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Employee Reports of Unsafe/Unhealthful Working Conditions
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Employee Reports of Unsafe/Unhealthful Working Conditions

	References:

* OPNAVINST 5100.23G

	Command POC:


	Standard
	Yes
	No
	Comments/Notes

	Does the command publicize (e.g., posting, training) the existence of the employee hazard reporting program and notify personnel regarding their rights and obligations in reporting hazardous situations?


	
	
	

	Does the command ensure that blank copies of forms and procedures for employees to report unsafe/unhealthful working conditions are located in areas convenient to all workplaces?


	
	
	

	Does the safety office maintain records of all hazard report received and when necessary, contact the employee making the report and/or advise the cognizant supervisor that a hazard has been reported?


	
	
	

	If any oral report is made to the safety office instead of a written report does the safety office transcribe the information into a written report or log?


	
	
	

	Does the safety office investigate all reports brought to its attention?

· Alleged imminent danger:  24 hours

· Potentially serious:  3 days

· All other situations:  10 working days

· Health hazards, report it to the cognizant medical authority


	
	
	

	Does the safety office provide an interim or complete response in writing to the originator of the report within 10 working days of receipt?  Does the interim response include the expected date of complete response?


	
	
	

	Does the complete response include:

· Summary of action taken for abatement and the basis for a negative determination when no hazard exists?

· Encouragement to the originator to informally contact the SOH office for additional information or if they are dissatisfied with the response?

· Reference to or procedures for making appeals and correct appeals levels?


	
	
	

	Additional Comments
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