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Head, Industrial Hygiene Department,
part of DPHS, NMCP

We have 5 Divisions, 44 folks, 9 CIHs, 1
CSP, 22 non-certified IH, 6 IH
Technicians, 1 Secretary and 4 Office
Automation Clerks

We are the primary IH service provider
for Hampton Roads, VA
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L This is Mt. Kilimanjaro
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Presentation Notes
Found in Tanzania, East Africa; at 19,340 feet above sea level, I believe it is the second highest mountain on this planet.
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This is Mt. IH Survey Reports
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This is a mountain of industrial hygiene survey reports at NAVMEDCEN Portsmouth.  It has to be the third highest mountain on the planet, an unlike Mt. Kilimanjaro, this one gets bigger by the day.  
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In CY 2011, we produced 1745
periodic IH survey reports for 129
commands

Since 1985, that’s over 47,000
reports

We were running out of space to
store them



Presenter
Presentation Notes
We needed to do something with our copies of these reports because we were running out of storage space 



Why do we have so many old
reports? Because we have to ...

DOD: noise exposure data shall be
kept for the duration of employment
plus 30 years

Navy: noise data must be saved for
o0 years

SECNAV: some OH, IH and
Environmental records must be saved

for 75 years




We had to do something ....

From the early 1990s through 2011,
we used a system of coded boxes,
designated storage shelves, and a
computer database to inventory
stored IH survey reports

Then we moved, and that design
went to heck




We had to do something ....

Enter the DST, THE Document
Storage Team!
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In 2011, we assembled a three-person IH Department “document storage team”, DST, to help to resolve our document storage dilemma. 

We encouraged them to think, either in or out of the box, give us a couple of options, and run with the ball.



S
We began to do some serious

thinking ....
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We did some serious thinking; this is David Selan and Jamie Newbern-Jones, two of DST members, both big thinkers. 


2
We even called for help from a
higher authority ....
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We even resorted to tried-and-true NFL techniques; this is and IH tebowing … or she could be attempting some ESP-style communication with BUMED;


Our DST formulated a plan to
organize and take action

Organize - from February 2011 to
May 2011, the DST organized 35+
years of IH survey reports

Take action — scan reports to disks,
dump them off the NMCP computer,
freeing up additional space for
“active” documents and data
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Organize - from February 2011 to May 2011, the DST organized over 35 years of our copies of baseline and periodic IH survey reports. 

Take action - paper copies of IH survey reports were scanned to disks and the electronic files removed from the NMCP computer, giving us additional on-line storage for “active” documents and data



The DST plan ... In action

Created a database to catalog and
Inventory these discs

Designed and found space for an IH
Survey Report Library to deposit the
discs

Ensured one could find one ... should
the need arise
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A database was created in-house to catalog and inventory these discs.

An  IH Survey Report Library was designed where these disc-bound archived survey reports can be easily retrieved should the need arise, and the need arises every time a command that receives our services is due for an inspection.


The DST plan ... In action

Procured an NMCP MID-compliant
external hard drive to save back-up
copies of all the disc-bound survey
reports

Two copies of everything, stored in
different places - a prudent business
continuity plan
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We procured an NMCP MID-compliant external hard drive that we use to save back-up copies of all the disc-bound survey reports

Two copies of everything, stored in different places - a prudent business continuity plan  



At this stage, what do we have?

Mountains of paper copies of reports
Those same reports scanned to disc

Backups of those discs on an external
hard drive

Let’s move those paper copies




Moving the paper ....

Contacted the National Archives
Records Center in Maryland

We lugged/schlepped boxes to NMCP
Shipped them

In CY 2011 we shipped 124 boxes
(three cubic feet each) = 385 cubic
feet
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The DST established a liaison with the National Archives Records Center, arranging for remote Maryland-based storage of paper copies of our industrial hygiene survey reports



In summary, A-S-P-C-A

Arrange the paper
Scan the paper into pdfs
Put the pdfs on disc

Copy the pdfs onto an external hard
drive

And ship the paper

And you’re done!
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That’s a lot of cubes; 


Kudos to our DST

Jennifer Williams — DST mentor (nhow
retired)

Jamie Newbern-Jones
Ariel Jonesknuckle
David Selan
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I have to mention – at no time did any of these four people tell me that this work was not in their PD.  

If you give people an opportunity, encourage their creativity and give them some latitude, they can do great things. 


Any questions?

In the event you need additional info:

B /57-953-8911 = office number
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Give me a shout if you need to.
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