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Overview
Introduction

The detection of unsafe or unhealthful working conditions at the earliest possible time and the
prompt correction of related hazards at the lowest possible working level are essential elements
of mishap prevention. Education and training provide employees with the tools to accomplish
their tasks safely and increase awareness of the potential safety hazards.

Many times hazards are not correctable by the employee or supervisor. In these cases, there
must be procedures to report hazards. In this module we will discuss procedures for hazard
reporting.

Module objective
You will be able to identify various ways of reporting a hazard.

DLA Hazard Reporting Guidelines

Introduction
Each field activity may institute local hazard reporting procedures for employees and
supervisors. DLA has established minimum reporting guidelines explained in this section. Field
activities must include these requirements in their local procedures.

Supervisor responsibilities
Employees are encouraged to immediately report a presumed hazardous condition to their
immediate supervisor. Once a presumed hazard is reported, the supervisor should complete the
following procedures:

. Take immediate action to correct an existing hazard.

« Promptly report the hazard to their safety and health office if the supervisor cannot correct
the hazard immediately.

« Clear the immediate area and cease operations if they believe the hazard is of an imminent
danger category.

Reporting format
Hazard reporting may be done orally, formally in writing, or both. Employees may report the
hazard to their supervisor, SOHO, or safety monitor. DLA Form 1404, Hazard Report (See the
sample on the next page.) or a locally developed form containing, at minimum, the same
information, is used for submitting written reports and must be available to each employee or his
representative. Hazard reports received by the local SOHO will be tracked in SHIRS.

What we’ve got here is a failure to communicate.

Donn Pearce, U.S. writer, and Stuart Rosenberg. Camp commandant (Strother Martin), in
Cool Hand Luke (film) (1967).
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DLA Hazard Reporting Guidelines, Continued

Hazard Report (DLA Form 1404)

DATE REPORTED

HAZARD REPORT

TO: FROM: (Name, Office Symbol, and Telephone Extension)
Safety and Health Manager

LOCATION/DESCRIPTION OF HAZARD AND SIGNATURE OF PERSON MAKING REPORT

ACTION TAKEN

FINAL DISPOSITION OF HAZARD

SIGNATURE OF SAFETY AND HEALTH MANAGER DATE

DLA FORM 1404, FEB 86 (EG) PREVIOUS EDITION IS OBSOLETE PerFORM (DLA)

Investigative inspection time limits
An investigative inspection is completed within the time limits set forth below for each severity
classification, after receipt of the hazard report.

« Imminent Danger (ID)—a mishap likely to occur immediately, resulting in a death or total
disability—within 24 hours.

« Serious (S)—a mishap likely to occur, in time, resulting in permanent partial or temporary
full disability or a compensable mishap—within 3 workdays.

« Other (O)—within 20 workdays.

Final local replies
All final local replies shall specify the avenues and procedures available for further review if the
originator is not satisfied with the response to the hazard report or with any level of review. In
any event, such appeals for review should describe in detail the prior disposition of the report.
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Employee Rights

Disclosure of reporting employee’s name
All employees shall be made aware that the name of an employee submitting a hazard report
shall not be disclosed if so requested by the employee.

Hazard report appeals
Personnel are encouraged to contact the SOHO concerning their appeal rights.

Employee training
Supervisors should ensure employees are provided with instructions on how to submit reports
and appeals. Employees should also be discouraged from attempting to bypass any step in the
procedure, by pointing out that this only delays resolution, as the report is returned for proper
processing.

Employee protection
Commanders must ensure their DLA personnel are not subject to restraint, interference,
coercion, discrimination, or reprisal for their participation in the Program. Using Inspector
General (IG) channels to investigate allegations of reprisals is appropriate for either civilian or
military complaints. Complaints from military personnel are processed in accordance with
existing personnel redress procedures.

Employee’s refusal to work in an unsafe area
An employee’s bona fide refusal to work in an unsafe or unhealthful area shall not result in
reprisal by the Agency. DLA civilians have the right to decline to perform an assigned task
because of a reasonable belief, under the circumstances, the task poses an imminent risk of death
or serious bodily harm. This also applies when there is a reasonable belief that there is
insufficient time to seek effective redress through normal hazard reporting and abatement
procedures. This is the individual’s choice and is not on the behalf of other workers. In this
situation, both the affected employee and local management are entitled to the considered
opinion of a qualified safety and health professional on the extent of the hazard, before
proceeding with the task.

Check Your Knowledge

Hazard Reporting
Answer the following questions relating to hazard reporting.

1. Supervisors must report all hazards to their local safety office.

a. True
b. False

2. List the various ways a hazard may be reported.




Reporting Hazards DLA Supervisor Safety Training

Key points
Improper reporting of hazards could result in delays in abatement. This puts everyone working
in the area of the hazard in unnecessary danger.

Module objective
You should be able to identify various ways of reporting a hazard.

Looking forward
Diligent hazard detection, control, and abatement will prevent many occurrences of mishaps.
Even though DLA has zero tolerance for mishaps, they may still happen. In the next unit we will
discuss mishap investigation and reporting. Thorough investigation and reporting will decrease
the probability of the same type mishap occurring again.




