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I. Executive Summary

This Action Plan has been developed to coordinate actions of all Defense Logistics Agency (DLA) organizations to maintain DLA mission capability by minimizing injury, illness, property damage, and other losses resulting from unplanned events or exposure to hazards. This plan consolidates existing DLA safety and occupational health (SOH) policy requirements with initiatives, having the potential for significant program improvements.

This Plan is intended to keep DLA organizations focused on the direction the SOH program needs to take, and the most effective way to follow through. This Plan includes the requirements of DLA Directive 6055.1, Safety and Occupational Health Directive, and DLA Instruction 6055.1, Safety and Occupational Health Program (current draft in formal coordination).  It also includes potential program enhancements extracted from the best private industry programs and opportunities for improvement based on analysis of current DLA program performance.

This Plan implements DLA 21, primarily Goal 3: “Ensure our Workforce is enabled to deliver and sustain world class performance,” and uses Objective 3.3: “Foster a positive work environment,” to provide direct requirements for an effective SOH program.

Continued reductions in DLA’s work force, the current HQ DLA reorganization, and a desire to improve the overall DLA SOH Program performance led DSS-EH to develop this plan.  The White House issued the Fed Worker 2000 initiative to challenge federal agencies to reduce work-related injury and illness and timeliness of compensation reporting.  Meanwhile, DLA field activities have reduced SOH professional staff in an effort to reduce overhead operating costs and to respond to White House efforts to reduce the size of the federal work force.  Also, the DLA headquarters has embarked on a massive change in the organizational structure to improve effectiveness.

This Plan provides the mission, vision, commitment, five actions for achieving an effective SOH program, and mission metrics that show the direct impact of the SOH Program on DLA mission performance.  The five actions are based on the main program areas of OSHA’s 1989 Management guidelines.

We realize that each of the field activities needs flexibility in implementing the Action Plan because of the organizational missions, histories, and resource constraints. We have included nearly every measure of merit available for SOH programs for all types of work environments.  There are a number of measures to be maintained by the field activities as required by DLA, DoD, or OSHA.  In addition to these required metrics, HQ staff will meet with the field activities’ SOH manager to identify other objectives and metrics to be used by the field activity to monitor SOH program activities.  The field activity and HQ staff will then monitor performance against those measures, analyze impact on the mission metrics, and identify potential changes for continuous improvement.

After the Action Plan has been accepted, we will identify specific tasks needed for the achievement of the Action Plan objectives.  Each task will include a priority based on its expected effectiveness in achieving the objective, assigned responsibility for the task, time lines for completion, and resources needed to complete the task.

We expect that the Action Plan will be a dynamic plan that continues to consolidate current and future actions for improvement in the SOH Program.  We request all DLA offices continue to review this plan and recommend improvements to HQ DLA DSS-EH.

II. Glossary

Accident: An unplanned event resulting in injury, illness, property damage, or reduced capacity to perform planned activities.

Action: The largest subdivision of the Action Plan containing a distinguishable area of emphasis.  Actions are the key focus areas needed to achieve an effective safety and health program. An action contains a set of closely related activities, indicators, objectives, and metrics.  The five actions of this Action Plan are as follows:

Management commitment and employee involvement

Activity program analysis

Safety & occupational health training

Hazard prevention and control

DSS-EH SOH framework

Action Level: The exposure level for a hazard, above which personnel are recommended for medical surveillance.  Medical surveillance is performed to detect abnormalities in workers exposed to work-related health hazards early enough to prevent or limit disease progression by exposure modification or medical intervention.  Where action levels are not established by OSHA standard or DoD Component policy, the action level is calculated as 50% of the 8-hour time-weighted average occupational exposure limit (TWA OEL).

Action Planning: Planning at the day-to-day operational level. Also referred to as Tactical Planning. Action Plans range from a day to a year in length and, generally, this type of planning should not exceed one year in duration. They may be time-constrained by operational factors or by a combined planning-budgetary process that runs from fiscal year to fiscal year.

Activity: An emphasis program area within the Action Plan containing a set of closely related indicators, objectives, and metrics. An Activity defines the items needed to be in place to accomplish a given Action.

Activity Performance Booklet: Booklet maintained at HQ DLA for each field activity.  This booklet contains any correspondence relating to the SOH Action Plan and its performance metrics.  Items such as the field activity’s annual Activity Performance Plan would be included, along with any questions the field activity had related to the implementation of the SOH Action Plan.

Activity Performance Plan: Document that contains the field activity’s performance against its selected metrics from the SOH Action Plan with all supporting analyses.  Analyses would include things such as top 5 accidents, root cause analysis, specific actions to be taken to improve program performance, job hazards, etc.

ANSI: American National Standards Institute.

CBT: Computer Based Training.

CFR: Code of Federal Regulations.

CHP: Certified Health Physicist.

CIH: Certified Industrial Hygienist.

COHN: Certified Occupational Health Nurse.

COP: Continuation of Pay.

CSP: Certified Safety Professional.

DPG: Defense Planning Guidance.

DUSD(ES): Deputy Under Secretary of Defense for Environmental Security.

EAP: Emergency Action Plan

Employee Involvement: The process of including employees in identifying and correcting risks from hazards in work places or processes where they work, but for which the employees have not been assigned responsibility of control authority.

FOIA: Freedom of Information Act.

FY: Fiscal Year.  The year used for the financial accounting.  For the federal government, the fiscal year starts October 1st and ends the following September 30th.

Hazard: A condition capable of causing injury, illness, or property damage.

Hazardous Operations: Select group of worksites where known hazards are present (such as chemicals, noise, etc.)

IDP: Individual Development Plan.
Illness: A nontraumatic physiological harm or loss of capacity produced by systemic infection; continued or repeated stress or strain; exposure to toxins, poisons, fumes, etc.; or other continued and repeated exposures to conditions of the work environment over a long period of time. For practical purposes, an occupational illness and/or disease is any reported condition that does not meet the definition of injury.

IM: Information Management.

Incident: An unplanned or an undesired event that adversely affects the work operations.  Incidents may result in work-related injuries and illnesses, property damage, spills, or fires.

Injury: A traumatic wound or other condition of the body caused by external force, including stress or strain. The injury is identifiable as to time and place of occurrence and member or function of the body affected, and is caused by a specific event or incident or series of events or incidents within a single day or work shift. 

Incentives Program: A program to provide personnel with rewards for achieving desired outcomes.  Programs should be of a positive nature such as number of near misses reported, or number of safety suggestions, or implementing a safety slogan contest.

Index/Indexes/Indices: Statistical compilation of multiple similar or related performance measures/metrics. Typically used to link related organizational issues, to evaluate interrelated leading or lagging indicators, or to effectively reduce the overall number of metrics or measures to a manageable level. Usually involves determining the weighted value of any measure based on its importance and relevance. 

Indicator: A subdivision of an Activity, created to provide a clearer and more detailed description of the items needed to achieve a given Action.  They indicate to what extent an Activity has been implemented.

JHA: Job Hazard Analysis.  An analysis of each step of a job which identifies hazards and protective measures to prevent injury, illness, and property damage.

Lost Time Case: A nonfatal traumatic injury that causes any loss of time from work beyond the day or shift on which it occurred or a nonfatal nontraumatic illness that causes loss of time from work or disability at any time.

Manager/Management: A person, group of people, or the process of exercising control over funding, processes, programs, or people.

Medical Surveillance Program: A planned set of medical exams for personnel exposed to hazards to identify health effects and intervene before the health effects progress to decreased work function.

Mission Metrics: Measurements of the results of activities expected to impact directly on the ability of DLA organizations to perform their assigned mission.

Mission Statement: A statement of the role or purpose, by which an organization intends to serve its stakeholders.  Describes what the organization does (current capabilities), who it serves (stakeholders), and what makes the organization unique (justification for existence).  Mission statements always exist at the top level of an organization, but may also be set for different organizational levels or components. [also see Vision Statement]

Near-miss: An incident that would have likely led to injury, illness or property damage, except for the fortunate intervention of time or distance.

NRC: Nuclear Regulatory Commission.

Objectives: State the specific outcomes that must occur within a given or stated time frame before an Indicator is fully achieved.  Objectives are specific and measurable targets for accomplishment during the state time frame.  

Occupational Exposure Limit: The level of a hazard above which personnel are not allowed to be exposed.

OSHA:.  Occupational Safety and Health Administration.

OWCP: Office of Workers' Compensation Program

PLFA: Primary Level Field Activity

POM: Program Objective Memorandum.

PPE: Personal Protective Equipment.  Equipment worn by an individual to reduce their exposure to a hazard.

RAC: Risk Assessment Code.  A numeric value assigned to hazard abatement projects to prioritize funding of these projects.  RAC scoring is defined in DoD Instruction 6055.1.

Root Cause Analysis: An analysis of an incident to determine the originating (root) causes.

Safety: A measure of overall health of the organization that is used to examine specific elements of the employee physical working environment.

Safety & Occupational Health program changes: Examples include - Implementing new standards, changes in program implementation caused by resource changes, adaptation of programs to meet new operational requirements, revision of programs to meet special policy direction, etc.

SHIRS: Safety and Health Information and Reporting System.

SOH: Safety and Occupational Health. Includes programs, policies, plans and activities designed to identify and control occupational hazards.

Supervisor: Controls or is responsible for the actions of subordinates.

Vision Statement: Identifies where the organization intends to be in the future or where it should be to best meet the needs of stakeholders. Incorporates a shared understanding of the nature and purpose of the organization and uses this understanding to move the organization toward a greater purpose. [also see Mission Statement]

III. DLA DSS-EH Safety & Occupational Health Mission, Vision, Commitment

A. Safety & Occupational Health Mission

Effectively manage and administer an aggressive Safety and Occupational Health Program integrating safety values throughout DLA’s culture, which ultimately results in zero accidents and zero work-related illnesses. 

	Safety & Occupational Health Mission Metrics

	FATALITIES
	Total No. Fatalities (Military And Civilian)

	TOTAL PERSONNEL INJURY/ILLNESS ABSENTEEISM METRICS 
	Total No. of Days Unavailable For Duty due to injury and illness(Military [on and off duty] And Civ)

	CIVILIAN WORK-RELATED INJURY/ILLNESS ABSENTEEISM METRICS
	Total No. of Days Unavailable For Duty due to injury and illness

Total No. of Lost Time Cases

Total No. of Recordable Cases

Ratio of Lost Time Cases to Total Recordable Cases

No. Lost Work Days X 100 / No. Civilians  (Fed Worker 2000 lost production days rate) 

No. Lost Time Cases X 100 / No. Civilians (Fed Worker 2000 lost time case rate)

No. Reportable Cases X 100 / No. Civilians (Fed Worker 2000 total case rate)

	MILITARY ABSENTEEISM METRICS
	Total No. of Military Lost Time Cases on duty

Total No. of Military Recordable Cases on duty

Total No. of Military Lost Time Injury Cases off duty

Total No. of Military Recordable Injury Cases off duty

Total Military Lost Time Cases on duty * 100/ No. Military 

	ADVERSE MEDICAL EFFECTS METRICS (not available through automated systems until DOHERS fielded)
	Total No. of military & civilian personnel with abnormal findings on required periodic medical surveillance exams for workplace exposures 

Total No. of military & civilian personnel with abnormal findings on required periodic medical surveillance exams for workplace exposures / No. of military & civilian personnel receiving medical surveillance


	COST METRICS
	Current FY cost ($) of property damage (equipment, motor vehicle, etc) resulting from incidents  (reported through SHIRS)

Current FY Cost for all injuries / No. FY injuries (reported through SHIRS)

Current FY Cost for all illnesses / No. FY illnesses (reported through SHIRS)

Current FY Cost for all mishaps / No. FY mishaps (reported through SHIRS)

Projected life cycle cost resulting from injuries that occurred during the FY*

Projected life cycle cost resulting from illnesses that occurred during the FY*

Projected life cycle cost resulting from property damage that occurred during the FY*

Projected life cycle cost resulting from mishaps that occurred during the FY*

(*Use Average analysis chart from the Naval Health Research Center in San Diego) 

Total charge-back costs by charge-back year 

Total abatement costs per fiscal year (including engineering controls, process changes, and admin controls)

Total cost of medical surveillance (No. of people X standard rate for military hospitals; contract cost for contract exams)

Total cost of SOH program operating costs (full time SOH professional salaries & office operating budget)

Total cost of required PPE


B. Safety & Occupational Health Vision

The DLA Safety & Occupational Health Program will be a model of best business practices to the Military Services and other Federal agencies.

DLA will be an Agency where:

Management is fully committed and involved in providing a safe and healthful work environment.

Safety & Occupational Health are integral parts of our culture.

Safety & Occupational Health Programs incorporate continuous improvement methods.

Employees are free of work-related illnesses and injuries. 

C. Safety & Occupational Health Commitment

We are committed to ensuring that each and every member of the DLA operational force is free from injuries and illnesses in order to attain 100 percent mission capability.

Actions:

Management is committed to, and employees are involved in, preventing occupational injuries and illnesses

Analyze activity programs and work sites to identify opportunities for improving safety

Train all managers and employees to understand their roles and responsibilities

Eliminate existing hazards and establish procedures to control potential hazards

HQ DLA provides a framework for the SOH Program strategies

IV. DLA DSS-EH Safety & Occupational Health Action Plan

Action 1 Management Commitment and Employee Involvement: 

We are committed to preventing occupational injuries and illnesses in our workplaces

We recognize that the relationship between our managers and employees is complementary

We provide the motivating force and the resources for organizing and controlling occupational injury and illness prevention activities at our facilities

We regard workers’ safety and health as a fundamental value of our organization

We apply our commitment to injury and illness prevention with as much vigor as we do to our other organizational purposes

Our employees participate in safety program reviews, analysis, and decision-making processes and demonstrate responsibility for their own safety and that of their fellow workers

Action 1 Management Commitment and Employee Involvement:
A. Management Commitment

	Activity 1: Provide adequate authority and resources

	INDICATOR 1: Supervisors of work areas review safety procedures, proper PPE, and take corrective action when procedures are not followed or PPE is not worn.
	
Objective 1: Supervisors ensure 100% of employees have the proper PPE certification 

Metric 1: No. of supervisors with all employees certified*/ No. of supervisors that have employees that require PPE certification

* Written certification that employee has received and understood required training. Includes subject of training, name of employee trained & date of training. (29 CFR 1910.132(f)(4))

	INDICATOR 2: Management provides resources (e.g. funding, people) to implement the Activity Performance Plan 
	
Objective 1: Management funds 100% of Activity Performance Plan actions. 

Metric 1: Funding provided for the Activity Performance Plan actions / funding required by Activity Performance Plan actions


	
	




	
	




	
	





	
	



	INDICATOR 3: Management provides employees with adequate time to participate in agency-sponsored SOH events.
	
Objective 1: Management plans and offers safety and health events. 

Metric 1: Total No. of  employees participating  / total No. of people desired to participate in events 

Metric 2: Total No. of events offered / total No. of events planned. 

	INDICATOR 4: Management implements changes to safety programs as determined by safety and health managers.
	
Objective 1: Management implements 100% of the changes needed

Metric 1: No. of changes implemented / No. of changes needed 

	
	
Objective 2: 100% of the changes are completed within specified time.

Metric 1: No. of changes completed within specified time / total No. of requested changes

	INDICATOR 5: Safety & occupational health budgets and funding procedures are reviewed periodically for adequacy.
	
Objective 1: Each activity reviews its budget and funding procedures at least annually and identifies any inadequacies. 

Metric 1: No. of budget reviews annually

	
	
Objective 2: Each SOH manager submits requirements to POM.

Metric 1: Yes/No

	
	
Objective 3: Effectively use the resources provided to the SOH Program

Metric 1: No. of program elements which met desired outcome for funding provided / No. of program elements in the budget (e.g. No. of inspections completed as planned with available funding)

Metric 2: $ spent to achieve desired objectives of funded elements / $ budgeted to achieve element objectives (i.e. cost efficiency—less is better)

	Activity 2: Develop, publish, and update in a timely manner and provide access to safety and health policies and procedures.

	INDICATOR 1: Management develops, publishes, and updates safety and health policies and procedures.
	
Objective 1: Each activity has up-to-date policies and procedures.

Metric 1: No. of current  policies & procedures / No. of required policies & procedures

Note: Current SOH policy statement is signed by the current commander/director within 60 days of arrival..

	INDICATOR 2: Employees have access to activity SOH policy, management & employee SOH roles & responsibilities, SOH work procedures, and required PPE.
	
Objective 1: Each activity has up-to-date policies posted on intranet or DSS-EH website or in another easily accessible location.

Metric 1: No. of current policies posted / total No. of policies required

	
	
Objective 2: Each activity has management and employee roles and responsibilities posted on intranet or DSS-EH website or in another easily accessible location. 

Metric 1: Management and employee roles and responsibilities are posted: Yes/No

	
	
Objective 3: 100% of worksites have current policies and roles and responsibilities posted on intranet or DSS-EH website or another easily accessible location.

Metric 1: No. of worksites with access to policies on intranet or DSS-EH website or another easily accessible location/ No. of worksites

Metric 2: No. of worksites with access to roles and responsibilities posted on intranet or DSS-EH website or another easily accessible location / No. of worksites

	
	
Objective 4: 100% of worksites that require descriptions of proper work procedures have them posted (available to employees)

Metric 1: No. of worksites with work procedures posted / total No. of worksites requiring procedures

	
	
Objective 5: 100% of PPE requirements are posted 

Metric 1: No. of  PPE requirements posted / No. of  PPE postings required

	Activity 3: Each activity establishes and communicates clear safety and health goals 

	INDICATOR 1: Each activity develops safety metrics that reflect the overall DLA SOH goals
	
Objective 1: Each activity develops and publishes local safety objectives and metrics that support the overall DLA SOH goals.

Metric 1: Yes/No

	INDICATOR 2: Safety & Occupational Health Council meets quarterly to discuss items as specified in DLAI 6055.1.
	
Objective 1: Meet quarterly to discuss agenda items as specified in DLAI 6055.1

Metric 1: No. of meetings annually to discuss specified agenda items from DLAI 6055.1  /  4

	Activity 4: Provide visible management involvement

	INDICATOR 1: Site Safety & Occupational Health issues are regularly included on agendas of management meetings (e.g., staff, partnership, executive meetings)
	
Objective 1: 100% of staff meetings at all levels include safety and health issues on agenda.

Metric 1: No. of staff meetings with SOH issues on agenda / total No. of staff meetings

	INDICATOR 2: Management accompanies personnel during scheduled safety and health inspections (e.g., quarterly, semi-annual or annual)
	
Objective 1: Management accompanies the safety and health inspection team during 100% of the scheduled SOH inspections

Metric 1: No. of times management accompanies the inspection team / specified No. of inspections.

	INDICATOR 3: Management accompanies mishap investigation teams and reviews reports. 
	
Objective 1: Management accompanies the teams and reviews 100% of mishap reports. 

Metric 1: No. of times management accompanies mishap investigation teams / specified No. mishap investigations

Metric 2: No. of times management reviews mishap reports / specified No. of mishap investigations

Note: Mishap investigations are based on a determined level of severity

	INDICATOR 4: Management assists personnel in performing Job Hazard Analyses (JHAs).
	
Objective 1: Supervisors provide input to 100% of job hazard analyses (JHAs).

Metric 1: No. of JHAs with supervisor input / No. of JHAs

	Indicator 5: Management provides recognition/awards/incentives for actions taken to improve safety and for good performance.
	
Objective 1: 100% of recognition/awards/incentives programs for employees are established and maintained by management, in conjunction with SOH Staff. 

Metric 1: Number of times management participates in the creation of a new recognition/awards/incentives program / Number of new recognition/awards/incentives programs 

	Indicator 6: Management and supervisors’ annual performance evaluations consider their safety performance


	Objective 1: Local safety office audits demonstrate that 100% of manager/supervisor annual performance ratings consider their safety performance.

Metric 1: No. of management and supervisor performance evaluations that consider safety performance / total No. of performance evaluations audited 


B. Employee Involvement

	Activity 1: Employees voluntarily participate to assist in the many aspects of the safety and occupational health program 

	Indicator 1: Increase communication by collecting and analyzing employee suggestions and concerns 
	
Objective 1: Collect and analyze employee suggestions and concerns

Metric 1: No. of employee suggestions and concerns analyzed current year / prior year

	Indicator 2: Perform worksite inspections
	
Objective 1: Employee participation on 100% of the teams conducting worksite inspections

Metric 1: No. of worksite inspections conducted by teams with employee participation / No. of worksite inspections

	Indicator 3: Investigate and determine root causes of incidents and near-miss occurrences 
	
Objective 1: Employee participation on 100% of the teams conducting investigations and determinations of root causes of incidents and near-miss occurrences 

Metric 1: No. of investigations and determinations of root causes of incidents and near-miss occurrences by teams with employee participation / No. of investigations and determinations of root causes of incidents and near-miss occurrences 

	Indicator 4: Eliminate and Control Hazards
	
Objective 1: Employee participation on 100% of the teams conducting hazard elimination/control 

Metric 1: No. of hazards eliminated and controlled by teams with employee participation / No. of hazards eliminated and controlled

	Indicator 5: Add or modify and implement elements of the activity safety and health program (training, education programs, near miss programs, hazard reporting, etc.) with SOH staff involvement.
	
Objective 1: Employee participation on 100% of the teams developing and implementing Safety & Occupational Health program elements

Metric 1: No. of activity safety and health program elements developed by teams with employee participation / No. of new or modified activity safety and health program elements

	Indicator 6: Employees participate in the development of new work processes
	
Objective 1: Employee participation on 100% of the teams developing new work processes

Metric 1: No. of work processes developed by teams with employee participation / No. of work processes developed

	INDICATOR 7: Employees participate in the performance of Job Hazard Analyses (JHAs)
	
Objective 1: Employee participation on 100% of the JHAs performed

Metric 1: No. of JHAs performed with employee participation / No. of JHAs performed

	Activity 2: Employees take responsibility for their own and their coworkers’ safety 

	Indicator 1: Employees use proper PPE.
	
Objective 1: 100% of employees are using the proper PPE

Metric 1: No. of employees using proper PPE / No. of employees that require PPE

	Indicator 2: Employees are encouraged and authorized to stop work that they believe presents an imminent hazard
	
Objective 1: 100% of employees know that they can stop work for an imminent hazard 

Metric 1: No. of employee reporting the ability to stop work where they believe they are presented an imminent hazard / No. of employees surveyed

	indicator 3: Employees evaluate their worksite (at least) annually.
	
Objective 1: 100% of employees inspect their worksite at least annually.

Metric 1: No. of employees who have evaluated their worksite at least once during the year / No. of employees


Action 2 Activity Program Analysis:

To become more effective in measuring costs and resulting benefits of safety and health investments, we will develop systems that use key performance indicators to measure the overall DLA safety and health performance.   These measurement systems will enable DLA to monitor the key processes in a way that leads to improved quality and overall performance.  Additionally, they will be used as a tool to assist in the evaluation of DLA organizations and to review and prioritize efforts for achieving the greatest benefits

We will institutionalize these key performance indicators to ensure the periodic review of DLA SOH performance, requirements, and the achievement of long-term continuous improvements

We will provide a workplace and operations free of hazards by identifying hazards before they can cause injury, illness, property damage, or other mission decrement.  Where incidents have already occurred, we will use this information to its fullest to identify the root causes to eliminate hazards

Action 2 Activity Program Analysis: 

	Activity 1: Put in place a documented process for tracking, measuring, and identifying areas for improvement.  

	Indicator 1: Include the following elements in all activity safety and health programs:
	

	Indicator 1.1: Investigate all accidents, injuries & illnesses.
	
Objective 1: Investigate 100% of accidents, injuries & illness

Metric 1: No. of accidents investigated / No. of accidents reported


Metric 3: No. of abnormal findings investigated / No. of abnormal findings from periodic occupational medical surveillance

	Indicator 1.2: Implement worksite safety inspections throughout Agency
	 

Objective 1: 100% of the activity worksites receive annual inspections.

Metric 1: No. activity worksites inspected / total No. of activity worksites

	Indicator 1.3: Conduct Incident Root Cause Analysis.
	
Objective 1: Each activity has conducted Root Cause Analysis

Metric 1: No of accidents with SHIRS ‘cause’ data element completed / No. of accident reports 

	Indicator 1.4: Conduct near Miss & Unsafe Behavior Reporting & Investigations.
	
Objective 1: Active employee reporting of near misses and unsafe behaviors. 

Metric 1: No. of near misses & unsafe behaviors reported per year

	
	
Objective 2: 100% of the near misses and unsafe behaviors are investigated within 5 days 

Metric 1: No. of near miss & unsafe behaviors investigated within 5 days / total No. of near misses & unsafe behaviors reported

	Indicator 2: Prepare annual safety and health Activity Performance Plans (Note: Use the tools in indicator 1 to provide information for the annual safety and health Activity Performance Plans, as follows) 
	

	INDICATOR 2.1: Each Activity Performance Plan is developed and revised based upon a detailed investigation and analysis of the most common hazards, accidents and near misses of each activity. 
	 

Objective 1: Activity Performance Plans developed and revised are based upon a detailed analysis of worksite information.

Metric 1: Yes/No 

	INDICATOR 2.2: Activities identify actions necessary to improve performance.
	 

Objective 1: Activity Performance Plan has documented actions necessary to improve performance.

Metric 1: Yes/No

	INDICATOR 2.3: Specify safety and health performance indices to measure actions necessary to improve activity program effectiveness.
	 

Objective 1: Activity Performance Plans have a performance index to measure each action taken to improve performance.

Metric 1: No. of actions with indices / total No. of actions  

	Activity 2: Implement Industrial Hygiene / Radiological Health Surveillance

	Indicator 1: Industrial Hygiene and Radiological Health services help eliminate potential hazards by conducting comprehensive evaluations.
	
Objective 1: 100% of the hazardous operations are evaluated

Metric 1: No. of hazardous operation evaluated / No. of hazardous operations that need to be evaluated

	
	
Objective 2: 100% of the hazardous operations to be measured are measured

Metric 1: No. of operations measured / No. of operations identified to be measured 

Note: Measurements can be identified by safety, industrial hygienists, or occupational medical personnel.

	Activity 3: Provide quality information to decision-makers

	Indicator 1: SHIRS information is timely, accurate, and up-to-date.
	
Objective 1: 100% of mishap data are entered within required timeframes

Metric 1: No. of mishap reports entered into SHIRS within 6 working days from date of mishap / No. of mishap reports 




	
	
Objective 2: Reduce the percentage of unclassifiable records to 0% (injury/illness severity classification undetermined)

Metric 1: No. of injury/illness records with Case Classification Code = 7 / total number of injury/illness records 

	
	
Objective 3: 100% of the mishap record fields that require updating are completed within 10 working days of notification (e.g., SHIRS receives OWCP or COP data from external sources that result in incomplete records)

Metric 1: Avg. No. of days between when record was established and the date the required fields were updated (i.e. skeleton record created as a result of OWCP claim loaded into SHIRS which does not match against a mishap record previously entered by SOH manager.)

	
	
Objective 4: Zero duplicate records 

Metric 1: No. of duplicate records / total No. of records

	
	
Objective 5: 100% of RAC 1,2, and 3 Hazards (based on DoD 6055.1 Risk Assessment Code criteria) are recorded in SHIRS

Metric 1: Yes/No


Action 3 Safety & Occupational Health Training:

We will continuously improve the overall quality of safety and health training

We will identify all training requirements

We will develop methods to measure the effectiveness of this training, ensuring that DLA training remains of the highest quality.  Senior leaders fully support and implement our training program, ensuring the right people receive the right training at the right time

Action 3 Safety & Occupational Health Training:
	Activity 1: All managers and supervisors understand their roles and responsibilities related to the SOH program

	Indicator 1: Managers and supervisors receive initial safety training on the requirements of the safety program, applicable regulations, and new initiatives.
	
Objective 1: 100% of the supervisors and managers are provided training on the safety program and their roles and responsibilities within 90 days of appointment

Metric 1: No. of managers and supervisors who attended initial safety training / No. of new managers and supervisors 

	Indicator 2: Managers and supervisors receive annual refresher training on the safety program and their roles and responsibilities.
	
Objective 1: 100% of the supervisors and managers are provided annual refresher training on the safety program and their roles and responsibilities

Metric 1: No. of managers and supervisors who attended annual refresher safety training / No. of managers and supervisors

	Indicator 3: Managers and supervisors demonstrate knowledge of general and refresher safety program material.
	
Objective 1: 100% of managers and supervisors achieve a passing grade on the general and refresher safety program training exam.

Metric 1: No. of managers and supervisors who pass exam / total No. of managers and supervisors given exam

	Activity 2: All managers, supervisors, and employees recognize potential workplace hazards and understand the work practices required to control or eliminate such hazards.

	
	




	Indicator 2: Managers, supervisors, and employees receive SOH training.
	
Objective 1: 100% of managers, supervisors, and employees meet DLA SOH training requirements (Based on skill code)

Metric 1: No. of SOH training requirements completed / total No. of SOH training requirements (sum total of all courses for all people). 

	
	



	Indicator 3: Training is provided for each of the activity’s top 3 accident categories that lead to lost time cases.
	
Objective 1: Annually, each activity provides training on the top 3 accidents for 100% of the employees exposed to each type of accident

Metric 1: No. of employees exposed to the contributing factors for each of the top 3 accidents and who were provided training / total No. of employees exposed to the contributing factors for each of the top 3 accidents  

	Activity 3: Effective training is evaluated, updated and improved

	Indicator 1: Tools are used to evaluate the effectiveness of SOH training.
	
Objective 1: 100% of training efforts use tools to evaluate training effectiveness

Metric 1: No. of training efforts that used a tool to evaluate effectiveness ( i.e., questionnaires or supervisors’ observations) / No. of SOH training efforts

	Indicator 2: Ongoing training is updated and/or improved.
	
Objective 1: Update and/or improve 100% of ongoing SOH training efforts 

Metric 1: No. of SOH ongoing training efforts updated and/or improved / No. of ongoing SOH training efforts

	Activity 4: Continuously improve Safety & Occupational Health work force

	Indicator 1: Field Activity SOH work force maintains current knowledge of safety and health laws, regulations, techniques, and practices.
	
Objective 1: 100% of activity SOH employees annually complete and update an individual development plan (IDP)

Metric 1: No. of employees who completed/updated IDP / total No. of activity SOH employees

	
	
Objective 2: 100% of activity SOH employees complete priority 1 IDP requirements.

Metric 1: No. of activity SOH employees who complete priority 1 requirements / No. of activity SOH employees

	
	
Objective 3: 100% of activity SOH employees complete priority 2 IDP requirements.

Metric 1: No. of activity SOH employees who complete priority 2 IDP requirements / No. of activity SOH employees

	
	
Objective 4: Activity SOH work force is 100% current on safety and health laws, regulations, & policies based on duties assigned to each SOH staff member by the SOH manager.

Metric 1: No. of new laws, regulations, & policies trained / No. of new laws, regulations, & policies


Action 4 Hazard Prevention and Control:

We will provide a workplace and operations free of recognized hazards by abating hazards before they can cause injury, illness, property damage, or other mission decrement.  

We will anticipate, identify, evaluate, and control safety and health hazards at all worksites. 

Through plan and design review of new processes, equipment, operations, and construction we will prevent new hazards from entering the workplace.

Our hazard control strategy is to use engineering methods first, and administrative or personal protective equipment second. 

Our control strategy includes a risk assessment approach that identifies and controls the highest risk activities first.

Action 4 Hazard Prevention and Control:
	Activity 1: Establish procedures that address engineering techniques, administrative controls, and personal protective equipment, so that current and potential hazards are corrected and controlled in a timely manner.

	Indicator 1: A hazard abatement plan is developed and implemented. It assigns responsibility, abatement dates, and completion dates using an established hierarchy of hazard controls.
	

	Indicator 1.1: There is a manager for each hazard.
	
Objective 1: 100% of the hazards in the hazard abatement plan have a manager who is responsible for that hazard

Metric 1: No. of hazards with a manager responsible for hazard / total No. of hazards

	Indicator 1.2: Establish an abatement date for each corrective action (based on RAC system) 
	
Objective 1: 100% of the identified hazards in each hazard abatement plan have an abatement date 

Metric 1: No. of hazards with an abatement date / total No. of identified hazards

	Indicator 1.3: Corrective action is consistently completed within the required time frame
	
Objective 1: Correct 100% of hazards within the required time frame

Metric 1: No. of hazard corrections completed within the required time frame during year measured/ total No. of hazards that were to be completed within year measured

	Indicator 1.4: Hazards were abated using an established hierarchy of hazard controls (preferred order of abatement is (1)Process substitution/engineering controls, (2)administrative, (3)PPE)
	
Objective 1: 100% of hazards were abated using process changes and/or engineering controls 

Metric 1: No. Hazards abated using process changes (including material substitution) and/or engineering controls / total No. of hazards identified for abatement

Metric 2: No. Hazards abated using administrative controls / total No. of hazards identified for abatement

Metric 3: No. Hazards abated using PPE / total No. of hazards identified for abatement


	Indicator 2: Personal protective equipment (PPE) is available, in proper condition, and is correctly used.
	
Objective 1: 100% of the worksites that require PPE have PPE available 

Metric 1: No. of worksites with required PPE available / total No. of worksites that require PPE  

	
	
Objective 2: 100% of the PPE is in proper condition

Metric 1: No. of worksites with PPE in proper condition / total No. of worksites that require PPE 

	
	
Objective 3: 100% of the worksites that require PPE are correctly using the PPE 

Metric 1: No. of worksites that correctly use the PPE / total No. of worksites that require PPE

	Indicator 3: The ongoing need for PPE is minimized. 
	
Objective 1: The use of PPE to control worker exposure is reduced to zero.

Metric 1: No. of personnel required to wear PPE (not included in scoring)

Metric 2: No. of personnel required to wear PPE / No. of personnel

	

	



	Indicator 5: Safety & occupational health is integrated into design, development, implementation, and improvement of all work processes, industrial equipment, operations, and construction.
	
Objective 1: Review 100% of work process changes and operations that alter hazard exposure to ensure integration of hazard analysis

Metric 1: No. of work process changes and operations that alter hazard exposure reviewed / total of work process changes and operations that alter hazard exposure 

	
	
Objective 2: Review 100% of facility modification plans prior to acceptance to ensure integration of hazard analysis

Metric 1: No. of facility modification plans reviewed / Total No. of new facility modification plans

	
	
Objective 3: Review 100% of requests for equipment used in DLA processes prior to acceptance to ensure integration of hazard analysis

Metric 1: No. of requests for equipment reviewed / Total No. of new requests for equipment in DLA processes

	Indicator 6: Exposures are below Occupational Exposure Limits (OEL)
	
Objective 1: 100% of exposures are below OEL

Metric 1: Total No. of military & civilian personnel with exposures exceeding an Occupational Exposure Limit (including Action Levels) (not included in scoring)

Metric 2: Total No. of military & civilian personnel with exposures exceeding an Occupational Exposure Limit (including Action Levels) / No. of military & civilian personnel



	Activity 2: Evaluate preventive maintenance

	Indicator 1: Activity preventive maintenance (monitoring, inspecting, maintaining, and repairing) is completed for all equipment, machinery, and vehicles
	
Objective 1: Ensure 100% of scheduled routine preventive maintenance procedures for all equipment is completed

Metric 1: No. of items of equipment receiving routine preventive maintenance / total No. of items of equipment

	
	



	
	
Objective 3: Ensure 100% of scheduled routine preventive maintenance procedures for all vehicles is completed

Metric 1: No. of vehicles receiving routine preventive maintenance / total No. of vehicles

	Activity 3: Establish Emergency Action Plans (EAP) with clearly assigned responsibilities, regular drills, and communication strategies

	Indicator 1: Designated emergency response teams with adequate training and equipment are available on-site. (Note: Emergency Response Teams may include: fire brigades, weather, spill response, base emergency response)
	
Objective 1: Each DLA activity has identified  emergency response team requirements

Metric 1: Yes/No

	
	
Objective 2: 100% of DLA employees on emergency response teams have received appropriate emergency response training

Metric 1: No. of DLA employees on emergency response teams with appropriate emergency response training / total No. of DLA employees on emergency response teams

	
	
Objective 3: 100% of DLA emergency response teams have the proper equipment to perform their job

Metric 1: No. of DLA emergency response teams that are provided with proper equipment / total No. of DLA emergency response teams

	
	
Objective 4: Each DLA activity has required amount of personnel trained in first aid or emergency medical care on-site at each activity.

Metric 1: No. of DLA employees trained in first aid or emergency medical care on-site / No. of DLA employees required to be trained

Note: See DLAI 6055.1 for specifics about number of employees who must be trained.

	Indicator 2: Activity written EAPs may include procedures for emergency control, hazard containment, personnel evacuation, medical care, workplace violence, and internal and external communication.
	
Objective 1: 100% of EAPs are reviewed annually by appropriate people (e.g. SOH manager and/or local fire department and/or security personnel)

Metric 1: No. of EAPs reviewed annually by appropriate people / No. of emergency plans 

	
	
Objective 2: Re-evaluate 100% of EAPs and the activity performance after each real incident and drills (where applicable)

Metric 1: No. of times plan re-evaluated / total number of real incidents and drills

(Note: A real incident is any emergency response.)

	
	
Objective 3: Implement 100% of changes identified in after-action reports (drills and real incidents) 

Metric 1: No. of identified changes implemented / No. of identified changes

	Indicator 3: Post emergency information (posters, first aid instructions, evacuation maps, fire fighting procedures, etc.)
	
Objective 1: 100% of worksites have emergency information posted 

Metric 1: No. of worksites with emergency information posted / total No. of worksites

	Activity 4: Establish an effective occupational medical services program

	Indicator 1: Occupational medical services are readily available.
	
Objective 1: Each activity has a health care provider available.


Metric 1: Yes/No

	
	




	Indicator 3: Occupational medical services conduct medical surveillance examinations of employees and perform worksite visits
	
Objective 1: 100% of employees identified for medical surveillance examination receive medical surveillance examinations

Metric 1: No. of employees identified that received medical surveillance / No. of employees identified to receive medical surveillance

	
	



	
	
Objective 3: 100% of worksites scheduled for visit are visited by occupational medical service

Metric 1: No. of worksite visits completed by occupational medical service / No. of worksite visits identified by the safety and health manager


Action 5 DSS-EH SOH Framework:

DLA HQ DSS-EH Safety & Occupational Health program managers are held accountable for achieving goals and objectives identified in the Strategic Plan (i.e., performance data are collected and compared to the goals & objectives, and a determination is made that goals are met or not met).

Action 5 DSS-EH SOH Framework:
	Activity 1: Plan, develop, improve and administer plans, programs, and policies (NOTE: working groups to develop policy, communication of policy developed, transferring lessons learned among field activities, develop implementation plan, getting resources to field activities)

	Indicator 1: Develop and/or improve plans, programs and policies that prevent accidents and work related illnesses to our employees and eliminate damage to DLA property or equipment
	
Objective 1: Develop or update SOH program, policies, instructions, and guidance in accordance with mission requirements 

Metric 1: No. of developed or updated plans, programs & policies required by Federal regulations / No. of plans, programs & policies required by Federal regulations.

Metric 2: No. of plans, programs & policies / No. of plans, programs & policies (DLA specific) needed to meet mission requirements with no Federal regulation driver
Metric 3: No. of working groups / No. of new plans, programs, and policies

	
	
Objective 2: Develop and communicate throughout DLA annual goals & objectives for the SOH Program.

Metric 1: Goals & objectives are delivered to the PLFAs annually within the suspense date.

	
	
Objective 3: Reengineer the delivery of safety and health services to field activities.

Metric 1: Number of reviews for reengineering opportunities per year.

	
	
Objective 4: 80% of lessons learned from implementation, support, and evaluation efforts are used in development or improvement of plans, programs, and policies

Metric 1: No. of lessons learned implemented this year / total No. of lessons learned from last year

	
	




	
	
Objective 6: Consider 100% of private industry practices for adoption in the Agency Safety & Occupational Health Program 

Metric 1: No. of private industry practices considered  / No. of private industry practices provided for consideration

	Indicator 2: Implement plan, program, and policy elements.
	
Objective 1: 100% of DSS-EH plan, program, and policy requirements are completed by DSS-EH

Metric 1: No. of elements completed / total No. of plan, program, and policy elements required by DSS-EH

	
	
Objective 2: 90% of plan, program, and policy requirements are completed within specified time frame

Metric 1: No. completed within specified time / total No. of new plan, program, and policy elements completed

	Indicator 3: Field activities are aware and have full understanding and appropriate level of involvement for plans, programs, and policies being implemented.
	
Objective 1: DSS-EH notifies, convenes working groups, and trains 100% of field activities for new plans, programs, and policies

Metric 1: No. of times DSS-EH notifies field activities of new plans, programs, and policies / No. of new plans, programs, and policies


Metric 3: No. of times DSS-EH trains field activities for new plans, programs and policies / No. of new plans, programs and policies requiring training

	Activity 2: Provide ongoing support to plans, programs, and policies

	Indicator 1: Field activities have absolute confidence in effectiveness of DSS-EH support.
	
Objective 1: Working groups support program implementation efforts.

Metric 1: No. of working groups

	
	
Objective 2: 100% of field activities are trained on program requirements.

Metric 1: No. of training sessions

	Indicator 2: DSS-EH provides support information to field activities: right item, right place, and right time.
	
Objective 1: Increase the number of hits of the DSS-EH web site program and policy information section by 10% annually.

Metric 1: (No. of hits from current year - No. of hits from previous year) / No. of hits from previous year

	
	
Objective 2: Answer 100% of functional field questions within 24 hours (does not include questions regarding operation of SHIRS)

Metric 1: No. of answers to functional field questions within 24 hours / No. of functional field questions

	Indicator 3: DSS-EH meets with the PLFA SOH Managers quarterly to address goals, problems, solutions, and lessons learned (“Safety & Health Staff Forum” - DSS-EH & PLFA SOH Managers)
	
Objective 1: Meet quarterly to discuss goals and levels of achievement

Metric 1: No. of meetings with goals, problems, solutions, and lessons learned discussion as agenda items / 4

	
	
Objective 2: Address 100% of inquiries submitted to the  Safety & Health Staff Forum meetings. 

Metric 1: No. of meetings where inquiry is addressed / total No. of inquires

	Indicator 4: DSS-EH supports field activities with the development of Activity Performance Plans (includes support in analysis, goals, and performance indices)
	
Objective 1: DSS-EH answers 100% of the requests for help on development of Activity Performance Plans 

Metric 1: No. of times help is provided to activities / No. of times help requested

	Indicator 5: DSS-EH supports field activities with emergency action expertise 
	
Objective 1: DSS-EH adequately responds to 100% of emergency inquiries from field activities

Metric 1: No. of times DSS-EH responds to field inquiries / total No. of field inquiries


	Activity 3: Evaluate plans, programs, and policies and field activities’ performance

	Indicator 1: Develop tools to evaluate effectiveness and to provide quantifiable information to improve Safety & Occupational Health plans, programs, and policies.
	
Objective 1: 100% of new plans, programs, and policies have performance indices to measure effectiveness

Metric 1: No. of new plans, programs, and policies with performance indices / total No. of new plans, programs, and policies

	
	
Objective 2: Develop special interest or targeted process evaluations.

Metric 1: Plans, programs, and policies are reviewed to identify special interest or targeted evaluations.

	Indicator 2: Field activity performance is annually evaluated by performance metrics, analysis of Activity Performance Plans,  program evaluations, and NRC permit evaluations.
	
Objective 1: Complete 100% of required program evaluations 

Metric 1: No. of activities evaluated / No. of required evaluations


Metric 2: No. Program Evaluations scores that show improvement / No. of program evaluations 

	Indicator 3: Information obtained from field evaluations is used to improve plans, programs, and policies (includes DSS-EH self-generated program evaluations, DSS-EH evaluations of PLFAs, PLFA evaluations of SLFAs, and field activities’ self-evaluations).
	
Objective 1: 100% of program evaluation findings are reviewed to identify DSS-EH action items for improvement of plans, programs, and policies

Metric 1: No. of program evaluation findings reviewed for DSS-EH actions to fix the finding / No. of program evaluation findings

	Indicator 4: Overall DLA program performance, and DSS-EH contribution to the program, is annually evaluated by performance metrics, analysis of Activity Performance Plans, and written surveys.
	
Objective 1: DSS-EH annually update Activity Performance Booklet for 100% of activities.

Metric 1: Activity Performance Booklets updated annually / No. of activities 

	
	
Objective 2: HQ DLA management (DLA Director with DSS-EH guidance) develops and maintains a recognition/ awards/ incentives program to annually recognize field activities who meet specified goals (program implementation, proactive actions, LTCR, etc.).

Metric 1: Yes/No

	
	
Objective 3: DSS-EH annually scores performance for the metrics of the overall DLA action plan.

Metric 1: Action Plan metrics are scored annually.



	
	
Objective 4: 100% of required program performance reports are provided to superiors (e.g. Annual OSHA report, quarterly review & analysis to DLA Director, FedWorker 2000 status report to DASHO, semi-annual program review to DUSD[ES], etc.)

Metric 1: No. of reports provided / No. of reports required

	Activity 4: Continuously improve the DSS-EH work force

	Indicator 1: DSS-EH work force maintains current knowledge of safety and health laws, regulations, techniques, and practices.
	
Objective 1: 100% of DSS-EH employees annually complete and update an individual development plan (IDP)

Metric 1: No. of employees who completed/updated IDP / total No. of DSS-EH employees

	
	
Objective 2: 100% of DSS-EH employees complete priority 1 IDP requirements.

Metric 1: No. of DSS-EH employees who complete priority 1 requirements / No. of DSS-EH employees

	
	
Objective 3: 100% of priority 2 IDP requirements are met.

Metric 1: No. of priority 2 IDP requirements completed / No. of priority 2 IDP requirements

	
	
Objective 4: DSS-EH work force is 100% current on safety and health laws, regulations, & policies.

Metric 1: No. of new laws, regulations, & policies trained / No. of new laws, regulations, & policies

	
	



	Activity 5: Improve the use of information systems to aid in delivering information to the right customers in the right form at the right time

	Indicator 1: Provide users with seamless information system that enables effective communication, sharing, and analysis of SOH information.


	
Objective 1: 100% of system failures (bugs) are corrected within established time lines based on failure severity.

Metric 1: No. of system failures corrected within required timelines / No. of system failures

	
	
Objective 2: Information management requirements reviewed annually by the users.

Metric 1: Completed/not completed

	
	
Objective 3: System meets 100% of agreed upon information management (IM) requirements completed within specified time frame (includes SHIRS, web site, and other information management systems).

Metric 1: No. of IM requirements completed within DSS-EH-specified time frame / total No. of IM requirements agreed upon

	
	



	
	
Objective 5: 100% of SOH information is available to Activity SOH managers for their activities within the time frame specified by DSS-EH.




Metric 4: No. of COP interfaces completed within specified time frame / No. of interfaces

Metric 5: No. of OWCP interfaces completed within specified time frame / No. of interfaces

	
	
Objective 6: 100% of activity questions on the use of the SHIRS system are answered within 24 hours

Metric 1: No. of questions answered within 24 hours / No. of questions

	Indicator 2: Deliver technology-based safety and health training programs and training courses 
	
Objective 1: 100% of SOH training across DLA is delivered using computer-based training (CBT) where CBT is permitted, effective & cost efficient

Metric 1: No. of DLA SOH training requirements met by CBT / No. of DLA SOH training requirements where CBT is permitted, effective & cost efficient

	Activity 6: Advocate for DLA Safety & Occupational Health Resources

	Indicator 1: Identify funding requirements to achieve program objectives.
	
Objective 1: Determine & request the resources needed to provide a SOH Program.

Metric 1: DSS-ES POM submission meets requirements of Defense Planning Guidance (DPG) & submitted on time - Yes/No


	
	
Objective 2: Use data driven approaches for program planning and prioritization

Metric 1: No. of program elements assigned relative risk-based priority for funding / No. of program elements

	Indicator 2: Efficiently expend resources to achieve objectives.
	
Objective 1: Effectively use the resources provided to the SOH Program

Metric 1: No. of program elements which met desired outcome for funding provided / No. of program elements in the budget (e.g. No. of inspections completed as planned with available funding)

Metric 2: $ spent to achieve desired objectives of funded elements / $ budgeted to achieve element objectives (i.e. cost efficiency – less is better)


	Activity 7: Represent the DLA Safety & Occupational Health Program within DLA, to other government agencies and to the general public.

	Indicator 1: Participate in forums.
	
Objective 1: 100% participation in conferences, meetings & other forums with potential impact on the SOH program.

Metric 1: No. of times DLA participated in forums / No. of forums identified as impacting on the DLA SOH program (excludes training of individual staff members)




	Indicator 2: Respond to inquiries and regulatory notices affecting the DLA SOH program 
	
Objective 1: Respond to 100% of inquiries within required timeline (e.g. Congressionals, FOIAs, Public Affairs Office requests, etc.)

Metric 1: No. of responses provided within suspense / No. of inquiries

	
	
Objective 2: Respond to 100% of appropriate regulatory notices published in the federal register.

Metric 1: No. of DLA comments submitted / No. of regulatory notices affecting the DLA SOH program

	Indicator 3:  Provide visibility of the DLA SOH Program with DLA leadership
	Objective 1: DSS-EH represents the SOH program at 100% of communication between HQ and the PLFAs.

Metric 1: No. of commander’s conferences and routine staff meeting agendas including safety as an agenda item / No. of commander’s conferences and routine staff meeting agendas


