Draft Template Memo to Notify Offices of the SOH Evaluation Document Request
MEMORANDUM

{DATE}

TO:

FROM:

SUBJ:	DOI [fill in bureau or office names] Safety and Health Program Evaluation Document Request	



The DOI, Office of Occupational Safety and Health (OSH) is performing Safety and Occupational Health (SOH) Program Evaluations at all DOI bureaus over time.  The SOH Evaluation for the [fill in bureau and/or office name] is scheduled for [fill in dates or time span for on-site work].  The SOH Evaluation will review the effectiveness of the[fill in bureau and/or office name] SOH program and provide the [fill in bureau and/or office name] with important information for continuous improvement.  The Bureau Director and DASHO have been informed of this evaluation and support its implementation.  The Director and DASHO will be briefed prior to on-site evaluation activities and after completion of the final report.

In preparation for the on-site evaluation activities, the evaluation team would like to review written program related documents.  Here is a list of the types of documents that the team would like to review.  These do not necessarily have to be provided prior to the on-site visit, but should be readily available once the team arrives.  These documents could be located at your national office or the other offices or both.  The regional and field offices may have specific safety-related procedures/requirements for their sites that the team would be interested in reviewing as well.  For those located in the DC office, please bring the pertinent documents to the [fill on dates] evaluation visit.

If any of these items are substantial, it would be good to email them to the evaluation team for an early look.  Otherwise, the team can review them on-site.  If these are on the web site, then the team can access them from their office in DC.

1. Any written programs/procedures for the specific OSHA standards listed in the SOH Evaluation Protocol (some or even many of these may not apply to [fill in bureau and/or office name], so some of these written programs may not be needed).  Hazard Communication, for instance, may be an example of one that does apply.

1. A couple of examples of SOH Oversight Assessment reports that [fill in bureau and/or office name] may have done internally.  Also [fill in bureau and/or office name] directives or goals that state these are to be performed.  

1. Any procedure or requirements for hazard assessment/analysis and/or facility walkthrough inspections, along with examples of assessments/analyses/inspections.

1. Any system to document and track corrective actions for safety deficiencies found during oversight evaluations or facility walkthrough inspections.

1. Safety Committee Charter(s) and examples of meeting minutes/agenda/initiatives.

1. Defined requirements, if any, for CDSO training and assigned duties/responsibilities, along with example training records.

1. Accident/Injury/Illness reports for the past two years.  If these are on the DOI SMIS system, then the team can look them up during the office visits.  However, any other documentation on this can be provided as part of this advance information request.  

1. Safety training matrix based on job classification, hazards, and/or other requirements.  That is, is there any documented system (in addition to DOI LEARN) to define safety training requirements and ensure training is up to date.

1. Any documentation of significant senior level management safety policy or safety initiatives that is not located on the web site.

1. Annual safety goals and objectives for 2009, 2010, and 2011.

Other docs may be requested, but these are some of the key ones.

As a reminder, please forward the interview list, self-evaluation forms, and schedule for the self-evaluation interviews as soon as possible.

