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_____________________________________________________________________________________ 

UNITED STATES DEPARTMENT OF AGRICULTURE 
FOOD SAFETY AND INSPECTION SERVICE 

W ASHINGTON,  DC 

FSIS DIRECTIVE 4791.13 6/19/96 

WORKPLACE INSPECTIONS, AND INJURY, ILLNESS 
AND MOTOR VEHICLE INCIDENT REPORTING 

PART ONE--BASIC PROVISIONS 

I. PURPOSE 

This directive: 

A. Describes the basic provisions for workplace inspections and reporting and 
recordkeeping requirements under the Agency's Occupational Safety and Health Program. 

B. Provides injury, illness, and motor vehicle incident reporting and recordkeeping 
guidelines. 

II. CANCELLATION 

A. This directive cancels the information and guidelines on workplace inspections, 
injury, illness, and motor vehicle incident reporting previously contained in FSIS Directive 
4791.1. 

B. FSIS Directive 4791.1 is being revised to update the basic provisions and 
guidelines for the Agency's Occupational Safety and Health Program and to delete the portions 
canceled by this directive. 

III. REASON FOR ISSUANCE 

This directive provides: 

A. Revised instructions for safety and health inspections including the use of 
checklists. 

B. Instructions on injury/illness logs and the reporting of motor vehicle incidents. 

IV. REFERENCES 

FSIS Directive 2450.1, Use of Motor Vehicles for. Official Travel 
FSIS Directive 3720.1, Federal Tort Claims 
FSIS Directive 4791.1, Basic Occupational Safety and Health Program 
FSIS Directive 4791.12, Reporting and Correcting Occupational Hazards 
FSIS Directive 4810.1,  injury Compensation 

DISTRIBUTION: OPI: 

All Offices PD - Program Evaluation and 
Safety Branch 



     
  

     
 

 
  

  
 

 
 

  
 

  
 

 
 

   
  

  
    

   
   
    

  
   
  
  
  

 
  

    
  

  
   

  
    

  
  

   
   

  
  

  
 

  
 

 
 

  
   

 
 

   
 

 
  

 

29 CFR 1960, Basic Program Elements for Federal Employee Occupational Safety 
and Health Programs 

Executive Order 12 96, Occupational Safety and Health Programs for Federal 
Employees 

OSHA Booklet 2014,  Recordkeeping and Reporting Guidelines for Federal 
Agencies 

OSHA Booklet 2098,  OSHA Inspections 
OSHA Field Operations Manual, Federal Agency Programs 
Public Law 91-596, Occupational Safety and Health Act of 1970 
Laboratory Safety, Health, and Environmental Handbook 

V. FORMS AND ABBREVIATIONS 

The following will be used in their shortened forms: 

ATAR Agency Technical Assistance Request 
CSHO Compliance Safety and Health Officer 
DASHO Designated Agency Safety and Health Official 
FECA Federal Employees' Compensation Act 
OSH Occupational Safety and Health 
OSHA Occupational Safety and Health Administration 
OWCP Office of Workers' Compensation Program 
PD Personnel Division 
PESB Program Evaluation and Safety Branch, PD 
SHMD Safety and Health Management Division, USDA 
WSHO Workplace Safety and Health Official 
WSPO Washington Servicing Personnel Office, PD 

FSIS Form 4791-17,  Log of Federal Occupational Injuries and Illnesses 
FSIS Form 4791-22,  Notice of Unsafe or Unhealthful Working Condition(s) 
FSIS Form 4791-23,  Safety and Health Inspection Checklist, Office Facilities 
FSIS Form 4791-24,  Safety and Health Inspection Checklist, Plant Facilities 
Form AD-112,  Report of Unserviceable, Lost, or Damaged Property 
Form AD-1010 poster),  Occupational Safety and Health protection 

for USDA Employees 
Form CA-1,  Federal Employee's Notice of Traumatic Injury and Claim for 

Continuation of Pay/Compensation 
Form CA-2,  Notice of Occupational Disease and Claim for Compensation 
Form CA-6,  Report of Fatality 
Form CA-16,  Authorization for Examination and/or Treatment 
Form SF-91,  Motor Vehicle Accident Report 
Form SF-94,  Statement of Witness 

VI. POLICY 

It is Agency policy that: 

A. All workplaces be inspected for OSH hazards at least annually. More frequent 
inspections are conducted in workplaces where there is more risk of injury or illness. This will be 
based on analyses of the workplace inspection reports and the number of reported hazards, and 
workplace injuries and illnesses which occur at the work location. 

B. OSH inspections be conducted when employees report hazardous conditions or serious 
accidents. 

C. OSHA standards be used as the minimum acceptable standards for inspections. 
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FSIS DIRECTIVE 4791.13 
PART ONE 

VII. DEFINITIONS 

A. Catastrophe. An accident resulting in hospitalization for three or more 
people and at least one of them is an FSIS employee. 

B. Controvert. To dispute, challenge, or deny the validity of a claim for 
continuation of pay.  Also used to apply to the validity of a claim. 

C. Fatality.  A death resulting from an occupational traumatic injury, illness, or 
disease. 

D. Injury.  A wound or other condition of the body caused by external force, 
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. 

E. Lost Time Case. A nonfatal injury causing loss of time from work beyond the 
day or shift in which it occurs, or a nonfatal occupational illness causing loss of time from 
work or disability at any time.  Incidents resulting in permanent transfer, termination of 
employment, or subsequent granting of continuation of pay are considered lost time cases. 

F. No Lost Time Case. A nonfatal incident not meeting the definition of lost 
time case (Example: a first aid incident).  This usually results in a claim for medical 
expenses. 

G. Occupational Illness or Disease. A condition produced in the work 
environment over a period longer than one workday or shift. It may result from systemic 
infection, repeated stress or strain, exposure to toxins, poisons, fumes or other continuing 
conditions of the work environment.  For practical purposes, an occupational illness or 
disease is any reported condition that does not meet the definition of injury. 

H. Safety and Health Inspector. A person with the necessary equipment and 
competence to recognize safety and health hazards in the workplace. 

Page 3 
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FSIS DIRECTIVE 4791.13 
PART TWO 

PART TWO--SAFETY AND HEALTH WORKPLACE INSPECTIONS 

I. AGENCY SAFETY AND HEALTH INSPECTIONS 

Safety and health inspections are conducted by the official-in-charge or the supervisor of the 
workplace, by an employee designated by the official-in-charge or supervisor, by the WSHO, 
and by other Agency personnel.  A Union representative, preferably a member of a safety and 
heath committee, shall accompany the safety and health inspector during the inspection of an 
installation within the unit. 

A. Conduct of Agency Workplace Inspections. Safety and health inspectors 
shall: 

1. Review all pertinent background information including injury and illness 
logs, previous inspection reports, and reports of unsafe and unhealthy working conditions 
before beginning the inspection. 

2. Comply with all OSH rules and practices. 

3. Wear and use protective clothing and equipment. 

4. Conduct inspections and investigations in a manner that does not 
unreasonably disrupt operations. 

5. Consult with Agency employees, as needed, to make a thorough and 
effective inspection or investigation. 

6. Provide the official-in-charge and recognized employee representative the 
opportunity to provide information about hazardous conditions. 

7. Confer with the appropriate official-in-charge and recognized employee 
representative when the inspection or investigation is completed. 

8. Complete the safety and health inspection checklist (see Attachment 2-1, 
Attachment 2-2, or the Laboratory Safety, Health, and Environmental Handbook) and other 
written reports as required to document inspection findings. Forward the checklist and reports to 
the appropriate supervisory official for review and action. 

B. Notice of Unsafe or Unhealthful Working Conditions. The official-in-charge or 
the supervisory official: 

1. Issues FSIS Form 4791-22 when unsafe or unhealthy working conditions 
found during the inspection cannot be corrected at the time of the inspection. The Notice shall 
be issued not later than 30 days after completion of the inspection. 

2. Posts the Notice form for 3 working days or until the unsafe or unhealthy 
condition is corrected, whichever is later. 

3. Prepares a written abatement action plan for corrections that will require 30 
or more calendar days. See FSIS Directive 4791.12 which contains procedures for reporting 
and correcting occupational hazards. 

Page 5 6/19/96 



   
 

   
 

    
   

  
 

   
 

 
    

 
 

    
   

 
 

    
    

 
   

  

  
 

  
 

   

 
 

    
 

 
    

  
 

  
 

 
  

  
 

 
     

 
 

   
 

 

 

II. OSHA INSPECTION, EVALUATION, AND ASSISTANCE 

The Agency, is required to provide a safe and healthful workplace that is free from 
recognized hazards for its employees working in Government owned or leased space and 
for its employees working in private-sector workplaces.  However, the abatement of many 
hazards identified by the Agency or by OSHA in private-sector workplaces such as meat, 
poultry, and egg products plants will require corrective action by the plant owner. 

A. Inspection. OSHA CSHO's conduct announced and unannounced 
inspections of Agency workplaces for the following reasons: 

1. A targeted inspection is programmed and conducted on the basis of 
objective criteria and is based on the lost-time compensation claims rate. 

2. A fatality/castastrophe investigation is conducted when an incident 
results in a fatality or in the in-patient hospitalization of three or more persons and at least 
one of those persons is an FSIS employee. 

3. A complaint investigation is conducted when an employee reports 
unsafe or unhealthful working conditions.  OSHA may respond to the complaint by: 

a. Requesting the Agency to investigate the complaint.  OSHA sends 
the request by letter to the supervisor or official-in-charge.  The supervisor or 
official-in-charge immediately forwards the OSHA letter through channels to PESB and 
conducts an investigation.  PESB coordinates all responses from the DASHO to OSHA. 

b. Conducting an inspection.  (See Subparagraph E.) 

B. Evaluation. OSHA analyzes injury and illness reports, and conducts onsite 
field reviews and special studies to evaluate the effectiveness of Agency safety and health 
programs. 

C. ATAR's. OSHA responds to ATAR's for onsite assistance such as hazard 
abatement advice, training, partial or comprehensive inspections, and program assistance. 

D. Cooperation. Title 29 CFR 1960 authorizes OSHA representatives "to enter 
without delay, and at reasonable times, any building, installation, facility, construction site, 
or any other area, workplace, or environment where work is performed by employees of the 
Agency; to inspect and investigate during regular hours and at other reasonable times, and 
within reasonable limits and in a reasonable manner, any such place of employment, 
and all permanent conditions, structures, machines, apparatus, devices, equipment, and 
materials therein; and to question privately any employee any supervisory employee, and/or 
any official in charge of an establishment.”  OSHA does not need a warrant or subpoena to 
inspect a Federal workplace.  FSIS employees should be familiar with this authorization to 
avoid misunderstandings between FSIS and OSHA. 

E. Conduct of Inspections. OSHA inspections of Agency workplaces are 
conducted as follows: 

1. The CSHO presents his or her credentials to the supervisor or 
official-in-charge upon entering the workplace. 
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FSIS DIRECTIVE 4791.13 
PART TWO 

2. The CSHO conducts an opening conference with the supervisor or 
official-in-charge and an employee representative who is selected according to the 
Collective Bargaining Agreement. The CSHO gives the reason for, and the scope of, the 
inspection. 

3. The CSHO conducts the inspection which may include a records review. 
The supervisor or official-in-charge and the employee representative accompany the CSHO 
during inspection. 

4. The supervisor or official-in-charge and other Agency employees shall 
provide any information available at the workplace that the CSHO requests concerning 
safety and health conditions and programs. This includes information about air 
contaminants, injury and illness logs, reports of unsafe or unhealthy working conditions, 
personal protective equipment, the hazard communication program, the hearing 
conservation program, and the lockout/tagout program.  Agency employees may be 
requested to wear monitoring devices.  If information is not available at the workplace, the 
supervisor or official-in-charge requests assistance through channels from the WSHO. 
(Names, locations, and telephone numbers of WSHO's are listed on Form AD-1010, 
displayed in all Agency workplaces.) 

5. The CSHO conducts a closing conference with the supervisor or 
official-in-charge and employee representative.  The CSHO describes apparent violations 
found during the inspection. 

6. The supervisor or official-in-charge notifies the WSHO through channels 
of any OSHA inspections and any violations found during OSHA inspections.  Corrective 
action should be initiated before OSHA issues the Notice of Unsafe or Unhealthful Working 
Conditions.  All Notices issued to the supervisor or official-in-charge from OSHA are 
immediately forwarded through channels to PESB.  PESB coordinates all responses from 
the DASHO to OSHA.  Notices must be posted at the workplace for 3 working days or until 
the violation is abated, whichever is longer. 

7. OSHA may conduct follow-up inspections to determine if violations have 
been corrected or when an Agency's investigation report is unsatisfactory. 

Page 7 
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DIRECTIVE 4791.13 
ATTACHMENT 2-l 

SAMPLE FSIS FORM 4791-23 
SAFETY AND HEALTH INSPECTION CHECKLIST-•OFFICE FACILITIES 

u.s..-Of-~11111 INSPIC'IION DATI MIA I LOCATION IST,NO. -----SAFETY AND HEALTH INSPECTION CHECKLIST AM, PO, XXX, I"-

OFFICE FACIUnlS 7/25/96 Rm. 9999 South Bui'ld1ng 

INITRUCTIONI: TIM ........ ....Wllllllata llle .... llloaat-latt.aoallle lll&IIJcllelkiDIIM "OK" ••ACTION NBEDID" eol...._ 
,_ 

ll t.llal-llo ao&applloallle.llllllata-NA.".,.._-' .. acllaabal ..... t.uea.4-iloellleaba-ti,,ocad-allllllleda .. -1ot,ad, 

OK ACTION 
COIIUCTIVI ACTION TAKIN DATI 

ITIM ~~o,eo Coll 
(MM/D0/YV) • 

VOT WORK STATIONS Computer screen was reoriented 
,_ .... _, ...... !~ .. !!_!s 90 degrees to all light 7/25/96 

MATIAIAl.8 STORID SAFIII.V 
wltb no mawrlalaon 10pat .... 1ua111Mu, allll 
wlndowollla. 

OFFICE FURNITURE 
lkHol•lutr,ed ... ,polnw,1plla....,orlMlm. 

-
GLASS TOPS ON DESKS 

6Nofcracu. 

OFFICE PANS 
woll .,..rdodancl placed WNN IMJ-
fall OD aDJOM. ' 

vert1cal f1le cab1net was -
DESK AND PILE DAAWIRS 

~!~~!~~+~!;hone that has equipped w111a..r., ...... 7/29/96 

OFFICE TOOi.i *Nd-I:, 
,1. ... "'"°'" • ,.,,., .,,.,..,., 

WHERE MATERIALS ARE STORED, 
bal¥i•objona ............. i-111a1-

HAZAAOOUS OFFICE CHEMICAi.& 
IINll,olotld,alllldllopooedatla_._wllb 
label. -

An additional trash receptacle 
TRASH CONTAINERS 

ouillclonL 
wfs added to facilitate disposal 7/26/96 o .. xcei:s wa.,te. 

TRASH COLLECTION 
Nplariy ICbedlllad 

CEILING TILES 
tl1bdy -....i. 

SUSFl!NOID CIIUNG ORIOWOAK 
1Neola....,...Wabjlcta-11aa,...-. 

l!LECTRICAL EQUIPMENT ANO AIIPUANCIS 
,._.i,.,.,.. ................•• _ 

use OF EXTENSION COAOS 
opt ... llialau& 

CARPETING 
Contractor stretched carpeting 

B/15/96 
1NeolrldlN•llll1aara. 

to eliminate ridge. 

BULI.ITIN IOAFIOS __ ,, ........ 
KISfOIIM 419MJ IS/ff) 1111'\ACIS HIS H)IIM 4191-1 (10117), WHICH IS OISOLITI, PAGE 1 

P'AQll 

.. --~ 

Page 9 6/19/96 
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FSIS DIRECTIVE 479'1.13 
ATTACHMENT 2-2 

SAMPLE FSIS FORM 4791-24 
SAFETY AND HEA~TH INSPECTION CHECKLIST--PLANT FACILITIES 

...,._..,..,,__ 
INll'KilOIII 0411 AIIIIA/LOCATION ,!ST.NO. -IO, NUU -~--- 7/25/96SAFETY AND HEALTH INSPECTION CHECKUST Madison Area XXXX 

PLANT FACUnes 
INSTRUCTIONS: 1.a1pen1ou...Ullliiolltol...........JSrs......,... Tlloa.toq,6u..kb......,.......wllllllcaMtllu•lltioaat--
I-an tbeli,tbycllecidqlbe "OK" ,w "ACTIONNIIOID' cal-. Itlbel-11 Dlll!IPiicable.iDdicale"NA.• Wllla......si"Naalloo•-- -
IIIIIID,ducribe &be abetitmlOllffllll(ld-aM lbedalit......... 

M:TIONOK !>AllN&DIDITIM COIIIIKTIIII ACTION TAKEN IMMIODIVY)C,/1 1,/ I -
Plant maintenance personnel 

FLOOR HOLES (DRAINSI replaced missing floor drain 
pr-..d by floor bole-rda (drain .,,.,.,d ✓ 7/25/96cover. 

WHEN FLOOR HOLE GUAROS AA& NOT IN PLACE. 
dat-ninrat'"11dacl toby a plantamplo,aar ✓pro-.! by llt&Adardraillnp, 

All SLAUGHTER INSPECTION PLATFORMS Rear platform bar was rewelded 
4ar-fMtabo.. 1be....ntll--r...t into place; one end had a broken✓byaralllnc and• loeboard an dat naral'lbe \'leld joint. 8/05/96pie&l'ormand • tooboerdot1 dat~aide. 

REGARDLESS OF HEIGHT, ALL PLATFORMS 
acijacent t.ocla-,-"'l"i-&oroialllar 
buanll cvarded wl&ba rallhlaand IMboerd. ✓ 

HANOTOOI.S 
,..,clt111in-1111clnodal&oouJkeptlAlllllt 
condilioa. Kai-llandltdlaaaal'ema-. v 

Inadequately guarded floor fanFANSLADES 
1-t11an1ffft&o1111beW01"1dq-par,lod retrofitted with a sufficient✓wi&b openl- no l-&baa 112 lllcli. 7/29/96guard. 

A LOCKOUT I TAOOUT PROGRAM 
lllillNdbyplaa&~topn-
omapectecl •-.latiooat-W-wbu 
performinc MrViciaa'and malaloaa-acll'VIIIM. ✓ 

POWEREO INOUSTAIAL TRUCKS 
l(orloJi,11.JoperatM la aaal'e Dl&MOI', ✓ 

HAZARD COMMUNICATION PROGRAM: Chemical lUjs in~/inveityry 
I s cml~ a d on l e in✓ e U vernment o 1ce.___.a.. cbemicalllalillSIIA........,.....uable. _____ .Zlztl~§__ ----- ,.. --·- ------ --- ------------

b. material aalely da&a abNta available. ✓ 

.. can&alur labeliqadaqute. ✓ 

cl. empioyM &Niaiq-pletecl v 
HEARING CONSERVATION PROGRAM: .. n.oiae level monilollaaeoo4ucted and 

PSIS419l•ZO.......i. v 

b. availabill&yataudlo-ic •&lac- ✓ 
FSIS FOAM 479l 0 J4(S/961 1111'1.ACH l'SIS IOAIU79M (111187), WHICH ISOISOI.ETI. .--t 

PAGE2 

!'SIS FORM 47tl-24CS/!16) lll!l'LACIISFSISFORM47tl-1 (1..,.,,, W P'AlilU 
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FSIS DIRECTIVE 4791.13 
PART THREE 

PART THREE--INJURY, ILLNESS, AND MOTOR VEHICLE INCIDENT REPORTING 
AND RECORDKEEPING GUIDELINES 

I. INTRODUCTION 

The FECA provides compensation benefits to employees who sustain injury or disease while in 
the performance of duty.  See FSIS Directive 4810.1 for FECA benefits and claim filing 
instructions. 

A. The OSHA requires that Federal Agencies collect occupational injury and illness 
data to analyze and identify unsafe and unhealthy working conditions.  Agencies establish 
program priorities based on these analyses. 

B. The OSHA uses injury and illness data from FECA compensation forms 
to set program priorities, identify Federal worksites for OSHA inspections, monitor progress to 
reduce occupational injuries, illnesses, and fatalities, and to report on the status of occupational 
civilian employee safety and health. 

C. Federal Agencies shall: 

1. Maintain a Log of Occupational Injuries and Illnesses. 

2. Code OSHA-related items on OWCP forms. 

3. Use only Forms CA-1, CA-2, and CA-6 dated 1986 or later to report 
occupational injuries and illnesses. 

II. LOG OF OCCUPATIONAL INJURIES AND ILLNESSES 

The WSPO maintains FSIS Form 4791-17 for all Forms CA-1, CA-2, and CA-6 filed through 
WSPO. The supervisor at each establishment maintains the log form (see Attachment 3-1 to 
provide a quick and current view of workplace safety and health. The WSPO or supervisor 
maintains the log as follows: 

A. Completes the log within 6 workdays after receiving information on an incident. 

B. Logs injuries, illnesses, and fatalities for each Form CA-1, CA-2, or CA-6 filed 
with the OWCP.  (NOTE: Do not log Forms CA-1 and CA-2 for incidents where no lost time or 
medical reimbursement is required.  Do forward these forms through supervisory channels to 
the applicable Servicing Personnel Office for placement in the employee's medical folder.) 

C. Logs controverted or otherwise challenged claims. These may be lined out if 
OWCP denies legitimacy. 

D. Uses FSIS Form 4791-17 to post yearly totals of all injuries, illnesses, and 
fatalities on the Government bulletin board in each establishment. This is posted within 45 days 
of the close of the fiscal year and remains posted for 30 consecutive days. 

Page 11 6/19/96 



   
 

    
 

  
 

 
 

  
 

    
    

   
 

     
 

 
    

 
 

  
 

 
 

     
    

    
 

 
    

 
 

    
   

 
 

    
 

 
 

  
 

 
 

     
      

 
 

    
 

    
 

 

III. RECORDS AND RECORDS RETENTION 

A. Records. An incident resulting in a fatality, lost time, or medical expense 
including termination and permanent transfer, warrants investigation and analysis.  The 
supervisor documents the incident information on the OWCP Forms CA-1, CA-2, and CA-6, 
as required. 

1. Identify the personnel, equipment and activities involved, and the 
causes and contributing factors. 

2. Maintain copies of the completed OWCP forms in the Agency offices 
that process OWCP forms  (Examples: Personnel Operations Branch, PD, and WSPO) 
Privacy Act restrictions apply for OWCP forms and accident prevention data used. 

B. Retention. Retain logs, records, and reports for 5 years following the end of 
the fiscal year to which they relate. 

IV. COMPLETING AND CODING FORMS CA-1, CA-2, AND CA-6 

OSHA requires that agencies complete information and code applicable items on Forms 
CA-1, CA-2, and CA-6 before submitting them to the OWCP.  This information allows the 
Agency to evaluate and improve safety and health programs.  Complete and code the forms 
as follows: 

A. Employee. Completes items according to the instructions on Form CA-1 or 
Form CA-2. Inspection personnel also enter the establishment number, if applicable, and 
the address of the location where the injury occurred or where the illness first occurred. 
This is Block 9 on Form CA-1 and Block 10 on Form CA-2. 

B. Supervisor. Completes items according to the instructions on Form CA-1 or 
Form CA-2 and enters the following codes: 

1. Occupation Code. Identify the occupation by entering the two letters of 
the employee's pay plan and the four numbers of the occupation series.  (EXAMPLES: 
GS1863 and GS0701). 

2. Type and Source of Injury Codes. These codes are used to describe 
how the incident occurred (see Attachment 3-2).  Select the most specific type and source 
codes to describe the event that initiated the injury or illness.  Avoid the use of "type code 
999" or "source code 9999." If there is insufficient information, or if the available codes do 
not exactly describe the type or source, use a "heading" code instead. Where there are two 
different sources, code the initiating source of the incident (see Example 1).  Following are 
examples of correct type and source coding: 

a. Example 1: An inspector tripped on the wet floor and struck his or 
her head on a gut buggy. NOTE: This example is not coded 120 (struck against) and 0500 
(material handling equipment). 

(1) Type: 210 Fell On Same Level 

(2) Source: 0110 Walking/Working Surface 

Page 12 



    
    

 
      

 
    

 
    

 
       

 
 

    
 

    
 

     
 

    
 

    
 

     
 

 
        

    
  

  
 

    
 

  
 

 
       

    
 

    
 

   
  
 

   
   

   
   

 
    

      
     

  
 

 
 

  

FSIS DIRECTIVE 4791.13 
PART THREE 

b. Example 2: An inspector was kicked by a cow. 

(1) Type: 110 Struck By 

(2) Source: 0910 Animal 

c. Example 3: An inspector contracted psittacosis while inspecting 
turkeys. 

(1) Type: 520 Contacted By 

(2) Source: 0913 Disease 

d. Example 4: An inspector cut his or her left thumb with a knife. 

(1) Type: 420 Cut By 

(2) Source: 0320 Hand Tool (Non-Powered) 

e. Example 5: An employee was driving a Government vehicle when it 
was struck by another vehicle. 

(1) Type: 800 Traveling In. NOTE: The type code 800 is 
different from other type codes.  It is used to collect data on the type of vehicle the employee 
operated or traveled in at the time of the incident rather than to identify factors contributing to an 
injury or fatality. 

(2) Source: 0421 Government-Owned,  As Driver 

3. Zip Code.  Enter the zip code of the duty station where the employee 
worked when the injury or illness occurred. 

4. OWCP Agency Code. Enter 8324 for Inspection Operations employees. 
Enter 8339 for all other FSIS employees. 

5. OSHA Site Code. Leave Blank. 

V. MOTOR VEHICLE ACCIDENTS AND PROPERTY DAMAGE INCIDENT 
REPORTING 

A. Motor Vehicle Accidents. These are all incidents that involve the operation of a 
Government owned or leased or privately owned motor vehicle used for official business. This 
includes incidents that result in damage to parked, official-use vehicles and incidents that result 
solely from natural causes with no human intervention (Examples: earthquake, flood). 

B. Incident Reporting. Motor vehicle accidents and property damage incidents 
involving motor vehicles are reported by the driver to his or her supervisor. If police investigate 
the accident, the driver obtains a copy of the police report.  In some jurisdictions, the driver must 
also file a report with the Motor Vehicle Department.  Complete forms to report incidents as 
follows: 
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1. Driver. 

a. Completes Form SF-91, Sections I through IX. 

b. Completes Form SF-94. 

c. Completes Form AD-112 only when there is damage to Government 
owned or leased vehicle (see FSIS Directive 2450.1). 

d. Completes Form CA-1, if injured. 

e. Notifies the GSA Fleet Management Center as soon as possible, if the 
vehicle involved is a GSA-leased vehicle. 

f. Submits forms and the police report, if applicable, to the supervisor. 

2. Supervisor. 

a. Completes Form SF-91, Section X, Items 72 through 82c. 

b. Reviews and completes Form AD-112, when required. 

c. Completes the Supervisor's portion of Form CA-1, if the employee is 
injured.  Completes and issues Form CA-16, if the employee requires medical care. 

d. Notifies the WSHO immediately if an Agency employee is killed in a 
motor vehicle accident. 

e. Submits a clear and legible copy of Form SF-91"to the GSA Fleet 
Management Center.  Sends the original copies of Forms SF-91 and AD-112 through 
supervisory channels to the Procurement and Property Branch, Administrative Services 
Division, Washington, DC. 

3. WSH0. If an Agency employee is killed in a motor vehicle accident, the 
WSHO investigates the accident and completes Form SF-91, Section XI, Items 83 and 84, and 
Section XIII, Item 87.  A third party who is injured or suffered property damage as the result of a 
motor vehicle incident may wish to file a claim against the Federal Government. (See FSIS 
Directive 3720.1.) 

VI. SERIOUS INCIDENT REPORTING 

A. A serious incident is an incident resulting in: 

1. A job-related fatality. 

2. Hospitalization of three or more persons and at least one of them is an 
FSIS employee. 

3. Property damage over $100,000. 

4. A handicapping injury. 

B. A serious incident is reported even when there is some doubt that it is 
job-related. 
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Deputy Administrator 
Administrative Management 

~~ 

FSIS DIRECTIVE 4791.13 
PART THREE 

C. The supervisor must report fatalities and catastrophes to the local OSHA 
office or to the OSHA Hotline at 1-800-321-OSHA. 

D. The supervisor or another Agency official must report serious incidents 
immediately to the Chief, PESB, by telephone, HPDesk message, or facsimile.  Provide 
the following information: 

1. Type of incident. 

2. Date and time of incident. 

3. Organizational unit. 

4. City and State where the incident occurred. 

5. Name, age, grade, occupational series, and Social Security Number of 
the person involved. 

6. Name and telephone number of local Agency contact. 

7. Name and telephone number of local OSHA contact. 

8. Description of nature and extent of injury, illness, or property damage. 

9. Suspected causes and preliminary actions taken. 

10. Name and telephone number of the person preparing the report. 

E. PESB reports serious incidents to the SHMD.  The Agency must report a 
serious incident within 8 hours. The SHMD notifies the OSHA headquarters officials at the 
Department of Labor, as appropriate. 
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fOOOWUV ANDIN5HCTI0NUA\oltl 
ORGANIZATION IO, SWRO, TOPEKA AREA, 

LOG OF FEDERAL OCCUPATIONAL INJURIES AND ILLNESSES ESTABLISHMENT 
xxxx 

TnDa:-ltA l'TDl'IITT 

FISCAL YEAR 
1996 

INSllUCIIONS: The log shall be maintained by fisul year (October 1 • Sepcember 30) and is to be completed within six working di~ after receiving inforR111tion of u incident. Within 45 dlyi of 

the dose ofthe fisclll ye,r, the number ofiiiuries. ilneues, and fatillitieut the wo,kplace 5hal be totaled and reco,ded on the bottom of this page. The summa,y po5ted (page 2) 

5hal refletUheg number of!!! inddenu for the fiKil ye,r. Page 2 5haU be posted for I minimum of 30con5e<Utive days. These records 5hlll be maintained on site for at lwt 

five yeMS. Separate log$ !ihall be Rlilirltairuid for eadl fl5CII year. 
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DESCRIPTIONOFINJURY I .. LNESS I 
INJURYOR NO NO 

I OCCUPATION I ONSET LOST LOST 
EMPLOYEE'S NAME AND BODY PART AFFECTED 

FATAL TIME LOST FATAL TIME LOST 
OfllNESS CASES CASES TIME CASES CASES TIME 

{MM/00/YY) CASES CASES 

Doe, John Food lnspecto 
Laceration--Right Index Finger, I 10/21/95 X Non-knife Hand 

Dough, Jane Veterinarian Slipped and Fell--Back Strain I 2/17/96 I I X 

Doe, James Food Inspecto Carpal Tunnel Syndrome--Left Wrist I 6/08/961 I I I I X 

TOTALS ► 1 1 1 
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FSIS DIRECTIVE 4791.13 
ATTACHMENT 3-2 

TYPE AND SOURCE CODES 

TYPE CODES 

100 STRUCK 400 PUNCTURED LACERATED 600 EXERTED 
110 Struck By 410 Punctured By 610 Lifted, Strained By 

111 Struck By Falling Object 420 Cut By (Single Action) 
120 Struck Against 430 Stung By 620 Stressed By (Repeated 

200 FELL, SLIPPED, TRIPPED 
440 Bitten By Action) 

210 Fell On Same Level 500 CONTACTED 700 EXPOSED 
220 Fell On Different Level 510 Contacted With 710 Inhaled 
230 Slipped, Tripped (No Fall) (Injured Person Moving) 720 Ingested 

300 CAUGHT 
520 Contacted By 

(Object Was Moving) 
730 Absorbed 

310 Caught On 800 TRAVELING IN 
320 Caught In 
330 Caught Between 999 INSUFFICIENT DATA 

SOURCE CODES 

0100 BUILDING OR WORKING 0400 VEHICLE 0720 Liquid Chemical 
AREA 0410 Privately-Owned 0721 Corrosive 

0110 Walking/Working Surface (Includes Rental) 0722 Toxic 
(Floor/Street/Sidewalks/ 0411 As Driver 0723 Explosive 
Etc.) 0412 As Passenger 0724 Flammable 

0120 Stairs, Steps 0420 Government-Owned 0730 Plastic 
0130 Ladder 0421 As Driver 0740 Water 
0140 Furniture, Furnishings, 0422 As Passenger 0750 Medicine 

Office Equipment 
0150 Boiler, Pressure Vessel 

0430 Common Carrier 
(Airline, Bus, Etc.) 0800 INANIMATE OBJECT 

0160 Equipment Layout 0440 Aircraft (Not 0810 Box, Barrel, Container, 
(Ergonomic) Commercial) Etc. 

0170 Windows, Doors 0450 Boat, Ship, Barge 0820 Paper 
0180 Electricity 

0500 MATERIAL HANDLING 
0830 Metal Item, Mineral 

0831 Needle 
0200 ENVIRONMENTAL EQUIPMENT 0840 Glass 

CONDITION 0510 Earthmover (Tractor, 0850 Scrap, Trash 
0210 Temperature Extreme Backhoe, Etc.) 0860 Wood 

(Indoor) 0520 Conveyor (For Material 0870 Food 
0220 Weather (Ice/Rain/Heat/ And Equipment) 0880 Personal Clothing, 

Etc.) 0530 Elevator, Escalator, Apparel, Shoes 
0230 Fire, Flame, Smoke (Not 

Tobacco) 
Personnel Hoist 

0540 Hoist, Sling Chain, Jack 0900 ANIMATE OBJECT 
0240 Noise 0550 Forklift, Crane 0910 Animal 
0250 Radiation 0560 Handtruck, Dolly 0911 Bite (Dog) 
0260 Light 
0270 Ventilation 0600 DUST, MIST, VAPOR, 

0912 Bite (Other) 
0913 Disease 

0271 Tobacco Smoke ETC. 0920 Plant 
0280 Stress (Emotional) 0610 Dust (Silica, Coal, Grain, 0930 Insect 
0290 Confined Space Cotton, Etc.) 0940 Human (Violence) 

0300 MACHINE OR TOOL 
0620 Fibers 

0621 Asbestos 
0950 Human (Communicable 

Disease) 
0310 Hand Tool (Powered: 0630 Gases 0960 Bacteria, Virus, (Not 

Saw, Grinder, Etc.) 0631 Carbon Monoxide Human Contact) 
0320 Hand Tool (Non-Powered) 
0330 Mechanical Power 

0640 Mist/Steam/Vapor/Fume 
0650 Particles (Unidentified) 1000 PERSONAL PROTECTIVE 

Transmission Apparatus EQUIPMENT 
0340 Guard, Shield (Fixed, 0700 CHEMICAL, PLASTIC, 1010 Protective Clothing, 

Moveable, Deadman) ETC. Shoes, Glasses, Goggles 
0350 Video Display Terminal 0710 Dry Chemical 1020 Respirator, Mask 
0360 Pump, Compressor, Air 0711 Corrosive 1021 Diving Equipment 

Pressure Tool 0712 Toxic 1030 Safety Belt, Harness 
0370 Heating Equipment 0713 Explosive 1040 Parachute 
0380 Welding Equipment 0714  Flammable 
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