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Description

Basel i ne 12/ 20/ 99

Revi si on A 6/ 14/ 01

Corrected the title to MPG 8715.1 (page 3).
Deleted lines 6.a.(1) and (2). as the actions
are addressed in 6.a.(3). Inline 6.a.(3),
changed the safety hotline tel ephone nunber. In
line 6.b.(3), added a statenent that instructs
the initiator to list their name and e-nail
address if they want to be included in the
closure process. In line 6.d.(3) changed the
determination criteria to match the text on the
SCRS Wb page. Line 6.d.(4) was deleted. In
line 6.d.(3)(b) and (c) changed text to match
SCRS Wb page. 1In 6.d.(6) changed text to match
SCRS Wb page. 6.e.(1) added an exanpl e and
deleted the two notes. 6.e.(2) added a NOTE to
clarify a CLOSED SCRS case. 6.e.(3) added a
statenent that the initiator’s e-mail address is
required to involve the initiator in the closure
process. 6.e.(5), (7), (8), and (9) added steps
to address what happens when the initiator

di sagrees with the corrective action. Line 8
changed text to natch SCRS Wb page

Ref ormatt ed docunent in accordance with MPG
1410. 2. Updated the Applicabl e Docunents
section. Updated the Reference section by
addi ng MPG 8715.1. Changed Exanples to Notes in
lines 5.2, 5.9, 6.1, and 8. 5.3 added M shap
definition. 5.4 added Routine definition. 5.9
changed Serious Danger to read Serious. 5.9
changed Note to read “An exanple is a hole..”
6.1 Placed URL in parenthesis. 6.3.1 added
“(See Appendix A for hard copy subnittal form”
6.4.3 inserted closed parenthesis after
“Routine”. 6.4.3.3 changed to read “If the SCRS
is determined to involve a Routine Priority, the
S&MVA representative will contact the initiator
(the building manager if the initiator did not
provide initiator’s name) within 10 working
days.” 6.4 added (e.g., Security, Facility,
etc.). 7.1 changed SH&E to read SHE Committee

Revi si on B 3/ 28/ 03

General - revised wordi ng throughout the
docunent to inprove clarity. Rearranged section
6 Instructions to add clarity for
responsibilities/ processes and reduce
duplication. 7.1 deleted automatic sending of
policy issues to SHE Conmittee. 11. added fl ow
chart. Appendix revised subnmttal form
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1. PURPCSE

This Directive provides instructions for reporting, docunenting
and tracki ng enpl oyee safety, health, and environnental concerns
at Marshall Space Flight Center (MSFC) through the Safety Concern
Reporting System ( SCRS).

2. APPLICABILITY

This Directive is applicable to all civil service and contractor
enpl oyees at MSFC.

3. APPLI CABLE DOCUMENTS

MAI 8621.1, “Close Call and M shap Reporting and I nvestigation
Pr ogr ant

4. REFERENCES

4.1 NPG 8715.1, “NASA Safety and Heal th Handbook GCccupati onal
Safety and Heal th Prograns”

4.2 NPG 8715.3, “NASA Safety Mnual”

4.3 29 CFR 1960.28, “Enployee Reports of Unsafe or Unheal t hful
Wor ki ng Condi ti ons”

4.4 MPG 8715.1, “Marshall Safety, Health, and Environnental
(SHE) Progrant

5. DEFI N TI ONS

5.1 dCdose Call. An unexpected occurrence, event, or sequence of
events that bears reasonable probability to be a mshap in the
event of recurrence.

5.2 Immnent Danger. A hazard, violation, or condition which
has a high probability to cause death or serious physical harm
i edi ately, or before the danger can be elimnated or controlled

Note: Exanples are a manhole cover mssing in a sidewal k, or an
el ectrical panel with exposed live term nals.

5.3 Mshap. A mshap is an unexpected occurrence, event, or
sequence of events that results in injury or death to enpl oyees
or visitors, or damage to NASA equi pnent or property. See MA
8621.1 for detailed definitions of the m shap cl assifications.
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5.4 Routine Priority. Hazard, violation, or condition which has
a low probability of causing injury, or affecting personnel
saf ety.

Note: OSHA calls this classification “Less than Serious.”

5.5 Safety Concern. A general termused in this docunent to
describe all the types of enployee issues reportable in SCRS.

These include close calls, hazards, safety, health and

envi ronnment al suggestions, and problens or situations that, if
not corrected, could result in a m shap.

5.6 Safety Concerns Reporting System (SCRS). The reporting and
tracki ng system for enpl oyees’ safety concerns.

5.7 Safety Suggestion. An enpl oyee suggestion for correcting a
safety concern or inproving the MSFC Safety Program

5.8 SCRS Manager. The Safety and M ssion Assurance (S&VA)
representative responsi ble for assuring the SCRS process is
functioning effectively.

5.9 Serious Priority. A hazard, violation, or condition which
has substantial probability that death or serious physical harm
could result.

Note: Exanples are a mi ssing guardrail on an el evated work
platform a mslabeled high-pressure line, or a |loose tread on a
stair step.

6. | NSTRUCTI ONS

6.1 Sone itens are not appropriate for, or efficiently worked in
SCRS. First check to see if it can be resolved in one of the
foll ow ng ways:

6.1.1 |If appropriate, consult your supervisor or building
manager to see if a quicker resolution is possible.

6.1.2 Sinple maintenance type issues nmay be resol ved by
submtting a work order directly to Facilities by calling 4-HELP
and selecting the Facilities Wrk Request Option, or

el ectronically at

http://cms. msf c. nasa. gov/ wo/ submi t/wosubm t. htm .

6.1.3 If itemis a non-safety, health or environnental related
suggestion or idea, submt a formal suggestion using MSFC Form
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426 or ‘| DEAS at
http://wwil. nsf c. nasa. gov/ | NSI DE/ howt o/ suggesti on. htm .

6.1.4 For questions about a safety, health, or environnental
i ssue, call 544-0046 or use ‘Dr. Know at
https:// nmsf csma3. nsf c. nasa. gov/ she/ dr _know dr _know. asp.

6.1.5 Traffic or parking violations should be reported to
Security at 4-HELP, and select the Security Option. They can
respond faster to these type issues.

6.2 Submtting a SCRS report

There are three options for submtting a SCRS report—el ectronic,
hardcopy and tel ephone. For all three options, the initiator may
remai N anonynous.

Not e: When reporting a concern involving i mm nent danger, due to
potential delays in processing electronic and hardcopy concerns,
the tel ephone is the best reporting method. 1In these type cases,
t he enpl oyee is requested to take any action possible to
elimnate or control the hazard until help arrives.

6.2.1 Electronic Subm ssion. Use the electronic version of the
SCRS form |l ocated on “Inside Marshall” at
https:// msfcsmal. nsf c. nasa. gov/ dbwebs/ apps/ scrs/.

6.2.1.1 Follow the instructions on the “Welcone to the Safety
Concerns Reporting System (SCRS)” web page. After reading the
instructions, press the Submt a Concern or Close Call button.

6.2.1.2 Wen the “Are you sure it’s a SCRS?” page appears,
review the other options and assure that SCRS is the best and/or
nost appropriate systemfor reporting the hazard, concern, or
close call. If it's not, choose the appropriate option, or click
the “Return to Main Menu” button. |If it is the best option,
click the “Continue with SCRS submttal” button.

6.2.1.3 Follow the instructions on the page that appears to
conplete the form

6.2.1.4 Enter the required information on the form (1)

buil ding, (2) location, and (3) description. Al other
information requested for the formis optional. |If you want to
be included in the closure acceptance process, you nust also fil
in your name and e-mmil address fields.
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6.2.1.5 Wen the formis conpleted, click the “Submt Concern”
but t on.

6.2.1.6 You will then receive an e-mail nessage identifying the
SCRS nunber, and the nane and phone nunber of the S&VA
representative who will evaluate the SCRS

6.2.1.7 The SCRS dat abase automatically forwards a copy of the
report to the appropriate S&VA representative and the desi gnated
SHE Committee representative.

6.2.2 Hardcopy Subm ssion. To submt a hardcopy SCRS form
conplete the form and mail to the address on the formor fax to
the nunber listed. SCRS hard copy fornms nay be found on bulletin
boards or in the appendix to this docunent. An S&VA
representative will enter concerns received by hard copy into the
el ectroni ¢ SCRS dat abase.

6.2.3 Tel ephone Subm ssion. To submt a report by tel ephone,
call the Safety Hot Line at 544-4357 (4-HELP), and sel ect the
safety option. The person who answers the telephone will request
and record the sanme information as shown on the hard copy report
form An S&VA representative will enter concerns into the

el ectroni ¢ SCRS dat abase.

6.2.4 The SCRS dat abase automatically assigns a nunber to the
report when it is entered into the system

6.3 S&VA Initial Evaluation

6.3.1 SCRS reports are evaluated by the S&VA representative
listed as responsible for the applicable area. |If the SCRS is
not related to a specific area, the SCRS Manager will performthe
eval uati on.

6.3.2 The S&VA representative conpletes an initial evaluation by
identifying the appropriate Concern C assifications, Priority
(I'm nent Danger, Serious, or Routine), Affects, etc; inspecting
the area; talking with the initiator and potential assignees;
etc., as required.

Exception: An inspection may not be necessary if through norma
action and with pronpt notification to enpl oyees the hazardous
condition identified can be abated i medi ately.

6.3.2.1 If the SCRS invol ves |Inmnent Danger, the S&VA
representative will investigate the concern i medi ately. The
supervi sor of the affected enployees will be notified
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i medi ately, and enpl oyees will be renoved from exposure to the
al I eged i mm nent danger condition until the inspection has been
made. This investigation will be made as soon as possible but in
no case over 24 hours fromthe tinme of the initial report. The
hazard is either elimnated or controlled before any further
required action is taken.

6.3.2.2 If the SCRS is involves a Serious Priority, the S&VA
representative will investigate the concern as soon as possible
but in no case greater than 3 days fromthe tinme of the initia
report. The hazard is either elimnated or controlled before any
further required action is taken.

6.3.2.3 If the SCRS involves a Routine Priority, the S&A
representative wll investigate the concern as soon as possible
but in no case greater than 20 working days fromthe tine of the
initial report.

Note: S&VA representatives are encouraged to conplete the
initial investigation of all SCRS as quickly as possible. Daily
e-mail remnders will be automatically forwarded to the S&VA
representative and the SCRS manager, if the SCRS is not

assigned within 48 hours

6.3.3 Evaluation results:

6.3.3.1 If the SCRS is determined to be inappropriate for SCRS,
or there is not reasonable grounds to believe such a hazard

exi sts, the S&VA representative will assign the action to

t hensel ves. The closure rationale will be entered in the
“status/action” block, and the “close” button selected. |If the
initiator of the concern is not anonynous, he or she shall be
notified in witing of this determ nation within 15 days of
receiving the report. Note the SCRS systemw || automatically
provide this witten notification if the initiator provided their
name and e-nmail address in the submtted report.

6.3.3.2 If the SCRS is determined to be a reportable close cal
in accordance with MN¥ 8621.1, the S&VA representative shal
transfer the docunentation and tracking to the Incident Reporting
I nformation System (IRIS). This change will be entered in the
“status/action” block with the RIS |og nunber, and the “cl ose”
button selected. The evaluator shall notify the appropriate
organi zation(s) to initiate an investigation of the close call in
accordance with MWAW 8621.1. If the initiator of the concern is
not anonynous, he or she shall be notified in witing of this
change in tracking within 15 days of receiving the report. Note
the SCRS systemw || automatically provide this witten
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notification if the initiator provided their nanme and e-nmai
address in the submtted report.

6.3.3.3 If the concern is determned to be a duplicate of

anot her concern already in the system the S&VA representative
may cl ose the concern by referencing the initial concern. The
S&VA representative will assure the initiator (if know) is
notified of this change and their nane added to the initiator
list for the original report for coordination, status updates and
cl osure approval .

6.3.3.4 If the SCRS is accepted, the S&VA representative
determ nes and enters the appropriate Concern C assifications,
Priority (I mm nent Danger, Serious, or Routine), Affects, and
Assi gnee.

6.4 SCRS Assi gnnent

6.4.1 S&VA evaluation will determne if the actions required to
respond to the SCRS are within the scope of authority of S&VA or
anot her MSFC organi zation (e.g., Security, Facilities, etc.).
The report will be assigned to the appropriate organi zation to
resol ve, update and bring to closure.

6.4.2 |If the initiator of the report is not anonynous, the S&VA
representative shall assure the person who submtted the report
is notified of the name and phone nunber of the person to whom
the SCRS was assigned. Note the SCRS database automatically
notifies the initiator via an e-mail nmessage when the submtted
report includes the initiator’s nane and e-nmail|l address.

6.4.3 Wen the S&VA representative enters the assignnment, the
assignee receives an automatic e-mail notification. |If the
assi gnee di sagrees with the assignnent, he or she contacts the
S&MVA representative to negotiate reassignment.

6.5 SCRS Action & O osure

6.5.1 The assignee contacts the initiator if known, inspect the
site, researches data, takes or initiates action, and
periodi cally updates the SCRS dat abase as required.

6.5.2 The SCRS database will automatically establish an
estimated conpletion date of 30 days fromtinme of assignnent. |If
this can be nmet no change is required. |If not, a new estimated
conpletion date with reason and interimaction if applicable
shall be entered. The SCRS database will automatically notify
the initiator if nane and e-nmail address was provided on the
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report, the area manager, the SHE comm ttee, the S&VA
representative and the SCRS manager when any change or update is
ent er ed.

6.5.3 The SCRS database will automatically e-mail a rem nder
nmessage to the assignee and S&VA Representative 5 days prior to
due date, and on the due date and everyday thereafter until
action is closed or estimted due date extended.

6.5.4 The assignee conpletes the electronic SCRS form entering
t he necessary information in the ‘status/closing action' field
(e.g., STATUS 2/01/00: Work Order XXXX submtted to correct
problem or CLOSED 3/01/00: W rk Oder XXXX conpl eted and

probl em corrected).

6.5.5 The issuance of a work request will not be accepted as the
basis for closure. The concern will be closed only after al
requi red work has been conpl et ed.

6.5.6 |If the assignee doesn’'t close the concern by the estimted
conpl etion date the area nanager, the SHE Committee
Representative, and the SCRS manager will receive automatic
monthly e-mail notices starting on the due date. The assignee
may be asked to report reason for delay to the SHE Conmitt ee.

6.5.7 Wen the concern is considered adequately resol ved, the
assi gnee di scusses closure rational with the initiator if know,
t hen changes the status from‘open’ to ‘closed’, and clicks on
t he ‘save’ button.

6.5.8 The closed SCRS report is automatically forwarded by e-
mail to the initiator (if the initiator provided nane and e-nai
address) and the SCRS manager for concurrence.

6.5.9 The “SCRS Under Eval uation” page updates automatically,
and di spl ays the nessage “Proposed Closure In Review Process.”

6.5.10 Disagreenent Wth Proposed C osure

6.5.10.1 The initiator may disagree with the corrective action
by replying within 10 worki ng days and expl aining his or her
concerns.

6.5.10.2 |If the initiator and/ or SCRS manager disagrees with the
assignee’s closure rationale, the SCRS will be reopened and
returned to the assignee with a description of the additional
action recommended for report closure.
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6.5.10.3 This process will repeat until agreenment is reached.
| f agreenent cannot be reached, the SCRS Manager, S&VA
representative, assignee or initiator may elevate the issue to
the MSFC SHE Conmmittee for final resolution

6.5.10.4 The SHE Conmittee shall review unresol ved SCRS brought
by S&VA representative, initiator, assignee, or SCRS nanager

Al'l concerned parties will be given an opportunity to address the
Commttee. Based on review, the Commttee will either concur
with corrective action/closure rationale and cl ose SCRS, or
reopen and assign actions as required. The SHE Commttee wll
consult with SHE Comm ttee Managenment Representative if
managenent support is needed.

6.5.11 Concurrence with Action(s) Taken

6.5.11.1 If the initiator and SCRS manager concurs with the
proposed closure, and the initiator submts an ‘accept’ response,
t he SCRS Manager will close the SCRS report.

6.5.11.2 |If the SCRS manager does not receive a response from
the initiator after 10 worki ng days, , the SCRS manager nay cl ose
t he SCRS report.

6.5.11.3 Once closed, the SCRS will nove to the “Concern C osed
Last Month” on the web page.

6.5.11.4 To assure anonynous initiators and personnel w thout
access to the MSFC web pages are notified, all concerns closed
and the action taken will be automatically posted on the
Supervi sor Safety Wb Page (SSWP) nonthly. Supervisors with
direct reports not having access to MSFC web page will assure
this information is distributed to these enpl oyees.

7. NOTES

SCRS reports are accepted, evaluated, and corrected where
appropriate, even if the initiator remains anonynous.

8. SAFETY PRECAUTI ONS AND WARNI NG NOTES

None

9. RECORDS

SCRS reports are | ogged on the SCRS Wb page, and maintained in
t he S&VA dat abase for 5 years.
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10. PERSONNEL TRAI NI NG AND CERTI FI CATI ON
None

11. FLOW DI AGRAM

See foll ow ng page.

12. CANCELLATI ON

MA 8715. 13A dated June 14, 2001

Oiginal signed by
Axel Roth for

A. G Stephenson
Di rector
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