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CROSS-REFERENCE MATRIX

Table 1 shows that the organization of our plan is aligned with NASA’s sample plan in Appendix
E of NPR 8715.3, “NASA General Safety Program Requirements.”

Table 1. Cross-Reference of the ITT Team’s Safety and Health Plan with the Requirements of
NPR 8715.3. The ITT Team meets or exceeds all NASA requirements for this plan, ensuring a safe and

healthful workplace for the SCNS staff.

NPR 8715.3 Appendix E, “Sample Safety and
Health Plan for Service or Operations
Contracts”™

|

|
The ITT Team Safety and Health Plan
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NPR 8715.3 Appendix E, “Sample Safety and
Health Plan for Service or Operations
Contracts”

The ITT Team Safety and Health Plan
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PREFACE

This Safety and Health Plan will be viewed as the Master Plan and Manual for operating the ITT
Safety and Health Management System (SHMS). Throughout this plan, there are references to
standard GSFC, ITT Polices and Procedures, Internal Operating Procedures, Best Practices, and
Culture. SCNS managers and supervisors, in consultation with the ITT Team Safety and Health
(S&H) manager, must determine which applications apply to their specific operations and then
implement them.

The ITT SHMS applies to all ITT subcontractors and Team members and ITT reserves the right
to audit and review teammate and subcontractor programs to ensure they meet or exceed ITT’s
standards. If they do not, their contract states that they must immediately implement the ITT
SHMS upon formal notification from ITT of non-compliance.

Volume II - Safety and Health Plan ix February 15, 2008
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SCNS SAFETY AND HEALTH PLAN
1.0 INTRODUCTION

1.1 Purpose

This document describes the Safety and Health (S&H) plan to be followed by the ITT Team in
its performance of core tasks and IDIQ work on NASA’s Space Communications Network
Systems (SCNS) contract.

1.2 Scope

The provisions in this document will be in effect throughout the duration of the contract. It will
apply to SCNS facilities covered under the SCNS contract.

Volume II - Safety and Health Plan 1 February 15, 2008
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2.0 REFERENCES
This S&H Plan was developed to be in compliance with the following NASA documents:

NFS Provision 1852.223-73

NASA Procedural Requirements (NPR) 8715.3B “NASA General Safety Program
Requirements”

NASA STD 8719.7, Facility System Safety Guidebook

Clause 1.7, Hazardous Material Identification and Material Safety Data (FAR 52.223-3
Alternate I)

NPR 8710.1, NASA Emergency Preparedness Program

NPR 8715.2, NASA Emergency Preparedness Plan, Procedures and Guidelines

GPR 1700.1, Occupational Safety Program at Goddard Space Flight Center

NPR 8621.1, Reporting of Mishaps and Close Calls

GPR 8715.1, Processing of NASA Safety Reporting System (NSRS) Incident Reports
NASA-STD-8719.9, Standard For Lifting Devices And Equipment
NASA-STD-8719.11 with change 3, NASA Safety Standard for Fire Protection

Volume TI - Safety and Health Plan 2 February 15, 2008
PRO80OG! Use/Disclosure of Proposal Data is Subject to the Restrictions on Proposal’s Title Page.



Paitinering for Mission Success

T

NNG08218142R

3.0 BACKGROUND OF ITT’S SAFETY AND HEALTH PLAN

ITT recognizes the unique risks involved in performing maintenance on large antenna and RF
systems and the challenges of having a geographically dispersed operation.

We know from our experience with identical and similar hazards, whether on the GSFC/JPL
Deep Space Network (DSN) contract, providing Operations and Maintenance (O&M) services
on the Air Force Satellite Control Network, our experience with the Defense Satellite
Communications System, or from our long tenure of over 40 years as the U.S. Air Force Western
Range Operations, Maintenance, and Engineering (OM&E) contractor, that the O&M and
Engineering of space TT&C services has unique hazards and risks. The SCNS tracking antennas,
RF systems, and associated infrastructure present physical hazards not typically experienced in
most commercial environments. The combination of lifting, hoisting, locking/tagging out of RF
and electrical hazards, design of safe equipment, potential exposure to adverse weather
conditions, and need to maintain extremely high network availability makes SCNS unique.

We work closely and continuously with each organization to ensure the absolute safety of our
employees and any employees in our care. Our plans address the hazardous situation whether
climbing antennas, operating RF equipment, logistic movement, maintaining high voltage
systems, or just being aware of hazardous operations at the various SCNS locations that could
affect our employees and resources.

The ITT Team’s SHMS provides an integrated management tool to implement our commitment
to continually improving S&H performance.

The ITT Team recognizes mission-focused success depends on using integrated management
systems to incorporate disciplines of Quality Assurance, operations, and S&H. The ITT Team
will employ integrated SHMS at the leadership, strategic, and operational level. Our team is
committed to the overall Safety and Health of employees at all levels, and the surrounding
community, while supporting the SCNS mission. The ITT Team’s stated commitment is to
comply with applicable regulations of federal agencies (e.g., Occupational Safety and Health
Administration (OSHA), Department of Transportation (DOT), and the Environmental
Protection Agency (EPA)), GSFC, the host sites, state and local agency laws, rules, and
regulations for S&H requirements.

The ITT Team ensures safe and reliable OM&E of Facilities, Systems, Equipment, and Utilities
(FSEU) along with all supporting functions to ensure SCNS mission success. The ITT SHMS is
an OSHA VPP; ISO 14000; OHSAS 18000; and ANSI Z10 standard compliant system.

The ITT Team ensures safcty performance by requiring employees to follow all applicable
regulations, ITT policies, programs, procedures and GSFC requirements. Our S&H manager will
manage and refine the SCNS S&H program using ITT’s Voluntary Protective Program (VPP) -
based program to monitor and control S&H operations and practices, ensuring compliance with
applicable laws, regulations, and program requirements.

Volume II - Safety and Health Plan 3 February 15, 2008
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We conduct an assessment to identify risks and hazards using the ITT S&H Life Cycle (Figure 1)
and the SHMS. As identified in our assessments, we mitigate operational risk by implementing
plans, programs, and training. To strengthen employee involvement and management
commitment, we emphasize internal communications through employee involvement with safety
committee meetings, S&H newsletters, outreach programs, and other forms of communication.
We perform self-inspections, retain proper documentation and write and update programs and
plans. We participate in customer, federal, and state audits, and internal S&H audits performed
by external corporate ITT S&H auditors. The ITT Team’s standardized approach makes every
ITT Team employee accountable for S&H. Accountability leads to reductions in injuries,
environmental incidents, and loss of Government property, ensuring mission continuity and
reducing impacts to cost, schedule, and/or risk.

Our program is a continuously repeating cycle that includes:

¢ Risk analysis

e Project requirements

e Planning and implementing programs to meet requirements and mitigate risks
e S&H training

¢ Reports and deliverables

e Verification through audits and continuous inspections

Our S&H Plan is tailored to meet the policies, goals, and requirements in conducting business at
SCNS locations and we disseminate it to employees, subcontractors, vendors, visitors, and
guests. We leverage our best practices from contracts such as the Deep Space Network, and the
Joint Spectrum Contract, and use them across all our contracts.

Volume II - Safety and Health Plan 4 February 15, 2008
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4.0 MANAGEMENT LEADERSHIP AND EMPLOYEE PARTICIPATION

ITT is committed to a worldwide leadership role in protecting and promoting the environment of
the communities in which we work, the safety and health of GSFC employees, the local
population, and ITT Team employees. The ITT Team managers employ an integrated SHMS at
the leadership, strategic, and operational levels of SCNS. Managers are committed to improving
GSFC’s S&H program through ITT’s standardized approach, to staffing SCNS with professional
S&H employees with proper training and credentials to implement regulatory requirements, to
assisting customers regarding S&H issues, and to offering proper program, procedures, and
techniques to protect the environment and human health.

Employees are aware of their roles and responsibilities in identifying safety and health risks and
promoting S&H. We train them to participate in inspections, audits, surveys, and program
reviews. They participate on Safety Committees, act as fire wardens and safety representatives,
and plan and conduct site-level safety and health activities.

4.1 Policy

ITT’s corporate S&H policy is to provide the highest degree of stewardship to achieving our
mission of a world-class S&H culture. ITT’s SCNS S&H policy is issued with the full
commitment of senior management. QOur policy emphasizes upfront safety, reliability,
maintainability, and quality assurance in all program activities and integrating S&H practices
and procedures into our management systems.

4.2 Goals and Objectives

The ITT Team’s goal is to establish and maintain a comprehensive safety and health program
that meets the requirements defined in NASA requirements; and assures the protection of the
public, the GSFC and contractor workforce, equipment, and property.

We consider the S&H program to be a continuing cycle, as shown in Figure 1. When project-
related safety and health issues are identified, they are defined in the requirements for the project
so they will be addressed throughout planning, implementation, documentation and training. The
verified Safety and Health program is used as a guide to assess subsequent programs for S&H
exposures, and the cycle begins again.

Volume II - Safety and Health Plan 5 February 15, 2008
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Figure 1. Safety and Health Life Cycle. /TT's
standardized S&H approach is a repeating cycle

for continuous improvement
Each year, the program manager establishes specific, performance related, safety and health
goals and objectives and uses metrics to assess our progress towards them. Leading indicators
(warning signs) and lagging indicators (results) are used to measure performance. Indicators
include:

SCNS-0488

o OSHA injury frequency and severity rates

e Property damage incidents and cost

e Hazard/Close Call Reporting

e Safety and health training status

e Inspection and audit completion and finding closure status
e Hazard analysis/job safety analysis completion status

e GSFC Performance Evaluation Profile (PEP) Results

» Safety observations results

e Voluntary Protection Program (VPP) implementations.

These metrics support the assessment and reporting of the overall effectiveness of the Safety and
Health program.

The ITT Team uses audits, VPP performance assessments and the PEP program to measure the
effectiveness of its safety program and to fulfill the GSFC and OSHA VPP requirements for
annual self-assessments. The PEP and annual self-assessments are conducted for ITT Team
managers and employees to obtain an objective program evaluation. The PEP evaluation
contains a facility safety survey that evaluates the facilities where The ITT Team employees
reside to perform assigned duties. We compare the results of PEP evaluations to existing

Volume II - Safety and Health Plan 6 February 15, 2008
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documentation such as close-call reports, audits, accident investigations, and baseline facilities
evaluations to assess program effectiveness and to develop and monitor goals for the upcoming
year,

Appendix A contains an initial assessment of the SCNS program using the PEP criteria, and a
proposed milestone schedule for achieving a Level 5 in each PEP area.

4.3 Management Leadership

ITT provides the visible management leadership that is essential to attain our S&H program
goals and objectives. Our teammates have adopted our S&H policy. Responsibilities are assigned
in writing, in accordance with section 4.5, and expectations clearly communicated for safety and
health performance to supervisors and employees.

Employee-led Safety Committee meetings, all-hands meetings, and Safety Orientation training
communicate the policy and the plan. We continuously measure, review, and correct progress
towards our goals at every level while addressing emerging safety issues through management
and the Safety Committees.

The S&H manager has reporting responsibilities to our Corporate S&H Director to ensure
independence from the performing organization and to reach back for resources. The PM who
has ultimate responsibility and accountability, directs the safety program through the S&H
manager, who is responsible for the management of SCNS safety reporting and day-to-day safety
administration. The S&H manager, a qualified safety professional, assists with hazard
identification, evaluation, control, procedure development and review, recordkeeping, and
overall monitoring of the program. Specific tasks assigned to this role are detailed in Section 4.5.

The ITT Team managers are responsible for the safety and health of their people, spaces, and
equipment. They report directly to the PM who is available as an advisor, and they solicit
volunteer Safety representatives within their area to assist them with safety audits, accident
investigations and training. Safety representatives serve on Safety Committees and assist the
S&H manager with contract-wide safety activities.

The Project Manager will ensure the Safety and Health Plan is implemented as approved. The
Program Manager will be personally responsible for the implementation of the Safety and Health
Plan.

Coordination

SCNS work is conducted in a geographically dispersed environment and features close contact
and working relations with teammates and GSFC staff and conducting an S&H program.

These relationships promote mutual support during multi-contractor, joint, or integrated
operations. An informal and formal exchange program provides a means to share safety and
health information effectively and consistently among stakeholders and local, regional, and state
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regulators. Our S&H manager is the primary point of contact for the GSFC customer, with
interfaces established by site safety representatives at the other SCNS locations.

4.4 Employee Involvement

All ITT Team members are required to participate in the S&H program ensuring that they are
involved in identifying hazards, recommending and monitoring hazard controls and participating
in the development, execution, and success of our program.

We train employees and safety representatives to enable them to productively participate in
inspections, audits, surveys, and program reviews. We encourage communication between
managers and employees regarding safety issues by authorizing, encouraging and empowering
employees to stop work activities they believe present potentially serious safety or health
hazards. We encourage off-the-job safety because it affects overall health and safety and the
success of our program.

Employee involvement starts with clearly defined employee rights and responsibilities under
OSHA, which we define at the point of hiring and discuss in our safety policies and procedures,
and continues through employee-management interfaces which reinforce that employees can
report hazards and mishaps directly to their management without fear of reprisals.

4.5 Assignment of Responsibility

Managers are a key element in complying with the safety and health program because they have
direct control over SCNS work activities. Their most important responsibility is to set an
example for employees assigned to them by demonstrating full support and compliance with
safety policies and requirements. Managers are responsible for ensuring that employees are
trained in safe work practices, understand the physical and health hazards of assigned tasks, and
are provided with and use proper protective equipment. They monitor their areas continually for
factors capable of causing mishaps and intervene to prevent them. Finally, managers are
responsible for taking appropriate corrective and disciplinary actions if their employees violate
safety rules.

4.5.1 SCNS Program Manager (PM)
The PM’s role in the S&H program is to;

o Coordinate with Human Resources to select a S&H manager

e Oversee the development and implementation of S&H programs

e Delineate and document teammates’ S&H responsibility and accountability
s Provide resources to meet the needs of the S&H program

¢ Enforce S&I policies and procedures and comply with applicable local, state, and federal
safety and health regulations

o Ensure employees are trained in S&H
¢ Develop formal contacts with regulatory agencies, GSFC, and host location owners
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4.5.2 Managers and Team Leads

The role of managers and team leads in the S&H program is to:

Help implement the safety policy and conduct activities within their area to prevent
injury to people and damage to property

Control the design, engineering, condition, and use of equipment, facilities, processes,
methods, and procedures to eliminate or control hazards and minimize work-related
losses

Notify the S&H manager of hazardous operations
Ensure employees are trained in S&H
Coordinate hazardous operation procedures with the S&H manager

Ensure that assigned employees understand safety responsibilities, practice safe work
habits, and use protective equipment or apparel as required

Maintain a clean and efficient area of operation, correct hazardous conditions and
practices, investigate accidents and injuries, and make required reports within specified
time limits

Review proposals for new and modified equipment, facilities, processes, methods, and
procedures with the S&H manager prior to completing final plans

Conduct periodic fire, environmental, safety, and health inspections of responsible areas
and operations

4.5.3 Safety and Health Manager
Our S&H manager is a knowledgeable safety leader. Responsibilities include the following.

Implement site-specific Safety and Health programs

Provide day-to-day oversight of Safety and Health programs

Conduct and document employee training

Interface with regulatory agencies

Identify S&H concerns and needs, and programs or actions to mitigate them
Provide feedback to the PM concerning the status of the program

Maintain copies of forms included in the S&H manual and on the SCNS Integrated
Information Management System (IIMS)

Take Stop Work action when unsafe conditions are found
Support local SCNS S&H and fire protection concerns and goals
Participate in GSFC and host owner S&H meetings

Chair Safety Committee meetings

Volume II - Safety and Health Plan 9 February 15, 2008
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4.5.4 Company Physician

The majority of our SCNS employees working on government sites use local medical facilities
for occupational health and emergency medical services. Since the ITT Team does not have an
on-site company physician, the PM or S&H manager communicate medical data to GSFC and
ITT corporate management. For employees at other locations, the PM or S&H manager
communicate medical data to SCNS management.

4.5.5 Building Fire Wardens

Building fire wardens are selected to represent section/floors of buildings where SCNS contract
employees reside, ensuring that all employees are accounted for during a drill or emergency.
Their responsibilities include the following:

Participate in training in fire warden duties and responsibilities

Attend fire warden meetings when required by Facilities Management

Identify the escape routes and rendezvous locations for employees in their section

Identify an alternate to serve in their absence
During drills or actual emergency evacuations fire wardens

¢ Lead employees working in their area

e Assist managers report to the facility manager any missing persons
e Complete the Fire Drill Accountability Checklist

o Assign buddies to assist employees requiring evacuation assistance

4.5.6 Designated Safety Official

Our designated safety official is the S&H manager. The S&H manager is the safety
representative  who will be responsible for adherence to Center-wide safety, health,
environmental, and fire protection concerns and goals, and will participate in meetings and other
activities related to the Center’s Safety and Health program.

4.5.7 Employee Responsibilities
Employees participate in our S&H program by:

e Volunteering as safety representatives or fire wardens
» Conducting safety and health audits

o Performing Job Safety Analysis (JSA), hazardous operations assessments, procedure
assessments, and Operational Readiness Reviews

e Working on the Safety Committee
o Participating in GSFC and SCNS field site host safety committees
e Planning and conducting the site-level safety and health activities
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Investigating mishaps and close calls and contributing to hazard corrective action
Contributing to our S&H program and sharing safety information sources
Identifying hazards through the Close Call Reporting System or directly to management

Assisting with community safety outreach activities such as safety fairs, CPR training,
Fire prevention week and S&H Days

Participating in Off-The-Job Safety and Health program activities

Having their families and children participate in the safety calendar contest, home
evacuation plan drawings

Contributing to Continuous Improvement projects, programs and initiatives

Developing creative themes and methods of communicating the message to employees
regarding on and off the job safety

Requesting supervisors to immediately correct a hazardous situation or stop work until
corrected or if the supervisor is unavailable or unwilling then doing it themselves and
reporting the situation to the S&H representative

4.5.8 SCNS Safety Committee (The ITT Safety Committee)

The Safety Committee consists of managers and employees who rotate periodically and represent
SCNS major functions. They meet during regular work hours at least monthly and convene at
other times to address urgent issues.

Responsibilities of the Safety Committee are to:

Review compliance with safety and environmental policies and procedures and to
recommend changes or improvements

Address other safety and/or environmental problems and procedures to improve the
safety and health of the employees

Review facility inspection results, identify safety problems and recommend corrective
action

Conduct facility inspections monthly for every department within the facilities

Enter inspection findings into a central database for tracking and analysis

Assist in enforcing safety policies and procedures or reporting to the company where
policies, procedures, or rules are not being followed

Act as the representative in their area which includes communicating safety rules to other
employees in their areas

Provide a representative to whom employees can go with S&H problems or concerns

Bring problems in their areas are to the company’s attention
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4.6 Provision of Authority

This Safety and Health Plan complies with the NASA Safety Program as defined by NPR
8715.3B, and GSFC General Safety Program Requirements. Our Plan will also meet and/or
exceed all, OSHA, EPA, and other federal, state, and local regulations. :

This plan is pericdically reviewed, as necessary, but at least on an annual basis, to ensure that
changes in federal, state, local, GSFC, or field site regulations are reflected within the ITT
Team’s programs, policies, and procedures. Revisions to this plan are resubmitted to the GSFC
Safety and Mission Assurance Office for approval and comment.

4.7 Accountability

The ITT Team brings an innovative accountability metric to the SCNS program. The ITT
Corporation Safety Performance Program (SPP) Policies and Standard Procedures (P&SP),
focuses on measuring safety performance in terms of leading and lagging indicators. 75% of the
weighted score value is assigned to the leading and only 25% assigned to the lagging indicators.
If we measure only failures, i.e., number of accidents, we have data that a problem exists but no
data indicating how to prevent or minimize the accident event.

To achieve world class S&H performance we have to also look at positive, proactive measures
designed to target accident reduction. Examples of proactive activities include management
participation in activities such as:

¢ Job safety analyses

¢ Job safety observations
¢ Close call investigations
¢ Safety communication

¢ Safety inspections

¢ Safety meetings

¢ Risk evaluations

o Safety training

The SPP focuses on leading indicators, crediting a project/program as having met its leadership
requirements by documenting, for example, that the PM provided a monthly safety message,
participated in the monthly project safety meeting, reviewed the current accident data and trend
analysis for their project, and assisted with updating the project risk profile relating to S&H
activities and accident prevention. The SPP scores the site on meeting its accident reduction
goals for Injury Frequency (IF) and Injury Severity (IS) and combines the lagging and leading
scores giving the project a point-value score on a scale from 0 to 100. Acceptable performance
begins with a minimal score of 80; superior performance is 95 or above. Awards for S&H
performance are presented at our annual Management Conference.
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4.7.1 Manager Accountability

Line managers are held accountable for meeting their S&H protection responsibilities. Authority,
responsibility, and accountability for S&H are clearly defined in their performance plans and
evaluated annually by senior management.

4.7.1.1 Program Manager

S&H performance standards for PMs include:

Defining The ITT Team’s safety and health requirements and liabilities

Complying with SCNS safety regulations

Providing safety training for employees and managers

Ensuring employees have knowledge of specific hazards in their workplace
Establishing and communicating safety responsibilities to managers and employees
Continuously reviewing manager performance and giving feedback

Conducting formal performance assessments which include measures of safety
performance

Taking action to reduce personal injury or unsafe use of facilities and resources
Conducting periodic safety assessments

Investigating mishaps promptly and completely and taking corrective action
Assigning a S&H manager

Budgeting resources for safety

4.7.1.2 Department, Functional, and Project Managers

S&H performance standards for other managers and team leads include:

Attending management S&H training

Knowing safety requirements and liabilities

Making employees aware of the hazards and safeguards in their workplace
Providing safety orientation for new employees

Establishing a work environment that meets S&H regulations

Promptly correcting hazards

Conducting safety inspections at least monthly

Taking action to reduce personal injury or unsafe use of resources
Discussing safety issues and concerns at staff and group meetings
Ensuring employee safety representation to the SCNS Safety Committee
Assigning building/area fire wardens

Providing ongoing review of employee performance with feedback and coaching
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e Initiating disciplinary action for employee violations of S&H procedures

The results of performance against these standards are documented in each manager’s annual
performance review.

4.7.2 Employee Accountability

Managers hold employees responsible for their own S&H and partially for their coworkers’
S&H. Employee annual performance reviews evaluate employee safe conduct, their adherence to
policies and procedures, use of safety articles and protective equipment, and their reporting of
injury, accident, or violation.

4.7.3 Disciplinary Policy and Procedures

Progressive discipline consists of discrete steps of disciplinary action increasing in severity as
infraction warrants. Severity of infraction correlates with Disciplinary Step. The PM may
immediately discharge an employee for egregious acts or violations of our safety policies and
practices.

The ITT Team has an employee code of conduct for the workplace. Examples of misconduct that
are detrimental to maintaining safe and desirable working conditions for everyone are cited in
ITT P&SP HR 3.9, Rules of Conduct. For general information, a Class A violation is an example
of behavior by an employee normally considered inexcusable and may result in immediate
discharge.

4.7.4 Employee Motivation

To encourage employee participation and accountability in the safety and health program, the
ITT Team participates in GSFC and ITT Corporation awards programs and institutes a SCNS
Awards program for superior safety and health performance. ITT has a continuous improvement
program that includes safety as an element of focus through the Safety Performance Program.

4.8 Program Evaluation
The ITT Team measures quantitatively the effectiveness of our S&H program. We use the results
to:

e Evaluate S&H program implementation by department

e Determine whether to conduct a focused audit

o Identify areas of emphasis for continuous improvement
e Evaluate S&H management programs and processes to ensure that they are effective and

VPP-compliant
4.8.1 Self-Evaluation

The ITT Team self-evaluates its S&H compliance program using the four major categories and
elements from OSHA’s VPP guidelines. The Safety Committee reviews, discusses and
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distributes results to managers and employees. Objectives for the next year focus on areas of
weakness identified in the annual evaluation and by soliciting input. The Safety Committee
assigns, records and tracks actions to meet these objectives and reviews progress at monthly
meetings.

For ITT specifically, we conduct another Safety and Health Self-Evaluation (S&HSE) which
surveys equipment, materials, and processes to identify existing and potential safety, health, fire,
and environmental hazards. The following outlines elements of the S&HSE.

e The effectiveness of existing hazard controls

e Examination of S&H records maintained over the past year including incident/accident
reports, injury and illness statistics, and documentation of compliance with S&H laws
and regulations. Our teammates are included in this evaluation,

e Status of goals, training and action plans
¢ Updates of:

The inventory of water discharges
Alr emissions

Wastes

o ©0 O O

Permits and regulatory reports
The training plan

0

Remediation

The well, tank, pit and pipeline inventory

o O O

Site location and geologic information

o Employee exposure monitoring
The completed S&HSE report, including the updated goals and action plans, is reviewed and
approved by ITT Team management who then provide it to the ITT Corporation, Defense
Division, S&H Director.
4.8.2 Performance Evaluation Profile (Appendix A)

The ITT Team measures the effectiveness of its program by participating in the annual GSFC
Performance Evaluation Profile survey. We use the results to evaluate overall effectiveness of
the Safety and Health program and line managers’ implementation of it, to determine whether to
conduct a focused audit, and to identify areas of emphasis for continuous improvement.

The following scoring are used criteria for the S&HSE:

1. No safety and health program in place
2. Needs improvement
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3. Complies with OSHA requirements
4. Exceeds OSHA compliance (Star status)
5. Exceeds requirements for Star status

4.9 Performance Documentation

The S&H manager identifies, acquires, and maintains pertinent safety and health data such as
procedures, accident/incident/mishap reports and logs, records, minutes of meetings, checklists,
statistics, reports, analyses, and notes which pertain to safety and health processes or programs.
We process and analyze the information publishing meaningful data and reports for the GSFC
customer in compliance with contract requirements, or upon request.

We make available objective evidence to demonstrate our efforts to meet Voluntary Protection
Program (VPP) requirements and achieve safety and health goals. This evidence includes:

e Tracking of leading indicators; audit findings, near misses, hazard items, mishap/accident
report actions, maintaining metric data and other safety-related actions

¢ Closeouts of open items, data collection, metrics, and reporting

¢ Tracking numbers, entry dates, points of contact, Risk Assessment Codes (RAC), status
closure dates and remarks, data base maintenance

o Tracking of Close Call Reports, audits, and other safety actions, data collection, data
entry, and database administration by the S&H manager with assistance from the ITT
Team information technology employees

* Reports on status of hazard item closures, mishap action item closures, Close Call Report
closures, metric reporting, and ad hoc queries

e Examples of our metric reporting data:
o Total inspection/audit items opened and closed in time period

Total open and closed items in data base
Number of open items above severity level of 3
Number of open items by type

Number of OSHA recordable items in time period

© ¢ o O O

Number of lost work day cases due to occupational injury/illness for year
Number of restricted work days cases due to occupational injury/iliness for year
Number of lost work days due to injury for year

Number of restricted workdays due to injury for year

Percent scheduled Audits/Inspections complete

o © O 0O O

Percent training complete by priority, and by topic
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4.9.1 Roster of Terminated Employees

We provide a roster of terminated employees to the GSFC Occupational Health Officer no later
than 30 days after the end of each Contract year or at the end of the Contract. The ITT Team’s
Human Resources (HR) department will provide this report with the following information:

e Date of report, contractor identity, and contract number

» For each person listed the name, social security number, ITT Team badge number, and
date of termination.

e Name, address, and telephone number of contractor representative to contact for
questions or other information.

4.9.2 Material Safety Data Sheets

The ITT Team provides copies of Material Safety Data sheets for hazardous materials brought
‘onto a field or Government site and/or included in products delivered to GSFC. To comply with
NPR 1800.1B, GSFC Occupational Health Program Procedures, and field site requirements and
to maintain compliance with 29 CFR 1910.1200, OSHA’s Hazard Communication Standard, we
send to the GSFC or site central repository one copy of each sheet with any information on new
or changed locations and/or quantities normally stored or used. To ensure compliance and to
maintain an accurate hazardous material inventory our S&H manager approves chemical and
hazardous material purchases. The ITT Team initiates and maintains a hazard communication
program using an Electronic and Fax On Demand MSDS system to stay current with products
and mitigation response.

4.9.3 Hazardous Materials Inventory

Every year upon request by GSFC’s Occupational Health Officer, we compile an annual
inventory report of all hazardous materials located on Government property and which are within
the scope of 29 CFR 1910.1200, Hazard Communication, and Federal Standard 313 (or FED-
STD-313), Material Safety Data, Transportation Data and Disposal Data for Hazardous Materials
Furnished to Government Activities, as revised. We provide non-SCNS locations data to field
site OSHA representatives. We provide to GSFC an inventory of the identity and quantity of the
hazardous material and its location by building and room.

4.10 Government Access to Safety and Health Program Documentation

Safety and health documentation and relevant employees records, are available online for
inspection or audit by the GSFC customer as long as thete is no violation to the Privacy Act. Our
S&H program provides rigorous documentation of safety and health activities to comply with
federal, state, and local agency reporting requirements and to provide tools for proper
management oversight and insight into the plan’s performance.

The ITT Team generates and provides as part of this safety and health program the following
documents:

e Safety and Health Plan
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e Safety Performance Evaluation Profile (PEP) surveys
= OSHA 300 logs

e Mishap investigation reports

e Close Call reports

e Monthly mishap/incident summary reports, Job Safety Assessments (JSA)s, and training
records

¢ Quarterly S&H metrical statistics and trend analysis reports
e SCNS Lessons Learned

e Current organization chart

o Orientation outline for site visitors and teammates.

We maintain a reliable and available S&H database for GSFC and for statutory reporting,
planning, and permit applications.

4.11 Safety Requirements Review

Our S&H manager reviews the new, revised and frequently changing GSFC and other
government standards to ensure our continual compliance. We incorporate them into the SCNS
plans, facilities or operations and our audit tools and documents. When requested by the
Contracting Officer Technical Representative we review specific standards under direct tasking.

4.12 Procurement and SCNS Safety

Our S&H plan applies to our teammates who submit safety performance documentation for
evaluation as part of the selection process. S&H requirements flow to them and we monitor them
for compliance as part of the teammate performance evaluation process.

The S&H manager approves purchases of new equipment other than office furniture and
equipment and new chemicals not on the chemical inventory list to prevent potential injuries and
preclude adverse safety and health issues. We complete and approve a Hazardous
Material/Chemical Request Form prior to purchasing or bringing such materials onto the
premises. We substitute the least hazardous materials and chemicals wherever possible to limit
potential employee exposure to hazardous chemicals and to limit hazardous waste.
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5.0 WORKPLACE ANALYSIS

We systematically identify hazards through a combination of surveys, analyses, workplace
inspections, investigations of mishaps and close calls and trend analysis of safety and health data
such as:

¢ Records of occupational injuries and illnesses

» Findings and observations from preventive maintenance activities

e Reports on hazardous substance spills and inadvertent releases to the environment
e Partial or full loss of systems functions

We immediately report hazards that are immediately dangerous to life or health to GSFC Safety
and Environmental Division (S&ED), Code 250. GSFC S&ED may review safety-engineering
products that address operations, equipment, etc., unless waived by the GSFC Safety and Test
Operations Division.

The ITT Team manages the S&H Plan through our Safety and Health Management System
(SHMS) derived from the Plan, Do, Check, and Act model. Our SHMS ensures our customers of
a continual cycle of planning, implementing, reviewing, and improving the processes and actions
that our organization undertakes to successfully meet our S&H obligations. Our SHMS
showcases our top management commitment to making S&H an organizational priority, the
integration of SHMS throughout our organization, a flexible and user-friendly system and
assures stakeholders that we view compliance, and employee or environmental mishaps as
opportunities to continually improve.

Qur SHMS includes a comprehensive Safety and Health Plan and our S&H manager participates
in open communication with the GSFC Safety Office to ensure compliance and maintain
operational excellence. Within 90 days after start of the SCNS contract, our safety manager will
submit the plan to GSFC and review and update it annually.

Hazard analysis and risk assessment is the responsibility of the line manager of the affected area
supported by the S&H manager. Safety engineering products that address operations, equipment,
etc., on GSFC property are subject to GSFC safety review and concurrence.

A hazard is a potential for doing harm, while risk is the evaluation of the hazard. When we
identify hazards we rank the severity and probability of occurrence, which give us a Risk
Assessment rating. Giving priority to the hazard items with the higher critical Risk Assessment
we analyze them for their cause(s) and develop a hazard control strategy. Hazards identified as
being immediately dangerous to life or health are reported immediately to management, the S&H
manager, and the Safety and Mission Assurance Office. We take immediate steps to prevent
occurrence of the hazard or exposure to employees and control the hazard to achieve a safe
condition.
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5.1 Hazard Identification

To identify hazards we compile an inventory of hazards associated with the work, the operations
and work environments. We become familiar with the inventory, the environment and operations
and we document our analysis and rationale progressively and systematically using the GSFC
formats or current ITT formats.

We employ several techniques to systematically identify hazards that employees encounter.
Results of these analyses are reported to the government in accordance with the standards for
Safety Program Evaluation.

5.1.1 Comprehensive Survey

A team of qualified safety professionals, members of the management team and supervisors and
leads (providing operational expertise) participate in wall-to-wall assessment of SCNS facilities,
processes, equipment and materials, focusing on identifying and controlling hazards. A similar
team inspects and evaluates compliance with regulations and commonly accepted safe work
practices for new facilities and operations.

Our PM and S&H manager share responsibility for implementing comprehensive S&H surveys
to establish a baseline of hazard identification, to encompass regulations that address employee
safety, health and environmental protection and to assist local management implement our S&H
program. The Baseline Hazard Analysis ensures that every project complies with GSFC
requirements, ITT protocols, federal, local, and international permits and helps determine
project-specific S&H plans.

Survey frequency depends on the nature of the risks present at a location and the results of
previous surveys. The survey will serve to:

e Identify arcas of non-compliance, provide recommendations for corrective action, and
establish timetables for correcting areas of non-compliance

¢ Reveal alternative operating practices that provide opportunities to minimize hazards and
hazardous waste, result in reduced exposure to employees, and/or provide greater
environmental protection

e Uncover opportunitics for pollution prevention programs, including source reduction and
recycling activities

¢ Educate local employees

o Provide the basis for periodic reports to the PM on the status of the safety and health
program

During the survey or audit if we discover a condition that poses an immediate, high-level threat
to safety, health or the environment, we shutdown the process or operation immediately until
local management initiates action that corrects the condition. If the condition is not of immediate
concern, we establish a specific timetable to correct the condition. If a violation of federal and/or
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state law is discovered, we notify the PM and Safety and Mission Assurance Officer immediately
and implement corrective actions.

Our S&H manager uses the SHMS to identify the appropriate programs for SCNS. The SHMS,
which is OHSAS 18001-compliant, provides effective management of our S&H program. The
OHSAS 18001 standard is recognized as an effective guide to achieving Occupational Health
and Safety sustainable performance through control and systematic management of OH&S
hazards and risks. This approach is a proven and decisive factor in reducing the extent and
severity of work-related injuries and illnesses and their related costs.

The ITT Team uses the SHMS to identify training, inspecting and handling accident
investigations. The S&H program is constantly measured through metrics that we make available
through IIMS for the GSFC customer.

The S&H manager tracks compliance with all recommendations and submits a quarterly status
report to our Safety Committee and PM with comments on any location not making satisfactory
progress towards compliance.

5.1.2 Change Analysis

A team composed of respective line managers, S&H manager, PM, area safety representatives,
and certified or otherwise qualified safety and health professionals evaluates changes to
facilities, systems, equipment, processes, materials, operations, procedures, and maintenance to
ensure that safety is not compromised.

Changes may be driven by new or modified regulatory and GSFC requirements in which case we
complete an analysis of the affected process or facility to develop an action plan for achieving
compliance and ensuring the health and safety of surrounding employees.

5.1.3 Hazard Analysis and Control

Analysis of systems and operations to identify potential hazards is a primary element of the
system safety process of mishap prevention.

During preliminary design reviews, S&H and the engineering disciplines combine to perform a
preliminary hazard analysis during preliminary design reviews to identify safety-critical areas,
identify and evaluate hazards, and identify the safety design and operations requirements to
eliminate, or if complete elimination is not possible to control the hazards. The preliminary
hazard analyses are developed into systems hazard analyses in the later, more mature engineering
design phase to further define, evaluate and eliminate or control hazards. S&H performs another
analysis to identify hazardous conditions with a potential for employees injury or damage to
hardware/equipment during hazardous ground processing operations as a part of the Safety
Review and other evaluation processes.

When changes occur to interrelated areas of design, S&H updates the hazard analyses and
system or subsystem integration that affect reported hazards or present new hazards. Through
participation in the engineering change request process, S&H analyzes potential hazards from
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failures, regardless of subsystem or component redundancy, hazards from normal or emergency
equipment operations, the environment, design characteristics, human factors, potential, credible
mishaps and changes that require a revision to existing analyses. S&H provides the Management
Review of Proposed Engineering Changes a report on those hazards - and controls required - that
the requested design modifications will introduce.

We analyze failures or malfunctions that could independently or collectively present a hazard
to interfacing hardware and we eliminate or control them to ensure that normal operation of
equipment cannot degrade the safety of interfacing hardware or the total system.

We analyze safety data on developers’ vehicles, hardware and equipment for compliance with
GSFC safety requirements. Where examination of the data indicates an inconsistency or non-
compliance with the safety requirements, we notify GSFC and propose resolutions.

We analyze operational procedures to determine which contain hazardous operations and
conduct reviews on hazardous procedures to ensure thorough hazard identification and effective
resolution via operational safety controls. The analyses identify applicable hazard information
from design analyses, safety requirements documents, we employ control areas, required safety
devices and equipment, cautions, warnings, emergency procedures, requirements for working
with hazardous materials, and necessary precautions to ensure that hazardous conditions are not
induced into software, hardware or facility systems.

S&H completes an electronic analysis worksheet for the hazardous procedure reviewed to ensure
that controls from whatever source are consistently included in hazardous procedures. S&H
produces a special operational analysis when required, to support Operational Readiness
Reviews.

We use the ITT Safety & Health Project Review (S&HPR) when Government review checklists
do not exist. S&H uses the S&HPR in conjunction with low level change modifications projects
to protect existing S&H design elements, to identify proper procedures for completing the
project, and to document the review.

5.2 Inspections and Audits

Site inspections catch hazards missed at other stages of workplace analysis and ensure that
unsafe acts or unsafe conditions are identified and corrected. A follow-up audit ensures that
corrective action is completed and that the possibility of recurrence has been adequately
addressed.

Our S&H manager organizes and schedules monthly workplace inspections and builds an
inspection team consisting of the S&H manager and employee volunteers. Inspection team
members conduct site inspections and forward inspection reports and prioritized
recommendations and for corrective actions to the PM. Individuals that are working in areas are
notified of findings and corrective action. The S&H manager reviews corrective actions to ensure
that high priority action items are completed on schedule. Inspection reports, recommendations,
and records are kept in a database for future reference and trend analysis.
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5.2.1 Purpose of Inspections and Audits

We conduct regular inspections of SCNS facilities and operations to identify and correct unsafe
conditions and/or work practices. We audit our Safety and Health Program procedures to ensure
proper implementation, compliance to current requirements, and to identify opportunities for
continuous improvemernt.

5.22 General

The S&H manager, PM, Safety Committee, and managers of each respective SCNS area conduct
a variety of inspections and audits. The GSFC Safety and Occupational Health as well as site
local government representatives may conduct a compliance inspection of SCNS facilities, they
contact the S&H manager, and follow the procedures outlined in Clause H.16 of the contract.

5221 Audits

The ITT Team operates an audit program which identifies potential policy and procedural
weaknesses, areas for improvement, the unsatisfactory exccution of the Safety and Health
programs, and those activities that constitute either a failure to correct or a repeat finding from an
earlier audit. The S&H manager establishes a Safety and Health Program audit schedule. The
scheduled completion of audits supports the completion of the annual program evaluation (See
paragraph 1.8). Our audits focus on a specific program or procedure and evaluate its
implementation through a records review, an incident and mishap data review and an on-site
reviews using compliance checklists, observations, interviews, or questionnaire completion. We
track back through the safety and health program reports to find incidents related to the program
we are auditing. We document findings and corrective actions, assign them to the responsible
manager, and track them to closure.

5.2.2.2 Inspections

The ITT Team conducts monthly safety and health inspections of SCNS work areas, complying
with OSHA and GSFC directives regarding inspection procedures and abatement plans. We
initiate corrective actions to resolve findings identified during inspections tracking them to
closure using the GSFC surveillance and the internal tracking system. Findings that present
immediate high level danger to employees or equipment result in an immediate stop-work until
properly corrected.

Pre Inspection: The auditor reviews previous reports for trends, common infractions, and repeat
items. If not a line management-performed tour, the auditor contacts the responsible manager to
ensure his/her availability and knowledge of the tour. Employee involvement will also be
ensured, as possible. The methods of assessment, review documentation, and reporting are
reviewed for any possible improvements in either efficiency or effectiveness.

Conducting the Inspection: The inspection addresses operations processes and tools, behavioral
patterns observations and facilities and equipment. We tailor a checklist to the specific hazards
and incident history of the facility. Discrepancies between observed conditions and current
requirements are documented. We document findings as clearly as possible, using photographs
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and diagrams to illustrate a finding. A risk assessment code is developed for each finding to help
prioritize corrective action. Inspections also look for new (not previously identified) or modified
hazards.

Post Inspection: The inspection team prepares a report including the key findings and
recommendations. We review the report with the line manager and at the monthly safety
committee meeting to obtain concurrence with the findings and recommendations and to assign
responsibility for follow-up. The line manager forwards self-inspections to the S&H manager
who reviews them, and enters them into the tracking database to facilitate status tracking, closure
documentation, and trending.

5.2.2.3 Safely and Health Audits and Inspections Examples

Line Manager Self-inspection: Line managers are responsible for formally inspecting their
spaces semiannually. The results of these inspections ar¢ forwarded to the S&H manager and
safety committee for review and data collection.

Formal Inspections: The Area or S&H manager conducts annual inspections of SCNS facilities.
The S&H manager enters results into a database and generates a report for the PM’s and the
safety committee’s review. The S&H manager develops a checklist for general office areas and
tailors it for the monthly inspections of high hazard areas or operations.

Employee Self-Inspections: To assist in the periodic review of workspaces by employees, S&H
develops a checklist, which is used at hiring, transferring to a new space, or periodically in the
employee’s current space. They forward findings to the line and S&H manager for corrective
action and data collection.

Occupational Safety or Health Inspections: GSFC and Local Site Safety and Health
Representatives may enter any work area to conduct inspects and receive employee cooperation.

Operational Readiness Inspections: The inspection of startup or new facilities and operations
includes an inspection by a safety and health inspection team, formed by the S&H manager or an
appointed site representative.

Annual Lockout/Tagout Audit: We conduct an annual, comprehensive compliance audit of the
lockout/tagout program, focusing on compliance to current regulatory, customer, and site
requirements and the implementation of Lock-out/Tag-out procedure.

Annual Hazard Communication Audit: We conduct an annual evaluation of the hazard
communication program focusing on compliance to current regulatory, customer, and site
policies, requirements and hazards applicable under 29 CFR 1910.1200.

Annual Hazardous Waste Management Audit: We conduct an annual evaluation of the
hazardous waste management program at the White Sands Complex Environmental Management
plan (SOW 2.3.1.1-a).
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5.2.3 Responsibilities

5.2.3.1 S&H Manager

The ITT Team S&H manager guides and oversees program audits and ensures that monthly
safety and health inspections address all facilities for each location and that they are completed.
The S&H manager may conduct more frequent inspections of areas with additional exposures
and hazardous operations and will use checklists tailored specifically for the hazardous
operations. The S&H manager updates the checklists continuously to make them functional for
the location.

The S&H manager reports the audit findings directly to the PM, Corporate Safety Officials, and
ITT Team’s Safety Committee and posts them on SCNS-Online for employees and managers. A
database tracks the date the finding was discovered, the corrective action plan and the closure
date. The GSFC customer has access to all audit data through the IIMS.

5.2.3.2 Manager Responsibilities

The manager of the inspected area initiates and follows through on necessary actions to correct
identified deficiencies. Actions may include the preparation of a work request or safety training
of employees. The manager makes a note of the corrective actions initiated and completed on his
or her copy of the inspection checklist and submits a copy to the S&H manager. The manager
contacts the S&H manager promptly when audit items have been completed so the corrective
actions can be verified and the finding closed.

5.2.3.3 Role of the Employee

Employees participate on inspection and audit teams, as required and complete self-inspections
of their assigned workspaces.

5.3 Employee Reports of Hazards

Our S&H manager establishes an effective system for reporting hazards in the workplace so that
corrective action may be initiated to prevent injury to employees or damage to facilities,
equipment and hardware. There ate numerous methods available for employees to report hazards
and close calls to management for corrective action. Employees that report hazards are free of
reprisals. See Section 6 for details on how to report close calls and hazards, including how to
make anonymous reports.

5.3.1 Reporting Hazards

The employee who discovers the hazard reports it immediately to the area’s manager. If the
manager cannot correct the hazard, he/she reports it to the facility manager, who responds with
immediate corrective action. If a line manager or facility manager cannot correct the hazard
immediately, the manager develops a corrective plan and submits it to the site Safety Office.

If the response from these organizations is not satisfactory, the employee or manager reports it to
the PM’s office. The employee may use the GSFC Safety Reporting System when results of
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reporting hazards to these organizations are not satisfactory and may report it to NASA Safety
Reporting System or OSHA if the GSFC’s response does not scem appropriate.

5.3.2 Responsibilities

The employees’ responsibility is to immediately report hazardous conditions to their manager
and participate in the close call reporting system by submitting reports when applicable.

The manager’s responsibility is to indoctrinate employees in hazard reporting procedures and
ensure that employees report all close calls and hazardous conditions in accordance with the
procedure.

The S&H manager’s responsibility is to investigate hazards and close calls to determine actions
required to prevent injury or property damage, and to follows up on implementation of
recommended corrective actions.

5.3.3 Industrial Hygiene

The ITT team implements a comprehensive Industrial Hygiene Program to provide employees
with a safe and healthful workplace. This program includes identification, evaluation, and
control of chemical, biological, radiological, and physical agents through review and selective
monitoring of processes, facility components, and systems that involve hazards such as asbestos,
lead, formaldehyde, blood-borne pathogens, noise, radiation, mercury, heat stress, lasers, and
repetitive physical stressors.

To assist with control of identified hazards, Industrial Hygiene provides recommendations and
consultation services for design, product substitution, and the use of exposure-reducing
engineering controls such as local exhaust ventilation systems, noise reduction devices and
Personal Protective Equipment (PPE). Our S&H manager coordinating with contractors who
supply surveys and assessments, documents and administers OSHA required programs. These
include:

« Respiratory Protection Program

e Laser Program

e Confined Space Entry

¢ Radio Frequency Exposure

e Chemical Hygiene Plan and Laboratory Safety Program
s Hearing Conservation and Noise Control

¢ Blood-borne Pathogens

¢ Ergonomics

6.0 CLOSE CALL, MISHAP AND RECORD ANALYSIS

The ITT team’s process for reporting and investigating close calls, mishaps, incidents, and work-
related injuries and illnesses that occur on the SCNS contract use the guidelines defined in NPR:
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8621.1A GSFC Procedural Requirements for Mishap Reporting, Investigating, and
Recordkeeping and Code of Federal Regulations 1904.7, and NFS 1852.223-70. Incident
reporting is the first step in the process of identifying the chain of events leading up to an
accident involving personal injury or property loss. Investigation and corrective action are
required to prevent recurrence of the same or similar event(s).The ITT Team follows GSFC
reporting requirements, which cover close call and four distinct types of mishap occurrences.

6.1 Definitions

A Mishap is defined as an incident or event occurring at work or while on company business that
caused, or reasonably could have caused, injury, illness, or death to employees and/or damage to
equipment, facilities or the environment.

A Close Call is any event or situation that did not result in injury or property damage (or resulted
in property damage less than $1,000) but which possessed the potential to cause injury or
property damage, regardless of the severity.

A Serious Injury or Iliness is defined as an accident which requires inpatient hospitalization fora
period in excess of 24 hours for other than medical observation, or in which an employee suffers
a loss of any member of the body or suffers any serious degree of disfigurement.

6.2 Close Calis

6.2.1 Reporting Close Calls

A Close Call is an occurrence in which there is no injury, or property damage, but which could
have resulted in a mishap. Close calls are not classified as mishaps, but are potentially significant
indicators of undesirable conditions in the work environment.

We report close calls using a SCNS or site Close Call form as indicated by NFS 1852.223-70
Employees may report Close Calls anonymously and are not subject to reprisal for reporting
hazardous conditions in their workspaces.

Employees fax completed close call forms to the number on the form with a copy to the S&H
managet or call into the Safety Action Hotline.

Our S&H manager has the formal responsibility for logging and tracking to closure all reported
close calls. When an employee reports the close call to a facility or line manager our S&H
manager opens the investigation and closes it after a plan has been agreed upon for correcting the
hazard. We provide a response including the closure plan to the employee who reported the close
call/hazard unless it was reported anonymously.

The S&H manager maintains an internal tracking system of close calls and reviews those
reported for imminent hazards while the Safety Representative tracks and expedites the report to
closure. If the close call has a high severity potential, a formal investigation may be required.
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All SCNS employees participate in the hazard and close call reporting system and promptly
report hazardous conditions. Close Call forms are placed throughout site locations in occupied
buildings. Forms are available from the area Safety Representatives or can be submitted through
[IMS. Employees may report hazards, Close Calls, mishaps, safety and health issues, or concerns
free from any threat of reprisal. Management reinforces participation by encouraging reporting
and openly discussing safety and health issues. The Hazard and Close Call reports facilitate
anonymous reporting and the employee-led Safety Committee provides closure concurrence. To
further encourage employee reporting, the ITT Team provides incentive awards for hazard and
close call reporting at all-hands meetings and during Safety and Health awareness events.
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6.2.2 Incentives for Reporting Close Calls and Hazards

6.3 Mishaps

A Mishap is an unplanned occurrence or event that results in injury or illness to employees
resulting in a lost workday case, injury to a visitor or member of the public, damage to
equipment or property equal to or greater than $1,000, or mission failure as identified in Table 2.

Table 2. GSFC Close Call and Mishap Reporting. While the ITT Team takes care with all SCNS
reporting we are particularly diligent about reporting that may affect GSFC mission continuity

ClassHication
Level &
Investigation
Type Property Damage injury
Type A|Total direct cost of mission failure and|Occupational injury and/or illness that
Mishap property damage is $1,000,000 or more, resulted in:
or A fatality,
Crewed aircraft hull loss has cccurred, or
or A permanent total disability,
Occurrence of an unexpected aircraft or
df-.\parture from cgntrolled .ﬂ'ght (el The hospitalization for inpatient care of 3 or
high performance jet/test aircraft such as iy
F-15. F-16. F/A-18. T-38, OV-10, and T-34 more people within 30 workdays of the
when engaged in flight test activities). RAISHER:
Type B|Total Direct cost of mission failure and|{Occupational injury and/or illness has
Mishap property damage of at least $250,000 but |resulted in permanent partial disabidity
{ess than $1,000,000 o5
The hospitalization for inpatient care of 1-2
people within 30 workdays of the mishap
Type C|Total direct cost of mission failure and|Nonfatal occupational injury or illness that
Mishap property damage of at least $25,000 but|caused any workdays away from work,
less than $250,000. restricted duty, or transfer to another job
beyond the workday or shift on which it
occurred.
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Classification | ‘ 1
Level & I |
Ivestigation
ptypel S Rropedy,Damage 4 Injury
Type D|Total direct cost of mission failure and Any nonfatal OSHA recordable
Mishap property damage of at least $1,000 but|occupafional mjury and/or illness that does
less than $25,000 not meet the definition of & Type C mishap
Close Call An event in which there is no|An event in which there is no injury or only
equipment/property damage or minor | minor injury requiring first aid, but which
equipment/property damage (less than|possesses a potential to cause a mishap.
$1,000), but which possesses a potential to
cause a mishap.

ITT policy states that any employee who observes a safety and health concern must promptly
report it in writing, using the S&H Incident Report form, to the S&H manager. For work
performed on SCNS, all mishaps, incidents, and close calls must be immediately reported,
regardless of location.

Mishaps are classified as Type A-D and entered in the SCNS database. Our S&H Department
notifies SCNS Management, S&ED Office and ITT Corporate in the event of any of the
following:

e An employee work-related fatality or serious injury/illness that requires hospitalization
for other than observation

e A work-related fatality or serious injury/illness to a non-ITT employee occurring at a
facility owned, leased, or operated by ITT

e Any S&H incident that is likely to generate significant adverse publicity for ITT

As soon as possible after a mishap or incident is reported, the S&H manager notifies the GSFC
Safety and Environmental Division, Code 250 and the Contracting Officer. The S&IH manager
then completes the GSFC Mishap Report and submits it to the GSFC Safety and Environmental
Division, Code 250 and the Contracting Officer. by close of business on the day following the
occurrence. If information is incomplete at that time, our S&H manager files an initial report to
meet the deadline, with a final report following as soon as possible (but not more than 10 days
later). Copies of the report are distributed to the same list as this plan. The immediate
responsibilities for employees who are first on the scene of a mishap are as follows:

e Call 911 and report the mishap (if appropriate)

e If possible and trained, render assistance to victims, and attempt to limit further injury
and property/equipment damage

e If possible and until relieved by appropriate authority, secure the mishap scene against
action that could impair investigation
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e Obtain the names and addresses of witnesses
¢ Obtain information necessary to complete reporting forms

6.3.1 Mishap Investigation and Reports

The S&H manager is responsible for investigating and implementing appropriate corrective
actions of reported S&H mishaps. A written response, from the S&H manager, is forwarded to
the employee reporting the issue (if known). The response includes the corrective action that are
taken and an estimated time when the action are completed. The original documents, from the
reporting employee, as well as the response are retained for the term of the contract by the S&H
manager.

The mishap investigation process includes the following activities:

1. We conduct an investigation immediately after an accident occurs. If we cannot complete
a full investigation a full in time to meet the required reporting schedule (as set forth in
the previous section) or if the mishap is a type A, B, C or D, we conduct a preliminary
investigation and forward results to the S&H Department and the PM as soon as practical

2. We share the responsibility to perform collateral investigations, should GSFC choose to
conduct their own investigation. However, investigations conducted by GSFC take
priority with regard to access to evidence, data, and witnesses. The line
managers/supervisors supported by the S&H Department investigate all other mishaps,
including lost time and medical treatment cases

3. After the line manager completes his/her investigation of the mishap and has developed a
plan of corrective action, the line manager reports to the S&H Department to complete
the required blocks on the GSFC Contractor Mishap Report, including all required
signatures and submits it to the S&H Office for concurrence within 8 hours of the mishap

4. The incidents/accidents investigation team’s goal is to determine the facts, identify the
causes develop recommendations for corrective and protective actions. Our S&H
manager submits a Lessons Learned report to the GSFC safety center office for inclusion
in the GSFC Lessons Learned Information System (LLIS) database

6.3.2 Purpose of Investigations

The purpose of mishap investigations is to provide the ITT Team with guidelines for the
reporting of mishaps that resulted in injury, illness, or property damage. Guidelines follow those
established by NPR 8621.1B, GSFC Procedures and Guidelines for Mishap Reporting,
Investigation, and Record keeping. We identify site-specific reporting and investigation
coordination requirements and identify and establish procedures for GSFC SCNS locations on
Contractor or third-party property. Reporting is mandatory in order that we may identify
corrective action initiated to prevent a recurrence, abate hazards prior to causing a mishap or
close call, and meet GSFC and OSHA reporting and record keeping and insurance notification
requirements.
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6.3.3 General Requirements for Mishaps

All mishaps, regardless of apparent degree of severity or whether employees are injured or not,
are reported to the employee’s manager and the S&H manager immediately after emergency
procedures have been conducted. Mishaps that occur at GSFC SCNS facilities also have
additional reporting requirements.

The S&H manager is responsible for notifying the Corporate Human Resources manager as soon
as possible concerning:

s Any accident that results in a serious injury/illness or death to a SCNS employee

e Any damage to SCNS property where the cost to repair or replace the damaged property
is more than $1,000

e Any accident involving damage to a contractor-owned or leased vehicle

6.3.4 ITT Team Reporting Requirements for Mishaps

Emergency Reporting: If the mishap is an emergency, we call the site “911” emergency
response number. When safe, we secure the sceme to preserve evidence, notify the S&H
manager, and then follow the procedures for reporting the mishap to the Safety and
Environmental Division, Code 250 and the Contracting Officer. Emergencies include
fires/explosions, hazardous material spills, major injury to one or more persons, property
damage, conditions that are immediately dangerous to life or health, and situations where prompt
emergency response is required.

Initial Incident Notification by Telephone. We report incidents by telephone, with fax or e-
mail follow-up, to the Safety and Environmental Division, Code 250, phone number
301.286.6296 and the Contracting Officer, the S&H manager and Corporate Human Resource
manager within one hour of the occurrence.

Initial Safety Incident Report. An initial incident/Close Call report, is provided to Safety and
Environmental Division, Code 250 and the Contracting Officer within 4 hours.

Assessment Report. An assessment report is provided to Safety and Environmental Division,
Code 250 and the Contracting Officer within three working days of the incident, if we determine
that the incident is not a mishap. A mishap report is submitted if no assessment is performed.

Mishap Report. A Mishap Report is provided to Safety and Environmental Division, Code 250
and the Contracting Officer within 15 days of the mishap, if the incident is a reportable mishap.
After the mishap has been investigated and a corrective action is defined, the report is entered
into the database and sent to the Safety and Environmental Division, Code 250 and the
Contracting Officer.

Mishap Corrective Action Plan. This plan is provided to Safety and Environmental Division,
Code 250 and the Contracting Officer. The ITT Team provides updates and status for the
submitted corrective actions and completion dates. Managers, who receive a Report of
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Occupational Injury or Illness on one of their employses, transfer the information using the
GSFC mishap-reporting database.

Special Situations: For mishaps that occur at GSFC SCNS locations and where ITT Team
employees are residents, we pre-coordinate reporting with the site’s safety representative and
distribute additional, site-specific, reporting procedures to managers and our resident employees.
Reporting to GSFC is in accordance with the guidelines for Safety and Health Incidents,
Mishaps, and Close Calls. We immediately report mishaps that occur on ITT or third-party
property to the site’s management or safety employees.

6.3.5 Investigating Mishaps

Mishaps that are Type A, Type B, or close calls that could have been mishaps of Type A or Type
B are investigated by an ITT Team appointed mishap investigation board. The ITT Team S&H
manager performs collateral investigations, but the GSFC investigations takes priority with
regard to access to evidence, data, and witnesses. The S&H manager/PM has an opportunity to
comment on the investigation report in accordance with GSFC protocols. Supported by the S&H
manager and consistent with the guidelines presented in NPR 8715.3, and NPR 8621.1,, ITT
Team managers investigate Type C and Type D mishaps, incidents, first aid cases, and close
calls. They complete their investigation, develop a plan of corrective action, provide the required
information to the S&H manager and submit it to the Safety and Environmental Division, Code
250 and the Contracting Officer, within 15 working days of the mishap. If more than 15 days is
required to perform the investigation, The ITT Team immediately notifies Safety and
Environmental Division, Code 250 and the Contracting Officer, and requests an extension.
Coordinating with SCNS S&ED Office, the S&H manager implements the corrective action.

Special Situations

For mishaps that occur at SCNS locations and where ITT Team employees are residents, we pre-
coordinate investigations with the site’s safety representative and distribute additional, site-
specific, investigation procedures to managers and our resident employees. The ITT Team refers
News media to the GSFC Director of Public Affairs who is the only person allowed to coordinate
releases of information regarding a mishap or close call. We attach any Lessons Learned to the
final report sent to Safety and Environmental Division, Code 250 and the Contracting Officer,
and enter them into the GSFC online Lessons Learned system where other GSFC employees and
organizations that might benefit from the report can access them.

6.4 Responsibilities

Table 3 defines investigating, assessing, reporting, acting and tracking responsibilities for
employees, manager/leads, S&H manager and Human Resources (HR) manager.

Volume II - Safety and Health Plan 32 February 15, 2008
PROSGOT Use/Disclosure of Proposal Data is Subject to the Restrictions on Proposal's Title Page.



YITT

Parénering jor Mission Success

NNG08218142R

‘Table 3. Investigating, Assessing, Reporting, Acting an

d Tracking Responsibilities.

Safety and Health Human Resources
Duty Employee Managerflead | _ Manager Rep

ldentify Identifies Identifies incidents, Identifies incidents, Identifies incidents,
mishaps, Close |mishaps, Close Calls, |mishaps, Close Calls, |mishaps, Close Calls,
Calls, hazards | hazardous conditions | hazardous conditions _| hazardous conditions

investigate Investigates mishaps. |Assists managers
incidents, first aud inveshgations

| cases with support
from S&H -

Assess Assesses trends in Assists managers
close call and mishap |determine root cause
data in his/her work and actions to
area. preclude recurrence.

Report Reports Reports mishaps fo | Reports mformation on | Completes and
inctdents, emergency response | a serious injury/iliness | forwards to the
mishaps, close | personnel if necessary |or death to OSHA worker's compensation
calls, or Reports incident, officials as required by [(WC) insurance carrer
hazardous ‘mishap, and Close law and the S&H manager
condiions to Calls Sends Mishap  {Raports to the an Employer's Fust
their manager or |lnvestigation Report to | Corporate Safely Report of Occupational
S&H manager S&H manager and the |Official and GSFC all | Injury or liiness within

injured employee's HR | mishaps meeting 24 hours of first

Rep within 24 hours of |defined cnterta - knowtedge of a work-
accident Sends an related injury or Iliness
immediate report to that requires medical
Safety and attention. Provides the

| Environmentai injured employee with
Division, Code 250 a copy

and the Contracting

Officer J

Act Learns incident, |Corrects hazards Assists GSFC with Coordinates WC
mishap, and discovered during the |reporting, benefits & reporting.
Close Calt investigation. investigating, Coordinates
reporting Corrects hazards implementing assessment of Early
requirement Takes temporary corrective action, and | Return to Work

measures to protect documenting lessons | potential with the wWC
employees while learned. Develops carrier, medical
waiting on building or | procedure with SCNS personnel,
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6.5 Trend Analysis

The ITT Team uses an S&H metrics system, which consists of six primary and 15 supplemental
metrics (e.g. Injury Frequency, Injury Severity, Loss Severity by type), giving managers tools
they can use to chart their unit’s individual S&H performance. The system includes a mechanism
for setting annual goals, and uses charts and reports for better understanding of the factors that
affect S&H performance. The ITT Team metrics system includes all information necessary to
satisfy the OSHA reporting requirements in 29 CFR 1904.

In support of SCNS-wide trend analysis the ITT Team provides the following reports on the
indicated schedule.

Accident/Incident Summary Report. On the 10th day of the month following the month
reported, we will deliver to the GSFC Safety and Environmental Division, Code 250 this report
which summarizes and gives the monthly positive or negative status of new and open mishaps,
including vehicle accidents, incidents, injuries, fires, and any close calls.

Log of Occupational Injuries and Illnesses. For each facility on and off GSFC property that
performs work on this contract, the ITT Team delivers to the Government (under a separate
cover letter), a copy of its annual summary of occupational injuries and illnesses (or equivalent)
as described in Title 29, Code of Federal Regulations, Subpart 1904.5. Data is compiled and
reported by calendar year and provided to the Government within 45 days after the end of the
year to be reported (i.., not later than February 15 of the following year).

To effectively prevent mishaps and injuries, the ITT Team studies existing or developing trends
in close calls, mishaps, and inspection findings and uses the information to analyze trends and
identify required corrective action.

Our S&H manager maintains findings from inspections, close call reports, and mishap
investigations for analysis of underlying trends. The S&H manager provides tailored reports for
mishap data including first aid, lost time, medical treatment, OSHA record injuries/illnesses,
property damage, hazard-tracking information, and submitted close calls. The trending
information is presented monthly to the SCNS Safety Committee, PM, senior staff, and
employees, while the GSFC customer has insight through SCNS status reporting in accordance
with DRD 1.2.2-3.
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We further analyze the data to identify specific areas, facilities, organizations, etc., that exhibit .
negative or adverse trends, and their underlying root causes. We identify hardware, procedure or
training modifications to minimize or reverse the negative trends and present our proposed
corrective action to the Safety Committee, carry forward a recommendation to the PM and staff
for review and action and share it through the IIMS.

6.5.1 Accident/incident Summary Report

Our S&H and Human Resources managers jointly submit a mishap/incident summary report of
the OSHA Statistical Information of the SCNS Contract to the PM and Safety and Environmental
Division, Code 250 and the Contracting Officer. The report summarizes and gives the current
status of new and open mishaps, including vehicle mishaps, incidents, injuries, fire, and close
calls, to assist management measure incident, mishap, close call, and audit findings.

Incident rates help identify progress our S&H programs are making in preventing work-related
injuries and illnesses, help us identify areas for improvement and set priorities for preventing
injuries and illnesses.

6.5.2 Log of Occupational lliness and Injuries

The ITT Team reports to OSHA within 8 hours any accident that involves a death, or in-patient
hospitalization of three or more employees, and maintains records regarding work-related
injuries and illnesses.

Each SCNS location maintains an OSHA Form 300, Log and Summary of Occupational Injuries
and Illnesses, where we record reportable injuries or illness (as defined on the Form 300) within
6 working days of learning of their occurrence.

We create an annual summary by facility of the logged information even if no recordable injuries
occurred that year, and post it on office bulletin boards and in the IIMS where employees can see
it from February 1st to April 30th. We deliver a copy to GSFC within 45 days of the end of the
reporting year (i.e., no later than February 15 of the following year). We retain the log and
summary, and OSHA Form 301 (or its equivalent) at the facilities for 5 years.

The S&H manager’s responsibilities are as follows:

e Maintain the OSHA Form 300 and OSHA Form 301, or its equivalent (e.g., Employer’s
Report of Occupational Injury or Illness) at the facility

¢ Determine whether a work-related injury or illness is recordable and, if so, record the
injury or illness within 6 working days of your knowledge of its occurrence

e Prepare and post the annual summary no later than 1 February for the calendar year just
completed

e Send a copy of the completed OSHA 300 Log and Summary to the SCNS Records
Retention Center, the GSFC Occupational Safety and Quality Assurance Office and
maintain a permanent file at the facility
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Update record keeping requirements as necessary

7.0 HAZARD PREVENTION AND CONTROL

We eliminate or control to prevent injury hazards that are identified during inspections, hazard
analyses, operational readiness inspections, facilities analyses, and/or job safety analyses. The
Safety Representatives enter findings of inspections into the SCNS sites’ hazard tracking system
and use it for trending, tracking to closure, and employee awareness.

7.1 Appropriate Controls

The ITT Team determines corrective actions according to a hazard reduction precedence
sequence. Our team follows five imperatives to prevent, eliminate or mitigate hazards.

Eliminate Hazards By Design. Design or substitution of a less hazardous material is our
first imperative to eliminate hazards. Damage control, containment, and isolation of
potential hazards are considerations in the design phase, where possible, and throughout
the life of the system.

Provide Safety Devices. We use safety devices as part of the system, subsystem,
equipment, facility, or operations to reduce hazards that cannot be eliminated by design.

Provide Cautions and Warnings. Where it is not possible to preclude the existence or
occurrence of a known hazard, we employ devices to detect hazardous conditions and
generate an adequate warning signal.

Develop Special Procedures. We apply administrative controls such as special work
procedures, training, barriers, and signs where the magnitude of existing or potential
hazards cannot be reduced through the design or use of safety and warning devices.

Provide Personal Protective Equipment (PPE). When a hazard cannot be engineered
out of a process or condition we provide PPE and administrative controls to mitigate risk
and hazard exposure.

Hazard Control Design Criteria

We base our safety design requirements on sound engineering practices and safety design
principles for specific systems and follow these imperatives:

Select material to serve the need while having the least amount of risk

Isolate hazardous substances, components, and operations from employees and
incompatible materials

Locate equipment so that access during operations, servicing, maintenance, or repair
minimizes employees’ exposure to hazards such as electrical, toxic substances, radiation,
and sharp injury-producing surfaces

Control environmental conditions such as temperature, pressure, noise, toxicity, or
vibration
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e Incorporate into design displays, controls, and operating procedures that minimize the
risk for human error

e Use alternate approaches to minimize risk such as interlocks, redundancy, fire
suppression, protective clothing and equipment, devices, and procedures

e Protect power sources, controls, and critical components by physical separation or
shielding

e Minimize the severity of employee’s injury or damage to equipment in the event of a
mishap

¢ Design software-controlled or monitored functions to minimize hazards resulting from
software malfunctions

Implementation of controls and verification of effectiveness. After controls have been
selected and design measures used as much as possible to eliminate hazards, we re-evaluate the
task, project, facility, or equipment and phases of the operation such as test, startup, operation,
maintenance, and disposal. If any new hazards arise, we evaluate them and implement new
controls to prevent their occurrence.

We close-loop track hazards and their controls not eliminated by design. If residual risks remain
after implementing these controls, our PM determines if the hazard is acceptable for Risk
Assessment Code (RAC) 3 or 4. If the RAC is a 1 or a 2, then we consult S&MA to determine if
the residual risk is acceptable. RAC of 1A or 1C are considered unacceptable.

The implementation of effective controls for specific services to respond to a particular
emergency involves coordination among GSFC, the ITT Team, S&ED emergency authorities
and the field site Environmental Compliance office or representative. We present hazards that are
specific to an organization to their management for control approval and acceptance.

7.1.1 Hazardous Operations

A hazardous operation is a job that involves hazardous materials, conditions, or equipment that
requires special precautions to prevent injury or property damage. The ITT Team achieves safety
of operations through incorporating safety requirements and controls into test plans and
procedures, advanced planning for contingency and emergency situations, pre-task bricfings,
safety surveillance and exposure assessments during hazardous operations, and post-task
critiques.

Hazardous operations require greater attention from line managers and safety employees to
ensure safe operations. Prior to employee’s assignments of employees to tasks that involve
hazardous operations, we develop and get procedures approved, complete employee training and
certification and identify permit requirements. Line managers are responsible for identifying any
hazardous operations not previously identified and ensuring that employees receive the proper
training and follow procedures. GSFC has access on request to any hazardous operations
procedure or related implementation data.
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If previous uncontrolled hazardous conditions are found, operations stop until the condition is
corrected or hazard controls are in place. All managers and employees have the duty to stop
work if they discover hazardous conditions. Once a stop-work has been initiated, the area
manager and safety representative approve the return to operations.

7.1.1.1 Hazardous Operations Policies and Procedures

The S&H manager develops and maintains a list of SCNS hazardous operations. SCNS program
management and the S&ED office jointly decide which operations are considered hazardous,
with GSFC serving as the final authority. After SCNS operations commence, the S&H manager
develops a schedule to create written hazardous operations procedures with particular emphasis
on job safety steps that line managers then implement. GSFC has access on request to data to
verify implementation.

Area managers, assisted by the S&H manager assess and analyze potentially hazardous
operations to determine risk to employees, equipment, and facilities. Where a serious degree of
risk dictates, employees work in pairs. Managers ensure that applicable requirements are
followed and permits obtained and they take extra care to recognize and respond to dangerous
situations when employees work in hazardous areas they are not normally assigned to or near
public access areas.

7.1.2 Written Procedures

We define and document procedures to ensure that we include hazardous situations and proper
controls when documenting inspection, testing, maintenance, repairs and handling of hazardous
materials and waste.

We format the procedures so that they may serve as safety documentation (such as a safety
manual) and help employees correctly and safely perform their duties.

To meet the requirements for the applicable category of hazardous operations (NPR 8715.3B) we
develop Hazardous Operations Procedures or a hazardous operating permit. The objectives of the
written procedures are to:

e Ensure the safety and health of employees

e Provide applicable cautions and warning statements

e Specify actions to bring an emergency situation under control
e Return the system(s) to nearest possible safe condition

e Identify applicable Personal Protective Equipment (PPE)

We mark areas of concern conspicuously on the title page to alert operators that strict adherence
to the procedural steps and the safety and health precautions is required.

The ITT Team’s S&H manager approves and signs SCNS-determined hazardous operations.
Deviations or changes to the operations require approval and signature by the same authorities
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and our S&H manager with support from the S&ED reviews and updates the procedures
annually.

Managers comply with and implement hazardous operations procedures, which are consistent
with our Quality Assurance requirements. The area manager approves testing, maintenance,
repair and handling of hazardous materials and waste hazardous operations procedures.

7.1.2.1 Employee Certification

Line managers certify employees to perform hazardous operations or to transport hazardous
material to ensure they possess the knowledge, skill, judgment, and physical ability to do the job
in a safe and healthful manner. The S&H manager helps the line manager identify training
requirements based on the hazardous operation. Employees must pass an oral or written test, or
an experience review to earn certification, which is entered in the employee’s employees profile
and the SCNS competency database.

7.1.2.2 Notification

Our S&H manager posts Hazard Alert signs in facilities where operations are hazardous and line
managers notify employees in the affected facility.

7.1.2.3 Space Systems and Test Safety

Employees who participate in testing activities at GSFC and GSFC Sites or who are involved in
tests at other locations including those with GSFC equipment receive specific protection from
hazardous operations and materials.

Training and Certification The ITT Team employees receive training in the hazards to which
they may be exposed and trained and certified in operating and emergency procedures, test
procedures, safety requirements, and individual tasks.

Test Participation Employees involved in a test participate in test-readiness reviews, pre-test
briefings, pre-test checkouts, dry runs, simulated emergency drills unique to the specific test, and
post-test debriefing to ensure complete understanding of the test hazards, procedures, and
integration into the test team.

Protective Clothing Employees wear PPE designed for the specific hazards. They receive
training in the proper use, limitations, and care of this equipment that may include:

¢ Eye protection

o Face shields

e  Wrist-stats or leg-stats

e Conductive safety shoes

e Non-static producing clothing such as cotton or specially treated anti-static garments
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Preparation for Emergency Action

ITT Team employees receive instruction in procedures for emergencies. If there is an explosion
they evacuate according to the emergency action plan and call their emergency number to report
it.

Table 4 describes procedures in the event of a fire.

Table 4. Procedures in Case of Fire Emergency

if the Type Fire is: : ) Then... e o lal ]

Don't fight the fire uniess an individual requires rescue.

1 Don't iry to put out the fire unless other fire symbol 1 materials are far enough
away and the fire chief approves.
Take cover if your safety is in doubt.
Sound an alarm
Fight the fire only i it ts in the beginming stages and you are trained to do so

2
Prevent the fire from spreading, if possible
Protect yourself from fragments _
Fight the fire only if explosives are not involved and you are trained to do so.
Use lots of water if white phosphorus or tear producing agents are involved.
Use dry sand or dry powder in the early stages of a fire involving tear producing

3 agents.
Don’t use carbon dioxide, water, or halon on fires involving magnesium, titanium,
aluminum, or other light metals. Use a 2-inch layer of dry sand or powder on the
floor for light metal fires. Rake the burning metals into the layer of sand or
powder and put another layer of sand or powder on top of the burning metals.

)i Fight these fires If you are trained to do so
Protect yourseif from minor explosions and hot fragments

7.1.3 Protective Equipment

Personal Protective Equipment (PPE) includes devices and clothing designed to be worn or used
for the protection or safety of an individual while in potentially hazardous areas or performing
potentially hazardous operations

7.1.3.1 Policy

To protect employees from potential hazards in the workplace, the ITT Team provides PPE
appropriate to the task. The managers supported by the S&H manager assess the workplace to
identify potential hazards and hazardous operations that require PPE, and train employees in its
proper selection, use and limitations, inspection and maintenance. Area managers are responsible
for obtaining the equipment and enforcing its use and ensuring that defective or damaged PPE is
not used.
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7.1.3.2 Responsibilities
S&H Manager’s Responsibilities

e Performs and maintains records of hazard assessments to identify PPE requirements
e Assists the manager in selecting appropriate PPE

e Ensures recommended PPE conforms to American National Standards Institute (ANSI)
and National Institute for Occupational Safety and Health (NIOSH) standards

e Provides training on PPE requirements, use, limitations, proper care, maintenance, useful
life and disposal

e Implements and administers the eye and foot protection programs, as applicable
Manager

o Selects required PPE with support of the S&H mapager and occupational health
representatives as required

s Ensures PPE is readily available to employees working in areas or performing operations
that require it

e Enforces the mandatory usc of PPE when required to protect employee health and safety
e Trains employees on proper PPE selection, use, limitations, inspection, and maintenance.
e Verifies that PPE is stored and maintained propetly

Employee

» Uses, maintains, and stores PPE in accordance with this procedure and instructions

e Reports damaged, worn, or inadequate PPE to the manager or the S&H manager and does
not use it

o Attends required safety training

7.1.3.3 General Requirements for Personal Protective Equipment (PPE)

Hazard Assessment. The ITT Team assesses the work place to determine if hazards are present,
or are likely to be present, and if PPE is needed (OSHA regulation 29 CFR 1910.132). The area
manager supported by the S&H manager and occupational health representatives as required
select the PPE based on the results of the assessment.

Training. We will train employees required to use PPE and they must demonstrate their ability
to use it properly. Training covers

e When PPE is required

e What PPE is required

¢ How to don, doff, adjust, and wear it

o Limitations of the PPE, and proper care
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¢ Maintenance
e Useful life, and disposal of PPE

We retrain when changes in the work place or PPE render previous training obsolete, or if
inadequacies in an employee's knowledge or use of assigned PPE indicate that the employee has
not retained understanding or skill.

7.1.4 Hazardous Operations Permits

The S&H manager approve requests for permits for identified hazardous operations that are not
addressed by Hazardous Operating Procedures prior to single operation events (NPR 8713.3B)
and site requirements. Single operations events include confined space entry, hot work, critical
lifts and other designated permit-required hazardous operations. Managers ensure employees are
aware of permit requirements and follow the GSFC and field sites permit system.

7.1.4.1 Operations Involving Potential Asbestos Exposure

General Requirements. The ITT Team follows federal, state, and local regulations and
guidelines to control asbestos hazards (29 CFR 1910. 1001). Management, supported by the
S&H manager, identifies operations that have potential asbestos exposures and identifies specific
GSFC or site requirements. Employees that work near asbestos will receive annual asbestos
hazard awareness training.

Prohibited Activities. Employees are not involved in operations that might disturb asbestos
containing materials and create an employee exposure risk without proper training, procedures,
and permits. We ensure that this does not occur by prohibiting the following activities without
prior approval of management and all required site permits.

e« Cutting or drilling holes in asbestos containing material

e Installing hangers, fasteners, drapes, or dividers in such a manner that they will damage
asbestos containing material

o Sanding or grinding asbestos containing material

¢ Moving equipment or furniture which could damage floor tiles

s Vacuuming Asbestos containing material with a HEPA filter vacuum

e Damaging pipe or mechanical systems insulation that might contain asbestos

Training. We notify employees working in buildings containing asbestos that it is present and
give them procedures to follow if a suspected asbestos release occurs in the area.

7.1.4.2 Operations Involving Exposure to Toxic or Unhealthful Materials

When new operations are being considered, we teview procedures, equipment manuals, and
material safety data sheets to identify potentially toxic or unhealthful materials that may be
involved. If such hazards are discovered, we notify the Occupational Health Office (GSFC or
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field site) prior to initiating the procedures. Hazard controls will be implemented as outlined by
NASA Occupational Health Office.

SCNS operations comply with site requirements for handling toxic or hazardous materials and
management and occupational health are involved in developing effective process controls to
ensure that employee health is not compromised or jeopardized. Policies and procedures for
controlling Hearing Conservation and Noise Control, Laser Safety Procedure, Radiation
Protection, and Blood-borne Pathogens and Cryogens are in place and documented in this S&H
Plan.

7.1.4.3 Operations Involving Hazardous Waste

For hazardous waste generated on the SCNS contract, employees are responsible for:

¢ Participating in annual RCRA hazardous waste training
» Performing hazardous waste determinations on all waste streams

e Accumulating hazardous wastes in compatible containers and preparing them for
shipment in appropriate containers

o Completing proper documentation for miscellaneous Hazardous Wastes disposal

s Notifying the site to obtain pickup service if available or arranging for commercial
service

o Providing a Material Safety Data Sheet for each pure chemical or unaltered product

e Maintaining Hazardous Waste Satellite Accumulation areas in accordance with GSFC or
local site policies and procedures

Interface with GSFC/Site Environmental and Occupational Health Offices. Prior to
generating hazardous waste or subsequent new or modified hazardous waste operations, or
handling toxic waste on site we notify the GSFC or site Environmental Services Office for an
evaluation of the proper controls.

Hazardous Waste Disposal. NASA is responsible for the transportation, storage, and disposal
of waste generated on-site. ITT Team employees are responsible for properly storing materials in
containers, labeling those containers, inspecting satellite accumulation points, and abiding by
local site’s requirements for the notification, generation, and handling of hazardous waste on site
and at SCNS locations. We observe local site standards for operations unless they are inferior to
those imposed at GSFC.

7.1.4.4 Operations Involving New or Modified Emissions/Discharges to the
Environment

ITT Team managers notify our S&H manager of all waste streams and the processes from which
they emanate. The GSFC Environmental Office will be notified of any proposed changes in
processes that would increase the volume or change the characteristics of the waste stream
generated, as described in Procedure 8, Hazard Communications and Hazardous Material
Control. Our S&H manager reviews the Notice of Hazardous Material and determines the
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environmental impact of the materials and if permits are required. For operations requiring
permits management allows sufficient lead time for processing permits through the appropriate
state and or federal environmental protection agencies.

Table 5 shows our programs or procedures that address hazardous waste disposal or storage
issues.

Table 5. The ITT Team's Hazardous Waste Disposal Program

| Hazardous Waste Storage/Dispos! 7T Program/Procedure ’
Quantity minimization, storage segregation and Chemical Hygiene Plan and Laboratory Safety
waste segregation Program.

New or modified projects or procedures potential|Change analysis establishes evaluation and review
impacts and alternatives that may minimize
environmental effects or reguire permits

Federal Water Pollution Control Act Water Quality and Permit Compliance

Federal/State/Local Clean Air Acts |A|r Quality and Permit Compiiance

If any process onsite at GSFC or other SCNS sites require Environment Protection Agency or
other permits we notify the GSFC Environmental Services Office.

7.1.4.5 Pollution Prevention/Waste Minimization

Our Pollution Prevention Program reduces or eliminates the volumes and/or toxicity of pollutants
in wastes or released to the environment. We implement it with Safety and Health auditing,
training, and reporting policies and subject it to the same tracking and disciplinary provisions.

SCNS operations are compliant with the requirements of NPR 8553.1A, NPR 8570.1, Energy
Efficiency and Water Conservation, Change ! and NPR 8580.1, Implementing the National
Environmental Policy Act and Executive Order 12114.

7.2 Facilities Baseline Documentation

We analyze SCNS facilities to determine if facilities baseline documentation is required and
maintain a corresponding record. The facility manager develops, validates and maintains
baseline documentation for critical, complex, or hazardous facilities and employees support this
process by providing documentation of procedures, analyses, as defined in NPR 8590.1, GSFC
Environmental Compliance and Restoration (ECR) Program. This documentation may include
the following:

e Configuration Contro! facility drawings, equipment drawings, functional schematics,
block drawings, and nonmetallic surveys
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o Documentation of basic facility policies, a description of the facility organization and
responsibility, and procedures for collecting and maintaining baseline documentation

e Safety requirements and procedures that include emergency planning and evacuation,
certification of pressure systems and lifting equipment, calibration, testing involving
human subjects, operations performed in vacuum or oxygen-enriched environments, and
operations with hazardous materials

e Detailed procedures that describe system and machinery operations

e Hazard analyses for the facility, equipment, and systems, approved by S&ED

o Failure Modes and Effects Analyses for critical systems and subsystems

¢ Documented inspections

s Training documentation of employees qualified to operate systems and equipment
e Preventive maintenance documentation for critical systems and equipment

e Records generated from operational readiness inspections, test readiness reviews,
approval of variances and pressure and other systems certifications.

» Emergency shut down and start up procedures

If facilities are assigned to the ITT Team, the facility manager annually updates documentation
and provides the GSFC customer a copy.

7.3 Preventive Maintenance

The ITT Team has established a preventive maintenance program that identifies the equipment to
be serviced and their service schedules. We train employees through procedures and on-the-job
observation to check safety devices before operating them.

We use leading indicators and trend analysis of equipment and facilities servicing data to help
manage the preventative maintenance program. We review the data monthly and when trends
become apparent we implement corrective action plans and track their progress through our risk
management tools and work planning management systems. Through lessons learned, the ITT
Teamn Safety Committee and the monthly ITT Newsletter we communicate and promote the link
between preventive maintenance and safety.

7.3.1 General

The equipment, systems, or facilities that require preventive maintenance have procedures to
provide for the required preventive maintenance and maintenance tracking. Employees do not
conduct maintenance or repair lighting, structures, air conditioners, heaters, plumbing, office
furniture, copiers, and other office equipment that is not the responsibility of the SCNS Contract.
It is, however, the responsibility of employees to notify the appropriate service if service,
maintenance, or repair is needed.

We pay special attention to safety-critical systems and equipment that protect employees and
property from potential damage and harm. We identify those requiring preventive maintenance
and track them to ensure timely completion and to analyze adverse trends. Our S&H manager

Volume II - Safety and Health Plan 45 February 15, 2008
PROSOOI Use/Disclosure of Proposal Data is Subject to the Restrictions on Proposal’s Title Page.



&‘/ Paitnering jor Missicn Success @4

NNG08218142R

reviews Safety Alerts and Safety Flashes we receive from GSFC sites, ITT corporate and other
sources and take appropriate action if they affect SCNS facilities, equipment or processes. Area
managers supported by the S&H manager create Safety Flashes and Safety Alerts from their own
adverse system or equipment experiences.

7.3.2 Responsibilities

The responsibility for maintenance lies with the employee assigned by management to a specific
area or piece of equipment. Employees assigned to maintenance are trained to follow our safety
procedures such as Lockout/Tagout.

7.3.3 Requirements

We develop procedures for items that require periodic maintenance adding warning and caution
statements where applicable. Management develops maintenance schedules for equipment,
systems and facilities and assigns employees to facilities for which they have maintenance
responsibility while the work area manager maintains a list of the assigned responsibilities. The
lead engineers review the maintenance schedule monthly, assign employees preventive
maintenance tasks, keep a log on maintenance items and check it as part of the monthly safety
audits.

7.3.4 Records

The manager who has assigned responsibility for the equipment, system, or facility maintains
maintenance records. The S&H manager keeps additional records and makes them available to
the GSFC customer for review upon request.

7.4 Medical Program

The S&H manager identifies hazards and risks from a risk assessment. The findings enable the
safety manager to recommend site participation in a medical surveillance program, suggest job
restrictions, and provide health education based. Through the risk assessment the S&H manager
can implement an exposure control plan that is specific to the hazards identified. Employees with
potential exposures to lead or asbestos, or those who are subject to sight or hearing conservation
programs, respiratory protection, programs forklift or crane operators or other exposures that
require health monitoring due to occupational exposures are included in the Medical Surveillance
Program.

Our S&H manager performs annual inspections to ensure the proper level of protection for the
amount of exposure, captures any new hazards introduced into the work environment, makes
recommendations and submits them to GSFC. The recommendations might include substitution
of process or materials, local exhaust ventilation, barriers or structures that separate or isolate the
workers from the exposure, or redesign of the equipment or the process.

The S&H manager annually verifies the calibration of equipment using a method traceable to a
recognized authority.
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Records. The S&H manager maintains automated (soft) and printed (hard) copy records in
accordance with 29 CFR 1910.1020, 1915, and 1960, and 40 CFR. R.

Automated records include:

e Demographic information for the facility

e Health hazards evaluations

s Existing and recommended health hazard control methods
¢ Status of improvements to calibration equipment

Printed records include:

e Analytical laboratory reports
¢ Equipment calibration records
e Survey officer records

7.4.1 Purpose of the Medical Program

With the health and safety of employees foremost in mind the ITT Team encourages a preventive
approach to health maintenance while complying with Federal, State, and local requirements. For
example we monitor the health of employees who may have been exposed to chemical or
physical hazards in the workplace.

We have instituted a comprehensive health maintenance program to complement the
requirements of NPR 1800.1B, GSFC Occupational Health Program Procedures.

The S&H manager provides the Chief, Occupational Health Branch with a breakdown of health
examinations by type and frequency with a roster of affected employees, and any physical
requirements for employee certification that are more stringent than GSFC standards

7.4.2 CPR, First Aid, and Emergency Response

For emergencies that occur at SCNS facilities, employees are expected to use the site or GSFC
on-site clinic, and/or call the on-site emergency number. We do not expect or require employees
to provide CPR or first aid, unless they choose to do so as Good Samaritans. We offer safety
representatives, fire wardens and employees the opportunity to voluntarily attend First
Aid/Cardio Pulmonary Resuscitation training. We identify site-specific procedures for ITT
operated and third party SCNS sites to ensure employees are properly trained for emergency
response for their locations and we place first aid supplies in facilities where potential hazards
may exist.

7.4.3 Safety or Health Variance

Where standard safety precautions and regulations permit unacceptable delays or prevent an
operation or mission accomplishment and if departure from them will not result in an
unacceptable risk we document a request for a variance. The PM approves ITT-internal safety
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variances and SCNS task-related variances are approved in accordance with the variance policy
and in coordination with S&ED.

8.0 EMERGENCY RESPONSE

The ITT Team is committed to proactive emergency preparedness, prepares contingency plans
and procedures for every SCNS location and trains and drills employees to effectively implement
them. We support existing GSFC and field site plans, procedures, and drills through coordination
with their emergency preparedness representatives. We develop emergency procedures using
NPR 8715.2, GSFC Emergency Preparedness Plan Procedural Requirement, our plans and
procedures address individual operations and contain specific instructions for providing rapid
shutdown and safeguarding of operations in emergencies for the protection of employees and
equipment. Procedures address the means of notification, evacuation routes, emergency and
protective equipment locations and responsibilities of supervisors and employees during
emergency situations, disasters, and adverse weather conditions.

8.1 General

In fires, medical emergencies and bomb threats, voice, fire alarm, or public address system
signals the evacuation of the building and work area doors close. We evacuate employees from
the immediate area in which the fire or medical emergency has taken place and from adjacent
areas that may be endangered.

When an incident is so severe that it may endanger a major portion of the building or involve the
entire building, we evacuate the facility and employees proceed at least 200 feet away from the
building to the designated Emergency Evacuation Assembly Point (EEAP).

Emergency cards listing site specific emergency instructions, emergency telephone numbers, and
emergency signals are posted throughout work areas. The S&H manager completes and posts the
emergency card with site-specific informatior.

Fire wardens and alternate and assistant fire wardens are chosen from and assigned to SCNS
area/floors. They assist facility managers carry out the building emergency evacuation plan and
participate in training provided by the S&H manager.

Our procedures for employees are:

e Report immediately to emergency services in the immediate area

e Dial 911

e Dial your manager ot the S&H manager from a safe location

e Do not reenter the building until the incident commander or fire officials signal all clear

Volume II - Safety and Health Plan 48 February 15, 2008
PROS0O1 Use/Disclosure of Proposal Data is Subject to the Restrictions on Proposal’s Title Page.



{}/ Portnering for Mission Success
YT &

NNG08218142R

8.2 Responsibilities

Program, Site and Area Managers

e Have a thorough understanding of emergency procedures

e Conduct employee training as described in Paragraph 3.8, Employee Education and Drills
¢ Evacuate employees in the event of an emergency

e Ensure employees are aware of designated EEAP

e Account for employees and report results to emergency services (e.g., Fire officials)

S&H Manager
e Complete the required information on Exhibit 5-1, Emergency Card, and post copies
throughout the office
o Ensure that all employees have been trained in emergency procedures and document the
training
Employees

e Report emergencies promptly
¢ Know emergency procedures, evacuation routes, and the EEAP location

s Proceed to the EEAP and stay out of an area that has been evacuated until an all clear has
been given as designated in Paragraph 5.2(b) of this procedure

s Sign evacuation accountability form
Fire Wardens

o Enforce safety rules and make sure all employees in their designated area follow the
building emergency evacuation plan

e Support the facility manager in developing evacuation plans, ensuring evacuation during
alarms, and conducting fire inspections of his/her area

e Assign buddies and alternates to those requiring assistance during evacuation
e Assist the area manager in completing the evacuation accountability form.

8.3 Emergency Reporting

In the event of an emergency, employees immediately dial 911 stating their name, exact location
and nature of the emergency, staying on the line unless immediate evacuation is necessary.

8.4 Evacuation Procedure

When instructions are given to evacuate the area or building, employees shut down equipment
that, if allowed to continue to operate, may create a hazard or cause damage if left unattended,
close all doors to work areas, exit the building in an orderly manner by the nearest and safest
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evacuation Toute and meet at the designated EEAP or safe area using exit route diagrams posted
in the hallways of SCNS facilities. They remain in the rendezvous area until an all clear is
signaled or a management decision is made to leave the area. Those requiring special assistance
during evacuation are assigned a buddy to assist them during the procedure. Examples of
physical conditions, either temporary or permanent, which may hinder an employee’s evacuation
and would require assistance include:

e Use of wheelchair, crutches, or walkers
e Hearing or visual impairments

e Pregnancy (second to third trimester)

e Heart or lung conditions

e Temporary injuries

e Other disabilities hindering mobility

8.5 Fire

An employee who discovers a fire or smoke or smell of smoke even if no fire is apparent either
reports or directs another employee to report the emergency and exact location to emergency
services by dialing 911.

Employees in the vicinity of a fire may attempt to extinguish the fire with available extinguishers
only if they have been formally trained to use them, and only if it can be done safely after the
emergency services have been notified. Employees not assisting in extinguishing a fire leave the
area by the nearest and safest evacuation route in an orderly manner and gather at the EEAP.

8.6 Bomb Threat

Employees take the actions itemized below if they receive a bomb threat.

¢ Attempt to obtain as much of the following information as possible:
Building, area, room, and other details of the bomb’s location

Time bomb is set to go off

Whether it is concealed or in the open

c O O ©

How it got into the office

e Attempt to identify the caller’s sex, knowledge of the building, and accent
o Attempt to identify background noise

e Notify the PM or immediate manager and the emergency number (911) when the call
ends. Do not talk to anyone else about the call except as instructed by the manager or
PM.

The Bomb Threat aid can be used as a guide for gathering information after receiving a bomb
threat.
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Fire protection services, working with local authorities determine whether to evacuate the
building and SCNS management assist in ensuring an orderly and timely evacuation.

8.7 Employee Education and Drills

Managers are responsible for training employees in emergency procedures. A thorough
understanding of reporting, actions, and evacuation procedures is required to avoid confusion
during an actual emergency.

Employees are trained annually, and new-hires and temporaries at the time of initial assignment.
The training is documented and kept in a department training file with a copy forwarded to the
S&H manager and facility manager who enter it into the IIMS. New-hire and temporary
employee training is documented on orientation acknowledgment, which is then kept in a
department training file with a copy forwarded to the S&H manager for entry into the [IMS.

Training concentrates on:

e Immediate action in the event of a fire or medical emergency

e Identification of equipment in a work area to shut down in an emergency, if it can be
done safely

e Location of fire extinguishers, fire blankets, and other emergency equipment in the
employees' work area

e The method by which employees are notified of an emergency including facility and site
warning system
o Identification of evacuation routes and Emergency Evacuation Assembly Points

There is at least one fire drill per calendar year, which is coordinated with site fire protection.
Drills and a drill evaluation are documented and a copy sent to the S&H manager.

8.8 Hazardous Material Event

In the event of a spill or activity resulting in the potential exposure of people directly or
indirectly to hazardous material, employees:

e Activate area alarms if evacuation is required

¢ Evacuate the area if required

e Dial 911 from a safe location

e Notify the area supervisor

e Terminate the operation and stop the source of the spill or leak, without risking injury
e Contact the S&H manager

If the spill is incidental to operations, and/or site employees clean it up, we call Safety and
Environmental Division, Code 250 and the Contracting Officer.
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8.9 Hurricanes or Severe Weather

To provide for the protection of employees, facilities, and equipment when a hurricane or other
severe weather threatens, we develop a SCNS Hurricane/Severe Weather Plan for SCNS
locations. The plan details the steps to take to protect employees, property, equipment, and the
procedures to follow after an emergency to bring the SCNS operations back to normal
operations. This SCNS plan is tailored to implement the existing GSFC and field site plans.

Should severe weather threaten, the site manager is authorized to release employees and
discontinue operations. Managers are encouraged to honor liberal leave policies to allow
employees to secure their personal property and to evacuate their families in advance of
community warnings. However, management may ask employees to make the following
preparations prior to their departure:

e Unplug electrical equipment

e Unplug personal computers and wrap them in plastic bags

e Close doors

o Secure valuable papers and classified materials

e Remove bottom file drawers and place them on desks or tables
» Raise window blinds to near the top

Other general responsibilities include:

e Staying informed of emergency action plans regarding hurricanes/severe weather
e Staying informed of anticipated local weather conditions
e Dialing SCNS Storm Information/Update Hotline for status of the plan execution

o Taking measures before hurricane season to protect their homes, including storing water
and canned foods and obtaining materials to protect their homes from wind and rain
damage

8.10 Earthquakes

Earthquakes strike suddenly, violently and without warning. Identifying potential hazards ahead
of time and advance planning can reduce the dangers of injury or loss of life.

Earthquake Hazard Prevention

Managers encourage employees to:

e Fasten shelves securely to walls

o Place large or heavy objects on lower shelves

e Store bottled chemicals and glass items in low, closed cabinets with latches
¢ Hang pictures and mirrors away from couches, and anywhere people sit
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e Brace overhead light fixtures
e Repair defective electrical wiring and leaky gas connections to reduce risk of fire

e Store chemicals, pesticides, and flammable products securely in closed, latched cabinets
and on bottom shelves

o Identify as indoor safe places heavy desk or tables in each room against an inside wall
away from windows, mirrors, pictures, or where heavy bookcases or other heavy
furniture could fall over

e Locale as safe outdoor places in the open, away from buildings, trees, telephone and
electrical lines, overpasses, or elevated expressways

During an Earthquake
Managers ensure employees know what to do during an earthquake.

If Indoors:

e Take cover under a piece of heavy furniture or against an inside wall & hold on
e Stay inside
e Don’t try to leave the building because objects can fall on you

If Outdoors:

e Move into the open, away from buildings, streetlights & utility wires
o Stay there until the shaking stops

e Ifin car stay in it and move to a clear area away from buildings, trees, overpasses, or
utility wires

After an Earthquake

Managers ensure employees know how to respond after an earthquake through training facility
managers how and when to turn off gas, electricity, and water and training employees how and
when to call police, or fire department and which radio station to tune to for emergency
information.

Managers encourage employees to become familiar with what to do outside the workplace for
their safety and the safety of their families.

9.0 SAFETY AND HEALTH TRAINING

The ITT Team Safety and Health (S&H) training contributes to the success of a greater S&H
program that integrates values, policy, knowledge and practices from top management to the
worker level across SCNS departments, disciplines and sites. The result is a strong, uniform and
consistent S&H program teaching and reinforcing sound practices to support mission safety.
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9.1 General

The S&H manager ensures that employees receive safety orientation and that the orientation
activities are documented. The training is conducted by the S&H manager or designated
representative.

Employees receive proper training in accident reporting, emergency evacuation procedures, and
any hazards pertaining to their assignments. The ITT Team provides training upon hire, prior to
reassignment, and at regular intervals to maintain employee safety and health awareness and to
reinforce understanding and retention. Employees use the training classes available online
through the IIMS, at the GSFC Safety Training Center, and other organizations. Employees
attend certification classes for specific tasks required by company and field site. We make
available safety training materials and documentation to the GSFC customer for review.

Through the identification of S&H risks, hazards, and project requirements, the ITT S&H
Manager requires each project to identify the learning needs of individual employees, track the
training by using a standardized matrix, and implement a training program. The training program
is documented and audited by auditors to ensure that employees have the knowledge and ability
to prevent accidents and injury.

Our S&H training program includes orientation, ongoing and specialized training. For all types
of ongoing training and specialized training, employees sign the ITT Team S&H Training Sign-
In Roster to collect, record, analyze, evaluate and maintain data on the frequency and level of the
training provided. The GSFC customer has access to training course objectives, agendas, content
and attendance and training evaluation data through the IIMS or directly through the S&H
manager’s office.

Our S&H training program is divided into three areas; orientation, ongoing, and specialized
training all of which include documentation. Orientation training targets new hires, Ongoing
targets all employees and Specialized targets employees about to accept assignments with unique
hazards or changes to existing process. All training empowers employees to accomplish their
assigned task in an environmentally responsible and safe manner.

9.1.1 Orientation Training

Newly hired employees receive S&H orientation training on general and specific issues related
to their work environment and their jobs. As a minimum, The ITT Team new hires receive initial
indoctrination training encompassing S&H-related rules of conduct. This awareness training
focuses on communicating the organization’s responsibility to protecting the environment
through the deployment of corporate S&H procedures, policy and best practices.

Orientation training topics include:

¢ S&H program organization and policies

o Departmental operations, potential hazards and the types and use of control measures and
safe work practices
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e Emergency response procedures and evacuation responsibilities

e Reporting requirements and procedures for S&H hazards, injuries, fires, and other S&H
related emergencies

o Department-specific fire prevention, ground safety, power shutoffs, safe maintenance
procedures, and the location of Material Safety Data Sheets (MSDS)

9.1.2 Ongoing Training

Ongoing training updates, refreshes and reinforces employee S&H awareness, knowledge and
practices while outlining new and reviewing existing policies and procedures. The training
agenda provides employees opportunities to learn from the actual accident experiences of others
and make suggestions to improve the S&H program. Training content includes required
regulatory information and training frequency meets regulatory requircments while ensuring
employee awareness, understanding and competence. The training integrates available and
applicable GSFC-provided safety training,

9.1.3 Specialized Training

Specialized training is provided for those employees who perform duties in which uniquely
hazardous conditions may be encountered.

Following regulatory guidelines, our S&H program evaluates the basic hazard categories, such as
impact, penetration, compression, chemical, heat, dust/particulates, and radiation, to establish
procedures designed to preclude potential S&H risks. Based on the evaluation, S&H training
develops specialized course topics, varying from 8-hour refresher seminars to 40-hour sessions,
and will address applicable GSFC OSHA, DOT, EPA, DOD, and local regulatory and
requirements.

Examples of the types of specialized training are:

e Waste handling/disposal and safc and effective spill response measures
e First aid/CPR/AED

» Hazard communication

e Use of personal protective equipment (PPE)

¢ TFire extinguisher use

o Confined space entry

o FElectrical safety

s Lockout / Tagout procedures

e Ergonomics

o Laser safety

e RF Safety
e ESD
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We offer specialized training prior to the employee’s initia] assignment and later as required. The
area manager is responsible for ensuring specialized training is completed for laboratory
activities and the S&H manager coordinates specialized First Aid training as part of the Health
Program. The supervisor conducting the training completes the S&H Training Sign-In Roster
and returns it to Human Resources (HR) with a copy to the S&H manager.

9.1.4 Training Requirements

The ITT Team determines training requirements by reviewing regulatory and contractual
requirements, S&H training questionnaire results, hazard data, injury and illness statistics,
training records, audits, and surveillance of all operations. Job training, as a minimum, includes
the following:

o Potential hazards of the job

e Potential hazards of the work environment

e How to use applicable protective equipment and procedures

e Location and use of emergency equipment with hands-on evaluations

s Emergency, protective, and first aid procedures applicable to the task and environment
e How to report work-related injuries and illnesses

e How to identify and report hazards to proper authorities

o Safety and health standards and practices which are applicable to the job such as Safety
Representative  Certification, Fire Warden training, Manager’s Safety Course,
Lockout/Tagout, Personal Protection Equipment, Respiratory PPE Training, Radiation
Safety, Chemical Hygiene Plan, Hazard Communication, and Hazardous Waste
Management

9.1.5 Training Frequency

We base frequency of training on employee need in relation to changing equipment, procedures,
regulations, processes, and the potential for accident or injury. For example, the following
situations indicate that refresher training is needed:

e New equipment or processes are introduced

e Standard Operating Procedures (SOP) have been revised

¢ Employee performance needs improvement

e Employees have difficulty remembering important safety information

e New or revised GSFC, NASA, Federal, State, or local standards are identified
¢ Increased injury and illness rates, unsafe work practices, or close calls

e Revised safety and health policies

e Needs identified through program audit findings
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9.1.6 Training Methods

We deliver safety training through formal classroom sessions, online courses, use of the GSFC
resources, local resources or through on-the-job instructions. We evaluate training effectiveness
through post-training testing, line management observation of performance, and injury/iliness
statistics.

9.1.7 Training Records

The SCNS team documents its training through our online training system. Training
documentation includes the names of participants, date and time of the training, and
outlines/lesson plans for the course. If training is provided by external sources, employees gather
and deliver to the S&H manager hands-on course material and the organizations/names of the
training supplier and we record the training in our online training system. We provide monthly
training reports to managers for review to ensure that all employees are completing the required
training for their job tasks.

9.1.8 Training Certifications

The S&H manager compiles and maintains a list of operations and processes that require that the
employees are certified to perform certain tasks. The requirements are added to the affected
employee’s training plan. An annual review ensures that we are providing the refresher training,
medical exams and manager observations if required to ensure employees maintain qualifications
for certification.

9.2 Responsibilities
The ITT S&H manager’s responsibilities are to:

e Provide a safety and health orientation course and manual addressing the contents of the
S&H Plan and present it to each new or temporary employee during the new employee
orientation

e Obtain a signed acknowledgment from each employee certifying that he or she has
reviewed and understands the contents of the manual

¢ Maintain the original documentation of training
e Develop ongoing and specific S&H training for employees as necessary

ITT Team managers’ responsibilities are to:

e Obtain a signed acknowledgement from every new or temporary employee that he/she
did not begin any work assignment without first reviewing the applicable SCNS S&H
plan

e Provide employees required safety training prior to beginning a new task and refresher
training as necessary.
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9.3 Certification

Certain significantly hazardous tasks, such as hazardous waste disposal, pressure vessel
servicing, and monitoring of hazardous operations require special training prior to an employee
performing them. When training is completed, we test the trainees and those who pass go
through a period of on-the-job training. The Area and the S&H managers evaluate and certify
them and other employees for the specific operation or area. The S&H manager tracks
certification status, as certifications require periodic renewal and the employee must demonstrate
retention of knowledge and proficiency in the operation.
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APPENDIX A: THE ITT TEAM’S PLANS TO ACHIEVE LEVEL 5 PEP STATUS

| PEP Element [Status |
Management Leadership and Employee Participation

Supporting Rationale

Plan to Reach Level 5

Management
Leadership

4

The ITT Team management has
communicated a clearly stated safety
policy that is consistent with the GSFC
customer's. Management has made a
commitment to provide a hazard free
workplace through site inspections,
incident reviews, and program
reviews. Line management s
responsible for proactive safety
performance cbjectives as part of
annual evaluations. A safety and
health committee inciuding employee
and management representation has
been established in other divisions
and are formed for SCNS. The ITT
Team management has provided
adequate support and resources to
conduct occupational safety and
health activities.

To achieve a rating of 5, the ITT Team
will document management leadership
activities such as assigning
responsibility for safety/health,
ensuring  accountability in  line
management performance  plans,
establishing SCNS safety & health
goals, including safety as an agenda
item during regular SCNS meetings,
and performing an annual assessment
of the safety and health program. This
will take place over the 12 months
following the SCNS start date.

Employee
Participation

Employee involvement is encouraged
through Close Call reporting, mishap
reporting, program development input,
and participation in the hazard
evaluation process. Given the nature
of the activities to be performed under
SCNS, employees will have a wealth
of resources and knowledge to
participate in  these  activities.
Established systems are already in
place for documenting safety reports,
audits, close calls, industrial hygiene
reports, and other health and safety
information. These are documented in
the Safety and Health Plan. This
information is employee accessible.
Employees are also informed of their
stop work and right to refuse job
assighments that pose hazards until
further management investigation.

To achieve a rating of 5, the ITT Team
will document all employee
involvement  activities such as
participation and conducting of safety
training/education, their OSHA rights,
and their right to stop work. Employees
are selected and appropriately trained
to participate in audits, program
reviews, and to serve as safety
representatives for the SCNS safety
and health committee. Commitiees are
established, audit schedules
developed, and employee training will
commence within the initial months of
SCNS. All activities are implemented
within 12 months from the SCNS start
date,

Implementation
Tools

Adequate resources such as budget
and employees are provided for the
safety and health program. Written
safety procedures and policies are
established in this S&H plan and are
updated according to changes in
processes, tasks, andfor applicable
requirements and regulations. Safety

All tools are implemented and
effectively used during the next 12
months. Use of these tools such as
funding, employees, systems for
accountability, and program review are
documented.
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__PEP Elemen!:_

Status

Supportigg__Raﬁonaie

Plan to Reach Levet 5 ’

and health expenditures are a line
item in the facility budget.
Management is held responsible for
hazard abatement. All records are
kept by management and the S&H
manager for at least 3 years, or
longer, if required by regulation.

Contractor
Safety

Our Contractors are chosen with
safety performance as an element of
selection criteria. Documentation such
as OSHA 300 Ilogs, Workers'
Compensation Experience Modifiers,
OSHA violations, and existing safety
program are used as evaluation tools.
All Contractors are expected to
operate safely.

Any Contractors used are encouraged
to participate in existing safety and
health activities. Contractors are
continuously evaluated in terms of
safety performance and safety are
included in a technical management
review item. All activities are
implemented duting the next 12
months from the contract start date.

Survey
Hazard
Analysis

Workplace Analysis

and 4

The ITT Team has a commitment to
conduct hazard analysis, Job Safety
Analysis, and safety audits for
complete  coverage of SCNS
operations. Other divisions currently
perform the above and quarterly
safety audits of all company
workspaces and track all items to
closure using an audit tracking system
and through GSFC systems as
appropriate. All hazard analyses are
made available and communicated
directly to affected employees where
appropriate. The SCNS is well staff
with trained safety professionals to
perform initial and subsequent
surveys. Employees are encouraged
to identify hazards in the workplace.

[ To achieve a rating of 5, the ITT Team
will  effectively implement and
document the survey and hazard
analysis process supporting GSFC
and SCNS VPP initiatives. Hazard
Analysis and Job Safety Analysis of all
processes and work practices are
performed and documented. Certified
Safety and Health Professionals are
involved in conducting baseline
facilities surveys, Personal Protective
Equipment assessments, Industrial
Hygiene surveys, etc. of SCNS
spaces. Findings are documented and
corrective action implemented in a
timely manner with management
accountability for such  actions.
Surveys and Hazard Analyses are
conducted within the initial months of
the Contract and all activities
completed within the next 12 months
from the SCNS start date.

Inspection

All of the above activities listed in
Survey and Hazard Analysis apply.
Both certified safety professionals and
trained employee representatives
perform inspections of all SCNS
spaces on a quarterly hasis. High-
hazard areas such as laboratories or
other processes in other divisions are
inspected on a more frequent basis.
Standard checklists and audit forms
are used to document key findings

Inspection schedules are established
within the initial months of the
Contract. Employee representatives
will also be selected and trained to
participate  in audits/inspections.
Findings and corrective action are
documented and made available to
employees and management. Resulis
are analyzed to trends identified for
management review and action.
Activities are implemented within 12

and observations.

months from contract start date.
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| PEP Element

Hazard
Reporting

's_itatus

Supporting Rationate 0

‘Plan to Reach Level 5

Management has established a
process to identify and eliminate
hazards. Employees are informed of
existing systems available to report
hazards such as close call reporting,
communication with facility managers,
and others. Hazards are closed out in
a timely manner and documentation is
provided.,

The written process outlined in this
Safety and Health Plan are
implemented for the SCNS Contract.
Employees are trained fo report
hazards and expect closeout
information in a timely manner. Open
hazards are posted as a warning for
employees and are periodically
reviewed by management. These
activities are implemented within the
next 12 months from the contract start
date.

Investigation

Accident and Record Analysis

3

Procedures are established within this
S&H Plan to investigate all OSHA
recordables, first aid, and Type C
mishaps. Other The ITT Team
divisions currently perform
investigations of all incidents, identify
root cause, and develop action plans
for preventing recurrence. This
information, along with close call
reports and hazard reports is shared
with the employee safety committees
and made available to all employees.
managers and Functionai Leads are
responsible for conducting
investigations, which are reviewed by
qualified safety and health
professionals. Employees are
currently encouraged and rewarded
through  recognition awards for
reporting close calls and hazards.

To achieve a level 5, the ITT Team will
implement the established written
procedures and ensure that all
incidents, whether near miss or lost-
time are effectively investigated and
reporfed according to GSFC and
OSHA requirements. These
procedures become effective
immediately upon initiation of the
Contract, monitoring of the
investigation process are conducted
over the next 12 months from the
SCNS start date.

Data Analysis

Injury and close call trends are tracked
utilizing processes established in this
plan and used throughout other
divisions of the company. SCNS
management takes responsibility and
accountability for safety and is
therefore interested and responsive to
this data. Audit findings, accident
trends, and other safety/health
information are communicated directly
to employees by line management
and will also be available via a SCNS
webpage. Databases that are
established for tracking audit findings
will also be used to identify potential
accident sources. Injuryfillness data
are collected and maintained by a
trained safety professional.

To achieve a level 5, all accident
statistics are documented and
provided to GSFC on a monthly basis.
Trending analysis are conducted and
communicated to management and
employees on a monthly basis. Audit
findings will also be trended to
measure program effectiveness and
develop action plans for eliminating
hazardous conditions. All hazardous
operations and  exposures are
identified and evaluated. All of these
activities are ongoing- throughout the
first 12 months from the SCNS start
date.
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PEP Element |Status |

_smu“pporting Rationale

Plan to Reaﬁ_ﬁ Level §

Hazard Prevention and Control

Hazard Contro!

3

The ITT Team requires strict
compliance with all OSHA, GSFC, and
company safety rules and regulations.
Engineering controls are used as the
preferred method of eliminating
hazards. Safety equipment are
inspected routinely to ensure proper
calibration and operation. Safety
programs to be implemented for the
program and currently in place for
other divisions have been evaluated
and determined to be meet or exceed
requirements.

All hazard controls are evaluated to
ensure effective design and elimination
of hazards, These controls are
documented and procedures
developed where needed to ensure
employee safety. Certified health and
safety professignals will conduct
periodic reviews of program elements,
facilties, and hazard controls.
Adequate funding are made available
to support an effective safety program.
These  activities are  ongoing
throughout the first 12 months from the
SCNS start date.

Maintenance

Preventive maintenance is recognized
as a critical element in preventing
injury and continuance of SCNS
operations. A preventive maintehance
program currently exists for other
company divisions and  basic
principles are carried over. Equiprment
that is to be serviced and is the
responsibility of the Contractor is
identified and appropriate schedules
developed. Employees are trained
through procedures and on-the-job
observation to check safety devices
prior to operation.

To achieve a level 5, all equipment to
be serviced and maintained by the
Contract are identified and
documented  schedules  including
specific maintenance, calibration, or
other tasks to be performed are
developed. SCNS employee training
will specifically address preventive
maintenance and daily inspection of all
equipment for appropriate safety
devices and overall working condition.
These activities are conducted as
equipment is purchased or inherited by
the Contract. All schedules and
specific  maintenance tasks are
developed and documented when first
idenfified and no later than the first 12
months from the SCNS start date.

Medical
Program

Employees whe need treatment for
occupational injuries and ilinesses will
use the GSFC on-site clinic or other
field site clinics as appropriate.
Company physicians are identified to
provide medical surveillance where
needed such as pulmonary function
tests and medical evaluations to
ensure fitness to use a respirator. The
industrial hygiene services available
through ITT or GSFC are used by this
Contract to evaluate indoor air quatity,
chemical exposure, ventilation
performance, asbestos concerns as
they have been with other company
divisions. Employees are housed in
GSFC facilties where a history of
industrial hygiene services and

To achieve a level 5, information such
as air monitoring reports, ventilation
surveys, and hazards analysis that are
available for all workspaces are
reviewed and repeated if necessary.
Certified safety and health
professionals are used to conduct and
evaluate these assessments.
Employees are informed of the
medical services available for both on-
site and off-site as well as medical
surveillance necessary to perform
his/fher specific job tasks. A written
respiratory program that is Compliant
with the new OSHA standard has been
developed and are implemented where
necessary. Personal Protsctive
Equipment (PPE) assessments of all
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PEP Element

Status |

Supporting Rationate

Plan to Reach Level 5

hazards review exists. Employees are
informed of any specific hazards
associated with workspaces. A PPE
program is contained in this ptan and
are implemented as it has been in
other company divisions.

hazardous areas are documented and
appropriate PPE selected and its use
enforced based upon level of
exposure. All of these activities are
conducted within the first 6 months of
the Contract.

Emergency Response

Emergency
Preparedness

3

Emergency response plans have been
developed for other on-site divisions of
the program and specific procedures
to follow have been communicated to
employees through new employee
training, refresher training, and
information booklets. Building fire
wardens are currently chosen for all
floors occupied by other company
divisions and alternates are chosen fo
ensure accountability in an
emergency. Designated rendezvous
locations are chosen congruent with
locations recommended by facility
managers. Emergency response
teams are provided by GSFC and
other field site locations and all
employees are frained to use
emergency humbers fto summon
assistance.

To achieve a level 5, the ITT Team will
ensure that building fire wardens are
chosen for each floor of each building
occupied by the SCNS employees.
Fire wardens are responsible for
selecting alternates and ensuring that
persons requiring special evacuation
assistance are accounted for in
developing evacuaticn plans. Drills are
conducted as needed, but at least
annually, for all potential emergency
situations including fire, chemical spill,
bomb threat, tornado, etc. The results
of each fire drill conducted on. SCNS
facilities on-site are reviewed with
employees. Emergency evacuation
plans and fire wardens are chosen
within the initial months of the
Contract. Ali other elements are
implemented within the first 12 months
from the contract start date.

First Aid

On/Off-site medical facilities provided
are within close proximity to handle
any major or minor emergencies.
Safety representatives in  other
divisions are also encouraged to
attend company-provided First
Aid/CPR training.

To achieve a level 5, safety
representatives designated for the
SCNS Contract are given opportunities
to voluntarily attend First Aid training.
Employees are trained to use
emergency numbers fo summon
immediate assistance and use the
medical clinic to handle non-
emergency medical situations. The
company physician are wused to
conduct medical surveillance as
necessary for specific hazards. All
elements are implemented within the
first 12 months from the contract start
date.

Safety and
Health Training

The ITT Team alsc has effective
safety and health training programs in
place for other divisions that are
carried over fo the SCNS Contract.
Certified safety and health
professionals with appropriate
expertise are used to provide safety
training for employees. Training

To achieve a level 5, current training
and tracking systems are implemented
for SCNS employees. New employee
training will include safety and are
documented. Training are conducted
by safety and health professionals with
specific expertise in the areas of
instruction such as lockout/tagout, fire
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| PEP Element - Supporting Rationale | Plan to Reach Level 5
includes procedures for reporting | safety, hazard communication,
injuries, notifying management of |emergency response, etc.

hazards, QSHA standards, and OSHA
rights. All training, including safety
training, is documented for training
completed, available, and scheduled.
Management is currently responsible
for establishing training plans
consistent with employee job tasks

and job hazards.

Management are responsible for
developing training plans specific for
each employee based upon job tasks
and job hazards. These activities are
implemented and further developed
throughout the first 12 months from the
contract start date.
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APPENDIX B: MANAGERS’ GUIDE TO THE VOLUNTARY PROTECTION

PROGRAM (VPP)

e Goal-oriented
objectives and
accountability

i if you are a Manager, then you
| _The Elementsof VPP | will... Examples of Documentation
Management ¢ Know and implementthe GSFC |e Walkthrough inspections
Commitment SCNS Safety and Health Plan ¢ Position Descriptions and
o Clearly established (s Communicate the GSFC SCNS Performance Plans
policies and Safety & Health Policy to all e Employee Recognition and
procedures employees Awards

e Provide example of visible
leadership in your safety and
heatth program through
inspections

« Communicate Safety metrics and
open hazards to all supervisors
and employees

o Establish Goals and results-
oriented objectives (with due
dates), using PEP results, with
measures to achieve them and
annually review the effectiveness
of implementation

¢ Communicate safety goals and
objectives to all supervisors and
employees

e Encourage safety committees
and staff safety meetings with
representation from all levels of
organization

o Hazard Tracking Data (especially
examples of fixes you have
implemented)

¢ Apnual written goals and
objectives - tracked to closure

¢ Safety Meeting Minutes

Safety and health integral
to change planning

VPP Gommitment Show commitment to VPP and show |«  Safety Meeting Minutes
Commitment to meeting | commitment to maintaining the VPP |e  Participate in VPP Participants’
and mantaining VPP element requirements Assoctation conferences
requirements T

Planning Ensure that your organization Work processes that show how safety

includes the safety and health
disciplines in change planning, where
applicable.

and health disciplines are integrated
into the change planning process.

¢ Clear lines of
communication with
employees

e Sets example of safe

Written Safety and Know and implement GSFC SCNS | Know how to find the GSFC SCNS
Health Program Safety and Health Plan Safety and Health Plan on the GSFC
» Includes crifical SCNS web page

elements
» s appropriate ta site

size
Top Management Be aware of the PMs emphasis on Safety Meeting Minutes reflect that
Leadership maintaining and continucusly you promote the PM's safety & health

improving the GSFC SCNS Safety &
Health Program.

philosophy.
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' if you are a Manager, then you
| _The Elements of VPP will... Examples of Documentation
behaviors

s Ensures all workers
including Contractors
are covered by the
same high quality
safety and heaith

» Proper authorty
given to maet safety
and health
responsibilities

+ Commitment of
adequate resources

programs are available

program
Authority and Ensure adequate resources including | ldentifiable Safety portion in Budget
Resources I staff, equipment, and incentive

Line Accountability
Documented system for
holding all line managers
and supervisors
accountable for Safety &
Health,

Ensure that employees are held
accountable for their safety and
health responsibilities and are
evaluated annually on
performance effectiveness
according to measurements
included in performance appraisal
plans

DPelegate clearly defined
accountability, commensurate
with responsibility, within the
organization

Ensure that all employees read
and understand their
responsibilities as defined in the
Safety and Heaith Plan

Performance Plans and Reviews
Position Descriptions

‘Contract Workers
o Written program
¢+ Selechon crnitena

e Contract
requirements

« Evaluation and
Enforcement

Ensura that Safety 1s a source
selecton factor, and that safety 1s
a part of Contractor's
Performance Evaluation

Ensure Contractors follow NASA,
OSHA, and GSFC SCNS
requirements - Contractor Safety
& Health programs will be
consistent with GSFC 's Safety &
Health Program

Ensure that Contrartor
involvement in the GSFC Safety
and Health Program Is

appropriate

Document that Contractors
participate in the GSFC SCNS
Safety and Health Program
Contractor Performance
Evaiuafions

Employee Involvement
Meaningful ways for
employees to participate
in the Safety & Health

Involve employees in active,
meaningful projects that provide
opportunities for employees to
positively impact decision-making

o.o[

Safety Meeting Minutes
Incentive Program

Safety & Health Awareness
Activities
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__:f_he Elements of VPP

Program.

if you are a Manager, then you 1
will...

Exampies of Documentation

on safety and health issues (e.g.,
participation in inspection
planning activities, workplace
safety inspections,
mishap/accident boards, safety
procedure revisions, training and
certification requirements, hazard
analysis plans)

Develop formal process to
document, evaluate, and review
discrepancies, track corrective
actions, and communicate results
to employees

Activity Reports

Safety and Health

Program Evaluation

e Must be in written
narratie form

o Must have action
dates

»  Must cover all of the
32 program elements

» Must cover the stalus
of the action dates

tge the PEP as a tool for the
annual performance evaluation
Must cover the status of the
action dates from the prior year
annual evaluaticn

Annual written goals and
objectives - tracked to closure
PEP resuits and get well plans

understands the hazards
of the workplace

from the prior year

annual evaluation
Management Be aware of the current hazards in » Facility and Process Hazard
Understanding their organization's worksites. Analyses
Management e Job Hazard Analyses

industrial Hygiene

+ Baseline surveys

» Sampling, testing.
and analysis with
written records of
results

¢ Tracking of hazards
fo correction

Cooperate with Occupational
Health personnel when they visit
your area

Know who to call when
Cccupational Health 1ssues arise
Track Occupational Health
Hazards and open items to
closure

Pericdically, re-evaluate that ali
documentation reflects actual
conditions in the workplace and
pragrams (1 e, Personal
Protective Equipment, safety
equipment, monttoring and
samphng)

Hazard Tracking Data
Health monitoring records

Pre-Use Analysis

* All new processes,
materials and
equipment are

Conduct Preliminary Hazard
Analysis and other types of safety
and health analysis with
employee participation

Design Reviews

Facility Baseline Documentation
Job Hazard Analysis

Chemical Hygiene Plans
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Ensure that the Safety and Health
staff are involved with analysis of

NNG08218142R )
I you are a Manager, then you
The Elements of VPP - will... Examples of Documentation
analyzed before use s Eliminate or control hazards « MSDS

Tracking of hazards
to correction

guidelines, after having been
trained in hazard recognition,

controlled alt new or changes to existent
processes, materials, or
equipment
e Communicate analysis
datafresults and resulting
preventive actions to employees
e Track Hazards to closure
Hazard Analysis s« Conduct Job Hazard Analysis s Facility Baseline Documentation
 Written procedures and other types of safety and o Job Hazard Analysis
covering routine as health analysis with employee s Chemical Hygiene Plans
well as when participation s MSDS
changes occur le  Communicate analysis
o Must include affected data/resulis and resulting
employees prevertive actions to employees
7 » Track Hazards to closure
Routine Inspections ¢ Ensure that supervisors s Walkthrough Inspection Reports
e Monthly participate in routine self- that spell out action items and
e Cover entire worksite inspections of work areas, assignees
quarterly following written procedures or s Hazard Tracking reports

Goal is to strengihen
prevention program
Written procedures
Written reports of

in a timely manner to determine
root cause and that corrective
action plans are developed,
documented and tracked to

e JPG 1700.1H employee participation in these is
Chapter 107 mandatory:
Monthly
Cover entire workplace quarterly
Tracking of hazards to closure
Employee Hazard e Actively encourage employeesto |+ Close Calls
Reporting System report, without feer of reprisal, e Hazard Tracking reports
o Formal written any mishaps, close calls, or ¢ Corrective Action Plans
reporting aystem safety and health concems that
e Timely and they identify
appropnate s Penodically remind empioyees of
responses GSFC SCNS and Safety and
e Tracking of hazards Environmental Division, Code
to correction 250 and the Contracting Officer
and the NASA Safety Reporting
System (NSRS)
+ Ensure imely and appropnate
responses o employee concems
» Track hazards to closure
Mishap/Incident s Assure that mishaps and close e Document Mishaps
Investigation calls are tharoughly investigated |e Investigation and Trending

Analysis

Volume II - Safety and Health Plan

PRO800] Use/Disclosure of Proposal Data is Subject to the Restrictions on Proposal’s Title Page.

68

February 15, 2008



X Partnering for iiission Success
v
ha 4

&

ITT

NNG08218142R

If you are a Manager, then you

+ Engineerng Controls

o Administrative
Controls

» Safety and Health
Rutes — Wnitten and

preference)

- Engineering controls or design
changes

- Administrative controls

- Personal protective equipment

The Elements of VPP = will... s Examples of Documentation
findings closure
e Tracking of hazards |e Ensure safety information
to correction regarding mishaps and near-
misses in the workplace is made
available to employees
Trend Analysis e Use statistical data as a » Document Mishaps
s Three-year average management tool ¢ Investigation and Trending
rate for e Global GSFC SCNS Data Analysis
- Total Recordable Location Specific Data ¢ Monthly Metrics
Cases Significant one versus the o Top 3 for location, Including
- Lost Workday Suspicious few solutions
Cases « Review periodically and use
- Restricted Duty results to improve safety and
Cases health program
Medical Treatments
Lost Workday and
Restricted Duty
Cases
« Close Calls
Mishap
Investigations
s Reviewed
penodically by
management and
used to improve
safety and health
program
Certified Professional |Be aware that CSPs and Industrial GSFC organization charts
Resources Hygiene's are provided by the Safety,
Access to: Health and Mission Assurance Area
Certified Safety and that Occupational Health Office
Professionals (CSP) organizations are available from site
Certified Industrial resources as well as corporate
Hygienists (Industrial resources.
Hygiene)
Hazard Elimination or |e Elminate or control hazards by * {» Procedures and Work instructons
Control (in descending order of s Harard Analysis

e Chemical Hygiene plans

PR0O80O1

appropriate - Safety and heaith rules
¢ Personal Protective - Preventive or predictive
Equipment maintenance
» Hazard Control
Programs, including
thorough chemical
control program
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} If you are a Manager, then you
__The Elements of VPP | will... Examples of Documentation
Process Safety Be aware that GSFC SCNS e Implementation documentation of
Management operations will be evaluated for the the 14 Elements for areas that fall

types and the quantities of hazardous
materials to invoke the Process
Safety Management program.

under the standard

¢ Coordinate with the GSFC
Environmental, Health, and
Safety offices on the Process
Safety Management program

e Coordinate with environmental,
Health and Safety on the Process
Safety Management program

Preventive Maintenance

Ensure ongoing monitoring and

Preventive Maintenance Pian and

System for tracking
hazards to closure

Written Preventive maintenance of workplace tracking

Maintenance Program equipment e Documentafion on assignments
Ongoing monitoring and |« Ensure operations procedures of Responsibility

maintenance of are reviewed regularly for

workplace equipment adeguacy

Hazard Correction Be aware of and use the GSFC Be able to demonstrate a working
Tracking SCNS Safety Information Tracking knowledge of how to use data

System and NASA Surveillance
system to track hazards to closure.

systems (data input and data
retrieval).

o Written Program that
is communicated to

Occupational e Ensure employees are Injunies and illnesses documented on
Healthcare Program knowledgeable of on-site medical | NASA Forms 1627
» Avaiabilty of chnic and after hours medical Occupational Health Analyses and
physician services care reports
e Program appropriate |« Ensure employees are
to sde knowledgeable of special medical
» Medical experts used needs based on occupational
in analyzing heatth health hazards
hazards
¢ Personnel trained In
First Ad/CPR
Disciplinary System » Know the Disciplinary program ¢ Document Disciplinary Actions, if

and use it as required
Take action for willful or repeated

any
e Training employees to be aware

ALL employees safety viclations by Contractors, of disciplinary program
« Covers both sub-Contractors or individuals
supervisors and their |«  Ensure that employees know the
employees Disciplinary program
Emergency Procedures [« Ensure development. « Emergency Action Plans
» Writlen emergency communication, and » Fire Dnli Attendance Records
program documentation of and training In, Employee Accountability Records
e Drils for ALL procedures for emergency
employees response in your employees’
e Preparedness Plan work areas

Provide emergency telephone
numbers, ext routes and training
dnlls

l

|*  List required personal protective
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The Elements of VPP

if you are a Manager, then you
____wiit...

—
Examples of Documentalion

equipment

Ensure that all employees
participate in drilis

Periodicaily, re-evaluate
workplace emergency
preparedness requirements and
emergency response plans

Safety & Health
Training Program

Involve employees in the
development of training

Training Plans/Records
Performance Reviews

s Must know hazards
in their areas of
responsibility

Potentjal effects on their
employees
Ensure employees follow rules

Description requirements, certification
Must be written requirements, and training plans
including orientation plan for new
hires
Maintain retrievable record
keeping system for employee
training
Supervisors Training Ensure that Supervisors are Trairing Plans/Records
s Must understand and trained Performance Reviews
carry out Must understand hazards in their
responsibdities work areas

Employee Training
Must understand hazards
associated with job

Ensure that your employees are
trained to understand and
effectively carry out their safety
and health responsibilities and
tasks.

Use Job Hazard Analysis to
determine required training.

- Hazard awareness

- Safe work procedures

- Emergency situations

- Personal protective equipment
use

Trai_ning Plans/Records
Performance Reviews

Annual Fire Drill Attendance

Emergencies Training
ALL persons on site will
know what to do in an

Ensure that everyone Is trauined to
understand and effectively protect
themselves in emergency situations  |e

records
Other Emergency training records

smergency, mcluding
visitors

Personal Protective

Equipment

= Appropriate Personal
Protective Equipment

e Training on care and
use

¢ Replacement of
Personal Protective

Ensure that employees have
required Personal Protective
Equipment, are trained in its use,
and are using it

Ensure that Personal Protective
Equipment is maintained or
replaced as required

Budget line item for Personal
Protective Equipment
Personal Protective Equipment
Training records

Equipment
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| #you are a Manager, then you
The Elements of VPP will... Examples of Documentation
Managers Training Ensure manageérs are trained to » Traning Plans/Records
Must understand and understand and carry out their « Performance Reviews
carry out responstbiities | responsibilibes
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ACRONYMS AND ABBREVIATIONS

Acronym e De»fihitipn i
AED Automated External Defibrillator
BASH Bird Aircraft Strike Hazard
CFR Code of Federal Regulations
EOE Center of Excellence
CPR Cardio Pulmonary Resuscitation
cspP Certified Safety Professional
DOD Department of Défense
DOT Department of Transportation
DRD Data Requir;ments Description : )
DSN Deep Space Network -
ECR Environmental Compiiance and Restoration
EEAP Emergency Evacuation Assembly Point
EPA Environmental Protection Agency |
FOD Foregn Clyect Damage
FSEU Facilities, Systems, Equipment, and Utilities
GPR Goddard Procedural Requirements
GSFC Goddard Space Flight Center )
HR Human Resources
IDIQ Indefinite Delivery Indefinite Quantity
lIMS Integrated Information Management System
IF Injury Frequency
I8 [ Injury Severity
ISO International Organization for Standardization
JSA Job Safety Assessment |
LLIR Lesson—s Learned Information System
LMS Learning Management System
MSDS Material Safety Data Sheets
NASA Nationat Aeronautics and Space Administration
NIOSH | National Institute for Occupational Safety and Health
NPR NASA Procedural Reguirements
NSRS NASA Safety Reporting System
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NSTC NASA Safety Traming Center
0&M Operations and Maintenance o |
OHSAS Oecupétlonaf Health and Safety Assessment Series
.OM&E .Operations, Maintenance, an.d. Engineering
OSHA Occupational Safety and Health Admistration
P&SP Policies & Standard Procedures B - N
PEP Performance Evaluation Profite —_
PM -Program Manager
PMO - Project Management Office -
PPE | Personal Protective Equipment
QA Quality Assurance
RAC Risk Assessment Code
RF Radio Frequency
S&H Safety and Health )
S&HSE Safety and Health Self-Evaluation T
S&MA Safety and Mission Assurance
SCNS Space Com_mumcatton Network Services
SDD Systemn Design Description o
SHMS Safety and Health Management System
SOP | Standard Operating Procedures
SOwW Statement of Work
SPP Safety Performance Program )
TT&C | Tracking Telemetry and Command
VPP Volunta;l—?;;)tective Program
WC Worker's Compensation
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