U.S. Department of Labor Assistant Secretary for
Occupational Safety and Health

Washington, D.C. 20210

SEP 11 2007

MEMORANDUM FOR:  DESIGNATED AGENCY SAFETY AND HEALTH

OFFICIALS
Lhoon 1
FROM: EDWIN G. FOULKE, JR. /zbécen 4J
SUBJECT: Request for Agency Fiscal Year 2007 Annual Report on

Occupational Safety and Health

As we approach the end of FY2007, it is time again to request an annual report on your
agency’s occupational safety and health program. Section 19(a)(5) of the Occupational
Safety and Health Act (OSH Act) requires that you submit your agency’s report to the
Secretary of Labor, addressing occupational accidents, injuries and illnesses, and your
agency’s program for providing safe and healthful places and conditions of
employment. Your report should cover Fiscal Year (FY) 2007, and is due by January 1,
2008, as required by 29 CFR 1960.71(a)(1). The information you provide will be
summarized in the annual report from the Secretary of Labor to the President on the
status of occupational safety and health in federal Executive Branch agencies.

Attached are two templates outlining the specific areas this year’s report should
address, and the format it should follow. The first, more comprehensive template is
designed for use by all departments and independent agencies with more than 50
employees. Those independent agencies employing 50 or fewer employees may opt to
use the second, abbreviated template provided that each of the following conditions is
met:

e The agency has not experienced any fatalities or catastrophic incidents in FY
2007; and

e The agency’s total and lost time case rates for FY 2007 are at or below the
respective government-wide targets of 3.71 and 1.71 (Goals 1 & 2) as
established under the Presidential Safety, Health, and Return-to-Employment
(SHARE) Initiative.

Please note that the report requirements are similar, but not identical, to last year’s
request. Like last year, this year’s report should include information on designated
topics, including: your agency’s recordkeeping system(s); the occupational safety and
health training available to employees; and employees’ involvement in the Field Federal



Safety and Health Councils [as defined in 29 CFR 1960.84(b)]. You are also asked to
submit information on any fatalities and catastrophic incidents that have occurred
during the fiscal year and provide a summary investigation report for each, as required
by 29 CFR Part 1960.70. In addition, there is a new section soliciting information on
workplace violence incidents and programs in place to address such occurrences.
Finally, you are asked to submit a list of your establishments, if you have not already
done so. (See attached memorandum dated August 23,2007.)

As part of your agency’s report submission, please be sure to include the following;:

e An Executive Summary, not to exceed three pages, synopsizing the major points
covered in your report. Information contained in your Executive Summary will
be selectively incorporated into the Secretary’s report to the President, so please
ensure that it contains any salient information you wish to provide to the
President. For independent agencies with 50 or fewer employees, the full report
may serve as the Executive Summary.

e Information for each of the seven sections of the report. Failure to provide
requested information may be noted in the report to the President. For
departments with agency subdivisions exceeding 1,000 employees, please
provide information for both the department and the individual agencies in the
detailed report.

o The name, telephone number, and e-mail address of at least two individuals with
whom we can correspond regarding OSH-related activities, including your
agency’s Designated Agency Safety and Health Official (DASHO) and your
agency’s safety and health manager(s). For departments with agency
subdivisions with more than 1,000 employees, please provide contact
information for both the department and the agencies.

Please submit an official signed copy of your agency’s report to Diane Brayden,
Director, Office of Federal Agency Programs, at:

U.S. Department of Labor - OSHA
Directorate of Enforcement Programs
Office of Federal Agency Programs
Room N-3622

200 Constitution Avenue, N.W.
Washington, DC 20210

Please also provide an electronic copy of your agency’s report in Microsoft Word
format to ofap@dol.gov. Again, the due date for these submissions is January 1, 2008.
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If there are circumstances that prevent you from submitting your report by the due
date, please contact Ms. Brayden at (202) 693-2187. If your report is not received or you
do not request a reasonable extension by the due date, your agency’s status may be
reported as “report not received” in the Secretary’s report to the President.

We look forward to continuing to provide leadership, guidance, and support to help
federal agencies accomplish their OSH responsibilities. If you have any questions, need
additional information or assistance regarding this matter or would like an electronic
copy of these instructions, please feel free to contact OFAP at (202) 693-2122. We
appreciate your attention to this matter and look forward to receiving your annual
report.

Attachments

cc: Safety and Health Managers
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MEMORANDUM FOR: AGENCY SAFETY AND HEALTH MANAGERS

e

FROM: RICHARD E. FAIRFAX, Director
Directorate of Enforcement Programs

SUBJECT: Request for a Listing of Federal Agency Establishments

In 2004 OSHA revised the federal agencies’ recordkeeping requirements to collect better
information about the incidence of occupational injuries and illnesses, and to improve employee
awareness and involvement in the recording and reporting of job-related injuries and illnesses.
This rule change, which took affect on January 1, 2005, made the federal sector’s recordkeeping
and reporting requirements essentially identical to those of the private sector. Specifically, it
amended the basic program elements under 29 CFR Part 1960, Subpart I, to make pertinent
private sector recordkeeping requirements under 29 CFR Part 1904 applicable to all Executive
Branch federal agencies.

Part 1904 requires federal agencies to keep injury and illness logs, incident reports, and annual
summaries at each of their establishments. The Federal Advisory Council on Occupational
Safety and Health (FACOSH), through a Recordkeeping Subcommittee, is currently identifying
how the Occupational Safety and Health Administration (OSHA) can use the Part 1904 injury
and illness records 1o assist federal agencies in ensuring safe and healthful workplaces for their
employees. In order to do so, OSHA must be able to identify, collect, and track the injury and
illness data from each federal establishment.

In preparation for this endeavor, I request that each federal department and independent agency
provide OSHA with a list of agency establishments by January 1, 2008. The list should include
a unique name of the establishment, the street address, city, state and zip code.

The attached guidance is intended to assist federal agencies in identifying establishments as
defined by 29 CFR Part 1960.2. 1f you currently have coding systems to identify each of your
establishments, you may wish to include these codes in your submittal. To the extent possible,
your existing codes will be used in the government-wide system. If you do not provide your
establishment codes or if they do not already exist, OSHA will assign a unique identifier for each
establishment. For your convenience, you may choose 10 use the following format when
submitting your establishment information:



Establishment List

CobE (optional) NAME STREET ADDRESS CITY STATE | Z1p CODE

You may submit this information at any time prior to January 1, 2008 or may include it with
your agency’s annual report which is also due on January I, 2008. Please provide an electronic
copy of your agency’s establishment list to ofap@dol.gov. If you have any questions, please
contact Diane Brayden, Director, Office of Federal Agency Programs, at (202) 693-2187.

Attachment



Attachment

FEDERAL AGENCY ESTABLISHMENT GUIDANCE
Clarification of the Term “Establishment” for Federal Agencies
for the Recording of Injury and Illness Data

This document is intended to provide clarification regarding the term “establishment” as it
applies to federal agencies for the recording of injury and illness data on the OSHA 300 log.
There has been some confusion regarding how to accurately identify an establishment for
Federal Agency recordkeeping purposes.

The term establishment as defined at 29 CFR 1960.2(h) means a single physical location where
business is conducted or where services or operations are performed. Where distinctly separate
activities are performed at a single physical location, each activity is to be treated as a separate
establishment. Typically, the term establishment refers to a field activity, regional office, area
office, installation, or facility.

When the recordkeeping requirements for federal agencies were revised to be consistent with
29 CER Part 1904, OSHA did not update the definition of establishment for federal agencies.
However, it is helpful to refer to the preamble of Part 1904, which discusses detailed scenarios
for identifying an “establishment” for maintaining the OSHA 300 log. Of special interest to
agencies that use temporary worksites, the preamble instructs that employers are required to
maintain separate OSHA 300 logs for facilities that are expected to remain in operation for one
year or more. For shorter term establishments, employers are not required to maintain separate
logs, but may do so if they wish.

In our Compliance Directive, entitled “Federal Agency Safety and Health Programs, OSHA
Instruction FAP 1.3” at paragraph G.1., Definitions, OSHA has provided further clarification of
the term “establishment” with examples, such as:

a. Major organizational units with distinct lines of authority shall be counted as separate
establishments.

b. Agencies or bureaus in a department would be separate establishments even if they
occupied the same building.

c. Each component of the Department of Defense (Army, Navy, etc.) and each major
command located at an installation would be a separate establishment.

d. Lower organizational units that are located at the same physical location, such as offices
or divisions within a bureau, or shops within a command, are not considered separate
establishments. The bureau or command to which they belong is the establishment.

Following you will find a series of questions and answers, as well as a few examples to
illustrate the practical application of the concept of establishment for OSHA’s recordkeeping
regulation.
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QUESTIONS AND ANSWERS
Question: What is meant by “major organizational units with distinct lines of authority?”

Answer: Each federal department has an organizational structure consisting of agencies,
bureaus, or other components that come under line of authority of an Assistant Secretary,
Under Secretary or similar level. These agencies, bureaus or components are considered
the major organizational units of a department.

Question: Can the agencies or bureaus of a department be considered separate
establishments even if they occupy the same building?

Answer: Yes. Many federal departments have their agencies, bureaus or components
housed in centralized locations (i.e., national, regional, or area offices). As addressed in the
previous question, these agencies, bureaus or components make up a federal department’s
major organizational units having distinct lines of authority. Even though they may be
located in the same building, each agency, bureau or component would represent a distinct
line of authority and be considered a separate establishment.

Question: Within a major organizational unit, what constitutes a separate establishment?

Answer: Each workplace with a separate physical location is considered a separate
establishment. Temporary worksites or satellite offices that are expected to remain in
operation less than one year can, if they desire, record their injuries on the log for the
permanent establishment from which they are managed.

Question: Would a component of the Department of Defense (Army, Navy, etc.) and each
major command located at an installation be considered a separate establishment?

Answer: Yes. Each component of the Department of Defense (DOD) represents a major
organizational unit of DOD with a distinct line of authority and would be considered a
separate establishment. Also, each major command within a DOD component, located at
an installation, would be considered a separate establishment. For example, at an
installation, overall authority would belong to the base command and this would be
considered a single establishment. However, if other major commands with authority over
their commands’ facilities and operations are co-located at the installation, those commands
would be considered separate establishments.

Question: Can lower organizational units such as offices or divisions within a bureau or
shops within a command be considered separate establishments when housed in a common
location?

Answer: No. Lower organizational units are not considered separate establishments
because the distinct line of authority comes from their major organizational unit. For
example, OSHA is an agency within the Department of Labor. OSHA’s National Office or
Headquarters is supported by an organizational structure consisting of directorates, offices
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and divisions, located in the Frances Perkins Building. In this case the establishment would
be OSHA’s entire National Office or Headquarters structure. The OSHA establishment
would be separate from the other Department of Labor agencies also housed in the building.

Question: If an employee telecommutes from home, is his or her home considered a
separate establishment?

Answer: No. Employees who telecommute are considered part of the permanent federal
establishment to which they report.

Federal workplace structures are highly varied and can be complicated for OSHA
recordkeeping purposes. The following examples are provided for your information and
guidance to demonstrate how situations faced by some federal departments are handled.

EXAMPLES

Short Duration Duty Stations

Scenario - FEMA Disaster Response

FEMA sets up Joint Field Offices (JFO) for presidentially declared disasters, with one JE'O
per state. The offices are open as long as there are active disaster recovery operations,
which can last from a few weeks to several years. FEMA has opted to treat each JFO as

an individual establishment, regardless of its duration, and each maintains an OSHA 300
Jog. Disaster Recovery Centers (DRCs) are smaller offices, generally associated with
providing individual assistance, and are opened and closed on an as-needed basis or

rotated through various locations throughout the disaster area. Employees working in
OSHA DRCs are tracked as part of the JFO to which they report. When a JFO is closed,
the 300 log is sent to the FEMA regional office for archiving and updating, as required by
29 CFR 1904.33.

Scenario - United States Secret Service (USSS)

USSS’s “protective detail employees™ are formally assigned to an office of record.
However, they are regularly deployed on short-term assignments within the United States
or abroad. When deployed in this fashion, work-related injuries and illnesses are tracked

to the office of record.

Satellite Locations

Scenario - Satellite Offices under Central Oversight

An agency has designated “Area Offices” with management oversight and operational and
maintenance responsibility for a number of smaller facilities which can be geographically
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separated by as much as 100 miles. Each area office has responsibility for several hundred
employees dispersed at the various smaller facilities which may have staffing of only 2-3
permanent or temporary employees each.

Although the OSHA 300 logs for each of the establishments within the Area Office
oversight can be maintained at the central Jocation (Area Office), each smaller facility
must be provided with their individual OSHA 300 log within four hours of any request.

Scenario — Extensive Geographical Area

A National Park can cover hundreds or thousands of square miles with many diverse
functions and activities. Some parks are divided into districts covering specific
geographic areas, which are managed as separate entities.

In this case, each park is recognized as a single establishment for maintaining the OSHA
300 log because: 1) it is a single physical location; 2) it fits within one NAICS code; and
3) it has one overriding manager. The park could maintain separate internal records for its
own purposes, but would need to aggregate the data for the entire park when OSHA
requests the information.

Federal agencies face a number of unique challenges in fitting their workplaces into the
definition of “establishment” for OSHA recordkeeping purposes. Hopefully the information
provided above will be of assistance. If you have any questions or need additional information,
please feel free to contact the Office of Federal Agency Programs at (202) 693-2122. Our
Federal Agency Program staff will be happy to assist you.

A-4



FY 2007 Agency Name Annual Occupational Safety and Health Report to
the Secretary of Labor
(Comprehensive Report Format)

E{QEW}?E’{? ing are the instructions for completing both the Executive Summary and the
Detailed if eport for all gggg}szﬁ?zgg“ é and independent agencies with more than 50
ﬁfﬂ?sﬁfﬁyg@f ar 55 independent agencies tha sz?zv;g;;ﬂimg 50 or fewer employees that
experienced at least one fatality or catatrc ; Wi incident in Fy 7‘5?&; or had a FY 20807
total or lost time case rate above the respective governmeni-wide SHARE targets of
T1and 1.71 (Goals 1 & 2).

W

Please note that the same information will 5}{ covered inl ”‘ff{}%zg}, with the

Executive Summary ?,@s 1 @ condens ed v o of the infc contained in the
5
Detailed '5% 103 3 §§z§ following sample re 39?5 "@mmw for your convenience
g J
and can be used as a template.

Name of Department/ Agency:
Address:
Number of federal civilian employees this report covers:

Please provide contact information for the Department’s D O and OSH manager.

yvide contact information for all m@agﬂ cies with 1,000«
{n;}‘i‘;w %n Appet otiw

Executive Summary

The Executive m&mmaz\' is not to exceed three pages, ar | summar

report’s major points. Please include:

Statistics
° In]ury and Illness Trends — Pros
¢ spective to

he number of
lost mw

{ and lost time injury and
i %{}%33 md\aum

mw.,
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statistics for all federal departme
‘iﬁ%;ﬁ / ; www.osha.gov/dep/fap/

nd many independent agencies at

html.) Briefly discuss the performanc

fren is and maior causes

rith an 4% a§ onificay or sources of lost Hime
dz%%‘%z; 5 at occurred during the fiscal vear. bBxplain what, if am’mmv was
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Fatalities and Catastrophlc Acc1dents— Please provide
catastrophic accident cases during Y
nm‘s&h&r of sm:z? ties the i

t
2007 and the inve bééifaé‘% on results. § f
ies differs from those OSHA has listed
J this discrepancy
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OSH Initiatives

Safety, Health, and Return—to—Emponment (SHARE) Initiative — Explain vour
agency’s overall progress in mee he four goals of the Presidential SHARE
Initiative.

&

Dy S the b “ovior vehicle accidents
Provide the number of motor vehicle accidents

» Motor Vehicle/Seat Belt Safety —
involving vour federal f:i'viiiaﬂ en
Briefly describe your agency’s mot
initiatives.

ees L(m‘i &m" percentage of seat belt use.

tv programs and/or

® Recordkeeping Requirements—! discuss your agency’s injury and illness
recordkeeping system and how data from this system has been used to improve
yOur agencs s OSH program

-

e Workplace Violence — Brietly dis any incidents of workplace violence and

any programs or initiatives to ade this issue.

Emplovee Support —Summarize vou
complishments, including any involve
um;?% and other support activities.
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Detailed Report

1. Statistics

A. Injury and Illness Statistics
a. Injurv and illness rates

Use agency injury and illness dam to summarize your agency’s incident
experience for total and % 08t luring FY 2007. When reporting your

I3

results include
of the prior f;’é«;s: T (You can ix O

1 federal dep Cé“?%“’i“&‘?‘zi%?% wd many in H

all
http:/ /www.osha.gov/dep/fap/index html) E}iease id{)zz%:%éy the source of

he data used.

f

| FY 2006

Number of Federal Civilian Employees,
including full-time, part-time, seasonal,
intermittent workers

Total Cases Injury/lliness (number of
injury/iliness cases—no lost-time, first aid, lost-
time and fatalities)

Total Case Rate (rate of all injury/iliness cases
per 100 employees)

Lost Time Cases (number of cases that
involved days away from work)

Lost Time Case Rate (rate of only the
injury/iliness cases with days away from work
per 100 employees)

Lost Work Days (number of days away from
work)

Lost Work Day Rate (per 100 employees)

b. Facilities with high injury and illness rates
Explain how vour agency identifies

b

W QLE %‘%ﬁg "ﬁ%‘ﬂ v oaricd 1
1 m;,i}} Ury ana u

rates, partic uimi‘i' those with high lo ~ase rates, and wi
improve e these facilities’ OSH experie

B. Fatalities and Catastrophic Incidents
cases during FY z:i,?a,f. %@r each case, exp
results and the corrective action taken.
ency’s performance to that of
D he

o ey

[f the number
3 sted, please exp
have caused this ;ﬁé%gsngma&t
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Please continue as needed by going to A mmeydix H.

& U A

Fatality and Catastrophic Accident Investigations
When submitting this report, please include a copy of the summary reports for all
fatality and catastrophic accident investigations, as required under 29 CFR Part 1960.70.

C. Office of Workers’” Compensation Programs Costs

Use agency data to {i’i%gﬁiav the workers’ compens: ion cost for Chargeback Year
(CBY) ;,.;}%?,, along with continuation of pay {CC ‘; ~osts for the o {ax..‘(}d a&éd

compare them with the previous year's exp@zzé

T‘otal Chargeback
Total Continuation of Pay (COP)
Total Chargeback + COP

Chargeback for Cases that occurred in the CBY

D. Significant Trends and Major Causes or Sources of Lost Time Disabilities

a. Tracking accidents

N ;“ s ok e B P L
Use Vi agency s acoiaensy ing

w;" stem, ww@;%n‘g@zmﬁ reports

3
to the f; LA ?§§{ﬁ logs, and/ o termine and explain any

time disabilities that

noticeable trends, major causes, or sources of lost t
occurred during FY 2007
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b. Controlling Trends

Describe what your agency has done to control trends and major causes of

lost time disabilities,

E. Contract Workers and Volunteers
Please provide the number of contract workers supervised by federal
emplovees and the number of volunteers employed during FY 2007, List the
number and tyvpe of injuries experienced by each group.

II. OSH Initiatives—SHARE, Motor Vehicle and Seat Belt Safety, Recordkeeping,
Workplace Violence, and Establishments

A. SHARE —Safety, Health, and Return-to-Employment Initiative

a. SHARE Analysis
Provide a detailed analysis of your agency’s progress in achieving each of the
four SHARE goals listed below.

Reduce total injury and illness case rates by 3% per year

Reduce lost time injury and illness case rates by 3% per year

Increase the timely filing of injury and illness claims by 5% per year!

Reduce the rate of lost production days due to injury and illness by 1% per
year.?

=L =

1 Under the SHARE extension, which began in FY 2007, all agencies are now required to achieve at least a
50% timely filing rate under Goal 3. Agencies for which a 5% per year improvement from their FY 2003
baseline results in a FY 2007 goal higher than 50% will have their performance tracked against that
formula-driven target, except that no agency’s goal is required to exceed 95%. InFY 2008 and FY 2009,
the minimum thresholds will rise to 55% and 60%, respectively; for each year all agencies must meet the
minimum level or their formula-driven goal, whichever is higher, up to a maximum of 95%.
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b. SHARE Programs/Initiatives
Describe programs established and initiatives vour agency lau ne hed in
support of SHARE. Discuss the successes and shortcomin
programs or initiatives, and explain how they
effectiveness of vour agency’s %’C}."D%é program z‘{} 5.

%
o

o ‘"ke {‘%{S‘E‘Cg;ﬁ

B. Motor Vehicle / Seat Belt Safety

a. Number of motor vehicle accidents experlenced bV emplovees in FY 2007
Summarize your agency’s z“f”%s&%:\sj Vv uﬁaé@ acoident

reporting vour results inclug iw a discussion tl
performance to that of the prior fiscal vear.

Number of motor vehicle accidents experien‘ced by
employees
Number of accidents resulting in personal injury
OWCP costs of accidents
Vehicle repair costs due to accidents

Amount of liability claims against the agency due to
accidents

b. Mechanisms in place to track the percentage of seat belt usage by employees.
Executive Order 13043 requires seat belt use bv f

>ral employees on m@ job,

including drivers and passengers. Describe h y tracks th
i;'zim mation, including the usage percentage, and the num ber of @Ti;‘%:é{}}f{i‘i%}b
volved in motor vehicle a ;\_iu’z ts in FY 2007 who were wearing seat belts

and the number who were not,

c. Efforts taken to improve motor vehicle safety and seat belt usage.

escribe what efforts your agendcy has

to improve motor vehicle
and seat belt usage.

C. Recordkeeping Requirements

mplete the table below. For those reco

v as having, please provide any !

55"»"«

Lo ?ﬁﬁﬁ:’“ﬁ 5 you

o necessary.

2 Under the SHARE extension, Goal 4 targets also have been slightly modified. Agencies with a FY 2003
baseline Lost Production Day Rate (LPDR) at or below 15 days are charged with maintaining an LPDR of
15 or less. All other agencies will have their progress measured against the formula-driven target of
reducing LPDRs by 1% per year, except that no such target is required to be fewer than 15 days.
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Component Please describe if you checked “YES.”

Agency Wide

Web based

Excel based

Access based

Paper only

I~

Includes no injury
and near-miss
accidents

includes OWCP data

Generates OSHA 300
forms

Generates OSHA
300A forms

Generates OSHA 301
forms

Generates multiple
reports

OO 0 0O 0o Ooodods

OO O o od

Other

describe how data from your agency's recordkeeping system(s) have been used

N

nprove the OSH program.

D. Workplace Violence
a. Workplace Violence Incidents

lence f*% at occurred
nve %ﬁzﬁ%}ém

Use agency data to report any incidents of workplace
du ;@;;g;; FY 2007. For each case, explain where ﬁ; occurred
results and the corrective action taken.

b. Workplace Violence Programs/ Initiatives

Describe prog wched to
mings of these

rall

address worl
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E. Agency Establishments

nemo, OSHA requ
Las ixf;a“”& for occup
25»} CFT ?ar -5 1960 ana

In the attached August
3 their "establishment

;i your agency nas not
'i"%’i?i}% i

all plan for ensuring that all staff receive appropriate
O

d recognition information and fraining. In addition,

impact ¢ “v&m agency’st

mi@%% and health. In the table below, ?;zf»% the specific tiazmng
» offered during FY 2007 and the number of ¢ Q‘z;ﬁ{}} s frained.

. ‘ ded in FY2006 | Number Trained
Top management officials 1. k
2.
3.
Supervisors 1,
2.
3.
Safety and health specialists 1.
2.
3.
Safety and health inspectors 1.
2.
3.
Collateral duty safety and health 1.
personnel and committee members
2.
3.
Employees and employee 1.
representatives 2
3.

B. Field Federal Safety and Health Councils

| Federal Safetv and ¥ é’:ﬁx@«am ils
int WY groups o
SH information t
@%‘%é‘%{b; ted

o in the activi

o
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twelve times a year and may provide different types of O
' sroximately 45 active FESHCs throughout the ¢

atry.

i
7

e iy Aunee v RN vy
CH eIMPIoYees/ mana ‘9: TR ITOM Vour &”Q ”K\;

3

encourages staff inve

O i:i”sefﬁ@ councils,

C. Other Support Activities

Describe how vour agency promotes finvolvement in o
support activities, such as me z";"zb@zv p in professional safety
organizations, attendance at safety and health conferences, a
certification.

d he}akh

IV.  Accomplishments

A. FY 2007 Accomplishments

SUss your a@reﬁu
A0 ﬁ”‘i.;zjl

e Hvaluations
Desc 5 ifffw@vafiaai:é@m conducted of vour a

29 CFR 1960.79,

e Return-to-work

WOW YOUr agency has executed its return-to

rement programs,

Describe how vour agency established and appli

performance &«;szaﬁdai‘m for managers, Supervisors, a iplovees.

e Recognition

W your agency provides t ”“{‘%ﬁfﬁiiéiéi'? fOT ¢

‘nhanced emplovee participation in the € Drogram.

“safety and health

and health

raining. Currently

were

and QQ‘%Y vour

| professional

and disabil ity

ding performers
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VI

VIL

B. Achievements of Fiscal Year 2006 Goals

o in its annual

s toward meeting the goals 13

£

svstems, st z?é?%;%zg.z;, and tr aé&éz‘z .

Goals, Objectives, and Strategies

id

tity your annual O5H plans, goals, ok
wned and programmed for FY 2008 an

Questions/Comments

if"z

submit any questions or comments you have concerning your agency’s OSH

am and/ or these reporting guidelines.

.
o

“
Sod
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FY 2007 Agency Name Annual Occupational Safety and Health Report to
the Secretary of Labor
(Abbreviated Report Format)

) > instructions for completing the Annual Repor fj independent
agencies ws;ﬁa }‘ef,? or fewer employees, no fata ,z es o3 gzmw;‘g}p fric incidents in FY 2007,
and FY 2007 fotal and 3 ost time case rates s/ié or z;g?é;w the respective g n{?}m;iwsé%wgff
SHARE targets of 3.71 amd 1.71 (Goals 1 & 2) . The following sample veport format is

provided fﬁ?’ your convenience and can be used as a template.

5"?5;%@;"?;;2{?%%@: ane f s§f§?m dent agencies that do not satisfy these requ irements are
breviated repo éf@?fs@ii and must provide more detailed
it the comprehensive report template .

Name of Department/ Agency:
Address:
Number of federal civilian employees this report covers:

£

Please provide contact information for your Agency’s DASHO and OSH manager.

Report
I. Statistics

A. Injury and Illness Statistics

Did any employees, supervised contract workers! or volunteers? experience any
work-related injuries or illnesses in FY 2007?

' 29 CFR Part 1904.31(a)(3) requires employers to record any injuries or illnesses of contractor's employees
if those employees are under their day-to-day supervision.

2 The definition of “employee” contained in 29 CFR Part 1960.2(g) includes “any person ... employed or
otherwise suffered, permitted, or required to work by an agency ...” OSHA intentionally devised this
distinct phrasing, which differs markedly from the definition of employee applicable in the private sector,
to ensure more comprehensive safety coverage of both paid and unpaid individuals who perform work
for federal agencies.
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] YES
] NO-If you checked “NO” please proceed to Section II, B.

a. Injurv and illness rates
Use agency 1 gfm'f}f and illness data to summar

> your agency's incident
bl

t time cases during FY 2007. When report m?; your

f‘xyw«a nee o

results ing Eu % 2 2 i agency’s performance to that
i indury and zi;;ze&,g statistics £

’ o
ent agencies at
LS

nany indepenc
‘fap/index.html.} If statistics are not available on
ulate injury and ill

E’V@%;;esé éw se ?\c‘hi’ = {m L # of injury/illness cases in FY 2007 + Total # of
employees) x 10 %3
1 [P

Lost Time Case Ra = (Total # of lost time injury/illness cases in FY 2007 +
Total # of m“fzpém ees } x 100
Please identify the source of the injury and iliness and employment data

db&fﬁ,s B

b. Facilities with high injury and illness rates
If applicable, explain how vour agency identifies facilities with hig EJ“x

and iliness case rates, particularly those with high lost time case rates, and
what was done to improve these facilities’ O5H experience

B. Contract Workers and Volunteers

ct workers supervised by ?edi—zmi

nployees and the number of volunteer workers employed duri g FY 2007
X

§./,.;é::é the number anc 1 type of injuries e v each group.

Pleas @;K; ide the number of contrs

o

sevies

II. OSH Initiatives—SHARE, Motor Vehicle and Seat Belt Safety, Recordkeeping,
Workplace Violence, and Establishments

A. SHARE—Safety, Health, and Return—to—Employment Initiative
in 2004, the President established the Safety, Healtl
(SHARE) Initiative for all Executive Bra nch agend
Service. The initiative set four g“}@i‘?{‘;f‘z’zmﬁce

and Return-to-Employment
excluding the U. % é}
ures aimed at achieving

njury case management

Nﬁ
¥ r;

H
¥

measurable improvements in the safety, hea

H

e iR

outcomes at each federal agency

20f6



In FY 2007, did your agency file any injury and illness claims with the
Department of Labor’s Office of Workers” Compensation Programs (OWCP)?

[] YES

[:I NO-—If you answered “NO”, please proceed to Section I, B.

a. SHARE Analvsis

-analysis of yvour agency’s progress in achieving

¥

§<:szz; SHARE goals listed below.

1. Reduce total injury and illness case rates by 3% per year

2. Reduce lost time injury and illness case rates by 3% per year

3. Increase the timely filing of injury and illness claims by 5% per year?

4. Reduce the rate of lost production days due to injury and illness by 1% per
year.*

b. SHARE Programs/Initiatives
Describe programs established and initiatives your agency launched in
support of S

ARE. Discuss the successes and ﬁ&é{) ‘tcomings of these
programs or initiatives, and explain how they impacted the overall
effectiveness of vour agency’s OSH progra i 3

Motor Vehicle / Seat Belt Safety

Describe any motor vehicle program your agency has in place.

Executive Order 13043 requires seat belt use by federal @Wﬁ x\* on the job,
including driv

T o 5. This -
OFs any BFS CICTOA BLERGR e AUS reguirement applies i
2rs ana % %%‘»5‘@{"“3 SIS x&éféii sment agﬁ? 510 § 0ass {}ﬁffi‘?&

&

rather than front seat passen gezg only, as is the mandate in many s&a es.
Describe how ve

‘our agency tracks seat belt usage, and the percentage or number

r

3

of ¢ "ﬁ‘z;ﬁim ees s?n’{f‘vw{.‘g in motor vehicle accidents in FY 2007 who were wearing

seat belts as mrzzfmwa o those who were not.

’ Under the SHARE extension, which began in FY 2007, all agencies are now required to achieve at least a
50% timely filing rate under Goal 3. Agencies for which a 5% per year improvement from their FY 2003
baseline results in a FY 2007 goal higher than 50% will have their performance tracked against that
formula-driven target, except that no agency’s goal is required to exceed 95%. In FY 2008 and FY 2009,
the minimum thresholds will rise to 55% and 60%, respectively; for each year all agencies must meet the
minimum level or their formula-driven goal, whichever is higher, up to a maximum of 95%.

* Under the SHARE extension, Goal 4 targets have been slightly modified. Agencies with a FY 2003 baseline
Lost Production Day Rate (LPDR) at or below 15 days are charged with maintaining an LPDR of 15 or
less. All other agencies will have their progress measured against the formula-driven target of reducing
LPDRs by 1% per year, except that no such target is required to be fewer than 15 days.
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C. Recordkeeping Requirements
CFR Part1960.6

wh

WCles maintain ‘E”‘i’é?f ry and illnes
H
H

v and illness

logs. ?if case mmzjie%

ing VOUY ﬁﬁ&ﬂi\v 8 ini

ts marked "yes”, please provide a

e

Component Please describe if you checked “YES”

Web based

Excel based

Access based

Paper only

Includes “no injury”
and near miss
accidents

Includes OWCP data

Generates OSHA 300
forms

Generates OSHA
300A forms

Generates OSHA 301
forms

O 0O 0 OO0 Ooodds

Generates multiple
reports

O 0O 0 0O 0o ogoodods

Other

[

ise describe how data from your agency's re
| to improve the OSH program.

ordkeeping system have been
Y AL o

D. Workplace Violence

a. Workplace Violence Incidents

Did your agency experience any workplace violence incidents in FY 20077
YES

[ ] NO-If you answered “NO”, please proceed to II, E.

Use agency data to list all inc iéjil‘”%z% of workplace 1‘%43%}“@{:@ that occurred during
B For each case, explain where it occurred, the investigation results and
rective acton taken.
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b. Workplace Violence Programs/Initiatives

Describe programs established and mzé: atives your ¢
address workplace violence. Disc

. P
programs or inifiative 5, and ex

f these

e R o o PR P
eftectiveness of vour agency's

In the . d August 23, 2007 memo, OSHA requested agencies provide a list
ofall t imi&%‘n ents" as defined for occupational injury and illness

ye

o

)
ik
e
o)
G
S

ot

-

recor %m:i, ing purposes in 29 CFR Parts 1960 and it vour agency has not
Sy ) & )

submitted that list, please do so with your a:zm&a? report.

I1I. Employee Support

A.

OSH Training

Describe your agency’s overall plan for ensuring that all statf receive
appropriate OSH awareness and hazard recognition information and training.
In addition, describe the overall impact of your agency’s training efforts on

improving work-related safety and health.

Field Federal Safety and Health Councils

The Field Federal Safety and Health Councils (FFSHC) are cooperative

ey facilitate the

wernment. According

mteragendcy groups g&&{{@‘w by the Secretary of Labor
exchange of OSH information thro g%mui the federa
t0 29 CFR Part ”i b &%‘%{%} ), federal ag

ncy heads sf%m id

p@wm@ to participate in the activities of the councils. ]
councils meet four to twelve times a year and may provide different types of

OSH %z’aézéé'zwfp Currently there are approximately 45 ¢

Has your agency participated on any FFSHCs?

]

YES
NO—If you answered “NO”, please proceed to III, C.

Involvement
Describe the extent to which employees/manage: Ur agency were
involved i these councils.
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b. Field Council Support

—

Descri %‘}e if and how vour agency encourages statf involvement and how your

ency has provide st ééa{:wa yuncils,

C. Other Support Activities

“ribe how vour agency
%g,,,?&: ﬁzﬁz‘: ties, such

alth

IV. Accomplishments

A. FY 2007 Accomplishments

Please discuss your agency’s OSH accomplishments during FY 2007.

B. Achievements of Fiscal Year 2006 Goals

scribe your agency's progress toward meeting the goals listed in its annual
repor § or FY 2006.

V. Resources

lain any significant one-time or additional permanent resources allocated to
’f??%?g program(s) in FY2007 for areas s %‘z as wo *i\';péacﬂ fhfk;'a**d abatement,
research and developme

t, data systems, staffing, and training.

VL Goals, Objectives, and Strategies

et
r-a

. g
ie fr%&.f es planned ar % DT O @“‘:ﬂ'ﬂmcaﬁ for FY 2008 and bevond.

‘our agency's a 11 OSH plans, goals, objectives, and significant OSH
%
;

VII. Questions/Comments

1

[inenr}

Ny questions or f"{?%”i’éf{“%{?‘”ﬁ‘i you have concerning vour agency’s O5
2 and/or these re

ing guidelines.
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