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Goddard Procedural Requirements (GPR) 

 
COMPLIANCE IS MANDATORY

Responsible Office: 360/Safety Division 
Title: Chemical Hygiene Plan 

PREFACE 
 
P.1  PURPOSE 
 
This directive establishes the Goddard Space Flight Center (GSFC) Chemical Hygiene Program as 
required by NPR 1800.1, NASA Occupational Health Program Procedure. 
 
The Program defines work practices and procedures to ensure that laboratory users and employees at 
GSFC are protected from health hazards associated with hazardous chemicals with which they work.  It 
also defines organizational responsibilities and procedures required for the procurement, use, handling, 
storage, and disposal of hazardous chemicals on Center.  
 
P.2  APPLICABILITY 
 
a. This directive applies to personnel working in, visiting, or responsible for chemical laboratories 

involved in the “laboratory uses” of hazardous chemicals. (See Appendix A, A.15).   
 
b. In this application only, it applies to all GSFC employees, to all work conducted under the authority 

of GSFC, and to all equipment and property managed by GSFC.  For GSFC contractors, it is 
applicable when directed through contract clauses in conformance with NASA Procurement 
Regulations.  All other personnel will follow the provisions of this program while at GSFC facilities. 

 
c. In this directive, all document citations are assumed to be the latest version unless otherwise noted. 
d. In this directive, all mandatory actions (i.e., requirements) are denoted by statements containing the 

term “shall.” The terms “may” or “can” denote discretionary privilege or permission; “should” 
denotes a good practice and is recommended but not required; “will” denotes expected outcome; and 
“are/is” denotes descriptive material.   

 
P.3  AUTHORITIES 
 
NPR 1800.1, NASA Occupational Health Program Procedure 
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P.4  APPLICABLE DOCUMENTS AND FORMS 
 
a. 29 CFR 1910.132, Personal Protective Equipment 
b. 29 CFR 1910.143, Nonwater Carriage Disposal Systems [Reserved] 
c. 29 CFR 1910.1000, Air Contaminants 
d. 29 CFR 1910.1020, Access to Employee Exposure and Medical Records 
e. 29 CFR 1910.1200, Hazard Communication 
f. 29 CFR 1910.1450, Occupational Exposure to Hazardous Chemicals in Laboratories  
g. American National Standards Institute (ANSI)/ISEA Z358.1-2014, , Emergency Eye Wash and 

Shower Equipment 
h. GPR 1700.8, GSFC Hazard Communication Program 
i. GPR 1840.2, Industrial Hygiene Program 
j. GPR 4100.2, Hazardous Material Data Management 
k. GPR 8500.3, Waste Management 
l. GPR 8710.7, Cryogenic Safety 
m. GPR 8730.7, Laboratory Management Program 
n. GSFC Form 23-56, Low Hazard Review Checklist (Chemical Process Hazard Analysis) 
o. GSFC Form 23-57, Moderate Hazard Review Checklist (Chemical Process Hazard Analysis) 
p. GSFC Form 23-58, High Hazard Review Checklist (Chemical Process Hazard Analysis) 
q. GSFC Form 23-64, Hazard Analysis Selection Matrix 
r. Compressed Gas Association (CGA) Pamphlet-1 (P-1) 2015 
 
P.5  CANCELLATION 
 
GPR 1700.2C, Chemical Hygiene Plan 
  
P.6  SAFETY 
 
Safety of operations associated with these processes is established by performing one or more Process 
Hazard Analyses.  See Section 2.1.2. 
 
P.7  TRAINING 
 
Employees working in a chemical laboratory shall be trained on the requirements of this program.  
Training requirements are explained in Section 2.4.  Training records are maintained as described in P.8. 
 
P.8  RECORDS 
 

Record Title Record Custodian Retention 

Chemical exposure monitoring, 
assessment, and employee 
notification records 

Industrial Hygiene Office 
(IHO) 

*NRRS 1/129.5 - Cut off upon 
employment termination.  Destroy 30 
years after cutoff  
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Records of training Office of Human Capital 
Management (OHCM) 

*NRRS 3/33C - Destroy or delete 5 
years after separation of employee or 
when no longer needed, whichever 
comes first 

Physician Report that evaluates 
the employee’s health status 
and potential exposure to a 
hazardous chemical 

Medical and 
Environmental 
Management Division 
(MEMD) 

*NRRS 1/127A - Upon transfer, 
ship entire medical record, 
including x-rays, to medical office 
of new assignment. 30 days after 
separation transfer to National 
Personnel Records Center (NPRC), 
St. Louis, MO.  NPRC Will 
destroy 75 years after birth date, 
60 years after date of the earliest 
document in the folder if the date 
of birth cannot be ascertained, or 
30 years after latest separation, 
whichever is later. 

Records of safety equipment 
inspections and testing 

Inspecting office *NRRS 1/117A - Retire to Federal 
Records Center when related property 
is disposed of by NASA. Destroy 5 
years after retirement. 

Process Hazard Analysis 
(GSFC Forms 23-56, 23-57, 
23-58) and Hazard Analysis 
Selection Matrix (GSFC Form 
23-64) 

Owning organization Destroy upon discontinuance of the 
process or the facility. 

Records of chemical safety 
audits 

Applicable safety office *NRRS 8/23.5A8 - Cut off annually. 
Destroy with concurrence of center or 
NASA counsel’s office 75 years after 
cutoff or when no longer needed, 
whichever is later. 

Occupational Safety and 
Health Administration (OSHA) 
Log of Work Related Injury 
and Illness or equivalent form. 

Safety Division 29 CFR 1904.33b(1), Cut off 5 years 
after end of calendar year. Retain 1 
year. Then destroy. 

*NRRS – NASA Records Retention Schedules (NRRS 1441.1)  
 
P.9 MEASUREMENT/VERIFICATION 
 
The overall success of the Chemical Hygiene Program shall be determined by Code 360 Safety 
Division through assessment of the degree of compliance with this policy and legal and regulatory 
requirements, and the number of annual chemical hygiene related inspection findings. 
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PROCEDURES 
 
1.     Responsibilities 
 
1.1    The Center Director will ensure the workplace is safe and healthful for all GSFC workers.  
 
1.2    Directors shall ensure that laboratory-specific chemical hygiene procedures are developed, 
documented, and implemented. 
 
1.3    Safety Division at Greenbelt shall: 
 
a. Oversee development and implementation of the Chemical Hygiene Program and applicable 

procedures at Greenbelt; 
b. Appoint a Chemical Hygiene Officer for Greenbelt; 
c. Provide direction and oversight of GSFC chemical monitoring programs at Greenbelt and Wallops, 

ensuring that exposure assessments are conducted as needed and that exposure monitoring records 
are maintained;  

d. Maintain chemical safety audit records;  
e. Ensure that the General Chemical Hygiene Training Information and Guidelines for Chemical 

Storage are maintained current with OSHA and other regulatory and statutory requirements, and are 
available on the Safety 1st Web site http://safety1st.gsfc.nasa.gov/index.php/industrial-
hygiene/chemical-safety; and 

f. Ensure the following Industrial Hygiene (IH) functions are performed: 
(1) Baseline and periodic (e.g., annually for high-hazard areas) IH surveys, in accordance with 29 

CFR 1910.1450(d)(2), for all areas at GSFC/Greenbelt (at Wallops, this includes only the 
baseline assessment); 

(2) Communication of monitoring results in writing to employees’ supervisors; and 
(3) Annual (or as requested) evaluation of exhaust hoods, and other ventilation engineering 

controls. 
 
1.4  Safety Office at Wallops shall: 
 
a. Oversee development and implementation of the Chemical Hygiene Program and applicable 

procedures at Wallops; 
b. Appoint a Chemical Hygiene Officer for Wallops; and 
c. Conduct periodic (e.g., annually for high-hazard areas) surveys in accordance with GPR 1840.2 

Industrial Hygiene Program for all areas at Wallops. 
 
1.5  Medical and Environmental Management Division (Greenbelt and Wallops) shall: 
 
a. Periodically conduct medical surveillance based on potential exposure and/or need for personal 

protective equipment, such as a laboratory emergency responder; 
b. Conduct medical evaluation and follow-up to civil service employees suspected of exposure to 

hazardous substances above established action levels; 
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c. Conduct medical assessments based on health issues or symptoms among those potentially exposed; 
and 

d. Perform other health functions described herein. 
 
1.6  Chemical Hygiene Officer (CHO) has primary responsibility for the GSFC Chemical Hygiene 
Program.  The CHO is appointed by the Chief, Safety Division, for the Greenbelt campus, and by the 
Head, Wallops Safety Office, for the Wallops Flight Facility.  The CHO shall: 
 
a. Provide guidance in the implementation of the Chemical Hygiene Program; 
b. Administer and enforce the requirements of the Program.  Responsibilities include but are not 

limited to the following: 
 

(1) Oversee implementation of the Chemical Hygiene Program and applicable procedures; 
(2) Provide advice, oversight, and consultation to GSFC line management to ensure compliance with 

29 CFR 1910.1450 and other relevant regulations and policies for procurement, use, storage of 
chemicals used in laboratories (for disposal guidance see section 2.6); 

(3) As requested, review proposed laboratory use of chemicals and the proposed precautions used to 
protect employees, including specific designated areas and personal protective equipment; 

(4) Review laboratory use of chemicals and the precautions used to protect employees, including 
specifically designated controls and PPE; 

(5) Provide technical assistance to comply with the Chemical Hygiene Program; 
(6) Review annually and update, if necessary, the Chemical Hygiene requirements documentation 

(See Section 2.1);  
(7) Advise the Chemical Safety Committee on standards, regulations, and codes; and 
(8) Review High-Hazard Reviews (HHRs) and provide concurrence signature. 
 

1.7  Supervisors are responsible for operations within the organization, and for compliance with all 
relevant regulations, policies, and procedures.  Supervisors shall: 
 
a. Ensure that chemical hygiene procedures as defined herein are implemented to the extent 

necessary to maximize general laboratory safety; 
b. Ensure employees working in a laboratory are informed/trained on the requirements of this 

Program; 
c. Ensure that employees using PPE are trained in its use, and for respiratory PPE, have the required 

medical evaluations; 
d. Maintain training records for Task-Specific Training as defined in GPR 3410.2; 
e. Ensure that sufficient coordination is employed so that regulatory requirements relating to 

procurement, use, collection, transportation, storage, and disposal of laboratory chemicals are 
followed; 

f. Ensure, in coordination with IHO, that exposure assessments are conducted if there is a reason to 
believe that exposure levels of a chemical substance could routinely exceed the action level (or 
Occupational Exposure Limit (OEL) in the absence of an action level), and ensure that exposure 
monitoring records are maintained;  
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g. Provide funds for procurement and repairs of laboratory facility equipment (e.g., exhaust hoods, 
eye washes, safety equipment, etc.) as necessary; and 

h. Designate an individual to be responsible for the laboratory requirements listed in section 1.8. 
 
1.8 Supervisor’s Designee holds primary responsibility for implementation of the Chemical 
Hygiene Program and for safe operation of their laboratories.  Prudent and thorough planning for 
experiments and contingencies are paramount.  Supervisor’s Designee shall:  
 
a. Acquire the knowledge and information needed to control chemical hazards in the laboratory, 

including knowledge of the current OSHA requirements and Safety Data Sheets (SDS) 
recommendations for hazardous materials used in the laboratory; 

b. Ensure that workers and visitors to the laboratory know and follow the applicable safety 
procedures; 

c. Ensure that protective and emergency equipment is available and in working order, and that 
appropriate training for its use has been provided; 

d. Identify, with the assistance of IH personnel, the appropriate PPE for each operation, and ensure 
that each worker has access to PPE that is in good condition, has the necessary training and 
medical certifications, and uses it correctly; 

e. Develop and maintain all current required documentation (see Section 2), and provide 
unrestricted access to this documentation for all laboratory users; 

f. Ensure that hazardous material acquisition and data management complies with the requirements 
of GPR 4100.2 by reviewing, verifying, and responding to periodic Materials Data Validation Date 
Pending and Passed Report request; 

g. Complete Process Hazard Analysis (PHAs) using GSFC Forms 23-56, 23-57, or 23-58, as 
appropriate, and update the analyses when needed (see 2.2); 

h. Ensure that laboratory users are aware of the hazards associated with the chemicals to which they 
may be exposed, and that they are provided appropriate task-specific training; 

i. Ensure that the potential for employee exposure is considered prior to the use of a hazardous 
chemical(s); 

j. Ensure that exposure monitoring is performed as necessary (see section 3); 
k. Ensure performance of laboratory safety inspections as described in Section 6, and support Safety 

Division in performing the annual safety audit of the laboratory.  Provide for corrective actions 
when needed; 

l. Ensure that laboratory facility equipment (e.g., exhaust hoods, eye washes, safety equipment, etc.) 
is properly maintained, and the repairs are scheduled with Facilities Management Division (FMD) 
through FMD Work Requests, and provide assistance to FMD personnel in preventing exposure 
to chemical hazards while accessing the equipment;  

m. Comply with all applicable Federal, state, and local regulations, and facility procedures for 
chemical disposal (see Section 2.6); and  

n. Ensure that eyewash/showers that meet the requirements of ANSI/ISEA Z358.1-2014 are readily 
available in laboratories with chemicals whose SDS recommend flushing the eyes after eye 
exposure. 
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1.9  Laboratory Users are responsible for personal safety while conducting assigned tasks with 
hazardous materials.  Laboratory Users shall:   
 
a. Follow safe, established work practices of the Chemical Hygiene Program and laboratory safety 

programs; 
b. Report any concerns or observations of unsafe or unhealthy working conditions to the supervisor, 

or to Safety Division at Greenbelt or the Wallops Safety Office as appropriate; 
c. Develop good personal chemical hygiene habits; 
d. Attend initial and refresher safety classes and supervisor’s task-specific training; 
e. Read, understand, and maintain familiarity with the Laboratory Safety Documentation Set (see 

section 2) for each laboratory in which they work;  
f. Use PPE only when properly trained and, if applicable, when properly evaluated medically; and  
g. Have the authority to effect changes in their work areas to mitigate the risks and thereby increase 

their safety. 

2.     Elements of a Chemical Hygiene Plan 
 

2.1 Documentation Requirements 
 
Supervisor’s Designee shall develop specific safety procedures for each laboratory under their control. 
Procedures may cover multiple laboratories controlled by the organization so long as each laboratory is 
clearly identified and the documents accurately describe the activities performed in the laboratory.  
 
These procedures and other documentation described below will be included in a Laboratory Safety 
Documentation Set (LSDS). Display LSDS in a prominent location in the laboratory when in hard copy 
format.  Post the location of LSDS maintained in readily assessable electronic format.  The form of the 
Document Set for maintenance is at the discretion of the Supervisor’s Designee.  The preferred form for 
display and for use in the laboratory is a notebook divided into sections for the information described 
below.  The contents and whereabouts of this information should be clearly understood by laboratory 
users.  It includes all information described in sections 2.1.  The LSDS is updated or verified by the 
Supervisor’s Designee annually or when a laboratory process changes.  Clearly identify the name and 
contact information of the Supervisor’s Designee on the LSDS. 
 
 2.1.1 Chemical Hygiene Procedure.  This is a laboratory-unique document that addresses the 
chemical hygiene requirements for each chemical laboratory.  Every laboratory at GSFC is different, and 
presents its own unique situations that need to be addressed in safety procedures.  Generate a Chemical 
Hygiene Procedure for any laboratory that uses hazardous chemicals for research purposes. 
 
Address the following eight elements of the Chemical Hygiene Procedure in accordance with 29 CFR 
1910.1450:  
 
a. Standard Operating Procedures (SOP) for performing processes that involve hazardous chemicals.  

These are operating procedures for specialized operations that need to be performed in a specific 
sequence, or with specific conditions or other control factors, in order to maintain a safe and proper 
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operation.  A chemical laboratory may have one standard procedure or many, based on the type of 
operation(s) performed.  Generally, each specialized process should have its own SOP; 

b. A brief list of control measures such as engineering controls, PPE, and hygiene practices, in 
particular, for extremely hazardous chemicals; 

c. Use of fume hoods and other protective equipment, including maintenance and verification of a 
proper operation; 

d. Provisions for additional employee protection for particularly hazardous substances; 
e. Employee information and training requirements (see section 2.4); 
f. Identification of circumstances where an activity requires prior approval, with procedures for 

gaining approval; 
g. Provisions for medical consultation and examinations (see section 2.3); and 
h. Designation of responsible personnel and points of contact (with contact information) for the 

Greenbelt or Wallops Chemical Hygiene Officer, the organization’s representative on the Chemical 
Safety Committee, responsible managers, environmental services, other key points of contact, and 
emergency contacts. (Chemical Safety information and assistance can be obtained by contacting the 
Industrial Hygiene Office, 6-6669.) 

 
The above items should be relatively simple, usually in the form of a listing with brief explanatory 
information where needed.  The Supervisor’s /designee reviews The Chemical Hygiene Procedure and 
revalidate its effectiveness at least annually.  Update as necessary.  A template for developing the 
Chemical Hygiene Procedure is available on the Safety 1st Web site at 
http://safety1st.gsfc.nasa.gov/index.php/industrial-hygiene/chemical-safety. 
 
 2.1.2 Process Hazard Analyses (PHA) 
 
The Supervisor’s Designee identifies and control hazards in the laboratory.  The PHA is designed to aid 
management in meeting this responsibility.   
 
a. Requirements 
 
The PHA is mandatory for laboratories and other areas that use chemicals for research purposes in 
accordance with 29 CFR 1910.1450.  These analysis are used to assess the hazards associated with new 
or modified processes or operations in a laboratory environment.   
 
The Supervisor’s Designee performs a PHA for each chemical process, and update it whenever new, 
modified, or relocated experiments or tests present a change in the potential hazard to employees, 
equipment, facilities, or the environment.  The Supervisor’s Designee reviews and revalidates the PHAs 
every 2 years.  The form and format of PHAs are the responsibility of Safety Division and are defined 
on the Safety 1st Web site at http://safety1st.gsfc.nasa.gov/index.php/industrial-hygiene/chemical-safety. 
 
b. Levels of PHA 
 
There are three levels of reviews for three anticipated levels of hazards: Low, Moderate, and High.  The 
Hazard Analysis Selection Matrix (GSFC Form 23-64) is used to determine which level of analysis is 
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appropriate.  Then the PHAs are prepared using GSFC Forms 23-56 (low hazard), 23-57 (moderate 
hazard), or 23-58 (high hazard), as appropriate.   
 
The following are the required participants for the respective PHA:                  
 

Position LHR* MHR* HHR* 
Supervisor’s Designee and users X X X 
Branch Head X X X 
Safety Representative   X 
Additional Technical Sources   X 

* See 1, 2, and 3 below 
 
These guidelines are the minimum suggested methods, and are not meant to be a substitute for good 
judgment.  Combinations of lower-level hazards may indicate a need for a higher level of review.  
Conversely, if a lower level of hazard review than that indicated by these guidelines is judged 
acceptable, it may be used with the approval of the Supervisor’s Designee and Division Chief. 
 
(1) Low Hazard Review (LHR):  Low Hazard Review (LHR) is conducted when the hazard is deemed 
“low.”  Low hazard is defined as having little potential to create injury or property damage, and no 
potential for environmental release.  An LHR requires completion of a brief description of the process, 
the potential hazards, and what steps will be taken to mitigate those hazards.  Include a set of operating 
procedures, the personal protective equipment required, special training required, and the signature of 
those involved with the review. The Supervisor’s Designee and users conduct this level of review.  The 
review is performed using GSFC Form 23-56. 
 
(2) Moderate Hazard Review (MHR):  Moderate Hazard Review (MHR) is conducted when the 
hazards involved are deemed “moderate.”  Moderate hazard is defined as having the potential to cause 
injury, equipment damage, or environmental release.   Supervisor’s Designee and users conduct an 
MHR.  The involvement of a safety representative can be requested and is encouraged.  An MHR 
requires the completion of a comprehensive checklist, accompanied by a complete set of standard 
operating procedures.  Among the information evaluated are process technology, potential hazards and 
mitigation, environmental issues, and adherence to specific engineering/design standards.  The review is 
performed using GSFC Form 23-57. 
 
(3) High Hazard Review (HHR):  High Hazard Review (HHR) is conducted for experiments, 
equipment installations, or processes that are deemed “high hazard.”  High Hazard is defined as having 
the potential to cause serious injury, severe equipment or facility damage, or negative environmental 
impact.   
 
Establish an HHR Committee for each laboratory operation that meets the criteria for High Hazard 
Review.  Take HHR Committee minutes during the review and distributed to the members. The HHR 
Committee should consist of a chairperson, a representative from Safety Division, a researcher, a 
technician, a member of the Chemical Safety Committee (CSC), and any other resources deemed 
necessary.  A comprehensive review by the HHR Committee of all potential hazards involved in 
processes and equipment is required.  A member of the CSC or the Safety Division representative can 
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help determine what type of HHR method will be used based on the nature of the hazard(s) presented.  
The HHR requires that a number of documents be assembled and made available to the review 
committee.  Applicable piping and instrument diagrams, chemical reaction characteristics, relevant 
incident reports, process chemistry, and operation procedures are required.  The review is performed 
using a completely documented GSFC Form 23-58, approved by the Branch Head and CHO.   
 
The HHR Committee approves significant changes.  The HHR Committee is commissioned by the 
Branch Head upon recommendations of the Supervisor’s Designee. In cases where the Branch Head, 
Supervisor and Supervisor’s Designee are the same person, the Branch Head will commission the HHR 
Committee. 
 
c. Records 
 
The Supervisor’s Designee includes as part of the Laboratory Safety Documentation Set the completed 
Hazard Analysis Selection Matrix, PHA, and associated attachments.  The record copy is kept by the 
laboratory’s owning organization.  The Supervisor’s Designee will provide a copy to Safety Division or 
the Wallops Safety Office, as appropriate. 
 
d. Other Required Documentation.  In addition to the above, the Laboratory Safety Documentation 

Set includes the following: 
 
(1) General housekeeping and security requirements; 
(2) Inventory List of chemicals used, available by emailing request to GSFC-HMMS-

Support@mail.nasa.gov or by calling 6-HMMS (4667);  
(3) SDS available from the Hazardous Material Management System (HMMS) database and properly 

assigned to the laboratory location.  Organizations should check HMMS for the chemicals they use, 
and if SDSs are not present for all chemicals in use, they can obtain the SDS from the manufacturer.  
Update HMMS with the information by emailing the information to GSFC-HMMS-
Support@mail.nasa.gov or by calling 6-HMMS (4667), add all SDS to the Laboratory Safety 
Documentation Set, make them available electronically, in hard copy, or both; 

(4) Description of chemical storage locations and storage containment; 
(5) Exposure monitoring equipment and devices; 
(6) Laboratory Specific Emergency Plan (this can be a part of the building emergency plan), which 

includes procedures for spill control, ventilation failure, reporting, medical care, other emergencies, 
and drills.  Describes location and operation of emergency equipment.  Identifies primary and 
alternative evacuation routes and an outside assembly area.  Lists emergency procedures and 
contacts, including location(s) of emergency equipment such as eye wash stations, wash-down 
showers, fire extinguishers, etc; 

(7) Chemical waste disposal procedures in accordance with GPR 8500.3 (see section 2.6); 
(8) Schedules of laboratory inspections and periodic checks of control devices.  Attach the schedule for 

inspection/evaluation of hood performance, as coordinated with the Safety Division industrial 
hygiene function, and eye washes and showers.  Also include the organization’s plan on 
monitoring/preventive maintenance of hood performance; and 

(9) Procedures to prevent restarting out-of-service equipment. 
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2.2 Exposure Determination  
 
Safety Division IH function performs baseline and periodic IH surveys in accordance with GPR 1840.2 
and 29 CFR 1910.1450.  If monitoring results show levels above recognized OELs, the IH function 
informs the employees’ supervisor or Supervisor’s Designee of the results and conduct follow up IH 
surveys after applicable engineering controls, administrative controls and/or PPE are implemented. If 
conditions change, the Supervisor’s Designee contacts industrial hygiene personnel to assess the new 
conditions.   
 
It may be appropriate to conduct an Exposure Evaluation when there is a report of a possible hazardous 
exposure.  The IH function performs this evaluation. Possible hazardous exposures are reported as a 
close call or mishap in accordance with GPR 8621.1      
 
The IH function keep a record of the exposure evaluation in accordance with section P.8 of this 
directive. 
 
2.3 Medical Consultation and Examinations.   
 
The IHO investigated promptly all complaints of possible employee overexposure to toxic substances in 
the workplace.  The Chemical Hygiene Program provides the opportunity for civil service employees 
who work with hazardous chemicals to receive medical attention, including follow-up examinations that 
the examining doctor feels are necessary.  Contractors are responsible for notifying the GSFC Medical 
Director if their employees feel they have been exposed to a hazardous chemical in the workplace.   
 
There should be a medical consultation whenever there is reason to believe an employee has been 
overexposed to a hazardous chemical in the workplace.  Examples of circumstances that indicate 
possible overexposure are: 
 
a. The employee had direct skin or eye contact with a chemical substance; 
b. Odor was noticed, especially if the employee was working with one or more chemicals with an OEL 

below the odor threshold; 
c. The employee is experiencing adverse health symptoms that may be related to the exposure, e.g., 

headache, rash, nausea, coughing, tearing, irritation or redness of eyes, irritation of nose or throat, 
dizziness, loss of motor dexterity, or judgment which resembles drunkenness, etc.  Some or all 
symptoms disappear when the employee is taken away from the chemical area into fresh air. 
Symptoms previously complained about reappear soon after the employee starts working with 
chemicals again; 

d. Similar complaints are received from more than one person in the same work area; 
e. Exposure monitoring reveals an exposure level routinely above the action level; 
f. A spill, leak, or other release resulted in the likelihood of hazardous exposure; and 
g. Damage or failure of PPE. 
 
Resulting medical examinations and consultations are performed by or under the direction of the GSFC 
Medical Director, at no cost to the employee, without loss of pay, at a reasonable time and place.  GSFC 
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obtains a written report from the physician who evaluates the employee’s exposure to a hazardous 
chemical in the workplace.  The report will include: 
 
a. The results of the medical examination and any associated tests; 
b. Any recommendations for further medical follow-up; 
c. Any known medical condition that may place the employee at increased risk as a result of a 

hazardous chemical in the workplace; and 
d. A statement that the employee has been informed by the physician of the results of the examination 

and any medical condition that may require further examination or treatment. 
 
The physician’s statement should not include findings unrelated to occupational exposure.  The report 
must be submitted to the Health Unit as a permanent medical record. 
 
2.4 Information and Training  
  
Information and training are key parts of the Chemical Hygiene Program.  Supervisors are responsible 
for ensuring that personnel receive the necessary training and retraining (contact the CHO for 
information on training sources).  Supervisor’s Designee is responsible for ensuring that untrained 
personnel do not work in the laboratory.  
 
Information should be updated continuously and refresher training in all areas should be conducted 
regularly.  The training and education program is a regular, ongoing activity.   
 
a. Information Requirements  
 
Laboratory users shall have the information to ensure that they know and understand the hazards of the 
chemicals in their work area.  This information will be provided at the time of an employee’s initial 
assignment to a work area where hazardous chemicals are present and before assignments involving new 
exposure situations, in accordance with OSHA standards. 
 
Laboratory users should be familiar with the location, availability, and contents of: 
 
(1) This directive; 
(2) The Laboratory Safety Documentation Set (see section 2); 
(3) OSHA Standard 29 CFR 1910.1450, “Occupational Exposures to Hazardous Chemicals in 

Laboratories.”  This is available by going to www.OSHA.gov, selecting “Laws and Regulations,” 
and then “OSHA Regulations (Standards – 29CFR)”;  

(4) Standard reference material on the hazards, safe handling, storage, and disposal of the hazardous 
chemicals in the laboratory.  This material includes, but is not limited to, SDSs (GSFC’s SDSs can 
be obtained from HMMS at http://hmms.gsfc.nasa.gov/findamsds.html); and  

(5) Symptoms associated with exposures to hazardous chemicals used in the laboratory. 
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b. Training Requirements 
 
Training requirements include: 
 
(1) Methods and observations that may be used to detect the presence or release of a hazardous 

chemical, such as: 
(a) Exposure monitoring results conducted in the laboratory; 
(b) Continuous monitoring devices; and 
(c) Appearance or odor of hazardous chemicals when released. 

(2) Information on physical and health hazards of chemicals in the work area and methods of protection 
from those hazards; 

(3) Proper use of emergency equipment and procedures; 
(4) Contents of the General Chemical Hygiene Training Information and the General Hazardous 

Chemical Storage Guidelines posted on the Safety 1st Web site 
http://safety1st.gsfc.nasa.gov/index.php/industrial-hygiene/chemical-safety;  

(5) Hazard communications (recommended annually); and 
(6) Hazardous Waste Management Training (required annually in accordance with GPR 8500.3). 
(7) Cryogenic systems (triennially in accordance with GPR 8710.7)  
(8) Compressed gas safety (before use in accordance with CGA P-1 – 2015) 
(9) Oxygen Deficiency Hazards (triennially in accordance with GPR 8710.7) 
 
Each laboratory user whose job requires the use of PPE is required to undergo training in the proper use 
of that equipment before use and when previous training become obsolete because of changes in the 
workplace, PPE or employee demonstrates lack of knowledge of PPE.  Employees who are expected to 
wear any type of respirator (dust mask, cartridge respirator, Self-Contained Breathing Apparatus, etc.) is 
required to have specific training in the use, maintenance, and disposal of respirators before using a 
respirator (required annually in accordance with 29 CFR 1910.134(k)(5)).  Employees should also have 
a current medical certification (required annually in accordance with 29 CFR 1910.134(e)(1)). 
 
Employees using any OSHA-regulated substances (see substances identified in 29 CFR Part 1910, 
Subpart Z) shall undergo specific training in the use of those materials. The laboratory supervisor 
documents that the training elements listed above have been completed for each laboratory user. 
 
2.5 Laboratory Inspection Requirements 
 
OSHA requires several inspections to be performed at specified intervals.  Minimum inspection 
requirements are described below: 
 

Inspection Type Interval / Details 

Portable eye washes Maintained periodically by users in accordance with 
manufacturer’s instructions in accordance with Z358.1-
2014. 
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Eye washes and showers Annually by FMD (requires FMD Work Request).  
Operated by users weekly in accordance with ANSI/ISEA 
Z358.1-2014 and NPR 8715.3.3 

Fume hoods Annually by IH.  Users should verify proper operation 
before every use. 

Inspections resulting from incidents 
involving abnormal exposure levels 

As specified by IH or the Health Unit. 

Inspections of emergency equipment As specified in 29 CFR 1910.1450, or per the 
manufacturer’s recommendations if not so specified. 

Safety audits Annually by Safety Division or Wallops Safety Office.  
Will include verification of compliance with this GPR. 

Self-inspections, as defined by the 
Supervisor’s Designee  

As defined by the Supervisor’s Designee in accordance 
with 29 CFR 1960.25C. 

 
Records of inspections, including date, location, participants, and findings, will be kept for all 
inspections, and retained as specified in Section P.8. 
 
2.6 Waste Disposal  
 
Owning organizations manages all waste in accordance with applicable GSFC requirements for waste 
management, and applicable regulations.  Refer to GPR 8500.3, Waste Management, for waste 
management procedures.  For hazardous wastes determinations and disposal, laboratory personnel 
should submit a request using the Electronics Management Operations Directorate (eMOD) system at 
https://emod.wff.nasa.gov/emod/ or email gsfc-hazwaste@lists.nasa.gov at Greenbelt; at Wallops Flight 
Facility (WFF) complete Hazardous Waste Disposal Inventory (HWDI), GSFC Form 23-54. 
 
In accordance with GPR 8500.3, owning organizations considers all chemicals, hazardous materials, or 
materials that are in any way dangerous hazardous waste until evaluated by Code 250 Medical and 
Environmental Management Division (MEMD). Also, if a process creates new disposal considerations, 
owning organizations must consult MEMD. 
 
All hazardous waste is be managed in accordance with the requirements of GPR 8500.3, Waste 
Management.   
 
Owning organizations are prohibited from pouring waste chemicals down a drain or add them to mixed 
refuse or landfill burial.  This is unacceptable and is against the law.  Moreover, owning organizations 
are prohibited from using fume hoods as a means of disposal for volatile chemicals. 
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Appendix A – Definitions 
 

A.1 Action level – an exposure level equivalent to ½ of the defined exposure limit, unless otherwise 
specified in Occupational Safety and Health Administration (OSHA) regulations. 

A.2 Administrative controls – controls that limit or eliminate employee exposure by scheduling 
reduced work times in contaminant areas, and/or good work practices and employee training that 
include hazard recognition and work practices specific to the employee’s job that can help reduce 
exposures. 

A.3 Chemical Hygiene Officer – an employee designated to provide technical guidance in the 
development of the chemical hygiene program and regulatory enforcement authority for the 
implementation of the provisions of the Chemical Hygiene Program.  

A.4 Chemical Hygiene Program – a written program that sets forth procedures, laboratory and 
control equipment, personal protective equipment, and work practices capable of protecting 
employees from the hazards presented by hazardous chemicals used in a particular laboratory 
workplace and meets requirements of 29 CFR 1910.1450(e). 

A.5 Chemical Management System – a system for managing data related to the acquisition, use, 
and disposal of all hazardous chemicals that cross the boundaries of GSFC. The basis of this 
system is the GSFC Hazardous Material Management System (HMMS) database used for 
maintaining Safety Data Sheets (SDS) and chemical inventories. 

A.6 Chemical process – for the purpose of this directive, a sequence of activities, involving defined 
procedural steps, materials, and equipment, by which change takes place in a chemical system.  

A.7 Engineering controls – control methods that reduce or eliminate the hazard either by initial 
design specifications or by applying methods of substitution, isolation, or ventilation. 

A.8 Hazardous chemical – a chemical for which there is statistically significant evidence based on 
at least one study conducted in accordance with established scientific principles that acute or 
chronic health effects may occur in exposed employees.  The term “health hazard” includes 
chemicals that are carcinogens, toxic or highly toxic agents, reproductive toxins, irritants, 
corrosives, sensitizers, hepatotoxins, nephrotoxins, neurotoxins, agents which act on the 
hematopoietic systems, and agents which damage the lungs, skin, eyes, or mucous membranes.  
Appendices A and B of the Hazard Communication Standard (29 CFR 1910.1200) provide 
further guidance in defining the scope of health hazards and determining whether or not a 
chemical is to be considered hazardous for GSFC purposes. 

A.9 Hazard communication – a process whereby hazards of chemicals are identified, evaluated, and 
transmitted to employees. This transmittal of information is accomplished by means of 
comprehensive hazard communication programs, including container labeling and other forms of 
warning, safety data sheets, and employee training. 

A.10 Labels – markings on chemical containers that identify the material in the container and the risks 
and control associated with its use. 

A.11 Laboratory – a facility where the “laboratory use of hazardous chemicals” occurs.  It is a 
workplace where relatively small quantities of hazardous chemicals are used on a non-production 
basis. 

A.12 Laboratory Manager (LM) (as described in GPR 8730.7) – a person that has the designated 
responsibility to manage the operation of a laboratory.  The person so designated may be a 
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government or contractor employee.  If the LM is a contractor the Laboratory Owner will be 
responsible for performing inherently governmental functions. 

A.13 Laboratory-type hood – a device located in a laboratory, enclosed on five sides with a movable 
sash or fixed partial enclosure on the remaining side; constructed and maintained to draw air 
from the laboratory and to prevent or minimize the escape of air contaminants into the 
laboratory, and allows chemical manipulations to be conducted in the enclosure without insertion 
of any portion of the employee’s body other than hands and arms.  Walk-in hoods with 
adjustable sashes meet the above definition provided that the sashes are adjusted during use so 
that the airflow and the exhaust of air contaminants are not compromised and employees do not 
work inside the enclosure during the release of airborne hazardous chemicals. 

A.14 Laboratory scale – work with substances in which the containers used for reactions, transfers, 
and other handlings of substances are designed to be easily and safely manipulated by one 
person.  Laboratory scale excludes those workplaces whose function is to produce commercial 
quantities of materials. 

A.15 Laboratory use of hazardous chemicals – handling or use of such chemicals in which all of the 
following four conditions are met: 
(1) Chemical manipulations are carried out on a laboratory scale, i.e., containers for reactions, 

transfers, and other handling can be easily and safely manipulated by one person;  
(2) Multiple chemical procedures or chemicals are used;  
(3) Procedures involved are not part of a production process, nor do they in any way simulate a 

production process; and  
(4) Protective laboratory practices and equipment are available and in common use to minimize 

the potential for employee exposure to hazardous chemicals.   
A.16 Laboratory user – any individual assigned work in a laboratory. 
A.17 Occupational Exposure Limit (OEL) – Any exposure limit established by OSHA, including 

time-weighted average, ceiling, short-term exposure limit, skin contact prohibition, or Threshold 
Limit Value published by the American Conference of Governmental Industrial Hygienists. 
Where conflict exists between OSHA Permissible Exposure Limits (PELs), and ACGIH TLV’s, 
the more stringent requirement shall apply. 

A.18 OSHA-regulated substances – those substances identified in 29 CFR part 1910, subpart Z. 
A.19 Overexposure – exposure to levels of hazardous materials over or above the OEL. 
A.20 Personal protective equipment (PPE) – protective garments and devices that employees wear 

to protect them from their environment.  PPE should always be used in conjunction with 
engineering controls and other methods. 

A.21 Process Hazard Analysis (PHA) – a safety analysis tool that determines the hazards and control 
measures for a chemical process.  See section 2.2. 

A.22 Supervisor’s Designee – within this procedural requirements document, refers to the individual 
that has been designated by the responsible supervisor to implement the requirements for a given 
laboratory.  The individual may hold other responsibilities such as Laboratory Manager. 

A.23 Toxicity – degree to which a substance is poisonous.  Three levels are referred to in 29 CFR 
1910.1450 App A, E.3 and E.4: 
(1) Moderate Chronic Toxicity – medium toxicity marked by long duration or frequent 

recurrence; 
(2) High Chronic Toxicity – high toxicity marked by long duration or frequent recurrence; and 
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(3) High Acute Toxicity – a critical or severe level of toxicity, which usually has an immediate 
effect on an exposed person. 
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Appendix B – Acronyms 
 

CHO  Chemical Hygiene Officer 
CSC  Chemical Safety Committee 
eMOD  Electronics Management Operations Directorate 
FMD  Facilities Management Division 
GPR  Goddard Procedural Requirements 
GSFC  Goddard Space Flight Center 
HHR  High Hazard Review 
HMMS Hazardous Material Management System 
HWDI  Hazardous Waste Disposal Inventory 
IH   Industrial Hygiene 
IHO  Industrial Hygiene Office 
LHR  Low Hazard Review 
LM  Laboratory Manager 
LSDS  Laboratory Safety Documentation Set 
MHR  Moderate Hazard Review 
MEMD Medical & Environmental Management Division 
NPRC  National Personnel Records Center 
NRRS  NASA Records Retention Schedules 
SDS  Safety Data Sheets 
OEL  Occupational Exposure Limit 
OHCM Office of Human Capital Management 
OSHA  Occupational Safety and Health Administration 
PEL Permissible Exposure Limit 
PHA  Process Hazard Analyses 
PPE  Personal Protective Equipment 
SOPs  Standard Operating Procedures 
TLV Threshold Limit Value 
WFF Wallops Flight Facility 
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National Aeronautics and Space Administration 
Goddard Space Flight Center 
      Wallops Flight Facility 
 

  
Current Year BEPs can be found at:  https://ssopd.wff.nasa.gov/  

Within the Safety Office tab, then to Emergency Management – Emergency Plans 
 

 
      2017 BUILDING EMERGENCY PLAN (BEP) 
 

BUILDING F-160 
 

Facility Operations Manager (FOM):  
Name:  T.J. Meyer   (757) 824-1987     

 
Alternate Facility Operations Manager (AFOM):  
Name:  Ralph Hickman (757) 824-2451  
 

IMPORTANT TELEPHONE NUMBERS 
 

Fire/Medical/Security Emergency 
All emergencies……………………………………………...911 from a Wallops office phone  
                                                                                          757-824-1333 from a mobile phone 

Non-Emergency Numbers 
Fire Department/Dispatch  
(Non-Emergency)………………………………………………………… …………….............1300 
Emergency Management Office………………………………………………………………..1498 
Employee Assistance Program (EAP) ………………………………………………757-398-2374 
                                                    24/7 number………………………………………800-327-3257  
Environmental……………………………………………………………………………………..1718 
Facilities (HELP Desk)……………………………………………………………..……4357 (HELP) 
Health Unit…………………………………………………………………………………………1266 
Occupational Health & Safety……………………………………………………………………1625 
Protective Services………………………………………………………………………………..1300 

Employee Emergency Information Line 
Employee Emergency Information Line……………………………………………...757-824-1000 
                                                                  ………………………………………...   800-521-3415 
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SECTION 1: INTRODUCTION 
 

Overview 
Goddard Space Flight Center (GSFC) – Wallops Flight Facility developed the Building 
Emergency Plan (BEP) for the protection of its employees (civil servants and 
contractors), tenants and visitors at this site in the event of an emergency. GSFC 
recognizes that reasonable precautions against incidents may not prevent their 
occurrence.  For this reason, GSFC/WFF developed the BEP to communicate policy in 
regards to employee actions necessary to mitigate the effect of incidents, such as fire 
and medical emergencies, on building occupants. 
 
The contents and procedures contained in this BEP meet the requirements outlined in 
Occupational Safety and Health Administration (OSHA) 29 Code of Federal Regulations 
(CFR) 1910.38, Employee (Building) Emergency Plans Fire Prevention Plans. 
Additionally, this BEP follows the guidelines established by the United States 
Department of Homeland Security’s National Incident Management System (NIMS), and 
the National Fire Protection Association’s Standard on Disaster/Emergency 
Management and Business Continuity Programs (NFPA 1600, 2007 Edition). 
 
BEPs shall be made available to all building occupants and on the Wallops Flight 
Facility/ Safety Office/Emergency Management portion of https://ssopd.wff.nasa.gov/. 
Copies of the BEPs shall be made available to members of the WFF Fire Department.   
 
Statement of Policy 
The BEP is designed to provide an organized and managed response to natural and 
man-made incidents that are not a part of everyday work activities. This plan identifies 
actions taken by employees to ensure personal safety and the safety of others during 
emergencies.  
 
The policy of GSFC/WFF is that the information contained within this plan be distributed 
to all employees for their use and employees are trained and exercised annually on its 
contents. All GSFC/WFF personnel are required to understand the contents of this 
document and to abide by the responsibilities delegated herein. 
 
Roles and Responsibilities 
Building Emergency and Evacuation Planning 
WFF Executive Management is responsible for the development of policies regarding the 
BEP. WFF delegates the responsibility of planning for emergencies and evacuations to 
the WFF Safety Office/Emergency Management (EM) section.  
WFF EM will coordinate with Code 228, Code 250 and the WFF Fire Department to 
schedule, plan, evaluate, and document the required drills and plan reviews.  WFF EM 



 

                                            
 

will act in an advisory capacity and communicate changes in GSFC’s policy regarding 
emergency and evacuation planning to applicable personnel. EM will maintain a 
comprehensive listing of personnel with self-identified specific needs (building listing only 
– see Forms and Handouts). 
 
Effectively implementing these policies are the responsibility of the following: 
 
 
Facilities Operations Manager (FOM): 

 Update BEPs under their purview at least annually and whenever points of 
contacts are changed using the template provided by the Emergency 
Management office.   
 

Supervisors: 

 Notify employees to complete annual employee BEP training. 
 Identify Mobility Assistants and their alternates to assist self-identified individuals 

with specific need(s) during evacuations.  
 Coordinate a meeting between each specific needs person and their designated 

Mobility Assistants to review emergency evacuation procedures and develop a 
personal evacuation plan.  
 

Wardens (Floor/Area): 
 

 Know who their FOM and his/her alternate(s) are, and serve as the FOM if 
he/she and the alternate are unavailable during an emergency. 

 Carry out the activities as described within this document within their area of 
responsibility.  
 

Mobility Assistants (as appropriate): 
 

 Review emergency evacuation procedures and the personal evacuation plan with 
their self-identified person with a specific need during evacuations. 

 Provide assistance to their self-identified person with specific needs during drills 
and evacuations. 
 

All Employees: 
 Know who their FOM and Warden, and their alternates are. This information is 

listed in Appendix B: FOM/Warden Roster. 
 Carry out the activities as outlined in Section 5: Employee Emergency Action 

Plan and, if applicable, the Critical Operations Evacuation Procedures 
(Attachment C), before, during and after emergencies. 

 Complete the initial and annual BEP training to familiarize themselves with the 
contents of their BEP. 

 Participate in the annual building evacuation drill.  



 

                                            
 

SECTION 2: EMERGENCY COMMUNICATIONS 
 
Phoning in an emergency at Wallops: 
 
Call 911 from a Wallops office phone or 757-824-1333 from a mobile phone to report an 
emergency. 

 Be prepared to answer the following questions: 
1. Nature of the emergency (e.g. fire, smell of smoke, medical emergency); 
2. Building name or number, floor/room or area; 
3. Your name and call back number; and 
4. Describe the situation. 
5. For medical emergencies, the dispatcher will request additional information: 
6. Nature of the medical emergency (e.g. conscious/unconscious, breathing/not 

breathing); 
7. Victim’s age (approximate if uncertain) and gender; and 
8. What help, if any, is being given. 

 
DO NOT HANG UP UNTIL THE DISPATCHER DOES! 

 
 Send someone to meet and escort emergency response personnel to the 

incident location. 
 If you are the person who called 911: Identify yourself to emergency response 

personnel upon their arrival and be prepared to provide additional details 
regarding the incident. If the area, floor or building has been evacuated, notify 
your FOM or Warden. He/she will direct you to the Incident Command Post. Be 
prepared to provide additional details to emergency response personnel. 

 
Emergency Notification Systems utilized by WFF: 
 
The following systems or devices are used by emergency response personnel, FOMs 
and Wardens to communicate emergency information and warnings to building 
occupants during an emergency or disaster. 
 

 WFF Emergency Public Alert System (EPAS): Notifications from the building’s 
emergency alerting system will be made via building alarm systems, email, texts, 
and Wallops office phones.   

 WFF Emergency Warning System (EWS):  Outside speakers will notify personnel 
of weather type alerts or other emergencies through a series of 7 outside 
speaker systems located on the Main Base, Mainland and Island facilities. 

 WFF ECHO Notification System: Severe weather notifications and other possible 
emergency events information are issued via emails and text messaging to the 
WFF community.   



 

                                            
 

 WFF Intercom System: Notifications from the Wallops Intercom system may be 
used to provide verbal emergency communications to building occupants during 
emergencies. 

 NASA Emergency Notification System (ENS): Notifications may be made to the 
entire WFF community during facility-wide emergencies. These notifications will 
be made primarily via e-mail and text. The telephone system (work, mobile 
and/or home) will be used when applicable. 

 
There may be personnel who are unable to hear, see and/or receive these 
emergency notifications; we ask all employees to ensure everyone in their area is 
aware of the notification. 

 
Alarm Systems utilized by WFF: 
 

 Evacuation/Fire Alarm System: Manual pull stations are located throughout the 
buildings for use by building occupants during an emergency where building 
evacuation is required. Alarms are also activated when a flow is detected in the 
sprinkler system. These alarms will sound as a rhythmic ‘gonging’ alert, a pulsing 
horn, or loud “clanging” bells; each system is augmented by a bright strobe light 
for the hearing impaired. Electronic message boards may scroll emergency 
information in hallways of occupied buildings. The building fire alarm system is 
continuously monitored for alarm by WFF Dispatch.    

 
 Local Hazard Alarm: Many areas at Wallops are equipped with local hazard 

alarms.  These alarms will typically sound as a continuous loud buzzer.  A local 
hazard alarm indicates that an unsafe condition is developing and needs to be 
investigated by persons familiar with the area and operations.  Local hazard 
alarms are usually activated by smoke detectors but may also be associated with 
chemical detection systems and special processing equipment. Employees 
should familiarize themselves with local alarms in their work areas, if applicable, 
as alarm styles vary throughout the facility. 
 

Office of Communications: 
 
Code 130, the Office of Communications, will provide information on the Center’s 
operating status to the Wallops community via a number of avenues. Wallops personnel 
should always call 757-824-1000 or toll free at 1-800-521-3415 for current operating 
status updates.  
 
Secondary notification methods that may be utilized: 

 Wallops-All emails;  
 NASA Wallops website  http://www.nasa.gov/centers/wallops/home/index.html  
 NASA Wallops Facebook  http://www.facebook.com/NASAWFF 

 



 

                                            
 

Notification Backup Systems: 
 
In the event any of the above listed notification systems fail during an emergency, or if a 
redundant method of communication and warning is necessary, any one of the following 
methods will be used to alert and/or inform employees: 
 

 Portable Loudspeakers: Emergency response personnel and FOMs may use 
handheld portable loudspeakers to provide direction and information to 
employees. 

 Vehicular Public Address (PA) Systems: Emergency response personnel may 
use vehicle PA systems to provide direction and information to employees. 

 Verbal Notification: Notification may be issued verbally through FOMs, Wardens 
and emergency response personnel.  Verbal notification is typically used when 
very specific actions are required in a limited area (a single floor or part of a 
building) or as a backup method for all other systems. 

 
 

SECTION 3: ANNUAL EMPLOYEE TRAINING 
 
Emergency and evacuation training required for all employees is provided on an annual 
basis.  Training and drills allow employees to develop and maintain the personal safety 
skills necessary during an emergency.  
 
Employee BEP Training 
All new permanent employees must complete the training within six months of starting 
employment.  

Supervisors may have employees complete the GSFC BEP Training in one of two 
ways:  (1) having employees complete the online training in SATERN; or (2) have 
employees review the BEP via email. 

Annual Evacuation Drill 
All employees should participate in an annual Evacuation Drill.  The WFF Fire 
Department, in coordination with the FOMs, will schedule and conduct the drill.  These 
drills are important components of emergency planning and should be taken seriously.   
 
Immediately following the drill, Wardens are to evaluate the drill with those who 
participated to identify strengths, lessons learned, and best practices. FOMs and 
Wardens are required to complete a Drill Evaluation Form.  FOMs will review and submit 
completed forms to the Incident Commander upon completion of the drill.   
 
WFF may also participate in the annual statewide Tornado Drill.  Details of this drill will 
be sent ahead of time to all WFF employees via email.  



 

                                            
 

 

WFF may also participate in the annual Southeastern US Regional Earthquake Drill.  
Details of this drill will be sent ahead of time to all WFF employees via email. 
 
 

SECTION 4: EVACUATING PERSONS  
WITH SPECIFIC NEEDS 

 
Identifying Occupants Requiring Assistance 
 
Any person with a disability, temporary or permanent, or other condition that would 
require them to need assistance during an evacuation is considered to have “specific 
needs”.  Specific needs is further defined as anyone who, without the assistance of 
another person, would have difficulty evacuating or relocating to a safe location, or 
would slow down evacuation of other occupants within the building. This may include, 
but not limited to: 

 Persons with a mobility impairment who use a wheelchair, cane, crutches, or 
other mobility device 

 Persons recovering from surgery or medical procedure 
 Persons with a hearing or sight impairment 
 Women who are pregnant 

 
Program Guidelines  
 
The privacy and confidentiality of persons with specific needs during an evacuation 
must be respected. As such, individuals cannot be required to disclose they have 
specific needs. Therefore, planning emergency evacuation of persons with specific 
needs must be predicated on self-disclosure. Occupants who have specific needs 
during an evacuation must request assistance from the Emergency Management 
section of the WFF Safety Office/ Emergency Management, Code 803, in writing, using 
the Self Certification of Specific Needs Form so that advance arrangements can be 
made to meet their needs. This information will only be used to assist emergency 
response personnel in locating and assisting persons with specific needs during an 
emergency.  
 
Mobility Assistants, or “buddies”, shall be recruited in advance from within the same 
building as the self-identified person with a specific need to assist them during an 
evacuation. 
 
There may be instances where no assistance is requested in advance, such as visitors 
with specific needs, or persons may develop specific needs during an 
emergency/disaster. We ask all employees to always help others who may need 
assistance during any emergency or notify emergency responders that assistance is 



 

                                            
 

needed. In all cases Mobility Assistants, or “buddies”, must be recruited with a 
ratio of at least two Assistants for every individual who requires evacuation 
assistance. In assisting persons with specific needs during an evacuation, always 
consult with the person regarding how best to be of assistance. 
 
Building Evacuation Plans will identify the location of Rescue Assistance Area(s) in the 
building where people, unable to exit because of stairs, may await evacuation 
assistance from assigned Mobility Assistants or emergency response personnel. 
 
A list of self-identified individuals requiring evacuation assistance and their specific 
needs is located in the files of the Emergency Management section of the WFF Safety 
Office. This list is NOT made available to the general public. This information is for 
emergency use only and will only be used to prepare for safe and quick evacuation in 
emergency situations and will be secured according to NASA Procedural Requirements 
(NPR) 1382.1: NASA Privacy Procedural Requirements, and NASA Rules and 
Consequences Policy Relative to Safeguarding PII. 
 
 

SECTION 5: EMPLOYEE EMERGENCY  
ACTION PLAN 

 
This Section discusses the actions to be taken by Wallops employees in preparation for 
and in response to specific types of emergencies. For emergencies not specifically 
addressed here, building occupants should follow the direction of their FOM, Warden 
and emergency response personnel.  
 
Additional information on family and personal preparedness may be found on the Safety 
Office/Emergency Management/Emergency Preparedness portion of the SSOPD portal 
https://ssopd.wff.nasa.gov/. 
 
Before the Emergency: 
 
Preparing for Emergency Evacuations 

 Locate your primary and secondary exits detailed in Attachment A - Emergency 
Evacuation Plan. 

 Locate your Assembly and Rescue Assistance Areas detailed in Attachment A - 
Emergency Evacuation Plan. 

 Know who your FOM and Wardens are. 
 Identify people who may require assistance in an evacuation. 
 Know your emergency phone numbers. 
 Keep halls and emergency exits clear of boxes/other items. 
 Report hazardous conditions as you become aware of them. 

 



 

                                            
 

 
Preparing to Shelter-In-Place  

 Determine the locations of your Shelter-in-Place (SIP) areas.  
 Be prepared to perform SIP tasks if pre-designated to do so by your 

supervisor/Warden. 
 Determine the safest place to SIP from tornadoes. 
 Determine the safest place to SIP from earthquakes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

                                            
 

 
Specific Threat Actions  
The threat or actuality of an emergency requires different actions that are dependent 
upon the type and immediacy of the threat. Listed here are various types of threats that 
may impact Wallops. Remember that no matter the type of threat, the first priority is to 
contact emergency responders at 911 from a Wallops office phone or 757-824-1333 
from a mobile phone 
 
 Bomb Threat 
Employee response to a bomb threat is primarily data collection to provide to law 
enforcement agencies. Once a bomb threat is reported, law enforcement officers will 
take command of the situation.  Following the advice of law enforcement agencies, WFF 
Executive Management will determine if an evacuation is necessary. 
 
Employee Actions: 

 Remain calm and keep the caller on the line as long as possible; be courteous 
and do not interrupt the caller. 

 Repeat questions if necessary. 
 If possible, signal a co-worker to indicate that you have received a bomb threat. 
 Complete a Bomb Threat Form or write down as much information as possible to 

provide to Protective Services.  
 Contact 911 from another Wallops office phone or 757-824-1333 from a mobile 

phone immediately once the call has been completed.  
 Don't allow the phone line to be used again so that law enforcement has an 

opportunity to trace the call. 
 Follow Emergency Evacuation procedures as directed by emergency response 

personnel. 

 Notify your supervisor and/or the FOM as soon as possible. 
 
 
A Bomb Threat Checklist is provided on the next page for you to copy and place 
beneath your office phone. 
 
 
 
 
 
 
 
 
 
 
 
 



 

                                            
 

 
 
 
 

 



 

                                            
 

 Earthquake 
 
Employee Actions: 

 IF INSIDE, STAY INSIDE. IF OUTSIDE, STAY OUTSIDE. 
Do not run indoors/outdoors!  You will be in danger from falling glass and other 
debris as you leave/enter the building. 

 
 If you are indoors: Drop to the floor; Take Cover under a sturdy object, such as a 

desk or table; if no such cover is available, get down next to an interior wall and 
cover your head and neck with your arms; stay away from glass, masonry walls 
and other potential falling objects; Hold onto a sturdy  desk/table – be ready to 
move with it until the shaking stop  

 
 If you are outdoors: Move to a clear area if you can safely do so; avoid power 

lines, trees, overhead signs, buildings, vehicles, and other hazards. 
 

If you are driving: Pull over to the side of the road, stop, and set the parking 
brake.  Avoid bridges, power lines, overhead signs and other hazards.  Stay 
inside the vehicle until the shaking is over.  If a power line falls on your vehicle, 
stay inside the vehicle until a trained person removes the wire. 

 
 If you are on the Island:  Follow the procedures outlined above.  If you are on the 

beach, go immediately to higher ground once the shaking stops.  Pay particular 
attention to your surroundings due to the potentially large number of hazards that 
now may be present.  Do not attempt to leave the Island until safety personnel 
deem the bridge safe to cross.  

 
After the Shaking Stops: 

 When the shaking stops, look around to make sure it is safe to move. Evacuate 
the building only if there is immediate danger from fire, signs of structural 
damage, it is unsafe to remain indoors, and/or instructed to do so by the FOM, 
Warden or emergency response personnel; follow Emergency Evacuation 
procedures. 

 DO NOT use the elevators. 
 Check for injured, missing or trapped persons. 
 Call 911 from a Wallops office phone or 757-824-1333 from your mobile phone 

for life-threatening or medical emergencies. 
 Safely check for building damage and any hazards (utility disruption, broken 

pipes, chemical spills, broken glass, etc.).  If you are evacuating a building, check 
for damage as you exit if you can safely do so. 

 Report to your FOM, Warden or emergency response personnel if there are any 
injured, missing or trapped persons; report if there is any building damage and/or 
hazards. If the building is evacuated, Warden(s) will be at the Assembly Area(s).  

 Refrain from using landline and mobile phones, except to report life-threatening 
emergencies; hang-up phones that have shaken off the hook. 



 

                                            
 

 Give aid to those in need. If personnel in your building or Assembly area need 
assistance, notify your Warden.  

 Be aware that aftershocks may occur. Aftershocks are a common occurrence 
following an earthquake. If the stability of the building is in doubt, leave the area. 

 Never use an open flame for light following an earthquake. 
 Shutdown systems which may be damaged from the surge of power if power has 

been lost or is unstable. 
 Do not touch any damaged or downed electrical power lines. 
 Look around the work area following an earthquake; return the work area to a 

normal condition by returning phones to their cradles, pushing in open drawers, 
etc. 

 Be patient - if an earthquake has occurred, there may be a delayed response by 
emergency responders as they may be attending to more critical situations. 
Emergency response personnel will make every effort to respond to emergency 
situations as rapidly as possible and to keep personnel informed on the status of 
the emergency.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

                                            
 

 Emergency Evacuations 
 
Employee Actions: 

 If a condition is identified which requires evacuation, immediately alert others in 
the area, sound an alarm (if not already present), and begin to exit; begin 
evacuation any time you: 

Hear an alarm; 
See smoke; 
See flames; 
Witness an explosion; or 
Witness sprinkler activation. 

 Follow instructions to evacuate. 
 Proceed to the nearest safe exit. 
 If smoke is present, stay low to the floor. 
 Do not use the elevator! 
 Provide help to those who need assistance; non-ambulatory people may require 

special attention. 
 The Warden will check areas to ensure that all personnel have been notified and 

have evacuated. 
 Exit the building and go to the identified Assembly Area listed on the posted 

building Emergency Evacuation Plan and STAY with your group. DO NOT leave 
the area unless instructed to do so by your Warden or emergency response 
personnel. 

 Check-in with your Warden. 
 Wait for instructions at the Assembly Area from your Warden – DO NOT go back 

into the building until instructed to do so by your Warden or emergency response 
personnel. 
 
Precautions and guidance 

 Evacuations should always be performed in as calm a manner as possible; 
running, pushing, shouting, and other aggressive behavior should be avoided. 

 Personnel are responsible for the safe evacuation of visitors under their charge 
and common sense should dictate the level of effort required to accommodate 
orderly evacuation of visitors.  

 Evacuations should be accomplished without stopping to retrieve briefcases, 
coats, lunches, etc. Take only the necessary steps to: 

1. Secure critical operations, hazardous materials or classified information; 
and/or 

2. De-energize or move equipment left in an unsafe position - this also 
applies to any conditions within the building such as cooking, stacking of 
materials, etc. 

 On stairs, ascend/descend in a single file line on the right hand side of the 
stairwell, grasping the hand rail.  

 If injuries occur in the stairwell during evacuation and must be treated 
immediately, treat any injured on the nearest stairwell landing, not on the stairs, if 
possible; otherwise, assist the injured to the Assembly Area for treatment. 



 

                                            
 

 Fire, Visible Smoke, Sprinkler Activation, Explosion 
 
Employee Actions: 

 If an alarm or other notification is heard, alert others in your area to evacuate 
using the nearest safe stairwell or exit – sound an alarm if not already present 
(use the manual pull station, or if not functioning, shout). 

 Do not use the elevator!  
 Confine the fire if possible (i.e., close as many doors as possible as you leave 

the area; do not prop doors open). 
 Instruct others to stay low if smoke is present. 
 Check doors for heat before opening (use back of your hand, start at bottom of 

door); if the door is hot, do not open. 
 Call 911 from a Wallops office phone or 757-824-1333 from your mobile phone 

immediately. 
 If people refuse to evacuate, move on and report them to your Warden. 
 Exit the building and go to the identified Assembly Area listed on the posted 

building Emergency Evacuation Plan and STAY with your group – DO NOT leave 
the area unless instructed to do so by your Warden or emergency response 
personnel. 

 Check-in with your Warden. 
 Wait for instructions at the Assembly Area from your Warden – DO NOT go back 

into the building until instructed to do so by your Warden or emergency response 
personnel. 

 
Precautions and Guidance 
 Actions taken on an employee’s part to use a portable fire extinguisher should be 

done so only after local notification has been given, evacuation has begun, and 
WFF Dispatch has been notified. Extinguishers should be used ONLY by:  

1. Those who have been trained WITHIN THE LAST 12 MONTHS on fire 
extinguisher use;  

2. And who feel it is safe to do so;  
3. And who feel comfortable to do so. 
If a fire extinguisher is used (per your training), remember to always leave a 
‘safe exit’ - never exit through a fire. 

 Be prepared to provide information to emergency response personnel as to the 
location of the fire and possible location of occupants. 

 Heat and toxic products of combustion (smoke) are the primary dangers of a fire. 
 Smoke and hot gases will accumulate near the ceiling. If an evacuation must 

take place through a smoke-filled area, stay low to the floor.   
 Check doors for heat before opening:  

1. Use the back of your hand and start checking at the top of the door - if hot, 
do not open.  

2. Close all doors, but DO NOT LOCK.  
 If you are trapped inside a room or area: 

1. Confine the fire or smoke by closing as many doors as possible between 
you and the fire – stay or move to a safe location. 



 

                                            
 

2. Wedge a wet towel or cloth material along the bottom of the door to keep 
smoke from entering the area. 

3. If windows are operable and you must have air, open the window; break 
the window as a last resort, as it will become impossible to close it if 
necessary. 

4. Leave a signal, such as a towel out the window, to get the fire 
department’s attention - if there is a phone and it is still working, dial 911 
from a Wallops office phone or 757-824-1333 from your mobile phone 
immediately.    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

                                            
 

 Hazardous Material Spill/Release 
 
Personnel using hazardous materials in the workplace must know storage, handling, 
and emergency procedures of all materials they use (refer to SDS or HMMS for this 
information).  If a spill/release should occur, all personnel aware of the situation must 
take the necessary steps to prevent injuries and damage to property or the 
environment.   
 
Hazardous material spills/releases may require the evacuation of an area and/or 
building(s).   
For non-emergency hazardous material safety concerns contact Environmental at 757- 
824-1718. 
 
 
Employee Actions: 

 Dial 911 from a Wallops office phone or 757-824-1333 from your mobile phone to 
notify Dispatch immediately for all spills/releases that may threaten personnel, 
property or the environment. 

 Alert others in the area and begin to evacuate the area where the release has 
occurred.  

 Activate the building alarm and follow EMERGENCY EVACUATION procedures 
if the spill/release: 
1. Contaminates more than one room; 
2. Has very toxic or flammable vapors; and/or 
3. May cause immediate threat to human life.   

 Take appropriate steps to ensure no one evacuates through the contaminated 
area – secure the area by closing doors and posting danger signs. 

 Assist injured or contaminated individuals - Avoid contact as much as possible. 
1. Start any required first aid immediately – Follow SDS protocols. 
2. Avoid contact as much as possible. 
3. If you perceive a life-threatening or medical emergency, dial 911 from a 

Wallops office phone or 757-824-1333 from your mobile phone immediately. 
4. If possible, obtain hazardous material safety information from SDS, HMMS or 

other hazardous material information for emergency response personnel 
(product name, manufacturer, phone number, etc.). 
 

 
Precautions and Guidance 

 DO NOT attempt to contain or clean up the spill/release - ONLY personnel 
trained to respond to hazardous material spills/releases are allowed to do so. 

 Turn off heat or ignition sources if appropriate. 
 Be prepared to provide information to responding agencies as to the location of 

the spill/release and the material(s) involved. 
 
 

 



 

                                            
 

 Medical Emergencies 
 
Injuries may be defined as minor and serious.  Minor injuries are those such as routine 
bumps, bruises, cuts, and scrapes that are reportable to a supervisor and possibly the 
Health Unit.  These require only basic first aid to prevent further injuries or infections. 
Serious injuries are defined as illness or other medical emergencies that may be life-
threatening and/or require immediate transport of a person to an emergency medical 
facility. 
 
Employee Actions: 

 Survey the scene to determine if it is safe for you to help. 
 Confirm if airway is open and victim is breathing. 
 For serious injuries, call 911 from a Wallops office phone or 757-824-1333 from a 

mobile phone or direct someone to dial immediately.    
 If trained to do so and the condition is life-threatening, provide immediate care 

until responders arrive.  Always use appropriate barriers (gloves, pocket 
mask/shield, etc. 

 Stay with victim until emergency response personnel arrive. 
 Be prepared to provide information regarding the situation upon arrival of the 

emergency responders. 
 Direct someone to meet the responding emergency personnel and assist them 

by leading them to the victim - hold an elevator in the lobby for use by emergency 
response personnel, if appropriate.  

 Notify the employee's supervisor as soon as possible. 
  
Precautions and Guidance 

 Never give anything to eat or drink to personnel who are injured or ill. 
 Make the injured as comfortable as possible but NEVER move anyone who is 

suspected of having a head, neck or back injury. 
 Take the necessary steps to protect yourself and the patient against the 

transmission of communicable diseases. 
 If a situation occurs that necessitates an evacuation to save a life, immediately 

remove the injured victim regardless of their injury. 
 Provide assistance to responding emergency personnel; do not get in their way 
 If you call for medical assistance, stay on the phone line to respond to any and all 

questions. Do not hang up. Allow the dispatcher on the other end to hang up first. 

 

 

 

 

 

 



 

                                            
 

 Power Outage 
 

Employee Actions: 
 

 Do not panic - use emergency lighting. 
 Turn off all light switches, except one (so you know when power is restored). 
 Unplug computers and other equipment sensitive to power spikes and surges. 
 Turn off coffee pots and other appliances. 
 Stay near your area and await further instructions from your Warden or FOM; do 

not leave the facility unless instructed to do so by your supervisor. 
 
Precautions and Guidance 

 Follow the instructions of a Warden or FOM (i.e. Evacuate, Shelter in Place…) 
 Never use an open flame to produce light. 
 If in an unlit area or as darkness approaches, evacuate to an Assembly Area 

before it gets too dark to safely find the way. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

                                            
 

 Shelter-In-Place (SIP) 
 

When Wallops is affected by certain weather conditions, a hazardous material 
spill/release, active shooter, or other like emergencies, sheltering in place actions can 
provide short term protection to personnel.   
Sheltering-in-place actions are most effective when planned in advance. In emergency 
situations, you may be directed to: 

1. Evacuate;  
2. SIP in your office/current location;  
3. Or SIP in a pre-designated SIP location. Pre-designated SIP locations are 

identified in your Building Evacuation Plan.  
 
For certain situations, such as a hazardous chemical spill, occupants may be notified to 
SIP in their pre-designated SIP location and “Seal the Room”.  Wardens will direct pre-
designated trained personnel to lock window/doors, seal windows/vents/doors, and turn 
off air conditioning/fans.  
 
Employee Actions 

 Close your office windows. 
 Close your office door. 
 Go to your pre-designated ‘shelter-in-place area’ as directed. 
 Wait for further instructions at the ‘shelter-in-place area’  
 When an “all clear” announcement is made, follow FOM or Warden’s instructions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

                                            
 

 Suspicious Package/Suspicious Mail  
 
Employee Actions: 

 Do not touch, move or cover the object. 
 Alert others in the area and evacuate the immediate area. 
 Report the incident to 911 from a Wallops office phone or 757-824-1333 from a 

mobile phone immediately. 
 Get a good description (size, color, markings, noises made, e.g. ticking); provide 

exact location (floor, room number, location in room). 
 Do not use a radio, cell phone, or battery operated bullhorn in the area (this may 

detonate the device). 
 Evacuate the floor or entire building only if instructed to do so by emergency 

response personnel and follow EMERGENCY EVACUATION procedures.  
 If directions are not given to evacuate the building, control entry to the area until 

relieved of responsibility or given further instructions from emergency response 
personnel. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

                                            
 

 Tornado 
 

Employee Actions: 
 In the event of a Tornado Warning, seek shelter immediately. Basements provide 

the best protection; 
 If underground shelter is not available, go into a windowless interior room or 

hallway on the lowest floor possible; and 
 Stay away from windows, doors and outside walls. Go to the center of the room. 
 If you are in a mobile work trailer, abandon this trailer and go to the nearest 

permanent, sturdy building immediately. 
 If you are caught outdoors, seek shelter in the nearest permanent, sturdy 

building.  
 If you cannot quickly walk to a sturdy building: 
1. Immediately get into a vehicle, buckle your seat belt and try to drive to the closest 

permanent, sturdy building. 
2. If flying debris occurs while you are driving, pull over and park. Now you have the 

following options as a last resort: 
A. Stay in your vehicle with the seat belt on. Put your head down below the 

windows, covering with your hands along with a blanket or coat if possible. 
 

B. If you can safely get noticeably lower than the level of the roadway, exit 
your car, and lie in that area, covering your head with your hands. 
 

Your choices should be driven by your specific circumstances. Stay in the Shelter-In-
Place location until the danger has passed awaiting further instructions from emergency 
response personnel. If your building has been damaged during the tornado, you will be 
directed by emergency response personnel to follow EMERGENCY EVACUATION 
procedures. Evacuate with extreme caution and be aware of safety hazards caused by 
the tornado. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

                                            
 

 Workplace Violence 
 

Employee Actions: 
If you witness a workplace violence incident or if you encounter a person behaving in a 
manner that causes you to fear your own or another's safety, you should:  

 Immediately contact 911 from a Wallops office phone or 757-824-1333 from a 
mobile phone or have someone call for you. This includes: 
1. Crimes in progress, violent incidents or specific threats of imminent violence;  
2. If an individual: 

Makes threats of physical harm toward you, others, or him/herself;  
Has a weapon; and/or  
Behaves in a manner that causes you to fear for your own or another's safety.  

 Use a phone out of sight/hearing of the individual; Protective Services will 
respond and take appropriate action. 

 Do not attempt to intervene physically or deal with the situation yourself. It is 
critical that Protective Services take charge of any incident that can or does 
involve physical harm. 

 If it is an ongoing situation (hostage: person with a weapon), employees should 
immediately evacuate the area of the incident; Supervisors are responsible for 
accounting for their employees. 

 The area of the incident should be secured and left undisturbed; employees who 
witnessed the incident should be available to be interviewed by Protective 
Services. 

 
 
 Workplace Violence: Active Shooter 
The Department of Homeland Security recommends the following guidelines: RUN. 
HIDE. FIGHT. 
 
Employee Actions: 

 Whenever possible, RUN. Get away from the gunshots first then contact 911 
from a Wallops office phone or 757-824-1333 from a mobile phone immediately. 
DO NOT LINGER IN THE AREA; DO NOT GO TO THE ASSEMBLY AREA. 

 If unable to RUN, then HIDE OUT. Lock or barricade yourselves to shelter-in-
place in your office/current location if possible to prevent entry from the shooter.  

 If you cannot barricade yourself inside and the suspect comes in, then, using 
your best judgment, work as a team with others, and make a plan to FIGHT the 
shooter(s). Use whatever you can to prevent the shooter from achieving the goal 
of shooting people. 

 
 
 
 
 
 
 



 

                                            
 

Attachment A: Emergency Evacuation Plan 
 

Emergency Evacuation Plan for Personnel in Building F-160 
 

1. All personnel in F-160 should familiarize themselves with the evacuation routes and assembly 
areas posted at all exits throughout the building. 

2. Personnel should become familiar with the location of the nearest fire alarm and telephone in 
their area.  In the event of an emergency, you should activate the nearest fire alarm and/or dial 
911 on a telephone.  Upon arrival of emergency response personnel, direct them to the location 
of the emergency. 

3. Spread the alarm – pass the word.  Notify fellow personnel, the appropriate area warden, and 
the FOM of the emergency as soon as possible. 

4. If time permits, close all doors and windows to confine the emergency and to prevent drafts.  Do 
not endanger yourself or others in this effort. 

5. If you are qualified and if time permits use the proper equipment (e.g. fire extinguisher, spill kit) 
to contain the emergency pending the arrival of emergency responders.  Do not endanger 
yourself or others in this effort. 

6. Wardens should familiarize themselves with personnel located within their responsibility area.  
After searching their respective areas and accounting for all persons, wardens should report to 
the FOM at the command post. 

 

F-160 Emergency Wardens and Areas of Responsibility 
 

Building F-160 
T.J. Meyer, FOM/Head Warden 

Ralph Hickman, Alternate FOM 

Center Hallway, North 
David Liu, Warden 

Teena Haugh, Alternate 

Center Hallway, South 
Marianne Simko, Warden 

Shari Miller, Alternate 



 

                                            
 

Center Wing/Calibration Laboratory 
Ralph Hickman, Warden 

William Lankford, Alternate 

 

West Wing, North/Environmental 
T.J. Meyer, Warden 

Susan Dunn, Alternate 

West Wing, South/NASA Health Unit 
Dr. Marc Gaines, Warden 

Michelle Bradford, Alternate 

West Wing, South/Security 
Tom Northam, Warden 

Jean Lopez, Alternate 

East Wing/Chemistry Laboratory 
Monica Borowicz, Warden 

 Brian Cornwell, Alternate 

 

 

An image depicting warden areas of responsibility and evacuation routes shall always accompany this 
plan and be posted conspicuously. 
 
 If you have any questions concerning this emergency evacuation plan, call TJ Meyer at extension 1987. 
 
 

T.J. Meyer 

F-160 FOM 

April 2017
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 GSFC/WFF 2016 BEP – Expires 12/31/2016 
 

West Wing, North 
Environmental T.J. Meyer, Warden 1987 W159   443-366-2283 theodore.j.meyer@nasa.gov 

West Wing, North 
Environmental Susan Dunn, Alternate 1832 W158   410-430-3060 susan.k.dunn@nasa.gov 

West Wing, South 
NASA Health Unit Dr. Marc Gaines, Warden 2065 W151   757-287-1444 marc.i.gaines@nasa.gov 

West Wing, South 
NASA Health Unit Michelle Bradford, Alternate 1336 W147   757-894-0281 michelle.i.bradford@nasa.gov 

West Wing South 
Security Tom Northam, Warden 1885 W141   757-894-5782 edward.t.northam@nasa.gov 

West Wing South 
Security Jean Lopez, Alternate 2536 W139   757-894-1525 jean.s.lopez@nasa.gov 

East Wing, 
Chemistry Lab Monica Borowicz, Warden 1023 E111   757-894-0449 monica.k.borowicz@nasa.gov 

East Wing, 
Chemistry Lab Brian Cornwell, Alternate 1155 E110   757-710-7218 brian.e.cornwell@nasa.gov 
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1 Introduction  
The NASA, United States Navy (USN), United States Coast Guard (USCG), National Oceanic 
and Atmospheric Administration (NOAA), Mid-Atlantic Regional Spaceport (MARS) and the 
Marine Science Consortium (MSC) missions at Wallops Flight Facility (WFF) are prime locations 
for potential Safety, Health and Environmental concerns.  Mitigation of these risks is essential for 
the successful accomplishment of their missions on a daily basis and requires rigorous adherence 
to Federal Civilian and Department of Defense guidelines.  These guidelines and requirements are 
integrated into this plan to ensure both the safety of the Wallops Institutional Consolidated 
Contract II (WICC II) and WFF personnel, as well as the success of the NASA and tenant missions.  
Team LJT brings with it the distinction of VT Group’s certification as a Voluntary Protection 
Program (VPP) Star recipient which is designed to recognize exemplary worksites with 
comprehensive, successful safety and health management systems.   
Team LJT’s Safety, Health, and Environmental (SHE) Plan is used to assist us in safeguarding our 
employees by providing a systematic methodology for embedding risk management by using 
integrated management systems. LJT employs an integrated Safety & Health Management System 
(SHMS) at leadership, strategic, and operational levels. We consider this a fundamental good 
business practice that is consistent with our company’s values. LJT provides extensive safety and 
health support to all of our employees and subcontractors working on-site at the NASA WFF. Our 
approach to providing world-class safety management involves consolidating the various 
individual contract safety leaders as well as the entire WICC II staff into one overall LJT Safety 
team. By utilizing this approach LJT provides a strong, fluid, safety organization that can prioritize 
the multiple projects and activities at WFF under the scope of WICC II and provide quick and 
effective safety support. The LJT Safety Team Approach also creates an environment where all 
employees under the scope of the LJT Safety Team receive standardized safety training and 
processes which in turn simplifies the overall safety processes at WFF.      
We ensure safe and reliable Operations, 
Maintenance, and Engineering (OM&E) of 
Facilities, Systems, Equipment, Construction 
Management, and Utilities along with all 
supporting functions to ensure NASA mission 
success. The LJT Safety Health Management 
System is an OSHA VPP; International 
Organization for Standardization (ISO); and 
American National Standards Institute (ANSI) 
Z10 standard compliant system. 
Using our SHE Life Cycle (as seen in Figure 1), 
we conduct a risk assessment to identify project 
risks and hazards. Because of the assessment, we 
mitigate operational risks by implementing plans, 
programs, and training. To strengthen employee 
involvement and management commitment, we 
emphasize internal communications through 
employee involvement with safety committee 
meetings, newsletters, outreach programs, and other forms of communication. We continuously 

 
Figure 1.  SHE Life Cycle.   
Team LJT’s standardized SHE approach is a 
repeating cycle for continuous improvement. 
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verify performance through audits and inspections. LJT has a standardized SHE approach, and a 
repeating cycle for continuous improvement. We have developed a rigorous and consistent SHE 
Management System that gives us the direction and tools we need to go “beyond compliance” and 
achieve excellent standards everywhere our program locations and requirements lead us as a team. 
LJT also employs a safety engineering approach to all projects and construction activities. Similar 
to the SHE Life Cycle the LJT safety team takes an active role in project evaluation and actively 
reviews the projects as they progress. This safety engineering approach allows for real time 
assessment of projects and identification of potential safety concerns that may not have been 
addressed in the design phase of the project or result as a modification to the project plans.    LJT 
ensures that safety is actively engaged in the planning process of all projects to ensure an effective, 
cost-efficient end product that meets or exceeds all applicable guidelines and regulations.  
LJT performs self-inspections, retains proper documentation, writes and updates programs and 
plans, and participates in all customer’s, federal, and state audits, as well as internal SHE audits 
performed by external corporate LJT SHE and Quality auditors. Every LJT employee is 
accountable for SHE, which leads to reductions in injuries, environmental incidents, and loss of 
Government property ensuring mission capability and reducing impacts to cost, schedule, and/or 
risk. 
LJT tailors our SHE Plan to meet the policies, goals, and requirements in conducting business at 
WFF, and other properties where we conduct WFF business, in accordance with the WICC II 
responsibilities and with NASA WFF policies, processes, and procedures. All policies, procedures, 
and requirements contained within the LJT SHE Plan are disseminated to all WICC II employees, 
including subcontractors, vendors, visitors, and guests. We leverage our existing successful 
practices already in place on other contracts and consistently use employee best practices from 
across all of our contracts to drive continuous improvement in safety, health, and environmental 
performance. 
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2 Management, Leadership and Employee Participation 
LJT is committed to a leadership role in protecting and promoting the environment of the 
communities, as well as the safety and health of NASA employees, the local population, and LJT 
employees. SHE at WFF is a priority and each LJT employee and subcontractor is aware of their 
roles and responsibilities relative to the WICC II SHE program. We are committed to our 
standardized approach to improve WFF’s overall SHE program. LJT ensures that professional 
SHE personnel are on staff (with proper training and credentials to implement all regulatory 
requirements). LJT staff members assist customers with safety and health issues, and offer proper 
programs, procedures, and techniques to protect human health. 

2.1 Policy  
The fundamental objective of Team LJT’s SHE policy is to be a responsible corporate citizen, who 
provides the highest degree of safety, health, and environmental stewardship, focusing on strategic 
themes deemed essential to achieving our mission of achieving a “world class” safety, health, and 
environmental culture. 
Team LJT’s Safety, Health, and Environmental policy is:  

“LJT's core policy and highest priority is to protect the health and well-being of all 
employees through the prevention of injury and illness at work. This commitment is based on 
caring for our employees, partners, and contractors.  

LJT and our employees are also committed to operating in an environmentally 
responsible and sound manner. LJT focuses on being a steward of the environment at all of our 
locations across the globe and strive to be leaders in environmental protection.”  
Expectations 
Business activities will be conducted to: 

 Focus on preventing incidents to achieve a workplace that is free from work-related 
injury and illness and to enable employees to complete each workday and their work life 
in good health. 

 Focus on preventing environmental incidents and impacts through implementing best 
practices and focusing on continual improvement. 

 Achieve full compliance with all applicable legal requirements, customer requirements 
and company standards. 

 Identify and respond to any public safety, health, and environmental impacts of our 
operations. 

 Treat injured employees with dignity and respect and provide the best medical treatment 
for workplace injury and illness. 

 Effectively manage illness and injury and reduce associated costs. 

 Maintain a workplace free of the effects of alcohol and other drugs of abuse. 
LJT emphasizes the importance of upfront safety, reliability, maintainability, and Quality 
Assurance (QA) requirements in all program activities. We also acknowledge the importance of 
contractor safety management by employing integrated SHE management systems at the 
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leadership, strategic and operational level. By using integrated management systems with strictly 
defined disciplines in quality, operations, and safety and health procedures, LJT achieves 
exemplary safety and health performance results. LJT also holds each of our sub-contractors 
accountable for compliance with all safety, health, and environmental requirements and policies 
while working under the WICC II scope. 

2.2 Goals and Objectives 
The primary SHE goal is to maintain a comprehensive safety and health program that meets the 
requirements defined in NASA Procedural Requirement (NPR) 8715.3C, WFF Range Safety 
Practices and Procedural Requirements; and assures the protection of the public, and contractor 
workforce, equipment, and property. In direct alignment with our customer, it is Team LJT’s goal 
to assist and support WFF in maintaining the current recognition as a nationally recognized center 
for excellence for safety and health by: 

 Abiding by, and where appropriate, assisting with, the implementation and development 
of Wallops NASA requirements for safety and health policies and processes 

 Supporting and assisting WFF’s efforts to attain Occupation Safety and Health 
Administration (OSHA’s) Voluntary Protection Program (VPP) worksite compliancy 
requirements 

 Supporting and implementing the annual safety and health goals and objectives 
established by WFF 

Each year, the LJT SHE Manager with support and input from LJT’s contract SHE Technicians 
will establish specific, performance-related safety and health goals and objectives. The established 
goals and objectives will be approved by the LJT Program Managers (PM’s) along with the 
affected Contract Employee Safety Committees. These goals shall be communicated to all sub-
contractors working on projects under the cognizance of LJT. We use various metrics to assess our 
progress in attaining our goals and objectives. LJT measures results by monitoring the leading 
indicators (warning signs) and lagging indicators (results). These metrics include: OSHA Injury 
Frequency (IF) and Injury Severity (IS) rates; Property damage incidents and cost; Hazard/Close 
Call Reporting; SHE training completion status; Inspection and audit completion and finding 
closure status; Hazard Analysis/Job Safety Analysis completion status; Safety observations results; 
and VPP Compliancy Element implementation assessments. These metrics support the assessment 
and reporting on the overall effectiveness of the SHE program. 
LJT utilizes audits and VPP performance assessments to measure the effectiveness of our safety 
program – and to fulfill the NASA and OSHA VPP compliancy requirements for annual self-
assessments. We conduct the annual self-assessments for both LJT managers and employees to 
obtain an objective program evaluation. The assessments also contain a facility safety survey that 
evaluates the facilities in which LJT employees reside to perform assigned duties. We compare the 
results of all assessments to existing documentation, such as close-call reports, audits, accident 
investigations, and baseline facilities evaluations to assess program effectiveness. We use this 
information to develop and monitor goals for the upcoming year. 
An initial assessment of the WICC II program using criteria based upon current safety and health 
processes and procedures employed by the WFF project, is located in Appendix A.  
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2.3 Management Leadership 
LJT believes that it is essential for all of our managers to provide the visible leadership to attain 
our Safety and Health Program goals and objectives during the first six months of the WICC II 
contract. We assign responsibilities for our management staff and clearly communicate 
expectations for safety and health performance for all LJT personnel. This SHE Plan has clear, 
written safety policy, with buy-in from all LJT team members and endorsement by our WFF 
Contract PM’s. We communicate this to all LJT contract employees during safety committee 
meetings, all hands meetings, and as part of safety orientation training conducted for all contract 
employees. We developed a safety policy specific for WFF operations, which reflects the beliefs 
and principles of our team. We continuously measure, review, and correct progress toward our 
goals at all contract levels. We address newly developed safety issues through management and 
employee-led safety committees. 
Our LJT SHE Manager and site Office Managers have the overall responsibility and accountability 
for the safety program. LJT directs the safety program through the LJT Safety Team which consists 
of the LJT SHE Manager and SHE Technicians who are responsible for the management of 
contract safety reporting along with day-to-day safety administration tasks. Our SHE Manager is 
a qualified safety professional and assists with hazard identification, evaluation, control, procedure 
development and review, recordkeeping, and overall monitoring of Team LJT’s safety and health 
program.  
The LJT Safety Team incorporates the use of Safety Technicians who report to the LJT SHE 
Manager and are responsible for providing daily safety and health support to the various projects 
and activities being managed under the scope of LJT’s various contracts at WFF. The WFF 
contract SHE Technicians provide a proactive element to the LJT SHE Program by ensuring a 
safety interface is available for all activities in the work environment. This interface provides all 
LJT contract employees and management direct contact for any SHE support needs as well as 
provides a more active role of safety representatives in the work environment. By utilizing cross 
contract safety support, LJT provides a standardized safety approach and practices as well as 
providing additional staff to allow for professional safety support on critical projects and issues as 
necessary. The intent of this organization is to provide a more proactive approach to LJT’s WFF 
contract safety programs management by providing dynamic safety responses to match WFF’s 
dynamic operations and projects without restrictions due to safety resources or qualifications. Our 
intent is not to provide an enforcement element but rather a proactive safety resource available to 
all projects to ensure that all safety issues, concerns, or questions can be analyzed in real time 
which reduces the potential for projects to assume unnecessary risks or delays. LJT’s SHE Program 
relies on all employees being proactive, well versed, and personally committed to the safety 
requirements of their jobs rather than the enforcement or the “safety cop” mentality.  

2.3.1 Coordination 
LJT understands that WICC II work is in an environment featuring close contact and working 
relations between a number of contractors, tenants, and the NASA staff. An effective SHE Program 
requires timely and effective coordination with all organizations involved to accomplish the 
following: 

 Ensure understanding of all safety issues 
 Achieve timely resolution of problems 
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2.3.2 Employee and Contractor Involvement 
All employees, LJT team members, and sub-contractors, must participate in the Safety and Health 
Program to ensure that individuals are involved in the process of identifying hazards, 
recommending and monitoring hazard controls, and participating in the development, execution, 
and success of our program. We train employees and employee representatives to allow them to 
participate productively in inspections, audits, surveys, and program reviews.  
All contractors and vendors shall be evaluated based on previous safety performance as part of the 
bidding and selection process. Contractors are an integral part of the WICC II safety process and 
are held to the same accountability as WICC II team members and employees.  
We ensure and encourage communication between managers, employees, and sub-contractors 
regarding safety issues by establishing an environment for open communications between 
managers, employees, sub-contractors, and LJT safety representatives. We authorize, encourage, 
and empower our employees and sub-contractors to stop potentially hazardous work activities. We 
believe that the off-the-job safety of our employees is a factor in their overall health and safety, 
and in the success of our safety and health program.  Employees, who think safety off the job, 
bring those values with them on-the-job, so components of our employee involvement activities 
encourage this behavior. Examples include providing SHE information that not only ensures safety 
in the work environment but also applies to the home environment such as ladder safety, chemical 
safety, and the use of personal protective equipment.  

2.4 Assignment of Responsibility 
Managers who occupy positions of leadership and direct control over all WICC II work activities 
are a key element in complying with our SHE program. Their most important responsibility is to 
set the example for employees by demonstrating full support and compliance with safety policies 
and requirements. Managers are also responsible for ensuring employee training in safe work 
practices. They must communicate the physical and health hazards of assigned tasks, ensuring that 
employees receive and use proper protective equipment (PPE). Managers monitor their areas 
continually for factors capable of causing mishaps, intervening to prevent accidents. Managers are 
responsible for appropriate corrective and disciplinary actions when their employees violate safety 
rules. Table 2 (next page) shows specific responsibilities of all LJT management positions. 

2.4.1 WICC II Contract Program Manager 
The WICC II Contract PM provides oversight for the development and implementation of all 
safety and health programs for WFF Programs. Table 2 shows specific responsibilities of the 
WICC II PM. 

2.4.2 Managers 
LJT Managers actively participate in the implementation of the safety policy and conduct activities 
within their area in the manner that will prevent injury to personnel and damage to property.  Table 
2 also shows specific responsibilities for all of the WICC II Managers. 

2.4.3 Safety Representatives 
Our safety representatives are the LJT SHE Manager and Contract Safety and Health Technicians, 
who are knowledgeable safety leaders, with overall responsibility to implement and support our 
site-specific Safety and Health programs. 
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This SHE Plan is fully complimentary to the NASA WFF Safety Program as defined by, NPR 
8715.3C, NASA General Safety Program Requirements, Ground and Launch Personnel, 
Equipment, Systems, and Material Operations Safety Requirements. We ensure compliance with 
Launch Service Provider field site requirements.  We will use NODIS & GDMS to obtain the most 
current version of NASA & GSFC Policy. Code 803 Policies will be obtained from the Code 803 
home page. Our SHE Plan meets or exceeds all WFF, NASA, OSHA, Environmental Protection 
Agency (EPA), National Fire Protection Agency (NFPA), and federal, state, and local regulations 
to include, but not be limited to, the following:  
NASA-STD-8719.11, Safety Standard for 
Fire Protection 
NPR 8715.3, NASA General Safety 
Requirements 
NPR 8715.5, Range Safety Program 
GPR 1860.1, Ionizing Radiation Protection 
NPR 2570.1, NASA Radio Frequency 
Spectrum Management Manual 
NFS-1852.223-73, Safety and Health Plan 
NPD 1600.3, Prevention of and Response to 
Workplace Violence 
Federal Law as recorded in 29 CFR 1910 and 
1926, and 40 CFR 1 through 799, 
Environmental Protection Rules 
GPR 1440.8, Records Management  
NPR 1800.1, NASA Occupational Health 
Program Procedures 
NPD 8500.1, NASA Environmental 
Management 
GPD 8500.1, Environmental Policy and 
Management 
GPD 8715.1, Goddard Space Flight Center 
(GSFC) Safety Policy 
GPR1600.1, Goddard Security Requirements 
GPR 1820.1, Hearing Conservation Program 
GPR 1820.2, Respiratory Protection Program 
GPR 6400.1, Logistics Support PR 6000.1, 
Requirements for Packing, Handling, and 
Transportation for Aeronautical and Space 
Systems, Equipment, and Associated 
Components   

GPR 1700.2, Chemical Hygiene Program 
GPR 1700.5, Control of Hazardous Energy 
(Lock out/Tag Out) 
GPR 1700.6, Confined Space Program at 
GSFC 
GPR 1700.7, Electrical Safety 
GPR 1700.8, GSFC Hazard Communication 
Program 
GPR 1710.1, Corrective and Preventative 
Action 
GPR 1860.1, Ionizing Radiation Protection 
GPR 1860.2, Laser Radiation Protection 
GPR 1860.3, Radio Frequency Radiation 
Safety 
GPR 8621.1, Reporting of Mishaps and Close 
Calls 
GPR 8621.3, Mishap and Close Call 
Investigation 
GPR 8715.6, Wallops Flight Facility Safety, 
Occupational Health, and Emergency 
Preparedness Programs 
803-GS-PLN-INST-EM-
02Hurricane/Nor’easter Preparedness Plan for 
Wallops Flight Facility 
803-PG-8715.1.3D Risk Assessment Code 
Matrix and Guidelines 
RSM-2002Range Safety Manual for Goddard 
Space Flight Center (GSFC) Wallops Flight 
Facility (WFF)  
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2.6 Performance and Accountability 
The LJT NASA Division Safety Performance Program (SPP) P&SP 2.14 focuses on measuring 
safety performance in terms of leading indicators and lagging indicators. It is a weighted score 
with 75% of the score value aligned with the leading indicators and only 25% assigned to the 
lagging indicators. We base this structure on the concept that if we measure only failures, i.e., 
number of accidents, we are simply documenting that a problem exists. We dig further into the 
data and stratify it by type of event, type of injury, etc., to begin to tell us more about our problem. 
To achieve world-class SHE performance, LJT must also look at positive, proactive measures 
designed to target accident reduction. Leading Indicators 
Examples of proactive activities that include management commitment by participation in 
activities such as: 

 Job safety analyses 
 Job safety observations 
 Employee safety concern evaluations 
 Close call investigations 
 Safety communication 
 Safety inspections 
 Safety meetings 
 Risk evaluations 
 Safety training 

By design, the SPP focuses on leading indicators. The SPP credits a project/program as having 
met its leadership requirements by documenting that the PM provided a monthly safety message, 
participated in the monthly project safety meeting, reviewed the current accident data and trend 
analysis for their project, and assisted with updating the project risk profile as it relates to SHE 
activities and accident prevention.  
Additionally, SPP scores the site on meeting its accident reduction goals for Injury Frequency (IF) 
and Injury Severity (IS). Should a project not meet their goals for IF or IS we require the 
development of a corrective action plan, which discusses what action plan is needed to mitigate 
and address the accident rates. By design, the SPP focuses on leading indicators. The SPP credits 
a project/program as having met its leadership requirements by documenting that the PM provided 
a monthly safety message, participated in the monthly project safety meeting, reviewed the current 
accident data and trend analysis for their project, and assisted with updating the project risk profile 
as it relates to SHE activities and accident prevention.  
Additionally, SPP scores the site on meeting its accident reduction goals for IF and IS. Should a 
project not meet their goals for IF or IS we require the development of a corrective action plan, 
which discusses what action plan is needed to mitigate and address the accident rates. 
 In the end, a combined score results in the project receiving a point-value score on a scale from 
zero to 100. Acceptable performance begins with a minimal score of 80. Superior performance 
recognizes any time a project receives a score above 95. LJT recognizes awards for SHE 
performance at the LJT Corporation, NASA Division level during the Management Conference 
held in December of each year. 
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2.6.2  Employee Accountability 
 LJT management and employees all share in SHE responsibilities for the first line of safety and 
the safety and health of their co-workers at WFF. We include measurements of safety performance 
in the annual performance reviews for employees. Employees conduct themselves in a safe 
manner, adhering to all policies and procedures, and if required, wear safety articles and use any 
protective equipment provided at all times. Employees immediately report any injury, accident, or 
violation to their respective manager. 

2.6.3 Disciplinary Policy and Procedures 
We expect certain conduct of company employees with respect to normal work rules and accepted 
social behavior relative to the work environment. Progressive discipline consists of discrete steps 
of disciplinary action increasing in severity as infraction warrants. LJT’s intent is such that the 
severity of the infraction correlates with the severity/step of discipline. For egregious acts or 
violations of our SHE policies and practices, the WICC II PM can immediately discharge the 
employee. 

2.6.4 Employee Motivation 
To encourage employee participation and accountability in the SHE program, LJT participates in 
NASA, WFF, and LJT Corporation awards programs. LJT uses a contract awards program 
whereby employees receive performance awards for superior safety and health performance. In 
addition, LJT has a continuous improvement program that includes safety as an element of focus. 

2.6.5 Program Evaluation  
Team LJT, to include all team members, measures the effectiveness of our SHE program and 
obtains quantitative results. We use these results in several ways, including the following: 

 Evaluating SHE program implementation 
 Determining whether to conduct a focused audit 
 Identifying areas of emphasis for continuous improvement 
 Evaluation of SHE management programs and processes to ensure that existing programs 

and activities are effective and VPP-compliant 
 Complete VPP Application  

2.6.6 Self-Evaluation 
LJT evaluates its SHE compliance program through self-evaluations by:  
We conduct the self-evaluation using the four major categories and elements from OSHA VPP 
guidelines. We conduct the program self-evaluation annually. We discuss and distribute the 
evaluation through the LJT Safety Committee and electronically to all managers and employees. 
We develop objectives for the next year by focusing on areas of weakness identified in the annual 
evaluation and by soliciting input. We record actions assigned to meet these objectives in a tracking 
log and discuss progress at each monthly safety committee meeting to maintain accountability. 
In addition to this self-evaluation, there is an annual LJT Environmental, Safety and Health Self-
Evaluation (ESHSE). This includes a survey of equipment, materials, and processes to identify 
existing and potential safety, health, fire, and environmental hazards. The following outlines the 
element of the ESHSE: 

 The effectiveness of existing hazard controls 
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2.7 Performance Documentation 
As shown in Figure 2 (previous page), our SHE Manager identifies, acquires, and maintains all 
pertinent safety and health data. LJT processes and analyzes this information to produce 
meaningful data and reports for NASA in compliance with contract requirements, or upon request. 
We make objective evidence available to support WICC II and LJT efforts to meet VPP 
compliancy requirements and achieve safety and health goals. This evidence includes, but is not 
limited to the following: 
The LJT SHE Manager tracks leading indicators; audit findings, near misses, hazard items, 
mishap/accident report actions, maintaining metric data and other safety-related actions. 
Tracking these items ensures timely closeout of open items, data collection, metrics, and 
reporting. 
We define the fields of the database to allow for the entry of data collected on current forms with 
the intent of tracking open items to closure. We provide a tracking number, entry date, point of 
contact, Risk Assessment Code (RAC), status closure date, remarks, and OSHA 300 log number 
(if applicable) data fields. 
Data Base Maintenance - As the focal point for tracking Close Call Reports, audits, and other 
safety actions, our LJT SHE Manager manages data collection, data entry, and database 
administration with assistance from LJT information technology personnel. 
Reports - We provide standard report formats for the status of hazard items, mishap action items, 
Close Call Report closure, metric reporting, and ad hoc queries. This data provides the basis for 
analysis and reporting of safety metrics. The following items are examples of metric reporting 
data: 

 Total inspection/audit items opened in time period 
 Total inspection/audit items closed in time period 
 Total open items in data base 
 Total closed items in data base 
 Number of open items above severity level of 3 
 Number of open items by type 
 Number of OSHA recordable items in time period 
 Number of lost work day cases due to occupational injury/illness for year 
 Number of restricted work days cases due to occupational injury/illness for year 
 Number of lost work days due to injury for year 
 Number of restricted workdays due to injury for year 
 Percent scheduled Audits/Inspections complete 
 Percent Training Complete by priority and by topic 

2.7.1 Roster of Terminated Employees 
LJT provides a roster of terminated employees to the WICC II Occupational Health Officer no 
later than 30 days after the end of each Contract year or at the end of the Contract. Our Human 
Resources (HR) organization provides this report along with the following information: 

 Date of report, Contractor identity, and contract number 
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 Name, social security number, LJT badge number, and date of termination for each person 
listed 

 Name, address, and telephone number of contractor representative (for questions or other 
information)  

2.7.2 Hazard Communications 
To comply with NPR 1800.1B, NASA Occupational Health Program Procedures, and field site 
requirements and to maintain compliance with 29 CFR 1910.1200, OSHA’s Hazard 
Communication Standard, LJT provides copies of all Safety Data Sheets (SDS’s) for hazardous 
materials brought onto a field or Government site and/or included in products delivered to NASA. 
We send one copy of each sheet to site central repository, along with any information on new or 
changed locations and/or quantities normally stored or used.  
Our LJT SHE Manager approves all chemical and hazardous material purchases to ensure 
compliance and to maintain an accurate hazardous material inventory. LJT also initiates and 
maintains a hazard communication program, and implements the use of WFF’s Electronic SDS 
system to stay current with products and mitigation response. 

2.7.3 Hazardous Material Inventory 
Annually, upon request by the WFF Environmental Office or Occupational Health Officer, we 
compile an inventory report of all hazardous materials located on Government property. The 
inventory for the preceding year will be made available by the end of the second week of January. 
These materials are within the scope of: 

 29 CFR 1910.1200, Hazard Communication 
 Federal Standard 313 (Material Safety Data) 
 Transportation Data and Disposal Data for Hazardous Materials Furnished to Government 

Activities 
 For non-WFF locations, LJT provides the site inventory data to any field site occupational 

health representative. 
 The information provided includes the following: 
 The identity of the material 
 The location of the material by building and room 
 The quantity of each material normally kept at each location. 

LJT provides inventory reports to NASA as directed. Having reliable SHE data available is 
essential for statutory reporting, planning, and permit applications, among other needs. 
Accordingly, we maintain a database of safety and health performance information available to 
NASA upon request. LJT also ensures that all hazardous materials brought onsite during 
construction activities or other projects are inventoried and controlled onsite until they are no 
longer utilized and have been removed from the site. 

2.7.4 Government Access to SHE Program Documentation 
LJT makes safety and health documentation, including relevant personnel records, available for 
inspection or audit at the Government’s request. We provide electronic access to NASA so long 
as there is no violation to the Privacy Act. Our SHE program provides for the rigorous 
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documentation of safety and health activities on WICC II. Figure 3 illustrates Team LJT-generated 
SHE documentation. 
This SHE documentation provides the foundation and traceability required to comply with Federal, 
State, and local agency reporting requirements, as well as providing tools for proper management 
oversight and insight into the plan’s performance. We delineate the means for identification, 
acquisition, and processing of SHE data, development of procedures, record keeping, statistical 
analysis and metrics, and provisions for Government insight in subsequent sections of this Plan. 

2.7.5 Safety Requirements Review 
Since review standards are constantly changing, it is important to review new and revised standards 
to ensure continual compliance. In addition to federal, state, and local regulatory agencies, NASA 
safety requirements impact WICC II operations, and we maintain this plan and procedures as 
required with NASA applicable requirements. Our SHE Team is responsible for ensuring the 
review of new or revised standards from federal, state, local, or NASA authorities. We compare 
the standards under review to current standards for new or revised requirements to incorporate into 
the WICC II plans, facilities, or operations. LJT revises applicable audit tools and documents 
where necessary to ensure compliance with the identified new or revised standard.  
The NASA Contracting Officer Representative (COR) may also request a review of specific 
standards by WICC II personnel.  

2.7.6 Procurement and Contract Safety 
This SHE Plan applies to all LJT personnel, our subcontractors, and all team members. All 
suppliers of goods and services to this Contract are responsible for compliance with NASA, WFF, 

 
Figure 3.  Safety and Health Documentation.   Our SHE documentation provides the foundation and traceability 
required to comply with federal, state, and local agency reporting requirements 
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EPA, OSHA, and State/local requirements, including the referenced documents that are the basis 
for this Safety and Health plan. All subcontractors submit safety performance documentation for 
evaluation as part of the selection process. In addition, we flow all safety and health requirements 
to subcontractors. LJT monitors and evaluates subcontractor performance for compliance with 
safety and health requirements. 
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3 Workplace Analysis  
LJT manages this SHE Plan under the umbrella of our Safety and Health Management System 
(SHMS) process (Figure 4).  

 
Figure 4.  LJT’s SHE Management System.  We use a proven, integrated approach to implement SHE on the 
WICC II program. 

LJT fosters a culture of ownership with a SHMS derived from the elementary project management 
roots of Plan, Do, Check, and Act. Team LJT’s SHMS ensures NASA a continual cycle of 
planning, implementing, reviewing, and improving the processes and actions that we undertake to 
meet our SHE obligations.  
Our SHMS includes a comprehensive and SHE Plan. We bring to NASA the following: 

 Our top management commitment to making safety and health an organizational priority 
 A proactive Safety and Health team that remains flexible and adapts to the changing needs 

of WICC II projects and operations. 
 Integration of SHE throughout our organization 
 A flexible and simple SHE Plan, which is adaptable and understandable 
 Assurance to all stakeholders that a condition of compliance, and employee or 

environmental mishap avoidance, is an opportunity to continually improve 
Our SHE Team participates in open communication with the WFF Safety Office to ensure 
compliance and maintain operational excellence. The SHE Manager tracks compliance with all 
recommendations addressed in the quarterly report to the LJT Safety Team, LJT Safety 
Committee, and WICC II Program Manager with comments on any locations not making 
satisfactory progress towards compliance.  LJT measures our SHE program with established 
metrics (listed in section 2.7) and frequent inspections, and our documentation is readily available 
to NASA.  
Workplace analysis is reflected in Figure 5, Workplace Analysis involves three elements described 
in detail in this plan in sections 3.1, 3.4, and 3.6. 
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3.1  Hazard Identification 
We systematically identify hazards through a combination of the following: 

 Surveys 

 Analyses 
 Inspections of the workplace 
 Investigations of mishaps and close calls 
 Collection and trend analysis of safety and health data 

SHE data includes records of occupational injuries and illnesses; findings and observations from 
preventive maintenance activities; reports on hazardous substance spills and inadvertent releases 
to the environment; facilities related incidents related to partial or full loss of systems functions.  
Hazard Identification involves compiling an inventory of hazards associated with work performed 
on this contract, along with operations and work environments that are in the vicinity or in close 
proximity to contract operations. To begin the hazard identification process, analysts become 
familiar with the items to analyze, the environment, including review of planned operations. We 
document analytical effort and rationale progressively and systematically. LJT documents hazard 
analysis using the NASA-specified formats when available. 
We employ several techniques to identify hazards encountered by our employees working on this 
contract. LJT reports results of these analyses in accordance with the contract Safety Program 
Evaluation.  

3.1.1 Comprehensive Survey 
A team consisting of a qualified safety professional and members of the management team to 
include supervisors and leads (providing operational expertise) participates in wall-to-wall 
assessment of contract facilities, process, equipment, and materials. We focus on the identification 
of hazards, and associated controls. The inspection of startup or new facilities and operations also 
includes an inspection by a safety and health inspection team comprised of certified and otherwise 
qualified safety and health professionals from NASA and LJT, along with the management of the 
facility. We evaluate all facilities where WICC II personnel work based upon compliance with 
applicable regulations and commonly accepted safe work practices. 
The WICC II PM and LJT SHE Manager are responsible for implementing a program of 
comprehensive surveys for the WICC II contract. These establish a baseline for hazard 

 
Figure 5.  Workplace Analysis.   Team LJT’s workplace analysis involves hazard identification, inspections and 
audits, and employee reporting of hazards 
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identification and encompass regulations that address employee safety and health, as well as 
environmental protection. The frequency of these varies depending on the nature of the risks 
present at a location and the results of previous surveys. The overall purpose of these surveys is to 
assist the WICC II PM and the LJT SHE Manager in implementing a program that meets the 
requirements set forth in this plan. In addition, these surveys identify other areas of interest to the 
LJT SHE Manager and WICC II PM, as indicated in Figure 6. LJT uses a Baseline Hazard Analysis 
to ensure that every project complies with all applicable NASA requirements, LJT protocols, 
federal, local, and international permits, and to implement project-specific SHE plans. The WICC 
II team receives the analysis to create, comply with, and ensure that employees are aware of the 
SHE compliance requirements. 

3.2  Change Analysis 
LJT evaluates all changes to facilities, systems, equipment, processes, materials, operations, 
procedures, and maintenance to ensure safety compliance. The analysis of change is conducted by 
the respective line manager, LJT SHE Manager, WICC II PM, and the Contract Safety Specialist. 

Our Contract Safety Specialist with support of the LJT SHE Manager assesses the requested use 
of specialized equipment and/or chemicals to identify potential alternatives that may exist. 
Changes may be driven by new or modified regulatory and NASA requirements. In these cases, 
LJT completes required analyses for the affected process or facility to develop an action plan for 
achieving compliance with the applicable requirement and for ensuring the health and safety or 
surrounding personnel. 

3.3 Hazard Analysis and Control 
Hazard analysis is composed of two distinct areas:  

 Hazard identification  

 
Figure 6.  LJT Comprehensive Surveys.   Our purpose of these surveys is to assist the WICC II PM and LJT SHE 
Manager in implementing a program that fully complies with NASA requirements. 
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 Hazard control 
LJT defines a hazard as having potential for doing harm, while “risk” is the evaluation of the 
hazard. Once we identify hazards, we then rank by assessing the severity and probability of 
occurrence and identifying the resulting Risk Assessment Code as defined in 803-PG-8715.1.3D. 
We address the hazards, giving priority to Critical Risk Assessment Code items, and analyze for 
their cause(s) to develop a hazard control strategy. We immediately report those hazards identified 
as being immediately dangerous to life or health to the Safety Technician, LJT SHE Manager, and 
the NASA Safety and Mission Assurance Office. We take immediate steps to prevent occurrence 
of the hazard or exposure to employees. 
Hazard analysis and risk assessment is the responsibility of the line manager of the affected area 
supported by the SHE Technician as required. All safety engineering products that address 
operations, equipment, etc., on NASA property are required to be reviewed by the LJT SHE 
Manager for concurrence prior to implementation or use. The review shall include compliance 
with the Federal Affirmative Procurement Act and the Buy Quiet, By Design evaluation process 
to reduce the potential impacts to the environment and WICC II personnel. 
Classification and assessment of hazards and risk levels is a cornerstone of any effective safety 
program. The recognition and control of hazards before mishaps, narrow escapes, or failures occur 
is a prime objective of safety analysis. Effective hazard recognition and control involves 
systematic research, observations, inspections, and analysis of the operations and the jobs as they 
evolve from the design phase to the final operational or disposal phase. Identification of hazards 
related to operations, equipment, or facilities early in the life cycle facilitates proper design and 
implementation of effective controls.  
A primary element of our system safety process of mishap prevention is the analysis of systems 
and operations to identify potential hazards. Performance of qualitative hazard analyses to identify 
hazards and ensure their resolution is a combined effort of the safety and the engineering 
disciplines. We perform preliminary hazard analyses for all change requests and preliminary 
design reviews to identify safety-critical areas, evaluate hazards, and to identify the safety design 
and operations requirements. Corrective actions shall be taken to first to eliminate the hazards, or 
secondly, if complete elimination is not possible, to control the identified hazards. LJT develops 
the preliminary hazard analyses into a Systems Hazard Analyses (SHA) later in the design phase 
to further define and evaluate hazards. The SHA eliminates and controls provisions after the design 
is more mature. LJT Safety performs further analysis to identify hazardous conditions with a 
potential for personnel injury or damage to hardware, equipment, or facilities during hazardous 
operations as a part of the Safety Review process and other evaluations.  
LJT updates the hazard analyses when changes occur to interrelated areas of design and system or 
subsystem integration that affect reported hazards or present new hazards. LJT analyzes all 
potential hazards (including those resulting from failures) regardless of subsystem or component 
redundancy. In addition, we analyze hazards from normal or emergency equipment operations, the 
environment, design characteristics, human factors, and potential credible mishaps. LJT 
accomplishes this through safety participation in the engineering change request process. This 
safety review identifies changes that require a revision to existing analyses. The safety review can 
be documented through a job hazard analysis (JHA), specific meeting minutes, or through a formal 
memo or report that shall be included in the engineering documentation for the project. LJT 
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identifies hazards introduced by design modification, and provides adequate controls for WICC II 
management review of proposed engineering changes. 
We also identify failures or malfunctions that could present a hazard to interfacing hardware. LJT 
recognizes the critical importance of eliminating and controlling all potential hazards to ensure 
normal operation of equipment including the safety of interfacing hardware and the total system. 
LJT analyzes safety data on vehicles/hardware/equipment/facilities provided by developers for 
compliance with NASA-WFF safety requirements. Where examination of the data indicates an 
inconsistency or non-compliance with the safety requirements, we notify NASA and propose any 
potential resolutions. 
LJT conducts analysis of hazardous operational procedures using guidance contained in NPR 
8715.3C, with analysis worksheets maintained electronically. LJT conducts an analysis of all 
operational procedures to determine which contain potentially hazardous operations. We conduct 
JHA’s on procedures and processes that involve hazardous operations to ensure thorough hazard 
identification and effective resolution via operational safety controls. The analyses identify 
applicable hazard information from several sources including design analyses, WFF safety 
requirements documents, and applicable hazard reports. Once we identify hazards, LJT makes all 
reasonable attempts to eliminate the hazard(s) identified. If the hazard(s) cannot be eliminated, we 
ensure appropriate operational controls are implemented. Controls include: 

 Control areas  
 Required safety devices and equipment 
 Cautions and warnings 
 Emergency procedures 
 Requirements for working with hazardous materials 

Necessary precautions that are reviewed and approved by NASA Ground Safety (Code 803.1) 
prior to the operations beginning to ensure that hazardous conditions are not induced into flight 
hardware, GSE, and/or facility systems.  
We produce an analysis worksheet for each hazardous procedure reviewed to ensure that required 
hazard controls from whatever source are consistently included in all hazardous procedures. In 
addition, a special operational analysis may be produced, when required, for processing facilities 
and facility systems to support the operational readiness reviews. 

3.4 Inspections and Audits 
LJT conducts regular inspections of WICC II facilities and operations to identify and correct 
unsafe conditions and/or work practices. We cooperate with all safety and health program audits 
to ensure proper implementation and compliance with current requirements, and to identify 
opportunities for continuous improvement. 
The inspection team includes the SHE Technician or Manager and employee volunteers. LJT 
designs site inspections to catch hazards missed at other stages of workplace analysis. These 
inspections ensure that we identify and correct unsafe acts or unsafe conditions. In addition, we 
implement a follow-up system to ensure that corrective action is completed and adequately address 
the possibility of recurrence. 
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Inspection team members conduct site inspections with inspection reports, and recommendations 
for corrective actions forwarded to the WICC II PM, with prioritized recommendations for 
corrective action. Our SHE Technician reviews priorities and coordinates completion of corrective 
actions within 30 business days of the initial report. Any corrective actions that require longer than 
30 days shall have a remediation plan in place to ensure employees are safe until the issue can be 
resolved. We maintain inspection reports, recommendations, and records in a database for future 
reference and trend analysis. 
The SHE Technician, WICC II SHE Manager, WICC II PM, Contract Safety Committee, and 
managers of each respective contract area conduct a variety of inspections and audits to ensure 
compliance with various local and federal regulations. The WFF Safety and Mission Assurance 
(SM&A) Branch may also conduct inspections and audits at any time. Team LJT will ensure that 
reasonable accommodations are made to ensure that all NASA audits or inspections are conducted 
as requested. If a regulatory entity such as OSHA or EPA wishes to conduct a compliance 
inspection of Contract facilities, they contact the LJT SHE Manager which will in turn notify the 
WFF Safety and Mission Assurance Branch of the request as soon as reasonably possible, and 
follow the procedures outlined in Procedure 25, Regulatory Agency Inspections and Incident 
Reporting.  

3.4.1 Audits 
LJT operates an audit program which identifies:  

 Potential policy and procedural weaknesses  
 Areas for improvement 
 The unsatisfactory execution of the Safety and Health programs 
 Those activities that constitute either a failure to correct or a repeat finding from an earlier 

audit  
 Electrical Safety Audits shall not exceed 3 years in accordance with NFPA 70E Art 110.3 

3.4.2 Inspections 
We conduct safety and health inspections of all work areas under the jurisdiction of the WICC II 
Contract, with each site covered quarterly. These inspections will include various projects and 
subcontractors that are working under the cognizance of WICC II at the time the audit or inspection 
is being conducted. These inspections (detailed in Figure 7 on next page) comply with OSHA and 
WFF directives regarding inspection procedures and abatement plans. We initiate corrective 
actions to resolve findings identified during all inspections, and track to final closure using the 
NASA surveillance and the internal tracking system as applicable. Findings that present immediate 
danger to personnel or equipment result in an immediate stop-work until properly corrected.  
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The LJT SHE Manager establishes a SHE Program audit schedule, which supports the completion 
of the annual program evaluation (reference this SHE Plan, section 3.4.3). The WICC II Safety 
Technician supports the schedule and conducts various audits and inspections as necessary. 

Initiating an audit for evaluating a safety and health program(s) is a way to test the effectiveness 
of written or informal programs. The process involves focusing on a specific program or procedure 
and evaluating its implementation through records review, incident and mishap data review, onsite 
reviews using compliance checklists, observations, interviews, or questionnaire completion. If 
incidents occur related to the program audit, LJT tracks these back through the applicable safety 
and health program and reports. By taking this action, LJT ensures implementation of an effective 
safety and health program. We document audit findings and associated corrective actions, assigned 
to the responsible party, and tracked to closure. 

3.4.3 Safety and Health Audits and Inspections Examples 
3.4.3.1 Line Manager Self-inspection:  
Line managers are responsible for formally inspecting their spaces on a semiannual basis. LJT 
alternates these inspections on a quarterly basis with formal inspections conducted by the SHE 
Manager. We forward the results of these inspections to our SHE Technician for review and data 
collection. The SHE Technician reports overall findings and any potential trends to the LJT SHE 
Manager for review. 

 
Figure 7.  Inspections.    LJT’s inspections comply with OSHA and WFF directives regarding inspection 
procedures and abatement plans 
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3.4.3.2 Formal Inspections 
The SHE Technician and the SHE Manager conduct inspections of all WICC II contract facilities 
and projects. We conduct and document a monthly (at minimum) walk-through of hazardous areas. 
We develop and use a checklist for general office areas and high hazard areas or operations. 

3.4.3.3 Employee Self-Inspections:  
Employees are aware of hazards in their workspaces. To assist in the periodic review of 
workspaces by employees, we develop and use a checklist. LJT uses this checklist when new 
employees are hired, transferred to a new space, or periodically as necessary. We forward all 
findings to the line manager and the SHE Technician for corrective action and data collection. 

 Solving Discrepancies 
 Modified Hazards 
 WFF or Site Occupational Safety or Occupational Health Inspections:  

WFF Site Safety and Health Representatives (NASA or Contract) may enter any work area and 
conduct inspections. All employees cooperate fully with the safety and health inspectors during 
his/her inspection. Employees reserve the right and ability to postpone audits or inspections if it is 
deemed unsafe for auditors to be in the area of an operation or project. The audit or inspections 
will be rescheduled at a time that is more suitable for all parties.  

3.4.4 Operational Readiness Inspections:  
Inspection of startup or new facilities and operations includes an inspection by a safety and health 
inspection team formed by the SHE Manager, SHE Technician, an appointed site representative, 
or S&MA. 

3.4.5 Annual Lockout/Tagout Audit:  
We conduct a comprehensive compliance audit on an annual basis of the Lockout/Tagout program 
as required by 29 CFR 1910.147, which focuses on compliance to current regulatory, customer, 
and site requirements and the implementation of a Lock-out/Tag-out procedure.  

3.4.6 Annual Hazard Communication Audit:  
LJT conducts an evaluation on an annual basis of the hazardous communication program, which 
focuses on compliance to current regulatory, customer, and site policies, requirements and hazards 
applicable under 29 CFR 1910.1200.  

3.5 Inspection and Audit Responsibilities 
LJT management and employees all share in the inspection and audit responsibilities. Table 5 (next 
page) shows specific roles and responsibilities for inspection and audit procedures. 
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hazard within this period, LJT develops a plan to correct the hazard and submits the plan 
of action to the NASA Safety and Mission Assurance (S&MA) Branch for concurrence.  

 If the response from these organizations is not satisfactory or out of the scope of WICC II 
to facilitate repairs, LJT reports the hazard to the NASA S&MA Branch and/or site field 
office for review or resolution. 

 If the response to the hazard report is still not satisfactory, LJT can report the hazard 
through NASA’s Safety Reporting System. NASA’s Safety Reporting System reports 
hazards to these organizations if necessary 

 If any employee feels that local or institutional paths for reporting incidents do not 
adequately address a significant safety concern, the perceived hazard can also be reported 
to OSHA by calling 1-800-321-OSHA. 

3.6.2 Reporting Close Calls 
A “close call” is an occurrence in which there is no injury, or property damage, but which could 
have resulted in a mishap. We do not classify these occurrences as mishaps, but as potentially 
significant indicators of undesirable conditions in the work environment. 
LJT reports close calls using a WICC II site Close Call form or by notifying the WICC Helpdesk 
and reporting the issue as a safety concern. Employees can report close calls anonymously and 
are not subject to reprisal for reporting hazardous conditions in their workspaces. 
The completed Close call forms are then faxed or emailed to the SHE Technician or LJT SHE 
Manager. 
The LJT SHE Manager has the formal responsibility for logging all reported close calls into IRIS 
and tracking to closure. We report the close call to a facility or line manager for investigation and 
finalization of a corrective action plan. A response including the closure plan is provided to the 
employee who reported the close call/hazard if it was not reported anonymously.  
The LJT SHE Manager maintains an internal tracking system of all close calls and reviews those 
reported for imminent hazards. We take all appropriate action to ensure the safety and health of 
employees and facilities. The SHE Technician and the Area Safety Representative tracks and 
expedites the report to closure.  
If the close call possesses a high severity potential, a formal investigation may be required. 

3.6.3 Responsibilities 
LJT employees and management each have specific responsibilities associated with reporting of 
hazards, shown in Table 6 (next page). 





 

 

 

Safety, Health and Environmental Plan WICCII-ALL-00.01.00.000-A          30 April 1, 2014 
LJT Proprietary 

When Printed, Check With Documentation Facilitator To Verify This Is The Correct Version Prior To Use. 

4 Mishap Investigation and Record Analysis 
Team LJT’s process for reporting and investigating mishaps, incidents, and work-related injuries 
and illnesses that occur on the WICC II contract use the following guidelines: 

 NPR 8621.1B, NASA Procedural Requirements for Mishap Reporting, Investigating, and 
Recordkeeping and Code of Federal Regulations 1904.7 

 NPR 8715.3C, NASA General Safety Program Requirements 
Incident reporting is the first step in the process of identifying the chain of events leading up to an 
accident involving personal injury or property loss. Investigation and corrective action are required 
to prevent recurrence of the same or similar event(s). LJT follows NASA reporting requirements, 
which cover three distinct types of HSE occurrences: 

Type A-D Mishap. A mishap is an unplanned occurrence or event that as a minimum results 
in injury or illness to personnel, a lost workday, injury to a visitor or member of the public; 
damage to equipment or property equal to or greater than $1,000, or mission failure. 
Incident. A mishap consisting of personal injury or illness that does not result in a lost 
workday, but is more than first-aid severity, and/or property damage equal to or greater than 
$1,000, but less than $25,000. Any employee that is involved in an incident that results in a 
recordable injury or greater shall be tested for the presence of drugs and alcohol by a certified 
party at the time of reporting or treatment.  
Close Call. A situation or occurrence with no injury, no damage or only minor damage (less 
than $1,000), but that possesses the potential to cause any type mishap, or any injury, damage, 
or negative mission impact. A close call is not a mishap. 

LJT policy states that any employee who observes a SHE concern must promptly report it in 
writing, using the Incident Report form, to the SHE Manager. If the Incident Report Form is 
unavailable, other means such as email or text message can be utilized to create the initial report 
of the concern. The Incident Report Form shall still be completed once a copy is made available 
and submitted to the Safety Program Office. For work performed on this contract, all mishaps, 
incidents, and close calls must be immediately so reported, regardless of location.  
LJT classifies mishaps as Type A-D, and enters them in the NASA IRIS database. All close calls 
and safety incidents are also entered into the NASA Incident Reporting Information System (IRIS) 
database to establish data for tracking and trending by WICC II and NASA. 
LJT coordinates with LJT Corporate Headquarters in the event of any of the following: 

 Work-related injuries that require treatment beyond first-aid. 
 Work-related fatality or serious injury/illness that requires hospitalization for other than 

observation to an employee 
 Work-related fatality or serious injury/illness to a non-LJT employee occurring at a 

facility owned, leased, or operated by LJT 
 Any SHE incident that is likely to generate significant adverse publicity for LJT 

4.1 Mishap Investigation and Reporting 
The SHE Manager (or other qualified person) is responsible for investigating and implementing 
appropriate corrective actions for all reported mishaps. The SHE Manager forwards a written 
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response to the employee reporting the issue (if known) if the employee has not already corrected 
the issue at the time of the report. The response includes the corrective action taken and an 
estimated time for action completion. We retain the original document from the reporting 
employee and the response for a minimum of one year. 
The mishap investigation process, as outlined in NPR 8621.1B, includes the following: 

 Conduct investigation immediately after an accident occurs. If a full investigation is not 
complete during the required reporting schedule, LJT conducts a preliminary 
investigation prior to the final investigation. Forward the results of this investigation to 
the LJT SHE Manager as soon as practical. 

 An initial investigation is required for all mishaps that are Type A, B, C or D. LJT shares 
the responsibility to perform collateral investigations, should NASA choose to conduct 
their own investigation. However, investigations conducted by NASA take priority with 
regard to access to evidence, data, and witnesses. 

 Managers, supported by the SHE Technician and the SHE Manager, investigate all other 
mishaps, including lost time and medical treatment cases. 

 After the appropriate Manager completes his/her investigation of the mishap and, when 
appropriate, develops a plan of corrective action, the Manager reports to the SHE 
Manager to complete the required information into the IRIS database.  The SHE Manager 
will submit the available investigation information into IRIS within 24 hours of the 
mishap. All incident investigation information will be entered into IRIS for permanent 
recordkeeping. 

 The goal of the incidents/accidents investigation team is to determine facts, identify 
causes, and develop corrective actions. 

 Make recommendations for corrective and preventive actions after the causes are 
determined. Recommendations include the action(s) to be taken to prevent the mishap 
from reoccurring. 

 As appropriate, the SHE Manager submits a lessons learned report to the NASA safety 
center office for inclusion in the NASA Lessons Learned Information System (LLIS) 
database. 

4.1.1 Purpose 
The purpose of defining the incident reporting and investigation process is to provide the LJT team 
with guidelines for the reporting of mishaps that resulted in injury, illness, or property damage. 
Guidelines follow those established by NPR 8621.1B, NASA Procedural Requirements for Mishap 
and Close Call Reporting, Investigating, and Recordkeeping.  
We identify site-specific reporting and investigation coordination requirements and establish 
procedures for all WICC II locations on LJT or third-party property. Reporting is mandatory to 
ensure that: 

 We identify causes and initiate corrective action to prevent a recurrence. 
 LJT strives to abate all hazards prior to a mishap or close call. 
 We meet all NASA and OSHA reporting and record keeping requirements. 
 Meeting Insurance notification requirements. 
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4.1.2 General Requirements for Mishaps 
Employees shall immediately report all mishaps to their manager or site lead and the LJT SHE 
Manager (after emergency procedures) regardless of apparent degree of severity or injury. The 
LJT SHE Manager will initiate a report in the NASA Incident Reporting Information System 
(IRIS) database. Mishaps that occur at WFF facilities have additional reporting requirements (refer 
to NPR 8715.3.C). 
Our SHE Manager is responsible for notifying the Corporate Human Resources Manager 
immediately concerning: 

 Any accident that results in a serious injury/illness or death to a LJT employee. Serious 
injuries or illnesses are those that are defined as (at minimum) OSHA recordable or 
generate a medical expense as a result of treatment or precautionary examinations.  

 Any damage to contract property where the cost to repair or replace the damaged property 
is more than $1,000 

 Any accident involving damage to a contractor-owned or leased vehicle 

4.1.3 LJT Reporting Requirements for Mishaps 
For reporting mishaps that occur at WFF, we follow the procedures outlined in Figure 8. For 
mishaps that occur on contractor or third-party property, in addition to these procedures, we 
immediately report mishaps to the site’s management or safety personnel. Where LJT personnel 
are in an onsite resident role, we use site specific reporting procedures to augment these 
procedures, which we pre-coordinate with the site’s safety representative and provide to affected 
LJT personnel.  

The LJT SHE Manager notifies the NASA Safety and Mission Assurance Branch as soon as 
possible after a mishap or incident. The SHE Manager then initiates an incident report within the 
IRIS database within 24 hours of the occurrence. If information is incomplete at that time, LJT 
submits an initial report to meet the deadline, with a final Mishap Report following as soon as 

 
Figure 8.  Mishap Reporting.   LJT uses a process that is well established at WFF for reporting mishaps 
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possible (but not more than 10 days). We distribute copies of the report to the appropriate personnel 
as required. Immediate responsibilities for personnel who are first on the scene of a mishap are as 
follows: 

 Call 911 and report the mishap (if appropriate) 
 If possible and trained, render assistance to victims, and attempt to limit further injury and 

property/equipment damage 
 If possible and until relieved by competent authority, secure the scene of mishap against 

action that could impair investigation 
 Obtain names and addresses of witnesses 
 Obtain all information necessary to complete required reporting forms 

Managers, who receive a clinical report of an occupational injury or illness on one of their 
employees may also transfer the information using the NASA Incident Reporting System (IRIS) 
or by forwarding the report to a safety representative. 

4.1.4 Investigating Mishaps 
For investigating mishaps that occur at WFF, we follow the procedures outlined below. For 
mishaps that occur on LJT or third-party property, in addition to the given procedures, we 
coordinate mishap investigations with the site’s management or safety personnel. LJT members 
fully cooperate with the site in performing investigations. Where LJT Team personnel are in an 
onsite resident role, we pre-coordinate site specific investigating procedures to augment the given 
procedures, with the site’s safety representative and provide to affected employees. We report to 
NASA Safety, Health, and Environmental Incidents, Mishaps, and Close Calls. 
A WFF-appointed mishap investigation board investigates mishaps that are Type A or Type B, or 
close calls that could have been mishaps of Type A or Type B. The LJT SHE Manager performs 
collateral investigations, but NASA investigations take priority with regard to access to evidence, 
data, and witnesses. 
The LJT SHE Manager/ WICC II Program Manager have the opportunity to comment on the 
investigation report in accordance with NASA protocols.  
LJT Managers investigate Type C mishaps, incidents, first aid cases, and close calls, supported by 
the SHE Manager and consistent with guidelines presented in NPR 8715.3C, and NPR 8621.1. 
After the Manager completes his/her investigation with the support of the SHE Technician and 
develops a plan of corrective action, he/she reports this to the SHE Manager which in turn submits 
the required information to the S&MA within 15 working days of the mishap.  
If more than 15 days is required to perform the investigation, LJT immediately notifies S&MA 
and requests an extension.  
LJT implements corrective action through coordination with the SHE Team and the WFF S&MA 
Office via the following tools and capabilities. 

4.1.4.1 Public releases of information 
The NASA Director of Public Affairs is the only person allowed to coordinate releases of 
information to the news media. 
Refer news media to the NASA Public Affairs office for information regarding a mishap or close 
call. 
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4.1.4.2 Lessons Learned 
Attach any lessons learned from the mishap or close call investigation to the final report sent to 
S&MA and enter into the NASA Lessons Learned system on the Internet.  
Share this information with other WFF employees and organizations that might benefit from the 
report. 

4.1.5 Responsibilities 
Table 7 (next page) shows LJT employees and management personnel responsibilities associated 
with the reporting and investigation of mishaps. 

4.2 Trend Analysis 
LJT uses an SHE metrics system, which consists of six primary and 15 supplemental metrics (e.g. 
Injury Frequency, Injury Severity, Loss Severity by type, etc.). LJT will use SeeSOR to provide 
electronic storage, tracking and trend analysis of key safety metrics in coordination with the 
Quality Assurance Manager. This metrics system provides the LJT SHE Team with tools to use to 
chart individual safety and health performance. The system includes a mechanism for setting 
annual goals, and utilizes charts and reports for better understanding of the factors that affect SHE 
performance. The LJT metrics system includes all information necessary to satisfy the OSHA 
reporting requirements in 29 CFR 1904. 
LJT provides the following reports in support of WFF-wide trend analysis performed by the 
Government schedule: 

4.2.1 Accident/Incident Summary Report   
We describe all new and open mishaps, including vehicle accidents, incidents, injuries, fires, and 
any close calls in summary form along with status. This report is available on a monthly basis; the 
due date is the 10th day of the month following each month reported. We also include negative 
reports, on a monthly basis, delivered to the WFF Safety Office. 
The LJT SHE Manager submits a mishap/incident summary report to the WICC II Program 
Manager and NASA S&MA. The report consists of the OSHA Statistical Information of the WICC 
II Contract. LJT describes in summary form all new and open mishaps, including the status of 
vehicle mishaps, incidents, injuries, fire, and close calls. This information assists LJT and NASA 
in measuring incident, mishap, close call, and audit findings occurring on the WICC II contract. 

4.2.2 Incident Rate Report 
Incident rates assist in identifying problems in the workplace, or progress that has resulted from 
preventing work-related injuries and illnesses through established HSE programs. Constant 
measurement of SHE performance provides detailed information for addressing areas of 
improvement and opportunity. With this data, LJT is able to establish priorities for preventing 
injuries and illnesses. 
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4.2.3 Log of Occupational Injuries and Illnesses 
The Occupational Safety and Health Act requires employers to report (within 8 hours to OSHA) 
any accident that involves a death, or the in-patient hospitalization of three or more employees, 
and to maintain certain records regarding work-related injuries and illnesses. 
LJT maintains an OSHA Form 300, Log and Summary of Occupational Injuries and Illnesses, for 
each contract location. We record each recordable injury or illness (as defined on the Form 300) 
on the log within 6 working days after learning of its occurrence. LJT develops an annual summary 
based on the information contained in the log for each establishment.  
We complete the Annual summary at the conclusion of the calendar year and post it in a place 
where all employees are likely to see it (such as the WFF LJT web page and office bulletin boards). 
This posting requirement applies even if no recordable injuries occurred for the subject calendar 
year. We post the summary no later than February 1, and it remains in place until April 30. After 
that date, we retain the log and summary, and OSHA Form 301 (or its equivalent) on the premises 
for 5 years. 
For each establishment on and off NASA property that performs work on the WICC II Contract, 
LJT delivers to the Government a copy of its annual summary of occupational injuries and illnesses 
(or equivalent). We compile data and report by calendar year, providing to the Government within 
45 days after the end of the year reported (i.e., no later than February 15 of the following year). 
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5 Hazard Prevention and Control 
LJT eliminates or controls hazards identified during inspections, hazard analyses, operational 
readiness inspections, facilities analyses, and/or job safety analyses to prevent injury. The Safety 
Representatives enter findings that are the result of inspections performed into the WFF LJT sites’ 
hazard tracking system. We capture this data for trending, tracking to closure, and employee 
awareness.  
To prevent mishaps and injuries, LJT also studies existing or developing trends in close calls, 
mishaps, and inspection findings. LJT uses this information to analyze trends and identify required 
corrective action. 
As stated in earlier paragraphs, we maintain all findings from inspections, close call reports, and 
mishap investigations and analyze the findings to discover underlying trends. Our SHE Team 
provides tailored reports for all mishap data to include first aid, lost time, medical treatment, OSHA 
record injuries/illnesses, property damage, hazard-tracking information, and submitted close calls. 
We present the trending information to the Contract Safety Committee, Program Managers, and 
employees monthly. NASA has insight to this data through contract status reporting. We further 
analyze this information to identify specific areas, facilities, organizations, etc., that identify 
negative or adverse trends, and the underlying root causes contributing to the trend. Corrective 
actions taken to minimize or reverse the undesired trend include hardware and/or procedure 
modifications and revised or revisited training. We present the proposed course of action to the 
Safety Committee, and a recommendation carried forward to the WICC II Program Manager and 
staff for review and action. We report this information on an online dashboard, available to key 
management and NASA personnel. 
LJT proactively identifies and analyzes hazards, and implements effective controls to prevent an 
injury and/or property damage. We base the selection of these controls on the hazard reduction 
precedence described in section 3.3. 

5.1 Appropriate Controls 
LJT determines corrective actions according to the established hazard reduction guidelines. 

5.1.1 Design to Eliminate the Hazard 
Design or substitution of a less hazardous material will first eliminate hazards, if possible. Damage 
control, containment, and isolation of potential hazards is a consideration in the design phase, 
where possible, and throughout the life of the system. 

5.1.2 Provide Safety Devices 
We reduce hazards through design with appropriate safety devices as part of the system, 
subsystem, equipment, facility, or operations. 

5.1.3 Provide Cautions and Warnings 
Where it is not possible to preclude the existence or occurrence of a known hazard, we employ 
devices to detect hazardous conditions and generate an adequate warning signal. 

5.1.4 Special Procedures 
LJT uses administrative controls, such as special work procedures, training, barriers, and signs, if 
we cannot reduce the magnitude of existing or potential hazards through the design or use of safety 
and warning devices. 
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5.1.5 Personal Protective Equipment (PPE) 
LJT uses PPE in conjunction with administrative controls to mitigate risk and hazard exposure, 
when we are unable to engineer a process or condition concerning a potential hazard. 

5.1.6 Hazard Control Design Criteria 
 Handling of Hazardous Materials is by direction of the WFF NASA Environmental Office.  
 Safety design requirements based on sound engineering practices and safety design 

principles for a particular system 
 Materials selected to serve the need while having the least amount of risk 
 Hazardous substances, components, and operations isolated from personnel and 

incompatible materials 
 Equipment located so that access during operations, servicing, maintenance, or repair 

minimizes personnel exposure to hazards such as electrical, toxic substances, radiation, and 
sharp injury-producing surfaces 

 Control or minimize environmental conditions such as temperature, pressure, noise, 
toxicity, acceleration, or vibration  

 Designs incorporate displays, controls, and operating procedures that minimize risk for 
human error 

 Use alternate approaches to minimize risk, such as interlocks, redundancy, fire suppression, 
protective clothing and equipment, devices, and procedures 

 Protect power sources, controls, and critical components by physical separation or 
shielding 

 Minimize the severity of personnel injury or damage to equipment in the event of a mishap 
 Design software-controlled or monitored functions to minimize hazards resulting from 

software malfunctions 
LJT re-evaluates the project, facility, or equipment after we select controls and use design 
measures to eliminate hazards. We reassess the hazard assuming that proposed controls are 
eliminated. If any new hazards arise from the assessment, we evaluate and implement controls to 
prevent occurrence. We consider all phases of the operation, such as test, startup, operation, 
maintenance, and disposal.  
The implementation of effective controls involves a coordination effort between Team LJT, 
emergency authorities, and field site Environmental Compliance office or representative. Specific 
services required to respond to a particular emergency are coordinated through these entities. We 
present to their management specific hazards that may affect these organizations for control 
approval and acceptance. 

5.1.7 Hazardous Operations 
We define a hazardous operation as a job that involves hazardous materials, conditions, or 
equipment that requires special precautions to prevent injury or property damage. We achieve 
safety of operations through incorporating safety requirements and controls into test plans and 
procedures, advanced planning for contingency and emergency situations, pre-task briefings, 
safety surveillance and exposure assessments during hazardous operations, and post task critiques. 
Hazardous operations require greater attention of LJT managers and safety personnel to ensure 
safe operations. Prior to assigning personnel to tasks that involve hazardous operations, LJT 
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develops procedures approved by management, trains and certifies employees, and completes all 
permit requirements. LJT Managers are responsible for identifying any hazardous operations not 
previously identified and ensuring that employees receive the proper training and follow 
procedures. NASA has access on request to any hazardous operations procedure or related 
implementation data to verify implementation.  
Certain operations or projects on WICC II may require personnel to work in or around various 
hazardous operations involving high pressure systems and other ground support equipment at 
WFF. LJT follows all ground safety requirements established in RSM-2002 Range Safety Manual 
for Goddard Space Flight Center Wallops Flight Facility. Certain operations require the utilization 
of Operations Safety Supervisors (OSS). As defined by NASA S&MA (Ground Safety), LJT will 
ensure that any OSS’s supporting operations that require an OSS are properly trained and certified 
as defined in 800-PG-8715.0.4 “Certification Procedures for Operations Safety Supervisor at 
Wallops Flight Facility (WFF)”. 
If previous uncontrolled hazardous conditions exist, we stop operations until hazard controls are 
in place. All managers and employees have the authority and responsibility to stop work when 
hazardous conditions occur. Once we initiate a stop-work order, the Area Manager and safety 
representative must approve the return to operations. 

5.1.7.1 Identification of Hazardous Operations  
To determine if a given job task or process is considered a hazardous operation, you may refer to 
NPR 8715.3C as a guide. Our SHE Manager develops and maintains a list of all potentially 
hazardous operations that impact LJT contracts.  
WICC II program management and S&MA office jointly decide which operations are hazardous, 
with WFF serving as the final authority. After WICC II Contract operations commence, our SHE 
Team develops a reasonable schedule to create written hazardous operations procedures with 
particular emphasis on the job safety steps required. We implement the hazardous operations 
procedures and enforce by line management. NASA has access on request to data necessary to 
verify implementation.  
Area managers, assisted by the LJT SHE Team, access and analyze all potentially hazardous 
operations to determine risk to personnel, equipment, and facilities. Where a serious degree of risk 
dictates, personnel always work in pairs. Managers ensure compliance with applicable 
requirements, including all required permits. Managers take extra care to recognize and respond 
to dangerous situations when employees work in hazardous areas that are new to them, or are 
working near public access areas. 

5.1.8 Written Procedures 
Our written procedures describe the process for identification of methods to ensure that the relevant 
hazardous situations and proper controls are identified in documentation such as inspection 
procedures, test procedures, etc., and other related information. We include information for all 
hazardous operations, including testing, maintenance, repairs, and handling of hazardous materials 
and hazardous waste in the written procedures. LJT develops procedures in a format suitable for 
use as safety documentation (such as a safety manual) and are readily available to personnel as 
required to perform their duties.  

Hazardous Operations Procedures or a hazardous operating permit  
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These written procedures include the following steps: 
 Ensure safety and health of personnel 
 Provide applicable cautions and warning statements 
 Specify actions to bring an emergency situation under control 
 Return the system(s) to nearest possible safe condition 
 Identify applicable Personal Protective Equipment (PPE) 

Areas of concern marked conspicuously on the title page to alert operators that strict adherence 
to the procedural steps and the safety and health precautions is required 
LJT SHE Manager approves all WICC II determined hazardous operations. Deviations or 
changes to the operations require approval and signature by the same authorities. 
The LJT SHE Team or manager responsible for oversight of the hazardous operations will ensure 
that WFF LJT Ground Safety Group has developed and approved any ground safety plans 
required for any hazardous operations required as defined in the WFF Range Safety Manual.  
The SHE Manager reviews and updates procedures on an annual basis, with support from the 
S&MA office. 
Managers ensure implementation of and compliance with hazardous operations procedures. 
Managers approve all testing, maintenance, repair, and handling of hazardous materials or waste 
hazardous operations procedures.  

5.1.8.1 Personnel Certification 
Line managers ensure the certification of employees who perform or control hazardous operations 
including the use and transport of hazardous material to ensure that the individuals possess the 
necessary knowledge, skill, judgment, and physical ability to do the job in a safe and healthful 
manner. The SHE Manager supports the area manager in identification of training requirements 
based on the identified hazardous operations. LJT employees are required to undertake a written 
test, and receive documented certification. LJT personnel are trained in the hazards to which they 
may be exposed as well as trained and certified in the test operating procedures, test emergency 
procedures, safety requirements, individual tasks, and personnel involved in hazardous operations. 

5.1.8.2 Notification 
All facilities containing hazardous operations receive appropriate signage to alert all personnel of 
that hazard. Line managers ensure notification of all employees in the affected facility. For 
example, individual systems, such as electrical, use the Lock Out / Tag Out procedures to ensure 
no one is exposed to electrical shock.  

5.1.8.3 Space Systems and Test Safety 
This paragraph addresses employees who may participate in operations that include testing 
activities at WFF and WFF Field Sites or are involved in tests at other locations including those 
with WFF equipment.  
LJT personnel involved in an operations that involves a test participate in test readiness reviews, 
pre-test briefings, pre-test checkout, dry runs, simulated emergency drills unique to the specific 
test, and post-test debriefing as required ensuring full knowledge of the test hazards, procedures, 
and full integration in the test team. 
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5.1.9 Personal Protective Equipment (PPE) 
PPE includes devices and clothing used for the protection or safety of an individual while in 
potentially hazardous areas or performing potentially hazardous operations. 

5.1.9.1 Policy 
As stated previously within this document, LJT’s preferred method for hazard or risk mitigation is 
to engineer the hazard out of the process. If the hazard cannot be engineered out of the process 
then administrative processes shall be put into place to minimize the risk to employees. If 
administrative process cannot fully mitigate the hazard then PPE will be evaluated and 
implemented. LJT provides PPE appropriate to the task to reduce the chances of an employee 
getting seriously injured during an incident. Our Managers, supported by the LJT SHE Team, 
assess the workplace to identify potential hazards and hazardous operations that necessitate the 
use of PPE and provide direction to employees on PPE required for all hazardous operations. 
Managers ensure that employees receive training in the proper selection, use and limitations, 
inspection and maintenance of required PPE. Each area, through its Manager, is responsible for 
identifying and obtaining the correct protective equipment, while enforcing its use. We do not use 
defective or damaged PPE. 

5.1.9.2  Responsibilities  
LJT employees and management each have specific responsibilities associated with the use of 
PPE, shown in Table 8.  

5.1.9.3 General Requirements for Personal Protective Equipment 
Hazard Assessment - OSHA regulation 29 CFR 1910.132 requires an assessment of each work 
place to determine if hazards are present, or likely to be present, for which we require the use of 
PPE. LJT uses the Sample Format for Job Hazard Assessments to Support Personal Protective 
Equipment Selection (see Appendix D). 
We certify this assessment by including the name of the facility evaluated, date of the assessment, 
and name of the person performing the assessment. We base the selection of PPE on the results of 
the hazard assessment performed by the Manager, and supported by the SHE Team and 
occupational health representatives. 
Training – We train each employee who is required to use PPE and require employees to 
demonstrate the ability to use PPE. Training includes:  

 Determining when PPE is necessary 
 What specific PPE is necessary, how to don, doff, adjust, and wear PPE, limitations of 

the PPE, and proper care, maintenance, useful life, and disposal 
Training is required upon initial hire, when changes in the work place or types of PPE used render 
previous training obsolete, or if inadequacies in an employee's knowledge or use of assigned PPE 
indicate that the employee has not retained the requisite understanding or skill. 
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1910.1001 or 29 CFR 1926.1101. Management, supported by the SHE Team, identifies operations 
with potential asbestos exposures and identifies specific site requirements. We train our employees 
to identify and avoid disturbing asbestos containing materials. Those employees that are required 
to disturb asbestos containing materials for sampling purposes only and the work has the potential 
to generate friable asbestos fibers shall be trained in proper abatement/encapsulation and proper 
PPE use in accordance with OSHA 1910.1001or OSHA 1926.1101. Suspect materials shall be 
tested to confirm the presence of asbestos containing materials by certified testing procedures and 
facilities. Materials that are confirmed (positive test results) to contain asbestos shall be properly 
identified and either left undisturbed or abated by trained and certified abatement subcontractors. 
Prohibited Activities - Employees involved in various operations could potentially disturb 
Asbestos Containing Materials and create an employee exposure risk without proper training, 
procedures, and permits. To ensure that this does not occur, we prohibit LJT employees from 
performing the following without prior approval of management, all required site permits, and 
approved plans:  

 Cutting or drilling holes in the ceiling or any potential other Asbestos Containing Material 
 Installing hangers, fasteners, drapes, or dividers in such a manner that they will damage 

Asbestos Containing Material 
 Sanding or grinding any Asbestos Containing Material 
 Moving of equipment or furniture, which could damage floor tiles 
 Damaging pipe or mechanical systems insulation that might contain asbestos 

Training – We notify employees who work in any buildings that contain asbestos of its presence 
and given procedures to follow if a suspected asbestos release occurs in the area. Employees that 
are required to disturb asbestos containing materials shall be trained in the identification and proper 
abatement methods defined by the United States Environmental Protection Agency (EPA) and the 
Occupational Safety and Health Administration (OSHA) requirements or a properly certified 
vendor shall be solicited for proper material abatement and disposal. 

5.1.10.2 Operations Involving Exposure to Toxic or Unhealthful Materials  
When new operations are considered, we review applicable task information, such as procedures, 
equipment manuals, and Safety Data Sheets (SDS) to identify potentially toxic or unhealthful 
materials that may be involved. If such hazards are discovered, LJT notifies the site Occupational 
Health Office (NASA or field site) prior to initiation of any such procedures.  
Contract operations comply with site requirements for handling toxic or hazardous materials. 
Management and occupational health are involved in the development of effective controls for the 
process to ensure that employee health is not compromised or jeopardized. Specific policies are 
already in place for controlling specific health hazards and are contained in this SHE Plan. A listing 
of these procedures is as follows: 

 Hearing Conservation and Noise 
Control  

 Laser Safety Procedure  
 Radiation Protection  
 Blood borne Pathogens  
 Cryogens  

 Hypergolic Fuels 
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5.1.10.3 Operations Involving Hazardous Waste 
For hazardous waste generated on this contract, LJT personnel are responsible for the following: 

 Participation in annual hazardous waste training. 
 Performing hazardous waste determinations on all waste streams 
 Ensuring that hazardous wastes accumulate in compatible containers and are prepared for 

shipment in appropriate containers. 
 Completing proper documentation for miscellaneous Hazardous Wastes disposal 
 Notifying site Environmental Office, ESO, to obtain pickup service when quantity of wastes 

in the satellite accumulation equals 45 gallons, if available or arranging for commercial 
service for offsite projects when required. 

 Ensuring that a  Safety Data Sheet is available for each pure chemical or unaltered product 
 Designating a (satellite) area for accumulation of up to 45 gallons of hazardous waste and 

for designating a Point of Contact to be responsible for the area. 
 Ensure proper labeling is on each container. 

At WFF, WICC II is responsible for hazardous waste identification, satellite area accumulation 
and to provide proper notification when the accumulated waste is prepared for pickup and disposal.  
WICC II Environmental Office or approved vendor is responsible for transportation, storage, and 
disposal of wastes according to all state and federal regulations. Disposal of hazardous wastes at 
offsite locations will be coordinated with the management of the site or scheduled with an 
approved vendor. 

5.1.11 Interface with WFF Environmental and Occupational Health Offices 
Prior to any hazardous waste generation onsite, we notify the NASA or site Environmental 
Services Office for an evaluation of the proper controls. Should there be subsequent new or 
modified hazardous waste operations, we notify the NASA Environmental office prior to these 
initiations. Prior to any handling of toxic materials onsite, LJT notifies the S&MA Group and WFF 
or site Occupational Health Office for an evaluation of the proper controls. 

5.1.12 Waste Management  
This procedure provides instructions for identifying and controlling hazardous waste for employee 
and community safety, as well as complying with environmental laws and regulations. NASA 
WFF is responsible for the transportation, storage, and disposal of waste generated on-site. LJT 
personnel are responsible for properly storing materials in containers, labeling those containers, 
inspecting satellite accumulation points, and abiding by WFF ’s requirements for the notification, 
generation, and handling of hazardous waste on site and at all contract locations. LJT observes 
field site standards, but we will not accept standards inferior to those imposed at WFF.  

5.1.12.1 Operations Involving New or Modified/Emissions/Discharges to the Environment 
LJT scrutinizes all contract operations for potential impact to the environment. LJT accomplishes 
this through the implementation of established procedures.  
We require Managers to notify the SHE Team and the Environmental Group of all waste streams 
and the processes from which they emanate. The procedure requires the requester of hazardous 
materials or devices to route the request to the LJT SHE Manager before implementing the material 
request. The LJT SHE Manager reviews a Notice of Hazardous Material and determines the 
potential environmental impact of the materials used and if permitting is required. The LJT SHE 
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Manager notifies the WFF Environmental office of any changes in waste streams or emissions that 
may potentially impact and permits or regulations currently in place. 
Hazardous materials are scrutinized for environmental impact and managed to maintain the lowest 
possible quantity, and for substitution of non-hazardous or less hazardous materials for hazardous 
materials. LJT implements proper hazardous materials handling, to include quantity minimization, 
storage segregation, and waste segregation and handling requirement. When we identify operations 
requiring permitting, we allow sufficient lead time for processing permits through the appropriate 
state and or federal environmental protection agency due to the length of time necessary for the 
processing of such permits. Existing procedures and their applicability to this section are as 
follows:  
Chemical Hygiene Plan and Laboratory Safety Program - addresses proper hazardous material 
handling and storage where applicable. The Environmental Office of WICC II shall have an 
approved specific chemical hygiene plan and laboratory safety program in place to ensure safe 
operations while conducting testing, assessments, or handling of potentially hazardous materials. 
Hazard Communications and Hazardous Material Control - requires managers to notify the 
SHE Team and potentially impacted employees of all waste streams (and the processes from which 
they emanate), and changes in processes that would increase the volume of toxicity of wastes 
generated.  
Change Analysis - establishes evaluation and review of all new or modified projects or procedures 
to identify any potential impacts and alternatives that may minimize environmental effects or 
permit requirements.  
Water Quality and Permit Compliance - establishes procedures to ensure compliance with the 
applicable provisions of the federal Water Pollution Control Act. All projects and modifications 
to existing facilities or operations are analyzed to determine potential changes to water discharges. 
In the event a process increases the discharge amounts, the proper regulatory agency to ensure 
permits requirements are met.  
Air Quality and Permit Compliance - implements applicable provisions of the federal Clean Air 
Act and state or local air pollution control laws and regulations, including permitting of stationary 
sources of air pollution associated with manufacturing operations, laboratories, field activities, and 
office buildings.  
If any process onsite at WFF requires Environment Protection Agency or other permits, we will 
notify the WFF Environmental Services Office. The WFF Environmental Office is shall obtain 
and maintain all permits and LJT shall abide by the requirements and conditions of those permits. 

5.1.12.2 Pollution Prevention/Waste Minimization 
The EPA and many states identify pollution prevention as their first priority in combating 
environmental releases and reducing waste generation. Pollution prevention refers to a broad array 
of methods to reduce or eliminate the volumes and/or toxicity of pollutants in wastes or released 
to the environment. The pollution prevention program ensures that the Safety and Health Plan goes 
beyond mere regulatory requirements. The pollution prevention program is implemented in 
conjunction with Safety and Health auditing, training, and reporting policies and is subject to all 
tracking and disciplinary provisions of the program. Contract operations are compliant with 
requirements of NPR 8553.1A, NPR 8570.1, Energy Efficiency and Water Conservation with 
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Change 1 and NPR 8580.1, Implementing the National Environmental Policy Act and Executive 
Order 12114. The LJT Pollution Prevention Program will coordinate with the WFF Environmental 
Office. 

5.1.12.3 Affirmative Procurement   
LJT ensures that all products purchased for use at WFF meets the requirements of the Bio-preferred 
Program established by Executive order 13514. LJT’s Safety Team works closely with the logistics 
and environmental teams to determine the applicability and suitability of bio-based products for 
use on all contracts.   

5.2 Facilities Baseline Documentation 
We analyze contract facilities to determine if facilities baseline documentation is required for these 
sites. LJT maintains a list of those contract occupied facilities at WFF and other contract locations 
that require such documentation. This requirement ensures that we develop, validate, and maintain 
a set of baseline documentation for critical, complex, or hazardous facilities. Employees support 
this process by providing documentation of procedures, analyses, etc. as defined in NPR 8590.1, 
NASA Environmental Compliance and Restoration (ECR) Program. This documentation includes 
the following: 

 Configuration control documentation including current facility drawings, equipment 
drawings, functional schematics, block drawings, and nonmetallic surveys 

 General operating procedures that contain basic policies, describes the facility organization 
and responsibility, and procedures for collecting and maintaining baseline documentation 

 Safety requirements and procedures that include emergency planning, certification of 
pressure systems and lifting equipment, calibration, testing involving human subjects, 
operations performed in vacuum or oxygen-enriched environments, and operations involving 
hazardous materials 

 Detailed procedures that describe system and machinery operations 
 Hazard analyses for the facility, equipment, and systems, which will be approved by S&MA 
 Failure Modes and Effects Analyses for systems and subsystems that are critical systems 
 Documented inspections 
 Training documentation for personnel who are qualified to operate systems and equipment 
 Preventive maintenance documentation for all critical systems and equipment 
 Records generated from operational readiness inspections, test readiness reviews, approval 

of variances, pressure systems certifications, etc. 

5.3 Preventive Maintenance 
LJT recognizes preventive maintenance as a critical element in preventing injury and continuance 
of safe and healthy operations. We establish a preventive maintenance program for facilities, 
critical safety and health equipment, and equipment which creates potential exposure to injury or 
property damage. Equipment or facilities needing service are identified and appropriate schedules 
are developed in accordance with manufacturer instructions, lessons learned from known 
performance history and known environmental exposures. LJT trains employees on the proper 
performance of preventive maintenance at the required intervals through detailed procedures and 
on-the-job observation. 
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5.3.1 General 
The equipment, systems, or facilities that require preventive maintenance have established 
procedures to provide for required preventive maintenance and maintenance tracking. WICC II 
employees perform maintenance and repair of equipment, such as lighting, structures, air 
conditioners, heaters, plumbing, and office furniture that are the responsibility of the WICC II 
contract. It is not the responsibility of WICC II employees to perform maintenance on copiers or 
other equipment in machine shops that are not within the scope of the WICC II contract. Our 
employees are responsible to ensure well maintained equipment and to notify appropriate 
individuals when a requirement for service, maintenance, or repair occurs.  
For equipment, systems and facilities that are the responsibility of the WICC II contract, we 
provide special attention for safety critical systems and equipment that is necessary to protect 
employees and property from potential damage and harm. LJT identifies and tracks all items 
requiring preventive maintenance to ensure timely completion and to identify adverse trends. This 
type of data is also helpful in promoting awareness and providing visibility. LJT reviews and tracks 
the data monthly or more frequently when trends dictate. We track this level of detail through our 
risk management tools and work planning management systems. By focusing on the leading 
indicators provided by our preventative maintenance program and analyzing improved 
performance trends we take a proactive approach to managing the SHE Plan.  
Safety Alerts, Safety Flashes, recalls, etc. that are received from WFF, site, corporate or other 
sources are reviewed by the SHE Manager and appropriate action implemented if it affects WFF 
facilities, equipment and processes. When appropriate, the responsible Manager supported by the 
SHE Team ensures documented communication of all adverse system or equipment experiences. 

5.3.2 Responsibilities 
Maintenance responsibility lies with the individual assigned to that specific area or to each specific 
piece of equipment. We properly train employees assigned to perform maintenance and follow all 
applicable safety procedures such as electrical safety, confined space entry, and Lockout/Tagout 
before maintenance performance. 

5.4 Medical Program 
The SHE Team identifies hazards and risks based on a risk assessment. These findings enable the 
SHE Manager to recommend participation in a medical surveillance program, suggest job 
restrictions, and provide health education based on the results of the assessment. Through the risk 
assessment, the SHE Team implements an exposure control plan that is specific to the hazards 
identified. LJT includes all identified employees in the Medical Surveillance Program who have 
potential exposures to lead or asbestos, and those who are subject to sight and hearing conservation 
programs, respiratory protection programs, or other exposures that require health monitoring due 
to occupational exposures.  
The SHE Team performs annual inspections to ensure the proper level of protection based on 
exposure, and if hazards are introduced into the work environment, or if identified during the 
inspection. 
The SHE Team recommends and implements engineering controls, such as substitution of process 
or materials; local exhaust ventilation; barriers or structures that separate or isolate the workers 
from the exposure; and redesigns the equipment or the process itself. 
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The SHE Team verifies the calibration of equipment used for the program on an annual basis based 
on a method traceable to a recognized authority such as the NIST. 
Records - The SHE Manager maintains all records in accordance with 29 CFR 1910.1020, 1915, 
and 1960, and 40 CFR. We maintain records by automated (soft) records and hard copy records. 
Automated records include the following: 

 Demographic information for the installation 
 Health hazards evaluations 
 Existing health hazard control methods 
 Recommendations for control  
 Status of equipment calibration improvement 
 Hard copy records consist of the following:  
 Analytical laboratory reports 
 Equipment calibration records 
 Survey officer records 

5.4.1 Purpose 
The health and safety of employees is of primary importance. An important part of the contract is 
to ensure that LJT encourages a preventive approach regarding health maintenance and to comply 
with Federal, State, and local requirements. These requirements include monitoring the health of 
those employees exposed to chemical or physical hazards in the workplace. We institute a 
comprehensive health maintenance program, and address the elements necessary for such a 
program. This program is to complement the requirements of NASA Environmental Health 
Program and NPR 1800.1B, NASA Occupational Health Program Procedures. Occupational 
Health Services will provide Medical services at the WFF clinic. The Government does not provide 
emergency medical and evacuation services outside the United States. The WICC II Program 
Manager makes arrangements for Emergency Evacuation when required. The SHE Manager 
provides the Chief, Occupational Health Branch, with the following: 

 A breakdown of the various health examinations required in support of the WICC II contract; 
providing type, frequency, and a roster of affected personnel 

 Applicable physical requirements standards for personnel certification, when or if any are 
identified that are more stringent than the applicable WFF standards 

5.4.2 CPR, First Aid, and Emergency Response  
For emergencies that occur at WFF facilities, employees must use the program (or WFF) on-site 
clinic, and/or call the on-site emergency number. Individuals are not expected or required to 
provide emergency response, such as CPR or First Aid, unless they choose to do so as Good 
Samaritans. We encourage safety representatives, fire wardens, and employees the opportunity to 
attend First Aid/Cardio Pulmonary Resuscitation training on a voluntary basis. We identify Site-
specific procedures for all WICC II sites, including Contractor and third-party sites to ensure 
training for emergency response for that location. We post first aid supplies in facilities where it 
is appropriate due to potential hazards that may exist.  
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5.4.3 Safety and Health Variance 
The need for a variance to a safety requirement results from a situation where standard safety 
precautions and regulations do not permit accomplishment of, or unacceptably delay, a particular 
mission or operation. If departure from a safety requirement results in an unacceptable risk, the 
requesting organization prepares a variance. The WICC II Program Manager approves safety 
variances that are internal to LJT operations. Approval of variances that are Contract task-related 
must be in accordance with the variance policy. We fully coordinate all variances with S&MA. 
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6 Emergency Response 
LJT is committed to proactive emergency preparedness. The LJT Team will provide responsive 
and efficient all hazards, emergency services to Wallops Flight Facility.  To implement this, we 
operate two fire stations staffed with response crews trained and equipped to meet the needs of the 
Wallops Flight Facility mission. The Emergency Services team operates with an approved NFPA 
1500 safety plan. The LJT Team crews at both locations are trained in both Emergency Response 
and the National Incident Management System (NIMS).  All emergency responders will be trained 
on ICS-100 Introduction to the Incident Command System, ICS-200 ICS for Single Resources and 
Initial Action Incidents and ICS-700 National Incident Management System, an Introduction. Our 
Officers are trained to ICS- 300 Intermediate ICS for Expanding Incidents or higher. The senior 
emergency services person responding to an incident will be the incident commander until relieved 
by a competent authority. Additionally, The Project Manager and the O&M Manager certified to 
ICS 400. If the emergency is a law enforcement issue, the LJT team will provide a supporting role. 
All LJT full time emergency response personnel will be trained and hold certifications to the 
following levels:  Fire Fighter II, EMT-B, ARFF and Hazmat Operations. Some full time 
employees will hold higher certifications to include EMT-E, Hazmat Technician, Confined Space 
Rescue, High Angle Rescue, Fire Inspector, and Fire Officer II.  Part-time employees and trainees 
will be certified to Fire Fighter II and EMT-B as a minimum and enrolled in training to meet the 
requirements of a full time emergency responder at WFF. The Emergency Management Officer 
Manager (Fire Chief) will review the staffing plans to ensure that the correct mixes of skills are 
available to respond to all reasonably expected incidents. 
Incident Command Structure (Figure 9). All LJT emergency operations will have an incident 
commander and will utilize NIMS.  The emergency response teams will be trained on the elements 
of the Wallops Emergency Operations Plan. The diagram below shows how the LJT Team would 
organize to respond to an emergency at Wallops Flight Facility. The Incident Commander creates 
sections as needed.  Any section not created remains the Incident Commander’s responsibility.  
The command structure grows as the scope of an incident grows.  The LJT training and resources 
will allow us to establish command and control of nearly any incident at WFF with the flexibility 
to transfer command when appropriate. 

 
Figure 9.   Incident Command Structure (moderately complex event). 
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We develop all emergency procedures using NPR 8715.2, NASA Emergency Preparedness Plan 
Procedural Requirement. Plans and procedures address individual operations and our operating 
procedures contain specific instructions necessary to deal with emergencies to provide rapid 
shutdown and saving of operations for the protection of personnel and equipment. These 
procedures address the following: 

 Means of notification 
 Evacuation routes 
 Emergency and protective equipment locations 
 Supervisor and employee responsibilities during emergencies, disasters, and adverse 

weather conditions. 
All Emergency plans will be based on the four tenants of emergency management: mitigation, 
preparedness, response and recovery. The plans will be tested with an annual Testing, Training & 
Exercise plan. The LJT Fire Chief will work with the NASA emergency preparedness coordinator 
to develop a series of exercises to demonstrate LJT’s and Wallops’ ability to execute the Wallops 
Comprehensive Emergency Management Plan.  Each exercise will be evaluated for strengths and 
weaknesses.  Corrective actions will be developed for the weaknesses.  The exercise plan will be 
submitted each January. 

6.1 General 
LJT reports all fires, medical emergencies, and bomb threats immediately to those in the immediate 
area, emergency services, dial 911 on WFF internal phones, or if calling from a cell phone dial 
757-824-1333 and the SHE Manager from a safe location. The SHE Team is part of the WFF 
Emergency Notification System (ECHO) and receive facility alerts on a continual basis. Those 
alerts that affect WICC II employees or operations are passed on immediately to the responsible 
are a lead to ensure rapid response by all team members. The WFF 911 dispatch is managed by 
the protective services contract.  
We signal the evacuation of the building by voice, fire alarm, or public address system. All work 
area doors are closed as employees exit the building. Employees do not reenter the building until 
the “All Clear” signal is issued. The incident commander or fire officials signal the all clear. 
We evacuate employees from the immediate area where the fire or medical emergency has 
occurred and from adjacent areas endangered by the occurrence.  
When an incident is so severe that it endangers a major portion of the building or involves the 
entire building, we evacuate the facility. Employees proceed at least 200 feet away from the 
building to the designated Emergency Evacuation Assembly Point and remain in this area until 
released by management. 
We post emergency cards listing site specific emergency instructions, emergency telephone 
numbers, and emergency signals throughout work areas. The SHE Manager completes all sections 
of the Emergency Card with site-specific information and post copies of the completed form.  
LJT provides Fire Wardens, alternate fire wardens, and assistant fire wardens for each building at 
WFF in which WICC II employees are located in accordance with the building’s emergency action 
plan. Fire wardens assist facility managers to carry out the building emergency evacuation plan. 
Fire wardens attend training provided by the SHE Team. We will consult the appropriate facility 
operations managers and select LJT employees from each WICC II area/floor to serve as a fire 
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 Exit the building in an orderly manner by the nearest and safest evacuation route and meet 
at designated Emergency Evacuation Assembly Point or safe area using exit route diagrams 
posted in the hallways of WFF facilities 

 Remain in the rendezvous area until an all clear is signaled or a management decision is 
made to leave the area 

LJT assigns a buddy to persons requiring special assistance during evacuation to assist them 
during the procedure. Examples of physical conditions, either temporary or permanent, which 
require assistance include: 

 Use of wheelchair, crutches, or walkers 
 Hearing or visual impairments 
 Pregnancy (second to third trimester) 
 Heart or lung conditions 
 Temporary injuries 
 Other disabilities hindering mobility 

6.5 Fire 
Employees who discover a fire must report or direct another employee to report the fire (including 
the exact location) to emergency services by dialing 911 or if calling from a cell phone dial 757-
824-1333. 
Employees in the vicinity of a fire may attempt to extinguish the fire with available extinguishers 
only if trained to use extinguishers, and only if done safely during, or after, emergency services 
notification. 
All employees not assisting in extinguishing a fire must leave the area by the nearest and safest 
evacuation route in an orderly manner and gather at the designated meeting area. 
Employees must report any smoke or smell of smoke to the emergency number (911) even if no 
fire is apparent.  
All Fire Calls will be responded to with a four person emergency services team to permit the 
initiation of operations in a hazardous area. Our goal is to roll out within 60 seconds and have a 
total response time of 5 minutes. The Fire Officer will establish Incident Command and direct 
Protective Services to provide scene control.  As the incident commander, the Fire Officer will 
advise the Dispatcher of the incident status and any needs for additional support. The Incident 
Commander will ensure that the fire is completely extinguished and will assign staff to periodically 
check the scene to insure that the fire does not rekindle. 
The LJT team will work with Protective Services to develop standard operating procedures for the 
Dispatch function. For example, if the Dispatch should receive a second call during an emergency 
response, they will attempt to determine if it is the same event.  If it is the same event, the data will 
be logged and the Incident Commander notified.  If it is a second event, the other WFF Station 
will be dispatched and Mutual Aid will be requested to provide backup.  The Dispatcher will log 
all data in the Government provided Emergency Reporting System. 

The LJT Team will maintain Fire Department consumables sufficient to restock all emergency 
service vehicles after an event and will have supply contracts in place to rapidly replenish the 
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backup supplies. Emergency service equipment will be inspected, resupplied and returned to 
service immediately after returning to station.  A post event debriefing will be held after each 
response 

6.6 Bomb Threat 
An employee takes the following actions if he or she receives a bomb threat: 
Attempt to obtain as much of the following information as possible: 
 Location of bomb (building, area, room, and other details) 
 The time the bomb is set to go off 
 What the bomb looks like (whether it is concealed or in the open) 
 How the bomb got into the office 

Attempt to identify the caller’s sex, knowledge of the building, and accent 
Attempt to identify background noise 
Notify the SHE Team or WICC II Program Manager and the emergency number (911) when the 
call ends. Do not talk to anyone else about the call except as instructed by the SHE Manager or 
WICC II Program Manager. 
Fire Protection Services, working in conjunction with Protective Services and local authorities, 
determine whether to evacuate the building. LJT management assists in ensuring an orderly and 
timely evacuation. 

6.7 Employee Education and Drills 
Managers are responsible for training their employees in emergency procedures. A thorough 
understanding of reporting, actions, and evacuation procedures is required to avoid confusion 
during an actual emergency. 
Employees are trained annually, and new-hires and temporaries at the time of initial assignment. 
LJT documents all training. 
LJT documents annual employee training, and forwards a copy forwarded to the SHE Team. We 
document new-hire and temporary employee training on the Orientation Acknowledgment kept in 
a training file with a copy forwarded to the SHE Team.  
Training concentrates on the following: 

 We take immediate action in the event of a fire or medical emergency. 
 If possible, we perform identification of equipment shut down in an emergency. 
 Location of fire extinguishers, fire blankets, and any other emergency equipment in the 

employees' work area. 
 Method by which we notify employees of an emergency including facility and site warning 

system. 
 Identification of evacuation routes and Emergency Evacuation Assembly Points. 

We hold one fire drill per calendar year (in coordination with site Fire Protection). We document 
all drills including an evaluation of the drill and send to the SHE Manager. 
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6.8 Hazardous Material Event 
LJT Employees will in the event of a spill or activity resulting in the potential exposure of people 
directly or indirectly to hazardous material, we use the following procedure: 

 Activate area alarms if evacuation is required 
 Evacuate the area if required 
 Make the appropriate phone notification from a safe location (dial 911) 
 Notify the area supervisor 
 Terminate the operation and stop the source of the spill or leak, without risk of injury 
 Contact the SHE Team 

If the spill is incidental to operations and/or cleaned up by site personnel, we call the NASA WFF 
Duty office (757-824-1333 if calling from a cell phone). 
Emergency Responders will be trained to the HAZMAT operations level.  Our emergency services 
operations plan identified in section sow 11 will include all hazardous waste operations and 
emergency response organizational requirements.  
Upon notification of a hazardous material spill, the LJT team will respond with a four person 
emergency services crew.  We will establish incident command, secure the area with the assistance 
of Protective Services, and assess the situation.  At the same time a flash report will be sent to a 
predetermined list of officials.  The on-scene commander will utilize the WFF Integrated 
Contingency Plan, the information gained from routine fire inspections and fire department 
operations, and any technical experts reporting to the command post to assess the situation and 
develop an action plan.  The first order of business after assessment will be move any personnel, 
not associated with the emergency response, from the hazardous area.  The next action will be to 
contain the spill to protect environmentally sensitive areas. The LJT team will have the equipment 
and supplies necessary to contain the largest spill identified in the integrated contingency plan. 
Depending on the scope of the spill, Additional staff will be called in to assist with the containment 
and cleanup actions as well as maintaining emergency response capabilities.   

6.9 Hurricanes/Severe Weather 
To provide for the protection of personnel, facilities, and equipment when a hurricane or other 
severe weather threatens, we develop a WFF WICC II Hurricane/Severe Weather Plan for all 
WICC II locations following the WFF Emergency Preparedness and Disaster Recovery Plan 
(EPDRP), and the WFF NASA Hurricane Plan (803-GS-PLN-INST-EM-02 Hurricane/Nor’easter 
Preparedness Plan). These plans detail the steps to protect employees, property, equipment, and 
the procedures required after an emergency to bring the Contract operations back to normal 
operations. LJT tailors this Plan to implement the existing WFF and field site plans. 
Should severe weather threaten, we authorize the site manager to release employees and 
discontinue operations. Managers are encouraged to honor liberal leave policies to allow 
employees to secure his/her personal property and to evacuate their families in advance of 
community warnings. However, we ask employees to make certain preparations prior to their 
departure.  
In the event of a severe weather/hurricane alert, we ask employees to: 

 Unplug all electrical equipment 
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 Unplug personal computers and wrap them in plastic bags 
 Close all doors 
 Secure all valuable papers and classified materials 
 Remove bottom file drawers and place on desks or tables 
 Raise window blinds to near the top of the windows 

Other general responsibilities include: 

 Staying informed of emergency action plans regarding hurricanes/severe weather 
 Staying informed of anticipated local weather conditions and the status of the plan 

implementation by dialing the WFF Status Line.  
Employees are encouraged to take measures before hurricane season begins to protect their homes, 
including collecting ample water supplies, canned foods, and obtaining necessary materials to 
board windows or otherwise protect their homes from wind and rain damage. 
Essential personnel are from the WICC II contract are designated support for emergency 
operations at WFF during storm events. LJT ensures these personnel are properly trained and 
equipped to provide the necessary support requested by NASA or other agencies that may be 
housed at WFF during a storm event.  

6.10 Earthquakes 
Earthquakes strike suddenly, violently and without warning. Identifying potential hazards ahead 
of time and advance planning reduces the dangers of serious injury or loss of life from an 
earthquake. Although extremely rare at WFF some WICC II personnel may be deployed to 
locations that are prone to seismic activity. Employees that are deployed to locations prone to 
Earthquake events will receive emergency response information prior to deployment. 
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Additional information regarding training requirements, training frequency, training methods, and 
training records is located in section 7.1.4.  SHE training includes integration from top 
management to the worker level. The results include strong SHE programs and sound SHE 
practices. 
SHE Training – Through the identification of SHE risks, hazards, and project requirements, our 
SHE Manager requires each WICC II project to: 

 Identify training applicable to specific employees 
 Track the training using a standardized matrix (reported monthly to LJT Headquarters for 

review) 
We implement a training program, documented and audited by external LJT auditors to ensure that 
employees have the knowledge and ability to prevent accidents and injury 

7.1 General 
The SHE Manager and LJT Managers ensure that all employees receive safety orientation and that 
we document the orientation activities. We provide formal training, conducted on a periodic basis, 
as determined by Managers and the SHE Manager. 

7.1.1 Training Requirements 
We determine training requirements by reviewing applicable requirements, Safety and Health 
training questionnaire results, hazard data, injury and illness statistics, training records, audits, and 
surveillance of all operations. Job training, as a minimum, includes the following: 

 Potential hazards of the job 
 Potential hazards of the work environment 
 How to use applicable protective equipment and procedures 
 Location and use of emergency equipment with hands-on evaluations. 
 Emergency, protective, and first aid procedures applicable to the task and environment. 
 How to identify and report hazards to proper authorities 

Safety and health standards and practices applicable to the job, such as: Safety Representative 
Certification, Fire Warden training, Manager’s Safety Course, Lockout/Tagout, PPE, Respiratory 
Personal Protective Equipment Training, Radiation Safety, Chemical Hygiene Plan, Hazard 
Communication, and Hazardous Waste Management. 
7.1.2 Training Frequency 
We base the frequency of training on the need in relation to changing equipment, procedures, 
regulations, processes, and the potential for accident or injury. The following situations indicate 
the need for refresher training: 

 New equipment or processes are introduced 
 Revised Standard Operating Procedures 
 Need for improvement in employee performance 
 New or revised NASA, US Navy, Federal, State, or local standards 
 Increased injury and illness rates, unsafe work practices, or close calls 
 Revised SHE policies 
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7.3  Certification 
Certain tasks, such as hazardous waste disposal, cryogenic handling, pressure vessel servicing, 
monitoring of hazardous operations, crane operations, forklift operations, etc. are of a significantly 
hazardous nature and require special training prior to permitting an employee to perform these 
functions. Certification and on the job technical training is conducted  under the direct supervision 
of a Qualified Person (Authorized Person) in accordance with  GPR 1700.7 Para 3.2. 
When training is complete, employees are tested, and those passing the written test go through a 
period of on-the-job training and are reviewed by the SHE Manager and other personnel as deemed 
necessary for their specific operation or area. We track certification status in the training database. 
All certifications require periodic renewal by demonstrating continued knowledge and proficiency 
in the operation. 
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10 Appendix C – Sample Safety Report Forms 
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11 Appendix D – Sample Job Hazard Analysis Form 

 















Chemical Process Hazard Analyses  
 
No Review Required 
 
Chlorine (Free, Total), Field Test kit 
 
Temperature, pH, conductivity Field Test Probes/Meters 
 
Low Hazard 
 
Alkalinity as CaCo3  - 22 SM 2320 B 2011 
 
Ammonia as N – 22 SM 4500-NH3 D 2011 
 
Biochemical and Carbonaceous Oxygen Demand – 22 SM 5210 B 2011 
 
Chemical Oxygen Demand – HACH 8000 
 
Enterococci using Enterolert   - ENTEROLERT  

Escherichia coli  - Colilert  

Fecal coliforms – Colilert 18 and Quanti-Tray 

Ignitability – EPA 1010 (9/86) 

Lead (Pb) in Paint Chip Samples, D-Lead Paint Kit 

Nitrate as N – 22 SM 4500-NO3-D 2011 

Oil and Grease – EPA 1664A 1999 

Oil viscosity, ASTM D445-61 

Particulate Count in oil and hydraulic fluid, Millipore  

PCB in liquid/soil, Dexsil 

Percent water by Karl Fischer Titration, ASTM D4006-81 

Colilert Total Coliform and E.coli Presence/Absence– 22 SM 9223 B Colilert P/A  

Colilert Total Coliform and E.coli Quanti-Tray MPN – 22 SM 9223 B Colilert MPN  

Residue-Non-filterable (TSS) – 22 SM 2540 D 2011 



Total Hardness as CaCO3  - HACH 8226 

Total Kjeldahl Nitrogen (TKN) – 22 SM 4500-NH3 D 

Total Residual Chlorine – HACH 8167 

Volatile Solids – EPA 160.4 1971 

Moderate Hazard 
 
Fuel, Oil, and Water Analysis by inductively coupled plasma optical emission 
spectrometry (ICP-OES) 
 
Compressed and Cryogenic gases by Gas chromatography–mass spectrometry 
(GC-MS), Fourier transform infrared spectroscopy (FTIR), Paramagnetic 
Analyzer and Moisture Analyzer 
 
High Hazard   
 
No High Hazard Analyses are presently conducted in the Bldg. F160 Analytical 
Lab. 
 
 
 
  
 
 
 
 
 
 
 
 











Analytical Chemistry Laboratory Safety Analysis Worksheet 
Task/Job: 
       Analytical Chemistry Laboratory Safety Analysis (Low Hazard) 

Facility: 
Center wide 

Date: 
Original 2/06/2012 
Revised 4/13/2018 

PPE: 
       Protective eyewear, gloves and a lab coat or apron. 

Analysis by: 
J.Freischlag 

Reviewed by: 
M. Simko  

 
Sequence of Basic Task/Job Steps Potential Hazards Recommended Safe Job Procedure 

1.  Receive analysis request. • No hazards associated with receiving analysis 
request.  However, there is an opportunity to 
minimize all hazard risks for the entire process. 

• Review all hazards, SDS Sheets, and work 
instructions. 

2.  Cleaning and preparing sample containers. • Chemical exposure. 
 
 
 
 
 
 
• Lifting/dropping injuries. 
• Flammability. 
 
• Slips and falls(spill). 

• Review process description. 
• Review the SDS for each chemical being 

handled for analysis. 
• Don PPE. 
• Maintain HazCom training. 
• Work under hood when using acids, bases, or 

solvents. 
• Observe proper lifting techniques. 
• Keep all flammables away from open flames 

and other sources of ignition. 
• Use absorbent material to clean up small spills 

immediately. 
3.  Driving to and from sampling and shipping 
locations. 

• Vehicle accident. • Only authorized and licensed operators may 
drive. 

• Wear seatbelt. 
• Observe state and facility traffic laws and 

rules. 
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4.  Field sampling.  
 
 
 
 
• Chemical /pathogen exposure. 
 
 
 
 
• Biological hazards – ticks, snakes, rodents, 

poisonous insects, poison ivy, poison oak, 
poison sumac. 

 
 
 
 
• Lifting/dropping injuries. 
• Slips/trips/falls/muscle strains. 
• Electrocution. 
 
• Confined space. 
 
 
• Ladders. 
 
• Airfield hazards. 
 
• Weather related hazards 

(hypothermia/frostbite/heat stress). 

• Carry radio for weather alerts.  Cell phones 
may be carried in addition to radios.  If an 
emergency presents itself, call (757) 824-
1333. 

• Always use the Buddy System. 
• Perform a Tailgate Safety Talk. 
• Maintain HazCom training. 
• No smoking, eating, or drinking during 

sampling event. 
• Re-check PPE. 
• Avoid stands of tall grass; use repellant when 

appropriate.  Wear light-colored clothing for 
easy identification of pests.  Re-check body 
prior to leaving area.  Carry object to deter 
snakes and rodents by sweeping grass and 
brush. 

• Be able to identify and avoid poisonous 
plants. 

• Observe proper lifting techniques/wear proper 
PPE.  Stretch before lifting. 

• Use care when working with batteries.  Keep 
hands dry. 

• Obtain a Dig Permit if soil surface will be 
broken. 

• Obtain and use Confined Space Permit if 
required. 

• Check to ensure ladder is secure. 
• Maintain communication with Tower when 

near runways.  Ask permission from Tower to 
leave and enter runway. Annually update 
Airfield Driver training. 

• Wear warm clothing when hypothermia or 
frostbite may be a danger. 
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4.  Field sampling (continued).  
 
• Flammability. 
 
• Munitions and Explosives of Concern (MEC) 

hazards. 

• Take frequent breaks in hot weather or during 
intense activity. 

• Keep all flammables away from open flames 
and other sources of ignition. 

• Remember the 3 Rs for suspected MEC:  
Recognize, Retreat, Report.  Be aware that 
MEC has the potential to be located anywhere 
on the facility (MB, ML, and WI).  Call 911 
(757-824-1333) and then Supervisor. 

5.  Sample handling and analysis. • Chemical /pathogen exposure. 
 
 
 
 
 
 
 
 
 
 
 
 
• Flammability. 
 
 
 
 
 
• Lifting/dropping injuries. 
 
• Electrical. 
 
• Pressure and temperature transitions. 

• Wear PPE. 
• Some samples may contain biological and 

chemical hazards. These samples should be 
handled with suitable protection to skin, eyes, 
etc. 

• When working with potentially hazardous 
materials or situations, follow EPA, OSHA, 
and specific health or safety procedures. 

• Be aware if samples are preserved such as 
acids.  

• Slowly open all containers opening away 
from face. 

• Keep bench areas free of clutter and clean 
bench surfaces with disinfectant before and 
after bacteriological testing. 

• Always put tops back on containers when not 
in use. 

• Keep all flammables away from open flames 
and other sources of ignition. 

• Observe proper lifting techniques when 
handling coolers. 

• Ensure proper bonding and grounding of 
equipment.  Use surge protectors. 

• Equip high pressure gas cylinders with relief 
valves (except hydrogen). 
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5.  Sample handling and analysis (continued). • Ergonomics. 
 
• Thermal equipment hazards. 

• Allow space for access to equipment and for 
physical requirements of job. 

• Use tongs and insulated gloves as necessary. 

6.  Sample shipping. • Chemical exposure. 
• Lifting/dropping injuries. 
• Unauthorized access. 

• Use proper PPE. 
• Observe proper lifting techniques. 
• Tape coolers and apply tamper resistant 

labels. 

7.  Sample disposal/waste management. • Chemical /pathogen exposure. • Wear PPE (safety glasses, lab coats, and 
nitrile gloves) 

• Slowly open all containers opening away 
from face. 

• Observe proper lifting techniques when 
handling coolers. 

• Keep bench areas free of clutter All wastes 
from these procedures shall be collected and 
disposed of according to existing waste 
policies within the LJT & Associates, Inc. 
Analytical Lab.  Volumes of reagents made 
should be appropriate for the number of 
samples being analyzed.  Adjustments should 
be made to reduce waste. 

• Outdated chemicals shall be discarded 
following proper procedures. 

• Liquid hazardous waste will be placed in a 
container (typically 5-gallon) equipped with a 
lid or screw cap.  Liquid waste may include 
materials such as: samples, reagents, and used 
chemicals.  The container will remain closed 
at all times except during the transfer of waste 
to another container. 
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7.  Sample disposal/waste management 
(continued). 

 
 
 
 
• Sharp objects. 

• All water samples may be dumped down the 
sink. 

• All media tubes should be disinfected before 
disposing as trash. 

• Pipettes and sample containers can be 
discarded in the laboratory trash.  Any glass 
waste should be placed in the glass bin. 
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Analytical Chemistry Laboratory Safety Analysis Worksheet 
Task/Job: 
       Fuel and Oil Analysis (Moderate Hazard) 

Facility: 
Center wide 

Date: 
Original 2/06/2012 
Revised 4/13/2018 

PPE: 
       Protective eyewear, gloves and a lab coat or apron. 

Analysis by: 
J. Freischlag 

Reviewed by: 
M. Simko  

   
Sequence of Basic Task/Job Steps Potential Hazards Recommended Safe Job Procedure 

1.  Receive analysis request.  No hazards associated with receiving analysis 
request.  However, there is an opportunity to 
minimize all hazard risks for the entire process. 

 Review all hazards, SDS Sheets, and work 
instructions. 

2.  Cleaning and preparing sample containers.  Chemical exposure. 
 
 
 
 
 
 
 Flammability. 
 
 Slips and falls (spill). 

 Review process description. 
 Review the SDS for each chemical being 

handled for analysis. 
 Don PPE. 
 Maintain HazCom training. 
 Work under hood when using acids, bases, or 

solvents. 
 Keep all flammables away from open flames 

and other sources of ignition. 
 Use absorbent material to clean up small spills 

immediately. 
3.  Driving to and from sampling and shipping 
locations. 

 Vehicle accident.  Only authorized and licensed operators may 
drive. 

 Wear seatbelt. 
 Observe state and facility traffic laws and 

rules. 
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4.  Field sampling.  Severe Weather 
 
 
 
 
 
 Chemical exposure. 
 
 
 
 
 Biological hazards – ticks, snakes, rodents, 

poisonous insects, poison ivy, poison oak, 
poison sumac. 

 
 
 
 
 Lifting/dropping injuries. 
 Slips/trips/falls/muscle strains. 
 Electrocution. 
 
 Confined space. 
 
 
 Ladders. 
 
 Airfield hazards.  

 
 
 
 

 Carry radio for weather alerts.  Cell phones 
may be carried in addition to radios.  If an 
emergency presents itself, call (757) 824-
1333. 

 Wear warm clothing when hypothermia or 
frostbite may be a danger. 

 Take frequent breaks in hot weather or during 
intense activity. 

 Always use the Buddy System. 
 Perform a Tailgate Safety Talk. 
 Maintain HazCom training. 
 No smoking, eating, or drinking during 

sampling event. 
 Re-check PPE. 
 Avoid stands of tall grass; use repellant when 

appropriate.  Wear light-colored clothing for 
easy identification of pests.  Re-check body 
prior to leaving area.  Carry object to deter 
snakes and rodents by sweeping grass and 
brush. 

 Be able to identify and avoid poisonous 
plants. 

 Observe proper lifting techniques/wear proper 
PPE.  Stretch before lifting. 

 Use care when working with batteries.  Keep 
hands dry. 

 Obtain a Dig Permit if soil surface will be 
broken. 

 Obtain and use Confined Space Permit if 
required. 

 Check to ensure ladder is secure. 
 Maintain communication with Tower when 

near runways.  Ask permission from Tower to 
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 Munitions and Explosives of Concern (MEC) 
hazards. 
 

leave and enter runway. Annually take 
Airfield Driver Training. 

 Remember the 3 Rs for suspected MEC:  
Recognize, Retreat, Report.  Be aware that 
MEC has the potential to be located anywhere 
on the facility (MB, ML, and WI).  Call 911 
(757-824-1333) and then Supervisor. 

5.  Sample handling and analysis.  Chemical exposure. 
 
 
 
 
 
 
 
 
 
 
 Flammability. 
 
 Lifting/dropping injuries. 
 
 Electrical. 
 
 Pressure and temperature transitions. 

 Wear PPE. 
 Some samples may contain chemical hazards. 

These samples should be handled with 
suitable protection to skin, eyes, etc. 

 When working with potentially hazardous 
materials or situations, follow EPA, OSHA, 
and specific health or safety procedures. 

 Slowly open all containers opening away 
from face. 

 Always put tops back on containers when not 
in use. 

 Keep all flammables away from open flames 
and other sources of ignition. 

 Observe proper lifting techniques when 
handling coolers. 

 Ensure proper bonding and grounding of 
equipment.  Use surge protectors. 

 Equip high pressure gas cylinders with relief 
valves (except hydrogen). 
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6.  Sample disposal/waste management.  Chemical Exposure 
 

 Sharp objects. 

 Wear PPE (safety glasses, lab coats, and 
nitrile gloves) 

 Outdated chemicals shall be discarded 
following proper procedures. 

 Liquid hazardous waste will be placed in a 
container (typically 5-gallon) equipped with a 
lid or screw cap.  Liquid waste may include 
materials such as: samples, reagents, and used 
chemicals.  The container will remain closed 
at all times except during the transfer of waste 
to another container. 

 



37.04.03.16291 
Analytical Lab Inductively Coupled Plasma – Optical Emission Spectrometer (ICP-OES) Safety Analysis Worksheet 

Task/Job: 
       Analytical Lab ICP-OES Analysis (Moderate Hazard) 

Facility: 
Wallops Flight Facility 

Date: 
Original 02/29/2012 
Revised 04/13/2018 

PPE: 
       Closed-toe shoes, chemical/pathogen protective gloves, safety glasses, and 
lab coat. 

Analysis by: 
J. Freischlag 

Reviewed by: 
M. Simko 

 
Sequence of Basic Task/Job Steps Potential Hazards Recommended Safe Job Procedure 

1.  Receive analysis request/sample. • No hazards associated with receiving an 
analysis request/sample.  However, there is 
an opportunity to minimize all hazard risks 
for entire process. 

• Review all hazards, SDS Sheets, and work 
instructions. 

2.  Preserve sample. • Chemical exposure (i.e., nitric acid, heavy 
metals). 

• Spill hazard. 

• Don appropriate PPE. 
 
• Spill kits should be on hand to clean up acid 

and heavy metal spills. 

3. Sample and standard preparation. • Chemical Exposure (i.e., nitric acid, 
hydrochloric acid, heavy metals). 

 
 
 
 
• Spill hazard. 

• Don appropriate PPE. 
• Part of sample preparation includes sample 

digestion (warming acid/sample mixture with a 
heat block).  This should be done in a fume 
hood to prevent inhalation of fumes. 

• Spill kits should be on hand to clean up acid 
and heavy metal spills. 
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37.04.03.16291 
Sequence of Basic Task/Job Steps Potential Hazards Recommended Safe Job Procedure 

4. Perform analysis. • High pressure gas. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
• Asphyxiation. 
 
 
 
 
 
• Chemical exposure (i.e., nitric acid, 

hydrochloric acid, heavy metals). 
• Burn hazard. 
 
• Spill hazard. 
• Ultraviolet hazard. 

• Obtain NASA Safety in High Pressure System 
Operations Training, Cryogen Safety Training, 
Flexible Hose Safety Training, Compressed 
Gas Cylinder Safety Training, and Pressure 
Vessel/System Inspection and Certification 
Training. 

• Obtain onsite training from WFF LJT 
laboratory staff to become familiar with the 
laboratory’s high pressure systems. 

• Ensure relief valves are installed downstream 
of regulators on all compressed gas systems 
(except for hydrogen). 

• Maintain 6 feet of distance between oxygen 
and hydrogen gas systems. 

• Ensure oxygen meters are operating to monitor 
oxygen content of lab environment, and that 
the fume hood for the ICP-OES is operational 
before igniting the plasma. 

• Ensure that areas where compressed gas 
systems are in use are well-ventilated. 

• Don appropriate PPE. 
• The ICP-OES argon plasma is 10,000 degrees 

Kelvin.  Ensure instrument surfaces are cool 
before touching/handling. 

• Spill kits should be on hand to clean up acid 
and heavy metal spills. 

• Do not look directly at plasma arc. 
5.  Waste disposal. • Chemical exposure (i.e., nitric acid, heavy 

metals). 
• Spill hazard. 

• Don appropriate PPE. 
• Spill kits should be on hand to clean up acid 

and heavy metal spills. 
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37.04.03.16290 
Analytical Lab Cryogenic Fluid and Compressed Gas Safety Analysis Worksheet 

Task/Job: 
       Analytical Lab Cryogenic Fluid and Compressed Gas Analysis  
      (Moderate Hazard) 

Facility:  
Wallops Flight Facility 

Date: 
Original 02/28/2012 
Revised  04/13/2018 

PPE: 
       Steel toed boots (when moving compressed gas cylinders), chemical/ 
pathogen protective gloves, safety glasses, lab coat, and ear plugs/muffs. 

Analysis by: 
J. Freischlag  

Reviewed by: 
M. Simko 

 
Sequence of Basic Task/Job Steps Potential Hazards Recommended Safe Job Procedure 

1.  Receive analysis request. • No hazards associated with receiving analysis 
request.  However, there is an opportunity to 
minimize all hazard risks for the entire process. 

• Review all hazards, SDS Sheets, and work 
instructions. 

2.  Clean/prepare sampling equipment. • High pressure gas/cryogens. 
 
 
 
 
 
 
 
 
 
 
• Asphyxiation. 
 
 
 
• Ear damage. 
• Chemical exposure (isopropyl alcohol - IPA). 
• Flammability (IPA). 

• Obtain NASA Safety in High Pressure System 
Operations Training, Cryogen Safety 
Training, Flexible Hose Safety Training, 
Compressed Gas Cylinder Safety Training, 
and Pressure Vessel/System Inspection and 
Certification Training. 

• Obtain onsite training from WFF LJT 
laboratory staff to become familiar with 
laboratory’s high pressure system. 

• Ensure relief valves are installed downstream 
of regulators on all compressed gas systems 
(except for hydrogen). 

• Ensure oxygen meters are operating to 
monitor oxygen content of lab environment. 

• Ensure areas where compressed gas systems 
are in use are well-ventilated. 

• Wear proper PPE. 
• Maintain HAZWOPER training. 
• Keep all flammables away from open flames 

and other sources of ignition. 
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37.04.03.16290 
Sequence of Basic Task/Job Steps Potential Hazards Recommended Safe Job Procedure 

2.  Clean/prepare sampling equipment 
(continued). 

 • Store all flammable liquids in a flammable 
locker.  The flammable locker must be able to 
contain 110% of stored contents in case of a 
spill. 

• Work with IPA in a well-ventilated area. 

3.  Maintain equipment used for analysis by 
changing out portable gas cylinders. 

• High pressure gas/cryogens. 
 
 
 
 
 
 
 
 
 
 
• Lifting/dropping injuries. 

• Obtain NASA Safety in High Pressure System 
Operations Training. 

• Obtain onsite training from WFF LJT 
laboratory staff to become familiar with 
laboratory’s high pressure system. 

• Ensure relief valves are installed downstream 
of regulators on all compressed gas systems 
(except for hydrogen). 

• Ensure oxygen meters are operating to 
monitor oxygen content of lab environment. 

• Ensure areas where compressed gas systems 
are in use are well-ventilated. 

• Wear proper PPE. 
• Ensure portable K-bottles are capped and 

secured to a bottle cart when in transit.  Do 
NOT slide or roll bottles. 

• Ensure K-bottles are secured to a proper 
anchor point with a safety chain or strap when 
in use or in storage. 
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37.04.03.16290 
Sequence of Basic Task/Job Steps Potential Hazards Recommended Safe Job Procedure 

4.  Perform analysis. • High pressure gas/cryogens. 
 
 
 
 
 
 
 
• Asphyxiation. 
 
 
• Ear damage. 
• Chemical exposure (IPA). 
• Flammability (IPA). 

• Obtain NASA Safety in High Pressure System 
Operations Training. 

• Obtain onsite training from WFF LJT 
laboratory staff to become familiar with 
laboratory’s high pressure system. 

• Ensure relief valves are installed downstream 
of regulators on all compressed gas systems 
(except for hydrogen). 

• Ensure oxygen meters are operating to 
monitor oxygen content of lab environment. 

• Ensure areas where compressed gas systems 
are in use are well-ventilated. 

• Wear proper PPE. 
• Maintain HAZWOPER training. 
• Keep all flammables away from open flames 

and other sources of ignition. 
• Store all flammable liquids in a flammable 

locker.  The flammable locker must be able to 
contain 110% of stored contents in case of a 
spill. 

• Work with IPA in a well-ventilated area. 
5.  Waste disposal. • Chemical exposure (IPA). 

• Flammability (IPA). 
• Wear proper PPE. 
• Maintain HAZWOPER training. 
• Keep all flammables away from open flames 

and other sources of ignition. 
• Store all flammable liquids in a flammable 

locker.  The flammable locker must be able to 
contain 110% of stored contents in case of a 
spill. 

• Work with IPA in a well-ventilated area. 
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