California Army National Guard


“Your Unit”


“Your Unit Address”


“Your Unit City, State, Zip”








Purpose.  The purpose of this SOP is to prevent or minimize accidents and injuries.  It is also the fulfillment of the requirement stated in CAL REG 385-10 (California Army National Guard Safety Program) paragraph 2-6, a through f as follows:





Each commander will develop a safety program for his command and insure the following guidelines are integrated into the program:





Scope.  This SOP covers all unit members and all personnel under the operational control of this unit.





Unit Commander’s Safety Priorities / Safety Philosophy.





A.





B.





C.





Prevention of Accidents.  Appendix D (Prevention of Accidents)





Procedures After an Accident Occurs.  Appendix E (Accident Procedures)





Acknowledge.





					Last Name of Commander


					Rank





Annexes:	A – Commander’s Responsibilities 


		B – Safety Officer / NCO Responsibilities


		C – Safety Council


		D – Prevention of Accidents


		E – Procedures After and Accident


		F – The State Safety Office


		G – Safety References


		H – Safety Awards Program


		I – Important Contacts


		J – Sample Forms











Appendix A  (Unit Commander’s Responsibilities)








Ultimate Responsibility for the safety of Unit Personnel.  This is accomplished by  proactively eliminating or minimizing factors that contribute to accidents.





Review and understand the commander’s Safety Philosophy (Enclosure 1).





Formulate a Safety policy concerning accident prevention and post it.





Appoint a Safety Officer (required for Battalion and above) or a Safety NCO (Company level and below) on orders.  A sample of the order is part of Appendix J (Sample Forms) of the Safety SOP and is saved on the disk provided in ENABLE and ASCll format.  A copy of the appointment orders must be forwarded to OTAG, ATTN:  Safety Office.





Ensure that the Safety Officer / NCO is school trained as soon as possible.





Provide adequate time for Safety Officer / NCO to perform their duties.  This time must be scheduled on the training schedule.





Appoint a Safety Council at Battalion level and above per CAL REG Reg 385-10.  A copy of the appointment orders must be forwarded to OTAG,  ATTN:  Safety Office.





Become a member of the safety Council (Company Level and Above).





Ensure Standards set by the Occupational Safety and Health Act (OSHA) are met or exceeded as published in AR’s and NGR’s.  The State Safety Office will perform an OSHA inspection of your Unit at least annually (or when requested).





Ensure that the required safety briefings are scheduled on unit yearly training calendar and given to all members of the command per CAL REG Reg 350-6.





Ultimate responsibility for timely forwarding of AGAR’s and DA From 285’s and any other accident reporting paperwork.



































Appendix B  (Unit Safety Officer / NCO Responsibilities)








Appoint a Safety Assistant to represent you when you are not present.  Forward a copy of the appointment orders to OTAG, ATTN:  SAFETY OFFICE.





Ensure that the Unit has integrated safety factors and procedures into all operations, missions, tasks, and SOP’s.





Ensure that risk analysis is performed and that risk management is integrated into all training plans.





Develop a Safety Program per CAL REG 385-10 and DA PAM 385-1.  This program is administrated through the Unit Safety SOP.  A sample Unit Safety SOP is enclosed (Enclosure 4) and is saved in ENABLE and ASCll format on the diskette provided.	





Establish a reference library per CAL REG 385-10.





Disseminate all safety related publications, Graphic Training Aids, posters and documents throughout the unit.





Ensure that all required safety and accident reports are prepared and forwarded by the suspense dates.  Ensure that the Commander and the full-time staff are aware of the current reporting requirements.  These are listed in the SOP in Appendix E. part 3.  





Perform inspections per the checklist which is part of Appendix h (Sample Forms).





Personally ensure that the corrective action is initiated immediately on any safety hazard noted or reported.





Notify personnel exposed to work related hazards and furnish them with required protective clothing and equipment per AR 385-10 and CTA 50-900.





Keep the Commander, the First Sergeant, the Safety Officer / NCO at the next higher level of command and the State Safety Officer informed concerning:





All Safety Hazards


Potentially Hazardous Training


Accidents which have occurred





If you are the Safety Officer at company level, you must be a member of your battalion’s Safety Council.  If you are the Safety officer at battalion level, you must be a member of the Troop Command Safety Council.











Appendix C  (Unit Safety Council)








Safety Councils are regulated by NGR 385-10, paragraphs 1-6





Unit Safety Councils are required at battalion level and above.





Safety Council members are appointed by the Commander.  Forward a copy of all appointment orders to OTAG,  ATTN:  Safety Officer.





Safety Council members should include:  the unit Commander, the unit Command Sergeant Major, subordinate unit Safety Officer / NCO’s, subordinate unit Motor Officers and Training Officers, and other staff heads as required by the president of the council. 





Safety Councils must meet at least quarterly but may meet more often based on the accident experience of their units.





Minutes taken at these meetings must be published and on file at the unit and at the next higher headquarters.





Meeting will include the following:





 Review of accidents / occupational illnesses experienced by the Command.





Review the preventive programs / SOP’s of the Command.





Review safety recommendations made by subordinate units. 





Review policy changes / SOP’s to minimize unsafe acts or conditions.





Recommendations for education / promotion of interest in safety and increased accident and occupational health efforts.





Review safety award nominations and approve those with merit.





Recommendations to the Commander on hazard elimination / minimization that may require command emphasis.


























Appendix D  (Prevention of Accidents)








General.  Years of research has shown that all accidents can be broken down into the following four elements.  If any of the first three are removed, the injury or damage will not occur.





The Fault of the Person.





The Unsafe Act or Condition.  Unsafe Acts or Conditions are always the fault of the person involved, their first line leader, or the chain of command.





The Accident.  Accidents are always caused by Unsafe Acts or Conditions.





The Injury or Damage to Property.  Injuries and Property Damage are always the result of an Accident.





Responsibility.  According to the U.S. Army Safety Center- “An unsafe act, and unsafe condition, an accident; all of these are symptoms of something wrong with the management system.”  This statement places responsibility squarely on the shoulders of the first-line leader and the chain of command to prevent or minimize accidents.  Their responsibility is to prevent unsafe acts, correct unsafe conditions, and therefore prevent accidents proactively.  This is done by defining procedures, standards, and controls.





Prevent Accidents while Accomplishing the Mission.  The mission can still be 


Accomplished without accidents if those involved take into account the Task, the Person, the Material and the Environment.  This section speaks directly to the first-line leader and defines his or her responsibilities.





The Task.  While tasks themselves are usually well defined, how the task is 	     designed, how much training is performed before the task is performed, and 


How well the task is communicated is entirely up to your unit.  Many accidents occur because tasks are designed without proper safety controls.





 	(List some of the tasks your unit performs often, those which are hazardous and 


            those that may cause accidents.  Then list the requirement for design, training, or 


            communication.  Make them specific and realistic.  List the person responsible, 


            the who, what and when)





	Task – Design  (Example:  the site NCOIC will ensure that the vehicles entering 


                                     The troop tent area will be ground-guided at all times0.


	Task – Design


	Task – Design





	Task – Training  (Example:  Squad leaders will ensure that a soldier does not 


        			    Operate a 10KW generator unless they are licensed and have 


			    Completed the Unit Generator Safety Course). 


	Task – Training   


	Task – Training 





	Task – Communication  (Example:  The Senior Range NCO or Range Safety 		                                       Officer will brief all soldiers before they participate in a 


				   Night fire exercise.  This briefing will cover safety 	


	                                       Controls, and range procedures).


	Task – Communication  


	Task – Communication  





The Person.  Many accidents occur because the wrong person was chosen for 


the task or because the person chosen was not motivated or trained in how to wear their safety gear.  First-line leaders must take into account human factors such as fatigue, tension, excitement and panic.  Finally, take into account human nature.





(List some of the tasks your unit performs often, those which are hazardous and those that may cause accidents.  Then define how soldiers are to be selected for those tasks, what performance levels to loo0k out for, and what human factors / human nature factors influence the safe performance of the task.  List the person responsible, the who, what and when). 





Personnel Selection





(Example:  The NCOIC will not select persons for the advance party unless they have been trained according to the Unit Tactical SOP).





	Person – Selection  


	Person – Selection 


	Person – Selection 





Personnel Performance





(Example:  the NCOIC will select drivers for a convoy based on training level and experience.  If drivers have never driven in a tactical convoy before, they are not to be used unless approved by the unit commander).





	Person – Performance


	Person – Performance


	Person – Performance





Personnel – Human Factors





(Example:  Officers and Senior NCO’s will inspect the convoy at checkpoints to ensure that safety equipment is worn, and that drivers and assistant drivers are awake and alert.  They will stop the convoy is a driver / assistant appears fatigued or is not wearing the appropriate safety equipment).  





	Person – Human Factors


	Person – Human Factors


	Person – Human Factors





The Material.  Many accidents occur because of material failure or because  


safety material is not worn or used.  





(List some of the procedures your unit will use to prevent material failure and promote correct use of safety material.  Make them specific and realistic.  List the person responsible, the who, what and when)





Material Maintenance (how the unit will enforce material maintenance)





(Example:  The Senior NCO and Safety Officer / NCO will spot-check the unit PMCS to ensure that vehicles are safe and well maintained)





	Material – Maintenance


	Material – Maintenance


	Material – Maintenance





Material – Safety Gear (how the unit will enforce wear of safety gear)





(Example:  The Senior Officer / NCO will ensure that all passengers wear their seat belts)





	Material – Safety Gear


	Material – Safety Gear


	Material – Safety Gear





Material – Logistics (how the unit will obtain appropriate safety gear).





(Example:  The Supply NCO is responsible for obtaining enough mosquito netting for all troops in the tent area).





	Material – Logistics 


	Material – Logistics


	Material – Logistics 





The Environment.  Many accidents occur or made much more serious 


because of adverse conditions.  While some adverse conditions are so dangerous that training must be halted, other conditions impact training only slightly.  The following environmental factors require specific actions:


Environment – Climatic (how the unit will react to weather changes)





(Example:  the Site NCOIC will ensure that all antenna’s are taken down and disconnected during lightening storms)





	Environment – Climatic


	Environment – Climatic


	Environment – Climatic 





Environment – Hygienic (how the unit regulates and preserves a safe work 


                                               environment back in garrison)





(Example:  the Team Chief will ensure that the paint is used only in approved and well ventilated areas)





	Environment – Hygienic


	Environment – Hygienic


	Environment – Hygienic





Environment – Operational (how the unit regulates and preserves a safe work 		                                                   environment on operations)





(Example:  The Squad leader will ensure that troops select tent sites which are at least 100 meters from the nearest tank trail)





	Environment – Operational


	Environment – Operational


	Environment – Operational





Risk management.  Section 3 defined management responsibilities concerning 


accident prevention.  This section defines risk management responsibilities which usually fall to the Safety Officer / NCO or the Safety Council.  In their absence, these responsibilities fall to the Commander and First Sergeant.  Risk management is a five-step process where risks are identified, prioritized, corrected, controlled, and supervised.





Identify Risks.  To identify risks, we need to review the accident experience 


of the unit, perform a workplace survey, and analyze operations.





Identify risks and trends based on historic information.





(Obtain information concerning accidents which have occurred in your unit in the past.  Also obtain information concerning ty0pes of accidents which happened the most to all Guard units.  This information is available from you Safety Council, the Troop Command Safety Officer, or from the State Safety Office).





(Example:  This unit experienced 2 tactical vehicle accidents in 1992 involving CUCV’s)





	Accident Experience


	Accident Experience


	Accident Experience





(Example:  Each year, this unit experiences 5% more POV accidents)





	Accident Trend


	Accident Tread


	Accident Trend





Workplace Survey.  Duplicate and complete the unit workplace survey 


(which is attached at the back of this appendix).  List all Maintenance Work Orders on the form each time the survey is performed.





(Example:  Fire Extinguishers in armory main entrance missing)





Analyze Operations.  Go over the missions your unit is called to perform.  


Break the missions down into significant operations.  List the risks associated with those operations.





(Example:  There is a risk of injury and property damage when vehicles move into the troop tent area at night.





	Operation – Risk


	Operation – Risk


	Operation – Risk





Assess Risks.  Fill out a Risk management Process Worksheet (included at the 


back of this appendix) for each risk identified.  Prioritize the risks to minimize or eliminate based on risk analysis.  For each of the risks identified above, determine the Risk Assessment Code.  Use the Risk Assessment Code matrix (which is attached at the back of this annex).  NOTE:  Risk Assessment Codes of 1 or 2 must be reported to the Commander, the troop Command Safety Officer, and the State Safety Office immediately.





Control Risks.  Make a decision to eliminate or minimize each of the 


identified risks.  Identify the various options and decide which risks to eliminate or minimize based on unit needs and assets.  The following list will help you in the decision making process.





change the design of the equipment or task


Repair or take out of service broken or dangerous equipment


Change operator or troops selected for the task


Require or provide additional training


Allow subordinates to make safety decisions on tasks to perform


Assess responsibility for safety controls


Re-schedule critical activities if too hazardous


Require better communication





Implement Decisions.  Make sure that procedures are changed, standards are 


written, training is provided, and that the SOP’s are updated to implement decisions made is step C.  Document those things that cannot be changed and notify the Commander.  Keep the Commander, the First Sergeant and the full-time staff aware of long-range fixes and their status each drill. 





Supervise.  Once implemented, ensure that first-line leaders are aware of and 


enforce safety standards.  Review Risk Management Process Worksheets at training meeting and Safety council meetings.


































































































Appendix E  (Procedures After and Accident Occurs)








Take care of the Soldier and the Soldier’s family first.  Notification and paperwork 


can wait.





Approach to the accident site.  Use care when approaching a vehicle accident site, 


especially along the accident’s path; survivors can be thrown clear.  Call for survivors- they may be able to hear you even if you cannot see them.


	


Control Fire / Render First Aid.  Eliminate risk of fire first.  Stop bleeding, restore 


Breathing, administer CPR, treat for shock.





Call for Assistance.  If medical personnel are on-site, get them first.  If not, 


Contact the local emergency health provider:





Local Emergency Number:





Local Fire Number:





Nearest Military Facility Number:





Local Explosive Ordnance Disposal Facility Number:





If the accident victims can be transported without further injury, transport them 


Immediately to the nearest medical facility.  If they can travel to the nearest military facility without further injury, transport them there first.  If there is time, make sure that a AGAR or DA Form 285 (if Required) and LOD packet are transported with the victims (do not delay the transportation of injured personnel to wait on paperwork or for any other reason).  Ensure that a unit member is sent along with the victims to coordinate their care and transportation back to the unit.





Nearest Medical Facility to Unit:








Nearest Military Medical Facility to Unit:








Nearest Medical Facility to Training Site 


(List Primary Unit Training Site Here):








Nearest Military Medical Facility to Training Site (Training Site):








Nearest Medical Facility to Training Site (Alternate Unit Training Site):


Nearest Military Medical Facility to Training Site (Alternate Training Site):








Nearest Medical Facility to Training Site (Alternate Training Site):








Nearest Military Medical Facility to Training Site (Alternate Training Site):








Nearest Medical Facility to Training Site (Alternate Training Site):








(10)Nearest Military medical Facility to Training Site (Alternate Training  Site):








e.  Notify local Fire and Police / MP’s if necessary.  Ensure that there is no 


	     smoking around the accident site.


	


	f.  Notify Explosive Ordinance Disposal if explosives or ammunition are present


	     at the accident site.





	g.  Control access to ensure that evidence is not moved or destroyed.  Use crowd


	     control  measures to keep spectators away from the area especially if fuel tanks          


	     or explosives are present at the accident site.  Place guards at the accident site 


                 if necessary.  Do not allow access to members of the press until after local 


                 authorities are on-site.  Do not allow the press to photograph classified 


                 equipment or material (this is a Federal crime).





            h.  Notify the Commander and State Safety Office.


    


      i.   The Commander appoints a Safety Investigator who will be primarily   


           responsible for gathering information, completing reports, and notifying the 


           appropriate personnel.





Write down names of all victims, witnesses, bumper numbers, etc.





Obtain statements from all witnesses and victims as soon as possible.





Take photographs, make diagrams of the accident site. 





Do not make statements which obligate the government.  Refer all questions 


to the COARNG Public Affairs Office. 





Notify the appropriate personnel of the Accident.





Commander.  Always keep the Commander informed.


State Safety Office.  They can provide quick assistance and answer questions.





Family Members of Victims.  The American Red Cross and the Chaplain 


Corps are responsible for notification of family members.  Do not attempt to do this yourself; these people have years of training and experience in family member notification.





Claims officer at the JAG office of the nearest military facility.  These people 


are responsible for determining liability, protecting Guard members from lawsuits and identifying benefits that the guard member may receive.  Contact names and numbers are listed in Appendix I (Important Contacts)





Workman’s Compensation Office.  The local workman’s compensation office 


must be notified of the accident if the accident will result in lost time or light duty.  Contact names and numbers are listed in Appendix I (Important Contacts)





The victims full-time supervisor or full-time boss.





If the accident occurs on an active duty post, you must also notify the Post 


Safety Officer and Provost Marshall.





Complete the appropriate forms.  Although paperwork is time-consuming and 


Sometimes difficult, paperwork is the only way that your soldiers and their families will receive any compensation, paid medical care or benefits after an accident.  In addition, AGAR and DA Form 285 allows safety personnel to track accidents and trends; this prevents accidents in the future.  As stated above, however, paperwork is never a reason to delay transporting an injured so0ldier to the nearest medical facility.  





Line of Duty  (LOD) Packet.


       


       (List your unit procedures concerning LOD packets.  List those responsible for 


       obtaining the packets, filling out the paperwork, checking it for completeness, and 


       for forwarding the packet.  List procedures for follow-up and for tracking).





Place a supply of LOD packets near the main exit of the armory and mark 


them prominently.  This will ensure that the packets are available quickly.





Have the physician write their findings on the appropriate form.  If this is not 


possible, obtain a copy of the physician’s statement.  It can be transcribed onto the LOD paperwork by qualified STARC personnel.





Follow the checklist completely and forward all parts as soon as possible.





Unit Procedures for LOD’s.





Unit Procedures for LOD’s





Unit Procedures for LOD’s





Abbreviated Ground Accident Report and U.S. Army Accident Report (DA Form 285).





(List your unit procedures concerning AGAR’s and DA Form 285’s.  List those responsible for obtaining the form, filling out the paperwork, checking it for completeness, and for forwarding.  List procedures for follow-up and for tracking).





An AGAR (Accident Investigation Report) must be submitted for any 


Accident involving:





	-     Lost Workdays


Property Damage (even if caused by natural phenomena)


Medical Costs


LOD’s


Injury to Personnel





The original AGAR will be forwarded to the State Safety Office within 


30 days of the accident.





Fill this form in completely.  It will be sent back if any of the important blocks are left blank.  Call the State Safety Office if you have any questions.





Each Unit has a copy of the procedures for filling out an AGAR in their Ground Accident Response Plan Binder





Unit Procedures for 285’s





c.  Report of Serious Accident (ROSA).  This report is the responsibility of the 


                 State Safety Officer.





Department of Labor Claim Forms (CA-1,2,6,16,17,20).  DOL claim forms are required if the accident involves Technicians.  There are different requirements for forms and reporting based on the status of the individual.  See NGR 385-10 paragraph 3-4





Unit Procedures for DOL Forms




















Appendix F  (The State Safety Office)








The State Safety Office is located at OTAG, 9800 Goethe Road, Sacramento, CA 95826 and is open from 0700-1730 Tuesday through Friday.





State Safety Office personnel are responsible for:





Providing assistance in creation and maintenance of unit safety programs.





Providing educational material designed to prevent accidents.





Providing educational opportunities for unit members and safety staff which includes conferences, symposiums, and classes.





Providing OSHA inspection of Guard armories and work places.





Providing assistance to units after an accident has occurred.





The State Safety Office is also the proponent for resident and non-resident safety 


Education courses which include:





a.  Safety Management					Ft. Rucker, AL


b.  Occupational Safety					Ft. Rucker, AL


c.  Principles of Motor Vehicles Accident Prevention 	Ft. Rucker, AL


d.  CPR/First Aid                                                             OTAG


e.  Hazard Connunication                                                 OTAG


f.  DDC/POV Accident Prevention                                  OTAG                        


 


To request information on any of the above, call the State Safety Office at


(916) 854-3035.















































Appendix G  (Safety References and Resources)








References Required at the Unit Level


	Army Safety Program						AR 385-10


	Accident Reporting						AR 385-40


	Prevention of Motor Vehicle Accidents			AR 385-55


	Unit Safety Program						DA Pam 385-1


References Required for Battalion and Above


	Ammunition and Explosive Safety Standards 		AR 385-64


	Ammunition and Explosive Standards			TM 9-1300-20


	Fire Prevention						AR 420-90


	Health and Environment					AR 40-5


	Hearing Conservation						TB MED 501


	Military Convoy Operations					AR 55-29


	Occupational Vision						TB MED 506


	Protective Clothing and Equipment				AR 385-32


	Policies and Procedures for Firing Ammunition 		AR 385-63


	Safety Awards							AR 672-64


	Water Safety							AR 385-15


Safety References Alphabetically


	Aircraft Accident Prevention, Investigation and Reporting	AR 95-5


	Accident Reporting Records					AR 385-40


	Alcohol and Drug Abuse Prevention and Control Program	AR 600-85


	Ammunition and Explosives Safety Standards		AR 385-64


	Ammunition and Explosive Standards			TM 9-1300-20


	Army Accident Prevention Awards				AR 672-74


	Army National Guard Safety Program			NGR 385-10


	Army Safety Action Plan (1989-1993)			DA Circular 385-89-1


	Army Safety Program						AR 385-10


	ARNG–Reporting of Serious Accidents			DMA Reg 190-40 and


									127-1


	California Army National Guard Safety Program		CAL Reg 385-10


	Fire Prevention						AR 420-90


	Health and Environment					AR 40-5


	Hearing Conservation						TB MED 501


	Inspection and Evaluation of Indoor ranges			NGR 385-16


	Motor Vehicle Driver/Equip. Tng, Testing, Licensing	AR 600-55


	Military Convoy Operations					AR 55-29


	Occupational Vision						TB MED 506


	Policies and Procedures for Firing Ammunition		AR 385-63


	Protective Clothing and Equipment				AR 385-32


	Prevention of Motor Vehicle Accidents			AR 385-55


	Unit Safety Management					DA Pam 385-1


	Radiological Protection Safety				CAL Reg 385-11


	Records and Forms						AR 190-45


	Safety Awards							AR 672-64


	Safety Awards and Honors					AR 672-1


	Safety Color Code Markings and Signs			AR 385-30


	Serious Incident Report					AR 190-40


	Water Safety							AR 385-15


Publications


	Today’s Supervisor (National Safety Counsel)		Published Monthly


	Countermeasure (Army Ground Accident Report)		Published Monthly




















































































































Appendix H  (Safety Awards Program)








Safety awards are available for a variety of actions, some of which you can define 


at your unit.  Soldiers should be recognized for helping the commander and Safety Officer / NCO protect the unit from accidents.





DA Safety Awards.  Per AR 672-74





NGB Safety Awards.  Per NGR 385-10 Paragraph 9-3.





State Safety Awards.  Per NGR 385-10 Paragraph 9-4 and CA ARNGR 672-1.





Certificate of Merit for Safety (DA Form 1118).  This certificate is available 


through standard supply channels, is presented to any element of a command, and can be presented by Commanders at all levels.  Criteria for the award:  recognized period of outstanding accident prevention achievement of some element under their command.





United States Army Safety Award (DA Form 1119 and 1119-1).  This award 


is available through standard supply channels, is presented to any individual, and can be presented by commanders at all levels.  Criteria for the award:  recognized annual or for completion of some period of accident-free experience.


         


Safety Council Awards.  Per NGR 385-10 paragraph 9-5





State Safety Office Awards. Per NGR 385-10 paragraph 9-4 section d, part 2.





Units may create their own safety awards and criteria.  These awards may be 


composed of:





Safety Certificates





Plaques and Trophies





Other locally procured items such as lapel pins, cups and caps.





Monetary awards are available for individuals making significant safety 


suggestions.





Coordinate with the State Safety Office for ideas, requirements, and 


workability of the programs that you create.		











Appendix I  (Important Contacts)








Unit Safety Officer / NCO-





(List the name and phone numbers of your Safety Officer / NCO)





Next higher Headquarters Safety Officer / NCO-





(List the name and phone numbers of your next higher headquarters Safety Officer / NCO)





Troop Command Safety Officer-	





Battalion Safety Council-





(List the name and phone number of the president or the member of your Battalion Safety Council)





Troop Command Safety Council-	














                                                 


