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CHAPTER 14

M SHAP | NVESTI GATI ON AND REPORTI NG FOR M LI TARY,
CIVIL SERVI CE, AND NONAPPROPRI ATED FUND PERSONNEL

Section |

GENERAL | NFORVATI ON

1. Applicability. Under reference (a), the Navy Standard M shap Reporting
Systemincludes military, federal civil service, and nonappropriated fund
personnel at shore activities.

2. Scope. This chapter only applies to work-related m shap reporting
procedures and requirenents. Reports and investigations required for aircraft
m shaps/inci dents, JAG Manual incidents on misconduct, |ine of duty

determ nations, and clains against the Governnment are not covered by this
chapter.

3. Discussion. The objectives of the mishap reporting and anal ysis system
are to reveal the course, nature, and trends of mi shaps and injuries so
corrective neasures may be taken, and to provide necessary information for the
admi ni stration of a successful mishap prevention program

4. M shap | nvestigati on Requirenents

a. NAEC OSH office shall conduct a safety investigation of every
m shap, major or minor, and handle the investigation as a search for facts.
The OSH office shall ensure proper investigation of all m shaps and review al
i nvestigation reports.

b. NAEC OSH office shall report all m shaps neeting the reportable
criteria as outlined in reference (a).

5. Requi renents to Ensure Reporting of All Mshaps At all levels, the

i medi ate supervisor has the greatest influence on mshap reporting. Al
Managers, supervisors and people in charge shall take the follow ng action to
ensure that they report all nmishaps to the OSH office:

a. Indoctrinate all subordinates, especially new arrivals, to report
all mshaps no matter how snmall, as well as the “near m sses” where only
chance prevented a m shap. Ensure personnel fully appreciate that activities
cannot correct hazardous conditions unless personnel conscientiously report
t hem

b. Al Managers, supervisors and people in charge shall report al

m shaps to the activity OSH office immrediately so the OSH office can initiate
the appropriate action for the m shap investigation
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6. On-Duty Personnel. For the purpose of mshap reporting, Navy
mlitary and civilian personnel are on duty when they are:

a. Physically present at any location where they are to perform
their officially assigned work. (This includes those activities incident to
normal work activities that occur on installations; i.e., lunch, coffee or
rest breaks, and all activities aboard vessels, service craft, or snall
boats.)

b. Participating in conmpul sory physical training activities
(including conmpul sory sports or conmand- sponsored activities during working
hour s) .

c. Being transported by DOD or a command conveyance to perform
officially assigned work. (This includes reinbursable or nonrei nmbursable
travel in private notor vehicles for perform ng duty, but not routine trave
to and from work.)

d. On tenporary duty or tenporary additional duty (TDY/ TAD)
Per sonnel on assignnent away fromthe regul ar place of enploynent are covered
24 hours a day with respect to any injury that results fromactivities
essential or incidental to the tenporary assignnent. However, when personne
deviate fromthe normal incidents of the trip and engage in activities
(personal or otherw se) which are not reasonably incidental to the duties of
the tenporary assignnent contenpl ated by the enployer, the person ceases to be
consi dered on-duty for reporting purposes of occupational injuries or
illnesses. For civilians, these deviations nay not be conpensable (OACP
deternmi nes on a case-by-case basis).

7. Of-Duty Personnel. For the purpose of m shap reporting, Navy mlitary and
civilian personnel are off-duty when they:

a. Are not in an on-duty status, whether on or off installations ashore.
b. Have departed fromtheir official duty station, tenporary duty
station, or Navy service craft or small boat at the term nation of their
normal work schedul e.

c. Are on leave/liberty.

d. Are traveling prior to and after official duties; i.e., driving
to and from work.

e. Are participating in voluntary base/installation team sports.

f. Are on perm ssive (no cost to the Governnent other than pay)
tenporary duty.

g. Are on lunch or another rest break, and engaged in activities
unrel ated to eating or resting.
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8. Ceneral Investigating/ Reporting Procedures. All civilian personne
injuries at work, and all mlitary personnel injuries at any tine, regardless
of the severity shall be pronptly reported to the inmedi ate supervisor. OSH
of fice shall investigate each nmishap, and the Commandi ng Officer shall review
each | ost-workday m shap that involves five or nore | ost workdays with the
enpl oyee’ s supervi sor, safety, nedical, conmpensation and the next |evel of
managenent invol ved and the injured enployee if needed for anplifying

i nformati on.

9. Near Msses. Any near mss involving an industrial work process where
activities avoid a fatality or catastrophic |oss nerely by chance; i.e., if
sonmeone says, “Boy we're lucky we didn't kill sonmebody.” Activities should
report other ‘near nmiss” incidents by informal correspondence or by
SAFETYGRAM OPNAV 5102/4 to the OSH Ofice. Also, to provide anonymty,
SAFETYCRAMS may be directly submitted to the Conmander, Naval Safety Center

( COWAVSAFECEN) wi t hout the normal chain of command routing. The name of the
activity is required, but not the name of the person originating the
correspondence. Copies of OPNAV 5102/ 4 are available fromthe OSH O fi ce.

10. Releasing Information. M shap reports and information contained in them
shall not be released to any organi zati on or person except those whose duties
require such information for official safety purposes. Reference (a) contains
a nore detailed account of the restrictions on releasing information.

Section |1

M SHAP REPORTI NG PROCEDURES FOR
FEDERAL Cl VI L SERVI CE PERSONNEL

1. Dispensary Permt, NAWCADLKE 12810/1 (2-94). Supervisors shall use
NAWCADLKE 12810/1 to send enpl oyees to Medical (Code D-07) after an injury.
Civilian enployees shall not be permitted to visit Medical (Code D-07) without
havi ng obtained this form unless the nature of the injury dictates inmediate
nmedi cal treatnent. |If the situation is such that the injured person nust have
i mredi ate treatnent, his or her supervisor shall prepare and deliver this form
to Code D-07 with miniml delay. |In addition

a. The enployee’s i medi ate supervi sor shall prepare the upper half of
NAWCADLKE 12810/1 in duplicate specifying what the enpl oyee was doing at the
time of the injury and what part of the body was injured.

b. The enpl oyee shall take the NAWCADLKE 12810/1 to code D-07.

c. Code D07 personnel shall conplete the forms, return the original to
the injured enpl oyee, and forward the copy to the Human Resources O fice,
(code 7.3.1.4) who shall record the injury and forward a copy of NAWCADLKE
12810/1 to the OSH O fice.

d. \When the enpl oyees has been found fit for full duty (Class |I) and
returned to work and no follow up is necessary, the supervisor shall note the
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time the enployee returned to the job on the original NAWADLKE 12810/ 1 and
fileit.

e. Wien loss of time fromthe job is indicated, the enpl oyee’'s
supervi sor shall retain the original NAWCADLKE 12810/1 until the enployee is
cleared by Code D-07 to return to work. \Wen the enpl oyee returns, the
supervi sor shall note the date and tine of return on the formand file it.
All repeat visits to nedical will require a new NAWCADLKE 12810/ 1 conmpl eted by
supervi sor.

f. \When the injured enployee has returned to work in a |ight-duty
status and/or further treatnment is indicated, the enpl oyee shall report to the
supervi sor each tinme treatnment is needed at Medical. The supervisor shal
i ssue a new NAWCADLKE 12810/1 for each treatnment. Al |ight duty assignnents
wi |l be approved by appropriate nmedical authority and will be reviewed by OSH
of fice personnel. Supervisors will contact the OSH office for review of the
[ight duty assignnents.

2. Federal Enpl oyees’ Conpensation. If a work-related injury or illness
occurs, the enmployee will probably be eligible for conpensati on benefits.
Information concerning eligibility and reporting requirenments is available in
NAVAI RWARCENACDI VI NST 12810.1 or from HRO Code 7.3.1.4.

3. Personal injury/Mshap Reports. At the tine an injury occurs the
i medi ate supervisor of the injured shall

a. Ensure appropriate nedical attention is imediately provided.
b. Secure the area and ensure it is not disturbed if at all possible.
c. Notify the OSH office.

d. Assist the OSH office representative in the m shap investigation

Section 111

M SHAP REPORTI NG PROCEDURES FOR M LI TARY PERSONNEL

1. Mlitary Personnel. All Navy mlitary personnel on active duty

(USN USNR) ; naval reserve personnel (USNR-R) on active duty or in a dril
status; naval acadeny m dshi pnen; naval reserve officer training corps (NROTC)
m dshi pmen when they are engaged in directed training activities; and other
DOD and foreign national mlitary personnel assigned to the Navy or enbarked
in Navy or Mlitary Sealift Comrand vessels shall follow the nmishap reporting
procedures in this section.
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2. Mlitary Injury Mshap Reports. As in the case of civil service personne
and nonappropriated fund enpl oyees, for mlitary personnel injured on-duty the
i mredi at e supervisor shall

a. Ensure appropriate nmedical attention is i mrediately provided.
b. Secure the area and ensure it is not disturbed if at all possible.
c. Notify The OSH O fi ce.
d. Assist The OSH representative in the m shap investigation
3. Mlitary OOf Duty Mshap Reports. Mlitary off-duty m shaps involving
recreation, athletic, home safety and notor vehicles are required to be
i nvestigated and reported accordingly. Therefore, all mlitary supervisors or

persons in charge shall contact the OSH office when they becone aware of a
m shap involving their people who are in an off-duty status.

Section |V

M SHAP PREVENTI ON AND REDUCTI ON PLAN

1. Purpose. This plan provides inplenentation guidelines to attain the
Occupational Safety and Health (OSH) goals set forth by the Naval Air

Engi neering Station Lakehurst (NAVAI RWARCENACDI VLKE) Executive Steering
Committee (ESC) and higher authority.

2. Naval Air Systens Command Goals. Reference (a) set a mshap reduction
goal to continuously reduce occupational injuries and mnim ze conmpensation
paynments. The followi ng objectives were established:

a. Lessen the severity of back injuries.
b. Reduce | ost-time case clains.
C. Decrease continuation of pay (COP) costs.
d. Control OWCP chargeback paynents.
3 NAES Goals. Reference (b) set a mishap prevention and reduction goal to

make safety and health inherent in every process. Specific indicators
i ncl uded:

a. The nunber of safety requirements conpleted
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b. The nunber of hazards identified.
C. The nunber and cost of m shaps.

d. These indicators relate to the incident mshap process depicted in
Figure (1).

| nadequat e Desi gn
| mpr oper Behavi or
Criteria

Wor kpl ace Hazar ds
| mpr oper Behavi or

I nci dent/ M shap

FI GURE 1

4. Phil osophy. M shap prevention and reduction efforts nmust be based on
data. Furthernore, this data nust have originated froma |arge enough sanple
to make popul ation predictions with reasonable statistical certainty. Efforts
must be initiated at the earliest point in the life cycle of a project or
system Early involvenent of safety, health, and fire protection principles
in the design process is the nost effective and | east costly way to ensure
residual risks are mnimzed

5. Action Plan outlines efforts to neet the three prinmary goals stated in
paragraph 3 and outlined in Figure 1

a. Safety and health requirenments are stipulated by instructions,
regul ati ons, |aws, and otherwi se. These requirenents al nost al ways reference
or incorporate standards, handbooks, and gui delines devel oped by the
Government and industry. Safety and health requirenents are devel oped
utilizing relatively large anmbunts of data usually taken from broad
occupational groups. Since the regulatory process for devel opi ng safety and
health requirements is usually |l engthy and conplicated, these requirenents
typically lag the current technol ogy. However, inclusion of published
requi rements in design processes are the initial and nmininumactions to be
taken to prevent and reduce future m shaps. Specific actions include process,
facility, and purchase reviews as follows:

(1) Process review for OSH considerations:
(a) Industrial operations.
(b) Test Operations.

(c) Construction practices.
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(d) Maintenance practices.
(e) Shipping & Receiving Operations.
(f) Ofice Practices.
(2) Facility review for OSH consi derations:
(a) Internal Changes & "Self-Help."
(b) Small scale projects (<$25K)
1. Shops.
2. Small Contracts.
(c) Large scale projects (>$25K)
1. NAES designed.
2. NAVFAC desi gned.
(3) RAPS Purchase Request review for OSH consi derations:
(a) Supply systemitens.
(b) Open purchase itens.
(c) Itens obtained from di sposal

b. The review cited above nust be initiated at the earliest point in
the life cycle and may need to be updated and perforned in greater detail as
the design progresses. These reviews are to consider all applicable safety,
health, and fire protection technical disciplines such as asbestos hazards,
ergonom cs, radiation, hazard specific training, etc.

c. Efforts nmust be continually in place to identify, assess, elimnate
or, control workplace hazards. Workpl ace safety and health hazards can occur
as a result of nodified processes which did not incorporate safety, health,
and fire prevention recomrendations; processes which did not receive or
recei ved i nadequat e recomrendati ons; or due to deterioration of processes over
time. Specific actions include:

(1) Current and effective inspection scheduling program
(2) Inspections performed on schedul e.

(3) Accurate Log of Deficiencies.

(4) Deficiency Abatenent Plan utilized by the Public Safety
Department, custoner and Public Works Departnent.
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(5) Periodic deficiency abatenment reviews.

d. |If an incident or m shap occurs, the hazard prevention and reduction
process did not necessarily fail. All processes cannot be anal yzed, al
hazards cannot be identified, and all risks cannot be elim nated. When an
i ncident or mshap occurs, it becones the npst accurate and realistic data
concerning a hazard. An incident or mishap is a hazard which was built into
the process, did not get identified or if it did, did not get elimnated or
reduced and eventually caused an undesired event. The data collected is
useful as feedback in preventing future sinilar events. W must be careful
however, to distinguish between random variati on and special causes if we are
using the data for control purposes. Specific actions include:

(1) Tinmely and conplete investigations of all incidents and
m shaps.

(2) I'nmprovenent and mai ntenance of an incident/m shap anal ysis
dat a base

(3) Acquisition of industry mshap anal ysis and conparison to NAES
rates and severities.

(4) Trend analysis and mishap rate prediction where statistically
appropriate.

6. Responsibility. It is primarily the responsibility of the Public Safety
Department to inplenent this action plan with support from Station
departnments. Departnental responsibilities are delineated throughout
reference (c).
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