meets mission requirements.

Decision makers continually strive for “successful mission accomplishment.” This is ONLY achieved by lending definition and proportion to risk. The worker/employee needs to understand that the commander, functional manager, or the supervisor will make decisions based on ALL available information. Without defining risk, such decisions are a gamble. The worker/employee must inform the decision maker(s) when there is an increased level of risk without appropriate control measures. Operational Risk Management is a process that identifies and prioritizes risk in the Air Force workplace. It allows decision makers to possess all the facts that will assist them in determining the right balance of risk against mission objectives.

Risk management is a continuous, sequential methodology consisting of a defined process depending on mission requirements.  The following is a six step process.

Six Step Team Process




1.  Identify the Hazard.  Any real or potential condition that can cause injury, illness, or death to personnel, or damage to or loss of equipment or property.  The dimensions of a hazard are not confined, nor do they have limits.

2.  Assess the Risk.  By reviewing the probability and severity of loss linked to the hazard.  Assessment is the detection of hazards and the application of measurement to the level of risk they represent.  The assessment step in the process quantifies probability, severity, and cost.

3.  Analyze Risk Control Measures.  Investigate specific strategies and tools that reduce or eliminate risk

4.  Make Control Decisions.  Decision makers deal with risk by accepting, avoiding, reducing, spreading, or transferring it.  This may require the expenditure of assets: money, time, procedures, regulations, training, materials, facilities, manpower, or policy.

5.  Risk Control.  Once control strategies have been analyzed, an implementation strategy needs to be developed and then applied by management and the workforce.

6.  Supervise and Review.  ORM is a process that continues throughout the life cycle of the system.  Once controls are in place, then the process must be scrutinized to determine its effectiveness.

Points to Remember:

· Risk is acceptable when it has been defined and managed.

· Risk is necessary in a changing, reactive environment.

· Safety is not paramount, it is integral to the mission. 

Chapter 24

POTENTIAL HAZARDS ASSOCIATED WITH THE SURROUNDING LOCAL AREA

Each supervisor will make a list of possible local hazards and brief new employees.  The following are examples:

     (  High Water:  Local flooding conditions, both on and off the roadway.

     (  Slow Moving Vehicles:  Brief local procedures for passing.

     (  Railroad Crossings:  Do not get into a position where you would have to stop on the tracks.  

     (  Hydroplaning:   In severe rainstorms the tires can lose all contact with the road at 55 mph or greater.

     (  Construction :  Always take extreme caution when traveling through or working around construction sites.

          Wildlife:   Be alert for deer and other wildlife that may wander or bolt into the roadway.  

Additional Items

A.  MOBILITY PREPARATION SAFETY BRIEFING

All personnel tasked to build-up pallets, move equipment, and drive material handling vehicles must be trained.  Personnel Protective Equipment to include: steel toed shoes, leather gloves, reflective belts, and hearing protection is required.  If at any time an employee is required to work under a suspended load a hard hat must be worn.  At no time during mobility preparation is jewelry to be worn by personnel.  Drivers of forklifts and trucks must use extra caution by reducing speed while carrying a load and using a spotter while backing up or when visibility is obstructed.  During hours of darkness, dawn and twilight employees must wear reflective belts or vests.  All personnel participating in manual material handling will be briefed on proper lifting techniques.  Pedestrians must take special caution to ensure vehicle operators are aware of their presence.  Riding in the bed of a pick-up truck is prohibited unless it is mission essential and all passenger seats are occupied.  Personnel must be seated on the deck of the truck with their backs positioned against the cab or the side rail.  Personnel must not sit on the fender wells or with their backs against the tailgate.  The driver of the truck must be the authority and ensure procedures are followed.
B.  ADDITIONAL HAZARDS
Supervisors must conduct hazard analysis of their operations so they may determine if hazards exist that are not covered in this guide.  If additional hazards exist, supervisors will complete a briefing for those hazards and add that briefing in this area. 

JOB SAFETY ANALYSIS

1.  DEFINITION:  Job Safety Analysis (JSA) is a procedure used to review job methods, including tools and machinery in order to detect hazards that could potentially cause injuries or illnesses.  This includes hazards (1) that may have been overlooked in the layout of the plant or building and/or in the  design of the machinery, equipment, tools, work stations and processes, (2) that may have developed after production began, (3) that resulted from changes in work practices or personnel.

2.  PURPOSE:  A Job Safety Analysis develops solutions to eliminate a hazard.  This may include physical changes in operations, such as machine guarding or developing step-by-step procedures for handling a task.

3.  WHERE TO BEGIN - SELECT THE JOB:  Write down all the jobs that your employees are required to accomplish and develop a job safety analysis on each one.  This will consume a lot of time, so you should select the jobs which have the most hazards or worst accident rate and accomplish them first.

4.  BEGINNING THE JOB SAFETY ANALYSIS PROCEDURE:

a. The science of Job Safety Analysis involves the “breakdown” of a job into a sequence of specific steps, each describing what  is being done.  Avoid the  common errors of making the breakdown so detailed that an unnecessarily large number of steps results or making the job breakdown so general that basic steps are not recorded.

b. The process of breaking down a job naturally involves selecting the right individual to observe.  Select an individual who is experienced, capable, cooperative, and willing to share ideas.  Brief the individual concerning the purpose and expected benefits of the JSA and how the information will be used.  Instruct the person to perform the job normally so that an accurate analysis can be made.  Reassure the employee that they were selected due to their experience and capability.

c. Most jobs can be broken down into 10 or 15 basic steps.  Each step should accurately describe the job being done beginning with action words such as “remove”, “lift”, “open”, “drill” or “push”, (etc.).  After recording these steps, review them with the worker to confirm their accuracy and completeness.  Also be sure to ask about any alternative methods of performing the job that may introduce additional hazards.  

d. Identify the “step” that starts the job and then the next basic step, continuing until the process is complete.  Any possible variations to the regular procedure must be noted. 
e. In recording the breakdown, number the job steps consecutively using the first column of the JSA.  Each step tells what is done, beginning with an action word like “open” or “remove”.
f. The next step is the identification of potential accidents or hazards.  Look for all the hazards, both those produced by the environment and those connected with the job procedure.  Repeat the job observation as often as necessary to identify all hazards and potential accidents.  Through close observation and discussion, a reliable hazard inventory will be developed.

5.  HAZARD ELIMINATION AND CONTROL:  The purpose of conducting a JSA is to eliminate or control hazards identified by the process.  This can only be accomplished by changing the job in some manner.  Usually, solutions to problems identified fall into one of following four categories:

a.  Method Change.  A “Method Change” solution determines a different method for accomplishing the same goal.  Examples including changing from dip tank painting to spray painting, or changing from abrasive blasting to degreasing as a method of cleaning parts.

b.  Environment Change.  Often the environment can be changed to eliminate or control hazards.  Exposures to toxic air contaminants can be controlled by the installation of local exhaust ventilation.  A wet floor may be eliminated by improved maintenance or the installation of drains.  As further examples, a machine could be enclosed to reduce harmful noise exposures and physical hazards in the work environment can be controlled by machine guarding.

c.  Procedures Change.  Work procedures can often be changed quite easily with good results.  This type of solution requires the outlining of specific actions the employee must take or not take to avoid harm while still completing the job.  Questions to ask are “What should the employee do, or not do, to eliminate this particular hazard”? and “How should it be done”?  It is important to avoid using general, and usually worthless, instructions such as “Be Careful” and “Use Caution”.  The procedures must be specific if they are to be effective.  “Be sure you use the steel tire cage when inflating split-rim tires” does not address the steps necessary to avoid the hazard.  However, “Roll the truck (split-rim) tire into the steel cage, secure tire into cage, inflate tire by applying air hose to tire valve, ... “ leaves little room for confusion and is quite specific.
d.  Reduced Frequency.  Some jobs are performed more often than necessary due to poor maintenance or purchasing decisions.  If a certain machine part must be replaced more often than usual due to excessive vibration, then a reduction in the vibration would reduce the frequency of exposure to the hazards of replacing a gear.  If a tank must be cleared weekly because of clogged drains, then perhaps the installation of a filtration system would reduce the necessity of cleaning the drains.

6.  THE EFFECTIVE USE OF A JSA:  Once a new solution has been implemented, a new JSA is mandatory.  It is often likely that the new method or process will have fewer and less severe hazards than the original one.  The major benefits of the job safety analysis are achieved as a result of completing the job analysis.  Throughout the process there are many opportunities to gain insight into the job and its successful completion.  Supervisors learn about the jobs and the employee performing the work.  Quite often more efficient and cost-effective ways of completing the job can be identified.

7.   completed JSA:   The following page is an actual example:
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Contact bums from hot objects,
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Attachment 1

10 AF Instructions For Completing  Individual  AF Form 55 ,  Employee Safety and Health Record  (Non-Automated) 

Number 1:  Name and Grade

Number 2:  Social Security Number

Number 3:  Organization & office symbol and/or workplace identifier

Number 4:  Civilian Occupational Series and/or AFSC

Number 5:  Workplace duty title

Number 6:  The supervisor must identify every hazard the employee will be exposed to as part of his/her job (both safety and health hazard).

Number 7:  If the employee is required to accomplish any type of medical examination on a periodic basis (i.e. hearing exam, respiratory exam, etc.) then document it here.  Regulation may require this due to the type of work the individual does or Environmental Health may decide who and when.

Section I Mandatory Items:  These items (all 24 or more) must be briefed to all new employees.  Use the standardized briefing guide developed by 10 AF/SEG and include a briefing on any additional hazards which may be specific to your type of operation.

Section II Personal Protection Issued:  Place an “X” in the box to the left of each type of equipment that will be issued to the individual.

Section III Personal Protection Provided in the Work Area:  Place an “X” in the box to the left of each type of equipment that will be provide to the employee in the workplace.

Section IV Record of Safety, Fire Prevention, and Health Briefing and Job Safety Training:  The initial hazard briefing will be documented here and the supervisor conducting the briefing will sign the form and the employee receiving the briefing will also sign.  In addition to the briefing all safety training will be documented here (i.e. Lockout/Tagout, HAZCOM, Manual Lifting, Bloodborne Pathogen, Confined Space, Fire Extinguisher, Respiratory Protection, Fall Protection, etc.).

Section V Remarks:  Self Explanatory 

                                                                                                                                                  Attachment 2                                   
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The AF Form 56 will be maintained by the supervisor in the work place. For Department of the Air Force civifian personnel, this form may be filed with AF Form 971, Supervirar's Employee Brief. For military
personnel - fils with any records. See AFl 91-301.

1. NAME (Last, First, Middle tnitial) GRADE 2, SSN 3. ORGANIZATION & BFC SYMBOL AND/OR WORKPLACE IDENTIFIER

4. OCCUPATIONAL SERIES OR PRIMARY AFSC 5. DUTY TITLE

8. HAZARDS ASSOCIATED WITH PRESENT JOB OR TASKS AND WORK AREAS (NOISE, ELECTRICAL SHOCK, RADIATION HAZARDOUS MATERIALS, ETC)

7. DCCUPATIONAL HEALTH MEDICAL EXAMINATION {OHME) REGURED

| MANDATORY ITEMS (7o be briefed to all personnel, as applicable)

1. HAZARDS OF THE JOB OR TASKS, AND SAFETY PROCEDURES T0 BE FOLLOWED. (See /tem 6)

2. HAZARDS OF THE WORK AREAS. {Ses ltem 6)

3. OSH STANDARDS AND GUIDANCE THAT APPLY T0 JOB AND WORK PLACE

4. PERSONAL PROTECTIVE EQUIPMENT THEY WILL NEED AND KOW, WHEN, AND WHERE T0 USE IT. (7o be entered in Sections If and I of this form.)

5. LOCATION AND USE OF EMERGENCY AND FIRE PROTECTION EQUIPMENT.

6. EMERGENCY PROCEDURES THAT APPLY TO THEIR JOB AND WORK PLACE

7. REPORTING UNSAFE EQUIPMENT, CONDITIONS OR PROCEDURES TO SUPERVISOR IMMEDIATELY

8. LOCATION, SUBMITTING PROCEDURES, AND PURPOSE OF AF FORM 457, USAF HAZARD REPORT. {AFI 1.202)

8. MISHAP REPGRTING PROCEDURES (AFI 91-204)

10. EMERGENCY TELEPHONE NUMBERS

11. LOCATION AND REQUIRED REVIEW OF APPROPRIATE SAFETY BULLETIN BOARDS, AF VISUAL AIR 91-307.

12. LOCATION OF MEDICAL FACILITIES AND PROCEDURES FOR OBTAINING TREATMENT.

13. REQUIREMENTS FOR DOCUMENTATION AND NOTIFICATION OF ON-THE-JOB INJURY OR ILLNESS.

14. PURPOSE AND FUNCTION OF THE AF FORM 1118, NOTICE OF HAZARD.

15. INDIVIDUAL RESPONSIBILITIES FOR ENSURING OWN SAFETY.

16. REQUIRED USE OF SAFETY BELTS

17 PERSONNEL RIGHTS (AFI 91-301)

18. AIR FORCE HAZARD COMMUNICATION PROGRAM REQUIREMENTS

19. CONFINED SPACE REQUIREMENTS, IF REQUIRED. {AFOSH STANDARD 91-25)

20. MANUAL LIFTING GUIDANCE (AFOSH STANDARD 81-46)

21. JEWELRY SAFETY (AFOSH STANDARD 91.66)

22. POTENTIAL HAZARDS ASSOCIATED WITH THE SURROUNDING LOCAL AREA [if bperational activities require travel off instaliation]

23. OTHER (List in remarks or on continuation sheet, if necessary)

il PERSONAL PROTECTION ISSUED 11l PERSONAL PROTECTION PROVIDED IN WORK AREA
1 FOOT PROTECTION 1 FOOT PROTECTION
2 ARM/HAND PROTECTION ' 2 ARMJHAND PROTECTION
3 EYE PROTECTION 3 EYE PROTECTION
4 HEARING PROTECTION 4 HEARING PROTECTION
5 RESPIRATORY PROTECTION 5 RESPIRATORY PROTECTION
6 HEAD PROTECTION 6 HEAD PROTECTION
7 OTHER (List) 7 OTHER (List)

AF FORM 55, NOV 96 (EF-V1) {PerFORM PRO) PREVICUS EDITION MAY BE USED PAGE 1 OF 2 PAGES





                                                                                                                                    Attachment 3
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IV. RECORD OF SAFETY, FIRE PREVENTION, AND HEALTH BRIEFING AND JOB SAFETY TRAINING

NAME/SIGNATURE OF
TYPE TRAINING INITIAL RECURRING DATE : SIGNATURE OF
SUPERVISORITRAINER EMPLOYEE
V. REMARKS
FOR OFFICIAL USE ONLY
AUTHORITY: : 10 U.5.C., Chapter 40; 37 U.S.C., Chapter 9, EO 8397, November 1943,
PRINCIPAL PURPOSES: For d ion of occupational safety, fire protection, and health training.
ROUTINE USES: Use to create a record of training and to retrieve record of safety, fire protection, and health training.
DISCLOSURE: Disclosure of SSN is voluntary.
AF FORM 55, NOV 96 (EF-V1) {PerFORM PRO) PREVIOUS EDITION MAY BE USED PAGE 2 OF 2 PAGES





 Attachment 4

Instructions for AF Form 55 Program   (Automation)

IAW AFI 91-301,   AFRC Supplement,  automation is the preferred method of documentation for job safety training.  Below are instructions for automating the Employee Safety and Health program.

INSTRUCTIONS FOR COMPLETING MASTER AF FORM 55

EMPLOYEE SAFETY AND HEALTH RECORD FOR USE WITH AUTOMATION

Item 1.  See Unit Manning Document or equivalent

Item 2.  For Arts check military

Item 3.  Unit and OSC.

Item 4.  List AFSC

Item 5.  Employee's duty title as established by job description.

Item 6.  Briefly describe hazards the employee will encounter on the job, such as chemicals used and electrical hazards. 

Item 7.  Indicate if duties require occupational health medical examination and frequency.  

Section I.  Mandatory items.  Each new employee is briefed by his or her supervisor on the items identified in the job safety training outline and any other particular items of concern.  (Supervisor should list mandatory items only in Section I and use Section VI or a continuation sheet if additional space is needed.)  Items 18-24 must be added to AF Form 55, dated Feb 88.

Section II.  Personnel Protection Issued.  Indicate any items issued to personnel for their sole use by make and type.  When any item is issued, a briefing is prepared on the reasons or tasks requiring the item. It shall be made known to the employee that the use of protective clothing or equipment, when required, is a condition of employment and not an option.  See supervisor lesson plan, Section I, Item 4.

Section III.  Personal Protection Provided in Work Area.  Indicate the items provided in the work area for general use by task, such as face shields or goggles for grinding.  As these items are checked off, indicate the type and reason for use.  It must be made known to the employee that the use of these items, when required is not an option but is a condition of employment.  See supervisor lesson plan Section I, Item 4.

Section IV.  Date specialized OSH Training was provided.  Indicate specific training provided, as required.  Use course codes for respirator if required fire extinguisher and SST in the other block.  (SST Date: may be obtained from the Safety Office.)

Section V.  Columns A and B.  Record employee Safety, Fire Prevention and Protection, and Occupational  Health On-The-Job Training.  Record both generalized and specific hazard communication training required by AFOSH Standard 161-21 (until replaced by 48-21).  Enter course code in block C.

*Section VI.  List additional work center specific special training requirements, by title and course code.
                                                                                                                       Attachment 5

DEPARTMENT OF THE AIR FORCE

AIR FORCE RESERVE

MEMORANDUM FOR ALL GROUPS/SQUADRONS

FROM:   Wing or Unit Commander

SUBJECT:  AF Form 55 Automation Policy

1. The following policy will be in effect for all units to automate all AF Form 55's into any of the following:

· Co-automated maintenance system (CAMS) GO-54 or GO-81

· AFRC Deployable Operations Training System (ADOTS)

· Air Force Operations Resource Management System (AFORMS)

· Reserves Aerial Port Data System (RAPDS)

· Any other password controlled system

2. You must have a current copy of the supervisor AFOSH Guide to Safety, Fire Protection, and Health on-the-job training (SFHOJT) Lesson Plan.  

3. All training that was formally annotated on the Air Force Form 55 will now be loaded against a Course Code.  The following items will be maintained in the file where you currently keep your AF Form 55's:

a. A master copy of an Air Force Form 55 for your work center(s).  (The master AF Form 55 will be your guide as to which Course Code your work center specialized job safety training is associated with.

b. A copy of the Air Force Form 55, HQ AFRC/SE policy letter (Authorization).

c. A copy of the wing AF Form 55 Policy Letter.

d. A database printout of each course code that is listed on your master AF Form 55.  (This printout will enable you to track your work center specialized Job Safety Training).  Course code printouts should be updated.

4. Section V on the reverse of the AF Form 55 will have Hazard Communications Training;  Initial.  It will also have SFHOJT Training listed as an annual requirement (based on local requirements).  The supervisors lesson plan encompasses fire, general safety, health and hazardous communication specifically for your work center.

5. Section VI on the reverse of the Master Form 55 will have the following statement:  AF Form's 55 have been annotated IAW AF Form 55 Policy Letter.  Once the job safety and health training has been transferred to an automated system, maintain and dispose of the old form according to AFMAN 37-139, records Disposition Schedule.

6. The following action will be accomplished by each supervisor maintaining AF Form 

55's.  Annotate self-inspection binder: I am in the process of automating my AF Form 55 program IAW the latest guidance from HQ AFRC/SE.  ECD:                  Open/Close.

Commander's Signature Block 

                                                               Attachment 6
AF Form 55 Review 

Checklist

 Work Section:___________________________

The following items will be reviewed for compliance and accuracy.  If there are any areas that need to be addressed during this review, document them in your self-inspection binder. 

                     Review Item                                                                                                      Yes/No/NA
1)        Is there a current copy of the
__________



supervisor’s AFOSH Guide to Safety 



lesson plan on hand?

2)       On the bottom right hand corner of the lesson plan

__________

is there printed your organization/office symbol

and the AFSC(s) that the lesson plan covers?

3)       Is all training formally annotated on the AF Form 55
                                   __________

loaded against a course code?

4)       Is a master AF Form 55 for your work center being

__________



maintained? Is it properly annotated?  (See attached



instructions for completing Master AF Form 55)

5)        Is a copy of the HQ AFRC/SE policy letter dated 9 Jan 98
                                 __________

being kept with your AF Form 55 file records?

6)       Do you have a current/updated data base  

__________



printout of each course code that is listed on you master



AF Form 55?

7)       On the reverse side of the AF Form 55, section V, is
                                 __________



Hazard Communications Training initial requirement annotated?

8)       Is SFHOJT Training listed as required training(on certain items) 
__________

in section V on the master 55?

9)       Has the master AF Form 55, section VI,  been annotated
__________

 
on the reverse side with the statement AF Form 55s have


been automated IAW AF Form 55 Policy letter.

Note:  The old AF Form 55 will be maintained on file until the 

AF provides disposition instructions.    

10)     Has the following been annotated on the self-inspection binder
__________


by each supervisor who maintains AF Form 55s? 


I am in the process of automating my AF Form 55 program IAW


the latest guidance from HQ AFRC/SE date 5 May 97.


Open/Close

11)  
Is a Base Line survey available for review?
__________

Reviewing Official:    

           

Attachment 7

	[image: image8.wmf]
	DEPARTMENT OF THE AIR FORCE

AIR FORCE RESERVE COMMAND




12 Jan 99

MEMORANDUM FOR ALL STAFF AGENCIES/GROUPS/SQUADRONS/FLIGHTS

FROM:  

SUBJECT:  Transportation of Occupants in Pick-Up Trucks

1.  In accordance with AFI 91-207, The US Air Force Traffic Safety Program, paragraph 7, states, "As a general rule, restrict the number of people in Air Force passenger-carrying vehicles to the designed seating capacity.  This includes not only sedans, station wagons, or buses, but also trucks and cargo vans with passenger seats.  When exigent circumstances or contingency requirements exceed availability of such vehicles, commanders through the risk management process, will determine the appropriate mode of transportation or operating procedures for such existing vehicles."

2.  When available buses, vans, metro trucks or sedans should be the first choice for use when transporting personnel.  However, should these types of vehicles not be available, the following rules are in effect when personnel are transported in the bed of pick-up trucks:  


a.  Personnel will only be allowed to ride in the bed of pick-up trucks while on government property.  At no time, will personnel be transported in the bed of a pick-up truck while on the public roadway.   


b.  Personnel riding in the bed of a pick-up truck must sit on the bed floor.  At no time will personnel be allowed to sit on the side rails or wheel wells of the truck.  Personnel are also required to keep all appendages (arms and legs) inside the bed of the pick-up while the vehicle is in motion. 


c.  The tailgate will remain closed during personnel transport.  Personnel will not be seated against the tailgate.  


d.  Unit commanders will brief these requirements at commander's calls and unit safety briefings.  Additionally, these requirements should become part of the workcenter's job safety training.  


e.  The above guidelines apply to privately owned vehicles as well, with the exception of item d.  

      f.  Upon acceptance of the risk by the commander, a copy of the risk assessment and commander's authorization will be forwarded to the wing safety office and will be maintained in the unit's folder. 

3.  Address any questions you may have to                 in the wing safety office, extension.

4.  This letter supersedes my previous policy letter dated 7 Dec 98.


                                 Col, USAFR


                                       Commander

Attachment 8                       
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