
September 28, 2006

MEMORANDUM FOR:
DESIGNATED AGENCY SAFETY AND HEALTH 




OFFICIALS

FROM:


EDWIN G. FOULKE, JR.

SUBJECT:


Request for Agency Fiscal Year 2006 Annual Report on 




Occupational Safety and Health

As Section 19(a)(5) of the Occupational Safety and Health (OSH Act) requires, please submit your agency’s Fiscal Year 2006 report to the Secretary of Labor concerning occupational accidents, injuries and illnesses, and your agency’s program for providing safety and healthful places and conditions of employment.   These reports are due by January 1, 2007, as required by 20 DFR 1960.71(a)(1).  We will summarize this information in the required annual report from the Secretary of Labor to the President on the status of occupational safety and health in Federal Executive Branch agencies.

We have attached guidelines, outlining the specific areas your report should address and the format it should follow.  Please note that these instructions have been significantly revised from past year.  In addition to covering the same topics as last year, this year’s instructions include a request for information on several new topics, including: how the agency tracks and improves facilities with high injury and illness rates; how it manages the revised injury and illness recordkeeping requirements for federal agencies; and employees’ involvement in Field Federal Safety and Health Councils (as defined in 29 CFR 1960.84(b)).  As in prior years, we are requesting that an Executive Summary accompany the report.

Please review this memo carefully and contact the Office of Federal Agency Programs (OFAP) with any questions.  As part of your agency’s submission, please be sure to include the following:

· An Executive Summary, not to exceed three pages, synopsizing the major points covered in your report.  We will incorporate information contained in your Executive Summary into the Secretary’s report to the President, so please ensure that it contains any salient information you wish us to provide to the President.  If you do not provide an Executive Summary, we may omit your agency’s information from the final report.

· Information for each of the seven sections of the report.  Failure to provide requested information may be noted in the report to the President.  For departments with agency subdivisions exceeding 1,000 employees, please provide information for both the department and agencies in the detailed report.  The Executive Summary can include information at the department/agency level.

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

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



U. S. Department of Labor – OSHA 



Directorate of Enforcement Programs



Office of Federal Agency Programs



Room N-3622



200 Constitution Avenue, N.W.



Washington, DC 20210

Please also provide an electronic copy of your agency’s report, including an Executive Summary, in Microsoft Word format to ofap@dol.gov.  Again, the due date for these submissions is January 1, 2007.

If there are circumstances that prevent you from submitting your report by the due date, please contact Ms. Brayden at (202) 693-2187.  If we do not receive your report or request for an extension by the due date, we may report your agency’s status as “report not received” in the Secretary’s report to the President.

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

Attachment

FY 2006 Guidelines for Agency Annual Occupational Safety and Health Report to the Secretary of Labor

As part of your report submission, please include your agency’s contact information, as outlined below.  Please provide contact information for all of the agency’s subdivisions that have 1,000 or more federal civilian employees.

Name of Department/Agency:

Address:

Number of federal civilian employees this report covers:

Name of Designated Agency Safety and Health Official:

Official Title:

Telephone Number:

Name of Occupational Safety and Health Program Manager:

Official Title:

Telephone Number:

Email Address:

Following are the instructions for completing both the Executive Summary and the Detailed Report.  Please note that the same information will be covered in both sections, with the Executive Summary being a condensed version of the information contained in the detailed report.  A sample report format is also provided for your convenience and can be used as a template.

Executive Summary

The Executive Summary is not to exceed three pages, and should summarize the report’s major points.  Please include:

Statistics

· The number of total and lost time injury and illness cases, the respective total and lost time case rates, and total workers’ compensation chargeback costs.  (Please use the injury and illness statistics available for all federal departments and many independent agencies at http://www.osha.gov/dep/fap/index.html.)  Briefly discuss the performance trends along with any significant trends and major causes or sources of lost time disabilities that occurred during the fiscal year. Explain what, if anything, was done to counteract these trends.
· The number of fatality cases during FY 2006 and the investigation results.
OSHA Initiatives

· Safety, Health and Return-to-Employment (SHARE) Initiative – Explain your agency’s overall progress in meeting the four goals of the Presidential SHARE Initiative.

· Motor Vehicle/Seatbelt Safety – Provide the number of motor vehicle accidents involving your federal civilian employees and their percentage of seat belt use.  Briefly describe your agency’s motor vehicle/seat belt safety programs and/or initiatives.

· Recordkeeping Requirements – Briefly discuss your agency’s implementation and use of OSHA’s revised recordkeeping requirements under 29 CFR Part 1960, which took effect on January 1, 2005.

Employee Support – Summarize your agency’s OSH training efforts and program accomplishments, including any involvement in the Field Federal Safety and Health Councils and other support activities.

Detailed Report

Develop a detailed report, not to exceed 20 pages (exclusive of attachments), that addresses the following areas:

Statistics

· Use agency injury and illness data to summarize your agency’s incident experience for total and lost time cases during FY 2006.  When reporting your results include a discussion that compares your agency’s performance to that of the prior fiscal year.  (Please use the injury and illness statistics available for all federal departments and many independent agencies at http://www.osha.gov/dep/fap/index.html.)

· Explain how the agency identifies facilities with high injury and illness case rates, particularly those with high lost time case rates, and what was done to improve the safety and health outcomes at these facilities.

· Use agency data to summarize your agency’s fatality cases during FY 2006.  For each fatality, explain where it occurred, the investigation results and the corrective action taken.  When reporting results, include a discussion that compares your agency’s performance to that of the prior fiscal year.

· Use agency data to display the workers’ compensation costs for Chargeback Year (CBY) 2006, along with continuation of pay (COP) costs for the period and compare then with the previous year’s expenditures.

· Explain the status of any noticeable trends.

· Use your agency’s accident/incident reporting system, supplemental reports to the OSHA 300 logs, and/or OWCP reports to determine and explain any noticeable trends, major causes or sources of lost time injuries that occurred during FY 2006.

· Describe what the agency has done to control these trends and the major causes of lost time injuries.

· For each of the following categories please provide the number of employees and describe the injury and illness experience for each:

· Contract employees covered by the OSHA 300 requirements, i.e., those supervised by federal personnel on a day-to-day basis.

· Contract employee who are in integral part of your agency’s federal workforce, but not covered by the OSHA 300 requirements (if available).

· Separate but regular contract employees, such as security and housecleaning personnel (if available). 

· Full- or part-time volunteers.

OSHA Initiatives

· SHARE Initiative
· Provide a detailed analysis of your agency’s progress in achieving each of the four SHARE goals.
· Reduce total injury and illness case rates by 3% per year
· Reduce lost time injury and illness case rates by 3% per year
· Increase the timely filing of injury and illness claims by 5% per year

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

· Describe programs established and initiatives your agency launched in support of SHARE.
· Discuss the successes and shortcomings of these programs or initiatives, and explain how they impacted the overall effectiveness of your agency’s OSHA programs(s).
· Motor Vehicle/Seat Belt Safety – Summarize your agency’s motor vehicle accidents during FY 2006.  When reporting your results include a discussion that compares your agency’s performance to that of the prior fiscal year.  Also include:
· Mechanisms in place to track the percentage of seat belt usage by employees.  (Executive Order 13043 requires seat belt use by federal employees on the job.)
· Efforts taken to improve motor vehicle safety and seat belt usage.
· Recordkeeping Requirements – Describe how the agency implemented the revised recordkeeping requirements for federal agencies that took effect on January 1, 2005, and any challenges faced in implementing these changes.  Please provide the following information:
      OSHA 300 Log Systems

· What system(s) were developed to record and track these incidents/accidents?  Is this done electronically or manually?  
· Does the system allow the data to be aggregated so it can be reviewed at the national level?  If yes, does the aggregated information include the average number of employees and/or the total hours worked by employees in the last year?
· Does the system encompass OWCP filing, or is it separate?
· Does the system also track no-injury accidents or near misses?
· Would your agency be interested in a government-wide recordkeeping system? If yes, please describe what such a system should encompass.
· Describe how the agency has used the data from the new OSHA 300 log.
Agency Volunteers

· How many volunteers did the agency have in CY 2006 and what types of services did they provide?
· Is the agency recording incidents/accidents sustained by volunteers in the OSHA 300 logs?  If yes, does the agency flag these entries as volunteers?  How does the agency track the hours worked by volunteers to include on OSHA’s form 300A?
· If the agency does not include volunteers in its OSHA 300 logs, please explain why not.  Please explain if and how the agency is using another method to track these incidents/accidents.
Employee Support

· OSH Training – Describe your agency’s overall plan for ensuring that all staff receive appropriate OSHA awareness and hazard recognition information and training.  In addition, describe the overall impact of your agency’s training efforts on improving work-related safety and health.  In tabular format, list the specific training your agency offered during FY 2006 and the number of employees trained in each category.  (See table in sample report for suggested format.)  If the agency tracks training of contract employees, describe how this is done.
· Field Federal Safety and Health councils – Describe the extent to which employees/managers from your agency were involved in these councils.  Describe if and how the agency encourages staff involvement and how the agency has provided support for these councils.
· Other support Activities – describe how the agency promotes staff involvement in other safety and health support activities, such as membership in professional occupational safety and health organizations, attendance at safety and health conference, and professional certification.
Accomplishments

· FY 2006 Accomplishments – Describe your agency’s accomplishments including information on:
· Any evaluations conducted of the agency’s OSH program(s), as required in 29 CFR 4960.79.
· How your agency has executed its return-to-work and disability case management programs.
· How your agency established and applied safety and health performance standards for managers, supervisor, and employees.
· How the agency provides recognition for outstanding performers and enhanced employee participation in the OSH program.
· Achievement of Fiscal Year 2005 Goals – Describe the agency’s progress toward meeting the goals it listed in its annual report for FY 2005.
Resources

Explain any significant one-time or additional permanent resources allocated to the OSHA program(s) in FY 2006 for areas such as workplace hazard abatement, research and development, data systems, staffing, and training.

Goals, objectives, and Strategies

Identify your annual OSHA plans, goals, objectives and significant OSH initiatives planned programmed for FY 2007 and beyond.

Questions/Comments

Submit any questions or comments you have concerning your agency’s OSH program and/or these reporting guidelines.

Attachment A

REPORT TEMPLATE

FY 2006 Agency Name Annual Occupational Safety and Health Report to the Secretary of Labor

Following are the instruction for completing both the Executive Summary and the Detailed Report.  Please note that the same information will be covered in both sections, with the Executive Summary being a condensed version of the presentations in the detailed report.  A sample report format is also provided for your convenience and can be used as a template.  Please delete all instructional text when you submit this Report.

Name of Department/Agency:

Address:

Number of federal civilian employees this report covers:

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

	Name
	Official Title 
	Telephone
	Email

	DASHO:
	
	
	

	OSH 

Manager:
	
	
	


Please provide contact information for all subagencies with 1,000 or more federal civilian employees by going to Appendix I.

Executive Summary

The Executive Summary is not to exceed three pages, and should summarize the report’s major points.  Please include:

Statistics

· Injury and Illness Trends – Provide the number of total and lost time injury and illness cases, the respective total and lost time case rates, and total workers’ compensation chargeback costs.  (Please use the injury and illness statistics available for all federal departments and many independent agencies at http://www.osha.gov/dep/fap/index.html.) Briefly discuss the performance trends along with any significant trends and major causes or sources of lost tie injuries that occurred during the fiscal year.  Explain what, if anything, was done to counteract these trends.
· Fatalities – Please provide the number of fatality cases during FY 2006 and the investigation results.  If the number of fatalities the agency identifies differs from those OSHA has listed, please explain what might have caused this discrepancy.
OSHA Initiatives

· Safety, Health and Return-to-Employment (SHARE) Initiative – Explain your agency’s overall progress in meeting the four goals of the presidential SHARE Initiative.

· Motor Vehicle/Seatbelt Safety – Provide the number of motor vehicle accidents involving your federal civilian employees and their percentage of seatbelt use.  Briefly describe your agency’s motor vehicle/seatbelt safety programs and/or initiatives.
· Recordkeeping Requirements – Briefly discuss your agency’s implementation and use of OSHA’s revised recordkeeping requirements under 29 CFR Part 1960, which took effect on January 1, 2005.
Employee Support – Summarize your agency’s OSH training efforts and program accomplishments, including any involvement in the Field Federal Safety and Health Councils and other support activities.

Detailed Report

I. Statistics

a. Injury and Illness Statistics
i. Injury and illness rates – Use agency injury and illness data to summarize your agency’s incident experience for total and lost time cases during FY 2006.  When reporting your results include a discussion that compares your agency’s performance to that of the prior fiscal year.  (Please use the injury and illness statistics available for all federal departments and many independent agencies at http://www.osha.gov/dep/fap/index.html.) 

	
	FY 2005
	FY 2006
	Change

	Number of Federal Civilian employees,

Including full-time, part-time, seasonal, and

Intermittent employees
	
	
	

	Total Cases Injury/Illness (number of 

Injury/illness cases – no lost-time, first aid, lost-time and fatalities) 
	
	
	

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

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

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

	Lost Work Days (number of days away from work)
	
	
	

	Lost Work Day Rate (per 100 employees)
	
	
	


ii. Fatalities with high injury and illness rates – Explain how the agency identifies facilities with high injury and illness case rates, particularly those with high lost time case rates, and what was done to improve these facilities’ OSH experience.

b. Fatalities – Use the agency data to summarize your agency’s fatality cases during FY 2006.  For each fatality, explain where it occurred, the investigation results and the corrective action taken.  When reporting results, include a discussion that compares your agency’s performance to that of the prior fiscal year.  If the number of fatalities the agency identifies differs from those OSHA has listed, please explain what might have caused this discrepancy.

	Fatalities
	Cause – FY 2006

	1
	

	2
	

	3
	

	4
	


Please continue as needed by going to Appendix II.

c. Office of Workers’ Compensation Programs Costs – Use agency data to display the workers’ compensation cost for Chargeback Year (CBY) 2006, along with continuation of pay (COP) costs for the period and compare them with the previous year’s expenditures.

	
	CBY 2005
	CBY 2006

	Total chargeback
	
	

	Total Continuation of Pay (COP)
	
	

	Total Chargeback + COP
	
	

	
	
	

	Chargeback for cases that occurred in the CBY
	
	


d. Significant Trends and Major Causes or Sources of Lost Time Injuries
i. Tracking accident – Use your agency’s accident/incident reporting system, supplemental reports to the OSHA 300 logs, and/or OWCP reports to determine and explain any noticeable trends, major causes or sources of lost time injuries that occurred during FY 2006.

	FY 2006 Major Trends
	Description

	Nature (i.e., sprains, contusions, etc.)
	% of Total
	% of Cost
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Cause of Injury (i.e., slips, handling tools, etc.)
	% of Total
	% of Cost
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


ii. Controlling Trends – Describe what the agency has done to control trends and major causes of lost time injuries.

e. Contract employees – For each of the following categories please provide the number of contract employees in each category and describe the agency’s injury and illness experience for each:

i. Contract employees covered by the OSHA 300 requirements, i.e., those supervised by federal personnel on a day-to-day basis

ii. Contract employees who are an integral part of your agency’s federal workforce, but not covered by the OSHA 300 requirements (if available)

iii. Separate but regular contract employees, such as security and housecleaning personnel (if available).

f. Volunteers – Please provide the number of volunteers the agency had in the last year and describe the agency’s injury and illness experience for these employees.

II. OSHA Initiatives – SHARE, Seatbelt Safety, and Recordkeeping Requirements

a. SHARE – Safety, Health and Return-to-Employment Initiative
i. SHARE Analysis – Provide a detailed analysis of your agency’s progress achieving each of the four SHARE goals listed below:

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

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

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

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

i. SHARE Programs/Initiatives – Describe programs established and initiatives your agency launched in support of SHARE.  Discuss the successes and shortcomings of these programs or initiatives, and explain how they impacted the overall effectiveness of your agency’s OSH programs(s).
b. Motor Vehicle/Seatbelt Safety
i. Number of motor vehicle accidents experienced by employees in FY 2006.  Summarize your agency’s motor vehicle accidents during the period.  When reporting your results include a discussion that compares your agency’s performance to that to the prior fiscal year.
	
	FY 2005
	FY 2006
	Change

	Number of motor vehicle accidents experienced by employees
	
	
	

	Number of accidents resulting in personal injury
	
	
	

	OWCP costs of accidents
	
	
	

	Amount of liability claims against the agency due to accidents
	
	
	


i. Mechanisms in place to track the percentage of seat belt usage by employees.  Executive Order 13043 requires seat belt use by federal employees on the job.  Describe how your agency tracks this information, including the usage percentage, and the number of employees involved in motor vehicle accidents in FY 2006 who were wearing seat belts and the number who were not.
ii. Efforts taken to improve motor vehicle safety and seat belt usage.  Please describe what programs and initiatives the agency initiated to improve its motor vehicle safety and seat belt usage.
c. Recordkeeping requirements

i. Implementation – Describe how the agency implemented the revised recordkeeping requirements for federal agencies that took effect on January 1, 2005, and any challenged faced in implementing these changes.
ii. Data – Describe how the agency has used the data from the new OSHA 300 logs, including:

OSHA 300 Log systems

· What system(s) were developed to record and track these incidents/accidents?  Is this done electronically or manually?
· Does the system allow the data to be aggregated so it can be reviewed at the national level?  If yes, does the aggregated information include the average number of employees and the total hours worked by employees in the last year?
· Does the system encompass OWCP filing, or is it separate?
· Does the system also tack no-injury accidents or near misses?
· Would your agency be interested in a government-wide recordkeeping system?  If yes, please describe what such a system should encompass.
· Describe how the agency has used the data from the new OSHA 300 logs.


Agency Volunteers

· How many volunteers did the agency have in CY 2006 and what types of services did they provide?

· Is the agency recording incidents/accidents sustained by volunteers in the OSHA 300 logs? If yes, does the agency flag these entries as volunteers?  How does the agency track the hours worked by volunteers to include on OSHA’s Form 300A?

· If the agency does not include volunteers in its OSHA 300 logs, please explain why not.  Please explain if and how the agency is using another method to track these incidents/accidents.

III. Employee Support

a. OSH Training

i. Employee Training – Describe your agency’s overall plan for ensuring that all staff receive appropriate OSHA awareness and hazard recognition information and training.  In addition describe the overall impact of your agency’s training efforts on improving work-related safety and health in the table that follows, list specific training your agency offered during FY 2006 and that number of employees trained.
ii. Contract Employee Training – If the agency tracks training of contract employees, describe how this is done.
b. Field Federal Safety and Health Councils
i. Involvement – Describe the extent to which employee/managers from your agency were involved in these councils.
ii. Field Council Support – Describe if and how the agency encourages staff involvement and how the agency has provided support for these councils.
c. Other Support Activities – describe how the agency promotes staff involvement in other safety and health support activities, such as membership in profession safety and health organizations, attendance at safety and health conferences, and profession certification.
IV. Accomplishments

a. FY 2006 Accomplishments – Please discuss your agency’s OSH accomplishments and include information on the following:
i. Evaluations – Describe any evaluations conducted of the agency’s OSHA program(S) as outlined in  29 CFR 1960.79;
ii. Return-to-work – Describe how your agency has executed its return-to-work and disability case management programs;
iii. Performance Standards – describe how your agency established and applied safety and health performance standards for managers, supervisors, and employees; and
iv. Recognition – Describe how the agency provides recognition for outstanding performers and enhanced employee participation in the OSHA program.
b. Achievement of Fiscal Year 2005 Goals

   
Describe the agency’s progress toward meeting the goals it listed in its annual 
report for FY 2005.
V. Resources – Explain any significant one-time or additional permanent resources 
allocated to the OSHA program(s) in FY 2006 for areas such as workplace hazard 
abatement, research and development, data systems, staffing, and training.

VI.  Goals, Objective, and Strategies – Identify your annual OSH plans, goals, 
objectives, and significant OSH initiatives planned and/or programmed for FY 2007 
and beyond.

VII. Question/Comments – Submit any questions or comments you have concerning your agency’s OSH program and/or these reporting guidelines.
Appendix I – Agency Contact Information Continuation Sheet

	Name
	Official Title
	Telephone
	E-mail

	Subagency

Name:

	OSH

Manager:
	
	
	

	Other

Contact:
	
	
	

	Subagency 

Name:

	OSH

Manager:
	
	
	

	Other

Contact:
	
	
	

	Subagency 

Name:

	OSH

Manager:
	
	
	

	Other

Contact:
	
	
	

	Subagency 

Name:

	OSH

Manager:
	
	
	

	Other

Contact:
	
	
	

	Subagency 

Name:

	OSH

Manager:
	
	
	

	Other

Contact:
	
	
	

	Subagency 

Name:

	OSH

Manager:
	
	
	

	Other

Contact:
	
	
	

	Subagency 

Name:

	OSH

Manager:
	
	
	

	Other

Contact:
	
	
	

	Subagency 

Name:

	OSH

Manager:
	
	
	

	Other

Contact:
	
	
	

	Subagency 

Name:

	OSH

Manager:
	
	
	

	Other

Contact:
	
	
	

	Subagency 

Name:

	OSH

Manager:
	
	
	

	Other

Contact:
	
	
	


Appendix II – Fatality Data Continuation Sheet

	Fatalities
	Cause – FY 2006

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	

	12
	

	13
	

	14
	

	15
	

	16
	

	17
	

	18
	

	19
	

	20
	


