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VERIFICATION/CERTIFICATION
Do not complete this unless you are recommending the trainee for certification
	FINAL EVALUATOR’S VERIFICATION

I verify that all training has been accomplished and tasks have been performed for the position of Collateral Duty Safety Officer and are documented with appropriate initials.  I also verify that:

(Candidate Name)___________________________________________________________________
has performed as a trainee and should therefore be considered for certification in this position.

____________________________________________________________________
FINAL EVALUATOR’S SIGNATURE AND DATE

____________________________________________________________________
EVALUATOR’S PRINTED NAME, TITLE, DUTY STATION, AND PHONE NUMBER



	RECOMMENDATION FOR CERTIFICATION

I certify that__________________________________________________________________
has met all requirements for qualification as a Collateral Duty Safety Officer and I recommend that they be certified for the position.

___________________________________________________________________
FACILITY OFFICIAL’S SIGNATURE AND DATE

__________________________________________________________________
OFFICIAL’S NAME TITLE, DUTY STATION, AND PHONE NUMBER



COLLATERAL DUTY SAFETY OFFICER 
POSITION TASK BOOK

This Position Task Book (PTB) was developed for Collateral Duty Officer positions as described in 485 DM Chapter 28. The position task book is used to certify that the person to whom the task book belongs meets the standards recommended by the DM Chapter.
Each PTB lists training and performance requirements (tasks) for the CDSO position in a format that allows an incumbent to be evaluated against written guidelines. Successful completion of required training and performance of all tasks, as observed and recorded by an evaluator, will result in a recommendation that the incumbent be certified in this position. Evaluation and confirmation of the individual’s performance of all the tasks may involve more than one evaluator and can occur in classroom simulations or other work situations. 
It is important that performance be critically evaluated and accurately recorded by each evaluator. All tasks must be evaluated. All bullet statements within a task that require an action must be demonstrated before that task can be signed off.  A brief list of responsibilities appears below.
RESPONSIBILITIES:

1. The bureau or office is responsible for:
· Selecting incumbents based on the needs of its organization 
· Providing opportunities for education and training
· Providing opportunities for evaluation and/or making the incumbent available for evaluation
· Identifying and assigning an evaluator that can provide a positive experience for the trainee, and make an accurate and honest appraisal of the trainee’s performance

2. The Incumbent is responsible for:
· Reviewing and understanding instructions in the PTB
· Identifying desired objectives/goals
· Providing background information to an evaluator
· Satisfactorily demonstrating completion of all tasks for an assigned position 
· Assuring the evaluation record is complete
· Notifying his/her supervisor and the bureau/office regional safety manager when the PTB is completed, and obtaining the required signatures on the Evaluator pages
· Keeping the original PTB in personal records

3. The Evaluator is responsible for:
· Meeting with the incumbent and determining past experience, current qualifications, and desired objectives/goals
· Reviewing tasks with the incumbent
· Explaining to the incumbent the evaluation procedures that will be utilized and which objectives may be attained
· Identifying tasks to be performed during the evaluation period
· Accurately evaluating and recording demonstrated performance of tasks. Dating and initialing completion of the task shall document satisfactory performance. Unsatisfactory performance shall be documented in the Evaluation Record
· Completing the Evaluation Record found at the end of each PTB section

4. The Final Evaluator is responsible for signing the verification statement inside the front cover of the PTB when all tasks have been initialed

   

COLLATERAL DUTY SAFETY OFFICER POSITION TASK BOOK

	Category: Instruction

	Within 45 Days of Appointment

	Topic Area
	Start 
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	DOI Occupational Safety and Health Program Overview
	
	
	
	

	Authorities, Roles, and Responsibilities
	
	
	
	

	Resources, References, and Standards
	
	
	
	

	Additional Topical Areas
(List by Evaluator)
	Start 
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Other Relevant Topic Areas
(List by Evaluator)
	Start 
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Category: Training

	Within 45 to 90 Days of Appointment – 1ST TRNG DONE WITHIN 90 DAYS

	Prerequisite Training
	Start 
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	Bureau specific Safety & Occupational Health Program Overview
	
	
	
	

	Section 19 of the OSHA Act
	
	
	
	

	Executive Order 12196; 29 CFR 1960
	
	
	
	

	
	
	
	
	

	Recommended Training
(List by Evaluator)
	Start 
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Other Relevant Training 
(List by Evaluator)
	Start 
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Within 180 Days of Appointment 

	Prerequisite Training
	Start 
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	Identification and use of the safety and occupational health standards and other appropriate rules and regulations
	
	
	
	

	Procedures for reporting, evaluation and abatement of hazards
	
	
	
	

	Procedures for reporting and investigating allegations of reprisal
	
	
	
	

	Recognition of hazardous conditions and environments
	
	
	
	

	Other appropriate rules and regulations
	
	
	
	

	Recommended Training
	Start 
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	Introduction to Safe Behavior Process
	
	
	
	

	Hazard Communication
	
	
	
	

	Introduction to Industrial Hygiene
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Other Relevant Training 
(Maximum one pick from list)
	Start 
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	DOI Occupational Health and Safety Seminar
	
	
	
	

	CDSO training conducted by bureau and approved by bureau safety manager
	
	
	
	

	Safety program management course(s) offered by an accredited college, university, or Federal agency
	
	
	
	

	Any safety management seminar(s) sponsored by a professional society
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	Within 360 Days of Appointment

	Prerequisite Training
	Start 
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	Basic elements of organizing, planning, and managing an effective occupational safety and health program
	
	
	
	

	OSHA Collateral Duty Safety Officer Course (600, 6000) or equivalent
	
	
	
	

	OSHA 10-hour 1910 Standard Overview Course
	
	
	
	

	Recommended Training
(List by Evaluator)
	Start 
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Other Relevant Training 
(List by Evaluator)
	Start 
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Within 2 years of Appointment

	Annual Training
(24 hours of training per year, courses selected from Table 1)
	Start
Date
	Complete Date
	Incumbent Initial
	Evaluator Initial

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Within 3 years of Appointment

	Annual Training
(24 hours of training per year, courses selected from Table 1)
	Start
Date
	Complete Date
	Incumbent Initial
	Incumbent Initial

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Within 4 years of Appointment

	Annual Training
(24 hours of training per year, courses selected from Table 1)
	Start
Date
	Complete Date
	Incumbent Initial
	Incumbent Initial

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	Within 5 years of Appointment

	Annual Training
(24 hours of training per year, courses selected from Table 1)
	Start
Date
	Complete Date
	Incumbent Initial
	Incumbent Initial

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




Table 1: Training Courses

	OSHA 10 hour or 30 hour Construction outreach course
	OSHA 7205 Health Hazard Awareness
	OSHA 7100 Introduction to Machinery and Machine Safeguarding

	OSHA 10 hour or 30 hour General Industry outreach course
	OSHA 224 Laboratory Safety and Health
	OSHA 2073 Fire Protection and Life Safety

	OSHA 1080 Introduction to Industrial Hygiene for Safety Personnel
	OSHA 2015 Hazardous Materials
	OSHA 2080 Cranes and Materials Handling for General Industry

	OSHA 1250 Introduction to Health Standards for Industrial Hygienists
	OSHA 2045 Machinery and Machine Guarding Standards
	OSHA 2050 Crane and Rigging Safety in Construction

	OSHA 2260 Permit Required Confined Space Entry
	OSHA 3010 Excavation, Trenching and Soil Mechanics
	OSHA 3090 Electrical Standards

	OSHA 3095 Electrical Standards
	OSHA 3220 Applied Welding Principles
	OSHA 510 Occupational Safety and Health Standards for the Construction Industry

	OSHA 3110 Fall Arrest Systems
	OSHA 511 Occupational Safety and Health Standards for General Industry
	NSC - Basic accident investigation

	DOI U - Interpersonal communication
	DOI U - Written communications
	DOI U - Jump starting high performance teams

	DOI U - Managing training for results
	DOI safety and health conference
	Safety Management Information System instruction



	Category: Experience

	Required Experience
	Date
	Incumbent
Initial
	Evaluator
Initial

	Provides advice to local managers and supervisors
	
	
	

	Coordinates local safety and health program
	
	
	

	Conducts formal and recurring safety inspections
	
	
	

	Investigates accidents and incidents 
	
	
	

	Serves as member or advisor to safety work groups
	
	
	

	Conducts safety and health training
	
	
	

	Administers specialized program functional areas
	
	
	

	Recommended Experience
	Date
	Incumbent
Initial
	Evaluator
Initial

	
	
	
	

	
	
	
	

	
	
	
	

	Other Relevant Experience
(List)
	Date
	Incumbent
Initial
	Evaluator
Initial

	
	
	
	

	
	
	
	

	
	
	
	



	Category: Physical Fitness

	Required Fitness
	Incumbent Initial and Date
	Evaluator Initial and Date

	Moderate
	
	

	Able to work wearing appropriate personal protective equipment (PPE)
	
	

	Recommended Fitness
	Incumbent Initial and Date
	Evaluator Initial and Date

	Ability to perform duties while working consecutive 12 to 14 hour days under physical and emotional stress for sustained periods.
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