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Safety

ENVIRONMENT OF CARE (EOC) PROGRAM

_________________________________________________________________________________________

This instruction establishes policies, guidelines and assigns responsibilities for the 35th Medical Group’s (MDG’s) Environment of Care (EOC) Program.  This instruction also describes the procedures to be followed in meeting the Joint Commission for the Accreditation of Healthcare Organizations (JCAHO) standards as outlined in the JCAHO Accreditation Manual for Hospitals (AMH) and other regulatory requirements.  The EOC program (previously known as the Safety Program) integrates all management responsibilities for risk management, job safety, equipment safety, fire prevention and protection, hazardous material management (includes hazard communication), security, utility safety, and emergency preparedness, under one management program.  The purpose of the EOC Program is to provide a functionally safe and secure physical environment and manage staff activities to reduce the risk of injury for patients, staff, and visitors.  The multidisciplinary EOC Committee (previously known as the Safety Committee) is responsible for implementing the EOC Program.  This instruction is applicable to all MDG personnel (including volunteers, summer hires, and contractors) assigned or attached to the MDG.

SUMMARY OF REVISIONS

This updated instruction replaces MGR 92-1, 23 Feb 94.  General requirements, responsibilities and procedures were updated.  Format changes were made to coincide with new publication format requirements.  The redesignation of the 432 MDG to the 35 MDG was also made.

1. 
REFERENCES:

1. 
Joint Commission on Accreditation of Healthcare Organizations (JACHO) Standards

1. 
AFI 91-202, The US Air Force Mishap Prevention Program.

1. 
AFI 91-204, Investigating and Reporting US Air Force Mishaps.

1. 
AFI 91-207, The US Air Force Traffic Safety Program.

1. 
AFI 91-301, Air Force Occupational and Environmental, Safety, Fire Prevention, and Health (AFOSH) Program.

1. 
AFOSH Standard 127-8, Occupational Safety Medical Facilities

1. 
All other AFOSH standards applicable to unit workplaces and operations.

1. 
Department of Labor Occupational Safety and Health (OSHA) Standards

1. 
National Institute for Occupational Safety and Health (NIOSH) Publications.

1. 
MGI 48-110, Hospital Employee Health and Exposure Control Plans

2. 
RESPONSIBILITIES:

2. 
The MDG Commander will:

2. 
Provide overall leadership and direction for the EOC Program.

2. 
Ensure the EOC Program is actively managed in accordance with governing directives, and, when necessary, assist in resolving discrepancies.

2. 
Review and endorse various performance assessment reports from internal and external sources and provide approving authority for improvement recommendations.

2. 
Appoint in writing a primary and alternate MDG EOC Program Manager (previously known as the Unit Safety Officer) in the grade of 0-1 or higher to implement this instruction.  The EOC Program Manager must have at least 12 months remaining on their DEROS.

2. 
Forward the appointment letter to the 35th Fighter Wing Safety Office (35 FW/SE) within 30 days of appointment.

2. 
Appoint in writing a primary and alternate section EOC Manager for each work section (previously known as section Safety Officer).  It is strongly recommended that section EOC Manager will be a non-commissioned officer.  Section EOC Managers must have at least 12 months remaining on their DEROS.  Primary and alternate section EOC Managers will receive certification training within 30 days of appointment by the MDG EOC Manager.

2. 
The MDG Administrator will:

2. 
Assist the MDG Commander in providing leadership and direction for the EOC Program.

2. 
Serve  as chairperson of the EOC Committee by ensuring the EOC Program is actively managed in accordance with governing directives, and, when necessary, assist in resolving discrepancies.

2. 
Ensure that all safety matters brought before the EOC Committee are appropriately addressed and documented.

2. 
Review and endorse various performance assessment reports from internal and external sources and provide approving authority for improvement recommendations.

2. 
The MDG Risk Manager will:

2. 
Develop a comprehensive, organization-wide risk management program that evaluates the environment of patient care through the use of AF Form 765, Incident Statements (attachment #1).  Incident reports will be utilized to provide a mechanism for reporting any event that occurs in the medical group or on the medical group’s premises that is not consistent with routine patient care or with the routine operation of the facility and that adversely effects or has the potential to affect the health, life, or comfort of a patient, visitor, employee, or other individuals.

2. 
Serve as an advisor on the EOC Committee and advise on risk management issues.

2. 
Collect and consolidate data from incident reports to identify adverse trends.  A summary of the consolidated data and a trend analysis will be provided to the EOC Committee on a quarterly basis.

2. 
Ensure staff understand key elements of the Risk Management Program and the purpose of incident reports.  MDG staff must understand that incident reports: 

2. 
Provide an effective method to identify, monitor, evaluate, and to improve the quality of patient care and safety of the medical group’s services and environment of care.

2. 
Will be initiated by the employee who observes or discovers the occurrence/variance.  An incident report can be completed for occurrences/variances involving patients, visitors, employees, volunteers, students, or facility property.

2. 
Squadron Commanders, Superintendents, and Flight Commanders will:

2. 
Provide overall leadership and direction for the MDG’s EOC Program within their assigned areas.

2. 
Ensure their section EOC Managers develop and actively manage a well documented EOC Program. 

2. 
Ensure risks are being managed through staff training, the use of safety devices, or are eliminated by improving the working environment.

2. 
Ensure EOC Program discrepancies are resolved and improvements implemented in a timely manner.

2. 
Each squadron superintendent (or designee) will report on the effectiveness of their squadron’s EOC Program at the EOC Committee.

2. 
Each squadron superintendent will nominate EOC Managers for their assigned sections and forward their nominations to the MDG EOC Manager who will in-turn update and coordinate the EOC Manager appointment letter with the MDG Commander for approval.

2. 
The MDG EOC Manager will:

2. 
Serve as the MDG’s primary point of contact for the 35 FW/SE and other agencies on all issues related to the MDG’s EOC Program 

2. 
Direct all functions pertaining to the EOC program to include program design (documentation), staff training, program implementation, measurement, and program improvement.

2. 
Develop and implement documented management plans for the EOC Program.

2. 
Develop and manage orientation and recurring training programs for MDG staff and section EOC Managers.  This includes the maintenance of the EOC Employee Training Manual, training references, and other relevant references.

2. 
Maintain a comprehensive, organization-wide, information collection and evaluation system (ICES) to ensure data is routinely collected and evaluated to ensure:  (1) the EOC Program remains effective in meeting program goals and objectives and (2) to assess performance effectiveness for possible improvement opportunities.  These measurements will be reported to the EOC Committee for evaluation.

2. 
Continuously seek ways to improve the EOC Program by developing and implementing performance improvement initiatives and resolving identified discrepancies in a timely manner.

2. 
Work closely with the MDG’s Risk Manager in preventing and eliminating risks.

2. 
Review departmental policies and procedures  to ensure all regulatory requirements are being met.

2. 
Serve as the Facility Fire Marshall, monitor and report on relevant issues pertaining to Life Safety Code compliance to the EOC  Committee

2. 
Serve as the Facility Security Officer, monitoring compliance with all base and other regulatory requirements.

2. 
Along with the EOC Committee chairperson, intervene in any activity within the MDG and take whatever action is necessary to correct situations which pose an immediate threat to life or health or pose a threat of damage to equipment of facility.

2. 
By virtue of dual membership of both the EOC and Infection Committees, ensure coordination and cross feed between the two committees occur.

2. 
Maintain a hazard surveillance and mishap reporting programs.  Based on the type and number of incidents reported through these programs and take the necessary actions to resolve pertinent safety issues.

2. 
Ensure all management deficiencies, problems, failures, user errors, and relevant report of hazards are reported to the EOC Committee and if necessary with the appropriate Base agency such as the Civil Engineering, Fire Department, or Base Contracting.

2. 
Oversee all administrative requirements pertaining to the EOC Committee such as coordinating meeting agendas, completing, distributing, and filing meeting minutes, and performing other associated administrative tasks.  This includes carrying out or overseeing the directives of the EOC Committee.

2. 
Maintain all pertinent documents, inspection reports, appointment letters and job descriptions for section EOC Managers, and current industry reference guides related to general safety requirements.


2. 
Attend 35 FW/SE’s bimonthly Wing Safety training meeting as well as other base agency meetings.

2. 
Complete an annual assessment reports for key functional elements of the EOC Program to include  job safety, equipment safety, fire prevention and protection, and hazardous material management (includes hazard communication), utility management, and emergency preparedness.

2. 
Maintain the MDG’s EOC Bulletin Board in accordance with 35 FW/SE requirements.

2. 
The section EOC Manager will:

2. 
Serve as their section’s primary point of contact on all issues related to the EOC Program.  This includes overseeing all functions pertaining to their EOC Program to include program design (documentation), staff training, program implementation, measurement, and program improvement.

2. 
Complete the MDG’s initial EOC Manager certification course and the annual refresher training courses.

2. 
Implement the MDG’s EOC Program within their assigned duty sections.

2. 
Develop three types of documentation specific to their duty section:

2. 
Develop an operating instruction (OI) that outlines section-specific guidelines, emergency response procedures, roles and responsibilities of section staff.

2. 
Develop a self-inspection checklist to be used as a tool to ensure specific standards are being met in their section.  This inspection checklist should be completed on a monthly basis and kept on file in section EOC manuals for 12 months.  A copy of the completed monthly checklist will be sent to the MDG EOC Manger.

2. 
Develop a section-specific training plan or checklist.  This training checklist will ensure that the orientation and annual recertification training is standardized for all section staff.  Lesson plans must address the specific hazards of the employee's work tasks and work environment.

2. 
Develop and maintain an active orientation and recurring training program.  Ensure that all section staff receive initial orientation training and annual recertification training to include a review of the MDG and section-specific.  Initial staff training should be documented on the staff member’s AF Form 55, Employee Safety and Health Record as shown in attachment #2.  Annual recertification training should be documented on the master training calendar as shown in attachment #3.
2. 
Provide initial EOC training that addresses section-specific issues pertaining to risk management, job safety, equipment safety, fire prevention and protection, and hazardous material management (includes hazard communication), security, infection control, utility safety, and emergency preparedness.  This training needs to be provided to staff members, volunteers, and summer hires prior to the performance of their assigned duties.  This training will be documented in the individuals AF Form 55, Employee Safety and Health Record.

2. 
Provide annual EOC training in the form of monthly safety briefings.  

2. 
Keep section staff informed of issues addressed by the EOC Committee; distribute EOC Program newsletters and other pertinent information.

2. 
Ensure the requirements listed in section OIs are implemented. 

2. 
Continuously seek ways to improve their section’s EOC Program by implementing performance improvement initiatives and resolving identified discrepancies in a timely manner.  Section  EOC managers should contact supervisory staff or the MDG’s EOC Manager immediately if assistance is needed in resolving any EOC Program-related issue.

2. 
Post annual and baseline Base Bioenvironmental Engineer (BEE) industrial hygiene surveys and reports in affected shop’s section safety bulletin boards for 10 days after receipt to allow all workers free access to the findings.  This action is mandatory and will be analyzed by the 35 FW/SE during their annual inspection.

2. 
The MDG Facility Manager will:

2. 
Serve as the MDG’s primary point of contact on all issues related to the facility infrastructure.  

2. 
Work closely with the MDG’s EOC Manager to insure the facility’s infrastructure comply with the EOC Program. 

2. 
Maintain current and accurate building blueprint maps, drawings, and documents which address all structural features to include all installed equipment and utility systems.

2. 
Ensure there is a well organized, methodical process to document all inspections, tests, and preventative maintenance completed on the MDG’s utility systems.

2. 
Accompany inspectors during building and equipment inspections and ensure all identified discrepancies are resolved in a timely manner.

2. 
Investigate and immediately report any EOC deficiencies that may jeopardize a safe and secure environment to the MDG EOC Manager and, if necessary, the EOC Committee Chairperson.

2. 
Intervene in any activity and take whatever action is necessary to correct situations which pose an immediate threat to life or health or pose a threat of damage to equipment of facility.

2. 
Attend the EOC Committee as an advisor on matters pertaining to facility infrastructure issues.  This includes updating the EOC Committee on the status and projected resolution dates of structural deficiencies that impact the EOC Program.

2. 
The Superintendent of the Medical Equipment Section will:

2. 
Maintain and implement written equipment management plans sufficient to meet all regulatory requirements for equipment management.  This plan will address both patient, as well as non-patient care equipment.  It will also address initial equipment testing prior to use and subsequent recurring testing.

2. 
Coordinate with the medical equipment section to ensure that a current inventory of all MDG equipment is maintained.

2. 
Submit quarterly summaries of any equipment failures, user errors, and any incidents requiring management interventions.

2. 
Maintain a program that promptly distributes relevant published reports on equipment hazard alerts notices to equipment custodians and follow-up to ensure the appropriate action was taken.  A summary of these actions will be reported to the EOC Committee.

2. 
Medical Logistics Flight Commander will:

2. 
Submit summary reports on any safety-related incidents involving government vehicles to the EOC Committee.

2. 
Maintain a program that promptly distributes relevant published reports on supply hazard alerts notices to supply custodians and follow-up to ensure the appropriate action was taken.  A summary of these actions will be reported to the EOC Committee.

2. 
MDG staff members will:

2. 
Become completely familiar and comply with the requirements listed in this operating instruction. 

2. 
Ensure their areas/processes are safe and free of fire hazards.  All staff must understand they are equally responsible for reporting any potential safety and fire hazard to their immediate supervisor, their section EOC Manager, or to the MDG EOC Manager.

2. 
Understand and comply with procedures outlined in their section’s EOC Program operating instructions.

2. 
The EOC Committee will:

2. 
Maintain a safe environment for patients, personnel, and visitors.  

2. 
Serve as the primary mechanism for monitoring all aspects of the EOC program.  This multidisciplinary committee (with representatives from administrative, clinical, and support services) will meet bimonthly to receive updates on program performance, to consider the results of on-going monitoring activities, to recommend corrective actions as required, and to monitor the effectiveness of previously instituted actions.  Specific committee membership is specified in MGI 168-14.

2. 
Ensure management plans are effectively implemented.

2. 
Ensure processes exist to provide MDG staff initial orientation and recurring training that is timely and meaningful.

2. 
Evaluate performance measurement from data provided through the ICES.  Performance measurements which will include but are not limited to:

2. 
Staff knowledge and compliance with established EOC Program standards.

2. 
Effectiveness of monitoring and inspection activities.

2. 
Effectiveness of staff response to emergency drills.

2. 
Evaluate inspection reports conducted by external agencies and ensure the appropriate action is taken based on the measurements provided or recommendations outlined in the reports.

2. 
Provide oversight for all improvement initiatives.  The committee will continually strive to improve the EOC Program through the active use of the ICES and suggestions from committee members and MDG staff.  Any MDG staff member can provide input to the committee for EOC Program improvements.  Input can be presented by the member or by any EOC Committee member on their behalf.  A “Plans for Improvement” log will be maintained to track the progress of improvement initiatives and discrepancy resolutions.  The EOC Committee Chairperson will ensure that timely progress is made to implement performance improvement initiatives and resolve identified discrepancies.

2. 
Ensure EOC Program issues are effectively communicated to the Executive Council, EOC Managers, and MDG staff.

3. 
SOCIAL ENVIRONMENT:

3. 
Section EOC Managers will establish a social environment that supports patient care.  To accomplish this, section EOC Managers will ensure patients are provided:

3. 
Appropirate space to support services.

3. 
An environment that fosters a positive self-image for the patient and preserves his or her human dignity.

3. 
Adequate visual and auditory privacy to reflect sensitivity and respect for the patient.

3. 
Activities to support the development and maintenance of the patient’s interests, skills, and opportunities for personal growth.

4. 
EOC PROGRAM TRAINING REQUIREMENTS:

4. 
All new staff inprocessing into the MDG (including volunteers, summer hires, etc.) must complete the initial orientation course on the EOC Program.  This course must be completed within the 30 days of signing into to the MDG.  The MDG EOC Manager will monitor this activity for compliance.

4. 
Information on the initial orientation course will be provided to each member during their initial in-processing appointment into the medical group by a medical group education and training (MDG ED & TRG) staff member.  

4. 
This same information will be summarized during the MDG’s formal orientation class by the MDG EOC Manager.

4. 
The responsibility for completing the initial orientation requirements rests with the staff member.  He or she must take the initiative to complete these requirements.  Since the timely completion of these requirements will be tracked and reported to the EOC Committee by the MDG EOC Manager, it behooves the staff member to complete the orientation requirements as soon as possible.  Letters indicating non-compliance will be sent to the member and, if required, to the member’s squadron commander.

4. 
Completing the initial orientation course consists of a three-step process:

4. 
First, the member must complete the self-study certification exam.  This involves reading the EOC Employee Training Manual (which is located in their duty section and in the MDG ED & TRG section) and then completing the test that was given to them during their inprocessing appointment in the MDG ED & TRG.  Since the test is open-book, the staff member may use the EOC Employee Training Manual to complete the test.

4. 
Second, the member must set up an appointment with his or her section EOC Manager to obtain EOC training that is section-specific.  The section EOC Manager and staff member will document on the AF Form 55 the date that this training was completed (as shown in attachment #2).
4. 
Finally, the staff member will then sign the cover letter (that was provided by the MDG ED & TRG) to indicate the section specific training has been completed and documented on the AF Form 55.  The cover letter and the completed EOC Handbook test must be returned to the MDG EOC Manager within 7 duty days of signing into their duty section to work.  The MDG EOC Manager will then grade and return the test to the staff member.  Staff members will need to retake the test if a passing grade is not obtained.

4. 
All MDG staff will receive annual refresher training on the EOC Program from their section’s EOC Manager.  The training will consist of monthly training sessions which cover a specific chapter from the EOC Employee Training Manual.  The EOC Master Training Calendar (attachment #3) reveals the schedule that indicates which chapters will be used for training for each month.  Since the information provided in the chapters address general, MDG-wide issues, each section EOC Manager will need to provide additional section-specific training to augment the information contained in the chapters.  For instance, section EOC Managers will provide training on the Fire Prevention and Protection (FPP) chapter during the month of October.  In addition to training staff on the information provided in the FPP chapter, each section EOC Manager will need to provide additional training on FPP issues that are specific to their sections (e.g., fire escape routes and evacuation procedures).

4. 
Each staff member will indicate that they have completed their monthly EOC training by initialing the EOC Master Training Calendar.

4. 
The MDG’s EOC Manager will perform random staff knowledge and compliance audits to determine the effectiveness of the initial orientation and annual training.  These audits will be scored and the results reported to the EOC Committee as part of the EOC Program’s ICES process.  The results from these quarterly audits will also be posted in report-card format and distributed throughout the MDG.

4. 
The attached flowchart (attachment #4) provides additional information on the initial orientation and recurring annual training requirements.

5. 
OTHER TRAINING REQUIREMENTS:

5. 
The MDG EOC Manager will:

5. 
Ensure newly appointed NCOs and officers assigned to Misawa AB as their first assignment will attend the 35 FW/SE’s Supervisory Safety Course 

5. 
Ensure the appropriate individuals attend other required training courses as required (e.g., motorcycle safety).

6. 
SAFETY BULLETIN BOARDS:

6. 
The MDG EOC Manager will maintain a safety bulletin board in a conspicuous location.  The area will be neat and orderly, and contain only safety-related items.  As a minimum, the following will be posted:

6. 
AFVA 91-307, Air Force Occupational Safety and Health Program.

6. 
Unit mishap notification procedures.

6. 
Form CA-10, What A Federal Employee Should Do When Injured at Work, if the unit employs civilians.

6. 
Instructions for completing an AF Form 457 with blank copies of the form.

6. 
Current mishap prevention information (posters, flyers, safety grams, etc.)

6. 
The MDG and section EOC Manager will educate MDG staff on the location and purpose of the safety bulletin board.

7. 
SECTION EOC PROGRAM MANUALS:

7. 
Section EOC Managers will maintain an EOC Program Manual according to the prescribed outline (see attachment #5).  The section EOC Program Manual will need to be located in an accessible location for all section staff.

7. 
Compliance will be verified on an semi-annual basis by the MDG EOC Manager. 
8. 
HAZARD REPORTING PROGRAM:

8. 
Identified hazards should be corrected at the lowest possible level; however, any MDG member may report a safety hazard or potential safety hazard on an AF Form 457, USAF Hazard Report, (attachment #6) to the 35 FW/SE for investigation.  

8. 
Although USAF Hazard Reports can be submitted directly to the 35 FW/SE, it is recommended that the reports are submitted first to the MDG EOC Manager.  The MDG EOC Manager will conduct preliminary investigation into the reported hazard before submitting the report to the 35 FW/SE.

8. 
Section EOC Manager and section EOC Manager will ensure unit personnel are aware of their right to formally report hazards directly to 35 FW/SE and the procedure used to do so.

9. 

MISHAP REPORTING PROGRAM:

9. 
A mishap is an unplanned or unsought event which results in one or more of the following:

9. 
Injury to Air Force military personnel on or off duty.

9. 
Injury to non-Air Force personnel (e.g., volunteers, Japanese national and American civilian employees).

9. 
Occupational illness to Air Force military or civilian personnel.

9. 
Damage to Air Force property or equipment.

9. 
Damage to non-Air Force property as the result of Air Force operations.

9. 
No injury, occupational illness, or reportable damage is sustained but the high potential of an accident exists.

9. 
A 35 FW Form 33, Preliminary Ground Mishap Investigation Report, (attachment #7) must be completed for both on and off duty mishaps. 
All mishaps will be reported regardless of severity on or off duty.  Timely investigation of a mishap depends on prompt notification and reporting so perishable evidence can be preserved.

9. 
A Form 33 will be completed by the individual involved in the mishap.  The Form 33 must be submitted to the MDG EOC Manager within 3 duty days after the occurrence of the mishap.  The MDG EOC Manager will conduct a preliminary "in house" investigation of the mishap (if needed) and document the findings on Form 33.  The unit vehicle control officer/NCO will assist the MDG EOC Manager in conducting investigations for Air Force motor vehicle mishaps.  

9. 
The MDG EOC Manager will ensure the mishap report is sent to the 35 FW/SE within five duty days after the occurrence of the mishap.  

9. 
The MDG EOC Manager will immediately notify the 35 FW/SE during normal duty hours (or the Command Post after normal duty hours) by telephone, of any serious mishap, incident, or unusual safety-related occurrence pending completion of the 35 FW Form 33

9. 
The MDG and section EOC managers are responsible for publicizing mishap reporting procedures.

9. 
The MDG’s inpatient records section will provide a copy of Admission and Disposition Reports

9. 
The emergency room will provide copies of Patient Injury and Treatment Log to 35 FW/SE.

9. 
Key data from mishaps will be consolidated and trended to identify any adverse trends by the MDG EOC Manager.  A summary of the consolidated data and a trend analysis will be provided to the EOC Committee on a quarterly basis.

9. 
Copies of Form 33, Preliminary Ground Mishap Report will be maintained by the MDG EOC Manager for one year.

10. 

PROGRAM INSPECTIONS:

10. 
All inspections should be well documented to include:  the area/operation inspected, inspection date, discrepancies identified, corrective action taken or planned, and the date corrective action was anticipated or completed.  

10. 
Open discrepancies will be documented on the MDG’s inspection discrepancy form and tracked.

10. 
A copy of the form will be provided to the Resource Management Office (RMO) as required by the RMO’s Inspection Program.  

10. 
All open discrepancies will be reported to the EOC Committee until abated.

10. 
The MDG EOC Manager will conduct and document annual safety surveillance surveys of all non-patient workplaces and each patient workplace bi-annually.  The inspections to identify environmental deficiencies, hazards, and unsafe practices.

10. 
The MDG EOC Manager will also complete an annual assessment for key functional areas of the EOC Program to include  job safety, equipment safety, fire prevention and protection, and hazardous material management (includes hazard communication), utility management, and emergency preparedness.  This assessment must address the objectives, scope, performance, and effectiveness of each functional area.  

10. 
Whenever possible, internal annual inspections should be conducted in conjunction with other external inspections conducted by base agencies such as those conducted by the 35 FW/SE, the base fire department, security police, environmental management staff.  

10. 
All inspection reports will be reviewed by the EOC Committee.

CONSTANCE M. EGAN, Colonel, USAF, NC

Commander, 35th Medical Group

7 Attachments:

1.  AF Form 765, Incident Statements 

2.  AF Form 55, Employee Safety and Health Record 

3.  EOC Program Master Training Calendar 

4.  EOC Program Training Process Flowchart

5.  EOC Program Manual Outline

6.  AF Form 457, USAF Hazard Report.

7.  MAB Form 33, Preliminary Ground Mishap Investigation Report
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