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Encl: (1) Occupational Safety and Health Program Procedural
Guidance
(2) Reports Required

1. Situation . Conservation of resources through m ishap reduction is a

crucial component to establish a positive and effective safety culture.

Damaged equipment, loss of mat er i g lseegge injuries thatlead to | ost
work time, lost work days and restricted or limited duty days greatly
diminishes our competency to provide full time support to the

operational forces , tenant commands and other activities aboard the

installation. Combatting the highcost s associated with mishaps such
equipment replacement or repair, reimbursing employees through workers

compensation claims and medical expenses/claims can directly degrade our
capacity to provide core services . Engaged leadership at every level i S
vital to mission accomplishment. This Order assigns responsibility and

establishes instructions for the Marine Corps Base, Camp Lejeune ( MCB
CAMLEJ) Occupational Safety and Health (OSH) program

2. Cancellation . BO 5100.20A and BO 6260.5B.

3. Mission . MCIEAST MCB CAMLEJ Commandsand Department Heads aboard
MCB CAMLEJwill  ensure their  Marines, Sailors, and civilian personnel

are educated in risk management and mishap reduction in effort to
maintain a healthy living, working, training, and recr eation al
environment  thus leading to mission  readiness. Federally mandated laws

and regulations shall be incorporated.
4. Execution

a. Commander 6s ahdrConeeptiof Operations

(1) Commander 6s | ntent

(@) This Order shall be implemented including the
requirements of references (a) through (a g) as applicable.

(b) To provide policy and procedural guidance for the MCB
CAMLEJ OSH program . The intent is to eliminate or minimize the
probability of mishaps occurring in training, general and construction
industr y work processes , U.S. Government and tactical vehicle
operation s, recreational, and off - duty environments.

(2) Concept of Operations

(a) Safety training, stand ing operating procedures (SOPs),
mishap reporting, and investigation requirements for all mishaps shall
be completed in accordance with references (a) and (e).

(b) Inspect and evaluate all operational, non - operational,
training facilities and wor k centers to provide the greatest degree of
inherent safety to identify hazards and ensure the lowest degree of risk
during operations.
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(c) Assess the hazards and risks present, determine
corrective action, and implement control measures.

(d) Ensure safety requirements are embedded in the SOPs and
training includes the controls used to minimize risks, reduce the
possibility of mishaps, or halt the activity or operation when unsafe
conditions exist.

('e) Provide training to personnel that meets approved
curricula. Include basic safety training for the activity or evolution
and specific safety training for high - risk processes or operations.

(f) All Marines and Sailors assigned to MCB CAMLEJ shall use
operatio nal risk management (ORM) for operational training,
recreational, and on and off - duty activities as a vital elementto a
comprehensive and proactive command safety program.

(9g) All appropriated fund (APF) and non- appropriated fund
(NAB personnel to include service contractors will complete a job
hazard analysis (JHA) as part of the MCB CAMLEJ mishap reduction
initiative. The JHA process targets high risk processes and high
incident areas with the sole purpose of eliminating injuries to
personnel or damage to equipment. All JHAs will be reviewed annually to
ensure compliance. More frequent reviews of JHAs will be conducted if
there are changes in processes or turn - over in personnel.

b. Tasks . Refer to enclosure (1).

5. Adminis tration and Logistics

a. BattalionC ommanders, and Department Heads shall ensure adequate
staffing and budget ing are provided to implement a comprehensive OSH
Program that meets the requirement of this Order and reference (a).

b. Records Disposition

(1) The Department of Labor, Occupational Safety and Health
Administration (OSHA) requires all notices of unsafe or unhealthy
working conditions to include action taken to be retained by the owning
agency/business.

(2) Docum ents shall be stored from the end of the calendar year
up to a minimum of five years and be disposed of per reference (c).

c. Reports required for this Order a re listed in enclosure (2).

d. This Order contains  significant changes and should be reviewed
in its entirety.
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Location:

(Indicate the location(s) of copy(ies) of this Order.)
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Chapter 1

Administration

1. Policy . MCIEAST MCB CAMLEJpersonnel aboard MCB CAMLEJ are
committed to a policy of safeguarding manpower and material by the

application of a comprehensive OSH program. Commanders, department

heads, supervisors, officers - in - charge (OIC), and leaders at all

levels aboard MCB CAMLEJ are expected to develop a proficient and
effective workforce by using sound training practices and work site

evaluations. The goal is to prevent mishaps by the continuous

application of sound practices. Safety and health programs, practices

and initiatives are paramount at each w orkforce level. Each person
has an inherent responsibility for their own personal safety and that

of their co - workers. Supervisors shall ensure their personnel are

instructed in and carry out the applicable safety and health

precautions for their work en vironments.

2. Scope
a. This program implements OSH program management, safety

consultation services and programs, OSH inspections, JHA,
identification of unsafe/unhealthy work conditions, trend analysis and

reporting, hazard abatement, safety ed ucation and tr aining, RM, and
the prevention, reporting, and investigation of motor vehicle mishaps.
This program applies to mishaps caused by equipment owned by MCIEAST

MCB CAMLEJ or by MCIEAST MCB CAMLEJ personnel , OR tenant commands
aboard MCB CAMLEJ r esulting in the following:

(2) Injury or illness to military personnel (including
reservists on active duty) while on or off - duty.

(2) Injury or illness to DoD civilian employees on duty to
include  APF and NAF civilian employees.

(3) Injury or illness to non - Marine Corps personnel and damage
to property under Marine Corps control.

(4) Injury orillness to MCB CAMLEJ personnel employed by
concessionaires.

b. Unless otherwise directed by the Commandant of the Marine
Corps (CMC), this Safety Program and references (a) and (b) apply.

3. Responsibility

a. This program supports the Commanding Gener a
to provide a safe and healthy wor k environment for all MCIEAST MCB
CAMLEJ personnel, service members, family members, and visitors aboard

MCB CAMLEJ It serves as the framework to prevent mishaps in all
operations and activities.

1-1 Enclosure (1)
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b. Per references (a) and (b), each tenant commander is requested
to establish and maintain an OSH program tailored to the needs of the
Command.

c. Deputy Commander (Dep Comdr) or Chief of Staff (COS) MCIEAST-
MCB CAMLEJ Serve as the Chair of the ESC and the safe driving
council. The Chair provides | eadership towards the goal of mishap
prevention and the promotion of effective OSH and Traffic Safety
programs.

d. Assistant Chief of Staff (AC/S), G - 1: Act as the Chair of the
Federal Employees Compensation Act Working Group and provide a
quarterly copy of the Population Report, analysis, and reports on the
charge back year data, and perform a monthly consolidation of mishaps,
Feder al Empl oyeebs Notice of Traumatic I njury and
Continuation of Pay Compensation (CA - 1), and Notice of Occupatio nal
Disease and Claim for Compensation (CA - 2) with the MCIEAST MCB CAMLEJ
Safety Department (SD).

e. AC/S, G - 3/5: Cooperate with the MCIEAST MCIEAST MCB CAMLEJ SD
to provide training venues to facilitate specialized safety training.

f. AC/S, G - 6: Provide support and assistance in developing and
maintaining a comprehensive multimedia website in support of MCB
CAMLE® s safety initiatives.

g. AC/S, G - F and OIC of Construction (OICC)

(1) Ensure all contracts contain language re quiring compliance
with specified OSH matters over which the DoD exercises statutory
authority or where it is in the best interest of the DoD, per
reference (d).

(2) Notify the MCIEAST MCB CAMLEJ SD prior to pre - engineering
and pre - construction me etings, and all review phases of design,
construction, and modification plans for facilities to include
road construction aboard MCB CAMLEJ.

h.  Director of Safety (DOS) . Establish, coordinate, and
administer the overall MCIEAST MCB CAMLEJ Safety  Program, per
references (a) and (b). Specifically shall:

(1) Conduct comprehensive periodic and unscheduled OSH
inspections, surveys, and JHAs.

(2) Conduct mishap investigations that identify causal factors
and offer feedback to prevent similar mishaps. Prepare and submit
required periodic reports to higher headquarters, per reference (e).

(3) Conduct inspections of Child Develop ment Centers (CDC) and
Family Home Child Care facilities, per reference (f).

(4) Administer the PRCSEP per references (a), (g), and chapter
18 of this Order.

1-2 Enclosure (1)
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(5) Administer an off - duty/recreation safety program that
addresses sports, hobbi es, and child safety, per reference (h).

(6) Oversee the Laser Safety, Radio Frequency Radiation,
Radiation Safety Programs, and manage the unwanted Radioactive
Material ( RAM storage site, per references (i) and (j).

(7) Manage a Motor V ehicle Mishap Prevention Program, per
references (h), (k), (I), and chapter 19 of this Order. Coordinate
and consult with the Provost Marshal Office (PMO) as necessary.

(8) Supervise the defensive driving courses, remedial driver
training, and mo torcycle safety courses, per references (k), (I), and
chapter 19 of this Order.

(9) Coordinate with Naval Hospital Camp Lejeune (NHCL) staff
to ensure personnel are medically and physically capable of
accomplishing assigned duties.

(10) C onsult with NHCL Industrial Hygiene (IH) personnel on
matters relating to the health and efficiency of personnel exposed to
fumes, gases, dust, lighting, ventilation, temperature extremes,
noise, and sanitation.

(11) Oversee explosives and range s afety programs. Through
the Explosives Safety Officer (ESO), coordinate with Range and
Ordnance Officers to ensure appropriate safety standards, rules, and
regulations are included in range ordnance operations.

(12) Supervise the development and maintenance of all
specialized OSH programs. Coordinate with the AC/S, G -3/5t0
facilitate training for these programs.

(13) Supervise the RPP, per reference (a) and chapter 17 of
this Order.

(14) Maintain cognizance over all asbestos - re lated activities.
Oversee and provide advice to the Asbestos Program Manager, per
references (a) and (g).

(15) Supervise the lead safety program, per references (a) and

(m).

(16) Coordinate training for the bloodborne  pathogens (BBP)
program, per references (a), (g), and (h).

(17) Oversee safety aspects of the ergonomics effort. Serve
on and provide training for the ergonomics team.

(18) Maintain a video safety reference library. Distribute
items such as posters, booklets, handouts, and news releases. Market
safety messages through the use of marquees, signs, command
television, and other electronic means.
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(19) Provi  de safety consultation for the design, construction,
and modification plans for facilities aboard MCB CAMLEJ at all design
phases.

(20) Serve as Special Staff Officer to the CG.

(21) Maintain close liaison with staff officers regarding al I
safety - related matters. Ensure mishap investigations are conducted in
a thorough and efficient manner.

(22) Cooperate with all commands, organizations, and personnel
aboard MCB CAMLEJ in establishing and managing a comprehensive OSH
program. A ssistance includes conducting safety inspections, technical
surveys, studies, and mishap investigations.

(23) Serve as a member of the ESC. Schedule meetings and
record and maintain minutes.

(24) Provide technical assistance to commands, departments,
and section/shops safety committees.

(25) Gather and analyze safety and mishap data through an
effective safety management system, i.e. ESAMS. Maintain and report
trends on a periodic basis using ESAMS and other technological aids.

(26) Inform the CG of any concerns discovered while conducting
safety and mishap prevention programs. Submit for review the Warrior
Preservation Status Report on a quarterly basis.

(27) Ensure program managers are trained and qualified t 0
manage OSH program elements.

i. MCIEAST MCB CAMLEJ Commanders, Department Heads , and
Supervisors aboard MCB CAMLEJ .  Responsible for maintaining safe and
healthy work practices and preventing mishaps in their respective
areas. Specifically they shall:

(1) Establish an effective safety program with the assistance
of SD.

(2) Develop and publish a safety SOP and a safety policy.

(3) Ensure the Commanders of Headquarters and Support
Battalion (H&S Bn) and Weapons Training B attalion (WTBn) appoint a
UnitS afety Officer (USO) to manage their battalionds
Department heads shall appoint a Department Safety Representative

OSH

(DSR) to manage their departmentés OSH progr am.

responsibilities, ensure USO /DSRs are oriented regarding safety
duties, current policies, regulations, and mishap reporting

procedures. USO/DSRs shall attend the Ground Safety for Marines
(GSM), per chapter 9 of this Order.
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(4) Ensure all personnel understand and comply with published
safety and health instructions, and the use of PPE. Ensure monthly
inspections are conducted at the section/shop level and coordinate
annual inspections by the MCIEAST MCB CAMLEJ SD

(5) Ensure workplace safety is included as a critical element
in the performance appraisal system for all DoD civilian personnel.

(6) Ensure the USO/DSR conducts a quarterly OSH inspection of
the unit/department.

(7) Establish the ANYMOUSE Program in accordance with chapter
5 of this Order.

(8) Stress prompt reporting of injuries and mishaps. See
chapter 10 of this Order for amplifying guidance.

(9) Serve as a member of the ESC.

j- Unit Safety Officer or Department Safety Representative . A
minimum of one USO/DSR shall be appointed for each MCB CAMLEJ
command/department to include tenant commands, School of Infantry -
East, Marine Corps Combat Service Support Schools, Marine Corps
Engineer School, Field Medica | Training Battalion - East, and other
organizations as deemed necessary. Specifically, USO/DSRs wi ll:

(1) Be responsible to the Commander or Department  Head for the
safety program within the command/department and for the promotion and
supervision of the command/ departmentés safety program

(2) Prepare and maintain current local safety regulations and
a safety SOP in a safety turnover file.

(3) Investigate all mishaps involving unit personnel,
equipment, or activities. Prepare an d maintain complete reports as
required by higher authority. Recommend corrective measures to reduce
or eliminate future incidents.

(4) Serve as chair of the USSC Schedule meetings and
maintain minutes of the topics discussed. The USO/DSR shall solicit
any worthy safety issues and or topics for review from all Shop Safety
Committees and shall elevate any appropriate safety issues to the ESC
for further review.

(5) Coordinate with:
(a) Medical personnel for placement of employees in the
sight conservation, respiratory protection, and the hearing conservation

programs (HCP).

(b) MCIEAST MCB CAMLEJ SD (Traffic Safety Manager) and PMO
on traffic management concerns.
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(c) Appropriate supply agencies for the purchase of PPE
and to ensure HM is properly maintained per reference (I).
(d) Facility maintenance personnel on matters pertaining
to safety plans for new construction and OSH deficiencies i n existing
structures.
(e) The unit training officer to ensure safety standards,
rules, and regulations are included in training programs, and properly
documented in personnel training records.
(f) The NHCL IH to survey and evalua te possible hazardous

conditions that may affect the health of personnel.

(9) The radiation safety officer or laser system safety
officer to evaluate harmful radiation and ensure exposed personnel are
protected.

(h) The MCCS Safet  y Officer to ensure safety standards are
included in MCCS activities.

(i) The fiscal manager for funds regarding correction of
safety and health deficiencies. All deficiencies must be documented
and an audit trail established.

(6) Su pport the MCIEAST MCB CAMLEJ safety councils addressed
in chapter 2 of this Order through participation in unit/department
safety programs.

(7) Review suggestions pertaining to safety devices and
practices. Submit recommendations to the awards pr ocess as
appropriate.

(8) Conduct periodic JHA, figure 1 - 1, with supervisors for
process improvements and update safety measures for mechanical
processes, shop and field operations, and physical conditions.
Provide safety recommendations on equip ment designs, processes, and
safeguards. Review operating and training instructions and recommend
corrective actions to eliminate or control risk factors. Provide
copies of all JHAs conducted to the SD.

(9) Implement and supervise a motor vehicl e safety program for
both government and private vehicle operation. Ensure technical
guidance is provided when operators are trained, to include mishap
prevention for the unit/department.

(10) Support explosives and range safety programs. Throug h
the ESO, ensure appropriate safety standards, rules, and regulations
are included in range and ordnance operations.

(11) Coordinate unit/department safety education to
unit/shop/section safety representatives.
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(12) Keep the Commander an d Department Heads informed of
problems encountered while conducting safety and mishap prevention
programs. Submit a quarterly report of safety conditions, problems,
recommended corrective action, and the minutes of the USSC meetings.

(13) Compil e trend analyses from quarterly inspections, near
miss reports, unsafe/unhealthy conditions, and mishap investigations.
These trend analyses shall include documentation of unit/department
training activities; hazards identified and abated, number of misha ps,
and unit/department impact.

(14) Conduct a quarterly OSH inspection to identify training
needs, new hazards, and unsafe work practices.

(15) Check ANYMOUSE receptacles weekly, and supervise the
program per chapter 5 of this Order. Forward unsafe or unhealthy
working condition reports to the MCIEAST MCB CAMLEJ SD for evaluation.

(16) Establish and maintain a hazard abateme nt log, per the
requirements of reference (a).

(127) Ensure and facilitate supervisorso safet
outlined in chapter 9 of this Order.

k.  Supervisors . Supervisors are paramount to the success of any
OSH program. They (particularly first - line supervisors) have daily
direct contact with the workforce and operations under their authority
and are in the best position to influence safe work practices and
behavior. To ensure a proactive approach to OSH, supervisors shall:

(1) A ssume responsibility for safety and health in the work
area. Do not deviate from the safety and health instructions of MCB
CAMLEJ When safety and health conditions cannot be maintained,
immediately cease hazardous work operations and notify the chain of
command.

(2) Ensure personnel fully understand their individual
responsibilities to the OSH program.

(3) Instruct new, transferred, or temporary personnel in the
safety and health aspects of their duties. Do not assume personnel
are fam iliar with the hazards of the jobs to which they are assigned.
Frequently inspect work and behaviors to ensure the mission is
accomplished in a safe and healthy manner.

(4) Incorporate safety and health measures in job planning.
Prior to issuing work tickets, conduct a JHA, and reduce or eliminate
hazards that may arise during a specific job. Consider proper work
environments, PPE, and proper machine guards.

(5) Use sound safety and health practices. Correct any
personnel engaged in an unsafe or unhealthy work practices.
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(6) Coordinate safety training and enforce the correct use of
appropriate PPE.

(7) Supervisors of five or more personnel shall appoint in
writing a Workplace Safety Representative (WSR) to conduct mo nthly OSH
Workplace Inspections.

(8) Report mishaps immediately, per chapter 5 of this Order,
tothe  MCIEAST MCB CAMLEJ SD Conduct a prompt and thorough
evaluation of all mishap and injury causal factors. Submit reports of

all mishap investigat ions via the chain of command to the MCIEAST MCB
CAMLEJ SD If an employee is suspected of being injured off - duty,
supervisors shall have the employee report to the NHCL Occupational
Health Clinic for a fit - for - duty evaluation.

(9) Encourage pers onnel to report unsafe/unhealthy working

conditions and provide suggestions for improvement via the ANYMOUSE
Program, NAVMC 11401 forms, or ESAMS.

(10) Conduct a daily visual safety inspection of the workplace
prior to commencing work.

(11) Promptly correct and document unsafe or unhealthy
conditions or equipment deficiencies reported by personnel. Seek

assistance from the USO/DSR or the MCIEAST MCB CAMLEJ SD Incorporate
the findings and actions from any unsafe/unhealthy working condi tion
to the quarterly and biannual reports to MCIEAST MCB CAMLEJ SD

(12) Ensure placement of proper signage and/or barriers at
hazardous work sites.

(13) Initiate and carry out cleaning procedures to ensure good
housekeeping is maintaine d.

(14) Ensure personnel awareness and task - specific training is
scheduled, conducted, and documented.

(15) Establish a shop safety committee for any department,
section, shop, crew, office, or similar team that is comprised of five
or mo re personnel. The supervisor shall ensure safety committee
meetings are conducted in accordance with reference (a) and as
required by this Order. The shop safety committee shall elevate
safety issues or concerns to the USSC for further review.

(16) Serve as a member of the USSC. Brief the USO/DSR of
deficiencies and corrective actions.

(17) Conduct and document at least one five - minute stand - up
safety meeting each week. Brief deficiencies identified during formal
or informal safety ins pections to the workplace personnel.
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Wirk Safety Representative

(1) Ensure monthly workplace inspections are conducted and
documented.

(2) Identify any suspected deficiencies to the supervisor.

(3) Serve as a member of the shop safety committee. Brief the
committee on deficiencies and suggestions to corrective actions from
inspections and workplace personnel. The suggestions shall be derived
from inspection results and workplace personn el.

(4) Document routine workplace safety inspections and furnish
a copy to the supervisor.

(5) Assist the supervisor to develop a written checklist of
processes performed in the workplace for ease of workplace safety
review.

m. Non- Supervisory Personnel . Each person, military or civilian,
is responsible for accomplishing their work in a safe manner.
Specifically, all non - supervisory personnel shall:

(1) Observe all safety and health precautions applicable to
duties. U  se reasonable caution, common sense, and foresight when
performing work.

(2) Follow this Order, SOPs, and the references.

(3) Report all unsafe or unhealthy working conditions or
equipment per chapter 5 of this Order.

(4) Correct ly use required PPE.
(5) Immediately report to the supervisor all injuries and/or

illnesses, and property damage occurring in the course of work or
duty.
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Job Hazard Analysis Worksheet

Report Control Symbol: MC-5100-05

JOB HAZARD ANALYSIS WORKSHEET
Organization Division: Section/Shop:
Task
Conducted By Reviewed By: Approved By:
Date: Date: Date:
Sequence of Steps Potential Accidents or Hazards Preventative Measures
Engineenng Controls:
Administrative Controls:
Required PPE:
Copy to: Work Center, USO/DSR, and BSD

MCIEAST-MCB CAMLEJ/SAFETY/5100.8/27  (9/13) PREVIOUS EDITIONS ARE OBSOLETE ADOBE 9.0

Figure 1 - 1-- Job Hazard Analysis Worksheet
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Chapter 2

Safety Council and Committees

1. Purpose . To establish MCIEAST MCB CAMLEJ safety councils and
committees to identify OSH issues and recommend corrective measures.

These forums provide an opportunity for multiple viewpoints and

interests to be expressed. New or revised policies and procedures may

be developed to improve the ov erall safety culture and effectiveness

of the program.

2. ESC
a. Purpose

(1) Consider new standards, policies, procedures, and
recommendations involving safety and health.

(2) Periodically review the mishap experiences, trends, an d
analyses of the command.

(3) Recommend changes in policies or procedures to minimize
unsafe acts and strengthen command safety programs.

(4) Develop recommendations on physical or structural
alterations to eliminate or control hazards.

(5) Develop educational and promotional activities that create
and maintain an interest in safety and place emphasis on mishap
prevention.

b. Membership . The MCIEAST MCB CAMLEJDep Comdr or COS chairs
the ESC. Minim um membership shall include MCB CAMLEJ Commanders,
department heads; Commanding Officer (CO), H&S Bn; CO, WTBn; DOS;

Staff Judge Advocate; Regional Contracting Officer; Chaplain; Command
Inspector General; Chair Voluntary Protection Programs; Director,
Occupational Health; Injury Compensation Program Administrator; and
President American Federation of Government Employees Local 2065.
Members shall be appointed in writing. Tenant commands are highly
encouraged to attend.

c. Meetings . The ESC meets guarterly or more frequently as
directed by the Chair. An annual message shall be released announcing
the scheduled dates and location of the meetings for the entire year
to assist in planning purposes.

d. Minutes . The DOS shall ensure the preparat ion, distribution,

and maintenance of the minutes of all ESC meetings. The records of
ESC meetings shall be maintained for three years.
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3.  Cccupational Safety and Health Committee (OSHC)
a. Purpose . The OSHC was established to review and dis cuss the
current status of the MCIEAST MCB CAMLEJ safety programs. The
commi tteebs goal is to provide a forum for safety
discuss the following:
(1) Review local standards, policies, procedures, and
recommendations involving safet y and health.
(2) Review the mishap experiences, trends, and analyses of MCB
CAMLEJ.
(3) Review inspection deficiency trends and discuss corrective
actions.
(4) Discuss new safety related programs, equipment, and
procedures.
(5) Review topics to be addressed at the ESC.
b. Membership . The Deputy DOS shall chair the OSHC. Minimum
membership shall include MCIEAST MCB CAMLEJ SD Safety Specialists and
all  MCIEAST MCB CAMLEJ USOs/DSRs aboard MCB CAMLEJ appointed in
writing by their organizations. Tenant command USOs/DSRs aboard MCB
CAMLEJ are invited and encouraged to attend.
c. Meetings . The committee shall meet on a quarterly basis prior
to the ESC.
d. Minutes . The committee chairperson shall prepare, distribute,
and maintain a file of the OSHC meeting minutes. A copy of the
minutes shall be retained for three years.
4. Unit Shop Safety Committee (USSC)
a. Purpose . The purpose of the USSC is to en sure the following:

(1) Consider new standards, policies, procedures,
recommendations, SOPs, etc., involving safety and health within the
command/department.

(2) Periodically review mishap experiences, lessons learned,
and analysis within the command/department.

(3) Recommend changes in policies or procedures to minimize
unsafe acts and strengthen the command/department safety program.

(4) Develop recommendations on physical or structural
alterations designed to eliminate or control hazards.
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(5) Develop educational and promotional activities that create
and maintain an interest in safety and increase emphasis on mishap
prevention.
b. Membership . The USO/DSR shall chair the USSC. Minimum
membership shall con sist of the chairperson or a supervisor from each
di visionbés shop safety committee. Member shi p sha

civilian employee representative when the USSC represents civilian
employees. A MCIEAST MCB CAMLEJ SD representative shall be assigned
to pr ovide technical assistance and guidance.

c. Meetings . The committee shall meet quarterly, or more
frequently as directed by the Chair.

d. Minutes . The recorder shall be elected from among the
members. Meeting minutes shall be forwarded to OS HC and ESC for
review and appropriate action. The USO/DSR shall ensure copies are
maintained for a minimum of three years.

5.  Shop Safety Committee

a. Purpose

(1) To increase safety awareness at the worker level and
decrease the potential for mishaps.

(2) Review the mishap experiences and lessons learned within
the shop.

(3) Recommend changes in policies or procedures to minimize
unsafe acts and strengthen the overall safety program.

b. Membership . The supervisor shall chair the shop safety
committee. Members are all personnel within a shop, office,
department, crew, or similar group that makes up a work center
consisting of five or more workers.

c. Meetings . One or more committee meetings shall be held
morthly at times and locations scheduled by the supervisor. Meetings
shall be short and have minimal effect on work schedules.

d. Minutes . Formal minutes are not required. A roster of

attendees and topics discussed shall be generated and maintained i n
department records.
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Chapter 3

Safety Procedures and Programs

1. Policy . Safety and RM shall be incorporated in all planning and

operating procedures to ensure maximum protection for personnel and

prevent unnecessary exposure to hazards. Accordingly, it is the

responsibility of all concerned to comply with established safety

practices, rules, and regulations. Coverage of items in this chapt er
is limited to basic guidance in some of the essential areas of OSH

that are applicable to a variety of operations on MCB CAMLEJ. These

items are the basis of sound safety and health management system and

do not represent a comprehensive safety program for each operation or
department.

2. Compliance with Safety Regulations

a. All personnel shall observe all safety and health rules and
regulations.

b. All personnel shall warn others upon recognition of danger or
a violation of safety and hea Ith precautions.

c. All personnel shall not disregard safety or health regulations
because of the urgency of a particular job. Personnel shall take
necessary precautions for adequate safety planning.

3. Safety Training

a. New and reassigned personnel shall be instructed by their
immediate supervisors on the safe methods of performing particular
operations and HM they may encounter. This must be accomplished prior
to starting and during the early stages of each new job. Emphasis
must be given to the hazards particular to each job. Supervisors
shall maintain documentation of all employee safety training and
orientation.

b. USO/DSRs shall attend the GSM Course as described in chapter 9
within 90 days of being a ssigned, and shall receive no less than eight
hours refresher training annually thereafter.

c. Supervisors shall receive training as described in chapter 9.

d. The MCIEAST MCB CAMLEJ SD Training Coordinator is responsible
for registering and coordinating Naval Occupational Safety and Health
(NAVGOSH) and other safety seminars aboard MCB CAMLEJ. Commanders and
Department  Heads shall designate coordinators for this activity within
theirre  spective units/departments.

4. I ndividual 6s Physi c.aPerre@emd(n)ipersonnel
shall only be assigned to jobs they are physically qualified to

perform, and they shall be permitted to work only when they are

physically fit. Personnel havin g physical conditions that impair

3-1 Enclosure (1)



MCIEAST MCB CAMLEJO 5100.8
09 NOV 2015

their working ability shall be referred to the NHCL Occupational
Health Clinic, Building 65, for evaluation and further disposition.

5. Fire Protection

a. Fire protection regulations are contained in references (g ),
(p), and (q).

b. All fires, no matter how small, and even if they are
extinguished, shall be reported to the MCB CAMLEJ Fire and Emergency
Services Division (FESD) by dialing 9 -1-1.

c. Fire extinguishers shall be inspected monthly and resu Its
documented, per reference (p), for proper charge, serviceability,
mounting/service location, and the presence of a pin with retainer.
Unserviceable fire extinguishers that have leaked down or have been
expended need to be turned into building 1400 on Fridays from 0800
until 1200.

d. Unserviceable or exhausted fire extinguishers shall be stored
separately and out of sight from serviceable fire extinguishers to
prevent confusion during an emergency.

e. Exit and emergency lighting shall be tes ted monthly for proper
operation and illumination.

6. Electrical Work . Electrical work and wiring to be completed in

all construction, self - help, and renovation projects aboard MCB CAMLEJ

shall comply with the standards set forth in the current edition of
the National Electrical Code and in accordance with reference (p).

All electrical work shall be performed by a qualified and authorized

person that possesses the required skills and knowledge of electrical

maintenance and who has received safety traini ng on the hazards

involved.

7. Respiratory Protection Program (RPP) . Developed to protect
personnel where engineering controls are not technically or

economically feasible. Provisions for this program are provided in

chapter 17 of this Order.

8. Laser Hazards Control Program . Program e stablished to ensure the
protection, training, and education of personnel who are exposed to

laser systems. The provisions for this program are detailed in

reference (j).

9. Radio Frequency Electromagnetic Field Personnel Protection
Program .  Program e stablished to ensure the protection, training, and
education of personnel exposed to radio frequency electromagnetic

hazards.

10. Radiation Safety Program . Program e stablished to ensure the
protection, training, and education of personnel who are exposed to
RAM. Disposal of low - level radioactive waste shall be coordinated
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with the Installation Radiation Safety Officer or the Assistant
Installation Radiation Safety Officer. Provisions for this program
are outlin ed in reference (i).

11. Permit Required Confined Space Entry Program (PRCSEP) . The
PRCSEP is designed to protect workers from the hazards associated with

confined spaces entry and also to prevent unauthorized entry into

confined spaces. Within the PRCSEP is the Gas Free Engineering
Program. Chapter 18 addresses both program requirements.

12.  Acceptable Work Clothing

a. Jewelry, wrist watches, neckties, and other loose items shall
not be worn on any job involving moving machinery, exposed el ectric
current, or manual materials handling operations (i.e.,
loading/unloading pallets, industrial hand trucks, carts, etc.).
Close - fitting clothing shall be worn around moving machinery.

b. Personnel working in operations involving brush cutting,
welding, burning, or exposure to ultraviolet/infrared rays shall wear
long - sleeved shirts.

c. Those performing work in all industrial operations shall wear
long - legged trousers, slacks, or coveralls that fully cover the lower
extremities.

d. A Il personnel with long hair (extending past the lower edge of

the collar line) shall secure the hair in such a way that it
completely  encapsulat es the hair when working on or around moving
machinery.

13. Housekeeping

a. High standards of housekeep ing shall be maintained in all
shops, offices, buildings, work areas, and surrounding grounds.

b. Work areas shall be kept free of equipment, materials, and
tools that are not essential to the work being performed.

c. Aisles and passageways sha Il be kept clear at all times.
Materials shall not be permitted to protrude into aisles. Aisles and
safety exits shall be kept unobstructed.

d. Floors shall be kept dry, free from holes and obstructions,
especially where the floors form parts of th e aisles or walking
spaces. lItis essential that floors contain no small objects, such as
scraps of metal, nails, tools, and other working materials.

e. All designated fire exit doors must remain unlocked during
times of building occupation. Occupants must be able to open an exit
route door from the inside at all times without keys, tools, or
special knowledge. A device such as a panic bar that | ocks only from
the outside is permitted on exit discharge doors.
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f. All egress, stairways, and landings shall be kept clear of all
obstructions, materials, and other hazards. This includes leaves,
pine needles, and other natural debris on outdoor sta irways.

g. Oily waste, rags, clothing and materials contaminated with
flammable liquids, oil chemicals, or explosives shall be kept in
approved containers in designated locations. In units where employees
routinely handle hazardous waste (HW) or ot her HM, the command or
department shall make arrangements to have items such as work smocks
and coveralls washed on site or by a contracted cleaning service.
This type of organizational clothing shall not be washed at home.

h. Lunchrooms, restrooms, etc., shall be kept clean and
sanitized.

i. Cleanliness of machines and other equipment is an important
housekeeping requirement from the standpoint of safety and efficiency.
Oil and grease shall not be allowed to accumulate on the floors around
mechinery. A continuous effort shall be made to eliminate slipping
and tripping hazards.

j- Inthe interest of cleanliness and fire prevention, rags,
waste, and debris shall be removed regularly from workstations, under
benches, radiators piping, and other isolated locations. All
flammable and combustible liquids and aerosols shall be secured when
not in use in accordance with reference (p).

k. All workbenches, aisles, and stairways shall be adequately

illuminated to prevent unsafe conditions. Where inadequate lighting
is suspected, contact NHCL IH for a lighting survey to be conducted at
the facility.

I. Loading docks, ramps, dock boards, and other surfaces where
material - handling equipment is used shall be kept clear, in good
repair, fre e of water, ice, and snow, and provided with adequate
traction surfaces. Permanent aisles and passageways in warehousing
facilities shall be appropriately marked to indicate vehicular and
pedestrian traffic.

m. All vending machines having an empty w eight that exceeds 700
pounds and drink vending machines (regardless of weight) shall be
affixed with a safety label and firmly anchored to the floor or wall
with an industry standard stabilizing bracket. The safety label shall
be displayed near the coin slot and warn about the hazards of tipping
or rocking the machine. The type of anchor shall be determined based
on the material and construction of the wall or floor. For vending
machines in your area not properly anchored or labeled, contact the
MCCS SD to submit a request. Report the type of machine, i.e., Coke,
Gatorade, etc. in your request.
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Chapter 4

Safety Inspections
1. Purpose . To eliminate or reduce hazards which contribute to
mishaps through effective safety inspection programs.
2. Background . An effective inspection system is an integral part of
the MCB CAMLEJOSH program. To accomplish this, the identification of
hazardous ¢ onditions and unsafe acts before a mishap occurs is
essential. Safety inspections are the most effective way of
identifying problem areas before they result in mishaps.
3.  Safety Inspection Requirements

a. Inspection Schedule . The MCIEAST MCB CANEJ SD shall publish

an annual safety inspection schedule that shall include MCB CAMLEJ
commands, departments, and those tenant organizations that have

entered into a Memorandum of Agreement, Memorandum of Understanding,
or an Inter - Service Support Agreeme nt with the Installation. This
published annual inspection schedule shall serve as the official

notification of inspections and shall be distributed through formal
correspondence.

b.  Processing Inspections . All units and organizations receiving
saf ety inspections to include program inspections and/or facility
safety inspections shall have at least one representative that has an
active account in Enterprise Safety Applications Management System
(ESAMS). ESAMS shall be used as the official notificati on for
inspection results and program reporting. Units and organizations
shall use this system to communicate the required corrective actions
taken and the status for all deficiencies requiring abatement.

c. Inspections Frequency . Per references (&) and (b),
inspections shall be conducted as follows:

(1) Annual . All work centers, training facilities, and ranges

on MCB CAMLEJ shall be inspected annually by the MCIEAST MCB CAMLEJ
SD. Where a tenant command has a full - time SOH specialist, the SD may
accept the tenantds safety inspections as meeting

under procedures established in an agreement. The annual
comprehensive safety inspection shall also be used by the
department/organization to satisfy requirements set forth by r eference

(@).

(2) Semi- Annually . Work centers where there is increased risk
of accident, injury, or illness due to the nature of the work being

performed shall be inspected by the MCIEAST MCB CAMLEJ SD or tenant
command safety office, as describe d above, at least semi - annually.
These areas are considered high hazard areas and shall be identified

by the SD.
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(3) Quarterly . USO/DSRs shall conduct and document Work
Center Hazard Recognition Safety Assessments of the facility,
equipment, and work processes.

(4) Monthly . WSRs shall conduct and document monthly safety
inspections of the work center and provide the results to the work
center supervisor.

(5) No- notice Inspections . Shall be conducted when the SD
decides a more accurate assessment of operating conditions and
practices is warranted to properly assess the facility, process and/or
program. These are particularly important in evaluating work areas
where employees depend heavily on safe practices or the use of PPE.
No- notice inspections shall be used to evaluate reports of unsafe or
unhealthy conditions.

(6) Spot Inspections and other Special Inspections . Spot
inspections and other special inspections to cover the installation of
new equipment, establishmen t of new procedures, relocation or revision
of operations, and similar modifications may be conducted more or less
frequently as necessary. Special inspections are often necessary
after a mishap to ensure adequacy of corrective action to eliminate
hazards and to determine if new hazards have developed.

d. Inspections shall be conducted in a manner to preclude
unreasonable disruption of operations in the work center and make the
most effective use of safety personnel and time. Specific times shall
be coordinated with the MCIEAST MCB CAMLEJ SD inspector and the
USO/DSR or workplace point - of - contact.

e. The OIC, supervisor, and the civilian employees representative
shall be offered an opportunity to accompany inspectors during
inspections. Safety inspectors may deny the right of accompaniment to
any person whose patrticipation interferes with a fa ir and orderly
inspection.

f. Safety inspectors shall consult with personnel on matters
affecting their safety and health and offer them the opportunity to
identify unsafe or unhealthy working conditions.

g. Upon conclusion of the inspection, t he inspector shall debrief
the USO or unit commander as requested. At a minimum, the work center
supervisor or assigned representative shall be notified of the
identified hazards so corrective actions can be initiated.

h. Imminent danger situations discovered during an inspection
shall be brought to the immediate attention of supervisory personnel
for corrective action.

i. Results of the inspection identifying all discrepancies
observed and recommended corrective actions shall be provided to th e
respective USO, work center supervisor, and designated representatives
via ESAMS within 10 working days.

4-2 Enclosure (1)



MCIEAST MCB CAMLEJO 5100.8
09 NOV 2015

j- Within 30 days following receipt of the safety inspection
report, the unit commander/director or their trusted agent shall
update the status of deficiencies using ESAMS. Deficiencies must be
updated every 30 days thereafter until each deficiency is closed by
the inspector.

k. Deficiencies identified during an inspection shall be assigned
a Risk Assessment Code (RAC), figure 4 - 1 to assist the unit in
prioritizing abatement actions based on the severity of the hazard and
probability of the mishap.

4. Inspection Checklists . Inspections shall be carefully planned to
cover all activities in the department or organization. Checklists

can be used to assist in maintaining an accurate account of safety
programs and aid in facility inspections.

a. Work Center Safety Inspection Checklist . The WSR may develop
checklists specific to the work center that addresses all processes
and inspec tion items. This checklist may be used as a guide during
the monthly work center safety inspections.

b. Program Specific Checklists . To ensure safety programs are
effective and in compliance with orders and regulations, detailed
checklists shall be used. These checklists can be used as a tool to
assist you with managing the program and ensuring that all program
elements are in place. For development of program checklists refer to
the appropriate program chapter in this Order.

5. Responsibilities

a. USO/DSR

(1) Request an inspection when a report of unsafe or unhealthy
working conditions via NAVMC 11400, Unsafe/Unhealthy ESAMS or an
ANYMOUSE report is received that indicates a formal safety inspection
is required.

(2) En dorse and/or revise work requests initiated by a
supervisor of a work center concerning OSH deficiencies prior to
submission to facility maintenance. If a work request is revised, the
originator of the work request should be so informed.

(3) Prov ide copies of formal inspection reports to all
affected work areas with a request for a written response to noted
discrepancies. This can be accomplished by using the summary reports
generated by ESAMS.

(4) Ensure all identified deficiencies are abated in a timely
manner and reported to the MCIEAST MCB CAMLEJ SD via ESAMS. ESAMS
deficiency report is equivalent to the NAVMC 11400, OSH Deficiency
Notice.
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(5) Ensure the Commander/department head is informed of the
results of any inspection.
(6) Provide in - depth information to the Commander/department
head of any OSH or operational deficiency that may present a high risk
to the mission. ORM processes should be used to determine the level

of risk. SD may provide assistance as requested.

(7) Maintain a list of all work centers, work center
supervisors, and their work center safety representatives.

(8) Ensure WSRs are reviewing workplace inspections and
providing feed back to the chain of command when deemed appropriate.

(9) Maintain an active role in hazard abatement, training of
all personnel in matters relating to safety, and keeping the unit
commander informed of the command safety climate and of any potent ial
unsafe trends or tendencies.

b.  Supervisors

(1) Appoint in writing a WSR and provide a copy of the
appointment letter to the USO/DSR.

(2) Ensure work center safety inspections are conducted and
documented, at a minimum, monthly

(3) Ensure the safety representative for each work center is
present for all OSH inspections.

(4) Accompany the formal OSH inspection party to encourage
exchange of information, provide access, answer questions, and develop
an immediate record of deficiencies identified.

(5) Review completed inspection reports to determine if any
deficiencies are present within the area of responsibility and
institute action as directed by the inspecting safety office.

(6) Complete req uired responses to be reported to the MCIEAST
MCB CAMLEJ SD via ESAMS for the areas of responsibility.

(7) Provide for, or ensure abatement of all identified work
center OSH deficiencies. Maintain a hazard abatement log, per
paragraph 8 of this c hapter, to track corrective actions and to ensure
the hazards are abated in a timely manner.

(8) Within 30 workdays of receipt of notification of work
center OSH deficiencies, complete Section B of NAVMC 11400, OSH
Deficiency Notice, and return a copy to the SD via ESAMS. For hazards
that cannot be abated within 30 workdays, the work center supervisor,
in cooperation with facilities maintenance, must develop an abatement
plan. The abatement plan status shall be updated every 30 workdays
annotatin g Section B of NAVMC 11400, OSH Deficiency Notice in ESAMS.
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(9) Post a copy of the NAVMC 11400, OSH Deficiency Notice, for
all deficiencies assigned a RAC of 1, 2, or 3, per paragraph 7 of this
chapter, in the immediate vicinity of the hazardous condition.

(10) Initiate interim control measures at work areas as
directed by the MCIEAST MCB CAMLEJ SD for hazards awaiting permanent
abatement.

c. Workplace Safety Representative (WSR) . This person shall be
appointed in writing by the work center supervisor. Every shop,
office, and building is considered a separate work center. The WSR

(1) Serve as the safety representative within the work center.

(2) Ensure monthly work center safety inspections are
conducted and documented.

(3) Identify to the work center su pervisor any suspected
deficiencies.

(4) Brief deficiencies identified during formal or informal
safety inspections to work center personnel.

(5) Contact the work center supervisor if a timeline for a
deficiency correction is not met.

(6) Attend appropriate safety training.

(7) Document monthly work center safety inspections and
provide to the supervisor so appropriate notification can be made as
warranted.

(8) Develop a written checklist of the work center f or ease of
work center safety inspections. The checklist must be updated prior
to each formal OSH inspection to assure currency and accuracy and
should cover all processes and inspection items as completely as
possible for review by the SD.

6. Posting Deficiency Notices

a. Where personnel are exposed to unsafe or unhealthy working
conditions that are critical, serious, or moderate (RAC 1, 2, or 3), a
NAVMC 11400, OSH Deficiency Notice shall be posted by the supervisor
in the immediate vicinity of the hazardous condition.

b. The notice shall remain posted until the hazardous condition
has been abated or for 30 working days, whichever is later. Upon
notification of abatement, the safety inspector shall authorize
removal of the notice and obtai n documentation of the hazard
abatement.

c. A completed NAVMC 11400, OSH Deficiency Notice, shall be
maintained on file for five years.
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7. Hazard Abatement Log
a. USO/DSRs and supervisors shall establish a hazard abatement
log for follow - up of required corrective action to ensure timely and
effective controls are implemented. The log can be kept manually or
electronically and must be made available upon req uest to the SD.

b. The log shall include the date, building inspected,
description of deficiency, the RAC, corrective action plan, and
follow - up date.

8. OSHA Inspections . If an OSHA inspector contacts an agency for an
inspection contact the SD.
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RISK ASSE SSSMENT CODE DEFINITIONS

1. Risk Assessment . An expression of possible loss, described in

terms of hazard severity and mishap probability, and exposure to

hazard.

2.  Hazard . Any existing or potential condition that can result in a
mishap.

3. Mishap . An unplanned event or series of events that result in

death, injury, occupational illness or damage to or loss of equipment

or property.

4. Hazard Severity . An assessment of the expected consequence,
defined by degree of injury or occupational illness that could occur

from a hazard.

5.  Mishap Probability . An assessment of the likelihood that, given
exposure to a hazard, a mishap shall result.

6. RAC An expression of the risk associated with a hazard that
combines the hazard severity, mishap probability, and personnel

exposure.

Mishap Probability

D

1
Hazard Severity 2
Iv 3 4 5 5

A B
I 1 1 2
2 3
3 4

U'I-bOOO

Hazard Severity

I - Death or permanent total disability

Il - Permanent partial disability or temporary total disability in
excess of three months

Il - Lost workday mis hap/compensable mishap

IV - First aid or minor supportive medical treatment, or simple
violation of standard

Mishap Probability

A - Likely to occur immediately
B - Probably will occur in time
C - Possibly to occur in time

D - Unlikely to occur

Risk Assessment Codes

1 - Critical

2 - Serious
3 - Moderate
4 7 Minor

5 T Negligible

Figure4 - 1. -- Risk Assessment Code Definitions
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Chapter 5

Reports of Unsafe or Unhealthy Working Conditions

1. Purpose . To provide procedures for the submission, evaluation, and
appeal of reports of unsafe or unhealthy working conditions by MCB
CAMLEJ military and DoD civilian employees, per reference (a).

2. Background . Early detection of unsafe or unhealthy working

conditions and prompt correction of these and related hazards are major
elements in the mishap prevention in the OSH program. Finding :
reporting, and abating hazards in the workplace is a team effort, and

the processes to ensure correction shall be made available and simple

for everyone.

3. Responsibilities

a. Commanders, department heads, and supervisors shall address
repor ts of unsafe or unhealthy working conditions and take corrective
action on any deficiency upon notification whether formal or informal.

b. Supervisors shall encourage personnel to actively seek out and
report all unsafe or unhealthy working conditi ons; ensure prompt
investigation and response to all found deficiencies; and implement
procedures for abatement. Supervisors shall ensure blank copies of
reporting forms and procedures for their use are located in areas
convenient to all workplaces (e.qg., official bulletin boards).
Supervisors shall contact the MCIEAST MCB CAMLEJ SD for assistance as
necessary. Supervisors shall keep the reporting employee informed of
all actions taken.

c. Employees are encouraged to report unsafe or unhealthy wor king
conditions to their immediate supervisor. Supervisors shall contact
MCIEAST MCB CAMLEJ SD for assistance as necessary. Supervisors shall
keep the reporting employee informed of all actions taken.

d. Any employee may report an unsafe or unhealt hy working
condition directly to the MCIEAST MCB CAMLEJ SD via e - mail, telephone
(910 - 451- 5725), or ESAMS.

4. Initial Reports and Actions . Anyone who observes an unsafe or
unhealthy working practice or condition; or a violation of a safety or

health  standard, shall advise the workplace supervisor of the condition

orally or in writing.

a. Wiritten Report of Deficiency . In lieu of oral reporting a
deficiency to their supervisors, personnel may file a report:

(1) Completing a Report of Uns afe/Unhealthy Working Conditions,
NAVMC 11401, figure 5 - 1, and submitting to supervisor.

(2) Personnel desiring anonymity may file a written ANYMOUSE,
figure 5 - 2 or electronic ESAMS report. The ANYMOUSE and ESAMS hazard
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reporting programs allow military and civilian employees to report

hazards without fear of reprisal. The aim of the ANYMOUSE and ESAMS

Report of Unsafe/Unhealthy (Employee Concern) reporting programs is to
empower all personnel down to the lowest level to resolve issues
concerning safety in the workplace. A copy of the Report of Unsafe
Unhealthy Working Conditions or ANYMOUSE shall be forwarded to the

MCIEAST MCB CAMLEJ SD for evaluation and investigation via ESAMS.
Supervisors are required to ensure bla nk copies of ANYMOUSE hazard
reporting forms and procedures for their use are located near all

workplaces.

b. Required Action

(1) Within three working days after notification, the workplace
supervisor shall advise the SD via commander or dep artment head through
official correspondence or ESAMS of action taken.

(2) The reporting person shall be notified in writing within
seven working days of action taken to resolve the condition if the
reporting personnel does not report the hazard a nonymously. The DOS or
designated representative shall sign this notification. If notification
to the reporting person cannot be made within seven days, an interim
reply shall be made by phone, e - mail, ESAMS, or in person.

(3) The reporting pers on shall be notified within seven days if
SD determines the condition is not unsafe or unhealthy. This
notification shall be signed by the DOS or his designated
representative, and shall contain the rationale for the determination.

5. Appeals . The reporting person may appeal to the SD if further
resolution is requested.

6. Stopping Work . In all "Imminent Danger" situations, a condition

that immediately threatens to cause the loss of life or serious injury

or illness of any personnel, the appropriate management official shall
stop all work, initiate immediate abatement action, and notify SD who

shall investigate within 24 hours.

7. Posting of Notices . In all cases where personnel are exposed to

unsafe or unhealthy working conditions, as defined in chapter 9 of

reference (a), verified by DOS or representative, and issued a RAC of 1

through 3, the MCIEAST MCB CAMLEJ SD shall complete a NAVMC 11400,

Notice of Unsafe or Unhealthy Working Conditions, which shall be signed

by the Commander, de partment head, or designated representative. A

workplace supervisor shall post the notice in the immediate vicinity of

the hazardous condition. Information on abatement actions may also be

posted. These notices shall not be removed until the condition h as been
corrected or for 30 days, whichever is later.

8.  Notification of Hazard . To minimize the necessity for personnel to
resort to written reports or appeal procedures, all Commanders and
department heads
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a. Ensure all management and supervisory personnel are clearly
apprised of their responsibility to initiate prompt corrective action of
unsafe or unhealthy conditions, and to initiate work stoppage where
"Imminent Danger" situations exist.

b. Ap prise higher authority of "Imminent Danger" or "Serious"
situations that are beyond the activity's capability to correct.

9. Retention of Records . Copies of reports and records of actions
taken shall be retained at the MCIEAST MCB CAMLEJ SD and the
orga nization for five years from the end of the calendar year. Upon

completion of the minimum holding period, records shall be forwarded or
disposed of per reference (c).

10.  Content of Instruction to Personnel . In addition to posting

Notices of Unsafe or Unhealthy Working Conditions, all activities shall

develop and post in conspicuous places, such as Official Employee

Bull etin Boards, bl ank copies of NAVMC 11401, oUns

Wor king Conditionsd with instructions and procedur
r eporting such conditions. These instructions shall include statements
which:

a. Encourage participation in prompt identification and reporting
of unsafe or unhealthy working conditions.

b. Encourage immediate verbal reports from personnel to w orkplace
supervisors to identify hazardous conditions. Specify that such reports
may also be made in writing. ldentify the location of the Report of
Unsafe or Unhealthy Working Conditions and/or ANYMOUSE Reports forms.

c. Develop and publish step - by - step reporting and appeal
procedures.

d. Emphasize strict adherence to the specified reporting
procedures. Reports that bypass established procedures may be returned
to the originator, thereby delaying prompt acti on on the report.

e. Assure personnel they may make anonymous written reports to
MCIEAST MCB CAMLEJ SD and that these reports shall be treated in the
same manner as those in which the originator is identified.

f. Protect the identity of the per son making the report if that
person so desires.

g. Clearly state that no reprisals or other punitive action shall
be taken against any personnel originating a report.
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Report of Unsafe/Unhealthy Working Conditions NAVMC 11401

UNSAFE OR UNHEALTHFUL WORKING CONDITION

NAVMC 11401 (8-98) (EF)

SN: 0109-LF-071-1000

1. I believe a condition exists which is a safety or health hazard to Marine Corps personnel or property. ((checkone)

Civilian: Military:

Employee Representative: I:I Other: |:|

. Doesthis hazard immediately threaten life or health?

N

Yes No

3. Building, worksite, or other location where you believe the unsafe or unhealthful condition exists.

4. Supervisor (if know) at this location is: and phonenumber is:

5. Briefly describe hazard:

6. Number of employees exposed to or threatened by hazard:

7. If know, list any safety or health standard which you believe may apply to this condition.

for]

. To your knowledge, has this condition been reported to, disaussed with, or brought to the attention of a supervisor?

Yes |:| No |:|

9. If yes, please give the results, including any efforts by management to correct condition.

10. Name (Optional): phone number (Optional):

11. If you, are a representative of employees, provide name of your organization.

Case) number: (Filled in by Installation or Unit Safety Office).

Designed using FormFlow 2.15, HQMC/ARSE, Aug 98

Figure5 - 1. -- Report of Unsafe/Unhealthy Working Conditions NAVMC 11401
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Marine's Information

Marine's Position (Mech., Rifleman, Etc.)

Primary Qualification (MOS})

Total Years of Service

l Years of MOS Experience

Secondary Qualification (MOS)

Date

Time

Location

ENVIRONMENTAL INFORMATION

Light Conditions

Type of Equipment

Tools Used

Mission

Phase of Event

Significant Work

Additional Information

Please describe the eventfsituation in as much detait as possible. {Use additional pages if necessary.)

FOR OFFICIAL USE ONLY Adobe LiveCycls Dasigher ES2

Figure5 - 2. -- Marine Corps Ground Anonymous Safety Reporting Program
(ANYMOUSE) (front ) dcontinued

5-5 Enclosure (1)



MCIEAST MCB CAMLEJO 5100.8
09 NOV 2015

NAVMC 11509 (03-12) (EF) Page 2
FOUO - Privacy sensitive when filled in.

Did any of the follawing contribute to the safety concern? Plaase explain. (Use additional pages if necessary.)
Supervisory Condition

fnadequate SOP

Violation {e.qg., breaking SOP)

Medical Condition (Fatigue, Stress)

Maintenance/Materle| Issues

Crew Coordination (Conflict, assertiveness, etc.)

Facilities Issue

Inattention (Missed Radio Call, Forgot Briefing Checklist)

Other

Please list your recommendations to prevent this safely concern from occurring in the future. (Use additional pages if necessary.)

FOR OFFICIAL USE ONLY

Figure5 - 2. -- Marine Corps Ground Anonymous Safety Reporting Program
(ANYMOUSE) (back )
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Chapter 6

Personal  Protection Equipment (PPE) Program

1. Purpose . To provide guidance for selecting and using PPE.

2.  Background . Since the primary focus of safety is mishap prevention,
appropriate training in the requirements, functions, and limitations of
PPE must be provided. Wherever protocols and planning alone provide

insufficient measures for workplace safety, PPE must be used. Once PPE

is provided, supervisory personnel must make its use mandatory.

3. Application . Se lecting the proper PPE is a joint responsibility of

the supervisor, MCIEAST MCB CAMLEJ SO NHCL IH, and the USO/DSR.
Supervisors must ensure only approved, properly fitted PPE is used.
Standardizing criteria for PPE is restrictive due to the varied

opera tions of workplaces, therefore each area must be judged on its

unique functions.

a. PPE shall not be used if it interferes with the ability of
personnel to perform duties safely or promotes other hazards.

b. PPE shall be furnished without cos t to personnel and procured
through normal supply channels or purchased locally. NAF activities
shall provide this equipment from the NAF activity funds.

c. Due to the many possibilities of injury from skin abrasions,
chemical burns, toxic poisoning from various materials and plants, and
direct burns from sunrays, no one shall be permitted to work without
being reasonably dressed to protect the personnel from the above
injuries.

d. All levels of supervision and management must become involved i n
ensuring compliance with the personal protection program. In cases of
noncompliance, disciplinary action shall be considered as a corrective
measure against the offender and the supervisor as appropriate.

4. Responsibilities

a. Commanders:

(1) Ensure a supervisor, safety specialist, and/or NHCL IH have
performed a hazard assessment and the appropriate PPE has been
identified for the safe performance of a particular job.

(2) Ensure personnel are trained to use, inspect, and m aintain
the PPE required for their work situations and training records are
maintained.

(3) Ensure PPE is properly fitted and personnel are medically
qualified to wear such equipment.
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(4) Ensure personnel perform periodic equipment inspe ction,
cleaning, disinfection, and maintenance of PPE.

(5) Ensure equipment is properly stored to protect against
environmental conditions that might degrade the effectiveness of the
equipment or result in contamination during storage.

(6 ) Ensure PPE conforms to standards set by OSHA, the American
National Standards Institute (ANSI), American Society of Testing and
Materials (ASTM), and/or National Institute of Occupational Safety and
Health (NIOSH).

(7) Ensure all hazardous area s are conspicuously posted with
signs to alert personnel and visitors of the specific nature of the

hazard and the requirements for PPE (i.e., "Eye Ha

iFoot Hazard, 6 etc.) prior to entry into the

(8) Ensure PP E is readily available to visitors or other non -
shop personnel prior to entering a hazardous area. If the equipment is
reusable, it shall be sanitized immediately after each use.

(9) Ensure medical documentation is on file at Occupational
Health for special PPE purchase items.

b. AC/S,G -4: Ensure only PPE that conforms to standards set by
OSHA, ANSI, ASTM, NIOSH, or other recognized approval authority such as

Underwr i t er &8s Laboratory and Factory Mutual ar
the Servmart for purchase by MCB CAMLEJand tenant command personnel.

c. MCIEASF MCB CAMLEJ SD

(1) Ensure workplaces are evaluated (assistance is available
from the NHCL IH D epartment), including applicable HM data, to determine
PPE requirements by conducting a Hazard Assessment.

(2) Assist the workplace supervisor in determining the PPE
necessary to accomplish assigned tasks safely.

(3) Periodically review items stocked at Servmart, to ensure
appropriate PPE items are stocked.

(4) Assist supervisory personnel in training personnel in PPE
use, inspection, care, and maintenance.

d. Personnel who require PPE

(1) Wear the prescribed PPE while working in the designated
hazardous area or occupation.

(2) Provide proper care and maintenance of the PPE. Negligent
loss or destruction may subject the individual to disciplinary action.
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(3) Tur n-in unserviceable or worn out PPE items to supervisors
for replacement.

5.  Foot Protection

a. Foot Hazardous Operations . Operations that have a high
incidence or potential for foot or toe injuries.

b.  Foot Protective Device . Designed for use where the potential
for a foot injury exists. Safety shoes with a built - in protective toe
box are intended primarily to provide protection from heavy falling
objects. Toe guards are not acceptable substitutes for permanent safety
shoe s. However, in cases where foot protection is necessary on a
temporary basis, metatarsal guards may be issued as an interim measure
to protect personnel.

c. Procurement . The following procedures apply when procuring
protective footwear for militar y and civilian personnel:

(1) Protective footwear shall comply with the requirements of
ASTM F2413- 05 and shall have ASTM F2413 - 05 stamped on the inside by the
manufacturer.

(2) Because of the specific nature of the hazards encountered,
special safety footwear shall be provided for electricians,
refrigeration mechanics, game wardens, and forestry technicians, etc.
Supervisors may purchase shoes using established local procurement
policy and procedures.

(3) The quantity of safety footwear for personnel shall be
determined by the actual work process, exposure to wet conditions, and
length of time wearing the footwear. Each department head shall make
the determination of the quantity of safety footwear and/or frequency of
purchases based on these conditions required to prevent foot injury.

(4) Military personnel, APF and NAF civilian personnel,
including temporary personnel, shall be provided standard stock safety
shoes when assigned to foot hazardous areas or occupatio ns. The safety
shoes may be bought through Servmart, or through normal supply channels
using local sources.

(5) Personnel wanting to purchase safety shoes at their own
expense in lieu of using U.S. Government furnished safety shoes must
have app roval from their supervisor to ensure the shoes satisfy all
requirements of the employeebds job and the current

(6) A written statement must be filed in a pe
record at the NHCL Occupational Health Clinic when medical
considerations require specialized safety shoes. This should include
the condition and recommendation or prescription from a physician and
indicate the appropriate footwear required.

6. Hand Protection . Supervisors shall select, provide, and require
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app ropriate hand protection whenever hands are exposed to or likely to

be exposed to, such hazards as those from skin absorption of harmful

substances; severe cuts or lacerations; severe abrasion; punctures;

chemical irritants; thermal burns; harmful temperat ure extremes; and
live electrical circuits. Supervisors shall select hand protection

based on an evaluation of performance characteristics of the hand

protection relative to the task(s) to be performed, conditions present,

duration of use, and the hazards and potential hazards identified by
JHAs, Occupational Health and the MCIEAST MCB CAMLEJ SD Hand
protection may be supplied at the discretion of the supervisor where

handling other materials is required. Surgical gloves are not to be

worn as hand prote ction in the industrial setting.

7.  Protective Headwear . All people working in or visiting hard -
hat areas shall be provided with and required to wear Type | or Type |,

Class G (General - low voltage electrical protection) or Class E

(Electrical T high voltage electrical protection) headgear. For

emergency response operations and other activities wi th greater need for
side impact protection, Type Il head protection is recommended.

Approved headwear shall be so identified on the inside of the head shell

with the name of the manufacturer, and ANSI designation, and class of

the helmet. (e.g., Manufact urer's name; ANSI Z89.1 -2003; TYPE I,
Class E and G.)

a. Hard - hat areas are those with potential head injury hazards; all

construction areas are considered hard - hat areas. The identification

and analysis of head hazards shall be documented in a haz ard analysis,
mishap prevention plan, or project safety and health plan, as

appropriate.

b. Hard - hat areas are areas such as dredging, construction,
alteration, demolition, quarry, or similar field activities, rather than
specific portions of a build ing or project.

c. All points of entry to a hard - hat area shall have a warning sign
requiring hard hats be worn. All protective headgear shall meet the
requirements of the current ANSI Z89.1 standard.

d. No modification to the shell or suspens ion is allowed unless
approved by the manufacturer.

e. Hard - hats shall be worn with the bill facing forward.

f. Protective headgear shall be worn near electric lines and shall
be compliant with ANSI Z89.1 - 2003 Class E requirements.

g. No ball caps, knit caps, or other headgear shall be worn under
the hard - hat that could interfere with its fit or stability unless
approved by the manufacturer.

h. Maintenance and replacement of the shell and suspension shall be
in accordance with the ma nufacturerds instructions. Protect
headgearand components shall be visually inspected on a daily basis for
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signs of damage (dents, cracks, etc.) that might reduce the degree of
safety originally provided. Headgear shall periodically be inspected
foru Itraviolet degradation as evidenced by cracking or flaking of the
helmet. Drilling holes or in any way changing the integrity of the

hard - hat is prohibited.

i. Forklift Operations . All personnel operating forklifts shall
wear hard - hats.

8.  Electrical Protective Equipment . Insulating blankets, matting,

covers, line hose, gloves and sleeves made of rubber shall meet the

requirements of reference (g) and ASTM. The equipment shall be

maintained in a safe, reliable condition, and shall be inspe cted prior
to each day's use and immediately following any incident that can

reasonably be suspected of having caused damage to the equipment.

9. Hearing Conservation Program (HCP) . Noise - induced hearing loss is
one of the most prevalent occupational health impairments in the
military. Noise - induced hearing loss occurs as a result of repeated

exposure to hazardous noise from equipment such as aircraft, tanks,
weapons, vehicles, generators, engineering tools, industrial settings,

and certain recreation al activities. A comprehensive HCP is essential

in the prevention of occupational related noise - induced hearing loss and
for maintaining combat effectiveness and readiness. Where potential

occupational noise hazards exist, supervisors shall ensure compli ance

with the provisions set forth in reference (r).

10.  Sight Conservation Program . All personnel, civilian or military,
employed in an eye hazard area or operation shall be provided adequate
eye protection.

a. Emergency Eyewash Stations . There  sponsibility for managing
eyewash stations rest with the supervisor of the work process that
requires eyewashes. Supervisors shall provide emergency eyewash
facilities meeting the requirements of ANSI Standard Z2358.1 - 2004, in all
areas where eyes may be e xposed to corrosive materials. All such
emergency facilities shall be located where they are easily accessible
to those in need.

(1) Inspections . Work centers shall activate plumbed eyewash
units weekly for a period long enough to verify operati on and flush the
line. During quarterly inspection, verification of the weekly eyewash
activation by the USO/DSR is required. Annual verification by the SD is
recommended. Activation may be required more frequently if the NHCL IH
and/or the SD determine it is necessary to ensure proper functioning and
performance of the eyewash station.

(2) Documentation . Work centers shall maintain written, dated,
and signed maintenance records for period of one year. An inspection
and maintenance tag should be placed on self - contained units to document
the most current inspection and maintenance information.
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(3) Self - contained and Personal Eyewash Units . Work centers
should only use self - contained eyewash units on a temporary basis until
permanente mergency eyewash facilities are installed or at remote
locations where water is not readily available. Work centers shall not
use personal eyewash units for work with corrosives. For other work not
involving corrosives, personal eyewash units can only be usedonacase -
by - case basis with approval from the SD. Supervisors shall service
pressurized and non - pressurized self - contained eyewash stations

guarterly or per manufacturero6és recommendati on,

frequent. Periodic maintenance shall incl ude cleaning of unit,

w h

replacement of water (depending on manufactureros

checking for proper operation. Where an additive is used in a self -
contained eyewash unit, the additives used shall be specified by the

manufacturer and fluid cha nged at an interval recommended by the

manufacturer.

b.  Prescription Safety Eyewear Program . Military personnel shall
obtain prescription safety eyewear through their medical department. AP
civilian personnel who wear prescription glasses and wor kin eye
hazardous areas shall be added to the MCB CAMLEJ Prescription Safety
Eyewear Program. Prescription eyewear shall be purchased by SD for
qualifying personnel. Additional information is provided in chapter 12
of this Order.

11.  Fall Protectio n. Discussed in chapter 13 of this Order.

12. Miscellaneous PPE . PPE not listed in this chapter may be required

of certain positions or work processes. In such cases, the supervisor

shall request a hazard assessment of the work process or position from

Occupation Health and MCIEAST MCB CAMLEJ SD the required PPE sh all be
selected from the hazard assessment (PPE Survey) and provided to

personnel by the supervisor prior to starting the work process.

13. Training . Supervisors shall provide training to personnel who are
required to use PPE to at least include the following: when PPE is
necessary; what PPE is necessary; how to properly don, doff, adjust, and

wear PPE; the limitations of the PPE; the proper care, maintenance,

useful life, storage and disposal of the PPE; ability to recognize

defective or damaged PPE . Personnel shall demonstrate an understanding
of the training and the ability to use PPE properly before being allowed

to perform work requiring the use of PPE. When a supervisor has reason

to believe an employee who has already been trained does not ha ve the
ability to properly use PPE, the supervisor shall ensure remedial

training is accomplished for that employee. Supervisors shall maintain
documentation verifying each affected person has received and

understands the proper use of PPE.
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Chapter 7

Lock Out Tag Out (L OTQ Energy Control Program

1. Purpose . To provide guidance and direction for the application and
implementation of the LOTO Program to minimize risk in maintenance and
servicing operations.

2. Background . LOTO ensures that military and DoD civilian personnel

are protected from injury du ring any machinery/equipment servicing or
maintenance, where the unexpected energizing, start - up or release of any
type of energy (e.g., electrical, steam, hydraulic, pneumatic, gravity)

could occur. The machinery or equipment shall be rendered safe to wo rk
on by being locked or tagged out under requirements of reference (g).

An energy - isolating device is considered capable of being locked out in

one of two ways. It is capable of being locked out if designed with a

hasp, other attachment, or integral par t to which, or through which, a

lock can be affixed. Itis also capable of being locked out if it has a

locking mechanism built into it. Other energy isolating devices are

also considered capable of being locked out if lockout can be achieved

without nee  d to dismantle, rebuild, or replace the energy - isolating
device or if its energy control capability is permanently altered.

a. This program does not apply to the following:

(1) Maintenance on cord and plug connected electric equipment
where exposure to hazards of the unexpected energizing or start - up of
equipment is controlled by unplugging the plug, which is under exclusive
control of whoever is doing the servicing o r maintenance.

(2) Hot tap operations involving transmission and distribution
systems for substances such as gas, steam, water, or petroleum products
when performed on pressurized pipelines, provided the following is
demonstrated:

(@ Continuity of service is essential.
(b) Shutdown of system is impractical.

(c) Documented procedures are followed, and special
equipment is used which shall provide proven effective protection for
employees. Industry standards p ublished by the American Petroleum
Institute and other trade organizations shall be used to develop these
specific work procedures.

(3) Installations where electric utilities (including power
generation, transmission, distribution, and related equ ipment for
communication or metering) are under control of a private utility
company.

(4) Exposure to electrical hazards from work on or near
conductors or equipment in electric utilization installations defined
under reference (g).
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(5) Mi  nor tool changes and adjustments, and other minor
servicing activities which occur during normal production operations are
routine, repetitive, and integral to using the equipment for production,
or the use of other safeguards that provide effective protec tion.

3.  Application

a. All equipment and machinery shall be LOTO to protect against
accidental, inadvertent startup, or operation that may cause injury to
personnel performing maintenance, service, repair, or modifications.

Personnel operating o r attempting to operate any switch, valve, or other
energy - isolating device that is LOTO may be subject to disciplinary
action.

b. Lockout with accompanying tag out is the preferred method of
isolating machines or equipment from energy sources and sh all be used
whenever possible.

c. When a tag out device is used as an energy - isolating method on a
machine or piece of equipment that is incapable of being locked out, it
shall be attached at the same location where the lockout device would be
attach ed and shall provide an equivalent level of safety. Procedures
for tag out only shall be in the written program.

d. When machines or equipment are undergoing major replacement,
repair, renovation, or modification and when new machines or equipment
are installed, contracting or purchasing agents and designing engineers

shall ensure energy - isolating devices are pr ovided along with operating
procedures.
e. Affected Worker . An affected worker is a person whose job

requires operating or using a machine or equipment on which service or
maintenance is being performed under LOTO, or whose job requires working
ina n area where such service or maintenance is being performed.

f. Authorized Worker . An authorized worker is a person who locks
out or implements a tag out system procedure on machines or equipment to
perform service or maintenance on that machine or equipment. An
affected worker becomes an authorized worker when
include performing maintenance or service on a machine or piece of
equipment that must be LOTO.

4. Responsibilities . Personnel who could be exposed to hazardous

energy sources shall be instructed in the safety significance of the

LOTO procedure. Personnel authorized to perform LOTO shall receive

training commensurate with their responsibilities and requirements of

reference (g). Each new or transferred person whose wo rk operations
are/or may be affected shall be instructed in the purpose and use of

LOTO procedures. LOTO system procedures shall be followed at all times.

a. Commanders, Department Heads, and Supervisors
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(1) Ensure all personnel who could be exposed to hazardous
energy sources receive formal training in the purpose and function of
the LOTO program. Training documentation shall be maintained by the
USO/DSR and supervisor of the employee.

(2) Ensure the LOTO program is evaluated us ing NAVMC 11402, LOTO
Program Evaluation, figure 7 -1

(3) Ensure specific LOTO energy control procedures are
developed, written, and maintained for all systems and equipment under
their cognizance. NAVMC 11403, LOTO Checklist, figure 7 - 2 shall be used
for this purpose.

(4) Ensure the LOTO program is implemented and followed within
their area of cognizance. Supervisors and individuals shall be held
accountable for any failure to comply with the LOTO program, to include
overriding or rem oving any LOTO device without authorization.

(5) Designate in writing a LOTO coordinator(s) delegating
authority for controlling and administering the LOTO program for their
area of cognizance. Send a copy of this letter to the MCIEAST MCB
CAMLEJ SD and the USO/DSR.

b. MCIEASTF MCB CAMLEJ SD and USO/DSR:

(1) Coordinate initial and annual LOTO training.

(2) Evaluate the LOTO program using NAVMC 11402, LOTO Program
Evaluation, figure 7 - 1.

(3) Provide assistance in drafting specific energy control
procedures for each piece of affected equipment.

C. LOTO Coordinators

(1) Administer the LOTO program within their respective areas of
cognizance.

(2) Enforce LO TO procedure compliance and ensure an ample supply
of standardized lock s and tags are available. Each
department/division/section is responsible for supplying its own LOTO
devices.

(3) Maintain a LOTO log using NAVMC 11404, LOTO Log, figure 7 -3
The log shall document the issuing of LOTO devices and ensure a
locking/tagging device can be traced to a specific authorized worker.

d. Authorized Workers shall

(1) Comply with the LOTO program when per forming maintenance,
service, repair, or modifications including, mechanical, electrical,
thermal, or any other potential energy sources.
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(2) Inform the LOTO coordinator of any hazardous situations that
may be harmful to personnel or equipment per taining to LOTO procedures.

5. Implementation

a. Each command, department/division/section shall have written
procedures that establish the minimum requirements for lockout and/or
tag out of energy isolating devices.

b. SOPs
(1) Supervisors shall ensure specific SOPs for control of
hazardous energy sources are developed at shop level for each piece of

equipment or machinery before maintenance or servicing is performed.

(2) Exceptions . Written procedures are not required when all of
the following elements exist:

(a) The machine or equipment has no potential for stored,
residual, or re - accumulation of energy after shutdown.

(b) The machine or equipment has a single energy source that
can be readil y identified and isolated.

(c) The isolation and locking out of that energy source
shall completely de - energize and deactivate machine or equipment.

(d) The machine or equipment is isolated from the energy
source and locked out du ring service or maintenance.

(e) A single device shall achieve a locked out condition.

(H The lockout device is under exclusive control of the
authorized worker performing service or maintenance.

(9) The service or m aintenance does not create hazards for
other personnel.

(h) No mishaps have occurred involving the unexpected
activation or re - energization of the machine or equipment during service
or maintenance.

c. LOTO Procedures

() To prepare for LOTO, the authorized worker shall locate and
identify all isolating devices which apply to the equipment to be LOTO.
More than one hazardous energ y source or means of disconnect
(electrical, mechanical, or others) may be involve d. Notify all
affected personnel and the cognizant supervisor that a LOTO procedure is
going to be used. The authorized worker shall know the type and
magnitude of energy the machine or equipment uses and understands all
inherent hazards.
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2) If the machine or equipment is running, shut it down using
the normal procedure. Also ensure that all stored energy is dissipated
or properly restrained.

(3) Operate the circuit breaker, valve, or other energy
isolating device(s) to ensure that the equipment is isolated from its
energy source(s).

(4) LOTO Device Application

(a) The authorized worker shall affix LOTO devices to each
energy - isolating device.

(b) Lockout devices shall be affixed in a manner that shall
hold the energy - isolating device in a NEUTRAL or OFF position.

(c) Tags shall be affixed in a manner that shall clearly
indicate that operation or movement of the energy - isolating device from
the NEUTRAL or OFF position is prohibited.

(d) Tags that cannot be affixed directly to the energy
isolating device shall be located close enough to be immediately obvious
to anyone attempting to operate the device.

(5) The authorized worker shall relieve, disconnect, restrain,
or oth er - wise render safe all potentially hazardous stores of residual
energy. Ifre - accumulation of stored energy to a hazardous level (e.g.,
capacitor) is possible, verification of isolation shall continue until
the possibility of re - accumulation no longer ex ists.

(6) Prior to starting work, the authorized worker shall verify
isolation and de - energizing have been accomplished. After ensuring no
personnel are exposed, he/she shall activate the normal operating
controls to ensure the equipment will not operate. The worker shall not
activate controls that cannot be returned to the SAFE, NEUTRAL, or OFF
position without applying power to equipment (e.g., dog clutch
assemblies).

(7) Return operating control(s) to the NEUTRAL or OFF position
after  the verification test.

(8) Enter all pertinent data into the LOTO log.

d. When LOTO devices must be temporarily removed from the energy -
isolating device, this sequence of action shall be followed:

(1) Clear the machine of tools and materials.

(2) Ensure all affected workers have been safely positioned or
removed from the area.

(3) LOTO devices can be removed by the authorized worker who
applied the device, except as other wise authorized by paragraph 5f of
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this  chapter.
(4) Energize and proceed with testing, positioning, etc., as
required.
(5) De - energize all systems and re - establish LOTO measures per
this Chapter before continuing work on the machine or e guipment.

e. Restoring Machines or Equipment to Normal Operation

(1) When service or maintenance is completed and machine or
equipment is ready for normal production operations follow steps one
through three of the preceding paragraph.

(2) Operate energy isolating devices to restore energy to
machine or equipment.

(3) Complete applicable portions of LOTO log.

f . In the preceding steps, if more than one worker is required to
service a piece of equipment, each shall p lace their own assigned LOTO
device on the energy isolating device(s). If necessary, an energy
isolating multiple lock hasps may be used. As each worker finishes
their portion of work, that worker shall remove their lock from the
hasp. Only the last aut horized worker to remove their locks or tag may
re - energize the machine or equipment. Each designated person applying a
lock or tag shall make an entry into LOTO log when applying the device,
and clear their device from the log when their portion of work is
completed.

g. The LOTO coordinator may remove LOTO devices if the authorized
worker who applied it is not available, and all three elements listed
below exist:

(1) The LOTO coordinator verified the authorized worker was not
at the facility.

(2) All reasonable efforts were made to contact authorized
worker about the need to remove LOTO device. An appropriate entry shall
be made in LOTO log to indicate name of person who notifies authorized
worker, and the time and date the lock or tag was removed.

(3) The authorized worker shall be informed that the LOTO device
has been removed before they resumes work.

h. LOTO Requirements for Contractors and Other DoD Personnel

(1) Contractors performing service or maintenance on Marine
Corps equipment shall comply with reference (g). The OICC or other
responsible contracting agents shall ensure all outside contractors are
informed of elements of this program and obtain information regarding
contractor's LOTO program. The cont ract shall require the contractor to
inform personnel in the affected work site of the contractor's LOTO
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(2) Personnel from other DoD activities performing service or
maintenance on Marine Corps equipment shall comply with the respective
activity's LOTO program. These instructions must meet requirements of
this Order and reference (g).

(3) The management officials of the outside activity and
affected work site shall inform each other of their respective LOTO
programs. Commandes , department heads, and supervisors shall ensure
their personnel understand and comply with restrictions and prohibitions
of outside activity's LOTO program.

i . Incase of shift or personnel changes, the LOTO coordinator
shall brief replacement per sonnel and ensure the orderly transfer of
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LOTO devices between off - going and oncoming authorized workers. Change

of locks or tags shall be done with a face
and oncoming authorized workers with no gap in protection.

- to - face meeting of off - going

j. Th e MCIEAST MCB CAMLEJ SD and the USO/DSR shall evaluate

effectiveness of the entire program at least annually. Any deviation or
inadequacies shall be documented and corrected.

6. LOTO Devices

a. Lockout Devices

(1) Padlocks shall be us ed as the primary lockout device.
Padlocks shall be easily identifiable as belonging to the LOTO Program
(not used for any other purposes) and standardized to meet one of the
following:
(a) Color;
(b) Shape; or
(c) Size.

(2) Lockout devices shall be capable of withstanding the
environment to which exposed.

(3) Lockout devices shall be substantial enough to prevent
removal without use of excessive force such as bolt cutters. Lockou
devices may be purchased at Servmart.

(4) Lockout identification tags are used in conjunction with the
locking device when performing a lockout. Refer to the below paragraph.

b.  Tag out Devices

(1) When equipment must be worked on and cannot be locked out,

it shall be tagged out. An example of a tag is provided in figure 7
The tag shalll bear the authorized
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telephone number and date of lockout. Tag out devices may be purchased
at Servmart.

(2) The tag and its means of attachment shall be strong enough
to prevent inadvertent or accidental removal. Attachment devices shall
be single - use, attachable by hand (no tools required), self - locking, and
non- releasable with a minimum unlocking strength of 50 pounds.

7. Training

a. Training shall be provided to all authorized and affected
workers and other personnel as required by reference (g). Only LOTO
coordinators or authorized workers may perform LOTO procedures.

b. Retraining shall be conducted whenever there is:
(1) A change in affected or authorized worker job assignments.

(2) A change in job assignment, machine, equipment, or process
that presents a new hazard.

(3) Achangeinth e energy control procedures.

(4) Retraining shall be conducted whenever there are indications
there are inadequacies in personnel knowledge or use of energy control
procedures.

8. Electrical LOTO . A qualified person shall test circuit elements and
electrical parts of equipment to which personnel shall be exposed and

verify all circuit elements and parts are de - energized. The test shall

also determine if any energized condition exists as a result of

inadvertently induced voltage or unrelated vol tage back feed even though
specific parts of the circuit were de - energized. Test equipment shall

be checked for proper operation immediately before and after this test.

9. LOTO Mishaps . Supervisors are responsible to fully investigate

mishaps and repor t causes of such mishaps to the MCIEAST MCB CAMLEJ SD
and USO/DSR. If the mishap involved control of hazardous energy with a

single lockout source, a specific procedure shall be written and

included in the SOP before work is continued. If mishap involved a
specific procedure for a piece of equipment, the LOTO SOP shall be re -
evaluated and modified (if necessary) prior to authorizing work to

continue.
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NAVMC 11402 (Rev. 09-12) (EF)

Unit/Department Evaluated: Date(s) Evaluated:

Evaluation Conducted by:

Signiature
1. General Policy has been reviewed: [Jyes [JNo

Prinfed Name

Comments on General Policy:

2. Following Specific Procedures were Reviewed (list below):

3, Following Specific Procedures were Modifted (list below):

4. Following Specific Procedures were Added (list below):

5. Review of the Occupational Injuries and lHiness Log and Assecciated Mishap Reports was conducted: [:I Yes ]:| No
8. Following tnjuries Resulted from Lockout/Tagout Related Mishaps:

Adobe LiveCycle Designer 9

Figure 7 - 1. -- LOTO Program Evaluation, NAVMC 11402, Rev 9-12
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NAVMC 11403 (Rev. 09-12) (EF)

Use this checklist to document procedures for lockout or tagout of energy isolating devices and energy sources identified whenever maintenancs or
service is performed on machines or equipment. All equipment and machinery shall be stopped, isolated from all polentially hazardous energy
sources, and locked or tagged out before personnel perform service or maintenance where unexpected energization, start-up, or release of stored
energy could injure personnel or damage equipment.

NOTE: Required for ali equipment, machinery, or processes that fail to meet exceptions of MCO P5100.8F, Chapter 12, paragraph 12003.

Procedure Reference Number: Date Approved:
Equipment Name: Equipment Number:
Location: Work Center:

General Description:

A. OPERATOR CONT}

Determine type of controls avatlable to operator. ldentify energy source and lockout/tagout capacity for equipment. List type of operater centrols;

B/ENERGY SOURCES:

Check or list energy sources on equipment:

[] Etectrical [] Hydraulic [} Gas [ ] Steam [ ] Preumatic [_] Stored Energy Sources || Other

[dentify Energy Source and Location Lockable Type of Device

C.SHUTDOWN

Listin order, the steps necessary to re-activate or energize the equipment*.

“NOTIFY ALL AFFECTED WORKERS WHEN IMPLEMENTING THIS PROCEDURE.

D. START-UP PROCEDURE.

Listin order, the steps necessary to re-activate or energize the equipment*.

*NOTIFY ALL AFFECTED WORKERS WHEN IMPLEMENTING THIS PROCEDURE,

Adobe LiveCycle Designer 8

Figure 7 - 2. -- LOTO Checklist
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SAMPLE LOTO Tag

i/

THIS TAG& LOC
TO BE REMOVE
ONLY BY THE
PERSON SHOWN
ON BACK

EQUIPMENT
LOCKED OUT B

SHOP CODE
PHONE
DATE /

Figure 7 - 4. -- Sample LOTO Tag
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Chapter 8

Hazard Communications Program

1. Purpose

a. To establish the policy and procedures for the administration of
a Hazard Communication Program (HAZCOM) at MCB CAMLEJ

b. To ensure all personnel are informed about the dangers of all HM
encountered in a workplace is kn own by all affected personnel.

2. Background . The growing list of HM or potentially HM within the

government supply system requires constant vigilance against unsafe

handling, mixing, storing, and disposal. Exposures to HM may cause or

contribute to ma ny serious health problems, such as heart and lung

disorders, kidney and liver damage, cancer, sterility, mutation, and

skin diseases. Other materials may have the potential to cause fire,

explosions, or other serious mishaps. It is imperative to protect the
user, the general public, and the environment by regulating the

identification, transportation, storage, handling, and use of HM by

providing a communication program

a. Reference (n) establishes procedures and general
responsibilities for manag ing HM/HW (to include Medical Waste (MW))
aboard MCB CAMLEJ The Environmental Management Division (EMD) provides
overall coordination of the HM/HW program while the NHCL provides
overall coordination of the MW program with oversight from EMD.

b.  Definition . A HM s a chemical which because of its quantity,
concentration, physical characteristics, chemical compound, or mixture
of elements and/or compounds may pose a substantial hazard to human
health or the environment when used, released, or spil led.

3. Responsibilities

a. AC/S, G -4:

(1) Implement procedures to ensure acquisition and distribution
of Material Safety Data Sheets (MSDS) for all HM procured by Servmart.

(2) Implement procedures to ensure all HM containers are
labeled, per reference (g) prior to issue

b. AC/S,G -F:
(1) Ensure all service and construction contracts under G -Fos
cognizance require contractors to maintain on - site MSDSs  for HM

introduced onto MCB CAMLEJ and that contractors comply with the
requirements of reference (u) for such materials.
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(2) Provide contractors with information pertaining to any HM or
conditions to which they may be exposed while working under contract
aboard MCB CAMLEJ and access to the appropriate MSDS when requested.

(3) Maintain the HM Information System Compact Disks (CD)/Digital
Video Disk (DVD) and provide hard copies of MSDSs upon request. Provide
the HMIRS website address if r equested,  http://www.dlis.dla.mil/hmirs

c. AC/S, MCCS:

(1) Ensure the Contracting Officers Representative includes a
HAZCOM statement in all service and construction <c
cogni zance. Require contractors to maintain on - site MSDSs for HM
introduced onto MCB CAMLEJ, and that the contractors comply with the
requirements of reference (t) for such material.

(2) Direct MCCS Safety and Environmental personnel to provide
contr actors with information pertaining to any HMs or conditions to
which they may expose any MCCS workers while working under contract
aboard MCB CAMLEJ.
d. DOS
(1) Monitor, through inspections, the overall HAZCOM Program

(2) Provide technical assistance to MCB CAMLEJ organizations,
including tenant commands, in developing HAZCOM Program procedures

(3) Provide assistance to Commanders and department heads in
training supervisors, USO/DSRs, work center safe ty representatives and
personnel using HM on training requirements.

e. Director, Regional Contracting Office

(1) Ensure all service contracts require contractors to maintain
on- site MSDSs for HM introduced onto MCB CAMLEJ, and contractors comply
with the requirements of reference (t) for such materials.

(2) Provide contractors with  information pertaining to any HMs
or conditions to which they may be exposed while working under contract
aboard MCB CAMLEJ and access to the appropriate MSDSs when requested.

(3) Ensure Safety and Health statements are mentioned in
those contracts that require them.

f. oICC:

(1) Make certain that all service and construction contracts
under Ol CC6bs cognizance require a meetiMdB with the
CAMLEJ Safety representative, and the affected shop supervisors, prior
to the contractor initiating work within the facility to inform the
contractor of HMs to which their perso nnel may encounter and of the
appropriate work precautions and protective equipment required.
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(2) Ensure contracts also require the contractor to maintain on -
site MSDSs for each HM the contractor introduces onto MCB CAMLEJand
the contractor compl ies with the requirements of reference (t) for such
materials.

g. Commanders and Department Heads

(1) Ensure a written HAZCOM Program is compiled for each
workplace using or handling HM. Guidelines for providing a written plan
are provided in figure 8 - 1. Further assistance may be obtained from the
MCIEAST MCB CAMLEJ SD

(2) Provide personnel working in operations not requiring
written program information and training sufficient information to

protect them in the event of a spill 0 r leak and ensure MSDSs are
accessible to communicate all health hazards associated with HM
products.

(3) Ensure a comprehensive HM Inventory List (HMIL) is compiled
and updated as required for each workplace and the corresponding MSDSs

are readily available to the user. Cross - reference the HMIL with the
respective MSDSs for easy accessibility in the event of an emergency.
Upon requ est, provide a copy of the HMIL to the MCIEAST MCB CAMLEJ SD

Fire, IH, and EMD personnel in their evaluation of the HAZCOM Program.

(4) Provide training support for developing and implementing
training programs for all personnel who handle and use HMs. Maintain
the training records for personnel as required by current directives.
HAZCOM training is available through the USO/DSR, MCIEAST MCB CAMLEJ SO
ESAMS, and internet websites

h.  Division and Shop Supervisors of Personnel Condu cting Operations
using HMs :

(1) Develop SOPs that advise the safe use of HMs, adverse
effects, characteristics, and protective measures require d for each HM
encountered in their work areas. This is accomplished by frequent
reviews of relevant MSDSs with all personnel.

(2) Procure copies of MSDSs covering HMs used in their
facilities either directly from the manufacturer/supplier or, in the
case of National Stock Numbered (NSN) items, through the HMIRS website
( http://www.dlis.dla.mil/hmirs ) or HMIRS CD/DVD.

(3) Ensure initial and annual refresher training is provided to
personneln  ewly assigned to their areas. During weekly stand - up safety
meetings, conduct training when a process changes and/or the addition of
new chemicals is introduced to the workplace. Informal training and
updating provided by the supervisor must be documente d quarterly on a
cumulative basis and reported to the Civilian Human Resource Office - East
(CHRQG E) or NAF Personnel Division, respectively, for inclusion in the
employees Official Personnel File. Training records for military
personnel shall be retained a t the unit level.
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(4) Ensure all HM containers issued to and used in the workplace
are approved and clearly marked with the identity of the contents and
appropriate hazard warnings.

(5) Ensure all process tanks, equipment, and portable con tainers
are clearly labeled with the name of the contents and appropriate hazard
information

(6) Document through training records that all personnel read
the written HAZCOM Program, MSDSs, labels, and other hazard information
for their respective work center.

(7) Provide copies of the written HAZCOM Program and MSDSs for
the work place, and are readily available to personnel upon request.

(8) Maintain a supply of "Generic" (fill in the blank) hazard
labels to be affixed to any container into which a HM is transferred
from its original container. The label must contain the chemical name,
name and address of the manufacturer, hazard warnings, and identify
target organ(s), if appropriate . The HMIRS website and/or CD/DVD
provide labels for most NSN items .

4. Implementation . The HAZCOM program is designed to ensure pertinen t
data concerning the safe usage of HM is made available to those who use

the HM. Figure 8 - 1, is a template which may be used for individual work

centers or shops.

a. HMIL. Refer to reference (n) for more information. The
inventory serves as a t ool in providing the proper MSDS and HM
information to personnel. The HMIL shall be cross - indexed with the MSDS
to provide easy access to the MSDS in the event of an emergency. The
physical location of the HMIL and MSDS shall be identified in the
written HAZCOMprogram.

b. MSDS The MSDS includes information on the specific identity of
the hazardous product, its physical and chemical characteristics, known
acute and chronic health effects, and related health information,
exposure limits, whether th e material is considered to be a carcinogen,
precautionary measures for handling, emergency first aid procedures, and
the identification of the organization responsible for preparing
information. Manufacturers are required to develop a MSDS for each HM
th ey produce and to furnish the appropriate MSDS to purchasers of HM.
MSDSs for allHM must be readily available to all personnel  during
each work shift. Where employees must travel between workplaces during
a work shift, the MSDSs should be kept at the al ternate workplace as
well as the primary workplace facility.

c. Labeling

(1) HM must be clearly identified throughout its history with
particular emphasis on identification for the end user. Affixing
appropriate warning labels to containers is the most practical means of
accomplishing this objective.
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(2) Existi ng manufacturersd | abels on containers
be removed or defaced unless the containers are immediately marked with
the required label information

(3) Upon removal from original shipping containers, the

individual unit of unlabeled pac kages of all HM must be immediately
labeled. Hazard labels shall be provided on each container prior to
issue .

(4) Upon transferring a hazardous chemical from a manufacturer's
container to an unmarked container, i.e., a hand - held spray bottle, th e
latter must be marked or tagged with the identity of the hazardous
chemical, name and address of the chemical manufacturer, inspection

date, re - inspection date, initials of inspector, and the appropriate
hazard warnings to include target organ effects, u nless the intended use
is for Ai mmediate use onlyodo by the person and shal
personds i mmediate control at all ti mes.
(5) Forre - labeling hazardous chemical containers having a NSN,
labels are available through various sources such as the HMIRS website
( http:/imww.dlis.dla.mil/hmirs ) or the HMIRS CD/DVD.

d. Training . Prior to working with HM, personnel must receive
HAZCOM training complying with references (a) and (g).

(1) Reference (g) more specifically requires that personnel are
provided with information and training on HM in their work areas at the
time of initial assignment and whenever a new hazard is introduced into
the work area.

(2) HM training must cov er information on requirements contained
in reference (g).

(3) Supervisory personnel shall receive a minimum of one hour of
documented formal HAZCOM training annually. The training shall be
designed to prepare them for compliance with the written program, HMIL,
MSDS, and employee training requirements of reference (g) .

e. Exceptions . A written HAZCOM program and HMIL is not required
for operations or workplaces where HMs are handled only in sealed
containers, such as warehousing and retail sales.
In work operations where employees only handle chemicals in sealed
containers, this chapter applies only as follows:

(1) Labels on incoming containers of HMs shall not be removed or
defaced.

(2) MSDSs received with incoming shipments of sealed containers
of hazardous chemicals shall be maintained.

(3) MSDSs shall be procured and provided to employees upon
request for any sealed containers of hazardous chemicals that may have
been received without one and shall be made available during each work
shift to employees when they are in their work areas
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(4) Employees shall be provided information and training to the
extent necessary to protect them in the event of a spill or leak of a
hazardous chemical from a sealed container.
5. Hazardous Material Information Reporting System ( HMIRS . The DoD
established HMI RS to acquire, stor e, and di ssemina
on HM. The HMIRS website and CD/DVD may provide labels for most NSN
items .  Access to HMIRS is available at http://Awww.dlis.dla.mil/hmi Is .
Additional information is contained in reference (a).
6. Health Hazards . A general overview of health hazards is presented
in reference (a). For specific information of the hazards of a
substance and protective measures for use and handling; go to the MSDS,
Subpart Z of reference (g), or other standards recommended by the NHCL
IH survey.
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Figure 8 - 1. -- Written Hazard Communication Program Template
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