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Protocol 
Safety is priority at NOAA. The responsibility of a successful safety program lies with everyone’s dedication to identifying, eliminating or reducing risks and preventing accidents. The dynamic NOAA work environment challenges us to be alert to any changes and avoid the danger of complacency that often comes with repetitive processes.

Process
All supervisors are accountable for the safety or their employees and work area. The Office Safety Assessment Checklist is a tool to help you in identifying unsafe conditions and unsafe work practices and a means to systematically record items that need correction or further follow-up for management.  Supervisors shall add their name and date on the forms. Each question shall be marked with one of the following: “YES”, “NO” or “N/A”. Any item marked as “NO”, shall have a detailed explanation written at the bottom of the form and have the designated department or person noted for corrective measures. If the item can be corrected by the department supervisors, such as simple housekeeping deficiencies, cords extending into aisles or general clutter in an office, the supervisor shall note his/her name. If another department needs to assist in the corrective measures, such as the building facilities department, maintenance shop, building owner, etc. that should be so noted.  These forms are then forwarded to the Division Chiefs who will review each for correctness and completeness. 

All Division Chiefs shall submit a summary report to the ASC Director that will include the significant deficiencies noted.  The ASC Director shall forward the summary report to the CAO Safety Officer, who will collect all CAO assessment data and report to the CAO.  Some items needing CAO review are items considered to be capital projects or major funding issues such as removal of asbestos, repairing of cracks in walls, sidewalks, etc... 

(Prior to the start of the assessments, all Division Chiefs shall identify the names of their supervisors required to submit monthly assessment reports, and forward those names to the CAO Safety officer who will add those names to a spread sheet that will be used for tracking purposes.) 

Any items that cannot be corrected within the 30 day time frame must be “made safe” instead of ignoring the hazard or accepting the risks.

Making an unsafe condition safe without repairing it, usually requires some form of barricading, removal of personnel from the area or stopping the process entirely. For instance, if an electrical cord has a broken ground plug and cannot be repaired quickly, it MUST be taken out of service to prevent personnel from using it. This may require the assistance and concurrence of the Safety Officer and/or the Regional Safety Managers.

Unless otherwise noted, all deficiencies must be corrected before the next monthly assessment, especially those that are the responsibility of the individual supervisors.

The ASC Director shall review the summary report input entered by the Division Chiefs and will forward a copy to the CAO Safety Officer with copy to any local safety officers and Regional Safety Managers. Only major highlights will be noted: 1. repeat items of minor issues, 2. major items requiring capital expenditures. 

RSM’s shall periodically review the quality of the reports, the timeliness of corrections and other relevant issues. 

The CAO Safety Officer will compile all reports and submit a summary report to the CAO Director by the end of the second week of the following month.

Until a web enabled system is in place to help with the completion and forwarding of the forms, please continue with the paper process.  

Assessments

Assessments shall be performed by supervisors of each divisions. RSM’s may accompany the supervisors upon request or on a periodic basis to assure the quality of the assessment process.  If unsafe/safe acts by employees, contractors or visitors are noted, the reverse (page 2) of the checklist form shall be used and completed per instructions. All unsafe acts must be stopped. You may wish to consult your STAR course on the process of stopping unsafe acts and providing positive feedback when noting safe acts. Form number: ECHSS 101/04 is available on the NOAA safety web site:

http://www.ecs.noaa.gov/Safety.html
Office Safety video’s are readily available by contacting your Regional Safety Manager and should be used as training for the supervisors conducting assessments.  The timeliness of the assessments shall be enforced by the Division Chiefs and quality checked by the RSM’s. 

Copies of work-site specific checklists (i.e., warehouse, mail-rooms, maintenance)are available by contacting the RSM’s or Chief, Safety Division.
