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. FOREWORD =
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America’s colleges an%i universities represent our highest principles

" and ideals, and this image should be reflected in-their concern for

the well- bemg of faculty and staff. Such institutions also pxovndj
leadership in the commumty—leddexshlp sthat extends beyon
academic areas. This leadershiprole can be continued in the field of

‘health and safety through the establishment of occupational safety

and-health programs, which may become models on which local
businesses and institutions ¢an bhase theirdwn programs.

The National Institute for Occupational batety and Health offerq
the information in this manual as an aid.in establishing ‘and
strengthening occupatmnal safety and health programs on college
and university campuses throughout the nation. Implementation of
the approach developed here will promote a safer and more
healthful environment for the faculty and staff of these schools.

} ¢ -

J. Michael Lane, M.D,

Actiitg Director, National
. . ) . Institute for Occupational -
Safety and-Health -
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- . 'PREFACE

*

WHAT'S SO" IMPORTANT ABOUT AN -OCCUPATIONAL
SAFETY AND HEALTH PROGRAM? o -

First, and most significantly, it's important to-your employees. The
goal of any occupational safety and health program is to reduce the
" number and severity- of job-related injuries and illnesses. This, in
. turn, reduces the physical, psychological, and financial burden ofg .
" such accidents on these employges. ’ '
A second advantage to the establishment of a formal OSH program
. . is financial. Insurance premiums, including malpractice insurance
* " if yout school.hds medical personunel, are among the direct “costs
that may be reduced. These prerhiums are often based on accident
rates and are lowered as the frequency agd number of claims drop.
Other direct costs affected by an OSH pregram are ’W()rkgr’s\.com-
. pensation, Occupational Safety and Health Administration
-9, (OSHAYand other agency fines, repair costs (particularly if preven-
~ tivegnaintenance is part of the program), 'and court and investiga- *
tion costs and lawyers’ fees. Academic instifutions are potentially
liablé in case of an accident and tan be sued for negligence. .

.
'y

/Indirect costs may also be reduced. A formal OSH program can ’
centralize the efforts and eliminate duplicate efforts of many per-
" sens, both faculty and staff, and can free more of their time fot their
 specific professional tasks. Productivity cah.jitrease this way and
1 also through a reduction of lost time from bredkdown of equipment_ /
“not regularly maintained. Other indirect costs, such as equipment
veplacement, deferred maintenance, and training costs, may shéw
similar reductions as a result of this program. - ‘
. N ' « . ’ . . N
. . In the'same way-that a manufacturing plant, a service station, or-a
' construction contractor is obliged by law to meet certain minimumn

regfiiremnents for protecting emplo ees’ safety.and health, so too are

, colfeges and universities.’All prit;te institutions and many public

. \ ones are,covered by either a stat¢ OSH plan er by the federal Oc-

T cupational Safety and Mealth Act (Act). Even if your school is not
\ covared by Yaw, there may still be OSHA inspections on campus of

private activities (food commissaries, contractors’_ facilities, ‘etc.).
The institution may become inadvertently involved if violations are .
found. Becauge the OSH program outlingd, in, this publication is

v 9 o "
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based in part on the legal standards, such a pmgmm can help pro-

.tect e mstltutlon o’

'_ Colleges and universities are subject to r'egu’lation frem many addi?

tional sources: local and state fire safet» ldws, building and con-
struction codes, and sdnitation requlrn\zt: the U.8. Department

.~ of Transportation’s rules for the shiwm of -chemicals; ~the
Nuclear "Regulatory Conirhission’s requixements- for the tise of
ionizing ‘radiation. Compliance with these and other regulationg’

can be accomplished through a comprehensive OSH program. The
complexity of these legal requirements alone underscores the need
for an experlenwd and trained OSH Pr ogram Director.

Thee is no avoiding the fact that an occupational safety and health -

program réquires an investment of time and money—but the only

-way to take full advantage of the many benefits cited here is to es- -

tablish a formal OSH -program, with the support of top administra-
~ tors arnd with staff specifically assigned to defined OSH activities.
Such a program-can eliminate the causes of many OSH problems
.:and emergencies and, with that, «eliminate’ the serious and far-

rea(hmg consequences of these incidents. .° - - : .
. :
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ABSTRACT - g

. . :
This book presents: the basics for es_:tablishing a comprehénsive oc:
. cupational safety and héalth (OSH) prograth in a college or univer-
sity, the purpose of which is to reduce the number arid severity of
v job-related injuries and illnesses. It is inteided to be most relevant- . °®
o to those campuses with a limited-OSH program or with-no formal-
. ppogram at all. On campuses where.a program already exists, the
* manuakcan provide suggestions for supplementary activities.

N  The philosophy: behind the need for an OSH- program, the con=
N siderations necessary for organizing a program, and the details of
' administrative and financial support necessary for its existence are
"~ .. presented. An extensive list of resource materials and organizations
is also provided. o ' )
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S 'EXECUTIVE -'SUMMARY .'

/*.

'The Occupanonal Hafety‘and Health Act (Act) has had a tremen- =
dous impact. on safety and heglsh practices. ~This Act, passed in
1970, chargé% all employers whobe, busmess affects interstate com? ) *

merce" with the résppnslblhty for then employees’ occupational

safety ahd health. ‘It “requirés that the employer provide each °
~employee with a place of employment that is.free from. recogmzed
" hazards and that is in compliance with the standards established

under the Act. The Act covers all private higher education institu-

. tions and many pUbllC ones as well. As mare states‘receive approval

for their occupational safety and health (0‘-»1'{,) plans, public in-

" stitutions in those states will be covered. . . .

4

»

_ An OSH program is an orgam/ed program devised to correct and’

H
3

prevent safety and health hazards’in the workplace: Through: the.

use of this formal program, it is possible to identify, evaluate, and

contyol problem areas, be they unsafe acts ér practices, unsafe con-
ditions, or an unhealthful work-environment. A formal OQH pro-
gram for colleges and. uvarsltnes is- one that: - -

o is ,rea)g‘mZed by the institution:

" ® is supported by top-level admlmstratmn, N,

" ® has as its overall program objective the goncept of leduung _

- the number and ‘severity of work-related mjunes .dnd
illnesses! .
'® has a program of planned agtivities that w111 ac hleve pro-

- }’ - gram objebtives; and

® has a specific persen reqponslble and auountable for the
program. : . .

“This manual was developed bv the National Institute for Owupa-
. tional Safety and Health (NIOSH) to provide the basic information’

needed to establish.an OSH program in.colleges and universities.
With tl‘se.of this manual, campus safety officers, environmental
ard.officers, biohazard safety officers, and others responsible for

S

the occupational safety and health of all employees can agsess their .

OSH needs and plan a comprehendive program within the admjnis-

‘trative structures of their institutions, The: procedures de%nbed

here are guidelines based on accepted OSH progedures, Occupa-
tional Safety and Health A(lrflmlstratmn (OSHA) regulations, and

. other accepted standard‘; that apply 0 most educational mstl&

tmns o _ -
' K R o s

-




- This is a “how to”’ manual; some theory is presented, But the major
* thrust is on practicality. Specific ideas and guidelines are offered for
', the program aréa gomponents: organization and staffing, OSH pro-
. gram funetion$,and squaces ¢f information.Although, at all times,”
_the ideal situation or solution is corisidere8, thé manual alwadg at-

*”njgts' to indicate what can bq done, realisticdlly, with dimited

y) 4l * . . . S \, ‘e

' "The concept of an OSH program is introduled by explaining the_
importance of having an effective OSH p ogran on-('amp&f‘ “a

RN program that goes beyond identifying hazdrds for conipliance or -

‘ examining the causes of these hazards. ) .

T “ BQca“_lj_sg_p'f the effect of IOS’HA legislation on such pr()gm,'n‘l.s'_, this
5% legislation and the impact of OSHA regulations on colleges and

- ‘universities is reviewed. - > . . .
R o PY * - e

in developing an

o

oy . , L e R
*The administrative procedures to be considered
OSH program are examined. ) :

e e - . : - ) 0 ‘ T )

' **The OSH program_mitst be recognized by the institution. Thé
" manual explaing how top level suppor4 is“Meeded and obtained to
. help the program tomprete for TESOULGES, exert its authority, and ini.

idte safety, and -health activities » ‘ :

The OSH program must be supported by the institution’s top-level.
administrators. A pelicy statement written hy “the, i.rrmstitution’s
~ president should be published and distributey. The polcy state- .
‘ment should receive the endorsement of 4hre governing board. The
status andyipfluente of the person acting ds'the program’s adminis-
. . dratot will algp reflect administration sppport: 'I‘his"pérson, to be
most effective, Should be at the vice-pres ntial or vice-chancellor

* i Mevel, The progra ministrator's ipfluehee affects both the im-

. o+ .acceptance. of program directives by thesé people.

, portance of the program as perceiVed By other em'ph)ye:—sfnd the
,'Th.e ‘OSH program must hque planned dctivities that will lead
tdivard achieving defined program-objectives, Thege objectives take
. into accdunt, the)specific néeds and -pfoblems of thé institution as -
part ofithe over#)l goal of any OSH ' program—that of reducing the
mber and,severity of occupational-illnesses #nd injuri®s. Specific,
' gasu.rable' objectives should be developed; each of these objectives*

" can generate many program activities. The objectives prbvide a

framework within which to implement, monitor, and evaluate the
program activitie. o AR
The OSH program_must have a Program Director who is responsi-'
ble afidsaccountable for the program. Although the Program Diret-
’s position should be full-time, some smaller institutions may be
able to afford only a part-time assigngent for this work. Whether
full- or part-timegthe Program Director must be selected with care.
This.person is ch%;rked with responsibilities that call Yor awareness
of safety and health regulations; an’,underatanding of OSH princi-

_-.s " N -9

&oealy




o ' ¢
-ples; and good administrative &kl”Q in orger to plan the brogram

- and superv1se and evaluate its activities. Since the Program Direc-
- tor’s position is usually one of guidance and counseling, rather than

enforcement ‘the person selected must_be able to work w1th both

; campus officials and .employees and gain theircooperation in. mak

mg the OSH program successful. When the Program Director is the
“only staff member, qthers within the acadergic commutity will be,

v avanlable for various tasks or outside consu}tants can be empfbyed¢

N

.

N\

No

.* To be. ‘effective, every OSH program should perfofm certa.m basic

functxoné

\ ® conduct on-site mspectlons,
y & Correct hazardous conditions,* ,
® develop written rules and rpgulﬁtlons, R
_ ® providé'training to employees, ¢ ' v
® investigate accldents and occupational illnesses,:
® keep 1llneqs/1njury records, and

® monitor and evaluate program performances

Based on the experience of OSH professionals, these are thefro-
gram activities needed to identify potential hazards, ‘inform

T
; :

x

1

.employees of proper OSH procedures, record incidents, and ex-

amine the results of thegprogram s efforts.

"Toaid in establlshmg and maintaining an effective OSH program, a

number of sources of information for help.are offered. Particularly

_stressed are those sources that provide both administrative and
technical assistance specifically applicable to universities and col- *

leges. Private compapies, governmental agencies, and’ publlcatlons

‘that can provxde needed zz:nstanCe are llsted

A glossary complete% thi glual : o

-~

.
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- Because e Occupational Safety and He.altl'l.Act."(A.(*t)
. employers_ whose businesses affect inferstate .commerce. with the .
responsibility: for their employees ()(:cmiati()x_ml safetv and health, ~

' The trend on campuse_i-'.-'hés'propel"ly:be

. for their work 'as employees.

%' CHAPTER IL.INTRODUCTION . _

chiftges -

private institugions of higher leagsirrs and manyspublic ones as well -
are covered by the Act..» . /. -0+ “o.

I _— . . . , - Lo .
This mapual'was developed by the National Institute for Occupa-
tional Safety-and Health (NIOSH)to provide the assistance needed

© . to establish: an .odcupativnal safety and health (OSH) program in
- colleges and-wivérsities=—a program designed to reduce.the num-
" berwnd severitMNI job-related injuries and illnesses..

: An OSH f)rogra;ﬁ is deAveloped not just to bé in compliance w:it-h'_OL'- -

cupational Safety and Health Agministration (OSHA) regulations -

. and.with state OSH regulations, but to create a safe and.healthful
> *.work environfnent. Because this can .only be done by going beyond
-~ the hiazard to eliminate its underlying caiise, this manual not only

di8cusses ways to establish an QSH program that will identify and .
correct hazards,. it also describes the need for developing sound .
OSH procedures -and consrols, and for properly training and -

motivating employees. - 7 - % . A

e tre _ Pproj en toward déveloping safety
and health prograris that take into accbunt employees, students,

* and.visitors. The. Act, however, includes only employees, and our
. -e_lpphasis_he'r'e i8 on' the employees .and 'their-occupgtional safety
and health-status. A comprehénsive program aimed .at the safety:

and health of employees can easily be extended to cover both stu-

;- dents and visitors. The term “einployee’’ encompasses all persons
~ who work on the campus, either full- or part-time, and who are paid

' Inatitt_ffion_a of higher education include’small vocational or liberal -

arts sthools as well as major universities, A smatll liberal arts -

.sehool miay have relatively few major hazard-areas when compéared.

with those at a large state university with numerous laboratories, a

- .-medical 8chool, aid an agricultural department. Because this
" ... /manual must encompass the variety of potential hazards on-any’”.

A )

o
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. l o
campus, only the major elements needed for an effective: OSH pro- &
gram are cavered; other sources for a more in:depth examination

are refprenced

Institutions varv not onlv in number and type of hzmuds bm also
in their devel of sophistication in dealing with ()((ll‘ﬂtl()l yl safety
-and’health matters. To obtair a better understanding of OSH prac-
tices ontampus, 60 sehools, representative of the size and variety pf . -
educational mstltutmns throughout the United Statfs, weré ‘sur- )
veyed by the use of a contract (CDDC Coptract No, 210-75-0004), A
prehmmary OSH program was developed aypd elght educationsl in-
~ stitutions cooperated M a preliminary validation of this material. .
~ Fram this survey..e learned how OSH programs are currently -~ =
- structured on campuses ind the depth ‘of expertise that can be T
found W|th|n these programs. The survey data eannot be projected :
to show national estimates and will not bé reported, but it did con-
. firm the range of sophistication and the scope of OSH programs ex- .
isting among these institutions: = : .

® most institufions with a student enmllment legs than §, 000
_ have no formal program; ~
- ® many of'those with 5,000 to 15,000 also have no formal pro-
. A gram;
: ® those with 15 0()() or“ore generallv do have an OSH pro-
. grami. : .

Even so, institutions reportmg that they had a formal pmgram
missed many.essential OSH elements qn their prograni coverage.

Because the schools are so diverse and their programs vary, our
focus is on those campuses with a limited OSH program or those
with no formal program at all. Thesewre the institutions most in
need of basic information in developing or enlarging their OSH pro-
gram. OSH personnel in the larger schools will also, find sonre of

- this information helpful. Because mapy persons responsible for oc¢-
cupational safety and health on the campuses nfay not have a

. strong technical ba(kground in many OSH areas, important techni-
cal material is included in as_nonte hm(al a manner as possible to
make it relevant to their reqponqlbll ies, A-glossary is included to

S.aid in understandmg some of the ~;pecmh/ed Jermq used here,

- Al

The Occqpqtional Safety and Health Act ~ .

Because the Occupational Safety and Health Act (Act) covers all
private institutions and many public ones, university and (ollege
admmlstratom and OSH personnel must be familiar with its provi-
snons . -

’ +

What the Act is and Who Must Comply »

The Act, requires that employers provide workplaces free from




! : reCOgiized hazards that are causing or are likely to cau :death or.’
L. " seribus physical harmy and comply with the occupationa‘l:-gé_fetygnd. -
: . health standards promul@ated under the Act. The fifst jof these’. ,
| standards appeared in the Fedepal Register during Mgy 197 1,=‘and‘ ' v
_updates dre.issued perigd’ically Yo e .
.. » . Although the OSH Standa:ds are based on4ederal legislation and '

involve federal agencies, stateg are permitted by the Act to develop
) their own plans for establisMng and enforcing OSH sténdards.
- When OSHA apptoves a state plan establishing standards and an
o~ enforcement mechanism' “at |d¥4st as effective as”’ that of the federal
T gevernment, the federal statute is syperseded and inspection and \
- & compliance procedures are Unglertaken at the sate.level. In most
© . states, the occupational safety’ and health stamdards consist pri- . ..
marily of the federal OSHA standards together with any existing or ..
new state standards covering ex%sures not covered by the federal

OSHA. standards. I

" The Act and its regulations apply to employers, e.g., any person hir-
ing one or more employees engaged in a busineds affecting com- T
. merce. If any tools, equipment, materials, or devitesdged on a job .
" were manufactured in another ‘state, thé business is one “affecting  *
. commerce.” This means that virtually every.employer in every busx:
iness or industry is covered by the Act. ' oo

A
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'Cove{'age of Ir}zstitution.é'ofﬂigher Educdiion_ ' YIS

Private colleges and universities ‘are categorized as employers .
affqgting commerce and, thus, are subject to federal OSH require- o
_ merits unless they are located in states with approved OSH-plans. -,
T ~ Inthis latter case, they come under state jurisdiction. Employees of
. a state university or college, however, dre categorized as pubfic
emplayees; as such, their employers ape exempt from federal enfor- "
cement of the Act. Therefore public institutions lokated where state*
» blans have not been approved are not subject to any direct safety = *
- and health regulations under the .Act. -The":institytions. are,
: .however, subject to state law and to phblic press to conform’
' ) anfl may be liable for harm that occurs if they.haVe iated from
Y- recognized OSH standards. Where state OSH.plans aresapproved,*
public institutions are covered by the-state regulations.
.8 . N .

Fedgral Organizations Grebte_d bytheAct = -

"To carry out the provisions of the Act, three new Federal organiza-
tions were created. One of these is-theé Occupational Safety and
Health Administration (OSHA), part of the U.S. Department of . - -
Labor. OSHA. is responsible for developing standards, inspecting 2

. 'y B ' ) .
*A program is underway that will allow states without an approved OSH plan to en. -

o force an occupational safety and health program for their public employees. (See

. Federal Register, April 6, 1976.), to - ‘ .

. . . . Lo ] . '.:-‘i-:\‘“l"
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~bers are appointed by the President.

.
.

worksites, and igsuing citations and penalties for violations. It also
is involved in short-term training of personnel engaged in. OSH
work and in collecting work injury and illness data.

Another organization created by the Act is the National Institute
for Occupational Safetv and Health (NLOSH), part of the U.S.
Department of Health, Education, and Welfare, Its responsibilities
fall within the general area of research. It is chfrged with develop-
.ing the criteria on which to base safety and health standards.
NIOSH recommengs qafe levels of eXposure, outlines ways odapro-
tecting workers, and provides expert guidance to OSHA in the form
‘of criteria documents that contain detailed scientific information ,
- about specific industrial health hazards. NIOSH also provides tech-
nical ashistance to various institutions, at .all levels, so they can
develop new occupational safety and health programs or improve
existing ones. AJthough NIOSH has the authority to make vigits
and to question employers and employees; this is generally done
only in connection with speual research 'studies or.surveys and in
respohse to requests from employers’ or employees to determine
whether any substance found in the pla(e of employment has poten~
tially toxic effects. '

A third group given reqponqlbll ties under the Act is, the OSH
Review Commission, an indepen federal agency whose mem-
Fhis Commission deude% dis-
putes between an employer or employee and the Sec retary of Labor.

In those states having an approved state OB H plan, the designated

‘state agency (normally the labor agency) or agencies havé the'

.responsibility for administering and enforcing tht;,l OSH prugramq,
a responsibility very similar to that of the U I)epartment of

. Labor.

-

What the Standara',s Cover. = -

The present OSHA standards are, for the most,part fannhar ones,

-

- gince they were ‘established from- then-existing federal standards -

(e.g., Walsh-Healey Act) and from consensus standards developed
by the American National Standards Infétjtute (ANS]) and the Na-’

: .. tiopal Fire Protection Association (NFPA). The Act provided that

.+ - Hese standards could be adopted during the 2-year _period after the

Act’s passage without public liearing. At the present time, however,
“proposed changes in, and additions to rules, regulations, and stand-
ards must be puhhqhed in the Federal Register with time allowed
for public review and comment. Publié hearings also must be held if -
requested of . if (letermmed beneficial by OSHA. OSHA may, if.
necessary, pro.dmlgdte an emelgen(w standard to take effect im-
mediately. : N

The standards are very broad iti scopg. Some set requirements for
equipment and materials and their use (e.g., protective equipment,
power tools, compgessed gas and air machinery, walking and work-

T
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ing surfaces). Other standards refer to procedures for equipment
ha ting, first aid, firg protection, sangtation, and general environ-
thl controls. There are also requirements for various adminis-

: tratlve functlon% such as retordkeepmg, inspections, and training.

The standards are detailed; not all standards apply to every institu-
tion and changes in the standards are.made frequently. Because

reading and understanding them is a specialized task, taensure
compliance, each ingtitution must assignt someone to hecome ._:'_

thoroughly familiar with the standards and deternrne,whigh ones
are dppluahle As a further precaution, the Federal Register ox m

update service sh()uld be- consulted legulallv to keep current. w;t(h :

changes. B .

7

- ¢ -

" How the Standards Are Et’zforced o '

-7

Us. Department of Labor u)mphante officers and state u)mphanug

‘officers may entery with the owner's permission or w1th a search
warrant, any worksite covered by the Act, They" ma» inspect the -

premises. and all pertinent cpnditions, structures, machines, ap-
paratus, devices, equipment, and materials. Representativesof both
the employer and the employees must-he given an opportunity to be

present during the ingpection. i campus sltuatmns it would be
normal for someoneshaving- lesponsnbllltv for safety and health
- programs—such as theexec utive vice presldent the business officer

or the l’rogram Direétor—to accompany the compliance officer as

_the employer representatlve The employee representdtlve should

,be selected by the union, if one exists. Where there is no authorized
empl()yee representatlve the compliance officer must consult with a
reasonable number of employees conc e'yﬁg the occupational’
s'afetv and health, of their workplaces,

.

4 1f, during an 1mpect10n or mve‘;tlgatmn the violation of a standard
or regulatmn is found a wrltten utatlon (les( rlbmg th hature of

near the place where the vmlatlon ouurred

»

Any employee ‘0 belleves that a violation of a saféty or health _

standard or an imminent danger exists may request an inspaction

by gending & written, signeéd notice to the Department of Labor or -

“the state agency. Notice may be given by telephone if the suspected
“violation is likely to cause immediate injury or illness. If the com-
plaint pt‘ovnﬁes reasonable grounds fqr concluding that aeviolation

" or danger exists, an inspection will be made. The identity of the

complainant can be withheld from the employer if requested by the
u)mplamant :

. ’ ’ N )
No person may be discharged or discriminated against because of

filing & complaint, testifying, or otherwise helping to institute any




proceedmg under the Act. Any person ‘who feels dmnmmated

" against may Tile a complamt with the' hecretary of Labor,who must
investigate the matter and bring approprlate corrective action in’.

~ “the US. Dlstmt Court. o

1

Four types of v10lat10ns are defmed L
- Imminent danger vl()latl()ns—rexlstmg dangers that could
reasonably be expasted to cause death or serioushysical harm. .

. 2. Serious violations—existing dangers that probably u)uld be ex-,

pected.to cause death-or serious physical harny.

3 Nonserious violations—unsafe’ existing umdltjons ‘or acts~that
probably would not cause death or’serious physical harm but would
have a dlrect or immediate relationship to’ bhezx/fety and health of

emplgyees., e .

L 4

4. De minimis violations—conditions or acts that are-prohibited by

OSHA standards, but have no direct or immediate relationship to

. safety orjhealth (contact the local or regional OSHA ()fflce for more.

mforma ion about such violations). i
Two other qpecml categorleq of violatigns are ‘(1) willful viola-
tions—those ‘committed mtentlonally or those in which the.

'employer makes no reasonable effort to eliminate a known hazard-

ous condition, and (2) repeated violations—those occurring when
the employer has violated a given standt{rd a second time.’

_The penalties for violations of safety and health standards can be

* _severe. For example, willful or repeated violations niay be assessed

at up to $10,000 for each violation; and a willful VIOIatlon that
causes the death of an employee can carry a prison term of up to 6
months for a first and up to 1 year for a second conviction. Citations
for serious violations call for mandatory fines of up to $1,000 per
violation. Failure to correct violations within a petiod of abatement

may be assessed at $1,000 for éach day each violation continues., '

. @ L4 . . . . e . . '
~ In determining penalties for citations, a distinction is made bet-

ween serious and ogher violations. Peqaltle% must be proposed for
serious v1olatlons but need not be for nonserious ones.

- Within a short tlme after issuance of a citation for a VIOIatlon the
'employer will be notified by certified mail of the penalty the govern-

ment, proposes to assess. If the employer wishes to contést the cita-

tion or penalty, the institution must notify, in writing, the OSHA

area office or the state agency- that issued the citation within 18
days after receiving the notice. The director of the area office must
then notify the Ocqupational Safety and Health Review Commis--

. sion, and the Comiission must afford anopportunity for a hearing. -
" The Commission wil] then issue orders affirming, modifying, or
‘nullifying the citation or proposed penalty. Commission orders may

be-appealed to the ¥nited States Court 6f Appeals within 60 days.

&
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Informal hearings may be arranged with officials of the area or
regional OSHA office or the state enforcement agency tostlisfuss

If a citation or penalty.' is contested, the burden of proof is with the -

Department of Labor. It myst prove that a violation occurred and

-t
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CIjAPTER IL ORGANIZATION ‘AND ‘
SR STAFFING o o

- A . - 4

a
-

'Campus OSH hazards can ‘Se controlled effectlvely through an

organized program that enco sses COrTec 1on and reventlon of
p

_~ ) .hazards _ N _ _ ) -

.. To be considered a formal program, "as the term is used in thi§ » .
‘s manual, an OSH effort must exhibit certafy characteristics. It must
be recognized by the institution; and it must be supported by the top
~level adnnmstratlon (preferably including the gowerning board) of
. . the institution. Without this recognition and. support, it cannot.

- conipete for resources, exert autRority, or initiate activities for the .-
institution.as a"whole. To have.a program, some planned activities -
must occur that lead toward defined program objectives. A program

.. engenders suppors by virtué of what it aCCOmphshes (Finally, a
- specific persoy must be responsible. and acco intable for the pro-
gram. Progtam’ obJectlves can best be achieved by proper direction
and coordination of program activities. All of these criteria are in-

- cluded in what this manual refers to as a. formal“OSH program..

This chapter discusses whatmust be consideréd in the devélopment .
, of a formal OSH prdgram and what must be accomphshed Lgorgan—
o dze and staff an effectlve program . . o

Formulatmg Program ObJectlves !

. A program is an effort directed at achlevmg an objective. Thus, one

- of the first steps in setting up a program should be to define exactly

- .. _ what the program will acl‘:leve The administration- must make

- . specific decisions in advance regardmgwhat they. intend to doand -
- how tl{ey plan to carr;y it out Thls can be called the plannmg pro-

*..  cess! .

_ -Du_nng the planning process, clear and measurable objectives

*. 8hould be developed to provide a framework within which to imple-

" ment, moriter, and evaluate program activities. 'I‘hese objectives .
initiaily are formulated by program planners ard ‘adnfinistrators. -

~ Objectives also provide a basis for developing the program budget
so that program resources are, used efflclently '

The oveball goal of any OSH program is “to improve the safety and
health of the work env1ronment  In,more functlonal terms, this

u/ 11
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b restated “toreducert‘lﬁnumber and sgverlty of occupa- .-
tiona lllngsses and injyries.”” Although all OSH program activities.,
re-aimed at achieving this goal, such a goal is too general to use in *
~ organizing :a ‘program. To provide a better framework, specific,
méapurable objectives should be déveloped. Well- formulated pbjec
* tives provide lthe t;oundatlon for organizing activities, hllocating
‘staff and funds, monitoring performance, asgessig program effek-
tiveness, and communlcat)hg 1nformatlon about the program to
“others. *- - - . _ .

-—

+ An ob]ectwe is a clear; specmc Gtatement of a measurable léult

bench rk along the path-to acljievemént of the goal If the pro-
gram achieves a /desu‘ed objectiye,~the retlcally, the program has -
" made progress toward-its overafl goal: . o

.

Many different _objectives could be pursued in the course of achlev-- :
*.ing the e goal. Because program staff and other regources are limited, . .
- assess the current situation before deciding which course of action
- would bring about the greatest progress toward the goal, given the.
available resources. For instance, if the largest number of occupa-
- ‘tional illnesses and injuries occurs in laboratories, perhaps the pro-
gram ‘should allocate extra resources to eliminaté hazards, _upgrade_ :
-safety. equrpment, and tram personnel it the laboratories. -

that is 1n§: be"adcormplished withig a sp ;wa period of time. Itis a

One way to begin’ formulatlng objectwes for an OSH program is to
- congider the basic functions that are part of an effective OSH pro-
. gram. These functions, outlined below, are discussed in detall in
Clrapter I11: ¢ :

° conductmg on-site inspections to uncover hazards,

" . ® correcting or controlllng these hazards, . ¢
. .developing written rules and regulitions, '
L prov1d1ng safety and health training,

. ® maintaining illness and injury records, an,d _
® monitoring and evaluatmg the program s performance :
agalnst its obJectwes :

The followmg are examples of objectives that could be formulated.
fpr an OSH program:" .

" ® To train all supervisors in the use of an internal 1 m_]ury and
'illness reporting system by June 30, 1979.
-+ ® To- distribute general OSH rules and regulatlons to all
: employees by January 1, 1979. 5

Each of these objectives can generate many program actwrtles For .
instance, the- objective “To distribute generad’ OSH rules and
regulations to all employges by January 1, 1979” involves a number
of program. activities, 1nclud1ng

’

P' 125,3 o .' ¢

® ‘investigating acgidents, ' ' SR




-'; researchmg the toﬁcs to.be covered o~

- draftmg the rules and regulatlons, .o T

e having the rules’and regulations rev1e*'ed by the OSH pro- | f

‘_ gram staff, the administration, safety dommittees, employee - :
unions, and any other appropriate groups-or individuals; _

X rewrltmg the .ruled .and regulations to mcorporate Y

. . reviewers’ suggestlons, o
N dlstrlbutmg cop),es to. all employees through normal campus o
channélS’ e '

.

’ . : -

* Before: the program becomes operational, Togra 'objectlves

g Y . s>
' usuallx are developed by the Progrém Direcfor and stalf. These ob- -
jectives.are then reviewed, modified, and a proved by‘ administra- ~
'tlve officials ar s ety ‘and health commltt es. . e
v ‘The formulatl of ‘ebjectives is a*never- endmg process, starting

ith the first program proposal. The objectives ¢ can be revised at the
'.begmnmg of each budget cycle, and interim objectivés also may be
created within‘each budget cycle. Some program efforts may require -
multi-year plans to reflect- what will be accomplished in 2 to-5 years.
When multi-year objectives are- formulated, the time reqwred to
. complete these objectives should be clearly speclfled The precision -~
-+ 7. with® whﬁh annual objectives are stated must be even clearer and
", more concise. Multr—year .objectives usually are reviewed
- periodically and reqyire revisiohs at the end of each year.

Obtaining Administrative Support - ’

@btammg and pubhcnzmg the &immlstratlon ] endorsement of the
. OSH program is important for two reasons. First, without the ac- -~ -

tual commitment-of top administration, the program will be unable / =

to compete with other endorsed programs for a share of the institu-
_tion’s resources. Second, without the visibility of top administration .
“support, the program will likely be unable to enlist the cooperatioen =~ .
-of other members of the mstltutlon behind the OSH effort IR

The administration’s support for-an OSH program may b¥' based on
various interests: the financial advantages of OSH, ethical respon-
, . - sibilities to gmployees and students,-compliance w1th OSHA and.
. .- other legislated directives, or taking a posmon of leader‘shlp within
" the community. Whatever the motivation/ it is important that the
_ institution’s hlghe‘lt authority visibly endorse the OSH program

. e, the govermng board of the college or university.

When thm" endorse'rhent is obtamed the institution’s p‘resndent
usually issues - brief policy statement indicating the administra-
tion’s endorsement of, and general expectations for, the OSH pro-
gram, with delegation of responsibility for the program. Such policy
statements are usually quite brief as-they are mainly statements of -
endorsement. A sufﬁclently bastc ‘and general“‘statoment al'lows

. e -
3 . . ,"" . .
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h greater ﬂexlbllltywmake program changes w1thout going through: o

the govermng bpard for approval

A more detailed set of policies and proceddres for developing the
program carrthen be approved by administrative authontles within
the eollege -or university, the council of-president:and. vice-presi-
dents, or other central administrative group. Exhibit 1 is an'exam-

ore detailed procedures statement. Such a statement’
might well be found in the front of the employee safety and health

. . Exhibit1.

“u -

OSH PROG'RAM PROCEDURES STATEMENT .

10 Al Central State Employees s
_ FROM Offlce of the. President : "
| RE: . Occupatlonal Safety and Health Program

~ '

PURPOSE The purpose of thls program, is to promote,
create, “and"“maintain a safe and healthful campus environ-.
ment, It is my intention that various assigned activities and-
responsubll ties be carried out
and cooperation of all Central' S
pr.gram activities are assngne

employees. The varieus
follows:

i. A comprehenSlve ‘occupational safety and health (OSH) :
- organization
A Mr. Ralph ley ig app0|nted Occupational Safety and
© . Health Ptogram Director and is responsiple for vanous
duties of the office including: _
1. The development of an OSH prqgram for the cam-

.. pus. - -

+ 2 _Compllatlon of the Federal. state and tocal OSH.
D regulations pertaining to this campus. )

3. Regular inspections of facalltues tor hazards and po-
‘.- tential hazards. . " '
"~ 4. .Development of procedures foﬂ'eportlng revuewnng,

" and analyzihg all accidents.

organizations.

-+ | . 6..Recommendations of correctlve actlon to appropn{. ——

ate,offices. - : .

B A functional Occupatlonal Safety andJ-fealth Adwsory
Committee is hereby appointed. ‘-
1. Membership will include the following: - -

. Administrative Vice President .
- Insurarice Manager . S e
" Director, Mealth Services . v

~

- v

receive the full supportaz '

the campus isJvereby established. - .| -

5. Development of departmental safety and health- o



) >~

: . ]
nd Health Program Dires:ton

_ Physical Plant Di
. Occupational Sat
. Legal Counsel
Superintendent, Buildings and Grounds
Facllty Staff and Student Representatives  *
sLabor Union Representatlve(s) : '
Student Employee Representatlves -
_ 2. Meetings of the, Committee will be held\regularly.
~ Findings and recommendations will _be transmrtted
- .promptly to the President.
3. Oftlbers 'shall be selected from the membership to
. servefAor 1 year. The.Program Dlrector w1II be an ex- :
. officio permanent member. : -~ .
C. Atcident prevention and safety and health d|scueS|ons
will be conducted with departments and staff.

° forthe total campus.. - L
o

H. An effective program for acmdent and

: ness |nvest|gatron and preventlon will:bepromoted..

A. AII work- related accidents and occupational’ |IInesses
will be.recorded and investigated.. . :

B. Ac¢cidents and occupatlonal |IInesses will be reviewed
. to determine patterns causes, and effects.

‘C. Uniform detailed procedures for teporting "li school-_
related acctdents |Ilnesses and injuries will be
" developed. :

" 1Il.Guidelines forthe tra|n|ng and placement of campus per-
sonnel wilk be developed.

A Minimum physical requurements will be determnned for

. faculty and staff sed  on skills and .physncal
-capabilities needed®these requnrements W|II be in-
¢luded in the job descruptnon

B. Physical examinations, as may be requwed ‘will be
given to all new faculty and staff by ‘a- Iloensed physi<
cian.

.C. Periodic physncal examlnatlons‘ for persons wnth

.

~and ilinesses will be required. (Physician must certlty
~ when a-person is able to return to duty.). *

« D. Persons wo;knng with certain hazardous substances '
~ will be monitored as necessary.

i E., Acqndent prevention mtormatnbn a'nd rules will be dis-
s semmated -

IV The goal of a safe and healthful work erivironment on

campus will be achieved in part by: a

A. A system. of periodis self-evaluations developed by
faculty and staff responsible for high-risk areas (those
containing hazardous or potentlally hazardous

o materials or actnvnties)

.

- D. An encompassmg OSH orientation wnt be enc?ufaged _' a

upatlonal |II- '

" ‘chronic conditions and followung disabling” injugies |




[
v

o 8. Perlodlcally mspectmg for hazardou" ;

ditions and
_+ pragtices in other .

syuction (e.g.. wiring. flammabl# materials). v
Providing all appropriate protective devices and ensur-| - °
ing that persokal ‘protective, equipment is usd®. $
- v, 1 E: Provrdlng safe 'storage for- volatite hnd explosnve
. - materiats ‘and hazardous wastes . . :

F. Providing approprlate eqwﬁmem guards. and insuring
','_ SR correctuse.. .

> | G.Correcting hazardous conditjons (e.g.; walks roofs
. . stairways, toxic materiat exposure) .

: o H. Installing proper gontrol measures for deallng with| -
‘e '\ . | agénts affecting. the environment (e.g., proper ventrla-
' { v "tlon mufflers).

. O ' Educatm? and tMining personnel in Safe wog< prac-
BE oA Y o | tices, firs aid. etc. s

e | J. Consulting with vatious experts (both on- and off cam- .

ST S ' pus) to solve or prevent health and safety problems.
) ¥ = - ; -~ —

o " 3 ' - )

ties for replzi?ﬁg'subﬁndard con-|

t

c -

‘p . . )
‘ ..-v . s ¢ " o
:" T~ o bedffective, any OSH program | ohcy statement should meet the
fo'llowmg criteria:® . @ y

.0_ It.is issued by the governmg board of the mstltutlon
¢ It formally initiates the program and indicates its purpose.

;': N ' ® It lists the major program elements to-be updertaken to the
' o extent they are known at the time the policy statement is
Moo ...\ issued.

oL et emphasrzes the schoMmitment to a safe and
o« "healthful operation and Charges ‘all departments and all
. . levels to be reqponslble and accOuntable for the conduct of
SRR I TR  the program, | * >

s eIt reqmres the (ooperatmn of all campus personneland con-
Tl s veys the President’s intent to implement the program.

.., e It is distributed or made known to all campus p®rsonnel |

vl . . and to all new employees.

' The Iprecise fortn of the’ written policy is not.as important as fts

:ic'_ O&;H program. - ',

- -_'I‘ importance of this vigible support can scar(.ely be over-
Y “empyhsized. The .OSH program will ‘not succeed without the

. cboperatlon of médny-groups: faculty, part- and full-time staff, and."

WP . -ment(and,ifi netessary, actions to back up this commitment), many

S m({yl_duals will give the program only adoken effort
L . ) . L . . | ) - |

°N 1 .

. - . . . e
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) ’ %+ scontractors: Without a strongly worded admnmstratnon‘ commit-

L

tlarity in stating the admlmstratlon 8 smcere desn‘es for a sound




L '‘Organizing The Program Lt
~Several organizational decisions are critical to an OSH pragram’s
. success, An OSH Program Director must be sglébted:’l‘he location
- ' of the OSH program within the overall admmistrative structure
. * must be determined. In addition, the organization of the OSH pro-

»  gram and other safety and health practices should be brought ander
- -one jurisdiction or, at a minimum, be-closely coordinated. In mak-
o ing these decisions, program planners must be cognizant of two ¢n- .

© teria for effective programs: (1) the program must be organized with

“ top administrative support, and (2) the program organization must

focus on one person who has been given responsibility for its ag-

tivities. -~ . - ) - :
Many program planﬁerg}-an(li administrators may find that struc-
tural and staffing decisions are so closely intertwined that. they are
impossibl¢ to deal with independently  or sequentially. Here,
. however, the structural considerations are discussed before discuss--
. . . . ing the staffing issues. This order assumes an ideal situation’ --one

' *in which the planner can first decide how the program shodld be
organized to make most effective use of the existing administrative '
§tructure,7deter‘min'e what the réquirements for-each position in the
* program organization will be, and, finally, select the right persons
» for these positions. In actuality, the prograni.structure may be as
. dependent on the capabilities and location of individuals already
“employed by the institution (and who are available for the OSH

'program) as upen any “ideal’’ design. .

* “'Thelocation of the OSH program within the campus adniinistrative -
structure has significant bearing on its effectiveness in relating to

. other elements of the institution. Where should it be placed? There
are at least four major functional areas to be administered in any
colleBe or university; academic affairs, business affairs, student ser-
vices, and planning and development. Camnpus safety and health
programs have been located at various levels withir each of these
areas. . : ' . boe

Because of the nature of higher qducational_institutions"campus
administrative structiires are loose, with each department seeking.
~ -to promote its own gutonomy within the system. Kach departiment
tends to stress its own interests. Becguse an OSH program crosses
all campus administrative and ‘organtzation areas, it may conflict
_ : . with other priorities wherever it is placed. By setting up the pro-
. gram as an independent department reporting directly to a top-
v . le®1 official, this conflict is lessened. Potential conflicts could arise,
) *, . + for example, if the OSH program fvere located with:
¢ Security—The bSH progl“am risks being identified pri- |
marily as a police activity..However, this department may
well serve as a resource in emergency preparedness, first aid
_ training, and in staffing for selected safety inspections.
R : . : .
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Te Physical Plant—The OSH Program_ l)lspctor is in the
~ tenuous position of conducting critical reviews "of those ae-
tivities under the control of his immediate supervisor. By its
very naturé, a safety program is an intervention process and
‘as such should be administratively separate from mamte
nance and productlon operations.

’ ® Business Affairs—Typically, this office has a major concern
for short-term budget implications as opposed to long range
savmgs accruing from an effective OSH program. -

® Academic—Because priorities” wotld generally favor
, further develppment of academic programs the OSH pro-
o "~ gram would suffer

" @ The specific location itself isn’ t the issue; all locations have variods
advantages and disadvantages. At some institutions, confljcts have
‘been avoided through strong leadership. The success of an OSH
program may depend not so much on its location as on.the
organjization 1tself and the personalities of the people involved.

The ultimateglacement of the OSH program should offer it status,
access to decision makers, and easy availability to direct channels
“of communication with other safety and health activities.

The offectiveness of an OSH program probably depends more upon
" the Program Director’s supervisor than on any other factor. Con-
tinuing top-level administrative support is best achieved by ap-
pointing a member of the top administration as the program's ad-
.ministrative overseer and by locating the OSH program within the’
overseer's domain. In a small institution, this administrative over-,
seer may be the President; more likely it will be someone at the
level of a vice president or vice chancellor.

The status of the program administrator in terms of closeness a
~»  accessibility to the President largely determines how much $op
.. management support the OSH program will receive. Equally/im-
‘portant is the impact the progranr administrator’s status can hdve
'on the way the OSH program is perceived by employees. Generally, ‘
the higher the posmon of the program administrator, the more im-
portant the program is asfumed to be. Because the functions of the,
OSH program cross all organizational lihes, major directives must
come from the top. The program administrator serves not only as
the program advocate at the top administrative level but also as a
“last resort’’ source of authgrity behind the major dlrectrves of the
program.

Thus, 'in selectmg an orgam/,atron locatlon several factors should
o be kept in mind:

.. The OSH program should have enough flexibility in its ad-
- ministrative area to allow the Program Dlrector to take ac-
tlon and exeft authority. _ o




. “ . . .

.*- ® The ihterests and objectives of the OSH program should be
compatible with other activities in the area, rather than
conflicting. :

' ® The OSH Program Director qhould be glven recogmtlon and
status in'the chosen location.

e The desngnated program administrator should have-a sin-
cere interest in suppoyting the OS:H endeavor. i

‘ ,’?:i Co.
Once the program administrator and’&he"irfstrtutnonal location for
“the OSH program have been selected, the structure of the program
itself must be organized. Two basic considerations are involved in

_ selectmg the orgamratlona-l structure of the OSH program. First,

orgamzatlonal structure, of the umvermtyﬂ‘hls may mean,eniulat-
ing admiristrative structures or-systems that are already ip effect ~
for other college or llnversny programs.”It.also may mean follow- .
‘ing already existing functional pat,ternq The OSH program struc-
ture should also he compatlble with already existing lines of
authority, e.g. a maintenance crew foreman cannot be expected to
oversee the efforts of the chemlstry professor ’

’. -

~

Second the OSH program must be orgamzed to facilitate the ac-
complishment and coordination of its basic functions. At most in-
stitutions, this orgamzatlon yill be complicated by the fatt that not
all program functions can be performed by a full-time OSH pro-*
gramg staff. At least some functions will need to be assumed by other
mst tloq employees. For example, at a large university, iliness
and injury records may-be collected through the personnel depart-
ment or through administrative offices in'each schodl, whereas the
analysis and interpretation of the data still would¥be within the
realm of the central OSH program staff.

‘The “ideal”” -organization structure would be one ing all OSH
functions directly under the OSH Program Directde. Actually, a
variety of OSH activities will be handled by others. Hence, the OSH
program.must have close contact with these other areas. Of particu-
lar concern is the OSH program’s relationship with persons han--
dling worker’s compensation and risk management activities, its in-
- teraction with the health services section and the campus_hospital,
ﬁnd its partlupatmn in campus safety and health commrttees.

Because np one chart or group of charts could adequately eXplain
" possible structures and interactions for every imstitution with thefr
diverse administrative structures and OSH needs, there is no
organizational chart in this manual. In addition; any discussion of
orgamzatlonal charts cannot reflect personal contact or the in-
. “huence of the program administrator and other campus officials.

the program- structure must be compatible with the .existing ~
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Becauqe ot the nature of academic mstltutlons a great deal of thea
“program’s success is related to its adaptation and support within
the school’s partl(ular adngmmtratwe system. :

Fa(h (ollege and university ¥s different, and each OSH program

will b¢ unique. [t may be helpful for.program planners to consider .

the f‘ollowmg pn oce dul es when formulating the OSH program struc-
ture -

Yo N o Ty

1. Review the OSH fun(tlonal areas and defme the kinds of ac-- '

.-tlvmes needed to accomplish each function. Be as specific as possi-

“ble jn desceribing the actual work to be-performed.

- 2. Review these mtmtnes and try to determine which require im-
' __medlate and continuous attention and whamskills are needcd This
indicates what staff is needed '

sy

3. Determine whether the same or similar functions are alreadv
being peliorme(l -elsewhere on campus. For example, some pro-
cedures for accigent-investigation might already be carried out by

he campus police. Pethaps a revised reporting form -and some -

special training mlght be all that is needed. -
4, Avoid, when posslble assigning or locating OSH program ac-

; tlvmes in areas where conflicts of interest occur. For instance, in-

dividuals should not conduct formal inspection’s of their own work
areas. Thus, a thaintenance man is not the best Lhmce for inspecting.

~ buildings and glfounds
5. Remember that all OSH activities should be (oordmated 'l']w

Prbgram Director should bé aware of and in close contact with
other people responsible for the various safety and health activities
not under his direct authority. ‘-

-

..

siderably more comPex at a large institution than at a smaller one.

In general, it can Yssumed that the OSH program will be con-

At a small institution the OSH staff, will Consist mainly of a Pro-
gram\Director: At a-large university, the OSH program activities
often avill be performed hy a number of individuals, supervised and

-coordinated by the Pr.oglam Director. The more diffgsed or de-

centralized a function becomes, the less detailed knowledge the

Program Director will have regarding it. This lack of day-to-day

operating contact must be replaced with some other form. of infor-
mation exchange. This usually means either more paperwork or

_more meetings and conferences. The lack of personal gontact may

serve to diminish the per(elved authority of the Progr Director,
which might-normally be conveyed through a c¢lose working associ-
ation. Addittonal formal.policies, rules, and regulations may be re-

_ quired to convey this authority. The OSH program plannerq must

ensure program effectiveness whenever responsibility is divided

- among several people by coordination through other mechanigms—

20 3
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a reportmg systems, meetmgq plang, procedures, etc. lhese ‘mecha-

[

‘nisms affect the time requirements of the program as well as the
workload generated by the program, Such time and cost inplica-
_tions must be kept in mind when making decisions about the need
for full-time OSH staff versus the Juse. of exlstmg emplons on u)l
lateral assignments. . : v

33

Staffing The Pro%ram .

Earlier in thlS chapter, the close relatmnshlp between structural
considerations and staffing‘concerns in influencing the organization

- of the OSH program was discussed. This section discusses some of -

the factors involved in making %t.afﬁng decisions.

The point has been made that a successful OSH prograth myst have
- a Program Director who is responsible and accountable for the

_ operation. of the program, and a program administrator who can

represent the program at the administrative level. At some small -

colleges, these functions could be performed by-one individual if
that individual is able to provnde top level adniinistrative vmblllty

and support te’ the program while beiilg able to run the day-to-day .
operatjon. This usvrally is not the case and this manual covers the -

two peémons separately _ _ A

The Program Administrat(}r

‘An institution should designate someone at the vice president or
vice ¢hancellor level to'Act as the OSH program administrator so

that the OSH prografn ies within this person’s- orgammtmnal do--

main. Thus the program adrministrator acts as the OSH program

advocate at the administrative level as well as tite ultimate

authority behind OSH program matters.

Basieally, the program administrator has tour responsibilities:

1.'To oversee the Program.lrector who is (lnoctly responsible hn
the conduct of the OSH program, .

_ 2. To influence others in dlrectmg the OSH related d(tlvltle‘s under
" their-cantrol, ]

“3. To advnse the mstltutlon preqldent about OSH rela?cd mdtters,'

I

“*and ‘ .

4. To advocate the program‘ during budget plannmg

The program administrator generallv enters the operational pro-
cess only when the financial implications are céonsiderable or there
is an actiVe debate regarding either the seriousness of, or the ap-

*TFhe titles “Program Administrator”’ and “Progiam Director™ are, of course,
generic and intentled to be descriptive of the type of roles these indhviduals would
typically fulfill. ‘They are not to be construed as suggeited position titles.

v '.21..
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. _propriate solution to, a problem. Even then, the problem may be
. . solved by consultation with a committee ofpeers, such as the radia- -
' tion committee, rather than involving the program administrater.
When the program administrator is a vice president, the problems
tend to be dealf with at that level by involving other vice presidents;. -
this can h_a\(g unforeseen effects on the Program Director’s work.

) _ . , .
" The Program Director defines, assigns, and negotiates most func-
tiofis and uses the influence of the program administrator as a last
resort, such as in a situation where the cooperation of another vice -
.. president is required. Involvement of other vice presidents must be
done cautiously as it 'may be interpreted #s undermining the iu-
fluénce of some people, It also mdy carry jurisdictional disputes
_ too high a level. Becausethe Program Dixgctor must always work i
Dl .. -cooperation with persons at his or her operational level, excessive
' ' use of vice presidential influence may backfire, creating additional -
personnel problems. o :

- The program administrator should be someone with an active in-
terest and a positive attitude toward OSH objectives and with a
comfortable working relationship with the OSH Program Diredtor. .

. The program administrator also should be sufficiently acquainted -
with the OSH program activities to be able to advise the president -
. . and governing board on policy issues and also to provide a soundipg

" “board for the Program: Director’'s problems and concerns. .
. . : )

B The.Program'Director' - -

... ."SPhe Program Director is the person responsible for seeing that the
- .. swork of the OSH program is accomplished and that the program ob- -
' jectives.are met. The Program Director is the institution’s organiza-

_ tjbnal focus for OSH activity. Therefore, the person in this position
must be experienced in the field of occupational safety and health,
committed to the success\of the program, and endowed with the at-
tributes of leadership, Aili‘gen . diplomacy, and admijnistrative
competency. * -

" . The Program Director positio\gequires a wide variety of skills.

- First, the job.requires specific technical knowledge about each of

the OSH areas described in this manual, including a’ familiarity
with the relévant federal, state, and local regulations! Second, it re- *

. quires an understanding of OSH principles and techniques and the

theory behind -them. Third, thé job requires the adniinistrative

. _skills to plan program activities, to develop and justify the budget,

o * to supervise the adtivities of the OSH program staff, and to évaluate
i the effectiveness of the program. Finally, the job requires superior -

* communication and interpersonal skills to gain thessupport of all

" campus personnel and to convey OSH knowledge m"tﬁe_se people.

*

 22.'




The Program Director’s position ‘is not an easy one. The role is -

‘really one of guidance and consultation regarding-proper safety and

health“practices. There is no authority to enforce the OSH pro-

cedures. The supervisor has the responsnblllty for carrying out the -

- program practices. Hence, the Program Dijrector must rely on the’

~ coordinatibn and cooperation of others t4-ensure that methods for
correcting and controlling hazards are being carried out; It is the
Program Director’s task to.influence others to take action, by
.motivating them to cooperate. - :

Obviously, the knowledge and ability of the Program: Dlrector has a
. crucial effect on the success g failure of an OSH program. It is a

most critical element. Thergore great care should be taken in
¢hoosing a person who meets the needs of the institution.

: Frequently, it is-difficult to fmd someone who has all of the skills,
* mentioned above. Some compromises .will have to be made,
_especially if the budget is limited. The best combination of educa-

tion, skills, and expetience for the OSH Program Director depends

on such factors as the size. of the institution, the types of activities
" conducted on campus, and the availability of technical skills among
... " - the academic and nonacademic staff. The smaller the institution,
‘ " the broader the background of the Program Director must be. The
chosen Program Director should be knowledgeable about the field
of occupational safety and health; and he/she should continue
his/her education by taking OSH .courses dr should become
‘knowledgeable in some other way to be effectlve

4

Because of mtetactlon with academlc persopnel it is best for the '
o Program Director to have a degree in occupational safety and_
- ~ . health or'a related field. Generally, academic credentials have a
' high initial impact on the Program Director’s ¢apacity to influence
others. However, after the program is operative, experience and
" gkills become more significant as the Program Director gains cred-
ibility. The most desirable academic preparation for the OSH Pro-
gram Director varies, depending upon the program needs of the in-
stitution. . However, preparation in such dlverse fields as occupa-
: tional safety, industrial hygiene, environmental engineering, public
*<- " health, environmental health, health physng,s, and related OSH dls—
o ciplines are all ‘appropriate. - "

At larger colleges and universities, the Program Director may direct -
an OSH staff; at the smaller institution, the Program Director may
be the only full- time OSH employee or may, be given responsibility
for the OSH program as a collateral assngnment

-

¢ Wlth the posslble exception of v‘ery,small mstltutlons, an OSH Pro- |
~ gram needs a full-time Program Dlrector However, many smaller
'« colleges may be able to afford only a part tlme Program ll'ector

. 3 . -
C - L)
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; assngned as an adjunct to other responsibilities, there is a def1m e ..
.*danger that the OSH program may suffer. Where callateral assign-
ments are made, there is always the risk that the person will be torn’

~ *position in the OSH program) can actually be filled, a j
- tion should be developed for the position. The development of a

" At these institutions, arfindividual may bé selected from thepre--
*sent staff to fill the position;the background and function of thisin-

dividual could vary greatly. If the OSH. program activities

sibilities will become secondary flo other duties. Particular cdre

between conflicting priorities and‘tkhat the OSH program respon-
shotild be taken to defirie the speci

clearly spelled out.and commumcated to all employees on_campus.

Before the position of Program-Dlrector (or any otheg full-time
j8b déscrip-

-.written job description forces the program planners and adminis-
*trators at the university to examine and ¢larify their expectatlonq
- for the Program Director as well as for the OSH program in general.
The written Job description also provides guidance to the personnel

- department in recruitmg and screenmg apphcantq It should in-

clude:: . , .

®a general deqcrlptlon of the job situation mcludmg the title -
_of the campus official to whom the Program Director will .

~report and the number and types of staff members, if any, to
bé supervised;

® a list of specific duties and responsnbllltles to lllustrate the
range of work expected; and ~

~ @ ‘adescription of the types of education, work expenem@ and.

commumdatlon skills reqmred for the job.

Physical requnrements also are usually included. Exhibit 2 provides -

“a sample job descrlptlon for the Program Director position.

Other Safety and Health Staff Mem bers
Several questions arise in determmmg the addltlonal staff support
the Program Director will require:

' } ® When will additional full-time staff be required?
® Can certain OSH. program responmblhtles be aqmgned as

« collateral duties of positions already staffed and funded by -

‘the institution?
@ Should ‘generalists or specialists be sought?

- ® "Should “ready-made’’ experts be -recruited, or ‘should
generalists or existing staff members be specially trained for
the school’s unique requirements? '

® Can full-time staffb(_e used or should consultants perform-

certam functrons"

duties of thé Program Director -.
in.the position description and to allow that person time to ac-”
- complish the OSH duties. These program responsibilities should be -

.
. .
.
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Exhibit 2

\

Ma]or Roeponolbllltloe

_Appointed by the Administrator to develop and execute '
" a comprehensive occupatlenal safety and health pro- |

-coordinates the activities ot the Satfety|

" . Safety Officer;

s‘p.cmc Duties

e
-

.-

' JOBDESCRIPTION: o L

S'I‘ATE UNIVERSITY
OCCUPATIONAL SAFETY AND HEALTH SERVICES
: -

.
- Job Descrlptlon OSH Program Dlrector ¢

-
-~

?,

gram for the university. In additlon, supervises and’

Engineer/Specialist, Fire Safety Officer, Radiation
Industrial Hygienist, Environmental
Health Specialist, Biohazatd Safety Omcer and re-
lated specnallsts
»

1. Develops and admlnlsters a program enCOmpa38|n6
-all phases &f.safety and JMpalth for students,
employees, and visitors. This includes such areas as
industrial safety, hazardous waste disposal, sanitation

hazards, building design, radiation safety. fire preven- |

tlon safety education, and accident preventlon

) 2 In conjunction with approprlate unlverslty officials,
dev’elops safety and health standards for every hazard-
“ ous job assignment.
3. Acquires, develops, and dlstrlbtnes OSH materlals
‘apprapriate for university needs.

4, Develops and implements an’injury and illness in-

. vestigation program to determine accident causes and,

Y

- the remedial action necessary for accident reductlon
_or elimination. = - &

" & Maintains-accident records to determlne frequency
and severity rates and the-identification of tfjlquent ac-
cident areas.

_ 6. Ascertains the’ needs for new OSH programs and

submits recommendations regarding their implementa- |

tion ° - ~
7. Supervises and coordinates the activities of specmc
amployees as.indicated. v

- 8. Maintains liaison and participates, if appropridate,
- with those c0mmittees appointed to deal with special
problems

*

2b
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¢ 9. Keeps abreast of latest developments in OSH~equ|p- <.
~| - -ment, methods, and education.

-~ 10. Whenever appropriate, recommends_ ‘and- en_— -~
_ ~ . courages the application of new equipment, methods,
Tee ] ~ and education in the university’ s operations.

' 11. Responsrble for the OSH program budget: Super-}
-vises the actual expenditure of monles aIIocated to thel” = .
various functions.. _' o

. ' ' . 12. Prepares writte reports and maintains records of
- . accident investigations, safety, and health recommen-
dations and activities.

| - - 13.1s alert to safety and health problems or needs’in
o /. < areas beyond Individual speblalrty or assignment and
T S " - reports observations to that person or agertcy havmg
) ' ' '.--the appropriate: responsxbﬂlty ' o )
. .14. Coorflinates safety and health programs and -
. . policies with-other related departments. : '

L : . 15. Advise§ major departments and acade its on
e - safety andYealth aspec‘f mstructronal m t rials
- X B _and equipmdnt.
~.16. Plans, orghnizes, directs, and p_art_rcrpatesln safety
and health mgetings, conferences, seminars, and train-
* ing programs and safety and health committees. . |

. 17. As required, trains ‘faculty and staff in safe and

L " - “healthful work practices, use of safety_equlpment etc.

' . 18. Consults with faculty and staff to solve or prevent
safety and health problems.

; , 19. Performs related. dutes as assrgned RN
- | Minimum Acceptable Qualitications o
) . TO BE DETERMINED BY PLACEMENT OFFICER
' 1, Unlversrty degree in engineering, scrence ! safety, or
-neann .
- AND

2. Three years general and three years specrallzed ex-
perrende in the OSH field, with some administrative
reSponstbrlitres

[P, o
N L . .

- Because each institution’s program needs and t'mancnal resources -
' arg. unique, ‘only general guidance can be- provtded about the'pro.
céss of staffing an OSH prygram. - :

" Consider such factors as thé following in deciding whether addi-’
tional full-time staff are requied: (1) the projected time requtre~
ments of the anticipated progr dutes, (2) whether some duties
are similar enough to be combine under one: posltton and (3) the
ﬁnanctal resources available to the rogram .
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. Aarytoa oom}éllsh the program dbjectlves and the tlme, requlred to
conduct Kese activities. (It may be helpful to consult with other in-
* stitugjors that have establishéd programs to derive some estimates

E 'Nrfrhow much time these particufar tasks will take.). The results of

this estimate should be a.gross projection of the number of hours.
per week, or per month, required for each basic program activity. By
groupmg similar activities together.to form potential job categories,

OSH program planners can obtain a picture of the type of people

' needed for the OSH effort. The result should indicate how many.

full-time and part-time job categories are needed.

These estimating steps should assist OSH program. planners in
documentmg the personnel needs and also'in estimating the cost of,
obtaining personnel. Once rough job categories have been
developed, it'is possible to determine the existing competltlve pay
range for each ]ob type: In estimating personnel costs, the use of ex- -

. isting employees in collateral a_ssngnments does not mean that the
. employees’ services are “free’’ to” the program. ‘Instifutions
*, generally have program budgets that enable an employee’s time to

be charged to djfferent program:accounts on an hourly basis.

"OSH program planners must havea clear sense of which activities
- and, lence, which Job categories are of highest prigrity when the

ﬁnancnal implications of .personnel requirements are reviewed. If .

sacrifices are demanded, they can then be dlrected at the lower.
‘priority activities first.

: The avallablllty and accessnblllty of tramlng resources should be

-considered in evaluating individuals for the OSH program . staff for
two reasons. First, it may be impossible to locate an individual with -
" the perfect combination of capabilities that the OSH program re-
quires. Second, it may be deslrable for financial reasons to hire an

_ mdwndual‘ with a good general background rather than hmng .

- someone who'already has acquired specialized skills. Therefore, in
selecting an individualwith less than perfect qualifications, con-
-sideration should be given to which of the qualifications can most
easily be obtalned“through special-training.

_Although training can help bridge the knowledge gap, the primary
.determinants of the kind of personnel required by the OSH program
\wnll be the nature of the program and the skills embodied in the per- -

~8on of .the Program Director. A large and ‘diverse program may re-
qulre another generalist to assist the Program Director, or it may
require one or more specnallsts to provide skills that the Program
~ Director lacks and,the program needs. :

. Exhibit 3 is a listing of some OSH specialists'who could be used by'
campus OSH programs. In this |i sst a summary of possible duties is
" presented-after each job title. Individuals suth as these could elther
be full-ti collateral duty personnel.

e . . ” .
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| R . performing these tasks in the right column. o

7

Ceo 0 A Exhibitd . L

» OCCUPATIONAL SAFETY AND HEALTH-SPECIALISTS |

_ _ -1 Fire Protection Engineer. Inspects all .buifdi_n'gs~and pre-|
e pares repo;ts indicating areas that are not up to minimum |-
' .| safety and fire prevention standards, including both state
and OSH code regulations. Performs tests of fire alarm
systems and fire protection equipment, Reviews contracts
and construction proppsals for complignde with codes.’ - -

e : : ! - ¢
Occup‘op_al Safety ‘Specialist. Inspects campus facilities
e and equipment for compliance with OSHA regujations and

: | campus safety procedures. Reviews contracts a d construc-
tion plans for compliance with campus and OSH regulations.
e _ A . :

Industrial Hyglenist. Investigates unsafe and unhealthy en-
vironmental conditions. This involves special training to (1)
recognize the effects of environmental factors of man, (2) [ .
y | evaluate, on the basis of éxperience and with quantitative
‘measurement techniques, the magnitude of these stresses
| within a specific environment, .and (3) prescribe methods to | .
eliminate, control,- or reduce the harmful impact of suchj .
stresses. . . e _ - o

.

.| Radiation Officer. Monitors all areas.where. ionizing radia-
[ tion is‘involved to protect the indivBlyal and,to prevent the
spreading of radioactive contaminatiori. Reviews all plans
for the propoged use of radioisotopes and equipment pro-
ducing ionizing radiation from the standpoint of radiological
- | safety and makes recommendatians accordingly. Supplies
o. . |-personal monitoring devices: and provides instructions for
rresearth personnel regarding proper radiological safety pro-
cedures. . S : o - '

Environmental Health Specialist. May include sanitarians, | .. .
sanitary engineers, and environmentalists. Range of con: g
| cerns may include ‘food sanitation, pollution control, solid
- = .| waste managemenj housing, pest control, epidemiology, |

. | animal quarter san tation,”swimming pool- sanitation,. and |
- | hospital environmental sanitation. - - . - A IR

‘NOTE: Many job' titles ‘may fit under. each of these-
specialties. . ' S o

A -

2.

. - ExhRbit 4 is included to further assist you in selecting appropriate
" OSH professiondls for your staff. This chart lists t¥pical campus
. OSH activities in the left column-and the people typically used in -
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_.L' SO .
Exhibit 4 T . L
. .‘\ ;‘ ':'¢ . A. B
| PERSONS RECOMMENDED FOR SPECIHC OCCUPATIONAL o
v " 'SAFETY AND HE/\LTH ACTIVITIES o s
Acrlvm o . TYPICAL PERSON . [
. B : e , .
' Frlllng out recOrds of Imgnediate Supervisor:* " - ‘
' occupational iltness/- ~ + Personnel Officer; Medical
! injury R . Officer; Registered Nurse |- )
T S ) Co s ' o
- Reviewing these recerds Department Heads; Program
’ "~ Director; immediate
+ Supervisors; Insurance or
Risk Manager :
Cpndacti_ng accident “Immediate Supervrsor *
investigations = . Program Director; Department
h - . -‘Head. .
b.Atmosphenc/nmse ~ " Industrial Hygienist; ° .
' monitoring RN Head of Physics, Chemistty,
_ _ T “or Engineering -Department; | . - -
s . ) ¢ Program Director , , ..
) ._Handllng/usage of ) _ Industrial Hygienist;
~ inselticides . .. 'Head of Agriculture, Chemis-
P ' ) try, or Blology Department : .
'.‘ Program Director; Pest - - T
- Control Supervrsor o A PO :
DO ’ _Revuewmg equrpment D|rector Physical Plant;. .. ," R
« entry logs- -~ . Program D|rector . N ‘ R -
Testlng ttre aIarms/ T Fire Protectron Engineer; "
systems.. - ~* Electricians; Director of Build-
' L L ' ings and Grounds.or Physical S
' '~ Plants; Program Director * } - -
. Maintaining fire ' : -_Frre Protectron Englneer; .
| extinguishers * - - . Program Directer; Campus ) ,
' " security; Maintenance SR ’
. Engrneer .
' Checking adherefce to Flre Prote_ction Engineer; -
.- quantity limits for Program Dirgctor; Director
flammable liquids " of Buildings and Grounds or
PO , Physical Plants
T e e




»

' -g ' -".J.'

Réviewing security
controls for tire/safety
violations - P
u 4 -
Q

Inspecting electrical
aystems o v

L4

Oheckrng or malntenance/

. ; ‘ L
. 1, . .- .
- Ensuging maintenance

. crews follow safety/health

reg.ulatlons

N
Inspecting compliance
with machine quardlng
[. standards -

Maintaining Machine
gp_arn_ing equipment. - -

) -

regarding its compliance

with safety/health criteria

and ensuring that all _
~contractors follow campus

' safety regulatlons :
. \

““ties for overall compliance,
* with'campus and OSHA
_regulations

»

Y

Ingpecting fogduervlces |

Fire Protection Engineer;
Director! Director

Progra@
of Buildings and Grounds or

.Physlcal Plants _
oA

Program Dlrector. .
_Electricians; Directpr.of .
Buildings and Grounds or-

~ Physical Plants

" Vehicle Safety 'Soacialist

repa|r of campus vehlcles » vProgram Birector; Motor Pool

Foreman

. s

Maintenance- Supervnsors

" Director of Buildings and

Grounds or Physical Plants;
Program Director;
Spegcialist

Y

Safety Spemalist- Director

~.".of Buildings and Grounds or

Physical Plant; Maintenance
Group Supervrsors. Program
Director '

Maintenance Group e

Supervigors; Director of Build-

ings and Grounds orPhysical

_ Plants; Program-Director *_ .

Reviewing new construction

»

Inspecthg campus faclli~ o

‘Safety Construction-

* Specialist; Fire Protection .

Engineer; Director of .
Buildings and Grounds or, -
Physncal Plants; Program‘
Dlrector

- L

_ Safety Speciallst Program .

| Director; Industrial Hygien-
ist/Fire Protection Engineer; -
Dep ent Heads ‘Director
of B?m

. -

Sanitarian; Industrial

Y
-

_-Hygienist, Program Drrector

Medical Ofticer; Campus

Safety

Idings and Grounds or |.
Physicg) Plants .~ = °

»

e
I~

Nurge” .. . . -

[
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Reviewing. propasgll design Fire Protection Engineer;
| for new constructioh .or. Program Director; Ditector
S} _remodelmg for compliance of Qulldmgs and Grounds or.

| satety-training "7, .

et - Blants

Handling, disposal, and. - -Health Physicist; Industrial
monitoring of radioactive  Hygienist; Head of Physics
' mgt_erlals , } or Nuclear Engineermg

°

I Setting up campus traffic - Traffic Coordinator
rules and revjewing - -
campus/vehicular traffic - “Security Director; Program -
patterna . A « Director

| Reviewing and monltorlng Industrial Hygienist; Chemist;
laboratory and chemical Department Heads; Program

. {,{,ﬂ ~ Physical Plants

Satety Training Speclallst
Program Director; Department
i : Heads; Directar of Buildings
‘ and Grounds or Physical

Department

[
i

Vehicle Satety Specialist;

Consultants A

operations - Director

r

-

. Consultants are an altérnhtlve personnel resource that can be used

advantageéously in the OSH program. Consultants shotild not be

‘used as Bubstitutes for qualified full-time employees; they can,

however, he_used to fulfill. certain kinds of responsibilities for

~

_.specnal situations. Generally, consultants are best used .

to provide specialized expettise not available on the Pro-
gram Director’s staff or elsewhere in the university;

to provide general staff support but on an intermittent or
short-terin basis; ' ¢

to provide an objective, alternative vnewpomt

-to provide support for recomrlendatigns or activities that

are unpopular or pohtlcally mfeasnble fora regular umver-
sity” staff member; -

to train university emplovees in certain aspectq of OSH
management L .

Conaultantgto the OSH program may be outmders to the institution

or they may be members of the faculty or nonacademic staff hired to

perform’ certain short-tefm assignments. In making these short-
term assignments, however, care must be taken to ensure that, the
staff members are provided sufficient time and appropriate incen-

% tives to discharge their assignmentssuccessfully or objectively. - '

S
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Several managerial techniques should be employed to use consul-,
tants most advantageously First the OSH Program Director and ¢
staff should determine exactly what the conSultant is to do for the
g'rogram, including: ‘

® defining the nature of- thg work to-be done in terms of
specific tasks or activities;

® determining the desired output or produet that should
result (e.g., a manual, a report, or a tralmng course);

. _' ' ® establishing a schedule, including target dates for when the: v
o output should be received; and- - o
, e ® defining the personnel time requlrements ' .-

When using outside consultants, solicit cost estimates and pro-
posals from several potentlal ‘contractors. This information. not"
only enables economically sound decision$s to be made, but the
review of the proposals may provide the OSH- Program Director or
program planners with new insights on accomplishing the work.

Other precautions that-can be used to select.the most appl'opnate
consultﬁts include: . F R :

® interviewing potentlal consultants before seleetlon,
. obtaining recommendations from other‘,
® checking with past clients of potential consultants; or

_® hiring a consultant on a.conditional basis, usmg the 1n1tlal. :
assngnment as a test of his usefulnese

. Consultatlon services are also avallable from the local or reglonal
8 of the Occupational Safety and Health Administration
- ( ) and the National Institute for Occupatlona/ Safety and
' Health (NIOSH). If the school is covered by a state OSH plan, state
) - officials may provide such services. Consultation with these agen-
o cies on OSH problems or programs will not automatically result in
. an inspection of the facilities. )
!/
. Whenever consultants are used the Program Dlreetor should be the
o university contact and should monitor the €opsultant’s progress!
= - The productivity and yualXy of all OSH (,onsultants should be
; monltored and evaluated.

<"

Using COmmittees

In some lnstances program planners and admmlstratore may wish
to consxder establishing a committee or committees tv serve as'an
-adjunct to the actual program organization. For example, they may
wish to obtain the advice of specialists on campus or to obtain the
visible support and endorsementt of departménts or individuals who
- may not be directly involved in the OSH program. Sometimes, also,
there is a short-term need for assistance during the start-up or plan-
ning phase of the OSH program—a need not expected to continue

. . P
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when the program is underway. In both instances, a contmittee may
be.an appropriate device. |

In planping the estéblishment of an OSH committee or committees,
it is W(')ghwhlle to consider those activities that committees can and
should ‘do and thoge that they are mcapable of doing. The basic
function of a safety and health committee is to encourage fellow

. employees - to comply with safety rules—a vital- function in_the

' académic community. As such; it may meet regularly to conduct

'safety inspections of operations and facilities, review accident

reports, and recommend correctwe measures. Its role is basidally
advisory and supportive.

A committee should_ never be usedh-irvalace of, or as a supplement to,
a Program Diréctor. They are not appropriate for overseeing day-

to-day operations. For example, a committee may approve new .

employees, but it should not be expected to supervise them. It may

recommend or develop policies, but should not be expected to moni-

tor performance. Because ‘committee ‘members are removed. from
the operational level, they may not be interested in mvestmg aziot of
tlme and energy in the program effort."

Safety and health committees can fulfill a number of necessary and
worthwhile purposes for the campus OSH program:

o, ® They cmﬁ)rowde representation across a drversny of func-
tions, specialties, and departments.

® They can provide visible top-level endorsement.
"~ @ They can provide authority and general leadership.
' They can ‘share and diffuser the burden of unpopular tasks.

" The need for speual committees will vary from campus-to-campus
and situation-to-situation. An ad hoc committee may be used when
a specific problem requires the diversity of opinion and influence
that a committee can provide. This.type of committee can easily be
formed and then disbanded after the pl'OJe(.t has been completed.
Standing committees, however, may also bé required to ensure con-
tinuotis representation, even ‘though a standing committee may
have a greater téndency to polanze or to get “bogged down’*

detajls; comrtittee members also may not be able to sustam‘thelr '

involvement due to other work pressures. The usual “approach
- regarding standing committees is to have one central safety and
health committee and subcommittees for special hazard ateas.

OSH program committees or subcommittees vcan have a number of

different membership themes (administration oriented, faculty

oriented, physical plant oriented, service area oriente, etc.) as well

as different purposes. Examples of possible.committee make-up

based on the different.membership are presented in Exhibit 5.

Special purpose committees often are mamly u)mposed of faculty
i members : =
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L " Exhibit 5°

AN

ILLUSTRATIVE OCCUPATIONAL SAFETY AND HEALTH |. . o
OR SPECIAL COMMITTEES

"ADMINISTRATION ORIENTED 'SERVICE: AREA ORIENTED

Vice President(s) Food Services
Personne|Director . Medical Services
Insurance Manager Campus Planning
Purchasing Direétor Housing Officer
Director; Public Relations . - Auxiliary Services “
Legal Counsel _ ' Security
SH Program Director Buildings and Grounds
‘éepartmemHead(s). Faculty  Hospital Administrator .
nion Representative(s) ‘OSH Program Director
| OSH Program Director Union Representative(s) -
" | Student Senate Representative _ . :
Business Manager(s) : . _ o

PHYBICAL PLANT ORIENTED ~ ACADEMIC ORIENTED -

Director, Physical Plant Faculty - .
Director, Buildings and Grounds Research Statt . .
. Maintenance Engineer Extension Services -
Traftic Coordinator Continuing Education
Security Director Medical School
OSH Program Director . Engineering School
_ Union Representative(s) . Nursing School
. ' ) . OSH Program Director

1 S )
Generally, committees consist of (1) individuals representing.
employees who are exposed to OSH hazards, (2) individuals repre-
senting campus officials responsible for hazard abatement, (3) in-
© dividuals knowledgeable about particular hazard classes, and (4)
« student representatives, The Program Director should be included
as a member of any OSH committee effort. However, the. role of .
chairperson should go to a faculty member or an administrator, - 3 4 :
rather than the Program Director-—someone outside the OSH. pro-- .
gram, goal oriented and influential. .. : I

~ The Program Director or another representative of the OSH pro-
gram should also be an ex-officio member of all committees.
Whenéver representatives of campus administ re i'ncluded,
they sh()uld belof as high a level within the adn%wh as possi-
- ble to assure that committee recommendations reflect the-thinking
.. “ofthe: campus administration. Im,ludmg high level administrators
Q. also reflects the admmnstratlon 8 support for the overall program.




,/'

" To be most effectlve committees should. meet as frequently as possi-

ble. In mosg cases, monthly is the most practical schedule; quarterly

- should be the minimum frequency. It is important that meetings be
held on schedule. Infrequent ‘meetings, particularly if periodic
schedules are not met, contribute to the deterioration of commit-

- tges. The committees should always meet with a fixed, announced
-agenda to ensure that some work &f importance is accomplished at -
_each meeting. This encourages regular attendance by the merrfbers .

Generating Employee Cooperatxon . /_%, o

-When' the orgamization and staffmg plans for the OSH’ program '
have béen made, it will be necessary to ensure that all university
and college employees (particularly, those from whom OSH ‘;'espon-
‘sibilities dre collateral to other job duties) partlmpate and cooper-
_ate in carrying out the program.

One method of gammg employee support is mvolvement inthe pro-.
gram. Far instance, employees can be given responsibility for iden-:
tifying and correcting hazards in their. own work areas by conduct-
ingsroutine inspections. They also can be asked.to paTrticipate in
writing rules and regulations for their jobs, thereby recognizing .
their expertise. The committee concept can be used as a formal

- mechanism for gammg input from employees.

A more formal approach directed at employee mvolvement is the
modification of written job descnpnons to indicate the addition o
OSH program responsnblht;es This is advisable . whenever OSH
respohsibilities eonstitute a’significant modification or addition to .
" the employees’ existing responsibilities. - » : . .

‘Another means of increasing employee cooperation is through
training. Often ‘poor cooperation is due to a lack of understanding
and skill on the part of the éemployee. Increased knowledge and skill
generally go hand-in-hénd with increased acceptance of the OSH
program. Types of employee training are discussed in Chapter I

* A most powerful influence on an employee’s willingness to Gooper-
ate is the behavior and attitude of the employée’s supervisor. The
_* supervisor generally is responsible for training an employee on the
" job and for communicating the wishes and values of the administra- -
" tion. The supervnsowsets the example. Therefore, supervnsors must *
‘be convinced that casrrying out the OSH program is in their interest,
8o that they will convey this message to their subordinates. There
are three.basic ways the behavior and attitude of supervisors canjn ot
improved. First, supervmors can be given authority for carrying
. OSH program activities in the afea under their control. Second,
part of the superwsor 8 performam,e evaluétlon can depend on the
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‘through recognition’ or additional respons'ibility when OSH goals
" are gchieved. In these three  ways, the supervisor’s attitude and
_behavior with regard to the OSH program can be improved and,
consequently, greater cooperatlon can be generated among svibord
nates. :

There is still another way to generate employee cooperation.
" Employees shoyld be made aware of the fact that following OSH
procedures is Z{condmon of their employment. Formal procedures
should be developed for employees who do not obey campus OSH
* regulations. Taking such measures may protect the institution from
OSHA citations for violations resulting from employee negligence.
Under the OSH Act, it is quite clear that the responsibility for com-
plying with qafety and health regulations rests with the employer,
even if the violation resulted fro mployee negligence. However,
.80me organ izations have been sfccessful in contesting OSHA cita-
tions and penalties resulting from employee negligence when they «
were able tp prove that ad e OSH procedures were developed,
that sufficient training wag provided all employees as-to the pro-
cedures asﬁ requirements, dnd that the treatment of employees for

failure to follow OSH procedures was made known to all employees
“and was dpplied in a fair and consistent manner. °

‘tion, the OSH program planngrs, administrators, and staff should
use existidg channels of communication and work within already .
established organizational patterns. For example, if certain
employee groups belong to unions, changes in working procedures

* must be carefully worked out with employee representatives. It will
.be. advantageous to stress the benefits of the OSH program to
employees at{d specify the changes it may require in working pro-
Ledures.

In eonsrdérmg various methods for genera‘hng employee coopera-

A 4

| _ Obtainihg Adequate Fundihg

* The most frequently mentioned problem factug Program Directors,
-according to the background survey, is that-of obtaining enough
xney to establish and maintain an effective OSH program. "Tﬁ
jority of formal chmpus OSH programs was initiated after the -
OSH legislation of 1970. This indicates that the programs probably
" were established to fulfill the legal requirements rather tham as a
_ result of recognizing OSH problems. .

OSHA legislation provides no funds to support OSH pr\ograms The
funds used for safety and health programs generally\must come
from other budget categories. Therefore, campus admihistrators are
* likely to view OSH programs as prbgrams that are required, but
that deserve only a nominal sum in the budget. This attitude mdy
persist until a senous acudent occurs or an OSHA compllance of-
ﬁcer arrives, , ‘ \

o \
+
36

.




Program administrators and Prograim Directors are, therefore,
faced ‘with ¢he difficult task: of convincing the individuals control-
lingthe budget that the OSH program is important enough and
productive enough to merit a higher level of funding. First, enough
money must be obtained to support the OSH program staff.'Then
money must be obtained to carry out program activities designed to
correct safety and health problems, such as reducing.or controlling

- campus. hazards uncovered by the OSH staff. Too often, money is
" provided to maintain the staff, but no money is provided for correc-

tive actions. Consequently, the program remains irieffective..

Existing OSH programs obtain funding from a number of different
sources. Money for staffing and supplies usu#illy comes’ from
general adyffinistrative categaries in the budget.-The source of that

" money, varies. For state-operated institutions, it is state-appropria--
+ tions and tuition, For private institutions, it is endowments and tui-

tion. Some general administrative funds come from ‘the overhead
charges on research grants. In addition, some OSH programs obtain
morey for s_taft' from student health fees because of the services they
provide by inspecting dormitories, cafeterias, and ‘other student-

used facilities. - ¥

Money to finance corrective actions-comes from a variety of other

" sources. Minor corrections can often be undertaken immediately by

the -departments in which they occur, using their own operating.
funds™More expensive corrections, unless they are life-threatening,

. may have to be presented as a special item in the dgpartment'_s'
- budget; request for the following year. These special requests and

expensive corrective actions may be financed outhf general admin-
istrative funds, rather than beingsincluded in a department’s
operating budget. A few state legislatures have appropriated special
funds to finance corrective actions-Another source of funds for cot-
rective-actions is research grants. If safety features must be altered
as a result of the activities financed by a grant, then money for the
alterations can be built into thé grant application.

& There ate several lésé cor_nhon sdu’rc.es of fudding. A few institu:
tions support their OSH programs through a payroll tax on their ‘
- employees. The ratioriale behind this method is that the OSH pro-

_gram exists for_the safety and health of the employees. Therefore,
,they should pay for it. Some institutions charge each department
for the services provided by the OSH program. For example, tfi;a

. physics department would be charged a certairr amount by the OS

brogram for monitoring the radiation exposure level of physids
department researchers. Generally, however, few university depart-

- ments—wijth the exception of the athletic program—ave income-
. generating, so that this method of charges is more of an ailocation

procedurg than a funding technique.
. .

1
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Identlfymg the potential sources of program money is essential.

- However, this knowledge, plus submitting funding requests, may . "

:not result in adequate budget. Before allocating large sums of -
money to occupationa) safety-and health, most administrators must

* be convinced that the OSH program is producing enough benefits to
merit the expenditures requested. Some of.the methods that can be
used to back up ‘budget requests with data on program effectiveness
are presented in Chapter I11. ' :




.

- CHAPTER IIL. OCCUPATIONAL SAFETY
AND HEALTH PROGRAM FUNCTIONS

. . ) . . .. & . . . . . .
- The basic organizational and staffing considerations involved in

_planning and initiating a campus OSH program were discussed in
Chapter II. This chapter examines the basic functions an OSH pro-
gram must perform to meet the program objectives according to

- .campus poligy. Specifically, these functions are conducting on-site

4 inspections, correctihg hazardous conditipns, developing written 3

rules and regulations, providing-training to employees, jnvestigat-
ing accidents and occupational illness, keeping illness and injury
records, and monitoring and evaluating the program’s efforts.

Although some of these functions are required by OSHA regula-

tions, together they represent the cumiilative experience of OSH

professionals regarding the activities that must be conducted for a
~ program %o-be successful. ' '

The program functions cross each of the traditional program com-
porients—fire safety, environmental health, laboratory safety,
physical plant; water and sewage, construction, office/classroom
safety, walking surfaces, fleet safety, security, food service, and.-
health services. A.program component focuses on specific types of |,
‘hazards, such as those related to fire safety. Each program compo-
-nent must include each of these program functions for the proper™ " _
identification, correction, and control of the specific potential ' ]
hazards to be found within that area. For example, it is apprepridte
to develop written rules and regulations covering proper safety and
ealth pracedures for each component area such as fire safety and
@ealth services. To elaborate further, an effective control of a pro-
ram component, such as laboratory safety hazards, m\\st involve

- the pasic functions of an OSH program—inspection, hazard abate-

ment, rules and regulations, training, investigation of any acci-"
dents, recordkeeping, and program monitoring and evaluation.
. ° \ ' 3 -

\

lnshection and Aba_ter;n.eht Procedures

An integral part of any OBH,program is identifying and eliminating .
safety and health hazards. This section first discusses the processes
of identifying potential gnd actual hazards through on-site inspec-
tions; Then ig sovers the¥process of initiating and following through
- on actions to correct or control those hazards. With these two major
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Conductmg Inspectzons A

hazards and tp assure compliance wi

. remain safe. - . s : - |

o / o
actwntles the OSH pregram seeks to ensure tt)?{t the institution’s
pollcy for a safe and healthy environment i’ ; rg_.carried out.

. / ! L ’

/

/

Inspectlons should be conducted not ly to uncover phy«-ncal
J‘AOSHA regulatlons and
other federal, state, and local codes,, ut also to examine unsafe

" practices among employees. Besndes detectmg problems concerning

safety and health, these 1nspectlon§ ‘can measure how well a super- -
visor or department is progressl’ng in ensurlng that conditions

The supervisor is d1rectly responsnble for environmental cortditions "

and for employee safety and.(with the assistance of the OSH staffy
should also be made’responsible for locating and reducing hazards.

“Inspections performed by the OSH staff are then bama{ly used to -
audit the supervrsor 8 effectweness

4

~"Hence, there are two types of 1nspectlons—formal and 'nformal
_Formal inspections resujt in written reports to thé Program Direc-

tor listing the problems discovered and recommending cerrem

- actions, Informal inspections usually do not result in a report to the

Program Director. However, the fact that such inspections were
conducted should he recorded, and if problems are dlscovered they
shou}d result in some correctWe actlon

Al campus facilities should be formally inspected at least once a

year. More ffequent inspections should be conducted in high risk
environments such-as the laboratory, physncal plant, and food ser-
viee areas. :

' Inspectlons should be conducted by the OSH program staff, by

supervisors, and sometimes by outside experts. The frequency and -
type of inspections conducted by each depéend on the organizational

structure and staffing of the QSH program. With a well-established
and adequately staffet program, the OSH staff should conduct™ -

most of the formal inspections. Operating supervisors should con-
duct the informal daily or weekly inspections. At an institution with

. few-orwo full-time OSH program employees, the OSH staff must
" concentrate on policy and'procedﬁres development and evaluation -
" of effort, covering only some of the inspection areas. Here, the OSH

_prograrg must rely on supervisors to conduct many of the formal in-

spections and to submit reports on results to the Program Dlrector

Both syutems have, adv’antages and disadvantages. The major ad
vantage "of using supervnsors more for the formal safety 1nspectlons

" is that the supervisors are most familiar with their work area’s ac-

tivities and employees. It g1s0 requires fewer full-time professionals

on the OSH program staff. The advanta_ges of employing OSH staff

s : SN -
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. for these lnspectlons present‘; a stronger case for program manage-
" ment, 'I‘here dre four main advantages:

1. The quallty of the inspections probably will be hlgher_because

those. conductmg the inspections are OSH professmnala

2. There is greater objectivity because the supervisor’s OSH pertor—
mance is being checked by an outside observer. .
3. The supérvisor’s work load is not increased. =~~~ .
4. The training. effort requlred to maintain the program i8 much
- lower. : . : Lot -

When the program must rely consnderably upon ‘supervisors, it is

. often helpful to arrange occasional inspections of work areas by

other supervisors or by the depa rtment head. This compensates for
" - the loss of objectivity.inherent in askmg a supervisor to check his or

her own performance The Program Director must be very diplo-

matic in‘initiating these arrangements to avoid confllcts among the

parties involved.

K T

"'The services of outside experts may.be neededioccasiona-lly to 'sup- ._ '

plément the skills available on Eempus and to achieve the necessary
objectivity, particularly when there are few -full-time OSH profes-
‘'sionals to condﬁct inspections and recommend procedures.

All supervnsors “should conduct daily or weekly informal mSpec-
- tions. During the inspections; notes should be taken on all uhsafe

conditions and ‘activities_ to. eénsure immediate corrective actlon .

Such, corrective action ht include on-the-job training of am
employee, repair of a maghine guard, restocking of first aid supplies,
or a variety of other activities. The supervisor.should note the date
of the inspection, the problems identified, and the corrective actions
taken. These records are valuable in guarding both the supervisor
and the institution-against both federal and state compliance viola-
tions pr cour{ actions. _ : ;

. "No discussion of inspections could be complete without mention of

the.Self-Evaluation Instruments (SEI’s), manuals containing a
"series of comments and self‘evaluation questions applicable to
work areas and work sityations for gpecific md.ugvtrles The SBhis a
valuable tool in the safety and health field and is useful in any OSH
program for two reasons. First, it identifies areas that should be
checked thoroughly during: inspections. Second, it provides guld

ance to supervisors who are not as familar with the legal require- *

ments and the proposed safetydnd health: procedures as the OSH
' program staff. An SEI can. developed for the various program
components and funct/on/ § discussed in this’ mahual .

large. Moreover,

standards and p/cedures avithout becoming t
tend to be con-

the standards that are easily included in an S

SEI's do have shortcomlngs, however, as thA{\:annot cover all.
E

: perned wntlyequlpment and facnlm& A thorough i spectlon of any

R | s !
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- area should consider a variety of factors: people, processes, equip-
ment, materials, and the environmental conditions. This requires a

* thorough knowledge of OSH theory and accepted practices as well '

as all relevant regulations. It regyires looking beyond the immedi-

. ateviolations to the causes of those violations to eliminate both the .
violation gnd the cause. Thus, cate must be taken not to become -
_ Ovpriy dependent an- the use of SEI's/ ' o

o Al '_iqspéctor'should use some t,ypé of evaluation or'ihspeétion form .

" "toensure that all pertinent information is recorded and that all®

- areas have been covered. However, a well-trained inspector should
be familiar enough with the regulations so that he or she could con- .
ceivably be. able to conduct an iaspection ‘effectively without the

_form. A Program Director should be familiar with the basic OSH .
regula_tioris;4ull~time OSH specialists should be familiar with the - -
regulations applying to their specialties. = Co

Taking Corrective Action’ -~ .
* After an inspection is conducted, a report should be sent to the Pro-
*gram Director listing the problems that were identified, an estimate
. of the severity of each hazard, and the recommended corrective ac-
“tions. If the supervisor intends to correct any problems personally,
this should be reported. A copy of the report should be sent to the
department head or manager of the work area involved.

v

The Program Director must summarize the necessary remedies for
the problems identified through inspections and through accident-
" investigations. Exhibit 6 presents such a'summary. B

In developing the summary, the Program Director verifies the
.- supervisor’s estimate of the severity of the hazard; that is, whether -
it is an imminent danger violation, ‘a serious violation, or a non-
serious violation. The violations are arranged on the summary form
in the order of severity. The corrective action(s) required for_gach,
the items: involved in estimating thecost of the corg'ec'tive action,
and the earliest date the corrective action could be completed are"
'listed. This summary is-then sent to the department head for initia-
‘tion of corrective actions: B -

. Both the Program Director and the program administrator deter-
mine which actions should be undertaken immediately. Generally, -
imminent danger and serious violations must be correcteq -im-
mediately, because théy could result in serious injuries or illnegses.
" Nonserigus violations can be allowed a longer time period\for
correction. S S - N
- The Program Director generally must negotiate with department
heads or adminigtrators to get the corrective actions carried out.
"This entails getting them to use their funds, allocating general
" funds for the project, or devising-some other means to get the
hazard corrected. The Program Director summarizes the results of

LA
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- . BXhibit 6. R - _,
~. . ’ ‘ . o ' -_" I .
. SUMMARY OF CORRECTIONS REQUIRED FOR COMPLI,ANC'E_WIT'H‘ CAMPUS REGULATIONS .- ' e
. . , . - . . .t . ‘ n . :‘.‘.."
. : Location - Basis . Corrective ) .Estimated ' Estimated | - T
Regulation . and/or " Hazard. , - of . action rapair completion : 1
section : equipment -class’ { violatiorr—a~ " required cost - date -
Physical Plant o 198 1979 1980 . c
) . . - . : .\.' - . .
General w - Printing 1 Panel removed fromBack Lock out electrical circuits 0 ."\2 -0 immediate”
“duty . _press @t in area ohslectrical before starting - :
N . ' . switches. owever, power ‘maintenance or repair. o : :
e . .. _-notjocked out. _ o - - . P~
* | Fire Machine shop "2 Emérgency lighting 'lnstallseliable,illur‘nination $3408 . .0 9.1.78
spfety . . ’ ) . facilities havemotbeen  for gll exit ways. . : A )
. _ S . provided. : . N
Machine _ - ‘Oftice area o 3’ }'épbv}'ablé fanshavé - Equip each fann\&ithtﬁéial $50.. 0 .0 - ° 10-1-78w
- guards . i ' ' " inadequate fan blade lade guard havingno. : ' : R
S o "o o guar_ds_l ore than 1/2" opening. _ ) o .
*HAZARD CLASS - o \ o - ) . -
1 — Imminent danger: An existing\danger that coulc\ reasonably be expected to cause death or serious physical harm, R d
2 — Serious violation: An axisting danger that could probably be expected to cause death or serious physical harm. ) _
3 — Nonserious violation: An unsate existing.conditioh or act that would, probably not cause death or serious physical harm but would-have a .
ot direct or immediate relationship on the safety and health of employees.. _ ‘ : . .

P N *
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alto ﬁeae ‘actions in

alt: o} the corrective action plan; an example of .
which\is shown in Exhibit 7. The plan lists edch-corrective action .
. that will be undertaken, the individual responsible for that action,
the.date by which it should be completed, and the estimated gost of .
" the project. The Program*Director then sends a copy of the applica- *-

- ble portions “of tHe-Tofrective ‘action plan to each work unit-or .
7. .department. Thy plan guides she activities of thypse carryingout the - S
"_corrective actichsihnd. also serves as a basis for the Program Direc-" - .~
© tor to monitor t‘;e progress of these activities. ' S

[}

- Written Rul__é"s_an_,d Regulations i

- OSH rules and 'regulat”iong ‘must be written, published; and com-
municated to employees to provide a consistent-and -easily ad-
ministered - approacgh that will ensuré safe work_practices in all ’
campus activities. The developmeént of tiésey les serves three im¥

" portant functions for_an"OSH'program:W,i:;g:(the_involv.ement. of

_ employees in the formulation of rules nd.xégulations is an ex- .
. cellent way of motivating them to follow ‘the procedures. Second, a .
school, by developing.its own rales and reF- lations, is forced to.pull
together all of therelevant fe_deral/state( poal standards as well as
all of the,rules it has_developed on its o_yﬁ.'Third, these written
‘documents set standards for safe work practices .and establish a
basis for di‘bciplinary'action:}ggainst employees who fail to meet

-

these standgrdé.* o 4

»

. However, for these OSH rules to'be effeetive and enforceable, they / o
" must be well conceived, réalistic, fair, and presented in language /-
- and a form that can-be easily understood by all. The developn@m‘: -
of such rules and regulations is not a simple task that can be ac-
complished overnight; it takes time and thought and should involve
the input 6f OSH professionals, cdnsultants, etc. In this section,
.. ‘some suggestions and-guidelines are’ offered for the formulation,
" ‘organization; and issuance of OSH fules and regulations.  * .

Formutation of Rules and ‘&gulatwns. _

i “There are two 'basic‘typq's of OSH rulesand regulatibgz ' S
1..General OSH rules applying to all personnel; and - - I
2. Specific rules or progedures relating to particular jobs.:

The ultimate.responsibility for déveloping all rules and regulations
- should rest with the Program Director. General OSH rules dnd
‘regulations can be formulated, however, by using any qpe or a cem-
bination of the following groups of campus personnel: the OSH pro- .
. . v . . - - . - . .

L3 -
' .

i e : o
.,_' *Written rules and regulations also can be invaluable in demonstrating good intent
4 to QSHAfcomplignee officers andgoWefending the;school in court actions. -
. . L - ’_ e ) . .( '
- v
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ST Exhibit7

® .. %. ° -.OCCUPATIONAL SAFETY AND HEALTH CORRECTIVE ACTION PLAN ' ‘
P i ) R _ 6 [ . ' K
. - g - . o . : 5 . ~ . - e . - .
a ' OSH

' Corrective | _'Individual',‘ Priority i ) Cost | committae
.action to be -assigned asgigned and Data for astimated/ follow-up
tdken, to take action approy_ea by comppletion - actual and date

L T B
. . F
. -

ot | Deficiency 3 ﬁéquired
™= ] Date | " .noted | aggulation

I
h
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/7 gram staff, the personnel department, special rules-making com- .

[ - mittees, departmental committees of supervisors and employees, or
o employee safety committees.

General tules and regulations should include the following infor-
mation:” . ° I ‘ T
® an overview of the existing'OSH program, includipg the
campus policy statement; _ e o
® a descriptian of the .various administratjve functions
responsible for the program; o
. ‘® a list of those rules and procedures, including disciplinary .
<8 _ actions, fpplicable to all personnel; : .
' e an explanation of the responsibilities of the individual
employee regarding the campus OSH program; and ,
Y o=y list of emergency telephone numbers. - : :

Y . Specific OSH procedures or rules will~be required. for particular _
operations or jobg” In this case, the-personnel who are directly in- 2
~ volved with these specific tasks should Be given the opportunity to
‘develop the instructions. Any involvement of employees in develop-,
.ing -the rules and regulations in this matter draws on their -
- knowledge of a.particular department oy operation and, at thesame
St time, motivates them to adhete to the rules that have been
"~ developed. . _ : st

v
s

All available resodirce materials should be reviewed before writiftg
the gtandards, but information should be limited to only those
areas that are directly relajed to activities performed on campus.

R

Sburces_ that may be useful include:

® federal, state, and local standards; .
e standards published by nationally recognized organizations
- _ such as the Américan National Standards Institute (ANSI),
. American Society of Mechanical Engineers (ASME), Amer-
ican Conference of Governmental Industrial Hygienists
(ACGIH), or National Fire Protectioi\l Asgsociation (NFPA);

* ® equipment operation manuals; A
®_materials provided by safety organizations, such as the Na-
: “ tional Safety Council (NSC) or the American Society of

O Safety Engineers (ASSE);-and _
' " ® existing safety ruleh and marnuals developed by other
universities or colleges.

.« special technique that can be useful in formulating gpecific rules
. ~ and " regulations for “hazardous procedures is the “job safety
' . analysis.”’ This technjque has been fsed in des‘ig{\ing machinery
- and equipment with safety in-mind. It is alsp.usefu informulating- .

. rules in a' manner applicable to a campus, for areag not covered by - .
'« any known gource. Persons responsible for the rules and regulations :
conduct job sa'fety analysis by observing employees working at the .
’ . 46 .
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’specnt”lc task or in.the area of concern. This technique is described
briefly in' Exhibit 8. Exhibit 9 shows a trammg guide that was
developed usmg this procedure. . | .

The development of rules and regulatlons for specific jobs depends
on the types of activities occurring on a campus and the number of
. employees involved in these activities. The better informed
employees are, the greater their chgnce of avoiding accidents, Ex-
hibit 10 lists examples of the types of topics that can be included in
safety manuals. :

Basic Organization and Format

The‘orgamzatlon and format of the material should be given
- careful consideration. Of pnmary consideration is whether all rules

ghould be grouped together in one document or should be in sepa- '

rate documents. for specific departments or operations, with a

general spfety brochure fof all emplqayees. Choose ™ whichever
. organization seems best for the OSH pmgram 8 resources and in-
* tended method of dlstnbutlon

*
’

"~ Exhibit 8 .

JOB SAFETY ANALYSIS PLAN

1 ¢

A job safety analysis plan has four steps: selecting the job,
outlining job steps, identitying hazards, and tormulating con- |
trols. These are described briefly as follows:

. 1 The job has to be carefully defined. Jobs selected for this
' = ®lysis should be neither too broad nor too narrowly
d fined. : .

2.JThe job then is broken down into all of its successive
steps. This usually is done by observing the performance of
an experienced employee, recording each step, and then
: checklng to see if the efmployee agrees with the procedure.

3. The hazards (if any) associated with each step are iden- |

| titied and labeled. Again, this is-best done by observation, | -

L but can also include recail of past incidents. For each step, '

. | ask quéstions like: Can the employee bé struck by anything, _
' * | be caught in anything? Can he or she fall or overexert? Is the }

‘| employee expbsed ta anything injurious such as gas, fumes‘

acid burns? .

' ' 4. Rules or procedures are tormulated t6 avoid the identitied \/
’ hazards. Some hazards will require environmental changes,
such as in tools or materials, whereas others will require pro-
cedural changes. In the rules. be specific, avoldlng
¢ generalities such as “Be Careful.” or “Take Caution.”

‘.
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- JoB SAFETY ANALYSIS TRAINING GUIDE .

-~

©JOB Xinnding castings

DATE June 7 1978 .

TITLROF MAN W

FOREMAN

ANALYSIS

© WH ESJOB Pedestal grinder operator SUPERVISOR 8Y .
— . g
DEPARTMENT Physical pignt SECTION 4 REVIEWED BY
- - - : — . : -
REJUJRED AND/OR.REC OMMENDED « - - . 1. .
PERSPNAL PROTECTIVE EQUIPMENT Leathef gloves goggles salety shoes . « APPROVED BY’
s M :

" ISEQUENCE OF BASIC:JOB STEPS

POTENTIAL ACCIDENTS OR HAZARDS

RECOWENDED SAFE JOB PﬂOCED“RES

1 ‘Right hand reaches into box grasps
casfing. carries to wheel
¢

S

1l Left hang grasps left side of casting
nght and left hands push casllng
against wheel

a-

1. Left hand places fimshed casting in
' box on side of machine ’

2

3 %rop castings on tpot”

Strike hand on edge of box or casting -

hand on burr

Llil_lng of heavy castings

Drop gastings on fopt

Cut hand on burr
wheel

.

LIS

Flying sparks dust. chips or whéel

breakage . ;)

Strke hand against box or casimgs

Litting ol heavy ¢astings

stnke hand against .

cut

1

Wear ;%ﬁis or protect aganist shdfp edges.
as requuwd when handlmq raw stock
Vo

Use propqv hfting pvocedums Get help it
blarik.1s 6o largd for pne man-

Woedr 108t protection

\
L]

" Wear gloves ¢4 protect agginst'sharp edges
of castings K%op hands clear of rotating
parts Do not wéar loose clothing

Wear eye prolecllon Ensure that all .
required guards are 1n place.1 e

sideguards and tongue quard are of proper
size. toot rests ahd tongue guards are
properly ad|usléd .

WQur gloves or prqwcl aganst sharp edges
of castings Pl

.
»

Use proper liting techniques

V.\//_ear toot protectio?*

Provide for rhoving of finished sfock

~

e

ed
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Exhibit 10+

. -

' Introduction’ % |

: W

o, o n . <

. Standard operational.rules

C Xl

Xil

{(III .

XV

. Metal gleamng'- ) ’

. Spray painting

~ Storaga and use of tlammable iquids

) étorage and use of gas cylinders

. .Proper lifting procedures

A. General oW
B Welding

*C. Lathe operations
D. DrlllpressoperatuOns ”
-E. Grinding

F. Power saw operations

»

- G.«Jointers and planers.

H. Sanders ~

. Welding.

. Sil\}er sok;ering

» . ) .

o

. 'Guardmg of belt and pulley dnves shaftse

and gears ..

“ae
.

Use of cord-connected elgcmcal a;;phan

.

Noise control ' .

’

Emergency eye washes dnd deluge éhower§

Laboratory safety procedures

1 .
Flresatety b s

' Appendlx A EMERGEN‘CIES

" Personai Injuries
“First aid
~ Obtaining medicat assnstance
Reporting work- related injlries
Fires
Police Services
{ " Hazardous Materiat incidents
Emergencies invoiving Utilihes
Emergencies tnvolvmg Electric Shock

| CONTENTS OF. A TYPIEAL UNIVERSITY SAFETY GUIDE

Page
o

.
\

ovawwdrn -

o2}

LY

17

Appengdix B POLICY FOR PROCUREMENT OF BYE )

PROTECTION ,
i+ Recommendeg Lens Shades
Recommended Eye and Face Protéctors

C3

ERIC. -

Aruitoxt provided by Eic

- \
: 49 '
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After determining the basic organization of the OSH rules (one -
document; or several), the format should beé chosen. In form, such*
documents can range from loose-leaf -sheetsor posters to booklets or
- ‘manuals, depending upon the time and funds available for such'a -
. -venture. This also takes into account the level of detail that will be .
“involved in each piece. The format used in presenting these safety
and health rules can vary, depending upon the imagination of the
rule -making body. :

No matter which format is used make the publication as com-

. prehenswe, interesting, and attractive as possible. The rules should

- be stated in simple, explicit terms with f&v if any, exceptions. At-

tractiveness and interest can be aided by involving students from

the school’s art department to design the layout and prepare draw-

ings or photographs An example of the use of illustrations can be
-found in Exhibit 11

Exhibit 11 7 - 4

. . EXAMPLE or:-'SAr:éTv RULES POSTER"

,’
/ VL,VEHICLE FIRES

A small, 2- 1/2 Ib, dry-chemlcal-type ﬂre ex-
tinguisher shauld be a part 6f the vehlcle s
emergency equipment. e

If a fire- should occur in the engine, im-
mediately turn off the ignition and. if possi-
.ble. call the fire department. o

Lift the hood of the vehicle cadtiously in,| .
case of flare-up. Be sure to protect your
hands. Direct the extinguisher at the base
of the flame and stand by in case fire
‘restarts.

If a fire extinguisher is not handy. use dirt,
sand, or even A large cloth or coat to '
smotlger the ﬂre.. - _

o

It a fire should occur in the seats, use water | .
and, it possible,. remove the seats from the

vehicle. . o . ‘

Prevent a vohlclo fite, It you smell gasoline
or suspect electrical trbyble, ‘have the vehi-
cle lnspectad immediately.




R cooperatlon when the rule

S

-~ «Issuance to Campus Employees \
‘- After the rules have been drafted, relevant rules should be posted at
specific job sites-on campus, so that eiployees may comment on-

their appi¥priateness. The notice should indicate why the rules
were developed, their proposed adoption date, and the cut-off date

for comments. Labor unions or other-such groups may also be asked
" to review the rules and comment,, Allowing employees to react to

rules ‘that apply to them and giving them an opportunity to com-
‘ment from their own experienges should enc8urage acceptance and
¢fTe made, dlstrlbuted and. enfor(ed

Each employee should receive a copy of those general safety a\d )
health rules that apply to all personnel In addition, employees per- *
formipg hazardous taslf should receive copies of the specific rules

developed for ‘those tas

. Once the rules have been issued in final form, & review mechanism

should be developed to provide employees and supervisors the op-

~ portupity to suggest additions, deletions, or alternations.- As
" modifications are needed or as new rules are developed the up-

dated versions and the new rules must be issued.
I .

Safety 4nd Health Training

Many accidents and injuries that occur at collegesradt'universi‘tjes
result from employee oversight or failure to abide by published

gafety and health rules. Unsafe practices among maintenance or
- physical plant employees,-for example, include failure to per-

sonal protective equipment, improper lifting and carrying, and un-
safe use of materials.and equipment. Often these unsafe practices
can be rélated directly to lack of training; employees don’t know
about the hazards to which they are exposed nor do they know how
to handle these potential dangers. Thus, safety and health trammg
lS a vital element of the campus OSH pr‘am

: Care must be taken to ensure that employees receive and assimilate

safety and health information and that they are motivated to act on

- this information. This calls for a formal, fully-oriented, and docu-
" mented program—a program designed to develop an awareness of

safe and healthful practices as they apply to each employee.

The |mportance of such training is recognized in the OCLupatlonal

Safety and Health Act, which cgntains a number of regulations re-
quiring that training be prond " These regulations are described

in .the ®SHA publication “'l‘rammg Requirements of the OSHA
Standard,”” (OSHA 208%), which is available from the OSHA
Regional Offices. Adthough the OSHA regulations specify some
functional areas inPWhich training is required (e.g., operation’ of

62
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material handlmg equrpment weldmg equipment, power presses :

must be given, nor do they identify all types of training that may be
_needed. Basically, the responsibility for identifying and meetmg
. OSH trammg needs rests with each individual mstrtutlon

‘Because such a variety of activities occur on campus, thi$ section .

‘cannot present detailed course descriptions. Some general
: guidelmes for rdentrfymg what types‘of training should be mcluded

- in your OSH program are, however _given.

[ ]

General Guzdelmes e

. Employeges ghould be tramed to maintain their, own safety and the’

safety-of others. In general, *he need for trammg arises:

® when a new eimployee is hired;.-
- ® when anemployee transfers to another job;
‘® when new equlpment is matalled or-a new task is assrgned

T

and
® at any tifhe when the lack’ of employee knowledge or skill i is
creatmg accrdents or potent,ral hazards.. 4

'I‘ra)nmg should: be based upon assessed needs. If lack employee"

skills or knowledge is thought to be at the root of & hazargl or poten-
tial' problem, the trammg should be planned. Assesfng what
employees need to {pow in terms of safety procedures takgs into ac-
count some type of dnalysis of the. job itself, the equipment being
- used, any operating or behavioral problems, and an overall
appraisal of the lnd;Vldual 8 job performance:

;G_een determined, training objectrves must be
§eimented. These objectives must be stated In

. Once needs have
.- developed and u
terms of what e@
end of the trairffyg

. Examples dre:

"® The empl oyee shall be- able to desorrbe the procedure to-

Jollow in case of an emergency (frre chemical spill, etc.).

‘o The employee shall be able to effectively lock out "power-

ln thnery before performlng mamtenance or repair opera-

,h employee shall be able to demonstrate an ability to
trsfactorrly clean and use the resprratory protective equip-

7 _. A rlg'-.these objectives makes it easler to determine if the. employee
) :rdlly has'obtained the necessary skills or knowledge at the end of

i N training. ©nce the objectivep have been defined, determining the:

- t¥#tning cm‘ltent and methed is simplified—the trainer can focus on
" the-experiences to be provided so-that the employee will achieve the
deslred kndWledge The content and method suggésted by the sec-

. laundry machmery). they do not ‘specify the type of training thaf -

mployeg should know and be able to do by the




. . : 0 o .
. . ~ond objective, for insta \ » might consist bf showing employees how
machinery is locked out and letting them practice this procedure.

- Most graini'ng occurs on the job, with the supervisor as ttainer. In
some nstances, training ‘involves other persons such as the Pro-
-gram Director or outside ¢onsultants. A variety of training tools
. (movies, slides, posters, manuals, etc.) can be used. Some of these
are already developed and can be putchased from various safety-
organizations and commercial eompanies, - . - Sy

Groups to be Trained’ , l
. In considering who needs training and the type of training required, . .
we must consider, the types of employees involved: th@ degree of risk
~ and hazards to which the employee would be exposed during nor- -
mal activities; and the specific OSH. responsibilities that the in- -
. dividual may have -ih the- overall institutional program. Three
different groups emerge: ' e ,
“1. Professional personnel who may have OSH astheir primary
responsibility or as a cdllateral duty assignment; -
2. Personnel in high risk environments (physjcal plant and
laboratory activities); and ' I o
.~ 3. Professional and nonprofessional personnel working in low risk
- gnvironments (classrooms and office areas). '

~« OSH Program Staff _
" . 'Depending upon their backgrounds, individuals with the primary
- résponsibility fpr planning and directing the OSH program may *
need additional training to carry out their assigned tasks, Again,
the specifics of this training will depend on the activities these in- .
dividuals are expected to performi and-their experience in doing
them. - R h '
"In general, a training program for these people should include com-
" prehensive treatment of the principles of accident prevention and
hazard identification that will result in a thorough understdnding
of how accidents and ilinesses occur and how they can be prevented.
In this context, OSH training should include the following -
elements:: : - - . '

® job safety analysis, ' .

- - ® ingpection procedure, = T '

- ® accident investigation, c s ¥ 4
.® reporting and recording systems, '
® worker motivational techniques, an
® management theory. _ :

Employees in High Risk Environments .
'The supervisor of employees who work it high risk situations is the
key factor in any campus OSH program, for this individual has the
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"plant supervisors.)-Hence, these supervisory peérsonnel must befor-- ' -

. should in¢lude some br all of t_hé‘fbllovgfﬁg_topics as they apply to
- 'the specifjc departments: . : o

* consistently-in all situations. Supervisors must learn to be effective

* enforcing OSH rules in a consistent manner. They must learn to en-

- safety and health tegulations and procedures. .

_ the rules and ptocedures to be followed in their own departments.
" Training for specific jobs and equipment generally can be hdndled

i of emergencies. i

};-.'Employee who are transferred from low . risk to high risk areds

‘.\' new positions. This training shou)d take place before the employees A / -
. 'begin their .new jobs,’ . % o -/

o - . .
e " "

miost control over the-pébplé and the v\’orking environment. (This
covers Taculty who oversee students in labs, as well as physical

mally trained -in safe, healthful work practices; Such training

. ® basic elements of the campus OSH program; = . :
® campus safety rules and procedures (general and specific for
-~ each department); - . v =T '
the superviser's role in accident prevention; = - .
job safety analysis; - ' o .
emergency procedures; " _ e .
manual materials handling; -.- : . :
machine'guarding and personal protective gquipment;
“motivational aspects, covering communications,~ human
relations, discipline, and setting objectives; and = -,
®._techniques for training employees in safety procedures and ~ *
- “for evaluating their performance. a '
. .. B . ' :
Supervisors must be able to use a variety of ieqhn‘iques, such as per-
sonal observation, inspections, common sense,’ job studies, accident
investigations, and analysis of accident statistics to detect
workplace hazards.- The problem must be approached with the -
proper attitude ahd with the question: “How could an_accident oc-

cur here?’ This attitude and concern must be applied evenly and. -

_in motivating employees to follow safe operating procedures and in -

force these rules in all cases, for all personnel. After this training
course, the supervisor should be able to evaluate the worker's over-

" all performance with consideration given to unsafe acts and condi-

- tions. Finally, the supervisor must set an exanfiple in adhering toall .

The employee involved in a high risk operat'(;n should be instructed
in the general safety and health regulationg of the campus as part of
the general orientation session given to all employees. In addition,
.employees in high risk situations must be given training related to

most appropriately on the-job by the employee’s immediate super- -
visor. This training should include procedures to be followed in case

must be givjn the additional, specific training necessary for theyr

L T
} o e !




Emp[oyees in Low Risk Enmronments L i

~ All 'employees should be. acquamted with the various qafety and -

health efforts undertaken at the campus with emphasis on thelrr()le
in these efforts. A general safety and health orientation session
should be!scheduled periodically for all new employees. This ses-

. sion can by part of the overall orientation program. If these sessions

have not been given on campus in the past, all employees should at-
tend. The grientation program qhould‘ include: -

i, .. genfral campus qafety and health rules and regulatmm,'

. ,," '_ - {digtributed in written form for later reference),

® employee rights and, ~obligations under exnstmg %afety and
" health leglslatlon ‘ N

o 0 the supervisor’s role in safety and health trammg,

® the organization. and functions of the campus safety pro-
ram, including the names of individugls to whom ques-
ions, suggestions, and complaints shoﬂ\be addressed,

. general emergency procedures, and

iy in accident preventlon

So tHat employees can easrly reviey the material presented a copy
of the campus safety and health rules (discussed in the previous sec?

) tlo ) should be printed and distributed at the session.

: S urces of Trammg Courses and Materzal.fr T

“The faculty and staff qhould not be overlooked as a’ *source for -
"developing and presentmg training’courses and for materials. Often

- ona coll)'m

"in materials development and fraining, as well as department%

ege or university campus, there are individuals experienced

possessing all of the audio-visual and printing equipment necessary

. to produce the materials. Use of this expertisé -may result in the/

. hlghest quality and least expensive materials and courseg.

If training ‘materials are-not available on campus, outmde assis-

~-tance should be obtaingd in developmg and presenting the training,

KR

programs, partlcularlv for ‘the OSH staff. Once this training has . -

been completed, the other two groups often’can be trained'by the = -

- OSH program staff with the use of available materlals/ —
<.

Nunierous-organizations have the ability to develop and present the
various training packages discussed above. These general-training
programs can be purchased and modifted 'to fit the needs of your
own program. Apply caution to the use of “canned”’ mdterlalq They

- should 'be reviewed for.their relevance (in light of the desired

results) before being-used. Several univefsities now offer training

\ ‘courses and seminars that are available to campus OSH personnel.

These.institutions also give instruction toward advanced degrees in
safety and health occupations. In additiorg, a listing of the courses .
offered by the following otganizations pl)vides examples of the
Y .,




types of avanlable training courses that are appropnate for the
- OSH program staff and for supervxsors of employees in hlgh risk
- sntuatnons X .
e NIOSH Dmsnon of Training and Manpower Development
(4676 Columbia Parkway, ‘Cincinnati, Ohio 45226) offers

short courses:for professional personnel in the field of oc-
cupational safety and health. These courses range f?nm.\ '
basic introductory programs to specialized technical areas X,

AR T L using labogatory learning. In addition, the division supple- R
. .ments its direct training effort by providing as‘ustan(e
" through lectures and consultation. A A detailed” listing of

courses offered, ‘course schedules, and fees can be. obtamed
by writing for their course catalog.

. '@ OSHA Trammg Institute (10600 West nggms Road, Rose- -
ment, Illinois 60018) has a 1-week cpurse in Instructor

" Training for Voluntary Compliance. The course is designed
to prepare trainees to teach self-inspection procedures and |

. correction of workplace deficiencies. College and umvemty . .
_mstructors are. partlcularly encouraged to enroll. No fee i Co
- charged. : =

o

@ National Safety Council (444 N. Mu,hlgan Avenue, Chicago
Illinois. 60611) offers a variety of courses at their Safety
‘Training Ingtitute. Courses particularly relevant are Fun- .

* damentals . in Occupdtional Safety, Safety Training
.Methods, Safety Management Techniques, and Laboratory
Safety. Upon request, the -NSC will provide a booklet

N - \describing these and other course offerings. - '

‘ . OSH trafmng also is provnded by some'mqurance companies and by'
pnvate cdnsultmg firms.

"In addition to courses, a vanety of mqtructlonal ‘materials are
available for purchase from insurance companies and associations.
Prices vary, as do the quahty and :the type of materials offered. .
" These materials can be purchased in several forms: slides, movies,
* booklets, textbooks, etc. Many instructional materials can be ob-
tained from the federal goVernment at nommal prices. S()urce% to
check for such materials are: S .

- ® The Superintendent of Documents -
~U.S. Government Pruhtmg Office
Washington, D.C. 20402

@ National Technical Information Service
- U.S. Department of Commerce '

Springfield, Virginia 22151 . .
® National Audiovisual Center . . .

‘Government Services Administration .
Washmgton, D. C. 20409 . :
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Addmonal trammg refetences are lu»ted in Chapter IV which

. covers ‘sources ot mformatlon )

' 'Recordkeepi-ng and Repo‘rting Reqhi-'renfénts

It is wise to document all training, medical examinations, mspec-
tions, accident investigations, and other taskg conducted by your
OSH program. When money or manpower is expended on any
effort, it is worth the extra time required to document that effort.
This documentation will be vajuable not only in- demonstrating
good faith to OSHA inspectors, but also in defending the institution
against court actions. In addition, it can be used to menitor the
effectiveness of your program, dnalyze problem areas and trends,
and justify- program expenditures to. your administration. '

This sectlon discusses the recordkeeping and reporting require-

‘ments specified by OSHA. The neX? section expands upon these

‘requirements to show how such recordmg procedures can be useful
to an OSH program.

OSHA requlreq that employers keep certain basic records on oc-
" cupational injuries and illnesses. One-use of these records is to pro--
vide data to the Bureau of Labor Statistics (BLS). Congress gave
BLS the responsibiljty for generating occupatlonal injury and ill-

" ness statistics to indicate trends and progress over time. These ag-
gregate statistics are used by the various agencies concerned with
safety, ‘accident prevention, and -enforcement to alter existing
-4 systems and to develop new procedures for reduung the losses due

- - to occupational i mjunes and illnesses. /

-Not every employer & asked to submit records to BLS each year.
Only those schools falling within statistical samples determined by
BLS are required to repott to BLS or to cooperating states at the

end of a recording perio owever, every employer with 1T-or more . -

.

employees must keep the same basic (eu)rdq

OSHA Injury/Illne.s.s Recordke equirements_
The OSHA reporting qutem requires that two basic types of records
be Kept by each employer:

- & OSMA No. 200 (exhibit 12 — front and back) — Log and
. Bummary of Occupational Injuriestand Ilinesses

' o e OSHA No. 101 (exhibit 13) — .Supplementary Record of

Owupatmnal Injuneq and Illness

Reproductmns of the actual forms appear as Exhibits 12 and 13.
Below is'a detalle¢ description of these forms.

The Log and Summiar y of Oce upalwnul ]njllll(’& and lllm'wm;
(OSHA No. 200 Exhibit 12, front & buck)’is used to classify and
summarize injuries or illnesses and to note the severity and out-

-
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. constitutes a work “establishment’’ in an e

Rl
-

come of each case. This record covers.the date of the injury orsill-
ness; name, -occupation, and department of employment of thy .
employee; a brief description of the injury or illness; and whether or
not this resulted in death or loss of work. Each recordable injury or
illness occupies one line. . 0" : .

An equivalent form or a computer printout may be substituted for '
OSHA Form 200 as long as the form or printout is detailed, easily
readable, and as understandable as the OSHA No. 200. A recorda- -
ble case must be entered on the log within 6 working days of{g:mp
ing of the Incident. The log should be maintained in each wi rk es-

- 4ablishment (e.g., by data processing equipment) if each incident is

recorded-on the log at the place it is maintained within 6 days of the
incident, and if a copy of the log, current to within 45 calenddr days,
-18 maintained at the workuestablish_ment.- '

A copy of the total_é zi_nd information followihg. the fold line of thé .
“last page for the year must be posted at each establishment in the

" place or places where notices to employeep;ar_e_customa_ri‘ly posted.

This copy must be posted no later than Fébruary 1 and must remain

" in place until March 1. Even though there ‘were no injuries or 1ll-

nesses during the year, zeros must be entered on the totalg line, and

* the form-posted. The person responsible for the annual summary

‘;otals should certify that the totals are true and complete by signing
at the bottom of the form. S ~

The Sﬁpp[ementary Record of "Occupational Igjuries and Illnesses
(OSHA No. 101) is designed to supplement the information on the

. OSHA log for individual occurkences. This additional information

“includes questigns as to the cause and location of the injury, the at.
tending physician, and the medical care. required. Worker’s com-
pensation, insurance forms, or qther forms may be used instead .of
©SHA Form 101—if the same information is recorded. Since
recordkeeping requirements under OSHA ' rhay- differ from the

state’s worker’s oo'mpensatioWre that.all OSHA itms -
are covered if this form/fis used™=

In addition, the school aldo may be called upon to filliout OSHA
Form 103, ari Occupational Injuries and Illnesses Survey form. .
Receipt of this fapm indicates that the school has béen selected as
part of the sample of employers to be yea by the Bureau of
Labor Statistics. Aggregate statisticsg
_illnesses are available from BLS as

- Thiese records, excepf for OSHA Form
-work establishment’for inspection a

Iy 1

-of this survey.

st be available at the
ing by OSHA com-

pliance officers at all times. All records must be maintained in the . .

ational institution.
However, unofficial observations from OSHA personnel. indicate
that an gntire university or a major campus of a multi-cgmpus

office for 5 yeiirs. OSHA has not issued an o:&al position on'what

pational injuries‘and "%
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Exhibit 13 _
. L 4 r
. . 'y -
1 OSHA No. 101 ' * . S Form apgproved '
Cess or Filg No. .. _.___. ‘ . S ) OMB No 44R 1433 -
. Supplementary Record of Occupational Injuries angd llinesses o
EMPLOYER R . . ' - . .
ko Name. .ol T
2 Mail addres _ ... ... ... o < o e
.. . N (No. and street) -~ 1ty or Wuwn) -y State) >
3. ‘Location, if different from mail address . .__......,. .. . . . .. L e R,
. (NJURED OR ILL EMPLOYEE N . . : R ’
4 Ngme e Sevial Secunaty No. ...._____.___ A-- .
(First name) tMiddle name) tlasg name) :
5 Home addrews ... ... . ... .. 00
- (No, sad sreer] ity or lown) (Nlate)
6 Age ... san o T Sex: Male.._.._..... FEemale.. .. . . t¢Check une)
8 Orcupation ... oo doo Pk e ainan *
. : (Emter regular job title, aot the specihc activily he was preforming af hime of injuty )
9 Department ... .. . ,
‘ 1Enter mame of departmeNt or divieion in which the wjured pereon ts regularly employed, evem
. though b may bave been temporanly warking in anather departinent at the time of injury.)
THE ACCIDENT OR EXPOSURE TO OCCUPATIONAL ILLNESS e . .
v " 10, Place of.accident orexposure ...t ... < it
. . . ’ . {No. and street) oty we lown? . (Ytate)
It accident or exposure occurred on employer's premises. give address of plant or establishment in which ,
it occussed. Do not indicate department or division within the plant or estahlish I accident oc-
- curred outside employer's premises at an identifiable address. give that address. If it occusred oh a pub-
; lic highway or at any other place which cannot be identified by number and street, please provide place . Ty
- relesrences locating the place of injury as accurately as possible. . . :
* 11" Was place of accident o expoture on employer's premises? ... .. w-ovon 1Yes or No)
© .12, What was the employee doing when injused? ... .. .. __ e el e eeiigens
. ] ' . (Be sperafic 1 he was using tmihs ot coqmpinent or handling malenal,
T e them and. el what he wae dmin Wb hems T T
el At e e i eie e e et cacaWe L ogoiimeee o .
. 13. How did the accident occur? .._...._..._....... . .. e e v
w }l)rwribe fully lhe_rvcnu which resulied 1 the mjury or nccugations? tiness. Tetl what
! i Ab-‘;:nncdnd I;(;!; ;I ;‘lp-wlcd- -Nlmc .M ;)!;;c;h-u:r.:l;b;l-a;u' r:\ |n-|;|vr-cl ol 1 |i i lhvv_‘ m-n’r m,w(n-ti (ilvr. T
V h-lli c'lclnll n .pll- ilrlnr: Mf;'rh lc;l l;llr-lmh;h\:hd ;-;;l;;\;;u-|ni‘;nl lo- -Eparate -.lu.rl fvr il'lﬁllu!-llll :;nn,-c -l. 7 T X .
OCCUPATIONAL INJURY OR OCCUPATIONAL ILLNESS s o R
14. Describe the injury or illness Tn detail and indicate the part of budy affected. ceEaamas
: . - te g amputation of 1ight inds 3 Hnger .
. i .l-w(:o-nd’oml, .I;aru"cn’l-lb\:l-nri -p:uiu-mmy. -I-r rmatilss of Ielt hand, F;l‘ ) o e . .
15. Name the object or substance which disectly injured the rmployee. +Eor example, the machine ur thing
*he-struck agaipst or which struck him; the vapor or poisan Lv iohaled or swallowed , thé « hemical or ra-
diation which irritafed his skin; o5 in uscl of snmm.‘hrmin. ete., the thing he was lifting, pulling, etc.)
A d _.'. e e e oo R - emeamao cem a - LI PR . .- . . . . . [
T -l)ﬂe(-)lm]ury or initial dl;“;lll-l;; :;l:.-c.r-u.p'n-!;s;nal llness L - .
. - o : ’ Pater .
17} Did employee die? .. - . .. (Yes arjNe) -
OTHER . (
18. Name and addsess of physician ...\ ... - R .
19. 11 huspitaliied, name and address of hospital - . . 2 . . . *
Y e I e Tl T .
Date of report .. P‘e'pated by e .
Official _position . wo—ane PRI . \ _
~ ’ ' . . ) . - T
. . T ..
. . - -
u
*
-, .
’ »
.
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‘
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university can be treated as a single entity for reporting purposes.
- The ‘annual summary-can, thus, report work injuriés and illnesses
for that institution as a whole. A : : K

Copies of the OSHA poster outlining employee and employer rights -
and responsibilities under OSHA, Exhibit 14, must be displayed.all
"year in a conspicuous place where notices to employees are
customarily posted. Additional copies of both the summary report
} ~ and the poster also may be displayed in departmental offices and
. other areds that are more convenient to employees. 4

~ _
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Classification of Recordable Injuries and Illnesses

The followmg types of occupational injuries and illhesses must be
-recorded in the basic records required by OSHA: = - -

: o fatalities, » :
® fnultiple hospltal cases mvolvmg fivé or more persons, -
@ cases that result in lost workdays, and
® cases that do not result in lost workdays, but do result in: -
— the need for medical care beyond first aid,
—transfer to another job, -
— termination of employment
— loss of consciousness,
— restriction of work or motion, or
- —'all other diagnosed occupational illnesses. .

A gulde on this recoraablllty under OSHA is shown in Exhibit 15.
Employe\rs are responsrble for deciding which injuries or illnesses
are recordable. This is not always an easy decision, as will be seen
by the explanatlons of the categories that follow below. In cases
_whate there is uncertainty about whether the case is repoftable, or
exXac hat type of reportable case it is, the case should bé entered
in the log. Cases that are later determined to be nonrecordable can
be lmed out, but. not erased: D :

»

: Also, a partlcular case may change as time goes on. A person who at
first required only medical treatment may,-in time, lose workdays.
A person who at first only lost workdays may die. As the case -
changes, the classification must be qhanged on the log Simply drifw

a line through the old classlflcatlon and ‘enter the new classifica- .

tion.

Fatalities and Mul ple Hospttalzzatzon Cases

All fatalities and cases esultmg in the hospitalization of 5 o more
employees must be reparted to the nearest OSHA area director
witHin 48 hours. In states with approved plans, the report should be
made to the state agency that has enforcement responsibility under
the plan The report may ke made by telephone or telegraph rather
than in writing. \. s _ .
. Lost Workday Cases) ! .

All occupational injuries or illnesses resulting in lost days of work
must be recorded. In recordr{ng days of work lost due to an océupa-
tional injury or ilinessgcount only the lost workdays, not calendgr.
days. The number of workdays lost includes all those during whlth

® the employee would have worked but’ ¢0uld not

® the employee was assigned to a tempordry job while unable
to perform the permanently jassigned job,

® the employee worked at hi /her permanently assigned job
but could not perform all the functnons of the job, #nd

R A .
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B S | S - “Exhibit 15
| . ) GUJDE ' TO RECORDABILITY OF - INJURY/ILLNESS CASES* UNDER OSHA . , _'\
B ' a . |tacase| S ' '
n ' v o : : : | o - : -
' - | Results from a T ' Does not resyit |
work accident or |\ , . fram.a work/aggient |
* from an exposure ) o , - | or trom an- expeRris;:,
in the work o : A SN in the work™ \"(3%. % "}
environment L o ; - environment. .
. S landis ) ' ‘ . B - '
- . : : ) . ] .
* - |Adeath . [Aninness : \ Aninjurythat| . . ,
. Lo o .involves
. . c. ar Lo ' . J T . l - > . : l s J
cee T ' _ ) ' . N | Medical Loss . |/ |Restrigtion Transfer one
ot ' oo ' : treatment “of of work : to . of R
, {(other th&n conscious- or motion another| . |these ) ~
A _ first aid ness \ - job - : - .
:.._ .l . q - T k) 1 . D " bl R . — .o,
Then case R - ' TN . Then case
,  |mustbe S R ' ‘ Co - - isnot
- recorded ot ' _ v " - /| to be.
: . R . , o : - recorded
*A case must involve a death, illhess, or injury to an employee. 3 3 o .
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_ e the employee worked at his/her permanently assigned job
wl . but could not perform the job full-time.

*

any employees of educational institutions are part-time or have

" no regularly scheduled shifts. In these cases, the number of work-

days lost must be-estimated, based on prior work history and the

" number of days worked by personnel with the same job classifica-
tion,

The employer also must use some dl%retmn in deudmg, when to

. stop recording lost workdays. Obviously, when a person with a full-

time job returns to his regular job, the recording can be terminated.
‘ For less obvious cases, BLS uses the following guidelines. If an
S employée is transferred to another permanent job, the recording of
o lost workdays may be terminated even if the employee could not
“perform the previous job. If the person is no longer in your employ,
- stop recording lost workdays. If an injured person continues on the

job even though unable to do all parts of the job, the job may be
redefmed to exclude those portions that the employee cannot per-
" formt hat case, discontinue counting lost W()rkdays The impor-
, ... tant thmg in making these decisions is to act’in good faith.sAn
~honest. error in evaluating-a case will not be held against anyone.
Assistance in resolving difficult cases may Me obtained from the
- BLS reglonal director or from the OSHA area dlrector

Medwal Treatment Ca.ses

All cases that do not involve fatahtleq or lost workdavs but that do
result in medical treatment other than first aid must be recorded.
*  Medical treatment includes treatment administered by a physician
. or by registered professional personnel under the standing orders of
a physician. Thus, it goes beyond first aid treatment (such as one-
time treatment and gubsequent observation of minor scratches,
cuts, burns, splinters, etc.) and activities which do not ordinarily re-
qulre medical care, even though provnded by a physician. Interpret-
ing the phrase “which do not ordmanly require medical care’ vélll :
decide many cases, . : .

_ Nonfatal Cases Without Lost Workday.s

. If an injury or illness results in (1) transfer to another _]()b (2) ter!
mination of employment (3) loss of ronsciousness, or (4) restriction
of worl\or motlon, it is recordable even though no workdays are
lost. :

’

' Dmgn-osedOccupatwna[’ Illnesseb ‘

- A diagnosed occupatmnal illness reported to" the employer is
recordable. Such an illness must be recorded as of thk date of diag-
nosis. However, if the diagnosis occurred after a period during-
which a person has been unable to perform for unknown reasons,

O ) | ’ L 76
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the date entmd shquld bes the first day on whnch the employee
became unable, to perform regular duties. Definitions of occupa-

. .tional illnesses‘tan be found on the back of OSHA Forny 200 (Ex- . .

hibit 12, back); these are illnesses specnfncally due to job- related ac- -
- tivities (versus the common cold, etc.). -

_'I‘here i8 no- tin‘xe limit within which an employee must report an in-
jury ‘or illness. 'When an employee-does report one, however, the
-employer must determine whether (1) there was an injury or illness,
(2) it resulted from a work related accident or incident, @nd (3) it is
recordable. Once an employer or his designee learns of the injured
;. or ill worker, he must decide within 6 days after receipt of the infor-
mation whether or not it is a recordable case. Efficient accident
© reporting and investigating procedures should be mmated to avoid
~ the late nbpdrtmg of cases. . : N

| Other OSHA Recordkeepmg and Reportmg
| Requzrements

In addt‘tlon to oecupatloxial injury and- illness reeords, OSHA re-
qulrei employers.to keep a number of other records, to conduct in-
spee;(:ms, and to submit feports dealing with particular equipment,
envi nmental conditions, materials, and employee exposure. Ex-.
amples of the major requirements that apply to colleges and univer-
sities rr % listed on Exhibit 16. This list is not complete; it merely
~ gives Bxmmples of the types of requirements listed by OSHA. Such
requareEents are scattered throughout the’ varlous sections of the .
OSHA geguldtions, Sometimes the requirementgighange as the law
is amended. Employers are responsible for iden\%&g and comply-
ing with tho requnrements applymg to thelr oWg estabhshment

Accldent njury, and Illness Investxgatxon and
Reportin .

‘As described insfthe previous section, the primary ppt"pose of
OSHA’s recoxdkeeping rgquirements is &collect basi¢c data on oc-
.cupatlonal injuries and iMhesses for the BYireau.of Labor Statistics..
This recordkepping can, however, become a major asset for an OSH
_program. An Accident, injury, and illness investigation and report-
'ing system can collect data helpful in program evaluation and im-
provement as well as the'data required by OSHA. Such information
can be used for many internal purposes, including: : :

° 1dent1fymg and controlling potential acc1dents or. e)g‘
posures;
‘® indicating_ w\\ere changes, substitutions, or elnmlnatmn of .
" materials, me ods, proeesses, or operations should be
made, A :

r




Exhibit /16
| | AR .
. \ - / ’ ‘, . -
OTHER OSHA RECORDKEEPING AND R_EFBORTING RE_OU'IREMENTS
. S, I » . Lot '.
. ITEM '~ SECTION® - REQUIREMENTt
Tube and coupler scaffolds * 28(c)4) - R -
Tubular welded frame scaffolds . 28(d)(11)(14) - R&I
| Outrigger scatfolds 28(eM3) h R
"t Two:point suspension scatfold - 28(g)(8) : -
-Powered platform' mstallatlon - 86(3)(2)-(4) * _ I &R
Asbestos: . 93a(f)(1) M
C : 93(aj(i)(1) - R
' : : _ - ey - '
lonizing radiation _ . 96(b)(2)(iii) . R
: . . v 96(1)(3) b
' 96() N
. 96(m) . REP.
. 96(n) _ R -~
L %) . . - REP.-
Hydrogen ' 103(b)(5) . I
. . — - Ae)s) a
Oxygen . . . 104(b)(10) |
Tank storage - " 106(b)(5) _—
" Class I liquid stoyage 106(g)(1)(i)g) - R~
Fixed location mixing of - - »
slurry explosives .. 109(h)(3)(v)(b) I
Respirators - : - 134(e)(2) .- R™ ol * 7
Rortable fire extinguishers 157(d)(2)(i) T I
: (d)(3Xiv) R .
_ .{ ‘ (d)(4){viii) . R
Fixed dry chemical systery ©160(c)(1) &R
Carbon dioxide system 161(b)(1) e
Arc welding . ~ 252(R)(4)(ix) l
*From 29 Code of Federal Regutations, Part 1910, .
ktK'EY': R=Record M=Medical surveillance :
- I=Ipspections : N=Notification of incidents
- Rep=Reports’ : . {exposure of over 25 rems)-

lﬁen,ti'fying campus~wide trends in_ the severity of injuries
and illnesses, types of injuries, volume of property damage,
location of accidents, causes of accidents, etc.;

® providing safety performance information to work groups!
enabling them to.compare their present performance with
their own pt:;\performang:e and with that of other work
groups; -

. ® justifying: program expendltures to the administration. by

documentmg program accomphshments,
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. ® identifying group and individual training'needs;

.® gerving as a basis for award and incentive programg to moti-

vate and stimulate employee cooperation with the/OSH pro-
gram; and. " - N . '

o developing defenses for. the institution against gourt actions.

'I‘hé'following.diScussion describes the .steps involve

and maintaining an effective accident, injury, and illness investiga-

tion and reporting system. An effective system cg be instrumental

in reducing the' number and severity of incidents by being used to

uncover their causesy initiate corréctive actions to prevent them
. from occurring in the future, -and/inctease supervisor involvement
in the OSH program. The system is based on understan%ng and .-

following through on three b:?i'c principles of such investigations.

"The fir#t pririciple\a is to inve
that regult only in first ‘:}2/‘)& injuries or only in property damage.

- Any accident, no matter how serious or trivial, should be reported

and investigated becauge it may point to hazargdous conditions. or
" practices that could lead to future,’ more ‘serious incidents.
Moreover, heavy property damage and other costs to the institution
often'result, even though no employees aré affected. Because one of

the goals of any OSH program is to save money, even minor acci-

dents should be reported. ' : e

" The second principle is that the feporting system must be easy to

use. The proposed system; therefore, uses only one form to collect
all the information needed. . co

The third pfinciple is to rethember that the key person in any acci-

dent, injury, and illness prevention program is the supervisor. For.

the OSH program to be successful, it must hgve the full coopertition
and support of each supervisof, Thereforg] all efforts by the OSH
Program Director and staff shduld be/conducted in conjunction

~ with the supervisors. The supervisor ‘generally is responsible for

conducting the initial investigation. and filling out the reporting
. form for any employee. R N [

.

- .. _Developing an Accident, Injury, and Illness. -

b,

- Investigation and Reporting Form . -+

The first step m setting ‘up this recordkeeping Syétem is designing '

the investigation and reporting form. Because this will be the basis
for the entire system, care must be taken to collect all necessary in-

" formation, using a form that supervisors will be able to complete

with a minimum of effort. :

" The reporting form should be analyzed to make sure that it collects -
all the information required by OSHA and the state worker’s com-

~ pensation form. In addition, the form should collect all other infor- -
‘mation necessary for any internal reports required by the OSH pro-

in develo_pihg_ '

M 4 ] L, .
tigede all incidents, ‘includin'g those .




. gram. It i ls adv1sable to develop the tables on'whlch the summary '
_data- will be displayed before completing the reportmg form to
ascertain that no essential data were omitted.

"Finally, the accident, lnjury, and illness lnvestlgatlon and reportmg
form should include space for the supervisor’s analysis of the causes -
of ;he incident, covering all information regarding the affected per- -
son (what the person was supposed to be doing; what the person ac-
‘tually was doing; and the person’s training, past performance, and
accident records). The supervisor's information gathered from an - .
. examination_or inspection of the equipment being used and the °
. physical environment at the time is to be included. The: supervnsor
*_ should also recommend the steps tq be taken to prevent similar inci-
.. dents. In this manner, the investigation-and reporting form aids in -
: examlnmg the causes. of the incident more closely and in, consider- -
ing the follow-up action to be taken._ : '

" An example of this type of lnvestlgatlon and reportmg form is pre- . | ;
sented in Exhibit 17. Whatever form is used, it must be explainedto - . ., "
.all persons who might be called upon to use it. : -

Investtgatmg Incidents

‘As mentioned?above, the Program Dlrector rov1des guldance, but

. thé immediate supervisor, dealing directly with employees isa key
person in any OS;}{ program. Thegefore, the supervisor bears prim-
ary responsibility forensuring that the work environment is hazard -
. free and that emplOyees are adgquately trained in safe worklng pro- .
‘cedures. The supervisor must be relied upon to enforce, on'a daily - -
basis, any efforts initiated by the OSH program staff. This ln(,ludes '
accldent injury, and illness mvestlgatlon and reporting.

"In the case of an accident, the supervnsor is the person at the scene
. and is also the person with the most knowledge about the work en- -
- vironment and the employee(s) involved. Therefore, the employee's -
- supervisor is best qualified to perform the mltlal mvestlgatlon and :
to fill out the reporting form. '

~

Thus, the supervisor must not.only be thoroughly famlllar withthe , . - ..
reporting system but must also be indoctrinated by the OSH pro-". i
gram staff on the need to report all incidents. The most lmportant S
part of the supervns'or s reporting duties is lnvestlgatmg the inci- H
dent. The supetvisor must be trained to get the answers to two ques- L
tions: (1). What happened to cause the accident, i injury, or illness? - "
and (2) What can be done to prevgnt it from Kappening again? To

" answer these questions, the su isor shou‘ld be lnstructed to

follow the procedures outlined hflow durlng fhe investigation™ " ...

® Check the site and drcumstances of ‘the incident as
~ thoroughly a8 possnble fore anythmg has ‘been changed

Look for clues, and inveltigate each ane. " v 3
' » . -
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, _ Exhibit 17
. . . - . N . - .t
. . L T 2
T B . 2y -
g C "~ FACULTY/STAFF ACCIDENT REPORT =" ' :
- ’ ° : . e . N
J R . .
i . » 1T XS]
. . co : v
. . . c. .- .
1 Nauw . h T& Sotml Secutily Numops 1 Deparlmgnt . 1 Puong . '
N J5 tontime - ~ 6 Length of Empluyment T Agcol Employen - . © B Dale Dune ot Ac. .‘_m L.
Monlh - Yoar ) “Mate  Fenulle !
. 9 Oou.n of accident mn.n wis employse doing when inured how did the ity happen 1 g . ’ v
o " © e .
. S
- ¢ -
[
o 10. Cause of ACrident - . - . . - .
. Indic a1@ below by an X whelhst the L . N ) . -~
accident was caLaed by 0 . H tinsafe ar ts . AR
A Unsate conditions Upamlmq withnal wuathanty . » *
. . . . . . CEanure W S6Care of A ) s
N - Impfopes uatag of protectinn . . w.)nung ALinproper speer
. ° .- . Dafaciwe tunis® substanr.ed or équipmant  ° Hypmsser salely devii ¢ .
. Hararduus mpangament. cdngestion . Used detec ive fuwprment
. Improper ymnahon 1301 handsg nstead o1 oquipant
Improper ventilation L )mnrupm Wng - 4
. . ~ Sup and tall hazard R . M N -, Fature 10 use persanal proinclwe mu-pmo"v .
1 inproper dress apparel . - used rpropgt eainpment )
Fire hazard 3 . Impvupm Ioaqu mising nle
Hazatduus amosphenc conditning . Tdyk unsate posstion
Qases fumes vapors . . ericing aquipment white in mofion .
L4 Aadialinn a1posure . . frstracting teasirg L
. * No mechanic af € ause . No unsate act - i .
+ Nol listed (descoibe hriefly! Nol fistnd 1des it brietlys
.o " ‘lucnnonmhmodd accidont Gecu? sn bunding spetify wheihar o 19ty afhic@ hall raam mymbier eh
L 12 Loss'ot work hme 13 Loes seyenty polnanal , T 04 Prapable e uredm s tate
hours . diys © mgn madwm | _ ngn l modam lows - .
T T T v L3N
15 -'Nature of injury . ot Pant ol ety ted " [
_hetmia 4 b hon secandary N pren] y hack
hd . abrasipn” . oo quon « héma al face t . chast "
. I3 amuuln.hn . mtnuicatinn nther Sy shuoaling
. . bum chom'cal_ lacefabanr . i/ (LM L ‘ abdomen
butn other . punclure . / nose i thign
“contuaing Ibruises . Shock gler 11 B I/ 1 . knpe . !
. distoc ation R /i ] +leg trwer
- hacire . B T T ’ W e . ankle
. . loreign body " nther oy | Ty onf” .
tadiation eshosuse . - sphc ity L W) i [
. o . . Rana ) LT uthor . ! . . ‘
. v hng ! b 18pecify)
R = = v
P 17 What medical ttestment dut the WPt peestie 101 gree ! poen Liker facoreo 1 llug hazatd” .
. . o Y N
o everse it 4 . . .
19 Do you have any «ecommqndal-nmmm yiro teoel ue&i e vnv-pnéd S P rame .
- by <] e ahnn? . ~
. - . . N . ) Fhone v
- ' . .- . < . . et
Date - by
Safety form #6 A - : - . ! hat
15ed 276 . . . . . ) . e .
. - . N R ] . : .
i» . ) : . . 3 L
YR - . - ' .
‘U. s . . - "
niversity of Georgia AN o
B A Y . . RS R
i . . , ' :

N o -® Discuss the incident with} person(s) affected: thls is *
e ‘ - usually the principal sourct ¢f information. Wait, however,

N , until first aid or.medica ‘treatment has been given. Do not S
' unnecessarily upset that“pepno;\ Always put the lmured 8 . .
. * welfare firs, o ,
' N _ ® Talk with the people whf .saw the accident and those ° .

| familiar with the’ condition 1 nmmg'di_ately before and after.
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Dlg for the lnformatlon The smblleqt detall may pgmt ton
the real cause.

. @ Reconstruct the events leadmg to the incident. Conslder all

" of the possible causes. Evaluate the unsafe acts and unsafe .
‘conditions that separately or in mmbmatlon were con-
tributing factors.. : o~ :

. ' OIDetermme the most proh ble cause of the acudent (,ontact
" the OSH program staff to"provnde help in domg thls, if help
is needed.

® Be objectwe throughout the. mvestlgatlon Its purpose is to
identify and correct the problem—not to place the blame or
embarrass anyone. :

As soon as possnble, the results of this investigation should be used
to eliminate or control the conditions that caused the accident, in-
‘jury, or lllness To do this, the OSH Pr#ram Director and staff
should instruct the supervisor to take the following actions: .

o If employee failure was involved, be sure that the employee .

is properly instructed and that the instructions are

. followed. Also, all employees involved insimilar operations
" shoudd receive the same instructions.

-+, - ® Wherp ‘the operation can be changed to eliminate the
., " hazard, make the change if it is within the supervisor's
.+, authority’to do so. If it exceeds hisfher authority, recom-
‘mend appropriate actlon to the admmlstranon and to the

“OSH program staff.

'® When. equipment changes or guards are necessary, decide
exactly what is needed. Then discuss it with the administra-
" tion and with the OSH program staff. _
® Make a written report of findings, the action taken, and
recommendations to the administration and to the OSH
. program staff. Use accident, injury, and illness investigation
“forms if they are available. If not, simply write a memo.

-'AnalyzmgAcczdent Injury, and Iliness Report Form -

. "After the supervisor, has completed the initial investigation and
filled out the ihvestigation and reporting form, the form should be .
forwarded to the OSH program staff for processing and analysns '

. The OSH staff should be responsible for determinfing whether the

" incident is reportable to OSHA or to the state worker's eempensa-
tion office. If so, the OSH staff will extract the necessary inforia-

tion from the report. .
-The OSH program staff also should review tha:‘%wtmn of the form
escribing the incident, its causes, and the control measures that
waere instjituted or recommended by the supervisor to prevent a sirnd-
lar incident. If the investigation, actions, and report filed by the
supervisor are deemed to be adequate and do not indicate serious

.
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future'hazards, the‘OSH program staff could simply code she _irrfor-_
at,xon for use in varfous internal summary reports.
f the repgrt is inadequate concerning the causes identified or the
" .~ control measures instifuted-or recommended by the supervisor, the
' OSH staff could provide. additional mformatlon on safety and
health *pr()cedures On the ‘other hand, if anything about the acci-
dent, injury, and illness réport indicatés: that,- under similar or
slightly. different circumstances,.serious injury or property- damage
could résult, the OSH staff could initiate immediate remedial a
tion. This includeg™ear misses where no injury occurred or lllneﬁ
resulted -and incidents in ‘which.a pers(u received only a anor in-,
jury. Such accidents should be investigated by the OSH, program
staff immediately and thoroughly to thake syre that proper. controls
are mstrtuted to prevent a more serxous ?()ccurrenCe - e

Momtormg and Evaluatlon of Program Actwrti-eb -

Momtoring is the day-to- day review of program actmtres to deter,
_ mine the extent to which progress is being ntade toward meeting.
progrqm objectives. The purpose of mofiitoring is to identify actual

‘- and potential problems edarly so coffective action tan-be taken.
- Evaluation, on the other hand,'is tke perlodlc revxew of the d‘irec-,
tion, effectlveness, and-efficiency of a program. -

‘Thus far, this chapter Kas discusse he major OSH program fanc-
$ions qf conducting. inspections; investigating accidents, mJUries,
.and .illnesses; controlling hazards: developing written rules and’
" regulations; provrdmg,tramm&o campus employees; and keeping
requlred recordd. This final sectidn discusses momtormg these.ma-
Jor program functions and evaluating thg program’s progress. At all
times, the program’s overall objective of reducmg ‘the number and
severity of occupdtiondl dlinesses and injuries on campus and its
. - specific goals of reducing or eliminating Wazards should be con-
" sidered. ¢'his section also drscusses meihods for provmg the cost
effectlveness of an OSH program. o '

..
Momtormg Routme Program Activities

. " The OSH Program Dtrector is responsrble for momtormg the .
' routme activitiés:of the OSH pregram to make sure they are carried
. out as planned. This is an- 1mportant functrpn of a successful pro- _
‘griam because it is quite easy.for, OSH program staff and other cam-
* pus pereonnel to let. prOJects slide if no one is concerned enough to
check the progfam’s status o

Speg,lfloally, momtormg should ensure that the followmg actlv%\
‘ aré performed: * .

° Routine mspectlons of work ,areas and» equlpnpnt con- -
. ducted at the agreed -upon fﬁuen’uea, - .

.
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® Reindpections conducted to check progress toward- com- .
pliange in areas where vnolatmns\W'ere ungovered; : j
.0 All gfcidents and incidents mvestlgated thoroughly an®Pre-

ed in wntmg,
SHetraining given to employees when hired and as needed
o thereafter, - .
0 ‘Rules and regulations updated to encompass new campus :
-activities and changes in the requirements;
® Required records kept up-to-date and accurate; .
® Each new employee pravided a preemployment medical ex-
-amination and periodic’ examinations qelectlvely applled
later as needed; .. '
- @ Exposure levels for radiation and other lndustnal hygiene

. azards checked penodlcally, : i
;}(’/wgsegplar OSH ‘committee meetings held; and - - ° S
“* thewr activities to be carried'out conducted in a timely
fashion. _ . (] Y

Merely monltonng some acgvmes may be sufficient to keep them
. on schedule. Other activities may prove tu be ghronically behind
v % . schedule or inadequately performed.'This calls-for reassessment on
! ‘th ‘n't of the Program Director. :

- - Appropriate remedlal action follows naturally from a clear under-
"+ standing of why the probiem exists. Therefore, the Program Direc-
- .tor,should devote his atteption to untovering the reason(s) for the
:» problem. The problem mgy be oh€.of administration, such ‘as the
- assignment of responsibifity beingjunclear. On the other hand, it
.may be a staffmg probleny, such as a secretary being assngned atask .
-that requires directing the activities of department heads, or the ¥
chairman of an OSH committee being so disliked personally by the Lo
« members of the coinmittee that the meetings are unproductive. The -
<. problem may be due to inadequate ‘training so that the person =~ ., = -
. assigned the responsibility for the task does not understand it ade- (
quately. The problem also may be that the task is structured or
scheduled in such a way that it cannot be accomplished at all or can
v 9« accomplished only with great dit_'ficulty.- There are infinite . -
.- reasons why a prablem exists and york is not performed satisfac-, -
~ _torily. Once the Program Ditector fincovers the reasons, appropn- S S
ate corrective action’ can then be taken. -

t

Py <

<

- Y
Needless to say, a Progra-m Director capable of objective self‘-ex- . v
amination can use the monitoring in rma*n most effectively. In -
monitoring the progress of program activitiés, it may be discovered

. that & past decision is causing problergs, In such a dase, the Pro- o
gram Director must, be willing to reverse that decision if the OSH )

.~ prpgram is tq stay on track. Sometimes, momtoring may pgi P?ut .

' thé need totake a hard look at grogram ‘blectweﬁand posk 0,

\change the : S

L)
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Using Illness/Injury &zta to Evaludte the Program L
. * Data on gccupational illnesses &nd jnjuries can provide valuable |,
feedback fer the OSH program. They are a direct measdre of the . .
- Program’s success or failure in achieving its overall objective—a -~ < -
' v‘{_eductim in the number and severity of occupational illnesses and-. . .
njuries. The’section on Accident, Injury, and Illness Investigation T M
" ad Reporting in this chapter describes an internal system for col- C
. lecting these data. Data collected by such a system can be usgd to
" . develop summary reports that compare the present OSH situation | -
‘ with the situation in the past. Such reports can be invaluable in .
" pointing out areas of program sucecess or failure. Some possible
.. "breakdowns useful in developing these reports are by: - . i
. ' } @ departmenf or college,  ° ce : R
® campus, * ' L
® cost-ta the institution, « : '
_ @ type of activity (e.g., sports, research, pedestrian),
® part of the body injured, . .
® geverity of injury, . _ Lt .,
o ® property loss, . .
® type of worker injured (e.g., cleritfi, custodial, labgratory),
® accident type (e.g., cut, sprain, fragture), L
', ® work time lost, and o
ﬁ ® severity of hazards detected or corrected.

These data can be used to exaluate the program and to plan for.im-
prove4d program effectiveness. Khey can also be used to help gbtain
more rhoney for an %ctiVe OSN:program. This Jatter point is dis- Y '
cussed in some detail below. T

Assessing the Cost Effectiveness of the Program
As mentioned in Chapter 11, obtaining adequate funds is a serious
concern for most OSH programs. Due to limited funds, difficult -
choices must be made. Data%rom an accurate recordkeeping system
can be helpful in allogating resources fo the areas that present the
“ most serious injury and iliness hazards. .~ , : (

Miata can alsobe used in efforts to obtain more money. Before
RS bullgaM¥idg large sums of money for OSH activities, most administra- - >
_tors #feed to be gonvinced that the OSH program is producing -
~“enough benefits to merit the expenditures requésted. Summary .
" tables comparing past and present performance can be very per-
suasive.in proving the program’s effectiveness.in reducing the num- -
‘bér and severity of injuries and illnesses. These data can be sub-

MR jected to sophisticated statigtical analysis#to add fiirther weight to *
the arguments presenfed wSuch dater also can be used to justify in- ,
ey creased expg_nd‘ijures in problemn areas. r ' L
o 8, for vxunuﬂ«. l’t'N'er_{‘lI"“. ‘Techniques of Safety Munuu’w’h\wi’t. MeGraiv-Hill, \ .
: ‘ New Yourk. 1951, ppp. 6780, ° . " s
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The additional step of umyertmg reductmm in the volume and se-
verity of accidents to dol]ars saved can result in the most convinc-
ing.argument of all. It may not be necessary or possible to prove
that every dolla]; qpent on the QSH program results in a dollar
saved on theirect and indirect costs o} occupatjonal injuries an(Z/

- illnesses. However, it certainly does not hurt the OSH program
funding prospects to prove that sizeable amounts are being saved

" now that would have been wasted if past trends-had continued.

Accidents result in both direct and indirect costs. Direct or insured .
costs include, payments for worker’s compenqatmn liability, and o
“other*types of insurance necesmtated by accidénts. If the qchool is L
partially or totally self-insured, the costs of all medical compensa- &

tion and liability- pdyments ‘made by the school are direct ¢osts.

Generally, data on direct costs“can be obtained readily from cam- ~
pus records. _

.

Indirect or uninsured costs are more difficult to 'estimate. Indirect
costs due to these incidents. include a number of factors.*, o .
o costs of wages paid for working time‘lost by workers who

'y ‘were not insured; -
. ® net cost to repan, replace, or restore materlal that was
e ~ damaged,; : '
® cost of wages paid for working time lost by injured workers

A in excess of worker’s compensation payments; ) ‘ '
. o extra cost due to overtime work necessntated by the inci-
) dent; '
oo ® ¢ost of wages paid to supervisors due to actwl(} necessi: e
4 o~ fated by'the incident; S

wagp:Costs due to decreased Qutput ‘bv fn_]ured W()rker“bfter
lreturn to work; . . , '
- - ® lcbst of training of a new worker e ot
. ® unmsured medical costs borne by the mqtltutmn“
® cost due to time spent by supergisory and clerical workers
on investigations or in processmg compensation apphcatlon
forms; and . o
® miscellaneous costs such as rental of replacement equip-
'&nt and other costs unique to the individual incident.

.

) . -
_> ObviouBlyy estimating indirect costs is a big task and one that*could

not be undertaken in every case. A" number of shortcuts are,
howevet, available. .

Some employers, simply estimate that thelmdlrect costs are four
~ times'greater thail the direct costs of mcndents This method is easy,
~* but the results are highly usireliabfe, -

' A more {ellable method was developed by blmonds and Grimaldit -

"Hnmnm 1H. and ). (-rmmf&,."aiit(-h Management. Richard IR lmm llmm'
wood, [Mitros, 1963, pp, 8491 ,Sg, -
tibgd., pp.103- Iil
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with the supgort,of the Matjonal Safety Council. This statistically .
valid system’results in estimates of the direct and indirect costs as- -
sociated with egch of the following types of accidents—Ilost time,

- medical treatment, first aid, and propetty’damage only. “The cost “

~ estimates are generilied through a pilet study at your institution;

- therefore, the costs aré geared to your institution. This system re;
quires some start-up invesfrentsin time and maafpower. Ole it is .
established, though, accurate cost estimates can be generated with. - . .. - "
little trouble: The only. adjustments reqyired to maintain the ac-: _
‘curacy of the system are those resulting from inflation. =~ .~ - .

. . . e -

. A somewhat less accurate (because it estimates costs for various . .
| 'types of accidents based on national'averages) and less comprehen- <N om

sive method is déscribed by Petersen* Depending d¢n- circum-* ..
stanees, you may be willing to sacrifice some accuracy to avoid the, ’
- work and cost involved*in. doing the pilot study. o .

-

These then are three methods that can be used to estimate the cost L ‘e
.of accidents. If you decide to use either of the last two methods,.full
explanations are given in the sources cited. L : ,

*Petersen, op. cit, Chapter .~ ' _ ' o




CHAPTER IV, SOURCES OF
' INFORMATION -

»

7
The: person responsible for the campus OSH program need% to know . .
whére to go for help in setting .up. and maintaining the program.

. Although there.are a 'variety of sources of information, there are

, . .only a few good techmcal sources. The sources listed in this chapter

. ., arenotonly mformatWe, but also specnflcally applicable to campus
- OSH programs. '

: When settmg up an OSH program, someone who has already been
‘involved in a campus OSH program is a good source for general in-
formation. Program Directors at major universities are excellent.
cohtacts, and they usually are willing to help in establishing new

. programs. ’l“h-ey have had direct experience in applying OSH pro-

1 .. gram concepts in a campus setbing, and their guidance should be
' helpfud. The Coordinating Committee for Environmental Health
and Safety on College and University Campuées, which consists of

\ OSH, Pro am Dll‘eCtOl‘S, s an organization with representatives
i dpi g atlons that have an interest in campus OSH

8 belongmg to this particularcommittee are

] . . ) [}

; ¢ .3_

hini/ of the v&n%rofesswnal asMqciations’ offer certain benefits

o - to their- members, mlght helpful for a campus program. In

PR addition to q'm_f "'ﬁtlons private companiés offer consulting services

-+ and governmgl¢ ;genmes and’clearinghouses offer lists of publica-

- tions availablein gny field of interest. At the end of this chapter,
selected, recommlepded publications appllcable to the program
elements covered m this manual are listed.

. ’. ‘Associations and Orgam,zgtmns . . #q\ /

" A variety of associations related to the fleld of occqpatmnal safé‘ty s 2
and health offer aid anﬂ"membershlp to universitiés and collegtsr”’
The following assqciations, with'representatives on the Coordinat-*
ing Committee for Environmental Health and Safety on College .
and University Campuses, are probably most lnterested in helpm!;

- . campus OSH progfams: PYRAR -t

® Campus Safety Association - -~
_ o American Collbge Health Association - :
S » American Industrial Hygiene Association ~ g

o" :’ LY . ~l

]
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" " -and universities have used in setting up such a

* e ~ .
< ® National Envifonmental Health Assdciation
©® American Public Health Asseciation  °
® American Occupational Medical Association
*e Campus Radiation-Safety Officers’ Conference

The first two associations in this group will supply names of consul-
- ‘tants who already have set up ¢campus OSH programs.

~ Other associations can be helpful in specific safety or health areas,
_such as fire protection; some of these major associations are also
discussed below. : o :

Campus Safety Association
44 North Michigan Avenue-
hicago, Illinois 60611

he Campus Safety Association, sponsored by the National Safety
Council, consists of- people who are active in campus OSH pro-
grams. This organization will recommend consultants, who. have
* functioned as Campus Program Directors, to help in setting up new
.OSH programs. They also will suggest gppropriate resource
‘material. In addition, various committees have been organized to
‘examine specific health and safety problems, such as laboratory
safety and fire safety. A natjonal 3-day conference on-campus safety
~is held each year, and monographs of these conferences are
"published. The Campus Safety Newsletter is available both to
members and nonmembers for a nominal fee.

_-’A_meri'can College Health .dciation (ACHA)
BO7 Central Street -

(u vanston, {llinois 60201 . .
ACHA ‘is a clearinghouse for health information. Although

ACHA’s major focus is'on health activities, it does have'a section y
devoted to campus OSH programs, called Environmental Health
and Safety. There are three types of membership: institutional, in-
dividual, and associate. Any college or university can become an
institutional member, with the OSH Program Director beipg tite
_institution’s representative. Individual members usually dre health
ﬂofess_ionals,working in college and university health fields. Mem-

rs of the profession who are not associated with'an institution of .
- higher education can become associate members. N

- ACHA can be used as a resource for guidelines and standards in’
“setting up campus OSH programs. Upon request, a 'survey team,
consisting of. two "or .three consultants, can visit the institution,
evaluate the OSH program, make recommendations, and, as the
case may be, certify that the institution’'s OSH program meets
ACHA standsards. Specific plans apd models txt various colleges
. ogram are availa-
. ble. Not or“y daes this association aid in setting up a program, but it,
*“alsp will help to keep it operatMpl. et ..
' < VT _ bl P . , y
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Annual meetmgs are held, which include problem- orlented sesgions
and spgakers on various topics. New members heceive a list of arti-
cles'and brochures pubhshed by the association,'a number of which
" are on student health services and emergency disaster plans.

. Two specnflc-ACHA texts of interest-are “Recommended Standards
and Practices for College Health Pregrams’’ and “Devglopment of
Health Programs for Junior and Community Colleges.”* In addi-

. tion, legislative information related to health activities is kept cur-

rent and-available for institutional use. Members get a newsletter
. and varlous mallmés from time to time: v
Amencan Industrial Hygiene Acsoczatzon (AIHA)
. 475 Wolf Ledges Parkway

Akron, Ohio 44311

’I‘hi%rofesswnal society \of industrial hyglemsts offers trammg
courses and a technical manual in the field of industrial hygiene. A
monthly journal, “Americart Industrial Hygiene Journal,” is
available ,to both members and nonmembers on .a subscrlptlon -
basis. The newsletter “American Industrial Hygiene Assdciation”
is published bimonthly and distributed to all members.

¢

National Envzronmental Health Assoctatwn (NEHA)
1600 Pennsylvania 4
Denver, Colorado 80203

NBHA is an aysociation of sanitarlans who work in environmental
~ health fields, in¢luding state’and local health departments ‘hospi-
tals, and university and college campuses. Th mtarlan on cam-
pus is usudlly concerned with such matter¥ as food serviee, solid
waste, -and safety NEHA accredits colleges and umiversities that
_ offer courses in environmental health and runs a National
 Registration Service for sanitarians. The association also promotes
! mternshxp progranis for students.

¥

NEHA holds an aflnual conference; works closely with leglslators
" to facilitate the excharnge of information among its members; and
°bl monthly publlshes the “Journal of Envn‘onmental Health.”

American Public Health Assocmtzon (APHA) .
1015 18th Street, N.W. '
Washmgtan D.C. 20036 v .

The Americari Public Health Assocnatmn is a professmnal
organization with different areas of expertlse including an -occupa-
tional safety and health section and a radl.atlon health_section,
‘> Anyone -interested in public health can be a member. The associ-
ation plans speual projects, has a clearinghouse of referenCe
materials, and Can locate experts for people on an informal basis Bs
needed. Communicétloh and exchange of information is en-

M. Y




couraged by forums, workshops, and periodic meetings. APHA -

publighes the “American Journal of Public Health,” free to mem-

bers and on sale to nonmemhers A newsletter is pul)llshed three :
~times a year

~

 American Ocoupat:onal Medual Assouatwk (AOMA)

150 North Wacker Drive -
Ch;cago Illmozs 60606

v

AOMA is oriented toward educatmg phyqruan% in developmg therr

. «skills in the field of occupational health. The association accepts

.

" 4720 Montgomery Lane, Suite 506 . :
* . 'Bethesda, Maryland 20014 S : -

. The society conducts educatienal programs angl holds conferences

' safety ,

- memberships only from physicians and only individual member-
ships-are granted AOMA pubhsheq “The Journal of Oc¢upational
Medlcme monthly and also dlstrlbutes a newsletter to its mem-
bers. :

(-}'ampua Radiation Safety Officers’ Coﬂféfenc'e

This association of campus radiation safety officers holds a major

conferente every 2 years, the proceedings of which are published.

"The group’s coordinator is located at the California Institute of

Technology, Pasadena, Califorhia.

Health Physics Society (HPS)

HPS'’s membershlp is devoted to the science of protecting mankind
and the environment from unwanted radiation exposure. They pre-

“sent annual technical meetings and midyear topical symposia

and publish a monthly journal, “Health Physics.” The American
Board of Hea l_th Physips.certifies health physicists.*by examination.

'f.'. . . . B

a -

American Society of Safety Engineers. (ASSE) .
.850 Busse Highway ) , .
-Park thge Illinois 60068 e

~ nes, mes, insurance compames, or government§l and educational
.. institutes. Hence, the focus is on.a specific profe

a specific industry or safety component.

It publishés a monthly ‘magazine-and a “Consultant Direttory,””
which lists people’ in the fleld who,have expertrsPJ?- varnous areas of

s
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National Aesoc:atwn of College and University Business Officers
.+ (NACUBO) _

One Dupont Circle, Suite 510
Washmgtm D.C. 20036

'NACUBO is-an associatiqn whose memljershlp is reserved to busi- ’
ness officers of accredited colleges and universities. As an organiza-
. tion of business officets, it deals mostly with financial matters and
~ assists.colleges and universities in setting up any kind of program or .
department not necessarily one in occupational safety and health.
_ A committee examines OSH legislation and its impact on institu*
tions. Books on business administration and government contracts -
' and gréants are a'vailable to members; a newsletter is published.

. . '

’

Assoczatwn of Phyucal Plant Admmz‘stratof‘. of Unwersztzes and

- Colleges (APPAUC) . :

‘11 Dupont Circle, Suite 250- te
Washington, D.C. 20036 - ! | »

“APPAUC is a membershlp organization for colleges and univer-
cus is on physical plant admlmstrators—usually
“charge of maintaining the campus buildings, grounds,
heating, and electricity. Members of APPAUC are the colléges and
universities; their representatives -are the Physical Plant Directors.
The Physical Plant Director may or may not have the OSH pro-
~ gram under his jurisdiction; however, safety procedures are dis-
* cussed. Seminais and workshops are held periodically. A file of con-
. sulting experts on safety is available to an institutéon for a fee, The
- ' consultants are prlvate firms or retired Physical Plant Directors.
' 'Flle association publishes a- newsletter “Safety Tlpb and other ar-
tlcles on campus safety. . . B
. . }‘ , v . ) .
. National Fzre Proteclcon Association (NFPA) - b .
470 AMantic Avenue ' S
- Boston, M&ssachueettw 02110

This nonprqﬁt organwatlon studies and reportq mformatlon for the '
purpose of fif§: fgvention. Anyone can be a member and receivea =~ "
‘catalogue of Qll‘ fthe publications available on fire safety. This as.-
sociation is reﬂpohsrble for writing the codes: ar)d ‘standards on fire

safety. Fires are researched both for the associgtion’s own purposes

- and for federal agencies, nursing homes or al‘nyone on a contract

.basis. /

: NFPA has posters and pamphlets on general fire safety, which are
available to the public. Fire safety seminars are conducted, and lec-
turers are available for a fee.'Films (technical and general).on such ,
subjecta as home fire safety, fire department training, and high-rise . '
buildirlg fire safety are for sale. - :

4




' Unweruty Risk Management In.surance Association

v
-y . ’

A number of m gazines are published: “Fire 'l‘echnol()gy, a scien-
tific magazine Yesigned for fire prevention engineers; “Fire Jouri«

'nal,” a bimonthly magazine designed for firemen and fire marshal

that deals with statistics, fire reports, new techniques, and all “free
services’’ in general; “Fire Command,’” a monthly magazine geared
to fire administrators-and professionals, but available to members

"and honmembers by qubscnptmn with featureg and artncles on the
‘techmcal aspects of the various- fire standarda -

‘This is-an association of college and undfersity repr¢%entat1ves who

work on insurance matters. There are only institutional member-
ships, and any infitution can be a member. Member delegates are
designated from those responmble for risk. management and in--

“surance. This-association is concerned with insurance problems and

r

~consultants are extremely helpful in )nstructmg schools on proper

-'A'tlanta, Géorgia 30329 _ .

.speuﬁc concerns affecting risk such as design of handrails and -

guardrails. An annual conference is held and a newsletter is
published. B - .

Intematwnal Association o[ College and Unwerezty

Security Directors :

¢/o James [.. McGovern

P.O, Box 98127

.

F_ .

.

The membership of this association is limited to directors of |
_security departments or law professors. The areas of interest oh.

campus are parking, locking doors, and resident safety. There are
courses and seminars throughout the year, as well as an annual-
conventlon A bimonthly journal, “Campus Law I&nforcement Jour-
nal ns available. : :

Private Companies

*

.A number of private consulting flrm% can offer assistance in %ettmg

up a formal OSH program. (No %pecnfu recomendations are given
here.) Exercise caution and care in deciding what type of technical

expertise is needed, who is best qualified to offer this expertise,and -

what can'be afforded. Althpugh some campus officials believe that
these coﬂ‘Etantq are so “industry’”’ oriented that they cannot-be
useful in donsulting with a universitylor college on its. OSH pr()-a

{gram, this depends upon the consultant. For. technical matters®

particularly regarding the handling of OSHA standards, private

mspectl(m techniques and on assurmg a campus of belng in com- ¢

pllance,r-. o _ R \

_Insurance companies also can be u)nsldered as a source of some

assmtance and mformatnon for campus OSH Program Dlreg:tors An

N .
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- insurance repre%entati{'Qi% usually sent out to the campus to inspect. - _ .
the area before the insurance policy is issued. At the same time, he, .- "« -
can make-recommendations as to whéie potential hazards exist and . S
how to improve working conditions, Sometimes an agent'can send a
specialist to the campus for purposes of inspection and consulta- -

" tion. The specialist may be an’expert in firt protection, occupatlonal L,

- safety, or environmental health. The fee for such a service is usually ?
built into the premium. Caution.must also be exercised in relying on A
the advice of an insurance agent; because an insurance agent's “
‘orientation is foward the insurance aspects, nat OSHA compliance
or general safety procedires, sémﬁnsurance consultants may ()vlim

look areas that should be congiderdd in a campus OSH program. In

addmon to consultation, indurance companies.provide a vanety of o . D,
Ny films, p,amphlets and brochlires on safety,anﬁ health toplcs \
. S " e ’
. : . _ 5.
Cleanﬁghouses ] o :

Wlth tl\e e.kge Stion of some of the a%ouatmns quch as the Ameri-
can Coldege walth Association and the Canipus Safety Associ-
ation, theae are’no clearmghouqes for infoimation speuflcally and
excluswely on (,afnpm occupatlonal safety and health.

‘There are,; h()Wever clearinghouses that ‘can_be used’ to cover ';,-' :
specific technical lpfbmfﬁtlon that could be of value to Program. "
Dlrectors Three' such clearmghou%es ar¢ described below: RS ;

. .

Nattonal Ltbrary of Medwme—’l ox Line . ' s ’

4

This is a u)mt)uter based fale rather than a clea.rmghouqe per se.- S

Tox Line has everything from abstracts to original articles.on such :

topics asg drugs, chemicals, pesticides, and environmertal pollu-

tdnts. Information can be dbtained on a walk-in basis at the nearest™ - oen
" medical library; by contacting the Toxicology Inforsnatlon T

Rés onsmmq?” Oak Ridge National Laboratory, P.0. Box X, Oak '

Rld ”I‘e.ﬁnegsee or by callmg their, Wa%hmgt(&n D. C. number

(202}‘496"1131 o ”ﬁ‘ .

.qml‘iggal/h Tedhpic
21 ,C with tt;e main
gROherM_jTaft_ B

“+

.Natwnal Instttute fm Occupatm'“ cé“\_! ical

er has a qmall Offl(,e m
' io. For m;fd :

jng envnmnlpent caflik
jcation hst,ulten }

bducatwnal Rq:ource )
ERIC t of
RIC is part o .N ﬁL‘% ‘{Q"

-central gathering ¥




ol g (mcludmg cam;}uq llbral‘leb) ‘have. nﬁcroﬁche of their information.”
i o Monthly, ‘ERIC. publishes “Resources in Education,” Whl(,h is in-

B educatm)nal publuatlons on health a¥id safety, can be obtained. For
' 'D00uments, U.s. (xoveg‘nment Prmtmg Office, Washmgton D(,

S
b

-1

'-‘-i

Govarnm‘mtAgencles T

i

U.S. Department of Health, Edudation, and Welfare’s National In-
titute for Occupational Safety and Health (NJOSH) and the U.S.

" tration (OSHA).

h -

Virginig, and Clqunnatl Ohio, uffers various training materials. It
would. be ben@ficial td be placed on the NIOSH mailing list for its

-+ Althougligh it a- prlmarv functign, NIOSH will, from time to time,

+.. offer. §ons ltatlm services on ‘OSH programs in addition to its

o tegﬁ‘ll' méndated’ health- hazard evaluations. Such consultation
."-" would ¢ 6l ah informal basis.. .

_ 0 HA l()(ate(l in Washmgton D.C., offers brochures gn various
. “ as;)e( ts pi materials pubhshed in the Federal Register, training and
‘z\. Qx'dkcepuu, requirements, and specifi¢c regulations, Their

an hea1th agen(y l‘hev can supply helpful mtorm'atmn of OSH
' -‘ngul&tlons : ‘ :

A’NJ@)SH AND O.SHA Regional Offices ' -

. ' ‘”‘ ~. h« 'T‘he follpwmg NIOSH and OSHA regional offices can provide infor-
matioh on the' OLcupatlonal Safety and Health Act including

" questipns on standards mterpretatlons and voluntary compliance

Employee Rights Posting Notice, and publuatlons

RI0SH REGIONAL OFFICES | * |

. DHEW, Region .1 (CT, ME, MA, NH, R], V'])
.~ Goverhment Center (JFK Fedeml Buildmg)
.. Boston, MA 02203° * ° .
Tel.: 617/223-6668/9 ' '

. BHEW, Region II (NJ, NY, PR, VI) | . -
26 Federal Plaza . . , '
New York, NY 10007 ; T

el 212/264-2485/8 S

"-dexed by subject matter and describes what publications, including -

" the. Index to Resources in Fducation; write the Superintendent of

Twa féderal agencies afe directly involved with OSH activities: the -

"5 Department.of Labor S, Ou upat‘l(mal %afety and Health Admlms o

"'_'__‘NIQQH loLated . Rockwlle, Maryland Morgantown West.

'pub'rcatmm le.ge cnﬁena documents, health and :safety guides).’

bhog’twns kst can be obtamed from the OSHA Regional Offices,

our state has a state plan write §0 your state occupational ‘;afet.y A

information, as well as copies of the OSHA Standards, the Act,




DHEW, Region IIT (DE, 1C, MI) PAP VA WV)
3525 Market ‘Street, P.O. Box 13716 .

-Philadelphia, PA 19101 Lo
Tel.: 215/596- 6716 '
* - DHAEW, Region IV (AL, FL, (,A K¥, Mb NC, q(‘ ™) - .
' 101 Marietta- Tower, Suite 5()&8 : . :

JAtlanta, GA 30323~
Tel.: 404/‘721"2396

DHEW, RegnonV (IL, IN, M1, MN OH, WI)
300 South Wacker Drive . o S
" ‘Chicago, IL 60606 ;o B ‘
, Tel.: 312/886-3881 ' S
DHEW Region VI (AR, LA, NM OK 'IX)
1200 Mam Tower Building, Room 1702) A P
. Dallas, TX 75202 _
SR Tel 214/655- 3()81

DH.EW Region VII (IA, KS, MO, Nh) et
601 East 12th Street- . '
Kansas 1ty, MO 64106 '

Tel.: (\)374 : B !

DHEW, (CO MT, Nqbl) uT, WY') - &
... 11037 Federa Buddmg .
.+, Denver, CO 80294 ., _' A oo I :
T Tel.: 303/837-3979 . o <

DHEW, Region IX (AZ, CA,HLNV) "% . -

50 United: Nations Plaza . . | AT ]
- San,Francisco, CA 94102 . N L . - e
O Tel: 415/556.3781 . ™ T e
DHEW, Region X (AK, E OR, WA) t SN T Q'B
- 1321 Second Avenue (Arcade Bul%\‘(fkng), A AR 4
- Mail Stop 502 .o . ’
Seattle, WA 98101 - ‘ ' . .
Tel.: 206/442-0530 Zf T / .

~ -, . 3 ‘ ?

3 EJ

N

. OSHA REGIONAL OFFICES ° A

‘ (States in Regions are the sarr}e_ as above)’ .
. . OSHA, Regionl - B U

FK Building, Room 1804 . S N .

g oston, MA 02203 - ' 7 S
: Tel.: 617/223-6742/3. - /

S OSHA, Region 11 : ‘

’ 15615 Broadway (1 Astor Plaza), Room 3445. /

. New York, NY 10036 - R T :

CTel.: 212/9715941/2 :




OSHA; Region 111 ) ~ ‘“

15220 Gateway Center, 3535 Market Stieet o ' b

Philadelphia, PA 19104 A o _ .
Tel.: 21’)/596 1201

‘OSHA, Reglon v,
1375 Peachtree Street, N.K., bmte .)87
. Atlanta, GA 30309 :
. Tel.: 4()4/ 526-3573/4 or 2281/2

OSHA Regmn \'
230 S. Dearborn, 32nd I‘loor L .

. Chicago, 1L 60604 ' ' _

Tel 312/353-4716/7 ) . "

" OSHA, Region V1 ) .

- 555 Griffin Square Bulldmg, Room 602 , ) L
Dallas, TX 75202 . .

Tel.: 214/749-2477/8/8=or 2567

Federal Building, Room-3000, 91} Walnut Street. 4
Kansas City, MO 64106
Tel.: 816/374-5861

OSHA, Region VIII
Federal Building, Room 15010, 1961 St()ut Strept
Denver, GO 80202 "

Tel.: 303/837-3883 . C o
OSHA, Region IX . .
9470 Federal Building, 450 Golden Gate Avenue

. Post Office Box 36017 . . o
San Francisco, CA 94102 ' ' ‘/p\ ,
©Tel: 415/566-0584 Y

OSHA, Regmn X : ' ) ) , X
6048 Federal Office.Buyilding, 909 F 1rxt Avenue ) v
Set’le, WA 98174 _ o . :
¢ ¢ r \
zo;m’é 5930 o ‘ .

Educational Resource Centers

_ NIOSH has funded the following sc¢ hools. coMeges, and universities
for the purpose of developing educatmnal programs for occupa-
tlonal health specialists.

. Tlg University of Texas Health ‘Bclence Qenter
4 Box 20186

Houston, TX 77025
(713) 792-4300 , © /7 S

]

t':‘ . ®

’

OSHA, Region VIl . I "




Lo .Tucson AZ. 85724

’ <
The.Johns Hopkms Umversrty . \] ~ PR . ¢
‘School of Hygiene and Public Healt o '
,615 North Wolfe Street = - , R
Baltimore, MD 21205 _ . -
- (301) 935-3720"or 3537 _ o

Department of Environmental Sciences and E%ineerillg \
School of Public Health - .

* University of North Carolina ‘
- Chapel Hill, NC 27514

. (919) 966-1023 -

.

L4

~

L4

Department of Environmental Health \
University of Washington

Seattle, WA 98195 A ; '

(206) 543-6991 . ° .

. o . . ) ‘ )
Departmept of Environmental Health™ .- . . , o
University of Cincinnati . t - ‘s

College of Medicine
. 3223 Eden Avenue N

Cincinnati; OH 45267 - . AR

(513) 872 5701 ‘

Harvard Umversnty o . o
School of Puhlic Health g
, 665 Huntington Aye'nue R
Boston, MA 02115 -, I -
. (617) 732 1260 L L '
Ty ~ .
'U‘ﬁw ity of Mifmesota : ) .
Schoo? of Public Healsh o
. 420 Delaware Street, S.E. : ~
. Mlnneap()hs, MN 55455 ; - )
(612).373-8080 < ' - - _ -

¢

el

(602) 882-6244

School of Public. i
Univérsity bf




University 'of Utah - : ,

Medical Ceénter v - b
-"Room BC 106 DFCM o

Salt Lake City, UT 84132 - '

(801) ,581-8719 ' '

Mt. Sinai School of Medicine \_/
1 Gustave Levy Place .

New York, NY 10029 ‘
(212) 650-6174

* ’

, / ‘ ' . .
Bibliography of Selected. Publications ' '

The following published works may be helpful as sources of guid- :
ance and techmcal information for campus OSH progfams. The \
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R GLOSSARY SR

- /\. te - e . . '-. .
v ,

ACT The Occupatlonal Safety and Health Act of 1970 that re-

quires employers to ppovide work places free from. recognized

hazards that are causmg or likely to cause death or segious physical

“harm. .

ABATEMENT PROCED URES Measures de81gned to Lontrol or
" eliminate hazards; corrective actions. -

CAMRUS: The facilities associated with a college or umverSIty In
a multi- campué school, such as the University of California, this
would refer to the facilities associated with one major unit such as’
- the University of California at Los Angeles (UCLA) rather than the
entire umversnty M

CORRECTIVE ACTION PLAN A written presentatlon of the co#?
rective action that will be undertaken during a stated timpe.frame. .
See Exhibit 7. y '

CORRECTIVE ACTIONS: Program activities designed to femedy

the violations and hazards that were identified through mspectlons,
accident m\{estlgatlons, or other. means.

EMPLOYEE: A person hired by a college or university to, work for T
wages or salary, ‘either full-time or part-time. Faculty and students '
who work full- or part-time are include¢/under thls term.
EMPLOYER A college or university that hires one or more. per- e
.sons to work for wages or salary.

- EVALUATION: The penodlc review of the dlrectlon effectweness,'
and efficiency of -a program. )
FIRST AID: One-time treatment and subsequent observatlon of * -
minor scratches, ‘cuts, burns, splinters, etc., that do not ordmarlly- -
require medical care—even though- prov1ded by a phiysicjan. '

HIGH POTENTIAL 'ACCIDENT: An accident. in which, ‘under

similar or slightly different circumstances, serious injury or serious ..
" property damagé. could result. J .
. HIGH RISK ENVIRONMENT: An area in which there are a large '
number or vanetx of serious hazards present.

IMMINENT DANGER VIOLATIONS: Existing dangers that
cowld reasogably be expected to: cause death or serious physical
harm. &

INSTITUTION: Any educatlonal institution offermg courses = v
. above the high school level Wthh may or may not lead to a'degree

» . . .\




This meludes colleges, umver%ltres commumty or Jumor C()llegeq,
and vocational schools.. .

JOB SAFETY ANALYSIS: A specnal technique for 1dent1fymg and
developmg measurés to control the hazardq mherent in a specific-
]Ob\ See Exhibit 8. '

- LOCK- OUT PROCEDURES Proc.edures for disconnecting or de
- energizing machmery to ensure qafety during repair and mamte
nance.

LOG OF OCCUPA'I'IONAL )‘NJURIE.S AND ILLNESSES
- - Required OSHA-200 form for classifying. ngupatronal injuries and . -
- .illnesses on which is noted the extent and outcome of each case. A~
. ' recordable case must be entered on the log.

- MONITORING: The day-to-day review of program activities . to
{determine the extent to which -progress is bemg made toward meet
ing program objectives.

 NIOSH: National Institute for Occupatronal Safety and Health
(US. Department of Health, Education, and Wel{are).

NONSERIOUS VIOLATIONS: ‘Unsafe conditions or acts that
probably would not cause death or serious physical harm but would
have a direct or 1mmed|ate relatlonshlp to the safety and health of
employees ' ~ : ) , : »

\

OSH: Acronym -for the generu phrase occupational safety and - _
- health; it need not necessarily have a direct rélationship to OS'HA

OSHA: OCcupatlonal Safety and Health Admmlstratlon (U S:.
~ Department of Labor). - é :
“OSHA* BEVIEW COMMISSION: An indepegident agency wh()sg R
* members appointed by the President. Its puppose is to adjudi.
cate dispytes between ap.employer and an employee or the Secre
tary of Labor. '
OSHPROGRAMSTAFF The full-time, or collateral personnel, or * B
both who have OSH responsibilities and wha report tothé Program
* Director.
* PROGRAM ADMINISTRA TOR: The high- level admmlstrator
who is responsible for overseemg the OSH program. The Program
» Director reports to the program admlmstrator ¢

PROGRAM DIRECTOR: The person responsible for toordmatrng ¢
,all OSH program activities. (

RECORDABLE INJUR Y/ILLNESS: An injuryor illnegs that. flts. i
OSHA's definitions of injuries and jillnesses and that must be ,
recorded on OSHA forms. See Exhibits 12 and 13. = _ .

@R ULES AND REG ULATIONS Written procedures dlstrlbuted to
employees to provnde direction in meeting safet.y and health regula: -
tions. "’ - o . . S

1




. 'SERIOUS VIOLATIONS Extstmg dangers that probably could '
cause death or serious physxcal harm. " ot

SUMMARY OF OCCUPA TIONXAIL ;INJURIES ND ILL-. N
- NESSES: Required OSHA form 200 that’ must be pos ed in'a con- S
splcuous‘place for employee observation. ,‘ .

- SUPPLEMENTARY RECORD OF OCCUPATIONAL AN -
JURIES AND ILLNESSES: The OSHA 101 form designed to
- supplement the accident information on the OSH. log. Worker's '
- compensation or other insurance forms may be used mstead‘ of °

! OSHA 101.if the same 1gformat10n is recorded.

WILLFUL VIOLATIONS: Violations committed mtantlonally or
*viblations that the employer has ‘not made a reasonable. efforY to .

'd)rrect IR )1

. v, __‘, "4. sy “ !”\'?
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