CODE XXX

DIVISION SAFETY PLAN
Introduction
The policy of Code XXX is to:

a.
Take all necessary steps to avoid personal injury or loss of life, harm to the environment or property loss.

b.
Instill an awareness of the need for safety and health conservation among all Code XXX employees.

c.
Insist that all Code XXX employees comply with all NASA safety and environmental health standards, guidelines, regulations, and other requirements designed to provide a safe and healthful workplace and to conserve the environment.

I.
SCOPE
This Safety Plan describes the personnel and office safety requirements that apply to all civil service and contract employees associated with Code XXX.

II.
PURPOSE
This plan is established for the employees of the Code XXX who operate in a general office environment. The procedures and responsibilities for implementing the Code XXX Division Safety Plan are described below.

III.
RESPONSIBILITIES
A. 
Division Chief’s Responsibilities
The Division Chief has primary responsibility for ensuring that all personnel under his/her jurisdiction observe the provisions of this plan and of all other safety rules and regulations that may  be approved for their respective areas.  He/she is responsible for establishing and maintaining safe working conditions and practices within Code XXX controlled areas.  In case of doubt as to the safety or health aspects of any proposed situations or operations, he/she shall consult with the Facility Operations Manager (FOM), a Safety and Environmental Branch representative, or other appropriate authority as applicable.  Specific responsibilities applicable to these areas include:

1.
Ensure that employees are informed of NASA's Health and Safety Programs and of the protection afforded employees through these programs.

2.
Inform employees of the location of the nearest medical treatment facility and the procedures for obtaining emergency as well as other medical assistance.

3.
Inform employees of procedures regarding emergency situations, including key telephone number and facilities.  NOTE: For all Greenbelt emergencies, dial 112, or 286-8080 from non-ROLM phones (cellular, pay-phones, off-site).

4.
Ensure that employees are properly trained and instructed in safe work practices.  Provide training for personnel who use specialized equipment, or are exposed to specific hazards.

5.
Instruct employees to report hazardous conditions to their supervisors.

6.
Take appropriate action to protect employees in imminent danger situations.  Furnish a safe and healthful place of employment, and ensure that identified hazards are eliminated or controlled.

7.
Inform employees of specific hazards (if any) associated with their workplace and duties, and ensure the use of appropriate personal protective equipment (if required).

8.
Assist Safety and Environmental Branch personnel when necessary.

9.
Report unsafe equipment and situations to the Safety and Environmental Branch.

10.
Assign permanent personnel to perform specialized safety functions (as required by the FOM or the Safety and Environmental Branch) such as Floor Wardens and Alternates. Ensure that on-site contractors have an approved, on-site safety plan, and that the on-site contractors fully adhere to the provisions of their safety plans.

B.
Employees' Responsibilities
1.
Comply with NASA's safety, health, and environmental standards.

2.
Maintain an understanding of current safety plans and procedures affecting his/her work areas, including relevant evacuation plans.

3.
Seek and obtain training in the safe operation of specialized equipment.

4.
Keep immediate work areas neat and orderly.

5.
Assist Safety and Environmental Branch personnel during inspections, surveys, and investigations.

6.
Report any suspected safety or health hazards.

7.
Obtain necessary emergency medical care.

8.
Promptly report occupational injuries and illnesses as directed by area procedures.

C.
Facility Operations Manager (FOM)
1.
FOM's have overall responsibility for monitoring all matters affecting the safety of their buildings or facilities.  They will carry out their responsibilities so the GSFC Health and Safety Program is implemented by the organizational supervisors resident in their facilities.  In situations where it is a FOM's judgment that there is significant imminent danger to personnel or property, he/she has the authority to stop work or to evacuate the facility.  The FOM is responsible for conducting periodic scheduled walk-through inspections, on at least a quarterly basis, of those areas he/she does not visit regularly.

2.
The FOM will publish evacuation procedures for those areas for which he/she is accountable.  

D.
Personnel Assigned Fire Safety Responsibilities
In case of fire or other emergencies which may adversely affect the safety of personnel, the facility, or operations in the building, the FOM, Fire Warden, Assistant Fire Warden, and Emergency Evacuation Team shall have the authority for effecting action to protect personnel and minimize damage.  The cooperation of all employees is expected.

IV.
PREVENTION PROCEDURES
A.
Hazard Avoidance Measures
1.
Offices, Aisles, and Passageways

a.
Office, aisles and passageways shall be kept clear and in good repair with no obstructions across or in aisles that could create hazards.  Permanent aisles and passageways shall be appropriately marked, and the supervisor for the area in which the hazard was discovered shall be informed of the hazard immediately.

b.
Hazards, when they exist, shall be prominently marked with appropriate labels, signs, or other devices to minimize the chance of a mishap.

2.
Exits

Exits and the way of approach and travel from exits shall be maintained so that they are unobstructed and are accessible at all times.

3.
Electrical Wiring

a.
Power cords shall be routed in a manner that will not create a tripping hazard.  Power cords that have been spliced or are frayed or cracked shall not be used.  Injuries may occur when equipment is pulled from bench tops as a result of employee tripping over wires improperly laid across walk areas.

b.
Power strips shall be used singly, with no more than one power strip to each  circuit. Power cords shall be placed with consideration to neatness and minimizing tripping hazards.

4.
Fire Protection

a.
Portable fire extinguishers suitable to each area's conditions and hazards shall be provided and maintained in a ready-to-use condition.  Portable fire extinguishers shall be conspicuously located and mounted where they will be readily accessible.  Extinguishers shall not be obstructed from view or blocked in any way.

b.
Fire extinguisher training shall be provided.  Only personnel trained annually in fire extinguisher use are authorized to use fire extinguishers.  This annual training refresher is available via the GSFC closed-circuit television system twice weekly.  Employees who have never had “hands-on” fire extinguisher training shall initially take this training before being authorized to use fire extinguishers.  The “hands-on” training is available through Code 114 (Organizational and Employment Development Office).

5.
Hazard Communication

a.
Every Code XXX employee shall be familiar with the Division Hazard Communication Program.  The Division Hazard Communication Program shall be distributed to each employee, and shall be distributed to each new employee within one day of reporting for duty.

b.
Each employee shall be bi-annually trained in Hazard Communication.  The employee may accomplish this training by watching a short GSFC closed-circuit television training program offered twice weekly.  The initial training shall be acquired as soon as possible.

6.
Floors

All floor surfaces shall be kept clean, dry, and in good repair.

7.
Housekeeping

All places of employment, including individual offices, passageways, storerooms, and other areas, shall be kept clean, orderly and sanitary.  Excessive loose paper, disorderly journals and books, and stored cardboard boxes and crates SIGNIFICANTLY contribute to the potential for rapid fire spread.

8.
Stationary Electrical Devices (Electric Files, Typewriters, Computers, etc.)

All stationary electrically powered equipment and devices, located within reach of a person who can make contact with any grounded surface or object, shall be grounded.

9.
Storage

a.
All storage shall be stacked, blocked, interlocked, and/or limited in height so that it is secure against sliding or collapse.  Nothing shall be stored higher than within 20" from the ceiling.

b.
Storage areas shall be kept free from accumulation of materials that constitute hazards or pest harborage.

B.
Tripping Hazards
Tripping hazards that exist in areas controlled by Code XXX shall be eliminated.  These include such things as poorly placed electrical and telephone stacks, wires running across aisle areas, improperly stored equipment and material, etc.

C. 
Fire Hazards
1.
During periodic inspections of office and computer areas, particular emphasis should be placed on elimination of fire hazards.  These include such items as excessive accumulation of papers on desk tops, table tops, and heating/air conditioning units.  Also included in this category of hazards is improper storage of combustible items.  Where fire extinguishers are not available and fire hazards exist, assistance from the Safety and Environmental Branch should be requested.

2.
Only space heaters specifically approved by the Facilities Management Division (Code 220) are permitted.  Approvals shall be granted on a case-by-case basis.

3.
Each employee shall ensure that personal food and drink heating devices are

unplugged when not supervised.

D.
Hazards from Falling Objects
A number of employee injuries are caused by falling objects.  To minimize the risk of such injuries, the tops of all storage cabinets shall be cleared of stored items, and no materials should be stored in any open location above eye level.  Shelves and cabinets shall also be periodically checked to ensure that no overloading conditions exist. 

E.
Seldom Used and/or Excess Furniture and Equipment
Although property inventories provide for the elimination of many items of surplus equipment and furniture, personnel should still be alert to the continuing need to dispose of surplus equipment prior to and after inventories.  Whenever seldom used or excess furniture and equipment are identified, action should be taken to store these items safely and/or declare them surplus.

F.
Inspections by Safety and Environmental Branch and/or FOM
When area inspections are conducted by the Safety and Environmental Branch and/or the building FOM, it is expected that corrective measures be taken to eliminate deficiencies.  A written explanation of the course of action and the schedule for correcting deficiencies will be submitted to the Division Office within 10 working days after receipt of notice.   Such data will also be submitted to the FOM and to the Safety and Environmental Branch as required.

G.
Building Evacuation
The Building Emergency Evacuation Procedures shall be followed in case of a fire or any other emergency in the building when it has been decided that the building should be evacuated.  The FOM will provide the Building Emergency Evacuation Procedures.

V.
EMERGENCY PROCEDURES
A.
General Procedures Following a Mishap
1.
Personnel at the Scene of a Mishap

Code XXX employees on the scene of a mishap shall: 

a.
Render assistance and attempt to limit further injury and damage.  Obtain emergency medical or firefighting services that may be required.  From a safe location, dial 112, or, if using a non-ROLM telephone (cellular, pay phone, off-site), dial 286-8080.  Remain at the scene ONLY if you feel that your safety is in NO WAY threatened.
b.
As soon as possible, report by telephone, or the most expeditious means, all known facts to the Safety and Environmental Branch.

c.
Obtain, if feasible, the names and addresses of witnesses and, until relieved by competent authority, take necessary steps to assist victims and prevent further damage or injuries, secure the scene of the accident against action that could impair investigation, and obtain all possible further aid as appropriate.

2.
Supervisor’s Responsibilities

The supervisor of an activity in which a mishap occurs shall:

a.
Institute any emergency measures required and appropriate to minimize the damage to personnel or property.  He/she shall obtain immediate medical assistance for the injured.

b.
As soon as possible, report by telephone, or the most expeditious means, all known facts to the Safety and Environmental Branch.  A completed NASA Form 1627 should be forwarded as soon as possible.

c.
If necessary, contact the "emergency contact" listed for any injured employee.  This name is available from the Division LISTS Coordinator.  If the LISTS Coordinator is not available, GSFC Security can provide the emergency notification information.

B.
Fire
Any employee detecting an actual or suspected fire shall pull the nearest Fire Alarm Box, and report the fire to emergency personnel from a safe location by dialing the GSFC emergency phone number "112.  If using a non-ROLM telephone (cellular, pay phone, off-site) dial 286-8080. NOTE: Remain outside the building to inform emergency personnel ONLY if you feel that your safety is in NO WAY threatened.  Emergency personnel are automatically summoned when you activate the Fire Alarm Box. If you feel safe calling, then:

1.
Be prepared to furnish your name, the exact location of the fire, and describe the  type and extent of the fire (paper, electrical, chemical, etc.) if known.

2.
Seek additional personnel to spread the alarm.

3.
Follow evacuation procedures

C.
Other Hazards
Other hazards, such as gas or chemical leaks, toxic fumes, dense smoke, collapse, or other situations which warrant emergency procedures are reported as described in Section B, above.  Bomb threats are an exception, and are addressed in Section E, below.

D.
Medical Emergencies
1.
In case of a medical emergency, report the emergency first, so that help may be dispatched.  Dial the GSFC emergency phone number "112."  If using a non-ROLM telephone (cellular, pay phone, off-site), call the Emergency Communications Console on 286-8080.

2.
When you call, be prepared to describe the nature of the emergency, the exact location, and the number of the nearest phone extension. 

E.
Bomb Threats
1.
Any employee receiving a bomb threat will report it by dialing the GSFC emergency phone number "112." If using a non-ROLM telephone (cellular, pay phone, off-site), dial 286-8080.  NOTE: A bomb threat "checklist" is located near the back of the GSFC telephone directory.

2.
Provide your name, location, and phone extension, and be able to describe the caller's voice, words, or any other information about the call itself.  If  the threat is received over PhoneMail, save it.  If the threat is written, retain it for the competent emergency personnel.

F.
Building Evacuation
1.
An evacuation may be ordered when any hazard (e.g., fire, gas leak, toxic fumes, smoke, or bomb threat) exists which may endanger the building or its occupants.

2.
Building evacuations will be initiated by the alarm, and will be done according to the FOM's published procedures.  These procedures include both the evacuation routes for each area and a description of the types of alarms that will be sounded.

3.
Specific areas of a building may be evacuated if the emergency is limited to a specific area or portion of the facility.  In this case, instructions will be issued by the most appropriate means, unless approved procedures are in place to control such situations.

