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OBJECTIVES

Given the Familiar Levd of this module and the resources listed below, you will be adle to perform
the following:

1. Statethe objective of DOE Order 231.1.
2. State the responsihilities associated with DOE Order 231.1.
3. Lig thetypes of reports DOE dements are required to file.

4. List thetypes of reports contractors are required to file.

Note: If you think that you can complete the practice at the end of thislevel without
working through theinstructional material and/or the examples, complete the practice now.
The course manager will check your work. You will need to completethe practicein this
level successfully beforetaking the criterion test.

RESOURCES

DOE Order O 231.1, Environment, Safety, and Health Reporting, 9/30/95.

DOE Manua M 231.1-1, Environment, Safety, and Hedth Reporting Manud, 9/30/95.

DOL OSHA 1220-0029, Record Keeping Guiddines for Occupationa Injuries and I1Inesses, latest
edition.

29 CFR 1904, Recording and Reporting Occupationa Injuries and IlInesses
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INTRODUCTION

The Familiar Leve of thismodule is divided into two sections. In the first section, we will discuss
the objective of DOE Order O 231.1 and the responsibilities associated with the Order. In the
second section, we will discuss the requirements included in DOE M 231.1-1 and the additional
resources. We have provided severa examples and practices throughout the module to help
familiarize you with the materid. The practices will dso help prepare you for the criterion test.

Before continuing, you should obtain a copy of al the resources listed for this module. Copies of the
Orders are available on the Los Alamos National Laboratory Website at

http://iosun.lanl.gov: 1776/htmls/directiveshtml or through the course manager. Spend sometime
reviewing the documents o that you are familiar with the sections each contains. 'Y ou will need to
refer to these documents to complete the examples, practice, and criterion test.

SECTION 1, DOE ORDER O 231.1, ENVIRONMENT, SAFETY, AND HEALTH REPORTING

OBJECTIVE

To enaure that information on environment, safety, and hedlth that is required by law, or that is
essentid for evauating DOE operations and identifying opportunities for improvement, is collected
and reported.

RESPONSIBILITIES
Heads of DOE Elements

" Meet the reporting requirementsin DOE M 231.1-1, Chapters 1l and I11.

* Report work-rdated fatdities, injuries, and illnesses occurring among DOE and contractor
employees arisng out of work primarily performed at DOE-owned or - leased facilities
according to DOE M 231.1-1.

Report work-related damage or loss of property and according to DOE M 231.1-1.
Report work-hours and vehicle usage according to DOE M 231.1-1.

Report DOE annud estimated property valuation according to DOE M 231.1-1.

Report interim exposure data reporting according to DOE M 231.1-1.

Report work-related ionizing radiation exposure data pertaining to an individua who vidtsa
DOE or DOE contractor Site or facility to the Radiation Records Repository, to the
individud’s employer, and to that individud.

" Report annua exposure data according to DOE M 231.1-1.
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Submit radiologica exposure reports to individuals according to DOE M 231.1-1.

Submit Annual Summary of Fire Damage according to DOE M 231.1-1.

Submit epidemiologic andyses -- Excessinjuries and illnesses according to DOE M 231.1-
1. Notify the Assstant Secretary for Environment, Safety, and Health of suspected
excesses of illnesses or injuries that require epidemiologic andyses to determine if the
excesses are work related.

Submit occupationd safety and health (OSH) information in support of epidemiologica
studies conducted by externd organizations according to DOE M 231.1-1. Submit OSH
information, upon request, to Centers for Disease Control officids, state hedlth officids,
their contractors, and grantees conducting epidemiologica studies.

Cognizant Secretarial Officers (CSO)

Report annually on the progress made in implementing, and the effectiveness of, any
commitment for environmenta impact mitigation that is essentia to render the impact of a
proposed action not significant or that is made in arecord of decison.

Prepare an annua Nationa Environmenta Policy Act planning summary.

Upon receipt of a draft ingpection report containing amarging or unsatisfactory rating or
other finding of noncompliance with requirements or performance weakness, the lead CSO
shdl report on corrective actions to the Under Secretary.
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Assistant Secretary for Environment, Safety, and Health

" Prepare areport on the status and adequacy of DOE and contractor performance of their
OSH respongihilities.

" Prepare a DOE-wide summary of accident data.

* Inform the CSO when a Headquarters employee’ s occupationa ionizing radiation exposure
for agiven period gpproaches 70% of an adminidrative or regulatory limit.

* Approvethe use of dternate mediafor submitting information to the Radiation Records
Repository as required by this Order.

* Prepare aquarterly DOE Summary Performance Indicator report.

Heads of Field Elements (Managers and Directors)

* Report annudly on the progress made in implementing, and the effectiveness of, any
commitment for environmenta impact mitigation that is essentid to render the impact of a
proposed action not significant or that is made in arecord of decison.

"  Prepare an annud Nationd Environmenta Policy Act planning summeary.

"  Prepareasummary of environmenta data annudly to characterize ste environmenta
management performance.

Assistant Secretary for Human Resour ces and Administration
" Prepare and submit reports required by this Order that relate to work-reated injuries,

illnesses, property damage, vehicle damage, work-hours, and vehicle usage involving DOE
Headquarters.

Note: You do not have to do Example 1 on the following pages, but it isa good timeto
check your skill and knowledge of the information covered. You may do the Example 1 or
go to Section 2.
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EXAMPLE 1

Using the Familiar level of this module and the resources, complete the following exercises.

1. Statein your words what the DOE hopes to achieve by implementing DOE Order O 231.1.
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2. Maich the following positions with the correct responsbility statements by placing the letter
of the padition in the gpace to the left of each respongibility Satement. The positions may be
used more than once or not &t al. Some responsibility statements may apply to more than

one pogtion.

Pogtions

A. Assstant Secretary for Environment, Safety, and Hedlth

B. Assgtant Secretary for Human Resources and Adminigtration
C. CSOs

D. Heads of DOE Elements

E Heads of Field Elements

Y4
E7Z

Y

Y

wnN

Inform the CSO when a Headquarters employee s occupationd ionizing radiation
exposure for a given period gpproaches 70 percent of an adminidrative or
regulatory limit.

Prepare an annud Nationa Environmenta Policy Act planning summary.

Report annudly on the progress made in implementing any commitment for
environmenta impact mitigation.

Prepare asummary of environmenta data to characterize Ste environmental
management performance.

Report annua estimated property vauation.

Note: When you are finished, compar e your answer sto those contained in the Example 1
Self-Check. When you are satisfied with your answers, go to Section 2.
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EXAMPLE 1 SELF-CHECK

Using the Familiar level of this module and the resources, complete the following exercises.

1. Staeinyour words what the DOE hopes to achieve by implementing DOE Order O 231.1.
The DOE hopes to ensure that information on environment, safety, and hedth thet is
required by law, or that is essentia for evaluating DOE operations and identifying
opportunities for improvement, is collected and reported.

2. Match the following positions with the correct respongbility statements by placing the letter
of the position in the pace to the left of each respongbility statement. The positions may be
used more than once or not & al. Some responsibility statements may apply to more than
one pogtion.

Pogtions

Assgant Secretary for Environment, Safety, and Hedlth
Assgant Secretary for Human Resources and Adminigtration
CSOs

Heads of DOE Elements

Heads of Fied Elements

Mmoo

>

1. Inform the CSO when a Headquarters employee’ s occupationd ionizing
radiation exposure for a given period approaches 70 percent of an
adminigretive or regulatory limit.

. Prepare an annud Nationd Environmentd Policy Act planning summary.

. Report annudly on the progress made in implementing any commitment for
environmental impact mitigation.

4. Prepareasummary of environmental data to characterize Site environmental

management performance.

5. Report annua estimated property vauation.

DDE&
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SECTION 2, DOE M 231.1, ENVIRONMENT, SAFETY, AND HEALTH M ANUAL

This section will address the requirements contained in the manua that supplements DOE Order
231.1. Theinformation contained in this section is divided into four subsections. The subsections
ded with the four chaptersin the manua. The four chapters discussed are: Reporting Environmental
Protection Information, Reporting OSH Information, Reporting lonizing Radiation Exposure
Information, and Safeguards and Security Corrective Action Reports

REPORTING ENVIRONMENTAL PROTECTION INFORMATION

Annual Site Environmental Report

Each DOE Fied Element manager and director is required to prepare an integrated Annua
Environmenta Report for each cdendar year. The report presents aenvironmenta data summary
to characterize Ste environmental management performance and to estimate radiologica dosesto
the public associated with releases of radioactive material for DOE sStes. The report should
" summarize any environmental occurrences and responses made thereto that were reported
during the caendar year,
* confirm compliance with environmental standards and requirements, and
* highlight significant programs and efforts, including environmenta performance indicators
and/or performance measures programs.
An information copy of the Annud Site Environmental Report should be submitted to the Assstant
Secretary for Environment, Safety and Heelth by October 1 of the following year.
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National Environmental Policy Act Reporting
CSOs and Heads of Field Elements are required to:

" Report annudly on the progress in implementing any mitigation essentia to render the
impacts of a proposed action inggnificant.

*  Submit an annua Nationd Environmenta Policy Act planning summary to the Assstant
Secretary for Environment, Safety and Hedlth by 1-31 of each year and make it available to
the public.

REPORTING OCCUPATIONAL SAFETY AND HEALTH INFORMATION

Accident Record Keeping and Reporting

U.S. Department of Energy elements should record and report occupationd fatdities and work-
related injuries and illnesses occurring among their employees. The Log and Summary of
Occupationd Injuries and IlInesses, OSHA Form 200, should be used to log and summarize all
occupationd injuries and illnesses occurring to Federa employees.

The DOE dements and DOE contractors should use the Individua Accident/Incident Report, DOE
F 5484.3, to record and report work-related injuries and illnesses. This report must be submitted
quarterly on or before the 25" of the month following the end of the quarter. Reports are submitted
to the Computerized Accident/Incident Reporting System (CAIRS).

Thefollowing definitions are useful in determining whet is areportable injury.

Recordable occupational injuries or illnesses are any occupationa injuries or illnesses that result in:

* Fadities, regardiess of the time between the injury and degth, or the length of the illness.

" Injuriesor illnesses, other than fatdities, that result in lost workdays.

* Nonfata caseswithout lost workdays that result in transfer to another job or termination of
employment, or require medica trestment (other than first aid) or involve loss of
consciousness or regtriction of work or motion. This category aso includes any diagnosed
occupationd illnesses that are reported to the employer but are not classfied asfadities or
lost workday cases.
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" Medica trestment includes treetment administered by a physician or by registered
professona personnel under the standing orders of a physician. Medica treatment does
not include first ad trestment even though provided by a physician or registered professiona
personnel.

* FHrg Aid isany one-time trestment, and any follow up vigt for the purpose of observation,
of minor scratches, cuts, burns, splinters, and so forth, which do not ordinarily require
medica care. Such one- time treatment, and follow up vist for the purpose of observation,
is consdered first aid even though provided by a physician or registered professiond
personnd.

* Log workdays are the number of days (consecutive or not) after, but not including, the day
of injury or illness during which the employee would have worked but could not do so; that
is, could not perform dl or any part of his norma assgnment during al or any part of the
workday or shift, because of the occupationa injury or illness.

Additiond guiddinesfor determining if incidents are reportable are available in 29 CFR 1904.12,
Reporting Occupationd Injuries and 1lInesses and DOL OSHA 1220-0029, Record K egping
Guiddines for Occupationd Injuries and IlInesses.

The DOE eements and contractors are required to record and report;
* edimated loss or damage to DOE or other property amounting to at least $5,000, and
* egimated damage of $1,000 or more to Federal government-owned vehicles.

Property and vehicle loss estimates should be recorded on DOE F 5485.3 and submitted to
CAIRS.

Work hours, vehicle usage, and property va uation are reported quarterly on Part A of DOE F
5484.4, Tabulation of Work-Hours, Vehicle Usage, and Property Vauation. The reports are
submitted to CAIRS.

The Assistant Secretary for Environment, Safety, and Health maintains a database that compiles all
of the reports mentioned above.

The DOE dements and DOE contractors are required to retain records of persond injuries and

illnesses, property damage, and vehicle damage. Employees, former employees, and thelr
representatives have the right to access OSHA Form 200 and any DOE F 5484.3 that contains
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their name. Requests to access such records must be written.
Annual Summary of Fire Damage
The DOE eements and contractors are required to submit an annual report of fire damage to the
DOE fire protection authority. The details of the report are available in Appendix F of DOE M
231.1-1. Guiddinesfor esimating fireloss are available in Appendix C of DOE M 231.1-1.
Reporting Information for Epidemiologic Analysis
The DOE eements and DOE contractors are required to notify the Assistant Secretary of
Environment, Safety, and Hedlth of a unusualy high number of epidemiologic casesthat are
occurring among a group of workers. Any worker may identify such excesses and report them.
The Assgant Secretary of Environment, Safety, and Hedth directs the investigations of all
suspected excesses.
Reporting Performance Indicator Data

The DOE contractors are required to report performance indicator data quarterly to the Office of
Operating Experience Andysis and Feedback.

11 5/4/98



ChangeNo: O
DOE O 231.1
Levd: Familiar
Date: 5/1/98

REPORTING IONIZING RADIATION EXPOSURE INFORMATION

Interim Exposure Data Reporting by DOE Elementsand Contractors

Radiologica exposure data for a DOE employee must be reported to the Radiation Records
Repository within 30 days after the dosmetry results are determined.

Radiological exposure data pertaining to avisiting DOE contractor must be reported to the
individud’ s employer within 30 days after the dosmetry results are determined.

Each DOE or DOE contractor employee who vists aradiologica ste outside of the DOE must
arrange to have al pertinent occupationa radiologica exposure data reported to his or her employer
within 30 days after the dosmetry results are determined.

Annual Exposure Data Reporting

Each DOE dements and DOE contractor is required to report radiological exposure data
summaries to the Radiation Records Repository by March 31 for each individual monitored for
radiologica exposure during the preceding caendar year.

SAFEGUARDS AND SECURITY CORRECTIVE ACTION REPORTS

Unsatisfactory I nspection Rating Response Reports

The lead CSO is required to notify the Under Secretary of interim corrective actions taken within 15
working days of the recelving a draft ingpection report containing an unsatisfactory rating. If the
rating indicates a Sgnificant vulnerability, such as unacceptable risk in the areas of specid nuclear
meaterid theft or diversgon, radiologicad or industria sabotage or espionage, the lead must identify
and implement interim corrective actions within 24 hours of recaiving the draft inspection report.
The CSO must then submit a plan that details the permanent protective measures required to reduce
the leve of risk to an acceptable level. The plan is submitted to the Under Secretary.

Marginal I nspection Rating Response Reports

Thelead CSO isrequired to report any corrective actions within 15 working days of recaiving a
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draft inspection report containing amargina rating to the Under Secretary. The CSO must report
any permanent changes required to mitigate the identified risk.

Noncompliance I nspection Finding Response Reports
Thelead CSO isrequired to notify the Under Secretary of any steps taken to correct and prevent

recurrence of items reported in a draft ingpection report that contains a finding of noncompliance.
The report must be completed within 15 days of receiving the draft ingpection report.

Note: You do not haveto do Example 2 on the following page, but it isa good time to check
your skill and knowledge of the information covered. You may do the Example 2 or go
directly to the practice.
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EXAMPLE 2

1. List the document that must be completed to record occupational and work-related injuries
and illnesses.

2. Sae the threshold minimums for reporting property and vehicle damage to DOE-owned
assets.

3. State the organization to which reports of accident, injuries, illnesses, or property and
vehicle damage are submitted.
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EXAMPLE 2 SELF-CHECK

1. List the document that must be completed to record occupationa and work-related injuries
and illnesses.
Occupationd illnesses and injuries are reported on the Log and Summary of Occupation
Injuries and llInesses, OSHA Form 200. Work-related illnesses and injuries are reported
on DOE F 5484.3, Individual Accident/Incident Report.

2. State the threshold minimums for reporting property and vehicle damage to DOE-owned
assets.
The minimum for property damage is $5,000. The minimum for vehicle damege is $1,000.

3. State the organization to which reports of accident, injuries, illnesses, or property and

vehicle damage are submitted.
Reports are submitted to the Computerized Accident/Incident Reporting System.
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PRACTICE

This practice is required if your proficiency isto be verified a the Familiar Level. The practice will
prepare you for the criterion test. Y ou will need to refer to the resources to answer the questionsin
the practice correctly. The practice and criterion test will also challenge additiona andyticd skills
that you have acquired in other forma and on-the-job training.

PRACTICE

1. Match thefollowing positions with the correct respongbility statement by placing the letter
of the correct positionin the space to the lft of the respongbility statement. Each position
may be used more than once or not at al. Some responsibility statements may apply to
more than one position.

Pogtions

Heads of Fied Elements

Assgant Secretary for Environment, Safety, and Hedlth
Heads of DOE Elements

CSOs

Assgtant Secretary for Human Resources and Administration

Mmoo

Responshility Statements

¥ 1. Prepare an Annud Environmental Report.

% 2. Preparean annud report on the progressin implementing any mitigation essentia
to render the impacts of a proposed action insgnificant.

%, 3. Submitsareport to the Secretary describing the status and adequacy of DOE and
contractor performance of their OSH respongbilities.

% 4. Recordsand reports occupationd fatdlities, injuries, and illnesses occurring among
employees.

%, 5. Maintains adatabase that compiles accident, injury and illness reports.
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2. Lig thoseindividuaswho have aright to access the Log and Summary of Occupationd
Injuries and IlInesses.

3. Describe what happens to accident records when the contract between DOE and one of its
contractors is terminated.

4. State the maximum time alowed to develop initial cost estimates of damage from accidents.
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5. Ligt the componentsthat are included in property vauation.

Note: The course manager will check your practice and verify your success at the

Familiar Level. When you have successfully completed this practice, go to the General
L evel module.
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DOE ORDER O 231.1
ENVIRONMENT, SAFETY, AND HEALTH REPORTING
GENERAL LEVEL

OBJECTIVES

Given the Familiar Leve of this module, a scenario, and an andys's, you will be able to perform the
fallowing:

1. Describe the actions you would expect DOE and/or the contractor to take in the Situation
described in the scenario; and

2. State which requirements included in the resources apply to the Stuation described in the
scenario.

Note: If you think that you can completethe practice at the end of thislevel without

wor king through the instructional material and/or the examples, complete the practice now.
The course manager will check your work. You will need to complete the practicein this
level successfully beforetaking the criterion test.

RESOURCES

DOE Orders Sdf Study Program, DOE Order O 231.1, Familiar Level, 5/1/98.

DOE Order O 231.1, Environment, Safety, and Hedlth Reporting, 9/30/95.

DOE Manua M.231.1-1, Environment, Safety, and Hedlth Reporting Manua, 9/30/95.

DOL OSHA 1220-0029, Record Keeping Guidelines for Occupationa Injuries and 11Inesses.
29 CFR 1904, Recording Occupationd Injuries and 1lInesses.
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INTRODUCTION

The Familiar Levd of this module introduced DOE Order O 231.1. Severd responsihilities and
requirements from the resources were discussed. In the Generd Leve of this module, students are
asked to apply the information contained in the resources to a series of questions related to the
Order. Students are also presented with a scenario that depicts awork stuation related to the
Order. The example scenario includes a Situation, the actions taken to remedy the Situation, and the
requirements related to the Situation. Students will be asked to review the actions taken and decide
if they are correct. Students will dso be asked to decide if the correct requirements were cited in
each Stuation. Please refer to the resources to make your analysis and answer the questions. Y ou
are not required to complete the example. However, doing so will help prepare you for the criterion
test.

Note: You do not haveto do the example on the following page, but it isa good timeto
check your skill and knowledge of the information covered. You may do the example or go
on to the practice.
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EXAMPLE SCENARIO

An employee is copying documents when the copier jams. Upon removing papers from the
machine sinternd workings, the employee’ s ring finger contacts the hot drum resulting in a burn.
Fra ad isimmediately administered a the Ste and the injury is classed as afirg-aid case because
only rednessiis present at the time of trestment. The following day, the finger is re-examined and no
changes to the wound' s appearance are detected. However, on the third day a blister has formed
where the burn occurred, but no trestment is given. The blister isleft to heal and disappears within
the next few days.

Actions Taken
In this case, the contractor did not take any action because only first aid was applied, and the
contractor decided that the incident was not recordable.

Requirements that apply

29 CFR 1904.12

Recordable occupationa injuries are nonfatal cases without lost workdays that result in transfer to
another job or termination of employment, or require medica trestment (other than first aid) or
involve loss of consciousness or redtriction of work or motion.

Frg Aid is any one-time treetment, and any follow up vigt for the purpose of observation, of minor
scratches, cuts, burns, splinters, and so forth, which do not ordinarily require medica care. Such
one-time treetment, and follow up vigt for the purpose of observation, is considered first aid even
though provided by a physician or registered professona personnel.

Take some time to review the example scenario and the actions the contractor took or didn’t take
to correct the Stuation. Then decide if the contractor’ s actions were complete and correct. Findly,
identify the requirementsincluded in the resources that gpply to the Situation described in the
scenario. Write your answer below and then compare your answer to the one contained in the
example sf-check.
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EXAMPLE SELF-CHECK

Y our answer does not have to match the following exactly. Y ou may have added more corrective
actions or cited other requirements from the resources that apply. To be considered correct, you
answer mugt include, a least the following.

The contractor should record the incident as an injury.

The requirement stated is correct. However DOL OSHA 1220-0029 dso applies to this Stuation.
Although Federa regulations state that an injury that only requiresfirst ad is not recordable, the
record keeping guidelines consider thisincident recordable. Any work related second degree burn
that islarger than a pinhead or any work related third degree is considered a nor+minor injury for
record keeping purposes regardless of the treatment given. Asfound on page 42 of the Guidelines,
anorrminor injury is one that results in damage to the physical structure of anon-superficid nature.
All work related non-minor injuries must be recorded. Work related first degree burns and pinhead
sized second-degree burns are considered minor injuries and not recordable by nature. However,
first degree burns and pinhead szed second degree burns, like any other minor injury, are
recordable if they involve medica treatment (other than first aid), loss of consciousness, transfer to
another job, or redtriction of work or motion (see pages 28 and 43 of the Guidelines).
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PRACTICE

This practice is required if your proficiency isto be verified at the Genera Leve. The practice will
prepare you for the criterion test. 'Y ou will need to refer to the resources to answer the questionsin
the practice correctly. The practice and criterion test will aso chdlenge additiond anaytica skills
that you have acquired in other forma and on-the-job training.

Please review the following scenario and answer the following questions.

1. Wasthe stuation handled correctly? If not, what should have been done?
2. Wastheligt of requirements relevant to the resourcesin this module complete and correct?
If not, state the correct or omitted requirements.

SCENARIO

While driving his own vehide on business travd an employee was making a left-hand turn and ran
into anather vehicle during norma business hours. Mileage records were not being kept for this
employee's private vehicle usage. The employee' s vehicle struck the other vehicle on the left front
quarter panel. No onewasinjured. Totd estimated damage to both vehicles was $1,050.00. The
employee wasissued a citation for falure to yield.

Actions taken by contractor
* Completed an accident report and submitted it to the Computerized A ccident/Incident

Reporting System.

Requirements stated in this module that are related to this scenario indude the following.
* DOE Order M 231.1-1, Chapter 2, paragraph c(2)
Estimated damage of $1,000 or more that involves Federal Government-owned or privately
operated while on officia business shall be consdered a recordable case and shdl be
reported.
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Write your answers to questions 1 and 2 and then bring the completed practice to the course
manager for review.

Note: The course manager will check your practice and verify your success at the

General Level. When you have successfully completed this practice, the cour se manager
will giveyou thecriterion test.
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