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Safety

Safety, Fire, Protection, and Health Training Outline

PURPOSE: The purpose of this outline is to provide Initial safety training to newly assigned personnel to LX.

.   

Section I Mandatory Items

(To be briefed to personnel)

Block 1.   HAZARDS OF THE JOB OR TASKS AND SAFETY PROCEDURES TO BE FOLLOWED: During the performance of your duties here in LX, you may work in areas considered as hazardous, or you may be performing tasks that posses a potential to cause injury. In order to prevent a mishap or personal injury it is very important that you understand what the threats are and how to safeguard yourself and vital Air Force Assets.  While assigned to this Directorate, there is a possibility that you may be exposed to one or more of the following hazards:    
1.1.  Occupational Health Hazards: These hazards include: Handling of hazardous materials and waste. 

1.1.1: Handling of Hazardous Chemicals/Waste: Proper protective equipment will be used during the handling of all hazardous chemicals to include paints, primers, fillers, glues, and sealants.  Adequate ventilation is required while handling these chemicals.  Ensure you read and understand the appropriate Material Safety Data Sheet (MSDS), prior to handling any chemical.  Proper disposal procedures will be followed. (WAREHOUSE AREA)

1.2.  Industrial Operations Hazards: You may be required to: 1.) Operate machinery, 2.) Lift objects, i.e., boxes, crates (this may require the use of leather gloves, 3.) There is a restriction on the wear of personal jewelry covered in greater detail later in this lesson plan.  4.) Guard against electrical hazards.  and 5.) Be aware of falling and tripping hazards. 
1.2.1.  Operating Powered Machinery: Always use safety pushes or guides when sawing or cutting.  Ensure safety guards are in place.  Wear protective goggles and hearing protection.  Always clamp your work when possible.  Use extreme caution when using equipment with automatic hold-downs or clamps.  (WAREHOUSE AREA; TRANSPORTATION AREA; CRATES)
OPR:  WR-ALC/LXLS (MSgt Carolyn Harris)


Page 1 of  11

1.2.2.  Lifting Heavy Objects: Always use proper posture when lifting any heavy or bulky object.  Always lift with your legs and not your back.  Use two or more people when lifting or moving heavy or unusually shaped items objects over 50 lbs., and be certain to wear proper hand protection if required.  (ALL AREAS)

1.2.3.  Eye Hazards:  Safety glasses are mandatory when performing drilling, sanding, grinding, and any operation that creates dusts, sparks, or has a splash potential. Eye Protection   will be worn while in the shop area making crates. (WAREHOUSE/TRANSPORTATION AREA)

1.2.4.  Jewelry:    See item #22

1.2.5.  Falling and Tripping Hazards:  Some areas we work in have the potential to have falling/tripping hazards present. These hazardous include but are not limited to; power cords across the floor, floor mats, flawed carpet, small fluid spills and hardware on the floor.  Because of the potential to easily create a tripping/falling hazard it is essential that each of us be proactive, by cleaning up immediately and reporting potential falling/tripping hazards.  (ALL AREAS)

Block 2.  HAZARDS OF THE WORK AREAS: The work area you are required to work in may contain one or more of the following hazards:

2.1. Slippery Floors: The floors and aisles can be a potential slipping hazard when a spill occurs.  Always make sure a ‘slippery when wet’ sign is posted after a floor is mopped.  Always wipe up non-hazardous spills immediately.  Oil leaks from machines can also be a slipping hazard in the warehouse.  Always clean up any spill or leak you notice immediately. (WAREHOUSE AREA, BATHROOM AREA)  

2.2. Tripping Hazards: At any time floors are a potential tripping hazard.  Try to keep walkways and hallways free of obstructions.  Be constantly aware of this hazard and tidy up all areas.  Damaged carpet can also be a potential tripping hazard.  Make sure extremely worn carpet is mended and/or replaced. (ALL AREAS)

2.3. Overhead Doors: Always stand clear when operating doors.  All doors must be opened slowly for entering and exiting.  (ALL AREAS)

2.4. Machine Noise: Ensure proper hearing protection is worn at all times while working with or around noise producing equipment. (WAREHOUSE AREA)

Block 3.  OSH STANDARDS AND GUIDANCE THAT APPLY TO THE JOB AND WORKPLACE
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AFOSH Standards pertaining to LX are accessible through the Internet.  The following Standards may apply: 

RAFBI 32-2001

The Fire Protection Operations and Fire 

Prevention Program

AFOSH 91-46

Materials Handling and Storage Equipment


AFOSH 91-66

General Industrial Operations


AFOSH 91-68

Chemical Usage and Handling


AFOSH 91-202

Mishap Prevention Program


AFOSH 91-207

US Air Force Traffic Safety Program


AFOSH 91-301

Occupational Safety, Fire, and Health Program


AFOSH 91-302

Occupational Safety, Fire, and Health Standards


AFP 90-902


Operational Risk Management (ORM)    

Guidelines and Tools

AFOSH 91-501
Air Force Consolidated Occupational Safety Standard

Block 4. PERSONAL PROTECTIVE EQUIPMENT:  WHAT YOU WILL NEED AND HOW, WHEN, AND
WHERE TO USE IT.

Hand Protection: Gloves will be worn when handling sharp objects (i.e. splinted crates). 
Hearing Protection: Will be worn if/when exposed to high noise levels. 

Eye Protection: Will be worn in areas where there’s a possibility of injury to the eyes.  

Foot Protection:  Will be worn when there is reasonable possibility of sustaining foot injuries.

NOTE:  The wearing of Personal Protective Equipment, when required is not an option, it is a CONDITION of employment and to be complied with at all times.  

BLOCK 5: LOCATION AND USE OF EMERGENCY AND FIRE PROTECTION EQUIPMENT

5.1.  Eyewash stations are located throughout the warehouse.  They are on the back walls and down the main aisles and can be located by overhead signs.  Solutions in the eyewashes should be checked daily and changed out monthly. (WAREHOUSE AREA)

5.2.  Fire extinguishers are located in numerous locations throughout the warehouse and on the back walls and down the main aisle. (ALL AREAS)
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5.3. Fire extinguisher use: Only use them to fight small, controllable fires.  To properly use a fire extinguisher, P.A.S.S.  Pull the pin located on the handle.  Aim the extinguisher at the base of the fire.  Squeeze and gently apply pressure on the handle ensuring the extinguisher nozzle is pointed at the base of the fire.  Sweep from side to side covering the combustible materials with the chemical spray until the fire is extinguished or extinguisher is fully discharged.  Use extreme caution when fighting any fire, regardless of size and always notify the base fire department at ext. 911, even if you extinguish the fire yourself.  Fire extinguishers should be checked and/or charged monthly.  Do not use a Class A fire extinguisher (Silver canister, water filled) on electrical fires. (ALL AREAS)


911 is the Emergency number for the Fire Department.

Block 6.  EMERGENCY PROCEDURES THAT APPLY TO THE JOB AND WORKPLACE (ALL AREAS)

6.1.  Emergency Notification Procedures:

- Always call the fire department during an emergency (ext. 911).  Upon receiving a call from you, an Emergency Medical Trained person is dispatched to your location
            
- Ensure supervisors are notified immediately

- Supervisors will up-channel information through the chain of command. 
6.2. Evacuation Procedures Building 350: In the event of a fire or other disaster, which would require you to evacuate your workplace, adhere to the following procedures: 

-Person discovering need to evacuate.  Pull nearest Fire Alarm and alert Supervisor immediately.

-Supervisors.  Send Fire Monitor/Runner to alert LXPM (security) and other Divisions.  Notify Division Chiefs/Alternates

-All Personnel.  Secure Classified items including hard drives.  Assist personnel who need help evacuating.

-Division Chiefs/Alternates.  Check “out of the way” division areas for personnel.  Ensure all personnel evacuate in an orderly manner and classified items are secure.  Ensure sign-in sheets are taken to evacuation area at the far end of LX’s parking lot.

-Division Fire Monitors.  Direct personnel to far end of LX parking lot.

-Exit building.  Use nearest door unless blocked.  Take the nearest safe exit from where you are standing or per Division Evacuation Diagram. Remember to evacuate in an orderly manner. Panicking can kill more 
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people than the emergency itself.

-LXC (Staff Support Division).  Announce evacuation over public address system.  Check downstairs restrooms and secure communication room for personnel.

-LXLM (Material Facilities Branch).  Announce evacuation over public address system.  Check warehouse restrooms, grinder, lektriever, cold/classified storage for personnel.

-LXA (Aircraft Division).  Check upstairs restrooms for personnel.

-LXCO (Security Division).  Call Fire Department/Security Police/Hospital (911) if time permits. Ensure you provide as much information as possible and answer all of their questions to the best of your knowledge.  If needed, have someone meet the response agents outside to provide further information.  Help direct personnel to far end of LX parking lot.  Maintain building 350 security while ensuring own safety.  Check of unauthorized persons entering building 350 at “All Clear” signal.

-Division Chiefs.  Conduct personnel head count at far end of LX parking lot.  

Stay together!!  Report head count to Product Director or LX Unit Control Center Director.

-All Personnel.  Return to building 350 at “All Clear” signal.

****USE SENSE OF URGENCY!!****

     6.3 Evacuation Procedures Building 301: 


-
Upon notification to evacuate Building 301, all LXJ personnel (includes matrixed, manpower support personnel, and door guards when applicable) will immediately evacuate the building.  Personnel should take their personal items (handbags, keys, coats, etc) with them if possible.  Personnel will use the stairs to evacuate unless there is a documented medical reason requiring use of the elevator.  Personnel will proceed north across Richard Ray Blvd and assemble in an orderly fashion in the farthest North East corner of the water tower parking lot, by building 177 (300 feet beyond building required). Once assembled in the relocation point, no LXJ personnel are cleared to depart the area unless/until specifically authorized to do so.

-    When notified to evacuate the building, supervisors will be responsible for personnel as follows:  

· LXJE Branch Chief – personnel in west bay basement

· LXJS Branch chief or LXJSI Section Chief – personnel in east bay basement

· LXJO Branch chief – personnel in 2nd floor west wing

· In the absence of the Division Chief or Deputy Division Chief, the LXJE Branch Chief will ensure the LXJ Division Office is secured.  He/she will also check the west 
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· bay to ensure all personnel have evacuated the area and pick up the west bay sign-in 

· sheet as he exits the building.  The LXJS Branch chief or the LXJSI Section Chief  will check the east bay, to include restrooms, pick up the east bay sign-in sheet, and exit the building.  The LXJO Branch chief will check the 2nd floor west wing work area, to include restrooms, pick up the sign-in sheet and exit the building.  

· Upon reaching the relocation point, supervisors will call roll from the sign-in sheets to account for all employees.  If unsure of whether someone has vacated the facility, err on the side of caution.  Inform the on-scene highest-ranking individual who in turn should inform the on-scene emergency POC.  Leaders must be vigilant and aware of actions occurring around them.  After roll call at the relocation point, the on-scene highest-ranking LXJ individual will appoint individual(s) as needed to search for missing employees.  If rescue workers are trying to locate key personnel, provide every means to assist them.  When notified by emergency response personnel, supervisor(s) performing roll call will inform personnel when they may safely return to building 301.  

-     NGC  will appoint someone to develop and accomplish the same type recall procedures for their employees working in bldg 301.   

Block 7.  REPORT UNSAFE PROCEDURES, EQUIPMENT, OR CONDITIONS TO SUPERVISORS IMMEDIATELY: (ALL AREAS)

7.1.  This is to include any on and off duty safety hazards. Report to your supervisor and / or safety monitor. They will fill out the report. Don’t be afraid to report it! 

Block 8. LOCATION, SUBMITTING PROCEDURES AND PURPOSE OF THE AF FORM 457, USAF HAZARD REPORT. (ALL AREAS)

8.1. These forms are located on front bulletin board or Form Flow and available upon request.

NOTE: Oral reports are encouraged to the supervisor as a first step prior to submitting a report, and are mandatory on imminent danger items.


8.3.  Everyone has the responsibility to report hazards up the chain of command.

Block 9. MISHAP REPORTING PROCEDURES AFI 91-204 (ALL AREAS)

9.1. Air Force mishaps are investigated in order to find their causes and to take preventive action.  Air Force mishaps are reported to all levels of command and other agencies.  How detailed each report should be will be based on the 
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9.2. extent of the injury, illness, or damage and the mishap potential involved. 

9.3. In accordance with AFI 91-301, Air Force Occupational and Environmental Safety, Fire Protection, and Health (AFOSH), supervisors are required to notify the installation ground safety personnel of all mishaps to allow timely investigations to determine responsibility and root causes.  This can be accomplished by calling WR-ALC/SEG at X66271 during duty hours.  After normal duty hours, contact the Command Post at X72612.  They will report the mishap to the on-call ground safety representative.  Also, remind your personnel that it is their responsibility to promptly report injuries and illness to their supervisor.  

9.4. Review AFI 91-204, chapters 1 and 4 for proper procedures.

Block 10. EMERGENCY TELEPHONE NUMBERS: (ALL AREAS)

10.1.  Located on page 1 of the 2003 base phone directory 



Fire Department – 911



Ambulance – 911



Security Police – 911

Block 11.   LOCATION OF SAFETY BULLETIN BOARDS  (Ref. AFOSH 127-5.) (ALL AREAS)

-Personnel should review the Safety Bulletin Board often for updated information.

Block 12.  LOCATION OF MEDICAL FACILITIES and procedures for obtaining treatment. (ALL AREAS)

- The Civilian Dispensary is located in building 207, and is open during day shift hours (0700-1530).  All employees injured on the job shall report the injury to their immediate supervisor and then to the civilian dispensary or after normal duty hours to the Houston Medical Center Emergency Room.  In the event of a more serious injury call 911 for the base ambulance and emergency response personnel.  Military personnel will report to the Base Clinic.

Block 13.  REQUIREMENTS FOR DOCUMENTATION AND NOTIFICATION OF ON THE JOB INJURY OF ILLNESS. (ALL AREAS)

13.1.  Immediately upon the event of an incident let your supervisor know and they will notify the appropriate personnel. If your supervisor is not available, notify a supervisor within your section and they will ensure proper personnel are notified.
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13.2.  Supervisors must complete the AFMC Form 12 and CA-1 or – 2.

Block 14.  Purpose and Function of the AF Form 1118. Notice of Hazard:  It is entirely possible that you may never see an AF Form 1118 posted in a duty section, as this document is used when conditions are more serious and there is the possibility of injury to personnel or damage to AF property.  However, should such a form be posted in the duty section the following information will make you more aware of the process involved.

14.1.  Qualified safety, fire protection, and BE officials are the sole issuing authorities for AF Form 1118. These forms are used to identify hazards in the work place that are not corrected immediately on-site. These forms are provided to the workplace supervisor for posting no later than 30 days after a hazard has been identified.  The workplace supervisor must post the notice immediately upon receipt.   If adverse conditions are present, the notices will be placed in a suitable protective cover.  The form will identify temporary measures needed to reduce the degree of risk associated with the hazard to an "acceptable" degree until permanent corrective actions are implemented.  Additional information if available in AFI 91-301.
Block 15.   INDIVIDUAL RESPONSIBILITY FOR ENSURING OWN SAFETY (ALL AREAS)

15.1. Comply with standards, instructions, job guides, technical orders, and operating procedures. 

15.2. Identify and report hazards or situations that place you, your co-workers, your equipment, or your facility at risk using the risk management process.

15.3. Use protective clothing or equipment when required.

15.4. Use risk management to identify, reduce, or eliminate risk in activities on and off-duty.

15.5. Notify your supervisor about any job-related injury or impaired health that may impact your job performance.

15.6. Report any job-related injury as well as any suspected or actual exposure to chemicals or hazardous materials.

15.7. Give due consideration to personal safety and the safety of fellow workers while doing assigned tasks
OPR:  WR-ALC/LXLS (MSgt Harris)




Page 8 of 11 

Block 16.   REQUIRED USE OF SAFETY BELTS (ALL AREAS)

16.1 Safety belts will be worn by military personnel when operating or riding in any motor vehicle on or off base, on or off duty, regardless of local state laws regarding seat belt use or duty location.  .  Drivers are responsible for ensuring that passengers fasten their seatbelts.  Civilian personnel are required to wear seatbelts when on base or in a TDY status.
Block 17.  PERSONNEL RIGHTS (ALL AREAS)

17.1.   All Air Force personnel must be provided the opportunity to:

- Take part in the AFOSH program without fear of reprisal. 

- Report and request inspection of unsafe or unhealthy working conditions or report those conditions to proper officials such as supervisors, safety managers, fire prevention specialists, or bioenvironmental engineers.

-  Decline to perform an assigned task because of reasonable belief that, under the circumstances, the task poses an imminent risk of death or serious bodily harm.

- Have access to applicable OSHA and AFOSH standards, installation injury and illness statistics, safety, fire protection, and health program procedures, and their own exposure and medical records.
- Use official on-duty time to take part in AFOSH program activities.
Block 18.   AIR FORCE HAZARD COMMUNICATION PROGRAM REQUIREMENTS: (WAREHOUSE AREA)

       
18.1.  The Air Force Hazardous Communication Program requires that you be:

                 
-  Informed about hazardous chemicals in your workplace 

                 
-  Trained to work safely with these materials   

18.2.  The Federal Government is working to reduce the risk of injury or illness caused by hazardous chemicals in the workplace. Accomplishing this goal requires information and communication. Every one needs to know about the hazardous chemicals they work with whether the material poses a risk to safety or health, and how to minimize or eliminate any such risk.

The Hazard Communication Standard was issued by the Occupational Safety and Health Administration (OSHA) in 1983 and revised in 1987. Executive Order # 196 of 1980 and 29 CFR Part 1960 provide the authority for implementing this Standard within the Federal sectors.  The Hazard Communication Standard helps 

protect your right to work in a safe and healthy environment. 
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Block 19.  ANY OCCUPATIONAL MEDICAL EXAMINATION REQUIRED:  There are no job specialties within this functional area that require an occupational medical examination during the performance of that specialty in this workplace. 

Block 20.  CONFINED SPCAED REQUIREMENTS: There are no locations within this functional area that have been identified as part of the Confined Space program.  However, as employees you should be aware should you come upon an individual that appears to be unconscious in a confined space location, DO NOT ATTEMPT RESCUE.  DIAL 911 AND AWAIT PROFESSIONAL RESPONDERS.  Although the natural inclination is to attempt rescue, without knowledge of the hazard or the proper equipment to effect entry you would be exposing yourself to a potentially hazardous atmosphere and becoming another victim in your attempt to perform a rescue.

Block 21.  MANUAL LIFTING GUIDANCE (ALL AREAS)
21.1.  Lifting:  Always use proper posture when lifting heavy or bulky objects. 

· Use two people when lifting or moving heavy or unusually shaped items 

· Always lift with your legs, not your back
· Use gloves to protect hands
· Keep fingers from pinch points
Block 22.  JEWELRY SAFETY (WAREHOUSE AREA), Refer to AFOSH Standard 91-501, Vol 1, for additional information.

22.1. Finger Rings: Recent mishap statistics have revealed that finger injuries associated with rings is one of the most frequent category of lost-time permanent partial injuries. The loss of portions of fingers due to the ring catching on some object is the most frequent cause. Because of the potential for serious injury, finger rings will not be worn by personnel engaged in the following activities: NOTE: This restriction is also extended to personnel who may be assigned to these tasks on an infrequent basis. However, this prohibition applies only to personnel actually performing the work and is not intended for administrative and support personnel assigned to or visiting these areas.

22.2. Most materials handling operations. Examples include warehousing, parts handling, operating equipment, packing and crating, and attaching and detaching equipment to tow vehicles, etc.

22.3. Any type of work where individuals are exposed to moving machinery, 
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rotating or revolving parts, or activities that could result in their hands being caught by a 

moving part causing any injury (for example, machine or equipment operators or inspectors).  Any type of work or inspection where an individual is exposed to an energized electrical circuit. 

22.4. Other Jewelry. Any jewelry that presents a potential for catching, snagging, pulling, and tearing should be evaluated and restricted from wear. Some types of jewelry that should be controlled under these job situations are watches, bracelets, and necklaces. Metal eyeglasses should be secured by a band or cord to prevent them from falling into energized electrical circuits. Whenever possible, these types of jewelry should be removed before entering industrial work areas.

Block 23.  PRINCIPLE OF RISK MANAGEMENT (ALL AREAS)

23.1.  Operational Risk Management is required training for all personnel.  
23.2. AFI 91-213, Operational Risk Management, outlines the basic tenets and processes of risk management. Operational risk management is a systematic process of detecting, assessing and controlling measures to enhance total organizational performance.

23.3. ORM is a CSAF and AFMC priority program. AFMC organizations will implement ORM programs in accordance with AFI 90-901, Operational Risk Management, AFPAM 90-902, Operational Risk Management (ORM) Guidelines and Tools, and other AFMC and local guidance.

23.4.  Operational Risk Management (ORM): ORM Principles Course. Provides staff members who will manage and execute command ORM programs with the risk management concepts and tools necessary to develop programs.

ORM Tools and Techniques Course. Provides staff members hands on experience with the ORM tools in assessing and managing risk.
Block 24.  POTENTIAL HAZARDS ASSOCIATED WITH THE SURROUNDING LOCAL AREA (ALL AREAS) 

The duties and job functions of this work area do not require travel (except TDY) outside the installation into the local community.  
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