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INTRODUCTION

This Plan sets forth the requirements for conducting safe business within Code 150 at the Goddard Space Flight Center (GSFC), Greenbelt, Maryland and Wallops Virginia.  It defines the safety requirements, responsibilities, and authorities for activities conducted within Code 150, including Building 8, T-6 and 18 in Greenbelt and Building E 105 at Wallops. 

The NASA Safety Manual, NPG: 8715.3, is the central agency document containing procedures and guidelines that define the NASA Safety Program.  The document serves as a general framework to structure the more specific and detailed requirements for Headquarters, Program and Center Directors. It can be accessed at the following web address: http://nodis.hq.nasa.gov/Library/Directives/NASA-WIDE/Procedures/Program_Management/N_PG_8715_3.html
Although this Plan does not specifically list the NPG 8715.1 NASA Safety and Health Handbook: Occupational Safety and Health Programs, it is understood that NPG 8715.1 sets the requirements for overall safety program, which will always be followed.  NPG 8715.1 can be accessed at the following web address: 

http://nodis.hq.nasa.gov/Library/Directives/NASA -WIDE/Procedures/Program_Management/N_PG_8715_1.html
This plan is intended to benefit both Code 150 employees and personnel coming into  Code 150 locations from outside the organization.  
Purpose

The Code 150 Safety Plan is intended to establish the policies, procedures, and requirements of the Code 150 safety program, and to provide GSFC personnel contacts. This Manual lists the pertinent NASA, GSFC, and Occupational Safety and Health Act (OSHA) requirement documents.  It is not intended to replace any of the above documents.  For more detailed information, the reference documents listed in each section must be consulted.  
Applicability

This Plan applies to all GSFC organizational elements, contractors, and personnel from other Government agencies while in Code 150 facilities.  The Plan sets the minimum requirements needed to conduct safe business.

Policies 

It is the policy of the Code 150 to provide a safe and healthful work place for all personnel. Code 150 strives to eliminate or reduce all potential hazards and health risks to the extent possible, thereby avoiding undue risk and accidents that can result in loss of life, injury to personnel, damage to property, or loss of operating time and effectiveness.  The safety of personnel and visitors, facilities and information shall always take precedence over the accomplishment of operations or achievement of schedule.  

Responsibility and Authority

The Chief Financial Officer has the overall responsibility for all personnel and workspaces assigned to Code 150.  The Code 150 Division and Branch Heads are responsible for implementing the comprehensive Safety and Health Program aimed at preventing accidents and reducing injuries and ensuring an environment that promotes effective operations and a healthful environment.  On a day-to-day basis, supervisors at all levels are responsible for ensuring compliance with this document and other applicable safety and health standards. The duties of the supervisors also include:

· Inform their employees of safety and health requirements, and of their rights and responsibilities.

· Identify hazardous areas and situations, and verify corrective action is taken.

· Ensure employees have the required safety training.

· Immediately report all significant accidents (requiring more than first aid) and near misses (could have caused death or serious injury) to the Branch Head and GSFC Safety and Environmental Branch (S&EB)  
Each building or complex has an appointed Facility Operations Manager (FOM).  The FOM’s responsibilities as delineated in GMI 1700.2, GSFC Health and Safety Program are to do the following:

· Identify hazards not adequately controlled by the line supervisor.  The FOM has the authority to stop work where risk to personnel, facility, or equipment is unacceptable.

· Initiate action to correct or control hazards.

· Approve and issue emergency evacuation plans for the facility, and monitor the designation and indoctrination of building evacuation wardens.

The Directorate Safety Committee meets on a quarterly basis.  Each section/office, the FOM, and the support contractors have representatives whose responsibilities are to:

· Create and maintain the Code 150 Safety Plan

· Exchange and disseminate safety information.

· Conduct quarterly safety inspections. See Appendix for website address of the Quarterly Office Safety Survey Form.
· Assist supervisors in correcting safety discrepancies and, when unable to correct them, notify the appropriate supervisor.

· Report the status of safety discrepancies to supervisors.

· Report all significant accidents, incidents, or near misses to the S&EB and Branch Heads.







Safety is everyone’s responsibility.  Each individual, including GSFC government personnel and contractors, is responsible for complying with this Manual and identifying and correcting hazardous situations.  They should correct unsafe conditions if it is within their ability to do so.  If they cannot correct the situation, they should ensure that the area is secured, to prevent harming others, damaging equipment, and notify their supervisor or the relevant supervisor.

Office Safety and Health

This section describes the requirements for office safety within the Code 150 work areas.  Although this is written for an office area, the general requirements apply to any area containing desks, file cabinets, etc.

Although office work is considered non-hazardous, numerous and costly workers’ compensation claims are incurred by office workers.  Office safety includes not only slips, trips, and falls, but also ergonomics issues. The S&EB is a resource for general ergonomics information. 

Design/Operational Requirements/Concerns/Issues

1. Areas shall be provided with adequate illumination.  General office areas usually need between 50 and 100 foot-candles.  Areas where personnel are working on computers should have lighting levels somewhat lower (i.e., 28-50 foot-candles).  Along with reduced levels of lightening, glare on screens should be reduced or eliminated.

2. Extension cords should be eliminated as much as possible.  No cord should be run across walkways.  (See Section 2.8 for additional requirements for electrical equipment.)  Surge suppressors should be  used with computer equipment.

3. All equipment should be inspected prior to use and used only if in good condition.  This is especially true for chairs.  Never tilt back on two legs of a chair.  Chairs should be adjustable for proper height and back support.

4. Computer stations should be set up to accommodate the worker and eliminate strain.  Health effects from using VDT include eyestrain, fatigue, and musculoskeletal problems, such as CTS.  OSHA’s publication 3092 recommends proper VDT configuration.

5. File cabinets must always be loaded from the bottom up, placing heavier items in the bottom.  Never open more than one drawer at a time.  Never leave an open file drawer unattended.  Never open a drawer if someone is underneath it or in danger from it.

6. Never stand on a chair with casters to reach high. 

7. Housekeeping is extremely important. Each employee is responsible for cleaning up the work area.  Areas not adequately maintained in a clean state not only add to a potentially hazardous condition affecting all who use the area, but may affect the ability of such individuals to evacuate safely in an emergency.  Pick up debris from the floor.  Even something as small as a paper clip or piece of paper can cause slipping hazards.

8. Remove or tape down torn carpets until repaired.  Remove loose or curled mats.  Wipe up liquid spilled on floors.

9. Do not store items on top of bookcases or cabinets above head height.

10. Do not lift items heavier than you can comfortably lift.  The National Institute for Occupational Safety and Health (NIOSH) lifting guidelines state that a person could lift 50 lb. (22.7kg) under ideal conditions in front of the body not involving trunk twisting.  Ideal conditions include: smooth lifting (no jerking), the hands spread 30 inches (76 cm) or less, lifting posture unrestricted, and object held close to the body.  Additionally, there must be good couplings (handles, shoes, floor surfaces) and a favorable environment.  If all of these conditions are not met, the maximum weight must be decreased.

11. Computer equipment, printers and personal electronics should be powered off in the evenings when employees leave.

Construction 

Most construction work performed at Goddard facilities is under the control of the Facilities Management Division (FMD). The negative effects of construction on work areas, such as hazards and excessive dust, are to be minimized and controlled by FMD.  Employees who identify hazards or experience problems in their work area resulting from construction should notify their supervisor immediately.  The supervisor should contact the  Branch Head in the Facilities Management Division to report the problem and obtain timely resolution.
Mishaps/Incidents 

All mishaps and incidents must be reported to S&EB. The investigation will utilize the NASA mishap reporting system.  Definitions of mishaps, investigation requirements, and instructions for completing the required forms may be found in Appendix B.   

The reporting procedures for mishaps and incidents are specified in NASA NPG 8715.1 (V1-B), Chapter 10, and NMI 8621.1.  The requirements of these two documents are summarized below.

Mishaps/Incident Reporting Requirements 

Any mishap, incident, or close call situation which has the potential to injure personnel  shall be reported by the affected area’s supervisor immediately.  The NASA Mishap Report, Form 1627 (see Appendix), shall be completed per the requirements of NPG 8715.1 and NMI 8621.1 for all injuries and near misses.  The division-level manager shall be informed no later than 8:30 am on the day following a reportable incident.  If information is incomplete, an initial report should be submitted to meet the deadline, followed by the final report.  It is important to complete the corrective action section and describe what positive steps will be taken to prevent future recurrence of the problem.

Copies of the report shall be distributed to the Division Office, affected Branch, S&EB and appropriate organizational elements.

Mishap Investigation and Follow-up

Affected organizations are responsible for investigating mishap causes and instituting corrective measures to prevent recurrence.  In particular, investigation boards shall be appointed for mishaps categorized as Type A, Type B, or Mission Failure, which are defined in a subsequent section.  Investigations conducted by the boards will be documented formally and the reports distributed for mishap prevention purposes.  Refer to NMI 8621.1, Section 5 through 12 for the complete requirements for mishap investigation and follow-up.

Immediate Responsibilities Following a Mishap

1. Personnel first on the scene of mishap:

· Call Goddard’s emergency telephone extension, 112, and request assistance from the Goddard Emergency Response Team (GERT).  If possible, render assistance to victims and attempt to limit further injury and property/equipment damage.

· If possible, and until relieved by competent authority, secure the scene of mishap against action that could impair investigation, and obtain the names and addresses of witnesses.

· Report by telephone or the most expeditious means all known facts to the Safety and Environmental Branch, (301) 286-2281.

2. Area Supervisor/Group Leader:

· Obtain immediate assistance for injured personnel.  Institute appropriate emergency measures to minimize further damage to personnel and property.

· Render assistance to the GERT personnel as requested.

Obtain all information necessary to fulfill the reporting requirements described in NMI 8621.1, Section 5 through 12 .  Ensure that the Safety and Environmental Branch has been notified.

Mishap Definitions

1. NASA Mishap-Any unplanned occurrence, event, or anomaly that meets one of the definitions below.  Injury to a member of the public while on NASA facilities is also defined as a NASA mishap.

· Type A Mishap-A mishap causing death and/or damage to equipment equal to or greater than $1,000,000.  Mishaps resulting in damage to space hardware (flight and ground hardware) and/or unanticipated test failures are included in this definition (and the definitions listed below).

· Type B Mishap-A mishap resulting in permanent disability to one or more persons, or hospitalization (for other than observation) for five or more persons, and/or damage to equipment or property between $25,000 and $1,000,000.

· Type C Mishap-A mishap resulting in damage to equipment or property between $25,000 and $250,000, and/or causing occupational injury or illness, which results in a lost workday case.

· Mission Failure-Any mishap of such a serious nature that it prevents accomplishments of a majority of the primary mission objectives (as determined by an authorized assessment board).

· Incident-A mishap consisting of less than Type C severity of injury to personnel (but more than first aid severity) and/or property damage between $500 and $25,000.  Events that result in property loss of less that $500 should be reported as incidents if they have significantly greater potential or high visibility.

1. NASA Contractor Mishap-Any mishaps as defined in Paragraph 1 above that involve only NASA contractor personnel, equipment, or facilities in support of NASA operations.

2. Immediately Reportable Mishaps-All mishaps that require immediate telephonic notification to local and Headquarters’ safety officials.  Included in this category are those mishaps defined in Paragraph 1 and 2 above with the exception of Type C injury/illness cases and incidents.

3. Close Call-An occurrence in which there are no injuries, no property/equipment damage, and no significant interruption of productive work, but which possesses high potential for any of the mishaps defined above.

4. OSHA Reportable Mishap-An occupational death, injury, or illness that must be recorded subject to OSHA requirements in 29 CFR Part 1904.  Contact S&EB for guidance. 

Emergency Evacuation

Any time evacuation alarms sound for more than 30 seconds, personnel are to evacuate the building in a responsible manner.   Never use the elevators during an evacuation.

The two categories of emergency that warrant evacuation are: 

Non-Life-Threatening Emergency

In the event of a non-life-threatening emergency:

· Secure the area around the emergency, clearing all personnel except those seriously injured in cases where movement would make the injury worse and the injured is in no immediate danger. 

· If the emergency situation can be brought under control without placing personnel, including oneself, in danger, the individual may do so.

· Call the Emergency Console (ext. 112).  Specify the emergency condition, location (building and room), and your name and phone number.

· Designate a specific person to meet the Goddard Emergency Response Team (GERT) to inform them of the problem and the status of the situation, and to direct them to the emergency.  Identify who is responsible for making this designation and the related process. 

Life-Threatening Emergency

In the event of a life-threatening emergency:

· Sound the nearest fire alarm.  All personnel shall immediately secure their equipment as appropriate and evacuate the building, and proceed to a waiting area that is at least 100 feet from the building, and does not obstruct roads or means of access to parking areas needed by emergency response vehicles. 

· Go to the nearest safe telephone and call the Emergency Console (112).  Specify the emergency condition, location (building and room), and your name and phone number.

· If conditions permit, personnel may be diverted from the hazardous area until trained personnel arrive.

· Designate a specific person to meet the GERT to inform them of the problem and status of the situation, and direct them to the emergency. 

· Re-enter only when told to do so by the GERT or Fire Department.

Buddy System 

Persons with disabilities will be assigned a buddy. In addition, provisions must be made for anyone who is unable to use the stairs during an emergency.

The purpose of the buddy system is to ensure the safe evacuation of employees who are unable to evacuate the building, or to determine that the alarm is sounding, without assistance.  In each instance of the buddy system, the individuals who have been partnered should reach an understanding and obtain any necessary training about the procedure that will be used during an evacuation.  This includes whether the buddy can immediately assist with the evacuation or needs to obtain help.  The point of contact for obtaining help should be identified and confirmed periodically.  A back up buddy, familiar with the specific evacuation procedure for this individual, should also be identified.  Each instance of buddy system should be reviewed by the supervisor and branch head, and concurred by the S&EB. 

Trailers 

This section covers fire protection and safety issues specific to the use of trailers.  Trailers under the authority of the Code 150 must comply with the requirements specified in the latest revision of GMI 1710.3 Trailer Fire Protection and Safety.  

This GMI is applicable to trailers used for office space.

Specific Facility Requirements

Code 150 personnel must coordinate trailer operational requirements with the S&EB.  The following information summarizes GMI 1710.3 regulations:

1. For trailers not associated with a major building, a Facilities Operation Manager (FOM) will be appointed to monitor and enforce GMI 1710.3 regulations.

2. As part of their annual safety inspections, safety survey teams shall inspect all trailers in their areas of responsibility.  For trailers not associated with major building, separate surveys shall be scheduled.

3. Trailer parking will be restricted to designated permanent trailer pads where trailer service is provided.  All permanent trailer pads must be provided with utility services to include fire protection and security alarm connections.  Trailer pads must be sized for the full dimensions of the trailer.

4. Specification and proposed locations for trailers must be reviewed and approved by the S&EB.  Trailer information must be provided to the Facilities Management Division so the can prepare site location maps and provide the necessary engineering services.

5. A reliable an unobstructed means of access to all trailers shall be maintained for vehicles and equipment responding to emergencies.

6. Stairs, landings, and handrails shall meet OSHA requirements.  Stairs shall be firmly attached to the trailer but shall not be supported by the trailer.  The FOMs shall inspect the stairs and appurtenances annually.  Mobile trailers shall provide stairs engineered to best reflect provisions of the same codes, within their operational constraints.

7. All trailers shall be anchored.

8. All trailers must be suitably sized fire extinguishers, compatible with the occupancy being protected.  Coordinate other fire protection requirements, such as smoke detectors, automatic alarms, fire suppression system, etc., with S&EB.  The comprehensiveness of fire protection apparatus will be determined based on variables such as life safety, dollar value, mission importance, etc.

9. Personnel contact information shall be posted near the main entrance to each trailer.  Emergency procedures shall be developed for occupied trailers.

Health 

Smoking

This section describes the GSFC smoking policy.  This policy applies to all  Code 150 work areas and buildings. The purpose of this policy is to promote good health and provide an environment reasonably free from pollutants, including tobacco smoke.

General

Design/Operational Requirements 

1. Smoking is prohibited in all GSFC building and facilities.

2. Smoking outside of buildings is prohibited in areas posted as such.

3. Smoking at building entrances is limited to those supplied with ashtrays.

Acronyms/Definitions

Smoking - A lighted cigar, cigarette, pipe, or any lit tobacco or plant material.

Reference Documents Unique to this Section

GMI 1772.1, Center Smoking Policy

Waivers

Compliance with the requirements of this Plan is mandatory unless an approved waiver has been obtained from the Chief Financial Officer.  Waiver requests for Safety Program requirements and/or policies of other GSFC Organizations must be prepared and submitted to the authority having jurisdiction for process and approval, but must be routed through the CFO’s office.

APPENDIX


NPG 8715.3 NASA Safety Manual:

http://nodis.gsfc.nasa.gov:80/Library/Directives/NASA-WIDE/Procedures/Program_Management/N_PG_8715_3/N_PG_8715_3.html 

GMI 1710.3 Trailer Fire Protection and Safety


http://msc-docsrv.gsfc.nasa.gov/GDMS_docs/GMI1000/GMI-1710.3D.pdf

GMI 1772.1, Center Smoking Policy


http://msc-docsrv.gsfc.nasa.gov/GDMS_docs/GMI1000/GMI-1772.1B.pdf
Quarterly Office Safety Survey – from the Goddard Supervisors’ Safety Manual


http://safety1st.gsfc.nasa.gov/supvguide.shtml

Evacuation Plan:  The Building 18 Evacuation Plan is undergoing revision.
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