DEPARTMENT OF THE AIR FORCE 

PACIFIC AIR FORCES

MEMORANDUM FOR ALL EOC MANAGERS

FROM:  35 MDSS/CC

SUBJECT:  AF Form 55, Employee Safety and Health Training Record, Lesson Plan (Example)

1.  During a recent inspection of the medical group our evaluations of unit safety programs we assess individual safety training.  AF Forms 55 and accompanying lesson plans are an area we find requiring improvement.  

Attached is a sample lesson plan that will assist each workcenter supervisor in establishing their unique safety training program.  All personnel are entitled to receive safe working conditions and sound safety training.  

3.  With the hazards of doing our business, we cannot have anything less than a highly motivated safety team.  Any questions can be directed to MSgt DeGuzman at 226-6080 or Capt Warwick at 226-6090.



ROY J. HOBBS, Lt Col, USAF, MSC



Commander, Medical Support Squadron

Attachments:

Sample Lesson Plan

AF Form 55, Employee Safety and Health Training Record, Lesson Plan (Sample)

As supervisors, we are required to provide safety training IAW AFI 91-301, Air Force Occupational Safety and Health.  Each worker is entitled to receive and should expect safe working conditions and competent supervision while assigned to their duty sections.  Completing the AF Form 55 should be the Supervisor's first opportunity to explain the importance of the safety program, relate their concerns for the worker's safety, and ensure the worker understands the job requirements.  Your section lesson plans, along with supervisory involvement, will help reduce unsafe acts and conditions.  There are 24 mandatory items that must be briefed as a minimum.  These mandatory items are listed as Attachment 2 in AFI 91-301 and a copy is provided as part of this sample.

1-5. Self Explanatory

6.  Hazards Associated With Present Duties:  (Examples)


a.  Lifting

f.  Seasonal Hazards


b.  Climbing

g.  Falling Objects


c.  Chemicals

h.  Noise


d.  Fuels

i.  Explosives


e.  Welding/using open flames

j.  Flying particles

* Consult your job unique AFOSH Standards and Technical Orders for additional items.

7.  Occupational Health Medical Examination (OHME) Required:

Example:  High Noise Areas:  Hearing test, annual/baseline, to ensure hearing is not deteriorating.


Section I.  Mandatory Items (To be briefed to all personnel)

Section I contains mandatory items that must be briefed to all personnel.  Each supervisor should develop a lesson plan specifically for their workcenter.  Additional items are listed in Attachment 3 of AFI 91-301.  Supervisors should personalize each item to ensure all personnel are given the same training and understand the tasking and requirements before being assigned a job to accomplish.

     1.  HAZARDS OF THE JOB OR TASK TO BE DONE AND PROCEDURES TO BE FOLLOWED:  


(EXAMPLES)



a.  Climbing fixed ladders - Wear required head and foot protection and available safety climbing devices.  Inspect for defects and slippery surfaces. Face the ladder, use both hands while climbing and test each rung before applying your full weight.  Report any hazard or deficiency to your supervisor.  NEVER JUMP FROM A LADDER.



b.  Chemicals -  Use material safety data sheets.  Acids could splash onto skin, eyes, or mouth and could cause burns or irritate skin.  The wearing of rubber gloves, apron, and eye or face protection is mandatory while mixing, handling, or using acids.  (Workers should be familiar with each chemical used and the safety equipment required for each operation.)





c.  Fuels - 




(1)  Fuels pose a constant threat of explosion and, when working in confined spaces, could cause asphyxiation.  Smoking or open flames in the area of fuel storage, handling, or servicing is prohibited.  Entering confined spaces where fuels have been stored or used will require adequate ventilation or purging and, in  some cases, the wearing of a self-contained breathing apparatus or respirator.




(2)  Static electricity is another source of ignition for fuels.  Outer clothing will be made of cotton/synthetic blend materials.  The nylon liner to the field jacket will not be worn separately as an outer garment.



d.  Welding/using open flames -  All welding, cutting, or using open flame will be conducted in an approved shop or the person responsible for the operation must obtain a welding, brazing, and cutting permit from the base fire department.  (AFOSH Std 127-31 should be consulted to determine what personal protective equipment is required for each operation.)



e.  Seasonal Hazards - 




(1)  When working outside in extreme cold, icing conditions, or if wind chill factors apply, workers should dress for the conditions.  




(2)  When working in direct sun and heat conditions, workers should know the symptoms and signs of heat exhaustion and heat stroke.  They should be cautioned on the hazards of sunburn.



f.  Falling Objects -  Workers engaged in construction or electric utility installations and maintenance could be subjected to injury from objects falling onto their head or feet.  (Supervisors should survey their areas and require employees to wear head protection and/or foot protection when working in hazardous areas.)



g.  Noise -  Hazardous noise areas are identified by Bioenvironmental Health.  Workers should know all areas that hearing protection is required and be issued hearing protection.



h.  Explosives -  Workers required to handle, store or transport explosives are required to receive training.  Explosives Training lesson plans should be addressed here.



i.  Flying particles -  Supervisors should list machinery and areas where workers may be subjected to injuries from flying particles.  They should also list protective equipment required for those operations.


2.  HAZARDS OF THE WORK AREA

The hazards of the work area could include slipping, opening in the hangar floors, vehicle traffic patterns, hangar door openings, fire cannon rotation areas and radio frequency radiation.  If Job Safety Analysis are required for any tasks and areas this is where you will list them.  JSA guidance is attached.


3.  OCCUPATIONAL SAFETY AND HEALTH (OSHA) STANDARDS AND GUIDANCE THAT APPLY TO THE JOB AND WORK PLACE

List the AFOSH Standards or technical orders that apply to specific tasks.  Most of the guidance should already be listed in number 1 above.  Include the location of these standards.


4.  PERSONAL PROTECTIVE EQUIPMENT THEY WILL NEED AND HOW, WHEN, AND WHERE TO USE IT

To be entered in Section II and III of this form.  This should also be listed adjacent to applicable task in number 1 above.


(EXAMPLE)



a.  Personal protective equipment comes in two categories.  Equipment issued to the individual and equipment provided by and stored in the workcenter.  The equipment issued to individuals are steel toed boots, leather gloves, ear plugs, cold and wet weather special purpose clothing and reflective belts.  The equipment provided by and stored in the workcenter are chemical gloves, goggles/face shield, ear defenders, aprons, and fall protection equipment.  Both categories of equipment are discussed in the following paragraphs.   Remember, you assume custodial responsibility for personal protective equipment when it is issued to you.  All personnel are responsible for maintaining and inspecting equipment.  Report unserviceable equipment to the responsible workcenter supervisor.



b.  Personal Protection Issued.

     


(1)  Steel toed boots are issued to prevent damage to your feet while working or performing duties.  Common sense will play a large factor in foot protection.  If you have a question as to whether to wear them or not, wear them!

     


(2)  Leather gloves are issued to prevent injury to hands due to hot and cold materials, sharp objects or pinching mechanisms.  List areas and machines that would require use of leather gloves.

     


(3)  Hearing protection is issued at the Environmental Health Office at the base hospital.  These plugs help prevent hearing loss.

     


(4)  Cold or wet weather special purpose clothing should be worn when applicable weather conditions exist.  Northern Japan is very unpredictable so it is wise to store cold or wet weather gear close by for easy access during inclement weather.

     


(5)  Reflective belts will be worn anytime you are performing maintenance on the flight line between sunset and sunrise.  This procedure will ensure pedestrian safety and visibility on the flight line during low light periods.



c.  Your custodial responsibility includes proper use of and care for personal protection equipment.  Unserviceable equipment should be identified immediately to your workcenter supervisor.



d.  Personal protection provided in workcenter.  (Ref:  AFOSH Std 127-31)

     


(1)  Chemical gloves must be worn whenever designated by the applicable chemical or lubricants Material Safety Data Sheet (MSDS) located in the specific shops.

     


(2)  Goggles are used to prevent personal eye injury and are the minimum protection required when working around compressed air, filing or cutting of materials and when striking metal against metal. Wear goggles whenever engaged in the spraying of any chemical or lubricant protection would be the full face shield to prevent eye injury and skin contact with materials.  Goggles as a minimum must be worn while working with chemicals, lubricants or compressed air that could create hazards to the eyes.  Clean eye protection prior to storage.

     


(3)  Ear defenders are used as a primary ear protection or added protection with ear plugs.  List areas where your people would be required to wear these defenders.

     


(4)  Aprons are used when handling hazardous materials, chemicals and cleaning components.

     


(5)  Fall protection equipment is extremely important in the prevention of serious injury.  List any areas, if any.


5.  LOCATION AND USE OF EMERGENCY AND FIRE PROTECTION EQUIPMENT


(EXAMPLE)



a. Emergency shower and eye wash located outside battery shop.  Shower is activated by a pull chain and has an audible alarm to alert others in the area of the emergency.  Eye wash is activated by a foot control and also has an audible alarm.  these units are activated monthly and inspected semiannually by the supervisors.



b.  Fire extinguishers are located in the hallways.  (Each type and class of extinguisher should be explained.)  


6.  EMERGENCY PROCEDURES WHICH APPLY TO THE JOB OR WORK PLACE



a.  In case of fire:

     


(1)  If the fire is small and can be extinguished, use the portable or wheeled type fire extinguisher.  Notify the fire department (911) from base phones.

    
 

(2)  Notify building occupants to evacuate.

     


(3)  Pull the fire alarm located next to the exits.

     


(4)  Go to the assembly area outside.  (Each section should have a designated area for an assembly area.)

     


(5)  Direct fire fighters when they arrive.



b.  If medical assistance is needed, call an ambulance, or perform first aid.



c.  Supervisors should also include other emergencies such as emergencies to shut down power equipment, electrical power, etc.  Consult Fire Department personnel when making this determination.


7.  REPORTING UNSAFE EQUIPMENT, CONDITIONS, OR PROCEDURES

Report unsafe equipment, conditions, or procedures to the responsible workcenter supervisor immediately.  Reported unsafe conditions will be addressed as soon as possible and actions taken will be reported back to the workcenter.  Recommendations on improving safety practices are always welcome.


8.  LOCATION, SUBMITTING PROCEDURES, AND PURPOSE OF HAZARD REPORT, AF FORMS 457   (AFI 91-301)



a.  Location:



b.  Submitting Procedures:



c.  Purpose:


9.  MISHAP NOTIFICATION PROCEDURES

It is personal responsibility to identify and report any mishaps concerning aircraft, support equipment, or personnel.  Once you've reported a mishap to your supervisor, you should write down the details of the incident to assist in the mishap investigation.


10.  EMERGENCY PHONE NUMBERS



Law Enforcement - 



Hospital Emergency - 



MOC - 



Command Post -  



Fire Department - 


11.  LOCATION AND REQUIRED REVIEW OF APPROPRIATE SAFETY BULLETIN BOARDS             (AFVA 91-307)

Supervisors should explain their policy on reviewing information posted on the bulletin boards.  AFVA 91-301, Air Force Occupational Safety and Health Program, must be posted in each work area.  Personnel should review this board on initial briefing and weekly to remain alert to any current changes.  It is the responsibility of the supervisor to ensure current and up to date information is posted.  It is the workers responsibility to review the information periodically.


12.  LOCATION OF MEDICAL FACILITIES AND PROCEDURES FOR OBTAINING TREATMENT



a.  For minor injuries, there are first aid kits located in each workcenter and you should become familiar with their location.  For more serious injuries such as major cuts, broken bones, eye injuries, back sprains, etc., personnel will report to the base hospital emergency room located in (Bldg # and location)



b.  For securing medical appointments for less serious ailments, you should set up an appointment through Sick Call at XXX-XXX.  Dental appointments can be made through the appointment desk at XXX-XXXX.


13.  REQUIREMENTS FOR DOCUMENTATION AND NOTIFICATION OF ON-THE-JOB INJURIES AND ILLNESSES

Any injuries, whether on or off-duty, will be immediately reported to your supervisor, flight chief and to the Unit Safety Representative.  Occupational illnesses should be reported to the clinic.  CA Forms are used for civilians who are injured on the job.  The supervisor supplies the proper CA Form to the employee for medical treatment.  The CA forms are routed to Civilian Personnel Office and they forward the forms to OWCP when medical expense is incurred or expected.  For military personnel injured on or off the job, have the individual fill  out a 35FW Form 33 and send it to the Wing Safety office.


14.  PURPOSE AND FUNCTION OF THE AF FORM 1118 (NOTICE OF HAZARD)

This form is used when a condition exists which creates the potential for a serious mishap to occur.  It serves as a notice to tell employees of the hazard, interim control measures taken to reduce the danger or exposure, permanent corrective action to be taken, and the estimated completion date.  These forms are posted by the workcenter supervisor and is issued by Safety, Fire or Health officials.  Removal of these forms will only be done after verification by the issuing authority that identified the hazard.  Ref:  AFI 91-301 and AFOSH Std 127-45 for further guidance concerning procedures on the AF Fm 1118.


15.  INDIVIDUAL RESPONSIBILITIES FOR ENSURING THEIR OWN SAFETY (AFI 91-202 and             AFVA 91-307)

Each employee, military, or civilian holds a direct responsibility to protect themselves from senseless injury due to a disregard of mishap prevention policies.  


16.  REQUIRED USE OF SAFETY BELTS (AFI 91-207 and AFR 125-14)

The use of seat belts while driving or riding in government or privately owned vehicles, on or off-base, is mandatory.  The driver must inform the passengers of this requirement and ensure the requirement is observed.


17.  PERSONAL RIGHTS (AFI 91-301 AND AFVA 91-307)



a.  Air Force personnel have inherent rights regarding safety, be it personal or workcenter safety.  Some of these rights are as follows:

     


(1)  The right to take part in the AFOSH Std program without coercion, discrimination or reprisal.

     


(2)  Report and request inspections of unsafe or unhealthy working conditions to the proper officials.  Officials that could be notified are your immediate supervisor, safety managers, fire prevention specialist, or bio-environmental engineers, including the Secretary of Labor.

     


(3)  Have access to applicable Occupational Safety and Health Administration and AFOSH Stds.

     


(4)  Decline to perform an assigned task because of a reasonable belief that, under the circumstances, the task possesses an imminent risk of death or serious bodily harm, coupled with a reasonable belief that there is not enough time to seek effective redress through normal hazard reporting and abatement procedures.



b.  Air Force personnel are entitled to a safe and healthful work environment where reported hazards are handled in an expedient manner.


18.  AIR FORCE HAZARD COMMUNICATION PROGRAM REQUIREMENTS

Personnel should list all items in the workcenter with location of Material Safety Data Sheets.  For more guidance review applicable AFR 161 series.


19.  REQUIRED USE OF SAFETY BELTS

This section is reserved for harnesses, reflective belts, lifelines, etc. needed to the job.


20.  CONFINED SPACE REQUIREMENTS

If the section has a need for a Confined Space Program, address this here.  A Confined Space Training Program will have to be developed and documentation on the AF Fm 55.


21.  LIFTING

(EXAMPLE)

Evaluate each task before starting the job.  Keep the back straight as possible and lift with the legs, keeping the load close to your body.  Some objects may require two or more people or the use of a hand truck or mechanical device.  (The worker should be expected to do the job but should know when to ask for help and use the right tools for the job).


22.  JEWELRY SAFETY (Finger Rings, Watches, etc...)


(EXAMPLE)



Finger rings will not be worn while:



a.  Climbing, ascending or descending activities.



b.  Most materials handling operations (give examples).



c.  Around moving machinery (give examples).



d.  Work activities where personnel are exposed to energized electrical circuits.


23.  PRINCIPLES OF RISK MANAGEMENT (AFI 91-301, Para 3.4)


Is a continuous, sequential methodology consisting of a basic number of steps that define a process.  The number of steps may vary relative to mission requirements (five, six, etc.).  Individuals, risk assessment teams, and safety people identify hazards through the ORM process.  The following is a description of a six-step process.



a.  Identify the Hazard.  Hazard can be defined as any real or potential condition that can cause injury, illness, or death to personnel, or damage to or loss of equipment or property.  The dimensions of a hazard are not confined, nor do they have limits.



b.  Assess the Risk.  Risk is the probability and severity of loss linked to the hazard.  Assessment is the detection of hazards and the application of measurement to the level of risk they represent.  The assessment step in the process quantifies probability, severity, and cost.

 

c.  Analyze Risk Control Measures.  Investigate specific strategies and tools that reduce or eliminate risk.



d.  Make Control Decisions.  Decision makers deal with risk by accepting, avoiding, reducing, spreading, or transferring it.  This requires the expenditure of assets:  money, time, procedures, regulations, training, materials, facilities, manpower, or policy.



e.  Risk Control Implementation.  Once control strategies have been analyzed, an implementation strategy needs to be developed and then applied by management and the work force.



f.  Supervise and Review.  ORM is a process that continues throughout the life cycle of the system, mission or activity.  Once controls are in place, then the process must be scrutinized to determine its effectiveness.


24.  POTENTIAL HAZARDS ASSOCIATED WITH THE SURROUNDING LOCAL AREA IF OPERATIONAL ACTIVITIES REQUIRE TRAVEL OFF-BASE.


(EXAMPLE)



a.  Narrow roads.



b.  No shoulders.



c.  Winter driving.
  


SECTION II.  PERSONAL PROTECTION ISSUED
Each personal protective equipment item issued to an individual should be marked in this section.  Recommend the date issued, be annotated, and a briefing be prepared on the reasons or tasks requiring the item.  It should be made known to the employee that the use of protective clothing or equipment, when required, is a condition of employment and not an option.  The training should include demonstration of proper wear, care, inspection requirements and disposal of unserviceable equipment.


SECTION III.  PERSONAL PROTECTION PROVIDED IN WORK AREA

This section should list the proactive equipment items provided in the work area for general use as required by the task.  As these items are checked off, indicate the type and reason for use.


SECTION IV.  DATE SPECIALIZED OSH TRAINING PROVIDED
This section should contain the last date the specialized training was conducted.  Recommend CPR training be listed in this section under "OTHER".


SECTION V.  RECORD OF OSH BRIEFING AND JOB SAFETY TRAINING

Record of OSH briefings and job safety training.  Date of briefing and whether initial or annual.  Recommend writing the subject title above the date.  The supervisor signs the form to verify giving the training and the employee signs to indicate they received the training.


SECTION VI.  REMARKS

Any special safety requirements or conditions to any items that cannot be placed on the front of the form are entered in this section.  Manual lifting training and Federal Hazardous Communication Program Training should be annotated in this block.  Supervisors Safety Training is also annotated in this block.


FILING THE AF FORM 55
AF Forms 55 must be readily accessible to supervisors and employees.

NOTE:  If you need assistance or have questions concerning AF Form 55 or the briefings, contact the Safety staff, ext 2702.  THIS INFORMATION IS PROVIDED AS AN EXAMPLE ONLY.  YOU MUST DEVELOP YOUR LESSON PLAN TO FIT YOUR SPECIFIC WORKCENTER.
JOB SAFETY TRAINING OUTLINE

A5.1.  Items that, as a minimum, must be covered during Job Safety Training are:

A5.1.1.  Hazards of the job tasks and safety procedures to be followed.

A5.1.2.  Hazards of the work areas to include physical and chemical.

A5.1.3.  OSH standards and guidance that apply to job and work place.

A5.1.4.  Personal protective equipment needed and how, when and where to use it.

A5.1.5.  Location and use of emergency and fire protection equipment.

A5.1.6.  Emergency procedures that apply to job and work place, including evacuation procedures, fire reporting procedures, and location of fire alarms and extinguishers.

A5.1.7.  Reporting unsafe equipment, conditions or procedures to supervisor immediately.

A5.1.8.  Location, submission procedures, and purpose of the AF Form 457.  (AFI 91-202)

A5.1.9.  Mishap reporting procedures.

A5.1.10.  Emergency telephone numbers.

A5.1.11.  Location and required review of appropriate safety bulletin boards, AFVA91-307.

A5.1.12.  Location of medical facilities and procedures for obtaining treatment.

A5.1.13.  Requirements for documentation and notification of occupational injury or illness.

A5.1.14.  Purpose and function of the AF Form 1118, Notice of Hazard.

A5.1.15.  Individual responsibilities for ensuring own safety.

A5.1.16.  Required use of safety belts.

A5.1.17.  Personal rights and responsibilities under OSH guidance.  (AFI 91-301, Para 2.15)

A5.1.18.  Air Force Hazard Communication Program Requirements.

A5.1.19.  Any occupational medical examination required.

A5.1.20.  Confined space requirements.

A5.1.21.  Manual lifting guidance.  (AFOSH Standard 91-46)

A5.1.22.  Jewelry safety.  (AFOSH Standard 91-66, Chapter 2)

A5.1.23.  Principles of risk management.

A5.1.24.  Potential hazards associated with the surrounding local area if operational activities require travel off-base.

A5.2.  Changes to this outline will be required when equipment, procedures, or processes change or when safety, fire protection, and health requirements change.
