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CHAPTER 3

RECORD KEEPING AND REPORTING

3000.  INFORMATION.  Record keeping and reporting is vital to provide safety information to Department of the Navy (DON) and Department of Defense (DoD).  These records and reports are required by federal law and provide information to identify unsafe acts and conditions, and apply corrective measures.  With the inception of electronic reporting, mishaps or incidents that previously were only locally recordable, and not reportable outside the command, are all now in the reportable category, since all electronic entries are transmitted to the Commander, Naval Safety Center (COMNAVSAFECEN) mishap database.  Besides material damage, fatalities and disability mishaps, data must also be collected on time away from work, light, limited, and restricted duty injuries and occupational illnesses for preventive efforts.  Therefore all recordable mishaps are to be reported electronically to COMNAVSAFECEN.

3001.  PURPOSE.  This chapter standardizes mishap record keeping requirements and reporting procedures.

3002.  IMMEDIATE NOTIFICATION.  Navy and Marine Corps commanders experiencing the incident as defined by this manual, shall:

1.  Notify their chain of command and COMNAVSAFECEN, of all on-duty DoD civilian and all on and off-duty military Class A mishaps, and any mishaps that result in the hospitalization of three or more personnel, within eight hours of the mishap by telephone or electronic means.  Notify COMNAVSAFECEN, and the chain of command, of all other on-duty DoD civilian and all on and off-duty military fatalities regardless of cause (suicide, homicide, medical, etc.) within eight hours by electronic means.  Additionally, inform Commandant of the Marine Corps, Safety Division (CMC (SD)) on Marine Corps military or civilian fatalities.  Include COMNAVSAFECEN NORFOLK VA//00/30/40/60// and CMC (SD), when Marines are involved, as information addressees on Operational Reports (OPREP-3) submitted per references 3a; Personnel Casualty Report (PCR) submitted per references 3b, 3c or 3d; or Serious Incident Report (SIR) submitted per reference 3e.  See section 3007 for electronic means of making the required notification.

2.  Report all DON on-duty civilian fatalities occurring within the United States or U.S. territories to the nearest Occupational Safety and Health Administration (OSHA) area or regional office within eight hours of obtaining knowledge of the mishap.  The OSHA toll-free telephone number is 800-321-OSHA.  This requirement applies to each fatality or hospitalization of three or more civilian employees (when at least one is a DoD civilian), which occurs within 120 days of a mishap.  Report the following to OSHA:


a.  Command name


b.  Location of mishap


c.  Time and date of the mishap


d.  Number of fatalities and/or hospitalized employees


e.  Point of contact with rank, name and phone number


f.  Circumstances or brief description of the mishap

3.  Laser and radio frequency radiation exposures by notification shall be made per reference 3f.

4.  Contact COMNAVSAFECEN within eight hours of all Navy or Marine Corps ordnance related Class A explosive mishaps.  COMNAVSAFECEN will report Navy mishaps to CNO (N411) at COML: 703-604-9934 or DSN 664-9934, NOSSA (00) at COML 301-744-6001 or DSN 453-6001 and Marine Corps explosive mishaps to MARCORSYSCOM (PM-AMMO) at COML; 703-432-3157 or DSN 378-3157 and CMC (SD) at COML 703-614-1202 or DSN 224-1202 within eight hours.  Additionally, Conventional Ordnance Deficiency Reports (CODR) are submitted using the Deficiency Reporting Web (DRWEB) site and is required for all aviation, surface, shore and submarine activities per reference 3g and as defined in Glossary G-1 “Conventional Ordnance Deficiency Report.  Ammunition Malfunction Reports (AMR) are submitted per reference 3h.
3003.  MISHAP RECORDS AND LOGS. Safety records, including mishap records, are required as outlined in references 3i through 3l.

1.  Mishap records include work-related injury and illness logs, Safety Investigation Reports (SIREP), Hazard Reports (HAZREP), investigation records, mishap logs, and other files maintained in any format that summarize mishaps involving injuries or property damage, track safety reports and corrective actions, and provide a single reference for trend analysis.

2.  Mishap records must be made available when review is desired or required by the chain of command, and shall be retained, electronically or hard-copy, for a minimum of five years following the end of the fiscal year in which the mishap occurred.

3004.  REPORTABLE MISHAPS.  The following mishaps must be investigated, recorded, or reported per 3m and 3n, under this manual.

1. Class A, B and C government property damage mishaps.  This includes property damage caused by a government evolution, operation or vehicle to other government or non-government property.

2.  Class A, B, and C on-duty DoD civilian mishaps and military on/off-duty mishaps.


a.  For military fatalities and injuries occurring during Permanent Change of Station (PCS) orders, it is the responsibility of the gaining command to submit the mishap report, per references 3b and 3d.


b.  For mishaps occurring to personnel assigned to unified or joint task force commands, Navy and Marine Corps activities will submit mishap reports per this manual and any Memorandums of Agreement.


c.  For mishaps associated with the secondary side of naval nuclear propulsion plant or non-nuclear components, report per this manual.

3.  Any other work-related illness or injury that involves medical treatment beyond first aid, loss of consciousness, and/or days away from work, as well as light duty or limited duty for on/off-duty military personnel, or days of job transfer or restricted work for on-duty civilians, per references 3i, 3j, 3k, 3l and 3n.

4.  Other incidents of interest to the Navy and Marine Corps for mishap prevention purposes, and those addressed by reference 3g, are reportable mishaps:


a.  All on-duty military fatalities or permanent total disabilities that are the result of a medical event that commenced within one hour of a command-sponsored Physical Training (PT), Physical Readiness Test (PRT), Physical Fitness Test (PFT), or Physical Fitness Assessment (PFA) (e.g., chest pains, heart attack, coma, etc.)


b.  Mishaps occurring as the result of a DoD activity, operation, or evolution that results in the injury or death of a guest or military dependent.


c.  All on-duty military training-related fatalities, and any high or moderate risk training mishaps that result in the loss of one training day, rolling back or disenrollment of the student from a course per references 3o and 3p.


d.  All explosive mishaps, including all ordnance impacting off range and all live fire mishaps.  See Glossary G-1 “Explosive Mishaps.”

e.  All on-duty diving cases involving the Central Nervous System (CNS), oxygen toxicity, Pulmonary Over Inflation Syndrome (POIS), or hyperbaric treatment.


f.  All afloat cases of grounding, collision, and flooding.  In the case of collisions involving only U.S. Navy or Military Sealift Command ships or craft, the senior command will submit a consolidated report of the event.  In all other collisions (including a vessel running into a stationary object), the report will include an estimate of the damage to the other ship, craft, or object.


g.  All fires occurring afloat (all cases except small trash fires in which no personnel were injured and the material property damage was limited to trash.)


h.  All Government Motor Vehicle (GMV) or Government Vehicle Other (GVO) mishaps resulting in $5000 or more government vehicle or government property damage, and/or injury/fatality of DoD-personnel; or a mishap caused by a GMV/GVO resulting in $5000 or more total damage including any private vehicle or private property damage, and/or injuries/fatalities to non-DoD personnel.


i.  Any mishap involving Helicopter Rope Suspension Technique (HRST), air cargo drop, and/or parachuting, regardless of damage costs or extent of injuries.


j.  All reportable work-related injury and illness mishaps involving a contractor, where DoN provided direct supervision of the contractor, the mishap was caused wholly or in part by DoD operations, and DON has the means to affect change to prevent reoccurrence of the mishap.  See Glossary G-1, “Contractor Mishaps.”


k.  Any medically diagnosed work-related illness and injury, such as cumulative trauma disorder or musculoskeletal disease, whether or not involving further medical treatment or any time away from work.


l.  Work-related Significant Threshold Shift (STS) in hearing averaging 10 dB or more at 2000, 3000, and 4000 Hz in one or both ears, and the person’s total hearing level is 25 decibels or more above audiometric zero in the same ears (averaged at 2000, 3000, 4000 Hz) when an audiologist, otologist, or occupational medicine physician confirms the shift is toward deteriorated hearing, is permanent, and is considered to be of occupational origin.  Per reference 3i, age corrections shall not be used for calculating reportable hearing loss.  That loss shall only be reported once unless an additional reportable loss of hearing is incurred.  When a reportable hearing loss occurs from an instantaneous event (e.g., acoustic trauma from a one-time blast or over-pressure) the hearing loss shall be reported as an injury.


m.  Any work-related needle stick injury or cut from a sharp object that is contaminated with another person’s blood or other potentially infectious material.


n.  Work-related tuberculosis infection, as evidenced by a positive skin test or diagnosis by a physician or other licensed health care professional, after exposure to a known case of active tuberculosis.


o.  Any case requiring a military member or civilian employee to be medically removed under the requirements of an OSH health standard, as defined in references 3i, 3j, 3k and 3l.

3005.  NON-REPORTABLE MISHAPS.  The following mishaps need not be investigated, recorded, or reported per reference 3c, under this manual.  However, for DON civilians, if these mishaps are considered to have occurred in the performance of duty under provisions of Federal Employee Compensation Act (FECA), they are considered reportable to the Department of Labor (DOL)/OSHA.

1.  Mishaps associated with naval nuclear propulsion plants per references 3a, 3q, 3r, 3s and 3t.  However, mishaps associated with the secondary side of naval nuclear propulsion plant or non-nuclear components are reportable per this manual.

2.  Mishaps involving nuclear weapons.

3.  Damage or injury by direct action of an enemy or hostile force.  This does not include suspected cases of friendly fire.

4.  Intentional, controlled jettison or release, during flight, of canopies, cargo, doors, drag chutes, hatches, life rafts, auxiliary fuel tanks, missiles, target drones, rockets, conventional munitions, and externally carried equipment not essential to flight, when there is no injury, no reportable damage to the aircraft or other property, and, in the case of missiles, drones, or munitions, when the reason for jettison is not a malfunction of the launch or release system.  See references 3g and 3h for malfunction or deficiency reporting.  Navy activities holding Marine Corps Class V (W), and Marine Corps activities will submit reports of all missing, lost, stolen or recovered arms, ammunition and explosives (AA&E) per reference 3u.
5.  Replacement of component parts due to normal wear and tear, and when any associated damage is confined to the component part.  This exemption only applies to items that are normally used until they fail or until predetermined wear limits are reached.  Replacement need may not be evident until malfunction or failure of the part.

6.  Injuries associated with non-occupational diseases, when the disease, not the injury, is the proximate cause of the lost time, such as diabetes and its resultant complications, such as loss of vision.  Complications of the injury (such as the infection of a cut aggravated by a work-related activity) that result in lost time are reportable.

7.  Attempted or consummated suicide, homicide, or intentionally self-inflicted injuries; e.g., Russian roulette, hanging, overdose (except alcohol), etc.  However, notification of these types of death to COMNAVSAFECEN is required, per paragraphs 1005.7g, 1005.8a and 3002.1.  Submission of a mishap report is not required.

8.  Injuries resulting from altercations, attack, or assault, unless incurred in the performance of official duties.

9.  Injuries sustained before entry into military service or employment by the United States government, unless specifically aggravated by current tenure of service.

10.  Hospitalization for treatment where the patient is retained beyond the day of admission solely for administrative reasons.

11.  Hospitalization for observation or administrative reasons not related to the immediate injury or occupational illness.

12.  Injuries that result from the following:


a.  Pre-existing musculoskeletal disorders unless aggravated or accelerated by federal employment, as determined by a medical authority.


b.  Minimum stress and strain (simple, natural, and nonviolent body positions or actions, as in dressing, sleeping, coughing, or sneezing), those injuries unrelated to mishap-producing agents or environments normally associated with active participation in daily work or recreation.

13.  Injuries or fatalities to persons in the act of escaping from or eluding military or civilian custody or arrest.

14.  Death due to natural causes that are unrelated to the work environment.

15.  Intentional or expected damage to DoD equipment or property incurred during authorized testing or combat training, including missile and ordnance firing.  Review reference 3g for weapons firing reports and other requirements.

16.  Foreign object damage to aircraft, air-breathing missiles, or drone/Unmanned Aerial Vehicle (UAV) engines discovered during scheduled engine disassembly.

17.  Property damage, death, or injury as a result of vandalism, riots, civil disorders, sabotage, terrorist activities, or criminal acts, such as arson.  The exception is for occupationally related death or injury to emergency responders in the performance of their duties.

18.  Adverse bodily reactions resulting directly from the use of drugs under the direction of competent medical authority.

19.  Death or injury resulting solely from illegal use of drugs or other substances.  This shall not preclude reporting motor vehicle mishaps in which the use of alcohol was a contributing factor.

20.  Normal residual damage as a result of a missile launch.

21.  Contractor mishaps, for contractor’s not under direct DON supervision or caused solely by contractor operations, as defined in Glossary G-1 “Contractor Mishap.”

22.  First aid treatment for a work-related injury, as defined in Glossary G-1 “First Aid”.

3006.  COMBAT ZONE REPORTING
1.  Mishap reporting in a combat zone is extremely important because of the uniqueness of wartime operations and the difficulty in capturing useful information.  There is no second chance for timely collection of mishap data in a combat or hostile environment.

2.  Initial notification of an incident, casualty, or material damage of DoD or non-DoD property from the CZ shall be reported by the PCR, OPREP-3 or SITREP in accordance with references 3d, 3e, 3i, 3j, 3k and 3l.  Additionally, commands are to ensure COMNAVSAFECEN NORFOLK VA//00/02/10/30/40/60/90// is an INFO addressee on the PCR, OPREP-3 or SITREP.  COMNAVSAFECEN will review and extract pertinent information for database entry.  This provides the means to track an incident or casualty until final deposition.

3.  The controlling command shall review PCRs, OPREP-3s and SITREPs to determine whether the incident or casualty was the result of direct enemy action (DEA) or is a mishap, regardless of whether the incident or casualty is reported as hostile or non-hostile.  The controlling command shall contact the appropriate subordinate command to establish the requirements for CZ reporting.  Upon this notification, the mishap command will have 30 days to submit a CZ report, Figure 5-7.  Commands within the area identified as the CZ who submit a CZ report, are not obligated to provide a SIREP unless the unit commander establishes a Safety Investigation Board (SIB).

4.  Marine Corps Only.  The controlling command will task the forward deployed division level headquarters to enter the CZ report data via electronic reporting as discussed in paragraph 3007.

3007.  ELECTRONIC REPORTING.  A web-enabled data collection system has been developed to allow submission of all recordable/reportable mishaps by electronic means.  Although Chapter 5 provides the naval message format for a SIREP, electronic reporting is to be used as the equivalent of the SIREP to alleviate administrative burden, ease routing, and provide timely access to data reports.

1.  Web-Enabled Safety System (WESS).  All Navy and Marine Corps recordable/reportable mishaps shall be reported using WESS.  WESS provides data fields matching the information required in the SIREP format, for the applicable mishap types.


a.  The WESS system will automatically indicate which SIREP data elements are required for entry based on the selected classification, type of mishap, and reporting activity.


b.  The WESS system is password protected.  To allow for local management of access to WESS mishap reporting and data retrieval, each Navy and Marine Corps command or activity will:



(1) Designate an individual(s) to serve as their Safety Authority (SA).  This is typically the safety manager, safety officer, executive officer, regional safety manager, etc., who manages WESS mishap reporting for one or more commands or activities.



(2) Provide the name, rank/rate/grade, and position title of the designated SA, by naval message or on command letterhead, to COMNAVSAFECEN.  The command or activity’s SA will then be electronically recorded as having permission to approve WESS account applications for personnel under their cognizance.


c.  Any requests for WESS accounts and passwords from a command or activity will go through the SA for approval and then will be forwarded to COMNAVSAFECEN for account creation and password issuance.


d.  If a command or activity does not have a designated SA on file, account requests will be reviewed and approved by COMNAVSAFECEN Delegated Administrators (DAs).


e.  The command or activity, through their SA, will manage the access, notifications, release authority, routing, and report permissions given to their personnel for WESS use at their activity.




(1) Everyone within a command, activity or chain of command using WESS for initiating entries, report completion, review, endorsement, approval, or editing of records or reports must have their own account to access the system.




(2) WESS has functions allowing reports to be saved, retained in the system, routed within the command or activity, edited or approved by authorized personnel within the submitting command or activity, released or submitted electronically, and provide notification to the chain of command of released reports.  Commands and activities are encouraged to establish their own review, approval, release, and notification policies for WESS reports by local directive or notice.


f.  WESS entries should be made as frequently as feasible to ensure data are entered and available for retrieval.  Where connectivity with internet service is intermittent, WESS has a function to allow partial entries to be entered and saved, then re-accessed, completed, and transmitted to COMNAVSAFECEN at the next opportunity for internet connectivity.


g. For any submarines, ships, and field units that have no consistent or reliable internet connectivity, the off-line data entry WESS disconnected system (WESS-DS) in Microsoft Access 2000 format, is available on CD by mail or can be downloaded from the COMNAVSAFECEN web site.



(1) When requesting a password, users must indicate if WESS-DS is desired.  Their account mailing address will be used to distribute updates and revisions.



(2) Since most afloat and field units have at least routine e-mail access, WESS-DS will be used to enter and submit reports, which will then be sent via an e-mail interface when e-mail transmission capability is available.



(3) WESS-DS users may use either the on-line systems when available, with their password, or the off-line system loaded on a military (“dot.mil”) computer.  Reports submitted by WESS-DS will be available on-line for future retrieval and editing.




(4) WESS-DS logs and reports may be saved for local retention.  Once internet connectivity is available, they may download WESS reports and logs on-line from the WESS database.


h. Since all mishap reports must be submitted within 30 days of mishap occurrence, units lacking e-mail and internet access to submit timely reports using WESS or WESS-DS should submit those SIREPs via naval message. COMNAVSAFECEN personnel will enter data from the SIREP message into the WESS database after quality assurance checks.


i. If a submitted report must be changed or amended, WESS provides instructions for searching for a WESS report, using the original locally assigned serial number, date of mishap, and/or involved UIC/RUC/MCC.  For information gained after submitting the WESS data, commands and activities shall amend or edit the original record in WESS (retrieving the record using the same serial number).


j. Data from submitted reports is electronically transmitted to COMNAVSAFECEN, where it is reviewed for quality assurance purposes (data is validated and narratives checked to remove personal identifiers) and entered into the consolidated database.



(1) Entered data may be retrieved as data reports and logs directly from WESS on-line and maintained locally either in hard copy format or electronically.



(2) WESS provides a selection of pre-formatted report types for download or printing, as well as a function for creating custom reports.  Reports and Injury Logs may also be retrieved in PDF format prior to submission after drafting in WESS.


k. WESS has a feature to route reports upon submission.



(1) Reports can be routed to specific e-mail addressees or to a Community of Interest (COI).  A COI can be the chain of command, to provide a copy of the mishap report, or a larger group who may have particular interest in the lessons learned.  The activity or command can select from pre-determined COIs in WESS.



(2) Activities and commands using WESS-DS may add any number of addressees to the outgoing e-mail, which transmits the report upon submission, or send a separate e-mail with the text file attached.


l. Any WESS user with an account and locally granted permission may download non-privileged, pre-formatted or custom mishap data reports, tables, queries, and graphs for any UIC/RUC/MCC.  Activities may also download or print logs and OSHA equivalent reports, as discussed in paragraph 3008.



(1) The WESS Help link may be used to request additional data, or tailored reports, if certain data is not available through the pre-formatted or custom reports in WESS.



(2) Activities or commands requiring access to the complete WESS database for ad-hoc queries, including all Privacy Act and privileged data, must request specific permission for that access.  Requests for access shall be made to COMNAVSAFECEN as part of the request for a WESS account process.

2.  Initial Class A/B Notification reports, as required by section 3002.1, may be made using WESS in lieu of or in addition to phone calls.  All applicable sections of the abbreviated Initial Class A/B Notification Report are to be completed and the report submitted immediately to COMNAVSAFECEN.

3.  Reports and endorsements prepared as the result of a SIB will be made using WESS or by naval message using the formats in Figures 5-2 through 5-6.

4.  Information on requesting a WESS account and the WESS Users’ Guide is available on the COMNAVSAFECEN web site at www.safetycenter.navy.mil, under On-Line Mishap Reporting.

3008.  LOGS OF WORK-RELATED ILLNESSES AND INJURIES.  References 3h, 3i, 3k and 3m require a log (automated or manual) be maintained for on-duty civilian personnel of all work-related illnesses and injuries beyond first aid treatment, as indicated in paragraph 3004.  A similar log must be maintained for on- and off-duty military personnel.  Reference 3j requires a similar log for military personnel afloat.  All log entries will be reported via WESS or WESS-DS, if feasible, so that they can be downloaded, accessed, and/or maintained electronically as the activity’s or command’s Log of Work-Related Injuries and Illnesses Log.

1.  Work-related injuries and occupational illnesses, as defined in paragraph 3004, shall be reported using WESS.


a.  WESS entries serve as the activity work-related illness and injury log to meet the requirements of references 3h, 3j and 3m.


b.  The report function in WESS allows the required separate civilian on-duty, military on-duty, and military off-duty Log of Work-Related Injuries and Illnesses (OSHA Form 300 or equivalent), and the Summary of Work-Related Injuries and Illnesses (OSHA Form 300A or equivalent), to be downloaded or printed off by the activity as needed.  The Injury Log entry may also be printed off in PDF from WESS or as a text file from WESS-DS.




(1) Activity or command designated personnel shall initiate entries into WESS for work-related reportable injuries and illnesses per paragraph 3004.  WESS and WESS-DS allows printing or electronic routing of PDF or text log reports, featured in WESS, to notify appropriate personnel within the command.




(2) Ensure that civilian and military entries, on the Log of Work-Related Injuries and Illnesses, are maintained as separate logs when downloading or printing from WESS.




(3) The Injury Log Entry feature in WESS may be used to replace the Afloat Injury Report discussed in reference 3j.  WESS and WESS-DS allows printing or electronic routing of data entered as an injury log to notify the commanding officer and the safety officer of the mishap, and for entry into the Deck Log.

2.  Log entries for the work-related injury portion of the WESS or WESS-DS report must be made within six working days of notification of the mishap.  Commands and activities have 30 days from the date of the mishap to submit the completed WESS or WESS-DS report or SIREP.

3.  If WESS and WESS-DS are not available to maintain an electronic Log of Work-Related Injuries and Illnesses, figure 3-1 lists the minimum required information to create a hard copy log.

3009.  ANNUAL SUMMARY OF NAVY AND MARINE CORPS WORK-RELATED INJURIES AND ILLNESSES
1.  A Summary of Work-Related Injuries and Illnesses for civilians shall be printed annually for the preceding calendar year, no later than 45 days after the end of that calendar year, and posted in a conspicuous location for 3 months.  The requirement, from references 3h and 3m, is applicable to all Marine Corps and Navy commands employing civilian personnel.  Summaries for military personnel are optional, but must be separate from civilian summaries.

2.  The commander, commanding officer, or officer–in-charge must certify that he or she has examined the Log of Work-Related Injuries and Illnesses and reasonably believes, based on his or her knowledge of the process by which the information was recorded, that the annual summary are correct and complete.  The commander, commanding officer, or officer-in-charge must sign and date each annual summary before posting.

3.  When posted, ensure the summary is not altered, defaced, or covered by other material.  Figure 3-2 lists the minimum required information that is required for the annual Summary of Work-Related Injuries and Illnesses.  These summaries may be printed from the pre-formatted reports section of WESS.

3010.  FOR OFFICIAL USE ONLY (FOUO).  SIREP, work-related illness and injury logs, mishap records, files and summaries are FOUO documents that may contain personal information and shall be handled per reference 3v.

3011.  MISHAP RECORDS RETENTION PERIOD
1.  All SIREPs, work-related illness and injury logs, mishap records, and files, and summaries shall be retained for at least five years following the end of the calendar year in which they occurred per reference 3m.  These records may be retained in electronic or hard copy format.  For records readily available through WESS, local electronic or hard copy records retention is optional or as directed by local instruction or order. 

2.  Whenever possible, such parts of the mishap report held by COMNAVSAFECEN, available in hard-copy format only, should be converted to electronic format before destruction of the hard copies.  The entire electronic file shall be maintained by COMNAVSAFECEN for at least 30 years, or until the end of the life cycle of the system involved in the mishap.  At that time, the entire file shall be transferred to the Naval Historical Center.

3.  Upon completion of the SIREP by an SIB, members shall not retain any notes pertaining to the investigation.  All statements, diagrams, photographs, notes, etc., acquired or created by a SIB during the investigation, shall be forwarded to and retained by COMNAVSAFECEN.

4. Upon completion of any safety investigation, activities and commands shall destroy any privileged materials gathered during that investigation.

5.  Service and health records shall be handled per references 3w and 3x.

3012.  SAFETY RECORDS ACCESS
1.  Unrestricted access to SIREPs, occupational illness and injury logs, mishap, records, and files, and summaries extends to:


(a) CMC (SD) and COMNAVSAFECEN personnel.


(b) The command or activity that originated the record.

2.  Non-privileged and non-Privacy Act WESS data is accessible to WESS account holders.  Ad-hoc query access to the entire WESS database will be granted to Fleet, SYSCOM, and TYCOM safety staffs, and others as requested by the chain of command. 

3.  The dissemination of safety information is discussed in Chapter 7.

3013.  REFERENCES
3a.  OPNAVINST 3100.6G, Special Incident Reporting (OPREP-3, Navy Blue, and UNIT SITREP Procedures)

3b.  BUPERSINST 1770.3, Personnel Casualty Procedures Manual

3c.  MILPERSMAN 1770010, Navy Military Personnel Manual

3d.  MCO P3040.4D, Marine Corps Causality Procedure Manual

3e.  MCO 5740.2F, Serious Incident Reports (SIR)

3f.  OPNAVINST 5100.27/MCO 5104.1A, Navy Laser Hazards Control Program

3g.  OPNAVINST 8000.16B, The Naval Ordnance Maintenance Management Program (NOMMP)

3h.  MCO P8025.1D, Class V (W) Malfunction and Defect Reporting

3i.  OPNAVINST 5100.23F, Navy Occupational Safety and Health Program Manual

3j.  OPNAVINST 5100.19D, Navy Occupational Safety and Health Program Manual for Forces Afloat

3k.  MCO P5100.8F, Marine Corps Occupational Safety and Health Program

3l.  MCO 6200.1E, Marine Corps Heat Injury Prevention Program

3m.  DOD Instruction 6055.7 of 3 Oct 00, Accident investigation, Reporting, and Record Keeping 

3n.  29 CFR Part 1960, Subpart I, as amended to adopt elements of 29 CFR Part 1904, Recording and Reporting of Occupational Injury and Illness.

3o.  OPNAVINST 1500.75, Safety Policies and Procedures for Conducting High Risk Training.

3p.  MCO 1553.2A, Management for Marine Corps Formal Schools and Training Centers.

3q.  OPNAVINST 3040.5D, Procedures and Reporting Requirements for Nuclear Reactors and Radiological Accidents.

3r.  NAVSEA Manual 389-0152, Water Chemistry Control.

3s.  NAVSEA Manual 389-0288, Radiological Controls. 

3t.  NAVSEA Manual S9213-33-MMA-000/(V), Radiological Controls for Ships.

3u.  OPNAVINST 5530.13C, Department of the Navy Physical Security Instruction for Conventional Arms, Ammunition and Explosives (AA&E).

3v.  SECNAVINST 5510.36, Department of the Navy Information Security Program Regulation.

3w.  MILPERSMAN 5030140 (Enlisted) and 5030141 (Officer), Navy Military Personnel Manual.

3x.  MCO P1070.12K, Marine Corps Individual Record/ Administrative Manual.
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FIGURE 3-1

WORK-RELATED INJURY AND ILLNESS LOG

(OSHA FORM 300 EQUIVALENT)

A Work-Related Injury and Illness Log is required for all shore, ground, and afloat activities to track personnel mishaps.  Data for all of the following fields are collected by WESS.  The log, with the following fields in a pre-formatted report, may be printed out or downloaded from WESS, keeping civilian and military personnel as separate logs.

Civilian/military service

Local Serial, case or file number

Unit identification code (UIC/RUC/MCC)

Activity name

Last name, first name and middle initial

Sex

Age

Job title

Rank/Rate/Grade

Date of mishap

Time of mishap

General location of mishap

Narrative describing mishap without names/personal identifiers

Date of death, if fatality

Total days away from Work (start counting at the first full day after the mishap and include consecutive, calendar days)

Total days of Job Transfer or Restricted from Work (civilian)

Total Days of Light or Limited Duty (military)

Injury type

OSHA Code

Body part

Mishap type

Object involved (Injury source)
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FIGURE 3-2

ANNUAL SUMMARY OF WORK-RELATED INJURIES AND ILLNESSES
Data for all of the following fields, with the exception of the address, are collected by WESS.  Upon accessing the pre-formatted WESS report, the address is filled in by the activity.  The report, with the following fields, may be printed out from WESS.  Separate reports are required for civilian and military personnel (military reports are optional).

UIC/RUC/MCC List all UICs/RUCs/MCCs included on this report with ISIC first)

ADDRESS (Complete mailing address of activity)

ACTIVITY DESCRIPTION:


Industry or activity Description (depot, shipyard, staff, 


etc.)


Annual average number of civilian employees/military 


personnel, as applicable


Total hours worked by all civilian/military employees last 


year.

TOTAL NUMBER OF DEATHS

TOTAL NUMBER OF CASES WITH DAYS AWAY FROM WORK

TOTAL NUMBER OF CASES WITH JOB TRANSFER OR RESTRICTED WORK

TOTAL NUMBER OF OTHER RECORDABLE CASES

TOTAL NUMBER OF DAYS OF JOB TRANSFER OR RESTRICTED WORK

TOTAL NUMBER OF DAYS AWAY FROM WORK 

TOTAL NUMBER OF: 
INJURIES







SKIN DISORDERS







RESPIRATORY CONDITIONS







POISONINGS







ALL OTHER OCCUPATIONAL ILLNESSES

Before posting, the WESS printed version or locally produced version of this report must be signed and dated by the commander, commanding officer, or officer-in-charge.

NOTE: For military personnel, days of light or limited duty are the equivalent of civilian days of job transfer or restricted work.
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