(UNITABREV)INST####
	(Unit Name) INSTRUCTION 5100



	[image: image1.wmf]Commanding Officer

(Insert unit specific information here)

	(Unit specific information goes here)_____________________________________________________________________
(UNITABREV)INST####
DATE DD MONTH YY


	(FULL UNIT NAME SPELLED OUT) INSTRUCTION ####                  

	Subj:
	HEARING CONSERVATION PROGRAM


	Ref:
	(a) Safety and Environmental Health Manual, COMDTINST M5100.47 (series)
(b) Occupational Noise Exposure Standard, 29 CFR § 1910.134
(c) Medical Manual, COMDTINST M6000.1 (series)
(d) Hearing Conservation Program, CGTTP 4-11.1


 This template is an aid to units in writing the Hearing Conservation Program.  Replace red italicized text with unit specific information, or delete it.  Units are responsible for ensuring that directives comply with the Coast Guard Directives System COMDTINST M5215.6G.  If there is a discrepancy between this template and CIM5215.6G, the CIM is the authority. 
1. PURPOSE. This Instruction establishes the Hearing Conservation Program (HCP) for (Unit name).
2. ACTION. The HCP manager for this program is designated in writing on (Unit Name)’s collateral duties list.  The HCP manager is tasked with developing, implementing, and maintaining the HCP by using references (a), (b), and (c) for policy guidance and reference (d) for procedural guidance.  
(Include any additional tasking statements here)

3. DIRECTIVES AFFECTED. None.
4. BACKGROUND.  It is the policy of (Unit Name) that any personnel exposed to hazardous noise levels during their duties shall be included in the unit HCP.  It is also the policy of (Unit Name) that the requirements of reference (a) will be followed in carrying out this unit's Hearing Conservation Program.  References (b), (c), and (d) shall be used to augment the program guidance of reference (a).  Where the guidance conflicts, the most stringent guidance shall be used.  This Instruction establishes unit specific roles and responsibilities and program requirements to address (Unit Name) hearing conservation.
5. DISCLAIMER. This guidance is not a substitute for applicable legal requirements, nor is itself a rule.  It is intended to provide operational guidance for Coast Guard personnel and is not intended to nor does it impose legally-binding requirements on any party outside the Coast Guard.

6. MAJOR CHANGES. (Include in this paragraph a description of any changes to the unit HCP following annual review.  If this is a new HCP, or there are no changes to the HCP, delete this paragraph.)
7. IMPACT ASSESSMENT. (This is a required paragraph when assign new tasking.  See section G on page A-5 of The Coast Guard Directives System COMDTINST M5215.6G for guidance on this section. Only develop this section after enclosures 1,2, and 3 are finished in order to have a complete understanding of the scope of the unit HCP.)
7. Personnel Resources Required: (required sub paragraph)
7. Training Required: (required sub paragraph)
7. Funding: (occasionally necessary sub paragraph)
8. ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS. 

8. The development of this directive and the general policies contained within it have been thoroughly reviewed by the originating office and are categorically excluded under current USCG categorical exclusion (CE) 33 from further environmental analysis, in accordance with Section 2.B.2. and Figure 2-1 of the National Environmental Policy Act Implementing Procedures and Policy for Considering Environmental Impacts, COMDTINST M16475.1 (series).
8. This directive will not have any of the following: significant cumulative impacts on the human environment; substantial controversy or substantial change to existing environmental conditions; or inconsistencies with any Federal, State, or local laws or administrative determinations relating to the environment.  All future specific actions resulting from the general policies in this Instruction must be individually evaluated for compliance with the National Environmental Policy Act (NEPA), Council on Environmental Policy NEPA regulations at 40 CFR Parts 1500-1508, DHS and Coast Guard NEPA policy, and compliance with all other environmental mandates.
9. DISTRIBUTION. No paper distribution will be made of this Instruction.  An electronic version will be located on the following (Unit Name) web sites.  Internet: (insert hyperlink here, if applicable.) and CGPortal : (insert hyperlink here.) 
10. PROCEDURE.  The HCP manager shall implement and maintain documentation of the HCP in a file to include this Instruction and all other program documents.  (Name of Hearing Conservation Program Manager) is hereby designated as the unit Hearing Conservation Program Manager.  The Hearing Conservation Program Manager will implement and administer the Hearing Conservation Program according to the requirements of reference (a), with additional guidance provided by references (b), (c), and (d), as appropriate.  
11. RECORDS MANAGEMENT CONSIDERATIONS. This instruction has been thoroughly reviewed during the directives clearance process, and it has been determined there are no further records scheduling requirements, in accordance with Federal Records Act, 44 W.S.C 3101 et seq., NARA requirements, and Information and Life Cycle Management Manual, COMDTINST M5212.12 (series).  This policy does not have any significant or substantial change to existing records management requirements. 
12. FORMS/REPORTS.  None.
13. REQUEST FOR CHANGES.(Inform the reader how to submit recommended changes (provide an organizational email address, FAX number, and/or the complete command mailing address.)
CO’s NAME IN ALL CAPS 
CO’s Rank, U.S. Coast Guard

Unit Name

Encl:
(1) Roles and Responsibilities 


(2) Program Requirements
ROLES and RESPONSIBILITIES
1. Hearing Conservation Program Manager.  
a. Identify, assess, designate and label hazardous noise areas.
b. Maintain a listing of all high noise areas, high noise power equipment and associated Sound Level Surveys (SLS).
c. Obtain SLS in accordance with reference (a), (c), and (d).  The Safety and Environmental Health Division at the Health Safety Work-Life Service Center [HSWL SC (se)] maintains sound level measuring capability.  Contact the detached Safety and Environmental Health Officer (SEHO) to arrange for a SLS.
d. Post “Hearing Protection Required” warning signs at accesses to spaces or by machinery that exceeds the maximum allowable limits.
e. Ensure personnel are provided appropriate personnel protective equipment.
f. Ensure existing engineering and administrative controls are used to reduce or eliminate noise exposures when feasible.

g. Ensure Occupational Medical Surveillance and Evaluation Program (OMSEP) is being fully administered in accordance with reference (c).
i. Ensure an OMSEP Coordinator is appointed and functioning at unit and sub-units in accordance with reference (c).
ii. Ensure Medical Treatment Facilities, in coordination with the detached SEHO:

1. Enrolls for monitoring persons exposed to hazardous noise environment as described in reference (c).

2. Completes reference audiograms.

3. Administers annual audiograms to all exposed personnel in accordance with reference (c).

h.  Review new processes and procedures and develop engineering methods or administrative controls to abate noise wherever possible (i.e, actively seek low noise power tools, acoustical insulation in control booths, limit time in hazardous noise areas).

i. Provide hearing conservation training.  All personnel exposed to hazardous noise shall receive a minimum of one hour of initial hearing conservation training and appropriate refresher training annually thereafter.  Documentation of such training (i.e., attendance logs) shall be made part of each command’s training records.  The following are the minimum requirements of hearing conservation program training:

i. Description of the symptoms, mechanism, and consequences of temporary and permanent hearing loss.

ii. Elements of the hearing conservation program.

iii. Proper use, care, selection, wearing, and maintenance of hearing protective devices.

iv. Identification of hazardous noise sources in the workplace and safe work practices to be used to minimize exposure to hazardous noise.

v. Description of audiometric testing which will include explanation of audiometric test results and the procedures involved in testing.

j. Require personnel to wear the properly fitted hearing protection when necessary.

i. Make available the proper equipment for all personnel.

ii. Ensure equipment is clean and in good condition.

iii. Provide an initial and annual instruction on the proper insertion and manner of wear for earplugs.
2. Employee. 
a. Wear proper protective equipment in designated areas.
b. Inspect equipment and report any defective or damaged items to supervisors.
c. Protect hearing when at home and operating noise equipment.
Develop this section so that all unit members are aware of their own, and each other’s, responsibilities with regard to the unit HCP.  If any additional roles are to be named, add them to the list above.  Add responsibilities to roles as necessary. 
Program requirements

1. NOISE HAZARDOUS EQUIPMENT/AREAS/TASKS.
a. Unit (insert name here) has identified the following equipment, areas, and /or tasks as noise hazardous requiring the use of single hearing protection.

(1) (Insert equipment/areas/tasks at the unit workplaces that requires single hearing protection)
b. Unit (insert name here) has identified the following equipment, areas, and/or tasks as noise hazardous requiring the use of double hearing protection.
(1) (Insert equipment/areas/tasks at the unit workplaces that requires double hearing protection)
2. BILLETS REQUIRING OMSEP ENROLLMENT FOR NOISE.
a. Unit (insert name here) billets/jobs meet the requirements for enrollment into the OMSEP for noise based on the criteria in reference (c).
(1) (Insert billets/jobs that currently require OMSEP enrollment for noise)
3. The above program elements are required per reference (a).  They cannot be altered, but units can add to them to meet the needs of the unit specific HCP.  Add any unit specific program requirements by continuing the list at number 3.  Add additional features to the mandatory program requirements by appending the lists above.  
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