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Course Objectives
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e At the completion of this session the attendees
will be able to:

— explain the documentation expectations for the
OSHA Challenge and VPP.

— describe best practices and potential pitfalls in
maintaining documentation through the OSHA
Challenge and VPP application process.
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Typical Questions
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e Should our documentation be in paper or
electronic? Or both?

e How much is too little? Or too much?

 How many examples should you have of each
document?




Documentation
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e Paper vs Electronic?

— Presently, sites use a combination of paper &
electronic formats.

— What should be in paper and what should be
electronic?

 Prior to the audit, sit down with your OSHA VPP
coordinator and communicate what best suites the
company and balance that with what the audit team needs
to do their job.
— What makes sense?
« Databases — Electronic (sample reports)

* Anything already paper — leave as is!
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Documentation
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* Paper vs Electronic
— If you choose to show documents
electronically then make sure that you have
someone that can navigate your system
seamlessly.

* One person for each laptop available to the
auditors.

— Be prepared. Have multiple back up
systems.
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How to organize
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e Paper

—Very Common - Binders

e Electronic

— Elements/Sub-element folders




Documentation
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e How much is too little or too much?

— Remember the requirement — Have all VPP
elements and sub-elements been in place for at
least 1 year? Therefore, prepare to demonstrate.

 How many examples of each item?

— This is your time to tell the audit team what your
company really does BEST.
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Pitfalls
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 Documents are not completely filled out.
Examples:

— Training dates

— Trainers Information

— Review dates

— Signhatures missing

 Documents are missing
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Pitfalls
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 Where are the documents kept — both
electronic and paper?

— Create a list of document “owners”

 Company abbreviations different from OSHA
terms

— Create a “thesaurus” of terms and abbreviations
* One person is responsible for keeping the
documentation in order

— Have multiple members of your VPP team know
how the documents are filed.
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Documentation
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o ‘If It ISN’t written, It doesn’t exist.’

“IN GOD WE TRUST”

(all others we monitor!)




Electronic Documentation
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Steve Molik

Frazer Ltd.
Safety and Facilities Supervisor
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Google Documents
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5/20/2015 12:55:41 mjoyas@frazerbilt.com oK oK oK OK oK oK
5/21/2015 8:36:26 jcarranza@frazerbilt.com oK oK oK OK OK oK
5/21/2015 9:10:24 ycastelan@frazerbilt.com oK OK OK OK OK OK
5/22/2015 8:18:37 gcantu@frazerbilt.com oK oK oK OK OK oK
5/22/2015 10:48:57 ycastelan@frazerbilt.com oK oK oK oK oK oK
5/28/2015 7:48:33 omar.rivera@frazerbilt.com OK oK oK OK oK oK
5/29/2015 8:21:57 achandran@frazerbilt.com  OK oK oK OK OK oK
5/29/2015 14:55:13 ycastelan@frazerbilt.com oK OK OK OK OK OK
5/30/2015 13:33:50 mhastings@frazerbilt.com oK oK oK OK OK oK
6/4/2015 6:10:37 mhastings@frazerbilt.com oK oK oK oK oK oK
6/6/2015 8:16:12 pchurch@frazerbilt.com oK oK oK OK oK oK
6/18/2015 15:05:24 ycastelan@frazerbilt.com oK oK oK OK OK oK
6/19/2015 10:18:06 gcantu@frazerbilt.com oK OK OK OK OK OK
6/22/2015 10:43:06 ycastelan@frazerbilt.com oK oK oK OK OK oK
6/30/2015 6:38:07 mhastings@frazerbilt.com oK oK oK oK oK oK

KPI Safety Project Submissions ~ PAPR Daily Log ~ Daily Forklift Inspections ~ | Daily Rotary Lift Inspections Department Safety inspections ~ OSHA Recordabli ¢ )
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Rationale

Inexpensive solution
Easy Implementation
Easy Maintenance
_Ive forms

Realtime feedback
KPI's
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Thank you!:
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Contact Information
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Cindy Lewis

Director, OSHA Challenge Administrator
Gulf Coast Safety Institute

Texas City TX

409-933-8495

clewisl@com.edu

Steve Molik

Safety & Facilities Supervisor
Frazer Ltd.

713-772-5511
smolik@frazerbilt.com
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