| NTRODUCTI ON

This booklet is for all local joint |abor-mnagenment safety and
health committee nenbers and is intended to provide guidance and

information on your responsibilities as a conmttee nenber.

As an individual serving on the safety and health conmittee, you
must have a personal commitnent to make accident prevention a
part of your daily work. You can denpbnstrate your conm tnent
through | eadership and by setting a personal exanple by working

safely and observing safe practices. Safety must becone your

way of life, both on and off the job.

Saf ety never just happens. If a workplace is safe, it is
because somebody is working to nake it safe. As a nenber of the
safety and health commttee, you are playing a major role in

maki ng your workpl ace safe for all enployees



SAFETY PHI LOSCPHY
OF THE
UNI TED STATES POSTAL SERVI CE

All injuries can be prevented.

Managenent, which includes all levels through the initial

| evel supervisor, has the responsibility for preventing

injuries

It is possible to safeguard against all operating exposures

which may result in injuries.

Al enployees nust be trained to work safely and to
understand that it is to their advantage, as well as the
postal Service's, to work safely, and that they have a
definite responsibility to do so in order to avoid the pain

and suffering caused by accidents.

It is good business fromthe standpoint of both efficiency
and econony to prevent personal injuries on-the-job and
of f-the-job.



“I't is the responsibility of management to provide safe worKking
conditions in all present and future installations and to
devel op a safe working force. The Unions will cooperate with

and assist managerment to live up to this responsibility.”

“The Enpl oyer and the Unions insist on the observance of safe
rules and safe procedures by enpl oyees and insist on correction

of unsafe conditions.”

Excerpts fromthe 1981 National Agreenent Article on Safety
and Health
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Merber shi p

A A joint |abor-mnagenent safety and health committee
wi |l be established at each postal installation having

50 or nore enployees.

B. Such a conmittee may be established upon the request of
the installation head at installations having fewer than

50 enpl oyees.

C. There shall be equal representation on the committee

between the unions and managenent.

1. Representation on the comittee shall include one
person fromeach of the unions at the installation.

Appropriate officials shall represent managenent.

2. The chairperson of the conmttee will be designated

by managenent.

3. The secretary of the committee will be designated by

managenent .

4. \Wen an installation has a safety officer (nmanager
specialist, technician) on the staff, that person

shall be a nmenber of the conmittee



Terns of Menbership

Wth the exception of the chairperson, the secretary and
safety officer, committee nenbers shall serve three-year
terns. Union representatives will, at the discretion of

their unions, be eligible to succeed thensel ves.

Oientation of Commttee Menbers

Al committee menbers will receive fornal orientation and
training on the duties and responsibilities of committee
menbers, on the basic elenments of the safety and health
program on identification of hazards and unsafe
conditions, and on reports and statistics reviewed and

anal yzed by the committee.

V. Duties and Responsibilities of Conmittee Menbers

A Al Conmttee Menbers

1. Attend all schedul ed neetings.

2. Create and maintain an interest in safety and health
and thereby hel p prevent accidents.

3. Review local safety and health rules and assi st

managenent with the enforcenent of these rules.



10.

Monitor the progress of accident prevention and
health activities, and, when necessary, nake
recomrendations for inprovenent to the installation
head. Menmbership on a safety and health comittee
does not entitle the menbers to have access to

i ndi vi dual enpl oyee nedi cal records wthout the

enpl oyee’ s consent.

Det ermi ne program areas to receive increased enphasis

and make recomrendations regardi ng them

Revi ew enpl oyee safety and health suggestions.

Revi ew safety training records to determine if all

enpl oyees are receiving appropriate training.

Revi ew Forms 1767 - Report of Unsafe Condition or

Practice - and responses or corrective action taken.

Review Fornms 1769 - Accident Report - and statistics

fromthe National Accident Reporting System and the

injury conpensation programreporting system

Di scuss all nmatters relating to enployee safety and
heal th, except for individual grievances, and nake
recomrendations for inprovement to the installation

head.



11.

12.

13.

14.

Participate in on-the-spot inspections of troublesone
areas when authorized by the chairperson. Conmittee
menbers will be on official time while nmaking such

i nspecti ons.

When an investigation board is appointed by a

Regi onal Postnmaster General or a District Manager to
investigate a fatal or serious industrial noncrimna
accident, the appropriate union at the installation
wi |l be advised pronptly. When requested by the
union, a representative fromthe comittee will be
permtted to acconpany the board in its

i nvestigation.

Any union representative on the committee may
participate in the sem -annual inspections conducted
by safety personnel in the nain facility of each MSC
and BMC, provided his union represents enpl oyees at

that facility.

A union representative fromthe commttee may
participate in the inspection of any main facility,
post office, MSC, BMC, station, branch or other
installation that has 100 or nore man years of
enpl oynent in the regular work force, provided that
hi s union represents enployees at that facility and
that his duty station is at that facility.
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15. One union representative fromthe comittee, selected
on a rotational basis by the unions, nay participate
in the annual inspection of each installation with
fewer than 100 nan years of enploynent in the regular
work force, where such a conmmittee exists in the

installation being inspected.

B. Committee Oficers

1. Chai rperson

a. Arranges for neeting place.

b. Sets tines and dates for neetings.

c. Notifies nenmbers of neetings.

d. Receives agenda items from menbers.

e. Arranges agenda and program

f. Arranges for seating for all menbers.

g. Reviews previous ninutes and other materials
bef ore neetings.

h. Coordi nates gathering of all appropriate
managenent reports, data, and information to be
reviewed by the comittee.

i. Responds to menbers’ requests for special

neet i ngs.



2. Secretary

a. Prepares ninutes of nmeetings.

b. Distributes nnutes.

c. Reports on the status of recommendati ons made by
the conmittee.

d. Distributes agenda to nenbers.

e. The secretary may assunme some of the chairperson’s

duti es.

C. Field Federal Safety and Health Councils

In areas where Field Federal Safety and Health Councils
exi st, one representative of the unions who is on the

| ocal safety and health conmittee will be pernmitted to
becone a nenber of such a council and attend its

nmeet i ngs. This enpl oyee will be excused fromregularly

assigned duties without |oss of pay.

V. Conmittee Meetings

A. The conmmittee shall neet at |least quarterly. In
addition, meetings may be held at any other tine at the
request of a conmittee menber to discuss inportant

problenms or itemns. Such a request must be approved



VI

C.

by the chairperson, but the request cannot be

unreasonably deni ed.

B. Agenda items nust be submitted to the committee’s
chairperson at |east three days before a neeting.

C. Individual grievances will not be discussed during
conmittee neetings.

D. Meetings shoul d be conducted according to the
general ly accepted rules of order, but formality
shoul d not be allowed to overwhel mthe neeting or to
inhibit free discussion.

Order of Business
A. Call to order. The chairperson should call the neeting

to order pronptly at the designated tine.

B. Roll call by the secretary. Names of nembers and others

present should be recorded.

I ntroduction of any visitors.



D. Mnutes of the previous neeting should be read and

any needed corrections made.

E. Unfinished business. All matters on which no
definite decisions have been nade are brought up for

reconsi derati on.

F. New busi ness.
1. Review of safety and health reports, statistics,
accident reports

2. Review of Forns 767, Report of Unsafe Condition

or Practice.

3. Review of enployee safety suggestions.

4. Review of safety rules, safety filns, safety
training prograns, etc.

5. Review of progress of safety and health program
special  canpaigns, etc.

6. Discussion and resolution of any other itens or

problens relating to safety and heal t h.

G Safety education. This should be made a part of
every nmeeting. A presentation can be made by a
conmittee nmenber, by an outside expert, by the I|ocal

safety officer, etc.

H.  Adj our nnent.



VIl. Suggested Format for M nutes of Meeting

Subj ect : Safety and Health Conmmittee Date of Report
M nutes of Meeting '
ate
From Chai rperson, Safety and Health Conmittee
(office, state and ZI P code)
To: Postmaster (or installation head)
(office, state and ZI P code)
Meeting convened at
(tine) (Tocation)
In attendance: Chai r per son
(name)
Secretary
(name)
Title
(name)
Title
(nane)
Not in attendance Title
(nane)
Title
(name)
Agenda |tens:
Unfi ni shed busi ness: (Subject, action taken, etc.)

New busi ness: (Subject, action taken, etc.)

Probl em areas which should receive increased enphasis (Brief
report and recommendations, if any)

Special Itens: (This wll include safety education
presentations, results of on-the-spot
i nspections of troublesone areas wth
recommendati ons and action taken.)
(Brief report, if any)

Meeting adjourned at

(time)
Si gned: Chai r per son
Secretary

Copi es of the minutes should be provided to the |ocal president
of each union and posted on enpl oyee bul |l etin boards.
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LOCAL JO NT LABOR- MANAGEMENT
SAFETY AND HEALTH COWM TTEE
TRAI NI NG PROGRAM

TO THE | NSTRUCTOR

This guide will assist you, the instructor, in the presentation of the

Local Joint Labor-Managenent Safety and Health Conmittee Training

Program

It is expected that you will tailor your presentation to fit your

| ocal needs. Therefore, this guide provides you with an outline,

basi c information, and teaching suggestions. The rest is up to you.

|f your installation has particular problenms you want the conmttee to
focus on, or if any of the activities are not applicable to your
installation, feel free to substitute problens or situations nore
appropriate to your facility. Spaces are left at the end of many

sections of this guide for your own notes.

When conducting group activities, especially if the main group is
broken into snaller groups, you should be sure to include both
managenent and | abor representatives in each group in order to

encour age cooperation between conmttee nmenbers.

The tinme you allot for the class depends on the size of the class and
the responses you are receiving. The course is designed to run from4

8 hours.



TRAI'NI NG Al DS

Chal kboard or Flip Chart
Chal k - erasers

Mar ki ng pens

Pencils - paper pads

Opaque projector (optional - for use with Basic Human Needs Chart)
Sufficient copies of course materials to give one to each student
(1767’ s, statistics package, enployee suggestions, Basic Human Needs

Chart, Problen Task Assignment - all at end of Section III).

Copies of role plays in Section IV - one copy of each part for each

hal f of the class.

Copi es of Guidelines for Local Joint-Mnagenment Safety and Health

Committees - one per student.

Copi es of PS Form 1784 - one per student.



LOCAL JO NT LABOR- MANAGEMENT
SAFETY AND HEALTH COWM TTEE
TRAI NI NG PROGRAM

PART/ TI TLE/ SUMVARY PAGE

| ntroducti on and Mechanics !

Wl cone by SCM PM reporting training tinme;

i ntroduction of class nenbers.

Wiy Have Safety Conmmittees?

Reasons for having conm ttees; Headquarters 2

committees; regional conmttees; local conmttees;
meetings; nmenbership; order of business; attitudes;

duties and responsibilities of nenbers.

Creating and Maintaining an Interest in Safety 11

Determ ning areas in need of enphasis; review ng
1767’ s; accident and injury reports and statistics;
menbers’ observations; reviewi ng training records;
enpl oyee suggestions; basic human needs; creating

interest in safety; developing a program

Revi ewi ng and Enforcing Local Safety Rules 20

Reasons people fail to follow safety rules;

educati ng enpl oyees; role playing.

| nspection Mbdul e

| nspection responsibilities; practice inspection.



SECTI ON |

| NTRODUCTI ON AND MECHANI CS

el cone and introduction by SCM PM or desi gnee;

| ntroduction of Instructor

NOTE : Wl conme and introduction should include manager’s position
on safety and should explain that an effective local joint |abor-
managenment safety and health committee is necessary to nake the

program wor k.

Reporting Requirements

NOTE :  The Training Activity Report System (TARS) requires
certain information fromthe participants for statistical and
accounting purposes. A class roster and any form preparation
shoul d be acconplished at this time. Postal Enployee Devel opnent
Center Managers or other training personnel are available to

assist you in this area.

I ntroduction of Cass Mnbers

NOTE ©:  Course plan provides for a great deal of group activity.
| nteraction anong class menbers is desirable and will be

encouraged by this getting-acquainted activity.



SECTI ON |
VHY HAVE SAFETY COWM TTEES?

Ref er ences:
ELM 815.1
Nati onal Agreement - Article XV, Sections 3-8

Training Mterials Required:

Chal kboard or Flipchart

Qpaque Projector (optional)

To Instructor:

The topic “Wy Have Safety Committees?” can be covered by encouragi ng
student participation. Ask course participants why they think safety
conm ttees exist and how they can be useful. As reasons and purposes
are given, list themon the chal kboard or flip chart.
Items |isted should include the foll ow ng:

1. To discuss safety policies and procedures.

2. To provide for conmmunication between managenment and enpl oyees

on matters relating to safety and heal t h.
3. To create and maintain an interest in safety.
4. To discover unsafe conditions and practices and determ ne how

to elimnate them



You shoul d use the chal kboard or flip chart as needed to |ist
important points. You should al so encourage student participation

whenever appropriate.

DI SCUSSI ON. W TH CLASS

There are many reasons to have joint |abor-nmanagenent safety

comm ttees, but you should keep this thought in mnd: The basic
purpose of the local joint |abor-mnagenment safety and health
commttee is to naintain an open channel of communication between

enpl oyees, unions, and managenent concerning safety and health matters
and to make certain that all enployees in all areas of your

installation have an opportunity to be represented.

Joint conmm ttees have considerable potential for reducing accidents,
injuries, and illnesses. Managenment, unions, and enployees can all
become actively involved in and nmake positive contributions to the
Postal Service's safety and health program [ nformation and
suggestions can flow both ways, and ideas can be turned into actions.
Conmittee neetings should be places where changes in prograns,
regul ati ons, or processes and possi bl e hazards can be discussed freely
and openly. \Wen several people with different areas of know edge and
expertise consider an issue together, creative and effective solutions
can be produced. The joint |abor-managenent conm ttee concept
stresses cooperation and a commtment to safety and health as a shared
responsibility, and this idea is echoed in Section 1 of Article XV of
the National Agreement: “It is the responsibility of managenent to

provi de safe working conditions and to devel op a safe working force.
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The Unions will cooperate with and assist managenment to live up to

this responsibility. ”

Postal Service Joint Labor-Mnagenent Safety and Health Committees:

There are joint |abor-managenment safety and health conmttees on three
levels in the Postal Service. These are described specifically in the

current National Agreenent.

The Headquarters level conmittee neets quarterly and consists of one

person from each of the unions and managenent representatives from
appropri ate Postal Service departnents. It is the responsibility of
this commttee to evaluate and nake recomendations on all aspects of
the Postal Service s safety and health program incl uding:

1. Program adequacy.

2. lnplenentation of the programat the |ocal |evel.

3. Studies being conducted for inproving the work environnent.
Postal Service managenent designates the chairperson and the unions
may nane a coordinator, who assists the chairperson in conducting the

activities of the commttee.

The Regional level committee also neets quarterly and di scusses itens

and problens of a significant regional nature. Both managenent and

t he unions have the right to bring to any committee neeting up to two

technical advisors. As with the Headquarters committee, the

chai rperson i s designated by Postal Service managenent.
-4 -



Local Joint Labor-Managenent Conmittees are discussed in Article XV,

Sections 4-8 of the current National Agreenent. These committees are
to be set up at each postal installation with 50 or nore enpl oyees,
and simlar commttees may be set up in installations with fewer than

50 enpl oyees.

Meetings of the local commttee are held at |east quarterly. They can
be held at any other tine that a conmttee nenber requests a neeting
to discuss inportant problems or items. Such a request nust be
approved by the chairperson, but the request cannot be unreasonably
denied. Each committee menber nust submit any itens for the agenda to
the commttee s chairperson at least 3 days before the neeting. Note
Article XIV, Section 5, of the National Agreenent, prohibits the

di scussi on of individual grievances during commttee neetings.

Menbership:  There is to be equal representation between the unions

and managenment on the committee. Conmittee nenbers serve three-year
terms; at the discretion of their unions, nenbers can succeed
thenselves. A nenber of the Health Unit will be invited to
participate in the meeting when any agenda itens relate to the

activities of the Health Unit.

The chairperson of the conmittee is designated by Postal Service
managenent. The duties and responsibilities of the chairperson and

secretary are as follows:



Chai r per son

|
Duti es

|
Arrange for neeting place
Set tines and dates for neetings
Notify nembers of neetings
Recei ve agenda itens from nenbers
Arrange agenda and program
Arrange for seating for all nenbers
Revi ew previous mnutes and other materials before neetings
Coordi nate gathering of all appropriate nmanagement reports,
data and information to be reviewed by the commttee.

Respond to nenbers’ requests for special neetings.
|
Secretary

|
Duti es

Prepare m nutes of neetings

D stribute m nutes

Report on the status of reconmendations made by the committee

Di stribute agenda to nenbers

(Secretary may assume chairperson’s duties)

Effective Conmittee Meetings: Good safety conmmttee neetings require

careful planning. Notices of neetings should be sent to each nmenber
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and, whenever possible, nenbers should be provided with an agenda

prior to the neeting.

Meetings shoul d be conducted according to the generally accepted rules
of order, but formality should not be allowed to overwhel mthe neeting

or inhibit free discussion.

Here is a suggested order of business that can be used to conduct
saf ety meetings:
1. Call to order. The chairperson should call the nmeeting to order
pronptly at the designated tine.
2. Roll call by the secretary. Names of nenbers and ot hers present
shoul d be recorded.
3. Introduction of any visitors.
4. Mnutes of the previous neeting should be read and any needed
corrections made.
5. Unfinished business. Al matters on which no definite decisions
have been nade are brought up for reconsideration.
6. New busi ness.
a. Review of reports, statistics, accidents, etc
h. Review of 1767 s.
c. Review of enployee suggestions
d. Discussion and resolution of any other itens or problens
relating to safety and health.
e. Review of safety rules.

f. Review of progress of safety and health program etc.



7. Safety education. This should be made a part of every meeting.
A presentation can be nade by a conmttee nenber, by an outside

expert, by the local safety professional, etc.

8. Adj our nment .

Safety Attitudes: Part of your function as a safety conmittee menber

is to set a good exanple for your co-workers, be they managenent or
craft enployees. Your attitude toward safety is reflected in the way

you act. Because you are a nmenber of the safety conmttee, people

will be aware of your actions, and your behavior and attitude wll, to
some extent, influence theirs. If commttee nmenbers take safety
shortcuts and ignore safety rules, others will too. It's up to you to

set an exanple, and your attitude toward safety and health wll
determi ne whether it is a good or a bad exanple. Sone specific
suggestions are:

1. Observe all safety and fire protection rules.

2. \Wear personal protective clothing and equi prent where required.

3. Be enthusiastic about safety and fire protection.

Responsibilities and Duties of Local Safety and Health Conmttee
Menber s:

As an advisory group, the local conmttee wll assist managenent and

the unions with their responsibilities for inplenentation of an
- 8 -



effective safety and health program Conmittee nenbers have the

followng responsibilities:

10.

11.

Attend all schedul ed neetings.

Create and maintain an interest in safety and health and thereby
hel p reduce accidents.

Review | ocal safety and health rules and assist management with
the enforcenent of these rules.

Moni tor progress of accident prevention and health activities
and, when necessary, nake reconmmendations for inprovement to the
installation head.

Det ermi ne program areas whi ch shoul d have i ncreased enphasis and
make recomendations regarding them

Revi ew enpl oyee safety and health suggestions.

Review safety training records to determne if all enployees are
receiving appropriate training.

Review Forns 1767 - Reports of Unsafe Condition or Practice - and

responses or corrective action taken.

Review Forms 1769 - Accident Report - and statistics from the

Nat i onal Accident Reporting System and Injury Conpensation
Reporting System

Discuss all matters relating to enpl oyee safety and heal th,
except for individual grievances, and nake reconmendations for

i mprovenent to the installation head.

Participate in on-the-spot inspections of troublesone areas when
authorized by the chairperson. Committee nenbers will be on

official time while making such inspections.



12.

13.

14.

15.

One union representative fromthe commttee nay be designated to
acconpany managenent boards appointed by an RPMG or a District
Manager to investigate fatal or serious industrial accidents

(noncrim nal or nonvehicular) involving postal enployees.

The union representatives fromthe conmttee may participate in
t he sem annual inspections conducted by safety personnel in the
main facility of each MSC and BMC, provided the union represents

enpl oyees at the facility being inspected.

The union representatives fromthe conmttee may participate in
i nspections of any nain facilities, post offices, MSCs, BMCs
stations, branches or other installations having 100 or nore man
years of enployment in the regular work force, provided that the
uni ons represent enployees at that facility and that the

representatives are domciled at the facility being inspected.

One union representative fromthe conmttee, selected on a
rotational basis by the unions, may participate in the annual

i nspection of each installation with fewer than 100 man years of
enpl oyment in the regular work force, where such a conmmittee

exists in the installation being inspected.

- 10 -



Section |11

CREATI NG AND NAI NTAI' NI NG AN | NTEREST | N SAFETY

TO THE | NSTRUCTOR:
Copi es of the Problenm Task Assignnents, statistics and suggestions
referred to in the discussion below are |ocated at the end of this

chapter.

DI SCUSSI ON. W TH CLASS:

The basic and nmost inportant function of any safety and health
commttee is to create and maintain an interest in safety and health
and thereby help reduce accidents. Because every possible hazardous
condition or unsafe act cannot be anticipated, all enployees nust
frequently use their own imaginations, comon sense and
self-discipline to protect thenselves. Enployees nust be encouraged
to think beyond their immediate work procedures in order to act safely
in questionable situations when they are “on their own.” [f an
interest in safety has been created and is being maintained in a

postal facility, this objective can be net.

Most of the joint |abor-mnagenent safety conmttee’s duties and
responsibilities, which we outlined earlier, can lead directly to
creating and maintaining interest in safety. Discussing all matters
relating to enployee safety and health and nmaki ng recommendati ons for
i nprovenent to the installation head, determ ning program areas which
shoul d have increased enphasis and maki ng recommendati ons regarding
such areas, and nonitoring the progress of accident prevention and
Health activities are responsibilities which will help the committee
deci de where to focus its efforts for pronoting safety. I'n addition,
-11-



several nore of the committee’ s responsibilities will help you zero in

on specific areas which need attention.

| nstructor should list the
responsibilities outlined bel ow

| on flip chart or chal kboard

For instance, one of the commttee’'s duties is to review Form 1767

Report of Unsafe Condition or Practice, and the responses or

corrective action taken. In review ng these fornms, of course, you
will be able to decide if proper, effective action has been taken.
In addition, you can identify specific areas which may need
attention. Are certain hazards reported frequently on the 1767 s?
Are a nunber of hazards being reported fromone or a few specific
areas in the facility? You should keep questions such as these in

m nd when review ng 1767’ s.

- Instructor should now hand out copies of

- 1767 s and lead class in reading, discussing and

- evaluating them Because 1767's vary widely,

- several exanples should be chosen fromthe

 instructor’s installation. For training pur-
poses, any nanes or other identifying data

. should be deleted. Renmind the class that nanes
may appear on these forns, and that conplainants’

L privacy should be maintained. |

-12-



Anot her nethod of determning the areas that need enphasis is
review ng accident and injury reports and statistics. In
review ng the accident and injury reporting statistics for your
facility, you should Iook for any trends and also for any
statistics which are unusual or which stand out. Not only should
you be able to use these statistics to identify problem areas, but
they will also be useful in determ ning what effect the existing
safety pronotion prograns are having. The accident reporting
statistics for each accounting period should be conpared to

previ ous accounting period reports, and to the reports for the

same period |ast year.

I nstructor should hand out copies of
statistics package and lead class in

di scussing and eval uati ng them

Simlarly, accident and injury reports provide a good source of
information to help the commttee identify problem areas or itens
which need attention. During the CONCERN programtraining, you

| earned and practiced how to prepare a Form 1769, Accident Report.

When the report is filled out accurately and conpletely, the
commttee, in analyzing the statistical reports, can determ ne

nmet hods and techni ques for the prevention of future accidents.

- 13-



3. Your own observations can be inportant in |ocating areas for
whi ch an increased enphasis on safety and health is needed. For
exanpl e, do you see housekeepi ng problens throughout the postal
facility? O maybe you' ve observed soneone failing to observe the
| ockout rules. These types of problens nay indicate the need for
renewal of interest in safety. Your CONCERN training has given
you a good background for observing unsafe conditions and

practices.

4. The conmittee should review safety and health training records to
make sure that all enployees are receiving appropriate training.
If the commttee notes problens in this area, recomendations
should be nade to the installation head. In addition, a prono-

tional canpaign may be necessary to draw attention to the need for

trai ni ng.

5. Finally, enployees’ suggestions may give the conmttee sone ideas
on areas where interest in safety and health needs to be
devel oped and mai ntained. One of the conmttee’ s responsi-
bilities is to review these suggestions, which may indicate

probl em areas or itens in the postal installation.
-14-



TO THE | NSTRUCTOR

You shoul d hand out copies of suggestions
- and lead the class in discussing and
- evaluating them  Each suggestion should be
| evaluated for both advantages and dis-
~advantages. Questions the participants nmay
- need to ask thenselves are |isted below for

each suggestion. |

Suggestion #1 from Ted G Ackernan:

1.
2.
3.

How of ten nust the caneras be serviced?

What are the likely injuries if a mechanic does fall off?
Shoul d guardrails be around the whole roof or just around the
caner as?

Are there alternate nethods (such as installing a nmeans to tie
of f and providing safety belts and | anyards for the nechanics)
which will acconplish the sane purpose? WII| they be nore or

| ess costly?

W1l guardrails inpair the use of the cameras?

Suggestion #2 from Marie S. Wodson:

1.

What are the advantages of putting plastic inserts on the
receptacles on electrical outlet? (Answers can include:
elimnation of shock hazard to children; inserts are inexpensive;
inserts can save energy by reducing air infiltration through
exterior walls.)

-15-



2. VWhat are the disadvantages? (Answers can include: inserts can
be easily renoved and not put back; inserts nust be routinely
renoved for custodial personnel to run buffers, etc.)

3. What is the |ikelihood of an injury?

Suggestion #3 from Carl os Lorca:

1. Wi ch suggested nethod woul d be better and why?

2. What, if any, are the advantages of inplenmenting this suggestion?

3. Wat, if any, are the disadvantages?

4. Are existing cautionary measures sufficient? (Cautionary
neasures may include use of emergency blinkers, unique color

scheme of postal vehicles, etc.)

DI SCUSSI ON. W TH CLASS:

Once the commttee has identified needs for increased efforts to
create or naintain an interest in safety, it nmust develop a plan or
program for doing so. To be effective, a program for maintaining
interest in safety nust be based on needs. Prelimnary planning and
determ ning of objectives is essential. Activities should be selected
so they yield the desired results, not just because they will be
popular. To develop suitable activities and pronotional material, the
needs of both supervisors and enpl oyees nust be known. The proper
choi ce of pronotional activities depends on an understanding of basic

human needs and enoti ons.

. Instructor should pass out chart or

| _use opaque projector to display it. |
_16_




These basic interest factors are forns of notivation comon to |

al | enpl oyees:

BASI C HUVAN | NTERESTS AND CORRESPONDI NG ACTI VI Tl ES |

Basic I nterest Factors

Fear of painful injury, death,

of income, famly hardship,

group

di sapproval or ridicule, super-

visory criticism

Pride in safe workmanship, in
good records, both individual

and group.

Recognition: desire for approval

of others in group or famly,

for praise from supervisors.

Participation: desire “to be one
of the gang,” “to get in the act.”
Conpeti tion: desire to win over
ot hers.

Fi nancial Gin

| oss Vi sua

Ways to Use These Factors

Material: enotional or |

shocker posters, dramatic filns,
pictures and reports of serious
injuries on bulletin boards or

in office newsletters. |

Recogni tion for individual and |

group achi evenment, trophies, l

personal awards, letters of

appreci at i on.

Publicity: photos and stories
in postal or community papers or

on bulletin boards

G oup and | ndivi dual

Activities:

suggestion plans, safety stunts,

campai gns.
Contests with attractive awards.

Monet ary Awards through sugges- ‘

tion systems, contests. |

-17-



DI SCUSSI ON. W TH CLASS:

| deas for maintaining safety often use hunor to good advant age. It’s
i nportant, though, to keep the hunor light; ridicule is likely to

produce resentnent rather than having a positive effect.

A positive, constructive approach is usually better than a negative
one, although on sone occasions the negative approach may be nore

dramatic and therefore nore effective.
Variety is essential. Oten a sinple change can stinulate renewed
interest. The activity itself may not be nore effective, but the new

formcan stimulate thought, discussion and interest.

TO THE INSTRUCTOR:

You shoul d now distribute one of the Problem Task Assignment sheets to
the class. |f necessary, the class may be divided into two or nore
groups working independently. Gve the participants anple tine (45
mnutes to 1 hour is reconmended) to devel op their prograns. I nstruct
the groups to be very specific; for exanple, if the groups want to use
posters, they should decide the wording and art or photography they
want on them  \Wen the prograns are finished, each group should
present its programand the instructor and class should evaluate it.
Questions that should be answered incl ude:

1. What are the objectives of the progran?
How does each activity neet the objective?

To what basic human interest does each activity appeal ?

W

In what way wi || each activity increase interest?

- 18-



Probl eml Task Assi gnnent A

Probl em Recent statistics reviewed by your conmttee have indicated
an increased anount of notor vehicle accidents. The Accident
Reports show that, in many cases, the drivers were not wearing their
seat belts, and several of themwere seriously injured. Menbers of
the conmttee have thensel ves observed drivers of postal vehicles
driving without seat belts on. The conmittee has decided to devel op
a programto increase interest in notor vehicle safety and in the

wearing of seat belts.

Task: Develop a programto create and maintain interest in notor

vehicle safety and the wearing of seat belts.

Probl eml Task Assi gnnent B
Problem  Recent statistics and accident reports reviewed by your
comm ttee have indicated an increase in the nunber of slips, trips and
falls. I n several cases, people have been hurt badly. Menmbers of the
comm ttee have observed numerous housekeepi ng probl ens throughout the
facility. The commttee has decided to develop a programto increase
interest in better housekeeping and thereby reduce slips, trips and

falls

Task: Develop a programto create and maintain interest in good

housekeepi ng and to reduce slips, trips and falls.

-19-



PBAU3UOPL POST OFFICE TOTALS

DISTRICT: 3D ATLANTA DISTRICT
MSC ¢ 300 ATLANTA GA
FINANCE#:®@ 12-0440 ATLANTA GA

POSTAL EXPERIENCE AND RATES:
TOTAL RUMBER OF ACCIDENTS
TOTAL NUMBER OF ACCIDENTS-SPLY
NUMBER OF INJURIES (NOT INCLUBING 1ST AID)
FIRST AID"INJURIES
TOTAL INJURIES
NO. OF LOST KORK DAY INJ (INCLUDING FATALS)
NUMBER OF FATALS
NO. OF NO LOST WORK DAY INJURIES
CALENDER DAYS LOST
WORK DAYS LOST
MANHOURS OF . EXPOSURE
LOST WORK DAY INJ. PER 200,000 MANHOURS
LOST WORK DAY INJ. PER 200,000 MANHOURS-SPLY

POSTAL SERV.INDUSTRIAL ACCIDENTS-PROPERTY COSTS:
TOTAL NUMBER OF ACCIDENTS
TOTAL NUMBER OF ACCIDENTS-SPLY
NUMBER OF FATALS
NON-FATAL LOST WORK DAY INJURIES
NON-LOST WORK DAY INJURIES
EVALUATED PROPERTY DAMAGE

POSTAL SERV. M/V EXPERIENCE; RATES, PROP. COSTS:
TOTAL HUMBER OF ACCIDENTS
TOTAL NUMBER OF ACCIDENTS-SPLY
NUMBER OF FATALS
NUMBER OF INJURIES
ACCIDENT COSTS, PROPERTY, NO FIRE INVOLVED
ACCIDENT COSTS, FIRE INVOLVED
TOTAL HUMBER OF MILES DRIVEN
ACCIDENTS PER MILLION MILES DRIVEN
ACCIDENTS PER MILLION MILES DRIVEN-SPLY

COSTS OF PROPERTY DAMAGE:
INDUSTRIAL ACCIDENTS PROPERTY DAMAGE COSTS
MOTOR VEHICLE PROPERTY DAMAGE COSTS
TOTAL DAMAGE COSTS

FIRE EXPERIENCE AND COSTS
NUMBER OF FIRES
NUMBER OF DEATHS
HUMBER OF INJURIES
COST OF PROPERTY DAMAGE

JTHER POSTAL DATA
NUMBER OF EMPLOYEES
ACCIDENTS PER 100 EMPLOYEES
" PAID COSTS PER 100 EMPLOYEES
INJURIES PER 100 EMPLOYEES (NOT INCL. 1ST AID)

0.
* INJURIES PER 200,000 MANHOURS (NOT INCL. 1ST AID) 4.

HON-POSTAL TOTAL INJURIES INCLUDING FATALS
NON-POSTAL NUMBER OF FATALS
COST OF TORT CLAIMS

ACCIDENT REPORTING STATISTICS

SOUTHERN REGION

MAIL PROCESSING

CURR PERIOD YEAR-TO-DATE

[w

[
NON SN

113

8l
306,422
3.3

0.0

«»
[~ R-N-N-N-X-]

QCOQ0OWO

@« o

$150

$150

co0oo0o

CUSTOMER SERVICES

13
16
7

- N

123

21
249,500
4.8

4.1

OOV

$25

CURR PERIOD YEAR-TO-DATE

23
26
16
1
17
14
o

2
283
202
513,286
5.5
2.8

18
17

o
14

2
$250

oow

]
$3,550
$0
872,201
5.7
12.4

$250
$3,550
$3,800

o
[~N-~N-N-]

1,648

$230
1.0
6.2

A/P 02-82 ENDING 11-27-81

TOTALS

CURR PERIOCD YEAR-TO-DATE

26
18
14
5
19
11
0

3
236
169
586,908
3.7
1.7

21
11

0

11

3
$425

coww

$3,575

455,180
11.0
19.3

$425
$3,575
$4,000

@
coo0o

4,127
0.6
$97
0.3
4.8

$8.941

38
35
25
5
30
20
.0
5
409
292
1,204,700
3.3
1.6

32
25

4

20
5
$575

6
10
0

0
$3,850
$0
872,201
6.9
13.8

$575
$3,850
$4,425

"
co0cooQ

2
$

S OO
NESR
oMty OWnm

$3.401



PBAO30P1 POST OFFICE TOTAlLg ( 4T REPORTING STATISTICS A/P 03-84 6 12-25-81
SOUTHERN REGION

DISTRICT: 3D ATLANTA DISTRCT
MSC : 300 ATLANTA GA MAIL PROCESSING CUSTOMER SERVICES TOTALS
FINANCE®: 12-0440 ATLANTA GA CURR PERIOD YEAR-TO-DATE CURR PERIOD YEAR-TO-DATE CURR PERIOD YEAR-TO-DATE

POSTAL EXPERIENCE AND RATES:

TOTAL NUMBER OF ACCIDENTS 9 22 19 44 29 67
TOTAL NUMBER OF ACCIDENTS-SPLy 7 16 25 51 36 71
NUMBER OF INJURIES (NOT INCLUdING 18T AID) -~ 8 17 12 28 21 46
FIRST AID INJURIES 1 5 5 ) 6 11
TOTAL INJURIES 9 22 17 34 27 57
NO. OF LOST WORK DAY INJ (INC UDING FATALS) 4 10 10 24 15 35
NUMBER OF FATALS 0 0 0 0 0 0
NO. OF NO LOST WPRK DAY INJUR{ES 4 7 2 G 6 11
CALENDER DAYS LOgT 89 215 228 511 352 761
WORK DAYS LOST 63 153 162 364 250 542
MANHOURS OF EXPOSURE 332,011 958,954 264,675 778,031 628,988 1,833,852
LOST WORK DAY INJ. PER 200,004 MANHOURS 2.4 2.1 7.6 6.2 4.8 3.8
LOST WORK DAY INJ. PER 200,005 MANHOURS-SPLY 1.7 1.2 3.0 2.9 2.4 1.9
POSTAL SERV.INDUSTR{AL ACCIDENTS_PROPERTY COSTS:
TOTAL NUMBER OF ACCIDENTS . 9 22 16 35 26 58
TOTAL NUMBER OF ACCIDENTS-SPLy 6 14 17 34 26 51
NUMBER OF FATALS 0 0 0 0 4 0
NON-FATAL LOST WPRK DAY INJURyES 4 10 10 24 15 35
NON-LOST WORK DAY INJURIES 4 7 1 3 5 10
EVALUATED PROPERYY DAMAGE $0 $150 o $0 $425 $0 $575
POSTAL SERV. M/V EXPERIENCE, RATgS, PROP. COSTS:
TOTAL NUMBER OF ACCIDENTS 0 0 3 9 3 9
TOTAL NUMBER OF ACCIDENTS-SPLy 1 2 8 17 10 20
NUMBER OF FATALS 0 0 0 0 0 0
NUMBER OF INJURIES . [ 0 1 1 1 1
ACCIDENT COSTS, PROPERTY, NO ¢IRE INVOLVED $0 $0 $2,350 $6,200 $2,350 $6,200
ACCIDENT COSTS, ¢IRE INVOLVED $0 $0 $0 $0 $0 $0
TOTAL NUMBER OF {ILES DRIVEN 440,232 1,312,433 440,232 1,312,433
ACCIDENTS PER MILION MILES DHIVEN 6.8 6.9 6.8 6.9
ACCIDENTS PER HIFLION HILES DdIVEN—SPLY . 22.0 - 15.6 27.6 18.4
COSTS OF PROPERTY DAMAGE: -
INDUSTRIAL ACCIDENTS PROPERTY DAMAGE COSTS $0 $150 40 $425 $0 $575
MOTOR VEHICLE PROPERTY DAMAGE cosTS $0 “$0 $2,350 $6,200 $2,350 $6,200
TOTAL DAMAGE COS{S . : $0 : - $150 $2,350 $6,625 $2,350 $6,775
FIRE EXPERIENCE AND COSTS
NUMBER OF FIRES 0 0 0 0 ] 0
NUMBER OF DEATHS 0 0 0 L] 0 [}
NUMBER OF INJURI¢S 0 0 0 0 ] 4
COST OF PROPERTY DAMAGE $0 $0 $0 40 $6 $0
OTHER POSTAL DATA
NUMBER OF EMPLOY{EES 2,291 2,277 1,660 1,652 4,152 4,134
ACCIDENTS PER 109 EMPLOYEES 0.4 1.0 1.1 2.7 0.7 1.6
PAID COSTS PER 190 EMPLOYEES $0 $7 $142 $401 $57 $164
INJURIES PER 100 EMPLOYEES (NQT INCL. 1ST AID) 0.3 0.7 0.7 1.7 0.5 1.1
INJURIES PER 200,000 MANHOURS (NOT INCL. 1ST AID) 4.8 3.5 9.1 7.2 6.7 5.0
NON-POSTAL TOTAL INJURIES INC UDING FATALS 0. 0 ] 0 . 0 0
NON-POSTAL NUMBER OF FATALS 0 0 0 0 0

0
COST OF TORT CLA{MS ; $5,194 $14,595



PBAO30PL POST OFFICE TOTALS ACCIDENT REPORTING STATISTICS A/P 04-82 ENDING 1-22-82
SOUTHERN REGION

DISTRICT: 3D ATLANTA DISTRICT

MSC ¢ 300 ATLANTA GA MAIL PROCESSING CUSTOMER SERVICES TOTALS

FINANCE#: 12-06440 ATLANTA GA CURR PERIOD YEAR-TO-DATE CURR PERIOD YEAR-TO-DATE CURR PERIOD YEAR-TO-DATE

POSTAL EXPERIENCE AND RATES:
TOTAL NUMBER OF ACCIDENTS 10 32 19 63 31 98
TOTAL NUMBER OF ACCIDENTS-SPLY 7 23 17 68 26 97
NUMBER OF INJURIES (NOT INCLUDING 1ST AID) 9 26 7 35 18 64
FIRST AID INJURIES 1 6 3 9 4 15
TOTAL INJURIES 4 10 32 10 44 22 79
NO. OF LOST WORK DAY INJ (INCLUDING FATALS) 6 16 6 30 14 49
NUMBER OF FATALS [ 0 0 o 0 0
NO. OF NO LOST WORK DAY INJURIES 3 10 1 5 4 15
CALENDER DAYS LOST : 186 401 134 645 386 1,147
WORK DAYS LOST 133 286 96 460 276 818
MANHOURS OF EXPOSURE 288,792 1,248,083 245,315 1,023,620 563,452 2,397,955
LOST WORK DAY INJ. PER 200,000 MANHOURS 4.2 2.6 4.9 5.9 5.0 4.1
LOST WORK DAY INJ. PER 200,000 MANHOURS-SPLY 1.2 1.2 4.7 3.4 3.3 2.3

POSTAL SERV.INDUSTRIAL ACCIDENTS-PROPERTY COSTS:
TOTAL NUMBER OF ACCIDENTS 10 32 12 47 24 82
TOTAL NUMBER OF ACCIDENTS-SPLY:® 7 21 9 43 18 69
NUMBER OF FATALS 0 0 0 0 0 0
NOH-FATAL LOST WORK DAY INJURIES 6 16 6 30 14 49
NON-LOST KCRK DAY INJURIES 3 10 1 G 4 14
EVALUATED PROPERTY DAMAGE $0 $150 $805 $1,230 $805 $1,380

FOSTAL SERV. M/V EXPERIENCE, RATES, PROP. COSTS:
TOTAL NUMBER OF ACCIDENTS 0 0 7 16 7 16
TOTAL HUMBER OF ACCIDENTS-SPLY 0 2 8 25 8’ 28
NUMBER OF FATALS 0 0 0 0 0 ¢
NUMBER OF INJURIES 0 0 0 1 o 1
ACCIDENT COSTS, PROPERTY, NO FIRE INVOLVED $0 $0 $4,125 $10,325 $4,125 $10,325
ACCIDENT COSTS, FIRE INVOLVED $0 $0 $0 $0 $0 $0
TOTAL NUMBER OF MILES DRIVEN . 405,262 1,717,695 405,262 1,717,695
ACCIDENTS PER MILLION MILES DRIVEN 17.3 9.3 17.3 9.3
ACCIDENTS PER MILLION MILES DRIVEN-SPLY 2.0 17.2 22.0 19.3

COSTS OF PROPERTY DAMAGE:
INDUSTRIAL ACCIDENTS PROPERTY DAMAGE COSTS 40 $150 $805 $1,230 £805 $1,380
MOTCR VEHICLE PROPERTY DAMAGE COSTS $0 $0 $4,125 $10,325 $4,125 $10,325
TOTAL DAMAGE COSTS $0 $150 $4,930 $11,555 $4,930 $11,705

FIRE EXPERIENCE AND COSTS
NUMBER OF FIRES 0 o 2 2 2 2
NUMBER OF DEATHS 0 0 0 0 0 0
NUMBER OF INJURIES 0 0 0 0 ] o
COST OF PROPERTY DAMAGE $0 $0 $805 $805 $805 $805

OTHER POSTAL DATA
NUMBER OF EMPLOYEES 2,273 2,276 1,660 1,654 4,134 4134
ACCIDENTS PER 100 EMPLOYEES 0.4 1.4 1.1 3.8 0.7 2.4
PAID COSTS PER 100 EMPLOYEES $0 $7 $297 $698 $119 $283
INJURIES PER 100 EMPLOYEES (NOT INCL. 1ST AID) 0.4 1.1 0.4 2.1 0.4 1.5
INJURIES PER 200,000 MANHOURS (NOT INCL. 1ST AID) 6.2 4.2 5.7 6.8 6.4 5.3
NON-POSTAL TOTAL INJURIES INCLUDING FATALS 0 o 0 ) () 0
NON-POSTAL NUMBER OF FATALS 0 0 0

] 0
COST OF TORT CLAIMS 957( $19,941



2U.S Government Printing Office 1979284158

OFFICE USE ONLY

DATE REC D BY CONTROL |
OFFICE

SUGGESTION CONTROL NO

INSTRUCTIONS TO SUGGESTOR: Describe your ideas for improvement on this torm, using & separste form tor each ides.

NAME OF SUGGESTOR /Last name-firsi name-muddle initial. Please prini) POSITION TITLE AND PAY LOCATION
rs. Ackerman, Ted G. Gen. Mechanic
HOME ADDRESS /\ireer. City. State and ZIP Code) SALARY LEVEL SOCIAL SECURITY NO

NAME OF SUPERVISOR AND PAY LOCATION

[POSTAL INSTALLATION Name. ( ity and ZIP ( ode/

SUBJECT OF SUGGESTION
Safety on the roof of the Bulk Mail Center

The review by the USPS of the suggestion and suggestors acceptance of a cash award shall constitute an agﬁcemenl that the use by the U.S.
{

Postal Servicé of any idea. method. or device for which the award is made shall not form the basis of a further claim of any nature upon the

U.S. Postal Service by the employee. the employees heirs or assigns.
SIGNATURE OF SUGGESTOR DATE

THE SITUATION AS IT NOW EXISTS (Briefly describe the present procedure. condition. eic-. which you believe shouid be changed or improved.
Use separate sheet if necesary.)

Maintenance mechanics have to service 3 closed circuit TV cameras
on the BMC roof. The cameras are close to the edge of the roof and
if it is rainy or icy, it is possible for the mechanics to slip
and fall off the edge. Usually 2 mechanics work on these cameras.

YOUR PROPOSAL FOR CHANGE OR IMPROVEMENT (Srate vour recommendation a learly a\ possible. Be vure 10 make a specific proposal.
Tell how a« well av what hould be done. (‘ontinue your proposal. on a eparaie vheer il ne.evsary and add drawings or pictures as appropriaie. |

Put standard guardrails around the whole roof or at least around
the cameras.

ORIGINAL - FOR EVALUATION
COPY - RETURN TO SUGGESTOR WITH

PS Form .
Jan. 1979 1269 (COMPLETE THE REVERSE SIDE! 10 NO. AND DATE OF RECEIPT



DETACH AND REVERSE THE CARBON BEFORE COMPLETING THIS SIDE

SAVINGS AND/OR OTHER BENEFITS WHICH YOU FEEL WILL BE REALIZED IF YOUR IDEA IS ADOPTED (Give specific facts and ficures. Use separate sheet if necessaryi

Maintenance men will not be in danger of falling off the roof,
and the Postal Service will not have to pay workmen's compen-
sation to them.

-HOWTO SELL YOUR IOEA IN WRITING UP YOUR SUGGESTION - A well organized. clear and complete
presentation of your idea and its expected benefits is the best insurance for

T . B getting it accepted.
A suggzestion is a constructive proposal. submitted in writing by an active e

employee which describes a weakness in the present way of doing something

THE SITUATION - In this space identify the problem. State jusi what is now
and then recommends a change o improve service. (0 do a job better faster or pac v the P! !

being done. Give the reader an understanding of the current practive and the

at less cost: or 1o conserve materials.
background on the problem

PHESE ARE NOT SUGGESTIONS under this prouram: YOUR PROPOSAL - Explain your proposed solution. Be as explicit and

complete as possible. Poini out how the new practice would differ. and how

1. Submissions which merely call attention 1o a problem. but offer no N B .
it will achieve the benefits you expect.

solution.

SAVINGS/BENEFITS - List the benefits the Postal Service might expect from

2. Ideax relating to neotiable matters in union contracts adopting your proposal. Show facts and figures for
3. Recommendations on employee off-the-job activities
ecommendativns on employee off therjob acavives A. BENEFITS THAT CAN BE MEASURED
4. Proposals on henefits to emplovees. (credit unions. working conditions., Identify any savings in time. labor. equipment. materiah. space. etc
) If possible. turn savings into a doliar amount
parking. transportationt.
S. Requests for the mere extension of accepted of routine safety practices B. BENEFITS THAT CAN'T BE MEASURED
5. 5 e
! Describe as best you van any benefits that can't be expressed in
6. Demand for routine repair or maintenance terms of dollars. These might include better service to the public.
) improved quality. safer working conditions, etc. Be sure 1o tell who
7. Philatelic matiers relating to a new stamp. will benefi and how
8. Proposals for the clarification of a regulation.
9. ldeas or designs for a poster slogan. or advertising matter. CASH AWARD SCALE
10. Proposais for changes in postal rates and fees Measurable Benefits Amount of Awards
1. Recommendations for the minor modification of a printed form. (Note: S 20 TS 99 S 23irst S 230 + SSea added S S0
This does not rule out the y of a legi change in dure. SOLOKN = S 9999 S 100First S LK + 55 ca. added S 100,
involving a new or revised form as a necessary tool 1o make it work.) S 10000 — $19.999 $ SS0firs $ 10.000 + S5 ca. added $ 200
S 20000 — $49.999 S RO first S 20000+ 85 ea. added $1000.
S1.200 first SHICL000 + 5 ea. added $5000

12. Corrections of obvious errors in published directives: or the updating of SH0000 = ar more

items with changes in titles. i or on
forms and printed matter o accompany organizational changes.

NOTE: The above listing is not 10 be read as denying the merit of any such ideas Noni _Amount of Awards

or proposals. The purpose is merely to exclude them from processing through

the Suggrestion Program. Such matters are 1o be handled. instead. through the AP TION

channels of communication that are normal 10 the appropriate offices of technical

responsibility. Local e ———— — - $25.00
District = = e e — (Additional} — v — — =

CREDIT FOR AN ADOPTED SUGGESTION WILL BE GRANTED TO THE Region . _ _ _ (Additional) — — — — _

SUGGESTION THAT TRIGGERS ACTION. not 1o past suggestions which did Service-wide — — — (Additionall — — — — - 10.00

not gain acceptance.

(Maximum award for service-wide application $250.00y

The collection of this information is authorized by 5 USC 45. This information will be used to evaluate employee suagestions and in granting awards for
adopted suggestions. As a routine use. this information may be disclosed to a congressional office al your request. to the OMB for review of private
relief legislation. (o a labor organization as required by the NLRA. 10 the Civil Service Commission as part of an EEO imvestization. and where pertinent.
in a legal proceeding 1o which the Postal Service is a party. Completion of this form is voluntary: however. if this information is not provided. vou may not
receive proper credit for a suggestion submitted by vou that is implemented.




R N I OFFICE USE ONLY |
: DATE REC D BY CONTROL

1 QOFFICE

! b ] { ) ‘\\j : j SUGGESTION CONTROL NO.
CA S g .

S
INSTRUCTIONS TO SUGGESTOR: Descride your ideass for improvement on this form, using a separate form for sach idea.
NAME OF SUGGESTOR rLast name-first name-middle initial. Please print) POSITION TITLE AND PAY LOCATION
r.
Miss Woodson, Marie S. Clerk/Steno
HOME ADDRESS (Sireer. City. State and ZIP Codes SALARY LEVEL SOCIAL SECURITY NO

NAME OF SUPERVISOR AND PAY LOCATION

POSTAL INSTALLATION /Name. City and ZIP Coder

SUBJECT OF SUGGESTION
Plastic Inserts for Receptacles on Electrical Outlets

The review by the USPS of the suggestion and suggestor's acceptance of a cash award shall constitute an agreement that the use by the U.S.
Postal Service of any idea, method. or device for which the award is made shall not form the basis of a further ciaim of any naturs upon the
U.S. Posta! Service by the employee, the employees heirs or assigns.

SIGNATURE OF SUGGESTOR DATE

THE SITUATION AS IT NOW EXISTS /Briefly describe the present procedure. condition. etc.. which you believe should be chanved or improved.
Use separare sheet if necessary.)

Today I observed a child playing with his mother's metal long-handled
comb, while waiting for his mother who was taking care of business at
a window in the lobby of the GMF. The child was sitting on the floor.
Close by was an electrical outlet. Knowing how inquisitive children

1~ was through with her transaction and her undivided attention was on
her child. This time nothing happened, but what about the next time?

are, I feared what might happen. I waited a few'minutes until the mother

YOUR PROPOSAL FOR CHANGE OR IMPROVEMENT (Nrare your recommendation as clearly us possible. Be sure 1o make a specific proposal.
Tell how as well as what \hould be done. Conti) vour proy ! on a \er sheet it necessarv and add drawing. or pictures as appropriaie. )

I feel that in the interest of safety to children accompanying our
public, it is imperative that this suggestion be followed through.
There are electrical outlets by the window clerks in the Service
Lobby and also in the Lobby where the Xerox machine is located.

We all know what would have happened if that child had inserted the
tail of the metal comb in the electrical outlet!

Electrical outlets, if not already protected by inserts in lobbies of
our Stations/Branches, Associate Offices, and even Region-wide, should
have plastic inserts installed.

We owe this to our patrons and their children.

. CAatGIMAL « FOR ZYALUATION
PSForm 125y (COMPLETE THE REVERSE SIDE: SCPY < RETUAY TO v
Jan. 1379 D NO. AN DATE OF




This suggestion could possibly save a child's life.

HOW TO SELL YOUR IDEA

A suggesion is d constructive proposal. submitied in writing by an active
empioyee which describes a weakness in the present way of doing something
and then recommends a change to improve service. to do a 10b better faster or
at less cost: of 1o conserve materials.

THESE ARE NOT SUGGESTIONS under this program

1. Submissions which merely calt attention (o a problem. but offer no

solution

2. ldeas relating 10 negotiable matters in union contracts

3. Recommendations on emplovee off-the-job activities.

4. Proposals on benefits to employees. teredit unions. working conditions.
parking. lransportation),

5. Requests for the mere extension of accepted or rouline safety practices.

6. Demand for routine repair or maintenance.

7. Philatelic matiers relating 1o a new stamp

8. Proposals for the clarification of a regulation.

9. 1deas or designs for a poster slogan. or advertising matter.

. Proposals for changes in postal rates and fees

11. Recommendations for the minor modification of a printed form. (Note:

This does not rule out the acceptability of a legitimate change in procedure.

involving a new or revised form as a necessary tool to make it work .1

12. Corrections of obvious errors in published directives: or the updating of
items with changes in titles. i i or adds on
forms and printed matter to accompany organizRional changes.

NOTE: The above listing is not (o be read as denying the merit of any such ideas
or proposals. The purpose is merety 10 exclude them from processing through
the Suggestion Program. Such matters are to be handled. instead. through the
channels of communication that are normal 1o the appropriate offices of technical
responsibility.

CREDITFOR AN ADOPTED SUGGESTIONWILL BEGRANTED TO THE
SUGGESTION THAT TRIGGERS ACTION. not (o past suggestions which did
not gain acceptance.

IN WRITING UP YOUR SUGGESTION - A well organized. clear and complete
presentation of your idea and its expected benefits is the best insurance for
relting it accepted

THE SITUATION - In this space identify the problem. State just what is now
being done. Give the reader an understanding of the current practice and the
background on the problem.

YOUR PROPOSAL - Explain your proposed solution. Be as explicit and
complete as possible. Point out how the new practice would differ. and how
it will achieve the benefits you expect.

SAVINGS/BENEFITS - List the benefits the Postal Service might expect from
adopting vour proposal. Show facts and figures for

A. BENEFITS THAT CAN BE MEASURED
Identify any savings in time. labor. equipment. materials. space. etc.
If possible. turn savings into a dollar amount.

B. BENEFITS THAT CAN'T BE MEASURED
Describe as best vou can any benefits that can’t be expressed in
terms of dollars. These might include better service to the public.
improved quality. safer working conditions. etc. Be sure 10 tell who
will benefit and how.

CASH AWARD SCALE

Measurable Benetits Amount of Awards

S 20 - S 9 S 25firS 250 + 8¢ added s 50
S Lo — S 949y S 100 first S 1.000 + 85 ca. added S 100
S 1000 —  $19.999 S S50 first S 10.000 + S5 ea. added S 200.
S 20,000 — S99 S BOOfirst $ 20,000 + $5 ¢a. added $1000.
SIN0L000 = of more $1.200 first SO0 + 35 ea. added $5000

Noni tht Amount of Awards
Ud ATION

Local i e e . $ 2500

District w o — — — (Additional) — — — — - $0.00

Region - — — - — (Additionali — — — — 7500

Service-wide — — — (Additional) — — — — — 0.0
(Maximum award {or service-wide application $250.001

The collection of this information is authorized by 5 USC 45, This information will be used to evaluate empl, i and in g ing awards ¢
adopted sugpestions. As a routine use. this information may be disclosed to a congressional office at your request. to the OMB for review of priva
relief legislation. to a labor ization as required by the NLRA. 10 the Civil Service Commission as part of an EEQ investigation. and where pertinem.

in a lexal proceeding to which the Postal Service is a party. Completion of this form is voluntary: however. if this information is not provided. you may no

receive proper credit for a suggestion submitted by vou that is implemented.




OFFICE USE ONLY
DATE REC'D BY CONTROL
OFFICE

SUGGESTION CONTROL NO

INSTRUCTIONS TO SUGGESTOR: Describe your ideas for improvement on this torm, using a separste 1orm tor sach ides.

NAME OF SUGGESTOR rLas/ name-firsi name-middie inital. Please prini; POSITION TITLE AND PAY LOCATION
»n  Lorca, Carlos Carrier
HOME ADDRESS rSireer. City. State and ZIP Coder SALARY LEVEL SOCIAL SECURITY NO

NAME OF SUPERVISOR AND PAY LOCATION

POSTAL INSTALLATION /Name. C iy and ZIP Coder

SUBJECT OF SUGGESTION
Vehicle Safety

The review by the USPS of the suggestion and suggﬁslor‘s acceptance of a cash award shall constitute an agreement that the use by the U.S.
al Service of any idea. method. or device for which the award is made shall not form the basis of 2 Iurﬁler claim of any nature upon the
U.S. Postal Service by the employee. the employees heirs or assigns.

SIGNATURE OF SUGGESTOR DATE

THE SITUATION AS IT NOW EXISTS (Briefly describe the present procedure. condition. er... which you believe should be chaneed or improved.
Use separate \hee! if necesary.)

Carriers on mounted routes are very concerned about the amount of
caution that must be exercised while stopping and advancing along
their routes.

This is due to the fact that many people in vehicles (four wheel
and two wheel) follow too closely, which as we know. is very dangerous.
There are too many rear-end collisions.

Even though the emergency blinkers remain on while driving the route,
it seems this is not enough.

YOUR PROPOSAL FOR CHANGE OR IMPROVEMENT (Viate your recommendaiion a- clearly a- povible Be vure to make a specific proposal.
Tell how a« well av what \hould be done. (ontinue your propial on a \eparare \heet it necevsary and add drawings or piciures as appropriaie.)

It is recommended that all postal vehicles assigned to routes have
the following caution statement placed on the rear:

Black CAUTION Yellow
Letters FREQUENT STOPS Background

This could be accomplished in either one of two ways:

1. Stenciled permanently on rear of vehicle.

2. Magnetic sign placed on rear of vehicle by carrier.

PS Form ORIGINAL - FOR EVALUATION
1269 (COMPLETE THE REVERSE SIDE) COPY - RETURN TO SUGGESTOR WITH
Jan. 1979 10 NO. AND DATE OF RECEIPT




Safety is everyone's responsibility, and at times we in the Postal T~
Service have to watch out for the other person's safety as well.

I believe this little added safety feature could possibly one day
help to save a life or prevent an injury (Postal employee or other).

In addition, vehicle damage might be prevented. This, of course,
means a savings in money, not only for costly repair bills, but also
for the cost of replacement vehicles.

HOWTO SELL YOUR IDEA

A Suggestion 1s & Cconstructive proposal. submitted in writing by an active
employee which describes a weakness in the preseat way of doing something:
and then recommends a change to improve service. to do a 1ob betier faster or
at less cost: Or 10 conserve materials,

THESE ARE NOT SUGGESTIONS under this program

1. Submissions which merely call attention to a problem. but offer no

solution.

2. Ideas relating 1o negotiable matters in union contracts.

3. Recommendations on employee off-the-job activities.

4. Proposals on benefits to employees. (credit unions. working conditions.
parking. Lransportation).

S. Requests for the mere extension of accepted or routine safety practices.

6. Demand (or routine repair or maintenance.

7. Philatelic matters relating (o a new stamp.

8. Proposals for the clarification of a regulation.

9. [deas or designs for a poster slogan. or advertising matter

10. Proposals for changes in postal rates and fees.

1. Recommendations for the minor modification of a printed form. (Note:
This does ot rule out the acc ility of a change in ced!
involving a aew or revised form as a necessary tool to make it work.}

12. Corrections of obvious errors in published directives: or the updating of
items with changes in titles. izati i or add: on
forms and printed matter to accompany organizational changes.

NOTE: The above listing is 10t to be read as denying the merit of any such ideas
or proposals. The purpose is merely to exclude them from processing through
the Suggestion Program. Suck matters are to be handled. instead. through the
channels of communication that are normal to the appropriate offices of technical
responsibility.

CREDIT FOR AN ADOPTED SUGGESTION WILL BE GRANTED TO THE
SUGGESTION THAT TRIGGERS ACTION. not to past suggestions which did
ROl Zain acceptance

IN WRITING UP YOUR SUGGESTION - A weH organized. clear and complete
presentation of your idea and its expected benefits is the best insurance for
retling it accepted.

THE SITUATION - In this space identify the problem. State just what is Row
being done. Give the reader an understanding of the carrent practice and the
sackeround on the problem.

YOUR PROPOSAL - Explain your proposed solution. Be as explicit and
complete as possible. Point out hew the new practice would differ. and how
it will achieve the benefits you expect.

SAVINGS/BENEFITS - List the benefits the Postal Service might expect from
adopting your proposal. Show facts and figures for:

A. BENEFITS THAT CAN BE MEASURED
identify any savings in time. labor. equipment. materials. space. ete.
1f possible. turn savings into a dollar amount.

B. BENEFITS THAT CAN'T BE MEASURED
Nescribe as best you can any benefits that can’t be expressed in
terms of dolars. These might include better service to the public.
improved quality. safer working conditions. etc. Be sure to telf who
will benefit and how.

CASH AWARD SCALE

Measurabie Benetits Amount of Awards

25fiestS 250 +S5ea. added S SO.
100 fiest S 1.000 + $5 ea. added S 100
550 first S 10.000 + 85 ea. added S 200.
K00 first $ 20,000 + S5 ea. added $1000.
1.200 first S100.000 + 95 ea. added SSXX).

S 2% — S 999
S LD — S 9999
S 10.000 — S19.999
$ 20000 — $99.999
SI00.000 —  or more

PR R

Nonmeasurable Benefits _Amount of Awards
APPLICATION

Local e — e . $25.00
DisStrict = e e = — (Additional) e — — — - 50.00
Region - — — — (Additional) — — — _ _ 75.00

Service-wide — —. — (Additional) — — — — - 100,00

(Maximum award for service-wide application $250.001

The coflection of this information is authorized by S USC 45. This information will be used 10 evaluate employee sugpestions and in granting awards for
adopted suguzestions. As a routine use. this information may be disclosed to a congressional office at your request. to the OMB for review of private
relief legislation. to a labor organization as required by the NLRA. to the Civik Service Commission as part of an EEQ investigation. and where pertinent.
in # legal proceeding to which the Postal Service is a party. Completion of this form is volumtary: however. if this information is Rot provided. you may not

receive proper credit for a suguestion submitted by you that is implemenied.




SECTION 1V

REVI EW NG AND ENFORCI NG LOCAL SAFETY RULES
DI SCUSSI ON W TH CLASS:

One of the inportant responsibilities that you-as safety comittee
nmenbers-have is that of reviewing |local safety and health rules and
assisting in enforcing them Safety conmttee nenbers are in a unique
position that can give them nore ready access to other postal

enpl oyees and, with this access, the chance to educate and advise
their fellow workers about safety and safety rules. The best way for
you to assist in enforcing safety rules is to help educate your

co-wor kers.

TO THE | NSTRUCTOR

Ask participants to suggest reasons why people do not follow safety
rules. List reasons on flip chart or chal k board and discuss

briefly.

Reasons suggested shoul d incl ude:

1. I'gnorance of rules.

2. Lack of understanding of rules.

3. Pressure of work (need to nove the nail, need to finish
certain assignments as quickly as possible, etc.)

4. Peer pressure.

5. Hostility to authority.

6. Sex-role stereotypes (e.g., men who feel obeying safety rules is
“sissy,” women who feel that taking certain precautions, such
as wearing personal protective equi pment, makes them seem

unfemnine. )
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DI SCUSSI ON. W TH CLASS

These reasons for not obeying safety rules can often be overcone by
educati ng people and helping themrealize that following the rules is
in their own interest. Sonme workers have little confidence in the job
safety and health rules and advice given to them by top managenent or
safety and health professionals. They do, however, usually trust

their co-workers to “tell it like it is”. A “snowballing” nethod of
education on safety rules is essential, so that individuals who have a
particular interest in safety and have educated thensel ves on that

subj ect can pass on what they have learned to their co-workers.

Safety commttee nmenbers are ideal people to spread the information

t hey have gai ned throughout the organization.

Anot her reason that safety commttee nmenbers have a speci al
opportunity to educate their fellow enpl oyees about safety rules is

at people are receptive at different tines in their lives to hearing
about injury and illness prevention. Sonetines they sinply are not
“ready” to use the help offered when top managenent or a safety
of fi cer approaches them with information or advice about their safety
and health. A safety commttee nmenber can be available at precisely

t hose “teachabl e” noments when a person is nore receptive to a safety

and health message.

In order to educate your co-workers on safety and health rul es and

t hereby assist in enforcing them of course, you yourself nust know
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the rules. The know edge you gain by review ng, hel ping devel op, and
becom ng closely famliar with your own |ocal safety rules will be
extremely useful in fulfilling your responsibility to assist in

enforcing those rules and thereby prevent accidents.

Because advi sing workers on enforcing safety rules can sonetines |ead
to confrontations, it is inportant that you practice giving advice to

your fellow enployees and urging themto follow safe and heal t hful

wor kpl ace procedures.

TO THE | NSTRUCTCR

The purpose of the role plays provided at the end of this section is
to provide conmttee menbers with an opportunity to practice enforce-
ment and education techniques that take into account the reasons

different people fail to protect their safety and health on the job.

The first set of role plays involves a nuil handl er who wants to
persuade a co-worker to conformto safe lifting practices. The second
set of role plays involves a person whose own safety is threatened by
a co-worker who refuses to follow proper safety measures. The third
set of role plays involves a safety conmttee nmenmber who wants to
caution an enpl oyee about inproper footwear. The first and third sets
also contain a profile for the enployee's supervisor; this character
may be introduced at your discretion, either at the beginning or

during the course of the role play.
-292.



Distribute Role Profile Ain Set 1 to half the class and Role Profile

B in Set

1 to the other half. | nstruct the class nenbers not to read

each other’s role profiles. Then ask for volunteers to take the

parts.

like to

While you may call on particular students to ask if they would

take the parts, do not attenpt to require anyone to do so. To

encourage volunteers, it may be necessary to do the follow ng:

1. Al

rat

ow the participants to conduct the role play fromtheir seats,

her than in front of the class.

2. Take one of the parts yourself. After the role play, discuss

what happened in the follow ng itens.

1

What did the players do or say that observing students woul d
have done differently? Wy would they have said or done
something differently?

What did the role players feel during the sinmulation? Wuld
they experience these feelings in real life? Wy or why not?
What strategies pursued by role player A appeared to be
effective in persuading role player B to follow safety rul es?
What strategies appeared to be ineffective?

Was player A reluctant to engage in education or enforcenent
activities? Wuld he or she be in real life? Wy are sone
peopl e hesitant to engage in such activities? Wiat are valid
reasons for not doing so and what are not? Wen are the best

and worst tines or occasions to engage in such activities?
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Rol e Profiles: Set 1

Role Player A Safety Conmmttee Member

You are a nuil handl er and have been working at this MSC for 6 years.
You have been interested in safety for sone time and have recently
become a menber of the |ocal |abor-management safety commttee. You
are aware of the hazards associated with your job and are careful to
follow all the rules. You are particularly careful about lifting

t echni ques.

Recently you have observed that a friend of yours who is also a

mai | handl er takes some risks with safety and health. You've noticed
t hat he does not always bend his knees and hol d heavy packages cl ose
to his body. Sometinmes he lifts froma twisted position and he never
asks for help when trying to lift very heavy objects, even though he

occasi onal Iy conpl ai ns of backaches.
You' ve decided to talk to your friend about using safe |ifting
procedures. Not only is it one of your responsibilities as a safety

comm ttee menber, but you are concerned about your friend.

You are both having |unch now, and you have decided to speak to your

friend about lifting safely. Wat do you say?
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Rol e Profiles: Set 1

Rol e Player B:  Mailhandl er

You have been a nmil handl er for several months.  You know that there
are sone risks involved in being a mail handl er, |ike devel opi ng back
problems fromlifting heavy packages, but you don’t think the risks
are very serious. Anyway, you are strong and you try to keep

physically fit.

You nust admit you have had a few backaches fromlifting heavy objects
by yourself, but as long as your back doesn’t get worse, you are not
going to be concerned about it. Sonmetimes you are in a hurry and do
not have time to worry about bendi ng your knees and keepi ng your back
straight. After all, you have got to nmove the nmail. You know that
could get help fromother mailhandlers in lifting heavier | oads,
but they are busy too, and besides, you are tough enough to [ift an

extra-heavy |oad sometines.

You are having lunch right nowwith a friend who is also a

mai | handler. This friend is a menber of the safety committee and is
pretty careful about follow ng safe lifting procedures. You wonder if
your friend will suggest that you be nore careful. [f so, what will

you say?
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Rol e Profiles: Set 1

Role Player C.  Supervisor

You have been a supervisor for about a year now. (One of your best
mai |l handl ers is a menber of the safety and health conmttee. This
person is very serious about safety and sets a good exanpl e,

particularly when it conmes to lifting properly.

Anot her of the nail handl ers has only been working a few nonths. You
have noticed that he doesn't always lift properly; sonetines he does
not bend his knees and sonmetines he lifts froma tw sted position. He
does not ask for help with extra-heavy |oads either; he seens to think
he has to prove something by lifting anything. He is a nice guy and a

good worker, and you don't want to see himget hurt.

The two of them are having a very intense conversation now, by the
| ook of it. You wonder if the safety committee nenber is urging the
other mailhandler to lift safely. If so, should you enter the

conversation too? \Wat wll you say?
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Rol e Profiles: Set 2

Role Player A© Safety Conmittee Menber

You have been a nmenber of the safety conmttee for sone tinme and you
take your responsibilities seriously. You are especially interested
in fire prevention and you try to pronote fire safety rul es whenever

you can.

You have noticed that one of the maintenance workers is not careful
about snoking. This worker often ignores “No snoking” signs and |ays
lit cigarettes on counters and desks. Sonetines this person drops
ashes on the floor or in a wastebasket instead of using an ashtray.
Today you even saw this person throw a cigarette butt into a trash

can.

You have decided you will speak to the nmaintenance worker about
obeying the smoking rules. After all, when snoking rules are ignored,
a fire could start that would threaten not only this person, but
everyone else in the area too. The maintenance worker has finished
the job and is putting tools away now. You think it’s a good time to

di scuss the smoking rules. Wat do you say?
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Rol e Profiles: Set 2

Rol e Player B: Miintenance Mechanic

You have been a nmmintenance mechanic for many years and you are very
good at it. After so many years, you feel you know postal operations
thoroughly.  You like your work and you enjoy spending time with your

famly too.

Recently, however, your spouse and your kids have been after you about
smoking too much.  You know they are just concerned about you and that
they are probably right. Still, it’s a pain to cone hone after a |ong
day and have to listen to their nagging. Actually, you have noticed
that you seemto be snoking a ot nore lately. Sometines you find
yourself lighting a new cigarette and you don't really renenber
finishing the last one. But, on the other hand, you are an adult and
it's up to you to nake your own decisions. Anyway, who are you

hurting but yourself?

You sure wish they would put out a few nore ashtrays around here;
sometimes there’s no place to get rid of the ashes or the cigarette
butts. You've finished your job now, you re putting your tools away
and getting ready to leave. You see a person fromthe safety and
heal th conmittee approaching and you wonder if you are about to get

another lecture on snoking. If so, what will you say?
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Rol e Profiles: Set 3

Role Player A- Safety Committee Menber

You are a nenber of the joint |abor-nanagenent safety and health
committee. You are aware of the hazards of the work floor and of the
safety rules designed to prevent accidents. You try to set a good
exanple by following all the rules. One of the things you are

particularly careful about is wearing proper footwear.

Recently you have noticed that one of the LSM operators has been
wearing unsafe shoes. She’'s a good worker who knows her job well, but
she doesn’t like being criticized. Yesterday she had on high-heel ed
shoes and today her shoes not only have about 3-inch heels, but they

are open-toed too.

You have decided to caution her about the rules on safe footwear.

What do you say?
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Rol e Profiles: Set 3

Role Player B: LSM Qperator

You are an LSM operator. You know your job well and you are a good
worker.  Your supervisor says you need to inprove your attitude,
especially about criticism but, after all, who |ikes being
criticized, especially in public? As long as you do your job, why

shoul d they worry?

One thing you really like to do is dress nicely. You are very
particul ar about how you | ook and you al ways want to be in style. You
| ove hi gh-heel ed shoes and you have a | ot of them Today you have on

an especially pretty pair, wth open toes and a 3-inch heel

You know you are not supposed to wear open-toed or high-heel ed shoes
on the work floor, but plenty of other people do. Anyway, you are an

LSM operator, so why do you need to worry about protecting your feet?
Here cones soneone from the |abor-nmanagenent safety comrittee. You

wonder if you are going to be criticized about your shoes. If SO

what will you say?
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Rol e Profiles: Set 3

Rol e Player C.  Supervisor

You are an LSM Supervisor, and you |like your operation to run
smoothly.  One of your LSM operators is a woman who is a very good

wor ker, but you have to be very careful about criticizing her.

She’ s wearing open-toed, high-heeled shoes again today. You have
spoken to her about it before, but apparently she hasn’t gotten the

nessage.

You see soneone fromthe joint |abor-mnagenent safety committee
approaching. You wonder if this person is going to speak to her about
her shoes. If so, wll you intervene and what will you say? If they

get into an argunent, what will you say and do?
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PART V
| NSPECTI ON MODULE

Ref er ences:

ELM 824. 32, 824.422, 824.432, 824.522
National Agreenent, Article XV, Section 8A

Training Mterials Required:

Flip chart or chal kboard
PS Form 1784 for each cl ass nenber

Any appropriate personal protective equi pment

TO THE I NSTRUCTOR

The installation's safety professional should assist you as needed

during this portion of the training.

DI SCUSSI ON W TH CLASS:

Several of the responsibilities we listed earlier today involve safety
and health inspections. Chapter 8 of the Enployee and Labor Rel ations
Manual and Article XIV of the current National Agreenent describe

situations in which union representatives fromlocal safety and health

conm ttees may participate in safety inspections. Let's review them

List on chal kboard or flip chart.
It is not necessary to wite out each

_paragraph. Key words are sufficient. |

1. Union representatives fromthe commttee may participate in the
annual inspection, conducted by the District Director, Enployee
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and Labor Relations, in the main facility of each MSC and BMC
provi ded the union represents enployees at the facility being

I nspect ed.

2. Union representatives fromthe commttee may participate in other
i nspections, such as the sem annual inspection conducted by
safety personnel at those post offices, MSCs, BMCs or other
installations with 100 or nore man years of enploynent in the
regular work force, and of individual stations or branches which
have 100 or nore man years of enployment in the regular work
force, provided the union represents enployees at the nain
facility or station or branch and the union representative is

domciled at the main facility, station or branch.

3. In those installations with | ess than 100 man years of enpl oynent
in the regular work force, when there is a local joint |abor-
managenment safety and health commttee, one union representative
fromthe conmttee nmay participate in the annual inspection
conducted by collateral -duty safety personnel. This representa-

tive will be selected on a rotational basis by the unions.

Safety inspections can help determ ne what kinds of safeguards are
necessary to protect against hazards before accidents and injuries
occur. | nspections should not be limted to searching only for unsafe
physi cal conditions, but should also try to identify any unsafe
practices going on. You should view inspections as fact-finding

m ssions with the enphasis on |ocating potential hazards that can
adversely affect safety and health, rather than as faultfinding
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m ssions with the enphasis on criticism

During your CONCERN training, you learned to identify unsafe
conditions and practices. Today you are going to put that information

to work. The Safety Inspection Checklist (Form 1784) provides a guide

for you to use as you make an inspection. Try to renenber that you
are |l ooking not only for the specific items listed in 1784, but also
for hazards. Ask yourself as you observe each step of each operation
during the inspection, “What conditions or practices in this operation

coul d cause an injury?”

TO THE | NSTRUCTOR AND SAFETY PROFESSI ONAL:

| nstructor should now pass out 1784’s and describe the areas to be
visited during the inspection. Any personal protective equi pment
which will be needed should also be supplied, along with instruc-

tions on its proper use. During the practice inspection, which should
be as long as time allows, the instructor should elicit participation
from the students; they should be identifying unsafe conditions and
practices. |f they do not observe some hazards, you should point them
out. Recommendations for solutions should be made. Al questions

shoul d be answered as they arise.
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Health Committee Training Program
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. PURPOSE

To state policy and provide guidelines
and procedures for inplenmenting the
Local Joint Labor-Managenent Safety
and Health Committee Training Program
Course No. 21576-01.

1. POLICY

A. Application

1. Al current menbers of local joint
| abor - managenent safety and health
conmi ttees nmust receive this
training.

2. All newy appointed comittee
menbers nust receive this training
within 60 days of their appointnment.

B. Training Tinme

1. This program nmust be conducted only
on postal premises and only during
regular work hours. If it becomes
necessary to change a trainee's
schedul ed hours of work for the

trai ning, the change may be made only
in accordance with 438.242 of the

Enpl oyee and Labor Rel ations Manual
(ELM, and Section 424 of F-21, Tine
and Attendance.

2. There is no reading orreview
assi gnnent before the course.

3. The Training Activity Reporting
System (TARS) requires certain
information fromthe participants for

(PEDC) managers or other training
personnel will provide assistance.

4. No training material may be
rel eased for study either during
breaks or lunch or at hone.

5. The first 8 hours of the program
wi |l consist of the CONCERN
Managenent Safety Training Program
If any nmenbers of the conmittee have
al ready attended the CONCERN program
they need not repeat it. The final
4-8 hours will be devoted
specifically to commttee training.

ORGANI ZATI ONAL RESPONSI BI LI TY

Enpl oyee and Labor Rel ations

The Regional Director, Enployee and
Labor Relations, is responsible for
program admi nistration.

Cent er s/ Bul k

Managenent Secti onal

Mai |

il Centers

1. The installation head, or
designee, is responsible for the

i mpl enent ati on, coordination, and
conduct of this programat all
facilities and/or associate offices
under his control that have joint

| abor - managenent safety and health
commi tt ees.

2. The CONCERN segnent of the program
will be given by a CONCERN program
safety trainer.

statistical and accounting purposes. 3. MSC and BMC Managers will select
Postal Enpl oyee Devel opment Center seni or managenent |evel enployees who
Distribution Special Instructions
Headquarters, Headquarters Adninistrative Do not paraphrase or distribute this
Support Facilities, Regions, Districts, instruction in any other form  However,
Managenent Sectional Centers, (55) and this may be photocopied.
Bulk Mail Centers (3). Fromtheir
initial supply of 55, the MSCs will Organi zations listed under distribution

redistribute to associate offices with 50
or nore enployees.

may order additional
7380, Requisition for Supplies;
the Filing Nunber;

Use Form
specify
and submt to the

copi es.

Eastern Area Supply Center.




will be trained as instructors for
the conmittee segnent of the program
I ndi vi dual s sel ected shoul d
preferably hold |ine-managenent
positions and be persons whose

| eadership role in this training wll
properly reflect the Postal Service's
comitnent to safety. MSC and BMC
Directors, E&R should attend,

i nsofar as possible, the committee
segment of the program

Saf ety

MSC and BMC safety personnel, as
appropriate, will assist the
instructor in the inspection portion
of the program

Post al Enpl oyee Devel opnent Centers
( PEDCs)

1. Initiate, control and monitor Form

2548, Individual Training Record, and
Form 2462, Training Activity
Reporting System

2. Maintain a supply of Instructor’s
gui des and Cuidelines for Local Joint
Labor - Managenment Safety and Health
Comm t t ees.

3. Institute control of all training
materials to prevent their use at any
time that trainees are not

on-t he- cl ock.

TRAI NI NG PROGRAM

For mat

The Local Joint Labor-Managenent
Safety and Health Conmmittee Training
Programis a 12-16 hour classroom
course taught by instructors and
enmphasi zi ng trainee classroom
partici pation.

Process

1. Using the Instructor’s Cuide, the
instructor leads the class in
di scussions and group activities.

2. The program has been designed to
be adaptable to local problens and/or
procedures.

| MPLEMENTATI ON PROCEDURES

Application

1. Each region will select two
representatives to attend a
conference at Postal Service
Headquarters to discuss and becone
familiar with the course materials.

2. Following this conference, the
regional representatives will be
responsible for training instructors
desi gnated by MSC and BMC Managers.

Mat erial Provisions

Course materials and supplies will be
mai nt ai ned and reordered when needed
by the Instructor through the
appropriate PEDC from the region.
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