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5.0 INTRODUCTION  

Chapter 5, Management Services, provides a framework of requirements for center, Outreach 
and Admissions (OA), and Career Transition Services (CTS) contractors in all areas of managing 
Job Corps center, OA, and CTS functions. Requirements are detailed in the following sections 
within the chapter: Program Management; Personnel; Safety and Security; Significant Incidents; 
Procurement; Property; Financial Management; Facility Operations and Maintenance; 
Environment and Occupational Safety and Health; Food Services; and Media. Job Corps 
enrollees must be provided services consistent with the Workforce Innovation and Opportunity 
Act and Job Corps requirements contained herein. Contractor management activities include, but 
are not limited to, implementing procedures, communicating to staff and students, holding staff 
accountable, developing staff, implementing quality assurance audits and self-evaluations, taking 
corrective actions proactively, establishing standard operating procedures and plans, ensuring 
facilities are safe, clean, well-maintained and are adequately furnished and equipped to meet 
students’ needs, maintaining records, developing mutually beneficial business and community 
relationships, establishing a Workforce Council, providing safe and secure centers, investigating 
significant incidents and initiating appropriate action, complying with occupational safety and 
health requirements, following applicable procurement regulations, adhering to applicable 
facility standards, complying with media policies, and providing services with integrity and in a 
cost-effective, financially responsible manner. 
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5.1 PROGRAM MANAGEMENT  

REQUIREMENTS 
 

R1.  Goal Achievement 
 

Centers operated by contractors and federal agencies, and Outreach and Admissions/Career 
Transition Services (OA/CTS) contractors, must establish: 

 
a. Procedures to develop and clearly communicate goals to staff and students 

b. Procedures to hold staff responsible for achieving communicated goals 

R2.  Quality Assurance 

Centers operated by contractors and federal agencies, and OA/CTS contractors, must: 

a. Establish procedures and conduct periodic self-evaluations and audits to ensure 
integrity, accountability, and prevention of fraud and program abuse. The Quality 
Assurance Plans and Procedures must be submitted annually to the Regional Office for 
approval, as outlined in Exhibit 5-2. Approval of the Quality Assurance Plan shall be 
based upon: 

 
1. The extent to which the oversight, monitoring, and assessment plan will provide a 

reasonable assurance of contractor/agency compliance and quality. 
 

2. The extent to which the contractor’s/agency’s data validation system ensures the 
accuracy and integrity of student outcomes and financial data. 

 
3. The extent to which the contractor’s/agency’s quality assurance activities track and 

ensure that corrective action is taken to maintain outcomes and quality standards. 
 

4. The degree to which the contractors/agencies document the results of inspections, 
tests, audits, and assessments. 

 
b. Establish systems to ensure performance is accurately tracked and reported, and 

necessary corrective actions are taken to achieve the performance outcome goals and 
quality standards established by the National Director, Job Corps, and contained in 
Appendices 501a through 501e. 

 
1. High school diploma/equivalency programs that are subject to a Regional Office 

Targeted Assessment (ROTA) due to suspected integrity violations or investigated 
during a Regional Office Center Assessment (ROCA) will be put on an Academic 
Continuous Improvement Plan (A-CIP) if the violations are confirmed. Key 
components of an A-CIP are as follows: 
(a) Root-cause analysis, 



PRH Chapter 5: Management Services Page 5.1-2 
 

(b) An annual specific, measurable, achievable, realistic, and time-based (SMART) 
goal for the program created through collaboration between the center and the 
Regional Office, and 

(c) Quarterly benchmarks are identified by the center and monitored by the 
Regional and National offices. 

 
c. Conduct annual comprehensive assessments. 

 
Job Corps Regional Offices shall: 

 
a. Perform unannounced assessments on a risk management-based schedule. Regional 

Office Center Assessments (ROCAs) will occur twice during the life of a contract, 
ideally during Year 2 and Year 4. ROCAs for Forest Service centers will occur every 2 
years. Assessments of centers on a Performance Improvement Plan (PIP) will occur 
annually. Targeted assessments, which may also be unannounced, will focus on 
program areas that are deficient in the initial or full assessment, or identified as 
potential causes of concern based on a risk analysis. 

 
Triggers that could initiate a targeted or full assessment: 

1. Unfavorable results of performance, operational and/or financial audits 

2. Issues with student safety, security, and culture 

3. Constituent complaints (includes e-mails, telephone calls, and hotline report) 

4. Unsatisfactory center progress in response to a PIP 

5. Category of performance that is significantly below standard 
 

6. Failure to address initially cited Regional Office Center Assessment (ROCA) 
weaknesses 

 
7. Significant Incident Reports (either a very serious single incident or a negative 

trend) 
 

8. Sharp decline in Student Satisfaction Survey results 
 

9. Significant facility and/or preventive maintenance issues 
 

10. Significant findings and concerns on operator annual assessments 
 

11. An excessive amount of students with high school diplomas or high school 
equivalency certificates were flagged for integrity issues 

 
b. Conduct audits of approximately 10 percent (contracted On-board Strength (OBS) or 
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average CTS caseload) of all student records associated with performance 
measurements during center and CTS program assessments, using targeted samples 
generated by the National Office of Job Corps. 

 
c. Document the results of program assessments and audits, and provide a copy of the 

completed report to the National Office and the contractor or federal agency. If 
excessive reporting problems are present, the extent of misreporting shall be brought to 
the immediate attention of the Office of Job Corps. 

 
d. Assess liquidated damages from contractor’s base/incentive fee for instances of 

misreporting data based on the following schedule: 
 

Description Liquidated Damages 
Invalid HSD/HSE Credits $200 each 
Claiming credit for an HSD or 
HSE in OMS where cheating 
occurred, and the appropriate 
actions were not taken (see 
Chapter 3, Section 3.2, R9.b) 

$200 each 

Invalid CTT Completion Credits $500 each 
Artificially Extending Enrollment 
and/or Invalid Leave Days 

15% of the budgeted cost per day, per student 
The cost per day, per student is calculated as follows: (approved center 
operations budget that is in place for the contract year in which the 
misreporting occurs) / (duration of contract year in days) / (contracted 
student slots for the contract year) 

Invalid Placement Credit $750 each 
 

e. Require the operator to post the liquidated damages to the fee line applicable in the ETA 
2110 form. The region will request an Annual Advanced Procurement Plan/Financial 
Operating Plan (AAPP/FOP) change to document the assessment or damages and 
recover the funds through a contract modification. Misreporting data by agency-
operated centers shall be reported to the Office of Job Corps and the respective federal 
agency for corrective action. 

 
Notify the Office of Job Corps and the Job Corps Data Center (JCDC) to remove 
invalid (High School Diploma/High School Equivalency (HSD/HSE), career technical 
training (CTT) completion, and Placement) credits from the Outcome Management 
System(s) (OMS). 

 
Note: Invalid credits will be removed from each measure that is affected regardless of 
the report card (OMS, Outreach and Admissions Outcome Measurement System 
(OAOMS), Placement Outcome Measurement System (POMS), CTT Report Card 
(CTTRC)) or contractor responsible for the error (OA, Center, or CTS). For example, 
where verification of a HSD/HSE has been invalidated, credit would be removed for 
the HSD/HSE Attainment measure. In this instance, if the HSD/HSE was the sole 
determinant of his/her graduate status, the student would also be removed from the pool 
for any placement-related measure(s) in the OMS, POMS, and CTTRC report cards. 
Similarly, a credited placement that has been found to have been misreported by a CTS 
provider would lead to the removal of the student from the placement pool of both the 
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CTS and the center OMS report cards. Both scenarios hold true whether the center 
operator and the CTS provider are separate, or one and the same. 

 
f. Contracting Officers may exercise discretion when assessing liquidated damages in 

cases where an error or omission occurred, or when the action was determined to be 
careless or was the result of an innocent mistake. 

 
g. When a Contracting Officer becomes aware of apparent fraud, the matter should be 

thoroughly investigated. If the investigation leads the Contracting Officer to conclude 
there is a likelihood of fraud, it should be referred to the Regional Office of the Office 
of Inspector General (OIG) by filing an incident report. 

 
In addition to filing the report, the Contracting Officer will inform the OIG of the 
actions intended to address the incident. The Contracting Officer will make it clear that 
he/she intend to take these actions, unless the OIG specifically instructs the Contracting 
Officer not to do so. The Contracting Officer will then proceed with contract 
enforcement, unless otherwise directed. 

 
R3.  Standard Operating Procedures and Plans 

Center contractors, agencies, and OA/CTS contractors must: 

a. Establish Standard Operating Procedures (SOPs), as shown in Exhibit 5-1 (Standard 
Operating Procedures), and submit them to the Regional Office for approval within 90 
days of contract award. Updates and revisions must be submitted as changes occur. 

b. For agency-operated centers, provide up-to-date SOPs, as shown in Exhibit 5-1, with 
annual plans and amendments to SOPs submitted to the Department of Labor (DOL) 
Regional Office for approval by June 1 for the upcoming program year. 

 
c. Career Development Services System Plan 

 
Each Job Corps Center and each OA/CTS contractor must: 

 
1. Develop a Career Development Services System (CDSS) Plan. The Plan must 

include: 
(a) An overview of the contractor’s/federal agency’s role in each phase of CDSS, as 

appropriate for each contractor/agency. 
(b) A description of how services will be delivered and coordinated with other 

partners for Outreach/Admissions, Career Preparation, Career Development, 
and Career Transition Periods. 

(c) The requirements shown in Chapter 5, Section 5.1, R5 – R8 and R10, as 
applicable. 

 
2. The CDSS Plan must be submitted to the Regional Office for approval within 90 

days of contract award. Agency centers must submit the plan for approval when 
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required by the DOL Regional Office. Approval shall be based on a determination 
that all required parts of the plan are in place, and that the plan is consistent with the 
overall Regional CDSS Plan. 

 
3. The CDSS Plan must be kept current. Revisions must be submitted to the Regional 

Office for approval prior to implementation. 
 

R4.  Reporting 
 

Center operators, federal agencies, and OA/CTS contractors must submit reports in 
accordance with Exhibit 5-2 (Plan and Report Submission Requirements). 

 
R5.  Outreach/Public Education Plan 

 
Contractors providing enrollment and placement services must develop and implement 
outreach/public education plans. The plan must demonstrate collaboration and consultation 
between contractors and centers, and must comply with the outreach requirements of the 
Workforce Innovation and Opportunity Act (WIOA), Section 188 
https://www.congress.gov/113/bills/hr803/BILLS-113hr803enr.pdf, nondiscrimination, and 
nondiscrimination requirements at 29 CFR 38.41. The plan must be submitted to the 
Regional Office for review and approval, in accordance with Chapter 5, Section 5.1, R3.c, 
Career Development Services System Plan, and must include, as applicable: 

 
a. Outreach strategies to achieve and maintain overall design and capacity 

 
b. Strategies to ensure coordination of efforts between contractors and centers, including 

the establishment and maintenance of relationships with community organizations that 
serve specific targeted groups referred to in c.4 below 

 
c. A description of the public education and outreach methods, activities, events, and 

linkages that will be developed to: 
 

1. Foster referrals of eligible youth from various targeted groups referred to in R5.c.4 
below. 

 
2. Promote positive public awareness of student and center achievements. 

 
3. Respond to media and public inquiries with consistent and factual information. 

 
4. Reach potential applicants who represent the diversity of the community in which 

the Job Corps center is located in terms of the following characteristics: 
(a) Gender 
(b) Race and ethnicity, including status as Limited English Proficient (LEP) 
(c) Disability status 

 
5. Publicize the Job Corps program and the center in media that specifically target 

https://gcc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.congress.gov%2F113%2Fbills%2Fhr803%2FBILLS-113hr803enr.pdf&data=02%7C01%7CWinstanley.Kathy.A%40DOL.gov%7C259a8cb912dd459d7ee208d6dea8dc3e%7C75a6305472044e0c9126adab971d4aca%7C0%7C0%7C636941214164571437&sdata=hNLF4XNi0ZhSHtrozlwGfxIgKvrhj%2BchuNnviEC7haQ%3D&reserved=0
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various populations referred to in Chapter 5, Section 5.1, R5.c.4, such as 
newspapers, television and radio programs, and websites with streaming audio and 
video. Ensure that the selected outreach tools include media in languages 
appropriate to the population served by the center. 

 
d. A description of outreach methods and materials to be distributed to, and maintained at, 

One-Stop Career Centers/American Job Centers; youth standing committees, if 
established; schools; social service agencies including those that serve youth, foster 
care, and homeless youth; youth programs; organizations; communities; the general 
public; employers; other employment and training programs; vocational rehabilitation 
agencies; and other organizations or entities that serve specific targeted populations 
referred to in Chapter 5, Section 5.1, R5.c.4, such as members of both sexes, 
individuals with disabilities, or various racial or ethnic groups. Such materials must: 

 
1. Include center-specific information including available career technical training, 

certification, credentialing, and licensure opportunities. 
 

2. Be designed to reach a diverse audience. Selected materials should be translated 
into languages appropriate to the population served by the center. 

3. Be available in alternate formats for persons with disabilities (e.g., large print, audio 
tape, open captioning, Braille). 

4. Include the exact language of the following tag lines, as required by 29 CFR 38.38: 
“Equal opportunity employer/program. Auxiliary aids and services are available 
upon request to individuals with disabilities.” 

 
5. Provide phone numbers for Text Telephone (TTY)/Telecommunication Device for 

the Deaf (TDD) or relay service contact for people whose disabilities prevent them 
from using voice telephones, where voice telephone numbers are provided for 
telephone contact. 

 
6. Be distributed to schools; social service agencies, including those that serve foster 

care and homeless youth; youth programs; and other employment and training 
programs. 

 
e. Be a direct referral system that provides unions, business/industry organizations, and 

individual employers a mechanism for referring youth who may be qualified to 
participate in Job Corps. Applicants recruited through direct referrals must meet all Job 
Corps eligibility and other requirements for enrollment, and fully participate in all 
career preparation activities. Direct referral applicants do not have priority over those 
waiting to enter Job Corps, nor do they have priority over those who are on a waiting 
list for a specific training program. 

 
f. Provide a system to ensure timely follow-up on all referrals. 
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g. Have a system to document and monitor the effectiveness of outreach efforts, including 

efforts to collaborate with One-Stop Career Centers/American Job Centers. 
 

R6.  Limited English Proficiency (LEP) Plan 
 

Outreach and Admissions contractors must have a LEP Readiness Plan that outlines the 
steps that will be taken to meet the needs of LEP applicants. This plan should comply with 
the U.S. Department of Labor Policy Guidance entitled “Policy Guidance to Federal 
Financial Assistance Recipients Regarding the Title VI Prohibition Against National Origin 
Discrimination Affecting Limited English Proficient Persons,” 68 Federal Register 32289 
(May 29, 2003) (available at 
http://www.dol.gov/oasam/regs/fedreg/notices/2003013125.htm). 

 
R7. Career Preparation Period Plan 

 
a. Centers must prepare and implement a center Career Preparation Period (CPP) Plan as 

part of the overall Career Development Services System (CDSS) Plan. The plan must 
be submitted for Regional Office approval in accordance with Chapter 5, Section 5.1, 
R3.c, Career Development Services System Plan. 

b. Career preparation services reflected in the plan must be tailored to the individual needs 
of each student. 

c. At a minimum, the CPP Plan must address: 

1. The rationale for the center’s CPP design and how it will motivate student success 
and ensure the provision of individualized services to assist each student in 
preparing for full program participation, credential attainment, placement, and 
ongoing career progress and success 

 
2. The organizational structure of CPP and detailed descriptions of how: 

(a) CPP will be staffed to deliver a full array of services to meet each student’s 
needs. 

(b) Staff will communicate across various departments to deliver the services. 
(c) Staff will coordinate with Outreach and Admissions (OA) staff to ensure that 

school records are obtained before or during the CPP. 
(d) Services and activities will be scheduled, paced, and delivered to ensure 

personalized learning opportunities are tailored to each student’s needs during 
the first 60 days of enrollment and are aligned with the student’s My Pathway to 
Achieving Career Excellence (MyPACE) Career Plan. 

(e) Student input and feedback will be encouraged and used. 
(f) The center will create an environment where students regard staff as supportive, 

caring, and dependable. 
(g) Career Preparation staff and an interdepartmental Career Management Team 

(CMT) will continuously monitor each student’s performance and progress in 

http://www.dol.gov/oasam/regs/fedreg/notices/2003013125.htm
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all areas including career planning efforts, and provide multiple levels of 
support that will assist the student to successfully create an individualized, 
viable career plan using the MyPACE system. 

(h) Career transitional staff will be involved in the student’s career planning phase 
and interact with the student, interdepartmental CMT, and other staff during the 
Career Preparation Period. All interactions will be documented in Case Notes. 

 
3. Examples of methods and materials to be used to teach each of the required content 

areas (The MyPACE career planning curriculum is provided to centers. Centers will 
not need to provide examples for these lesson plans or activities.) 

 
4. How MyPACE is scheduled and staffed 

 
5. Methods to foster contact between students and employers to demonstrate the 

relevance of Job Corps career preparation and development activities to the 
workplace 

 
6. The use of practical experiences to ensure students learn and practice skills 

7. Methods and strategies to create student commitment to and ownership of his/her 
MyPACE Career Plan and Pathway Achievement Record (PAR) 

8. A system to identify and address students’ personal needs and issues that may 
present barriers to full participation in the CPP 

9. Approaches to involve Admissions Counselors in each students’ successful 
adjustment to Center Life 

 
10. Methods to assist students in developing the confidence and motivation to achieve 

their career goals 
 

11. Approaches that customize CPP to meet the needs of Limited English Proficiency 
(LEP), as needed 

 
12. Approaches that are aligned with MyPACE career planning results and progress to 

evaluate student readiness to participate in career development activities 
 

13. Strategies to ensure a smooth transition from career preparation to career 
development for each student as he or she is determined to be ready 

 
14. How centers will ensure MyPACE instructors have planning periods. Planning 

periods must be: 
(a) one block of time daily, i.e., between the beginning of the day and first break, 

between first break and lunch, etc.; 
(b) during the training day, not before classes have started or after classes have 

finished; and 
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(c) at a time when the instructor is not responsible for any students and not 
expected to fulfill any other duties 

 
R8. Career Development Period Plan 

 
a. Centers must prepare and implement a Career Development Period (CDP) Plan as part 

of the overall Career Development Services System (CDSS) Plan. The plan must be 
submitted for Regional Office approval in accordance with Chapter 5, Section 5.1, 
R3.c, Career Development Services System Plan. 

 
b. Career development services reflected in the plan must be tailored to the individual 

needs of each student, provided throughout enrollment, and coordinated with career 
preparation and career transition services (CTS) to ensure continuity of services to 
students. 

c. At a minimum, the CDP Plan must address: 
 

1. The rationale for the design of career development services and how that design will 
ensure provision of individualized services to assist each student in meeting his or 
her career goals. 

2. The organizational structure of CDP and a detailed description of how: 
(a) Each component will be staffed. 
(b) Center staff (instructional and other) will collaborate to ensure that training and 

services are effectively delivered in partnership with all staff involved. 
(c) The center will ensure that Tests of Adult Basic Education (TABE®) is 

administered in a designated testing facility, following procedures outlined in 
TABE® Test Administration Manual and Job Corps’ TABE® Student Testing 
System Administrator’s Guide for securing test materials, scheduling tests, and 
administering the tests. The Manual and the Guide are posted on the Job Corps 
Community website. 

(d) Center-based and work-based learning (WBL) will be scheduled and what 
interruptions to the schedule will be permitted. 

(e) Individualized services will assist each student in meeting all eight Career 
Success Standards (see Chapter 3, Section 3.4 R11). 

(f) The center will ensure the delivery of programs and services to students with 
Limited English Proficiency (LEP) and those with disabilities and ensure 
continuous progress monitoring. 

(g) An interdepartmental Career Management Team (CMT) will case manage and 
continuously monitor performance and progress in all areas (including career 
pathway preparation activities) and provide multiple levels of intervention and 
support to assist the student in completing CDP requirements. 

 
3. Methods, materials, and activities to: 

(a) Teach each of the competencies required by Chapter 3: 
(1) Centers may use either materials and methods as outlined in Job Corps’ 
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course guides or other materials and methods selected by centers to teach 
the required competencies. Centers must define specific requirements for 
student completion of coursework and competencies. Centers must also 
describe how students’ progress in training and career pathway preparation 
will be documented in case notes, through the Evaluation of Student 
Progress (ESP), and the Pathway Achievement Record (PAR). 

(2) If a center elects to use Job Corps materials and methods to teach a set of 
required skills, the plan need only reference the relevant course guide. 

(3) Regional Offices may direct centers to use specified Job Corps materials and 
methods for given subject areas if training outcomes do not meet targeted 
levels. 

(b) Integrate academic, career technical, and career success skills development, 
and practice to impart knowledge and to help students develop appropriate 
attitudes and behaviors in the context of the workplace. 

(c) Integrate the use of technology in teaching and learning. 
(d) Prepare students to attain industry-recognized academic, career technical 

and/or postsecondary credentials. 
(e) Use center and employer work sites to teach required skills and competencies. 
(f) Instruct students in workplace safety measures. 
(g) Provide individual students with experiences and practices to help them meet 

each of the eight Career Success Standards (see Chapter 3, Section 3.4 R11). 
(h) Promote a healthy center culture that cultivates respectful behavior, fairness, 

equity, inclusion, understanding of diversity, and develop competencies in 
responding to unconscious bias. 

(i) Utilize My Pathway to Achieving Career Excellence (MyPACE) Career Plan, 
PAR, and student evaluation process to guide each student’s career progress 
toward achieving his/her mid-term career pathway goal and provide feedback 
on student achievements and goal planning. 

(j) Evaluate student readiness for career transition services (CTS) and ensure a 
smooth transition from center to post-center services and mid-term career 
pathway goal. 

(k) Provide students with options to achieve a high school diploma (HSD) or high 
school equivalency (HSE). 

 
4. A description of the center’s student conduct system including incentives, rules and 

sanctions; procedures for adjudication of infractions; appeal procedures; student 
rights; and how behavioral expectations are related to the workplace. 

 
5. Documentation of all center high school diploma (HSD) programs and center 

partnerships with local high schools (including charter schools) or school districts 
that serve Job Corps students. This written documentation must include: 
(a) Names of all high school programs and school districts 
(b) The following documents for various school types (see Appendix 302): 

(1) For public schools, which includes charter and magnet schools: A hyperlink 
to the state accountability system as documentation of ongoing quality 
monitoring. 
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(2) For private schools who receive funding through Every Student Succeeds 
Act (ESSA) and participate in the state accountability system: A hyperlink 
to the state accountability system as documentation of ongoing quality 
monitoring. 

(3) For all other private schools, which includes center-run, brick-and-mortar, 
and online programs: letters or certificates from a regional accrediting body 
(see Appendix 302). 

(4) Other specialty schools, such as home schools, are not allowed. 
(c) Verification of initial HSD program of study quality requirements as outlined in 

Appendix 306. 
For private schools: 
(1) Proof of compliance with coursework requirements; and 
(2) Provider’s alignment study of coursework content to the Common Core 

State Standards (CCSS) and Next Generation Science Standards (NGSS); or 
(3) Evidence of alignment of coursework standards with CCSS/NGSS, if 

provider claims use of equivalent standards 
For public schools, including charter schools: 
(1) If state coursework requirements meet or exceed 22 total credits, provide a 

link to the state’s Department of Education website showing graduation 
requirements, or 

(2) If state coursework requirements specify a minimum set of courses to 
graduate, or Local Education Agencies are given the authority to supplement 
the program of study, center must provide documentation from the head of 
the LEA administrator. 

(d) The Memorandum of Understanding or contract with the partner high school, 
per the requirements in PRH Sections 3.2 R7 or 3.2 R8, and Appendix 305, with 
the following supporting information: 
(1) Assurances that both programs will not be paying for the same services 
(2) An explanation of how the partnership will serve Job Corps students 
(3) Proof that the diploma is accepted throughout the region by the following: 

A. All branches of the military, 
B. Colleges and universities, 
C. Employers, 
D. Apprenticeships, and 
E. Technical training programs 

(e) Operator or center Standard Operating Procedures (SOP) outlining requirements 
for students to obtain a high school diploma per the requirements in PRH 
Sections 3.2 R7, 3.2 R8, and Appendix 305. 

(f) Operator or center Standard Operating Procedures (SOP) establishing basic 
preventive controls to inhibit cheating in high school diploma and equivalency 
programs (see Exhibit 5-1.c and t). 

(g) Sample diplomas and transcripts 

6. Documentation of the process for assessing students for disabilities, and programs 
for providing services for students with disabilities, if the center is subject to the 
requirements of the Individuals with Disabilities Education Improvement Act of 
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2004 (IDEA) or Section 504 of the Rehabilitation Act of 1973 (see Chapter 3, 
Section 3.2, R5.f). 

 
7. Center-specific criteria and procedures for student participation in WBL and 

assigned staff to support the center’s WBL activities. 
 

R9.  Performance Assessment 
 

Centers must: 
 

a. Assess and monitor the delivery of the career development services to assure that it 
conforms with the approved center plan. 

 
b. Monitor outcomes and take corrective action when career development outcomes fall 

below set goals. The National Office of Job Corps (NOJC), in collaboration with 
Regional Offices (ROs), must monitor and take corrective action when National 
Training Contractor (NTC) outcomes fall below set goals. 

 
R10. Career Transition Period (CTP) Plan 

a. Centers and Career Transition Services (CTS) providers must prepare and implement a 
Career Transition Plan (CTP), as part of the overall Career Development Services 
System (CDSS) Plan. The Plan must be submitted for Regional Office approval in 
accordance with Chapter 5, Section 5.1, R3.c, Career Development Services System 
(CDSS) Plan. 

 
b. Career transition services reflected in the Plan must be customized to the individual 

needs of each graduate. 
 

c. At a minimum, the Career Transition Period (CTP) Plan must include: 
 

1. The rationale for the Career Transition Period (CTP) design and how it will ensure 
the provision of individualized services to assist each graduate. 

 
2. The organizational structure of CTP and a detailed description of: 

(a) How the career transition services function will be staffed 
(b) Where staff will be deployed to provide center-based placement services 
(c) How career transition services staff will coordinate and collaborate with center 

career development staff to ensure the continuity of services to graduates, 
including assistance with post-center certification testing or work experience 
requirements to attain industry credentials 

(d) How career transition services staff will interact with students and other staff 
during the Career Preparation and Career Development Periods 

(e) How career transition services staff will coordinate efforts with One-Stop 
Career Centers/American Job Centers, National Training Contractors (NTCs), 
and other post-center support providers to meet the post-center needs of 
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graduates, including tracking and documenting student certification attainment 
(f) How the My Pathway to Achieving Career Excellence (MyPACE) Career Plan 

and the Pathway Achievement Records (PAR) will be used to continue the 
development of a transition plan (including support services) for one of the 
following career pathways, based on students’ demonstrated skills attainment, 
and when applicable, students’ industry-recognized certification(s) and/or 
licensing: 

• Direct job placement 
• Apprenticeship 
• Advanced training 
• Military careers 
• Postsecondary education 

 
(g) How career transition services staff will inform graduates that transition 

payments will be forfeited if they do not cash received checks within 12 months 
of the date of separation, fail to report non-receipt of checks, or fail to update 
contact information to ensure proper delivery of transition payments 

(h) How career transition services staff will make and document reasonable efforts 
to locate graduates when mailed checks are returned or undeliverable 

3. Methods, resources, and tools to accomplish the following: 
(a) Contacting graduates throughout CTP 
(b) Assessing placement and transition needs utilizing MyPACE Career Plan and 

PAR, including assessment and counseling to determine competencies, 
capabilities, and readiness for career transition services 

(c) Developing personalized job search skills and strategies 
(d) Assisting graduates in improving skills in resume preparation, interviewing 

techniques and job search strategies 
(e) Identifying and referring students to transition support services 
(f) Identifying job leads or education and training opportunities through 

coordination with partners of local Workforce Development Boards; Center 
Workforce Councils; Youth Standing Committees, where established; One-Stop 
Career Centers/American Job Centers and community stakeholders such as, 
employers, apprenticeship programs, unions, and industry organizations 

(g) Counseling to support job retention 
(h) Distributing and safeguarding payments, to include locating graduates when 

checks are returned and/or unclaimed to ensure that students receive payments 
(i) Informing graduates that failure to report non-receipt of transition payments or 

failure to cash a received transition payment check within 12 months of 
separation will result in forfeiture of the payment, and that graduates have the 
obligation to update their contact information with their CTS provider 

(j) Identification of and referral to postsecondary educational opportunities and 
federal funding options, as appropriate 
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R11. Recreation Program Plan 
 

Centers operators must: 
 

a. Submit for approval to the Regional Office an annual Recreation Program Plan. 
 

b. Include, in the Annual Recreation Program Plan, at a minimum, the Recreational 
Planning and Activity requirements specified in Section 2.2 Community Living, R3 - 
R5. 

 
R12. Staff Training Plan 

 
Centers and Outreach and Admission (OA)/Career Transition Services (CTS) contractors 
must: 

 
a. Submit for approval to the Regional Office an Annual Staff-Training Plan. 

 
b. Include, at a minimum, the topics and frequencies specified in Exhibit 5-4 (Required 

Staff Training). 

c. Submit a professional development plan for all staff on waivers. 

R13. Facility Maintenance Program 

a. Center Operators must develop a comprehensive facility maintenance program 
consistent with the requirements identified in Chapter 5, Section 5.8, Facility 
Operations and Maintenance to achieve the following: 

 
1. Provide safe, functional systems and facilities that meet student needs 

2. Extend equipment and facility life (reduce capital and life cycle costs) 
 

3. Reduce and/or eliminate unscheduled shutdowns and repairs 
 

4. Reduce energy costs 
 

b. A written Center Preventive and Corrective Maintenance Plan must be submitted to the 
Regional Office for approval within 90 days of contract award, and subsequently 
annually in accordance with Exhibits 5-1 
Standard Operating Procedures and 5-2 Plan and Report Submission Requirements. 
Additionally, a report on the status of accomplishing preventive and corrective 
maintenance must be submitted annually to the Regional Office. These reports must be 
submitted for Regional and National Office review using the Construction, 
Rehabilitation, and Acquisition (CRA) website. 

https://prh.jobcorps.gov/Student%20Support%20Services/2.2%20Community%20Living%20(residential)/
https://prh.jobcorps.gov/Student%20Support%20Services/2.2%20Community%20Living%20(residential)/
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R14. Annual Occupational Safety and Health (OSH) Program Reviews 
 

a. The annual Occupational Safety and Health (OSH) Program Review is conducted in 
accordance with Executive Order 12196 (29 CFR Part 1960, Subpart D), Department of 
Labor Manual Series (DLMS) 4, Chapter 800, and the Job Corps Policy and 
Requirements Handbook (PRH). The review verifies whether each center has 
implemented the Occupational Safety and Health program outlined in the PRH and 
identifies any outstanding occupational health and safety deficiencies. The review 
consists of an on-site visit including opening and closing conferences, walk-through of 
facilities, document verification, and student/staff interviews. 

 
b. Documentation of Deficiencies and Abatement Activities 

 
Job Corps centers are required to document and post deficiencies manually on the DOL 
Form DL1-2029. Blank forms can be obtained from the Job Corps Community website. 
Center abatement activities must be documented in Asset Essentials. The Asset 
Essentials website can be accessed at: 
https://assetessentials.dudesolutions.com/DOLJobCorps. 

 
R15. Occupational Safety and Health Plan 

a. Center operators must develop, implement, and maintain a center-specific Occupational 
Safety and Health Plan, which must be signed by the Center Director. Corporate plans 
or templates cannot be used. Plans must be tailored to each center. Center plans must 
include the following, if applicable (see referenced section below for plan details): 

 
1. Personal Protective Equipment (PPE) Plan (see Chapter 5, Section 5.1, R16) 

 
2. Fire Safety and Prevention Plan (see Chapter 5, Section 5.1, R17) 

 
3. Emergency Action Plan (see Chapter 5, Section 5.1, R18) 

 
4. Hazard Communication Plan (see Chapter 5, Section 5.9, R10) 

 
5. Recreational Safety Plan (see Chapter 5, Section 5.1, R20) 

 
6. Asbestos Operations and Maintenance Plan (see Chapter 5, Section 5.9, R9) 

 
7. Confined Space Entry Plan (see Chapter 5, Section 5.1, R22) 

 
8. Bloodborne Pathogens Plan (see Chapter 5, Section 5.1, R23) 

 
9. Respiratory Protection Plan (see Chapter 5, Section 5.1, R24) 

 
10. Hearing Conservation Plan (see Chapter 5, Section 5.1, R25) 

https://assetessentials.dudesolutions.com/DOLJobCorps
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11. Lead Exposure Plan (see Chapter 5, Section 5.9, R8) 
 

12. Hexavalent Chromium Exposure Plan (see Chapter 5, Section 5.9, R11) 
 

13. Lockout/Tagout Plan (see Chapter 5, Section 5.1, R28) 
 

14. Powered Industrial Vehicle Plan (see Chapter 5, Section 5.1, R29) 
 

15. Crystalline Silica Exposure Control Plan (See PRH Chapter 5 Section 5.9 R12) 
 

b. Plans must be evaluated annually by the center and revised when one of the following 
occurs: 

 
1. A new or revised PRH or regulatory standard necessitates revision of a specific 

plan. 
 

2. The center introduces a new trade presenting new hazards. 

3. New hazards exist due to changes in equipment or materials. 

c. Plans must contain a revision tracking sheet that lists each component of the Plan and 
documents changes made to the Plan (i.e., specific change and date of revision). 

d. Plans must remain at the center when there is a change in the center operator. Center 
operator policies and procedures regarding safety that are considered proprietary should 
not be part of center safety program plans. This information should be maintained 
separate from the PRH Occupational Safety and Health program requirements. 

 
e. Each Occupational Safety and Health Plan must consist of the following components at 

a minimum, where applicable: 
 

1. Center Safety Orientation 
 

2. Staff Training 
 

3. Basic Equipment for Safety Officers 
 

f. All center Safety Officers must possess the following equipment, at a minimum, to 
effectively perform their responsibilities: 

 
1. A quality camera 

 
2. Safety shoes 

 
3. Safety helmet/hardhat 
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4. Safety goggles/glasses 
 

5. Reflective vest 
 

6. Gloves 
 

7. Use of computer with word processing, e-mail and Internet capability 

8. Flashlight 
 

9. Electrical circuit tester and Ground Fault Circuit Interrupter tester (GFCI) 

Additional equipment may be required depending on the center’s hazard analysis. 

g. The following items should be available when appropriate and necessary to identify and 
control hazards: 

 
1. Lockout/tagout kits 

2. Air flow meter 

3. Hearing protection 

4. Swimming pool water test kits 

5. Low-volume air sampling pumps 

6. High-volume air sampling pumps 

7. Sound level meter with octave band analyzer 

8. Noise Dosimeters 
 

h. Standards, Regulations, and Policies 
 

All center operators, Center Directors, and Safety Officers must follow and refer to the 
following policy and regulatory information in performing their safety and health 
program review activities: 

 
1. National Fire Protection Association (NFPA) 101, Life Safety Code® and 

Handbook 
 

2. Current OSHA Standards and Regulations (29 CFR 1904 (recordkeeping), 1910 
(general industry), 1926 (construction), 1928 (agriculture), and 1960 (federal 
agency requirements), to the extent applicable to the center) 

 
3. Current applicable EPA Standards (including but not limited to 40 CFR 61, 112, 
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164, 165, 260-268, 280) 
 

4. Department of Labor Manual Series (DLMS) 3, Chapter 1400, DOL Safety and 
Health Program (August 2020) 

 
5. Job Corps Policy and Requirements Handbook (PRH) 

 
6. NFPA 70, National Electrical Code® (NEC) 

 
i. Occupational Safety and Health Committee 

 
1. Overview 

 
Each center must establish an Occupational Safety and Health Committee in 
accordance with 29 CFR 1960.58 to: 
(a) Review reported accidents, injuries, and illnesses. 
(b) Consider the adequacy of action taken to prevent recurrence of such accidents, 

injuries, or illnesses. 
(c) Plan, promote, and implement DOL and Job Corps occupational safety and 

health programs. 

2. Committee Membership 

The Center Director must actively participate on the Occupational Safety and 
Health Committee and attend at least 70 percent of the committee meetings. In 
addition to the Center Director, committee membership must include: 
(a) The center Safety Officer (facilitator) 
(b) Manager of Residential Living 
(c) A Maintenance Unit Supervisor 
(d) A Health Services Supervisor 
(e) A Career Technical Training (CTT) Supervisor 
(f) A Recreation Supervisor 
(g) A Food Service Supervisor 
(h) A minimum of two students, selected by their peers 
(i) Representatives from other organizational units, as appropriate 

 
3. Duties of Committee Members 

 
Committee member duties must include, but not be limited to, the following: 
(a) Assist in safety inspections when requested by the Safety Officer. Student 

committee members must participate in safety inspections at least monthly. 
(b) Observe and report infractions of safety rules and regulations. 
(c) Review accident reports to determine if corrective action is necessary or if 

harmful trends exist. 
(d) Review inspection reports prepared by the center Safety Officer identifying 

unsafe/unhealthful conditions, and suggest techniques or strategies for 
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correction/abatement. 
(e) Review all suggestions and concerns submitted by students and staff, and make 

recommendations for implementation to the Center Director. 
(f) Develop and implement a safety awards and recognition program. 

 
4. Training for Committee Members 

 
In accordance with 29 CFR 1960.58, safety committee members must complete 
training commensurate with the scope of their assigned responsibilities within six 
months of appointment. Such training must include: 
(a) The center’s Occupational Safety and Health program (recommend training 

within 30 days of appointment) 
(b) Section 19 of the OSH Act of 1970 
(c) Executive Order 12196 – Occupational Safety and Health programs for federal 

employees 
(d) General content contained in 29 CFR 1904, 1910, 1926, 1928, and 1960 (see h.2 

above for explanation), to the extent applicable to the center 
(e) Center procedures for the reporting, evaluation, and abatement of hazards 
(f) Center procedures for reporting and investigating allegations of reprisal, and the 

recognition of hazardous conditions and environments 
(g) Identification and use of occupational safety and health standards, and other 

appropriate rules and regulations 

5. Occupational Safety and Health Committee Meetings 

Meetings must be held monthly and/or when called by the Center Director or Safety 
Officer. Copies of minutes must be maintained at the center for three years and 
made available upon request. 

 
R16. Personal Protective Equipment (PPE) Plan 

 
In accordance with 29 CFR 1910.132, centers are required to develop, implement, and 
maintain a written PPE plan and program that includes at least the following: 

 
a. Perform hazard assessments for all trades and/or work areas to assess the need for PPE. 

Maintain hazard assessment records that identify hazards and risks, and document the 
type of PPE required. Develop procedures to notify the center Safety Officer when new 
processes are introduced or when existing processes change. 

 
If a new career technical training (CTT) program is introduced, a hazard assessment 
must be performed to determine PPE needs according to training activities. Hazard 
assessment based upon other trades and activities cannot be the basis of the PPE 
requirements for a new trade. 

 
b. Select PPE based on hazard assessments by the trade supervisor in conjunction with the 

center Safety Officer. Methods for selecting PPE are well-documented, appropriate, and 
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properly implemented. 
 

c. Develop a PPE training program that will address student and staff needs. The written 
training program includes: 

 
1. When PPE use is necessary 

 
2. What PPE is necessary 

 
3. How to properly don (put on), doff (remove), adjust, and wear PPE 

 
4. The proper care, maintenance, useful life, and disposal of PPE 

 
d. Maintain PPE training records for students and staff for three years. Additional 

retention requirements are as follows: 
 

1. Retain student training records for one year following completion of training or 
termination of enrollment. 

2. Retain staff training records for one year following resignation or termination of 
employment. 

e. Establish procedures to inspect, clean, and maintain PPE. Ensure that supervisors, staff, 
and students are trained in these procedures and follow the established criteria. 

f. Establish procedures to remove damaged equipment from service. 

g. Exceptions: The requirements for hazard assessment, equipment selection, and training 
only apply to eye and face protection, head protection, foot protection, hand protection, 
and personal fall protection systems. See 29 CFR 1910.132(g). These requirements are 
covered for respirators under 29 CFR 1910.134 and for electrical protective equipment 
under 29 CFR 1910.137. 

 
R17. Fire Safety and Prevention Plan 

 
All centers must develop and implement a Fire Safety and Prevention Plan that addresses 
the National Fire Protection Association (NFPA) Life Safety Code 101 requirements. 

 
Centers will establish a policy, based upon the proximity to emergency response personnel 
(i.e., fire and/or hazardous materials response teams), that specifies full evacuation or 
incipient stage fire suppression by staff in response to a fire alarm. 

 
a. Fire Prevention Plan 

 
The center Safety Officer must perform the following activities to ensure that students 
and staff are familiar with all center fire alarms and evacuation procedures: 
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1. Center Safety Officers and/or Facilities Maintenance Manager must perform and 

log monthly inspections of: 
(a) Fire alarm systems 
(b) Sprinkler systems 
(c) Illuminated exit signs 
(d) Emergency lighting 
(e) Fire extinguishers 

 
Scheduling and completion of these inspections should be documented in the 
center’s Computerized Maintenance Management System (CMMS) 

 
2. Centers must conduct monthly fire drills during high student/staff activity levels 

and when students are in the dormitories. Center Safety Officers will document the 
accountability and timeliness of fire drills. 

 
3. Centers must conduct annual inspections on fire alarm system, fire suppression 

systems and emergency lights (90-minute test) and maintain documentation. 

4. Centers must establish and implement a Fire Watch Plan, included as part of the 
Fire Prevention Plan, to be implemented when there is a nonfunctional alarm 
system. The Fire Watch Plan will include the following: 
(a) Establishment of fire warden and security staff duties and responsibilities 
(b) Establishment of minimum required equipment for security staff 
(c) Establishment of a process for reporting fires and notifying building occupants 

 
b. Fire Safety Plan Elements 

The center Safety Officer must ensure that at least the following elements are included 
in the Fire Safety Plan: 

 
1. List of major fire hazards and proper handling and storage procedures for hazardous 

materials 
 

2. List of all potential ignition sources, control procedures, and the type of fire 
protection equipment or suppression system used to control a fire 

 
3. List of staff responsible for maintaining fire protection equipment or systems to 

prevent or control ignition fires 
 

4. List of staff responsible for control of fuel source hazards 
 

5. List of staff responsible for sounding alarms and contacting local fire department or 
other appropriate officials 

 
6. Evacuation and accountability procedures, including the posting of evacuation 

maps, assembly areas, and maintaining safe distance from affected buildings until 
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areas are cleared for occupancy 
 

7. Emergency notification telephone numbers 
 

8. List of temporary shelters and contacts 
 

9. List of staff responsible for assessing damage to center and coordinating re-entry to 
center or affected buildings 

 
10. List of staff responsible for communications with local media, Regional Office, and 

National Office of Job Corps 
 

c. Training 
 

All centers must provide ongoing fire prevention and fire extinguisher training for staff 
and students according to their roles and responsibilities within the Fire Prevention 
Plan. Training resources include state or local fire marshals, insurance companies, 
universities, and the Occupational Safety and Health Administration (OSHA). Training 
programs must be customized to center location, offerings, and programs, and must 
include the following elements, as appropriate: 

 
1. Training for fire wardens and security staff 

(a) Fire classes and the appropriate extinguishing agent 
(b) Proper maintenance and use of fire extinguishers 
(c) Evacuation and accountability procedures, as defined by NFPA Life Safety 

Code 
(d) Proper use of warning equipment/alarm systems 
(e) Fire watch system and alternative warning systems 
(f) Fire warden responsibilities 
(g) Fire safety inspections, including housekeeping practices, flammable and 

combustible waste materials accumulation, and inspection and maintenance of 
fire equipment or systems 

 
2. Training for students 

(a) Assigned evacuation routes and assembly areas 
(b) Procedures for reporting a fire or potential for fire 
(c) Procedures for disposal of combustible and flammable materials 
(d) Location of smoking areas and receptacles 

 
3. Training for staff 

(a) Proper use of fire extinguishers 
(b) Assigned evacuation routes and assembly areas 
(c) Procedures for reporting a fire or potential for fire 
(d) Procedures for disposal of combustible and flammable materials 
(e) Location of smoking areas and receptacles 
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d. Required Documentation 
 

Documentation of fire safety training, drills, and inspections must be maintained on 
center for three years and made available for review upon request. 

 
e. Incipient Fire Suppression and Portable Fire Extinguishers 

 
1. OSHA defines incipient stage fire as a fire in the initial or beginning stage that can 

be controlled or extinguished using a portable fire extinguisher, Class II standpipe, 
or small hose system without the need for protective clothing or equipment (e.g., 
breathing apparatus). 29 CFR 1910.155(b). OSHA requires centers to provide fire 
extinguishing equipment for an incipient fire only if another OSHA standard in part 
1910 requires it. OSHA allows centers to address incipient fires and building 
evacuation in one of the following two ways: 
(a) Evacuation of all of the building’s occupants to a safe area without attempting to 

fight the fire 
(b) Evacuation of all building occupants except those who are properly trained and 

designated to use portable fire extinguishers 

2. Portable fire extinguishers must comply with 29 CFR 1910.157. 

3. Incipient firefighting should be based upon a thorough hazard assessment, and 
proximity and response time of local fire department or emergency response team. 

R18. Emergency Action Plan 

Centers are required to develop an Emergency Action Plan (EAP) in accordance with 29 
CFR 1910.38 if students and staff are required to evacuate the building in the event of a fire 
or perform actions specific for other emergencies. 

 
a. Emergency Action Plan (EAP) Elements 

 
1. Procedures to handle hazards and threats including: 

(a) Natural disasters typical for the geographic area in which the center is located; 
e.g., earthquakes, hurricanes, tornadoes, severe/extreme weather, blackouts, 
utility failures, and weather-related conditions 

(b) Criminal activity including arson/fire, bomb threats, suspicious packages, 
vandalism, civil disturbance, and weapons on center 

(c) Terrorist threats including radioactive, biological, or cyber attacks 
(d) Medical emergencies, such as pandemic influenza or food poisoning (E. coli or 

Salmonella) outbreaks 
(e) Other hazards specific to the surrounding area, such as hazardous materials 

spills or explosion 
(f) Opioid overdose 

 
2. A list of emergency personnel and contact information (The Center Director or his 
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or her designee must act as the responsible official during the emergency.) 
 

3. The Center Director or his or her designee must ensure that an Emergency 
Coordinator and Area/Floor Monitors are identified, and ensure that assistance is 
available for the physically challenged 

 
4. Procedures for emergency situations that require centers to shelter-in-place, 

evacuate, and provide for mass care of students and staff 
 

5. Identification of assembly areas on and off center for students and staff to relocate 
depending upon the nature of the emergency 

 
6. Evacuation route maps indicating emergency exits, primary and secondary 

evacuation routes, location of fire extinguishers and fire alarm pull stations, and 
assembly points must be posted in all center buildings, including but not limited to: 
(a) Residential facilities 
(b) Child development centers, if applicable 
(c) Academic facilities 
(d) Food service facilities 
(e) CTT facilities and classrooms 
(f) Recreation areas 
(g) Warehouse(s) 
(h) Center maintenance 
(i) Administration facilities 

 
7. Procedures for staff required to remain on center after an evacuation to perform 

critical activities (e.g., shut down utilities) and secure the center 
 

8. Procedures to account for students and staff after evacuation to assembly areas on 
and off center, including students training or working off center at the time of the 
emergency 

 
9. Procedures for transporting students and staff to off-center assembly areas, 

including students training or working off center 
 

10. Procedures for staff and students responsible for providing medical assistance (The 
plan should also provide for instances when individuals responsible for providing 
medical assistance are not available.) 

 
11. An alarm system must be implemented that provides a distinctive sound or tone for 

each purpose (type of emergency and procedure) in accordance with 29 CFR 
1910.165 

 
12. Procedures for returning the center to normal operations following an emergency 

(Procedures should be emergency specific.) 
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b. Emergency Response Drills 
 

1. Centers must perform fire drills monthly. The drills should be performed during 
normal business hours and after hours. 

 
2. Centers must participate in federal, state, and local emergency preparedness drills, 

including terrorist attack and pandemic outbreak response, when possible. 
 

3. Centers must establish and maintain contact with federal, state, and local emergency 
response coordinators to ensure that current information regarding emergency 
response procedures is maintained. 

 
4. All drill and post-drill activities designed to improve student and staff performance 

during drills must be documented and kept on file in the Safety Officer’s office and 
made available upon request. 

 
5. Copies of drill performance and improvement reports must be maintained on the 

center for three years and made available for review upon request. 

6. Centers must coordinate with the local emergency management authority, local 
health department, and local fire department to participate in federal, state, or local 
emergency response drills. 

R19. Hazard Communication Plan 

(See Chapter 5, Section 5.9, R10.) 

R20. Recreational Safety Plan 
 

a. Water Safety (See Chapter 2, Section 2.2, R7.) 
 

1. Job Corps centers operating swimming pools must incorporate the Centers for 
Disease Control and Prevention (CDC) chlorine disinfection timetable for killing 
common germs. 

 
2. Cleaning and disinfecting procedures must also include the area surrounding the 

pool, including chairs, towels, floors, etc., to prevent the onset of recreational water-
related illnesses. 

 
3. Provide staff and students with awareness training on the prevention of recreational 

water-related illnesses. 
 

4. Ensure that swimming pool areas are secured after hours to prohibit unauthorized 
access. 

 
5. Post proper warning signs, safety rules, and emergency response procedures. 
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6. Ensure that necessary rescue equipment is maintained in good working order and 

easily accessible. 
 

b. General Recreational Safety 

The Center Director must: 

1. Ensure that students receive adequate training prior to engaging in recreational 
activities such as weight lifting, basketball, arts and crafts, etc. 

 
2. Provide supervision during recreational activities to ensure that students follow 

proper techniques and are fit for the activity, thereby not placing the participant’s 
safety at above-normal risk and reducing the risk of injury at all times. 

 
3. Advise students that “horseplay” is not tolerated during recreational activities. 

 
4. Ensure that all recreational facilities and equipment are of safe design and free of 

known hazards. 

5. Ensure that recreational and athletic equipment purchases meet safety guidelines 
established by agencies nationally recognized by the Consumer Product Safety 
Commission (CPSC). 

c. Gymnasium and Recreational Equipment 

1. Gym equipment must be positioned to allow for an unrestricted route of egress from 
the area during an emergency. 

 
2. Personal protective equipment (PPE) such as helmets, padding, wrap-around eye 

protection, and gloves must be provided for students involved in recreational 
activities such as: 
(a) Bicycling 
(b) Skate boarding 
(c) Rollerblading 
(d) Racquet ball 

 
3. Recreational facilities and equipment must be inspected daily. Damaged equipment 

must be immediately removed from use and repaired or replaced as soon as fiscally 
possible. 

 
d. Competitive Sports 

 
To ensure student and staff safety and security during on-center and off-center events, 
centers are encouraged to prepare plans that contain the following elements, at 
minimum: 
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1. Consider limiting participants and spectators to current Job Corps students and 

staff. 
 

2. Ensure that there is sufficient supervision for off-center games and events. The 
recommended ratio is one staff member for every five students. 

 
3. Coordinate security arrangements between visiting and host centers in advance of 

each activity. Visiting centers must provide a list of team members, Job Corps 
spectators, and player family members at least one week prior to the event. Limit 
entry into events to pre-approved spectators with proper identification. 

 
4. Host centers are encouraged to arrange for additional security through local law 

enforcement when there is a history of past serious incidents. 
 

5. Communicate safety and security procedures to athletes, staff, and spectators prior 
to the event. 

 
R21. Asbestos Operations and Maintenance Plan 

(See Chapter 5, Section 5.9, R9.) 

R22. Confined Space Entry Plan 

a. Overview 

The following deals with confined spaces in general industry, which are dealt with by 
29 CFR 1910.146. In construction the confined space standard is 29 CFR Part 1926, 
subpart AA, 1926.1201-1213. 

 
A confined space is defined as a space which meets all of the following criteria: 

• Is large enough for an employee to fully enter and perform assigned work 
• Is not designed for continuous occupancy by the employee 
• Has a limited or restricted means of entry or exit 

 
b. Confined Space Inventory 

 
1. Centers must conduct a survey to identify all confined spaces located on center. 

Each space must be identified as “non-permit required” or “permit required.” 
(a) A permit-required confined space is one that contains one or more of the 

following characteristics: 
(1) Contains or has the potential to contain a hazardous atmosphere 
(2) Contains a material that has the potential for engulfment 
(3) Has an internal configuration such that an entrant could be trapped or 

asphyxiated by inwardly converging walls or by a floor which slopes 
downward and tapers to a smaller cross-section; or 
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(4) Contains any other serious safety hazard 
(b) Non-permit-required confined space does not contain or have the potential to 

contain a hazardous atmosphere or any other hazard capable of causing death or 
serious physical harm. 

(c) Re-evaluate all confined spaces annually and maintain documentation. 
(d) Permit-required confined spaces must be marked as such with appropriate 

signage. 
(e) Ensure that permit-required confined spaces are locked or blocked to deter 

access (if possible). 
(f) Evaluate all work activities within non-permit required confined spaces to 

determine if the work or material being used in the space may create a hazard 
and make the space a permit required confined space. 

 
2. Centers that require students, staff, or contractors to perform work in permit 

required confined spaces must develop, implement, and maintain a Confined Space 
Entry program in accordance with 29 CFR 1910.146. The Plan must include at a 
minimum the following elements: 
(a) Designated confined space entry coordinator 
(b) Entrant and supervisor responsibilities 
(c) Location-specific, permit-required confined space entry procedures 
(d) List of hazards within the space and hazard control procedures 
(e) List of center departments and/or career technical training (CTT) programs that 

require confined space entry 
(f) Emergency procedures 
(g) Training and documentation of training 

 
3. Maintain permit-required confined-space-entry training records for students and 

staff for three years. Additional retention requirements are as follows: 
(a) Retain student training records for one year following completion of training or 

termination of enrollment. 
(b) Retain staff training records for one year following resignation or termination of 

employment. 
 

4. Maintain cancelled entry permits for one year. 
 

R23. Bloodborne Pathogens Plan 
 

a. Centers must develop, implement, and maintain a Bloodborne Pathogens Exposure 
Control Plan that is in compliance with the OSHA bloodborne pathogens (29 CFR 
1910.1030). The Plan, which is submitted to the Regional Office, must be reviewed and 
approved by the Regional Health Specialist. 

 
b. “Occupational exposure” is reasonably anticipated skin, eye, mucous membrane, or 

parenteral contact with blood or other potentially infectious materials that may result 
from the performance of an employee's duties. 
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c. Other Potentially Infectious Materials means (1) The following human body fluids: 
semen, vaginal secretions, cerebrospinal fluid, synovial fluid, pleural fluid, pericardial 
fluid, peritoneal fluid, amniotic fluid, saliva in dental procedures, any bodily fluid that 
is visibly contaminated with blood, and all body fluids in situations where it is difficult 
or impossible to differentiate between body fluids;[(2) and (3) are not relevant to Job 
Corps centers] 

 
d. Exposure Incident means a specific eye, mouth, other mucous membrane, non-intact 

skin, or parenteral contact with blood or other potentially infectious materials that 
results from the performance of an employee's duties. 

 
The Bloodborne Pathogens Exposure Control Plan shall be reviewed and updated at 
least annually and whenever necessary to reflect new or modified tasks and procedures 
which affect occupational exposure. The review and update of such plans shall also: 

 
(A) Reflect changes in technology that eliminate or reduce exposure to bloodborne 
pathogens; and 
(B) Document annually consideration and implementation of appropriate commercially 
available and effective safer medical devices designed to eliminate or minimize 
occupational exposure. 

An employer who is required to establish an Exposure Control Plan shall solicit input 
from non-managerial employees responsible for direct patient care who are potentially 
exposed to injuries from contaminated sharps in the identification, evaluation, and 
selection of effective engineering and work practice controls and shall document the 
solicitation in the Exposure Control Plan. 

 
e. The plan must contain the following minimum requirements: 

 
1. Identification of job classifications where there is high, medium, or low risk of 

exposure to blood or other potentially infectious materials 
 

2. Schedule and method of implementation for administering Hepatitis B vaccination 
and conducting post-exposure evaluation and follow-up. The vaccine must be 
offered to all employees who have occupational exposure, such as physicians, 
dentist, nurses, nurse practitioners, physician assistants, and first aiders. The 
vaccine provisions are in paragraph (f)(2)-(5) of the standard. 

 
3. Schedule and method of implementation for communicating hazards to employees 

 
4. Schedule and method of implementation for recordkeeping 

 
5. Procedures for evaluating the circumstances of an exposure incident 

 
R24. Respiratory Protection Plan 
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a. Centers must develop and implement a Respiratory Protection program, including a 
written plan in accordance with 29 CFR 1910.134, if any of the following conditions 
exist: 

 
1. Center offers trades that could potentially expose students or staff to airborne 

contaminants that meet or exceed the OSHA eight-hour Permissible Exposure 
Limits (PELs) or action levels for known respiratory hazards. 

 
2. Asbestos-containing building materials (ACBMs) are present and may be disturbed 

during routine maintenance, housekeeping, renovation, or demolition activities. 
 

3. Lead-based paint or other materials are present and may be disturbed during 
renovation and demolition activities. 

 
4. Students and staff are exposed or may be potentially exposed to airborne 

contaminants or disease through contact with individual(s) engaged in providing 
student and staff health services or engaged in allied health training. 

 
b. If centers determine that voluntary respirator use is permissible the center must provide 

the information on 29 CFR 1910.134 Appendix D to each voluntary user and maintain 
documentation. For voluntary respirator use the center must establish and implement 
the elements of a written respiratory protection program necessary to ensure that any 
staff member or student using a respirator voluntarily is medically able to use the 
respirator and that the respirator is cleaned, stored, and maintained so that its use does 
not present a health hazard to the user. Written respiratory program elements are not 
required if voluntary use of a respirator is limited to filtering face piece respirators (i.e., 
dust masks). 

 
c. Centers must identify and evaluate respiratory hazards in the workplace through: 

 
1. A reasonable estimate of employee exposure to respiratory hazards through air 

sampling and exposure monitoring; 
 

2. Identification of the contaminant’s chemical state and physical form. 
 

d. The Respiratory Protection program must contain worksite-specific procedures and 
elements for required respirator use. 

 
e. Center Director or his or her designee must select a Respiratory Protection Program 

Coordinator who is qualified by appropriate training or experience to manage the 
center’s Respiratory Protection program. 

 
f. The written Respiratory Protection Plan must contain the following elements: 

 
1. Respirator selection procedures to ensure that respirators meeting the criteria of the 

standard are chosen. 
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2. Medical evaluations for staff and students required to wear respirators. Medical 

evaluations must be conducted by a licensed health care professional in accordance 
with 29 CFR 1910.134(e)(1) through (e)(7)(iv). 

 
3. Fit-testing procedures for tight-fitting respirators 

 
4. Procedures for the proper use of respirators in routine and emergency situations 

 
5. Procedures and schedules for cleaning, disinfecting, storing, inspecting, repairing, 

discarding, and general maintenance of respirators 
 

6. Procedures for ensuring adequate air quality, quantity, and flow of breathing air for 
atmosphere-supplying respirators 

 
7. Student and staff initial and annual refresher training that includes: 

(a) Potential respiratory hazards during routine or emergency situations 
(b) Proper use, donning, removal of respirators 
(c) Limitations of respirator use 
(d) Regular maintenance and storage of respirators 

8. Procedures for evaluating the effectiveness of the program 

9. Respiratory protection training records must be retained for students and staff for 
three years. Additional retention requirements are as follows: 
(a) Retain student training records for three years following completion of training 

or termination of enrollment. 
(b) Retain staff training records for three years following resignation or termination 

of employment. 
 

g. Centers must establish a cartridge change-out schedule in accordance with OSHA and 
manufacturers’ recommendations to ensure cartridge effectiveness. 

 
h. Qualitative and quantitative fit-testing of tight-fitting respirators must be done in 

accordance with 29 CFR 1910.134 Appendix A, Fit Testing Procedures (Mandatory). 
Fit-testing of respirators used to protect against asbestos or lead exposure must be done 
in accordance with the appropriate OSHA standards. 

 
R25. Hearing Conservation Plan 

 
a. Centers must conduct noise monitoring at least every other year to identify potential 

sources of hazardous noise or whenever a change in production, process, equipment or 
controls increases noise exposures to the extent that: 

 
1. Additional employees may be exposed at or above the action level; or 
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2. The attenuation provided by hearing protectors being used by employees may be 
rendered inadequate to meet the requirements of paragraph (j) of the standard 

 
b. Centers must identify hazardous noise areas with warning signs or markings to ensure 

that hearing protection is used in those areas. 
 

c. Centers must develop and implement a Hearing Conservation program in accordance 
with 29 CFR 1910.95 if the following conditions exist: 

 
1. Results of noise measurements have identified hazardous noise sources that may 

result in staff or student exposures that equal or exceed an 8-hour time-weighted 
average (TWA) of 85dB (decibels) measured on the A-scale or 

 
2. Exposure monitoring indicates that student and staff noise exposures equal or 

exceed a 50 percent dose. 
 

d. The Hearing Conservation Program (HCP) must consist of the following elements: 

1. Monitoring program that identifies students and/or staff for inclusion in the HCP 
and to facilitate selection of appropriate hearing protectors. 

2. Audiometric testing to monitor staff and students whose exposures equal or exceed 
an eight-hour TWA of 85dB, including: 
(a) Baseline audiogram to be administered within six months of the initial exposure 

equal to or in excess of 85dB to be compared against subsequent audiograms. 
(b) Audiograms administered at least annually following the baseline audiogram. 
(c) Audiogram evaluation. 
(d) Purchase of audiometric testing equipment is not required. However, if the 

center conducts audiometric testing, equipment and the testing environment 
must meet the requirements set forth in 29 CFR 1910.95, Appendices C and D. 
If the center does not conduct audiometric testing, the center must ensure that 
individuals included in the Hearing Conservation program are administered 
audiograms in accordance with the OSHA standard. 

(e) Audiometric testing must be performed by a licensed or certified audiologist, 
otolaryngologist, or other physician, or by a technician certified by the Council 
of Accreditation in Occupational Hearing Conservation, or who has 
satisfactorily demonstrated competence in administering audiometric 
examinations, obtaining valid audiograms, and properly using, maintaining, and 
checking calibration and proper function of the audiometers being used. 
A technician who performs audiometric tests using a microprocessor audiometer 
does not need to be certified. A technician who performs audiometric tests must 
be responsible to an audiologist, otolaryngologist, or physician. 

(f) Centers located in rural areas that are not equipped to conduct audiometric 
testing on center or find it difficult to locate audiometric testing centers must 
contact the Job Corps Regional Office Project Manager who will contact the 
National Office of Job Corps safety representative. 
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3. Hearing protector evaluation for specific hazardous noise environments to ensure 

attenuation to below 85dB. Evaluation methods must be done in accordance with 29 
CFR 1910.95 Appendix B, “Methods for Estimating the Adequacy of Hearing 
Protection Attenuation.” 

 
4. Selection and distribution of hearing protectors: 

(a) Hearing protectors must be provided at no cost to staff or students. The hearing 
protectors selected must be appropriate for the task and provide the required 
noise attenuation. The center must ensure the use of hearing protectors by each 
student or staff member who is required by paragraph (b)(1) of the standard to 
wear personal protective equipment. 

(b) The center must ensure the use of hearing protectors by students and staff who 
are exposed to an 8–hour time-weighted average of 85 decibels or greater, and 
have not yet had a baseline audiogram. 

(c) The center must ensure the use of hearing protectors by students and staff who 
are exposed to an 8–hour time-weighted average of 85 decibels or greater and 
have experienced a standard threshold shift. 

 
5. Training will be administered annually. It includes, but is not limited to, the 

following: 
(a) Effects of noise on hearing 
(b) Purpose of hearing protectors 
(c) Disadvantages, advantages, and attenuation of various types of hearing 

protectors 
(d) Instructions on selection, fitting, use, and care of hearing protectors 
(e) Purpose of audiometric testing and an explanation of the test procedures 

 
6. Staff, students, their representatives designated by the individuals, and OSHA, must 

have access to monitoring results, audiometric test results, and training materials in 
accordance with 29 CFR 1910.95. 

 
7. Centers must maintain records as follows: 

(a) Exposure monitoring results are maintained for two years. 
(b) Audiometric testing results are maintained for the duration of the student’s and 

staff time at the center. 
 

8. A center must transfer any records related to the hearing conservation program to 
any new operator, who shall retain them for the amount of time remaining in the 
original retention period. 

 
R26. Lead Exposure Plan 

(See Chapter 5, Section 5.9, R8.) 

R27. Hexavalent Chromium Exposure Plan 
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(See Chapter 5, Section 5.9, R11.) 
 

R28. Lockout/Tagout Plan 
 

a. Centers must develop written procedures for the control of hazardous energy in 
accordance with 29 CFR 1910.147 if students and staff are responsible for servicing or 
performing maintenance of machines or equipment. 

 
b. Lockout/Tagout is not required when one of the following scenarios exists: 

 
1. Servicing equipment that is powered by plugging into an electrical outlet and is 

under complete control of the individual performing the work 
 

2. Making normal adjustments, including minor tool changes and other minor 
servicing activities that take place during normal production operations which are 
routine, repetitive, and integral to the use of that production equipment, as long as 
workers are effectively protected by alternative measures that provide effective 
machine safeguarding protection. 

 
c. When a written Lockout/Tagout Plan is required, the program must include the 

following minimum elements: 

1. Name of the machines or equipment and its purpose 

2. Compliance requirements (policy) 

3. Type of compliance enforcement for violation of policy 
 

4. Name of students or staff affected and method of communication 
 

5. Name of students or staff authorized to perform lockout/tagout 
 

6. Type and magnitude of energy, its hazards, and the methods to control the energy 
 

7. Type and location of machine or equipment operating controls 
 

8. Type and location of energy isolating devices; lockout/tagout devices are sufficient 
in number, uniform, legible, understandable, and durable 

 
9. Types of stored energy—methods to dissipate or restrain 

 
10. Methods of verifying the isolation of the equipment 

 
11. Training for affected and authorized students and staff 

 
12. Method for evaluating lockout/tagout procedures at least annually and documenting 
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results 
 

13. Procedures for removing locks/tags when the owner of the lock or tag is not 
available 

 
14. Plan is updated when changes in process, equipment, procedures, or audit warrants 

revision 
 

R29. Powered Industrial Vehicle Plan 
 

a. Centers that own or provide access to gas-powered or electric-powered fork trucks, 
tractors, platform lift trucks, motorized hand trucks (pallet jacks) or other specialized 
vehicles must develop a written Powered Industrial Vehicle (PIV) Plan. 

 
b. The plan must address the requirements outlined in 29 CFR 1910.178. 

 
c. The plan must also include: 

1. Complete list of covered vehicles 

2. Fuel handling and storage procedures (if applicable) 

3. Battery charging, changing, and storage procedures (if applicable) 

4. Spill response procedures and fire prevention 

5. Evaluations of hazardous conditions in areas where PIVs will be operated to 
determine the type of industrial vehicle that must be used, as outlined in 29 CFR 
1910.178(l). 

 
6. Operator training 

 
7. Daily inspection process 

 
8. Process for removing vehicles from service 

 
d. Powered industrial truck operators must be at least 18 years of age in accordance with 

the Fair Labor Standards Act (FLSA) 29 CFR 570.58. 
 

e. Operator training must be conducted by a certified trainer and the training must be in 
accordance with 29 CFR 1910.178(l). 

 
R30. Emergency Eyewash Stations 

 
Center operators must establish written procedures for operations and maintenance of 
emergency eyewash stations that meet the requirements of 29 CFR 1910.151(c). 
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The center operator must provide access to emergency eyewash stations for students and 
staff who are working with or near corrosive or other injurious chemicals/materials to 
reduce serious or permanent damage to eyes. 

 
a. Eyewash stations must be installed meeting the following requirements: 

 
1. Eyewash/shower stations should be available for immediate use and located within 

10 seconds of the hazardous operations (approximately 50 feet), on the same level, 
and have a pathway that is always clear of obstructions and slip/trip hazards. 

 
2. Highly visible signs must be posted at/near the station and the area should be well 

lighted. 
 

3. The activating valves/levers should be highly visible and easy to use, requiring no 
more than a one-handed operation. Once the lever has been activated, no hands 
should be needed to maintain water flow. 

 
4. Nozzles must be protected with auto-opening dust covers. 

5. The eyewash/shower station should provide a “minimum” of a 15-minute 
uninterrupted flush of lukewarm water (80 – 90 degrees is preferred) provided by a 
temperature-mixing valve. 

b. Eyewash stations inspection and testing requirements: 

1. Eyewash stations must be inspected and tested by supervisors/instructors 
responsible for the work area where the eyewash stations are located. 

 
2. Ensure that access to the eyewash is unobstructed. 

 
3. Visually inspect the eyewash to ensure that there are no broken parts, leakage, etc. 

 
4. Verify that protective eyewash covers are properly positioned, clean, intact, and 

operate properly when activated. 
 

5. Activate eyewash unit - flush pipes: check that the spouts are clean and that the 
water flow is effective and continuous. Operate the eyewash for 1 minute. 

 
6. The unit must deliver low-pressure “soft” flow to both eyes, so it does not injure 

the open eyes. 
 

7. Check that the unit’s valve activator remains open without the use of the 
operator’s hands. 

 
8. Ensure each station has a highly visible emergency sign. 
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9. For portable (non-plumbed) units, verify that the expiration date has not been 

exceeded and fluid levels are full. Follow manufacturer’s instructions. 
 

10. Safety officer must maintain an inventory/map of existing eyewash stations and 
provide oversight to ensure eyewash station testing and inspections are being 
conducted and documented. 

 
c. Eyewash station training 

 
All staff/students who might be exposed to a chemical splash need to be trained by 
their supervisor or instructor on the following topics: 

 
1. The specific location of the units serving that area. 

 
2. How to properly activate and use the specific type of system. 

 
3. Eyewash – eye injury - Individuals should be instructed to hold the eyelids “open” 

and roll the eyeballs continuously so fluid will flow on all surfaces of the eye and 
under the eyelid, and then seek medical attention. Bring a copy of the Safety Data 
Sheets (SDS) to the medical facility. 

R31. Center Culture 

Centers must establish behavioral expectations that promote a safe, respectful, and goal-
oriented culture that fosters personal responsibility and mutual growth. 

 
R32. Delivery and Coordination of Services to Students 

 
Center operators must: 

 
a. Develop a structured process for sharing information between all center staff, 

departments, and community resources, as needed to ensure the coordinated delivery of 
services to students, especially in assisting them to meet the rigor of the training 
program. 

 
b. Implement safeguards to assure that personal information about individual students, 

subject to the Privacy Act, is shared among staff only to the extent necessary to ensure 
the safety and effective provision of services to students, and no further, in accordance 
with Chapter 6, Appendix 601, Student Rights to Privacy and Disclosure of 
Information. 

 
c. Obtain DOL authorization (applicable regional office) prior to releasing personal 

student information to outside entities and ensure any such release is in compliance 
with the Privacy Act and other federal and state information privacy laws, including 
obtaining any necessary waivers and releases from students. 
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R33. Business and Community Participation 

 
a. The Center Director must establish and develop mutually beneficial business and 

community relationships and networks, including with local boards, to enhance the 
effectiveness of the center. Relationships must be established and maintained, at a 
minimum, with the following: 

 
1. Local and distant employers to the extent practicable (Outreach must be conducted 

in coordination with other Federal and non-Federal programs conducting similar 
outreach to employers.) 

 
2. Applicable One-Stop Career Centers/American Job Centers and local boards to: 

(a) Provide information on training opportunities available through Job Corps. 
(b) Encourage referral of appropriate potential students. 
(c) Identify job opportunities for Job Corps graduates. 

3. Entities offering apprenticeship opportunities and youth programs 

4. Labor-management organizations and local labor organizations 

5. Employers and contractors that support national training programs and initiatives 

6. Community-based organizations, non-profit organizations, and intermediaries 
providing workforce development-related services 

b.  
c. Centers must establish a Community Relations Council to serve as a liaison between the 

center and the surrounding communities. The Community Relations Council will be 
used as a forum to: 

 
1. Inform the community about projects of the Job Corps. 

 
2. Share information about changes in center rules, procedures, and activities that may 

affect the community. 
 

3. Plan events of mutual interest to create and maintain community relations and 
community support. 

 
d. The Community Relations Council must have the following features: 

 
1. Be representative of business, civic, and educational organizations; elected officials; 

law enforcement agencies; and other service providers, including organizations and 
entities that serve targeted populations. 

 
2. Include student and staff representatives. 
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3. Meet at least once per quarter to consider issues of mutual interest to the center and 
the community. 

 
4. Maintain records of Community Relations Council meetings, documenting 

attendance and recommendations. 
 

e. The business and community participation requirements outlined above should be carried 
out for Job Corps centers that are not yet operating at least 3 months prior to the date on 
which the center accepts its first enrollee. 

 
R34. Workforce Councils 

 
a. Each Job Corps center must establish a Workforce Council whose members are 

appointed by the Center Director. 
 

b. The Workforce Council must include: 
 

1. Non-governmental and private sector employers 

2. Representatives of labor organizations, where present, and of employees 

3. Job Corps students and graduates 

4. In the case of the single State local area, a representative of the State Board 

c. A majority of the Workforce Council members must be business owners; chief 
executives or chief operating officers of nongovernmental employers; or other private 
sector employers who have substantial management, hiring, or policy responsibility, 
and who represent businesses with employment opportunities in the local area and the 
areas in which students will seek employment. 

 
d. The Workforce Council may include, or otherwise provide for consultation with, 

employers from outside the local area who are likely to hire a significant number of 
students from the Job Corps center. 

 
e. The Workforce Council may also include members of applicable local boards, provided 

they meet the requirements described in b and c above. 
 

f. Workforce Council Responsibilities 
 

1. Work closely with all applicable local boards and review labor market information 
to determine and provide recommendations to the Regional Office regarding the 
center’s career technical training offerings, including identification of emerging 
occupations suitable for training. 

 
2. Review all relevant labor market information, including related information in the 
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State Plan or Local Plan, to: 
(a) Recommend in-demand industry sectors or occupations in the area where the 

center operates. 
(b) Determine employment opportunities in the areas in which students intend to 

seek employment. 
(c) Determine the skills and education necessary to obtain the identified 

employment. 
(d) Recommend to the Secretary the type of career and technical training that 

should be implemented at the center to enable students to obtain the 
employment opportunities identified. 

 
3. Meet at least once every six months to reevaluate the labor market information and 

other relevant information, to determine and recommend to the center director any 
necessary changes in the career technical training provided at the center. 

 
g. The responsibilities outlined above should be carried out for Job Corps centers that are 

not yet operating at least 3 months prior to the date on which the center accepts its first 
enrollee. 

 
R35. Partnerships/Resources for Individuals with Disabilities 

a. Each center must develop resources and partnerships with outside agencies and 
programs that will assist the center in serving students with disabilities. Special focus 
should be given to developing resources and partnerships that can assist the center in 
identifying or providing accommodation support that promotes student independence 
and employability. 

 
b. The Business and Community Liaison staff and other appropriate staff should be 

involved in this process. 
 

c. Each center will document efforts to develop resources/partners by completing the 
Disability Partnership Tool available on the Job Corps Disability website or their 
customized Disability Partnership Tool available from their Regional Disability 
Coordinator. 

 
R36. Monthly Meetings with Center Director 

 
The Center Director must meet monthly with the Center Physician and Center Mental 
Health Consultant to discuss clinical and organizational issues. 

 
R37. Readily Achievable Barrier Removal 

 
Each center must consider readily achievable barrier removal—things center staff can do to 
make the center more physically accessible that are easily accomplishable and able to be 
carried out without much difficulty or expense. To accomplish this, centers must complete 
the (a link to this checklist is available on the Job Corps Disability website). 
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a. Determine potential improvements to the programmatic accessibility (e.g., 

communication options such as audio tapes, large print, etc.; center’s public materials 
contain a statement that reflects a commitment to providing reasonable 
accommodations for all of their programs, etc.) of the center, staff by completing the 
program Center Accessibility Tool (this document is available on the Job Corps 
Disability website). 

 
b. Develop an accessibility plan with priorities and next steps based on the results of the 

ADA Checklist for Readily Achievable Barrier Removal and Center Accessibility Tool. 
The plan will be used as a tool for center staff to think about the simple things that can 
be done to ensure that students with disabilities can access/participate in the program on 
an equal basis with students without disabilities. This plan is not intended to be used to 
determine compliance for new construction or facilities being altered and is separate 
from the center’s facility survey requirement in Chapter 5, Section 5.8, R2. 

 
c. The accessibility plan will be reviewed and updated annually by June 30 (see Exhibit 5-

2). 

d. The safety and facilities maintenance staff should play a primary role in completing the 
plan with support from managers in all areas. 

R38. Use of Students for Assistance during Emergencies 

a. Job Corps USDA Forest Service Civilian Conservation Centers (CCC) may, as 
necessary, provide emergency assistance, if requested by public officials, in response to 
national, state, and local disasters. 

 
1. Such service shall be provided consistent with child labor laws. 

 
2. Participating students must be properly trained, equipped, supervised, and 

dispatched consistent with the standards for the conservation and rehabilitation of 
wildlife established under the Fish and Wildlife Coordination Act (16 U.S.C. 661 et 
seq) https://www.fws.gov/laws/lawsdigest/fwcoord.html. 

 
b. The National Director may authorize a Job Corps center other than a Civilian 

Conservation Center to provide emergency assistance if requested by public officials, in 
response to disasters in their community. 

 
c. All students deployed during these situations must be volunteers and be at least 18 

years old or have parental consent to participate. 
 

1. Except during community-wide relief activities, no student shall participate in 
emergency relief on private property or where the actions would result in private 
profit. 

https://www.fws.gov/laws/lawsdigest/fwcoord.html
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2. No student shall participate in emergency relief connected with labor shortages, 
strikes, riots, or civil disturbances. 

 
R39. Civilian Conservation Center Forest Fire Suppression Activities 

 
Civilian Conservation Centers shall allow students to participate in forest fire suppression 
and camp crews when the student: 

 
a. Has completed the National Incident Management System IS-700 training camp crew 

or obtained the Firefighter Type 2 (FFT2) certification crew 
 

b. Is at least 18 years old and in good physical and mental condition; however, minors 
may participate on camp crews with non-suppression duties in accordance with agency 
policies 

 
c. Is paid by the benefiting organization at the same rate and provided with the same 

rotational schedule as other firefighters 
 

d. Works in mopping-up no more than five days after the fire is controlled 

e. Works no longer than a total of three consecutive weeks, without Regional Office 
approval 

f. Is counted as present for duty 

R40. Sexual Assault Prevention and Response 

Centers must: 
 

a. Establish a program for sexual assault prevention, counseling, treatment, and follow-up 
care. 

 
b. Develop a team response to sexual assault and involve center staff and outside 

resources. 
 

c. Report sexual assaults: 
 

1. To law enforcement authorities as required by state and local law 
 

2. As significant incidents (see Chapter 5, Section 5.4, Significant Incidents) in the 
SIR System 

 
 
 

R41. FECA/OWCP 
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a. Students are considered federal employees for purposes of the Office of Workers’ 
Compensation Programs (OWCP). OWCP benefits do not begin to accrue until the day 
following a student’s separation from the program. 

 
b. The center must complete the appropriate OWCP form(s) whenever a student is injured, 

develops an occupationally related illness, or dies while in the performance of duty. 
The center must immediately comply with the procedures set out in the regulations at 
20 CFR Chapter 1. The CA form portion of the Employee’s Compensation Operations 
and Management Portal (ECOMP) form and a copy of the ETA Form 6-61 (Notice of 
Student Separation) must be filed with the OWCP district office only when the injury 
or illness results in separation and consent is received from the Office of Job Corps. 
When separation does not occur, such forms must be maintained in the student’s health 
record. 

 
c. If the student dies while in Job Corps, the center must: 

 
1. Inform the next of kin of any possible FECA benefits if death occurred during the 

performance of duty. If the student did not die during the performance of duty, the 
government shall pay only for expenses involved in the preparation and 
transportation of the remains to a mortuary in the area selected by the next of kin, 
within the United States and its possessions. 

2. Arrange for burial at a site close to the center and at a cost not to exceed the amount 
authorized in Section 8134(a) of the Federal Employees’ Compensation Act 
(https://www.gpo.gov/fdsys/pkg/CFR-2011-title20-vol1/pdf/CFR-2011-title20-
vol1-part10.pdf ) in the event that the next of kin refuses to accept the remains. 

 
3. Provide the Office of Job Corps with documentation authorizing OWCP eligibility. 

If next of kin is eligible for benefits, further review by the Office of Job Corps shall 
determine if any additional gratuity payments, not to exceed $10,000 in accordance 
with Section 651 of Public Law 104-208 (The Omnibus Consolidated 
Appropriations Act, https://www.gpo.gov/fdsys/pkg/PLAW-
104publ208/pdf/PLAW-104publ208.pdf), shall be awarded. 

 
R42. Identification of Local Child Care Resources 

 
a. Centers must promote the development and implementation of local linkages for child 

care for students to the maximum extent feasible. 
 

b. Centers located in areas where local child care programs cannot meet student needs, 
and which have space and non-Job Corps funding sources for child care, may request 
approval to establish on-center child development programs, in accordance with 
requirements in Appendix 509 (Job Corps Child Development Programs). 

 
R43. Equal Employment Opportunity/Civil Rights 

https://www.gpo.gov/fdsys/pkg/CFR-2011-title20-vol1/pdf/CFR-2011-title20-
https://www.gpo.gov/fdsys/pkg/CFR-2011-title20-vol1/pdf/CFR-2011-title20-
https://www.gpo.gov/fdsys/pkg/PLAW-
https://www.gpo.gov/fdsys/pkg/PLAW-
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Center operators and OA/CTS contractors must: 
 

a. Submit an affirmative-action plan to the Regional Office for approval within 90 days of 
contract award in accordance with Chapter 6, Appendix 602 (Civil Rights and 
Nondiscrimination). 

 
b. Submit a plan to employ and advance the employment of veterans to the Regional 

Office for approval within 90 days of contract award in accordance with Public Law 
107-228 HR 4015, Section 2. 4215 (priority of service for veterans in Department of 
Labor job training programs), Part b (Employment of Veterans with Respect to Federal 
Contracts). 
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5.2 PERSONNEL  

REQUIREMENTS 
 

R1.  Organization and Staffing 
 

a. Center operators and Outreach and Admissions/Career Transition Services (OA/CTS) 
contractors must: 

 
1. Develop and submit a staffing plan (organizational chart) to the Regional Office for 

approval within 90 days of contract award. 

2. Submit current job position descriptions for Regional Office approval within 90 
days of contract award. 

b. Federal agency operators must develop and submit a staffing plan (organizational chart) 
to the Office of Job Corps and Regional Offices annually. 

R2.  Staffing Ratios 
 

Center Operators must comply with the following staffing requirements: 
 

a. The student-to-teacher ratio for academic instructional activities is 18:1. Career 
Technical Training (CTT) program ratios will remain in accordance with the Master 
Program List, which is located within the CTT Resources section of the Job Corps 
Community website. Student-to-teacher ratios may not be changed except through the 
written approval of the Office of Job Corps. For purposes of defining CTT training 
slots, one basic program CTT student is equivalent to two CTT training slots. 
Therefore, a 15:1 student-to-teacher ratio is equivalent to a 30:1 slot-to-teacher ratio. 
One full-time CTT Advanced Training (AT) and Advanced Career Training (ACT) 
student is counted as one full time CTT training slot. Student-to-staff ratios for 
nationally contracted training (NTC) programs must be in accordance with contract 
provisions. 

 
b. Student-to-staff ratios for National Training Contract (NTC) programs must be in 

accordance with contract provisions. 
 

c. Minimum staffing levels for health programs are specified in Chapter 5, Exhibit 5-5 
(Center Health Services Staffing Requirements). 

 
d. All other staffing levels must be based on center configuration and must be approved 

by the Regional Office. 
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R3.  Health Services Staffing 
 

Centers must: 
 

a. Ensure that health services staffing is in compliance with the staffing levels presented 
in Exhibit 5-5 (Center Health Services Staffing Requirements) and the minimum staff 
qualifications identified in Exhibit 5-3 (Minimum Staff Qualifications). 

 
b. For contract centers, employ or subcontract with medical, Trainee Employee Assistance 

Program (TEAP), and mental health professionals who are subject to the prior approval 
of the Regional Office, in consultation with the Regional Health Specialists. 

 
c. For USDA Forest Service Civilian Conservation Centers (CCCs), employ or 

subcontract with medical, TEAP, and mental health professionals that are subject to the 
prior approval of the National Office, in consultation with the Regional Health 
Specialists. 

 
Ensure that a health professional cannot serve as a consultant to, or an employee of, two or more 
Job Corps-related entities concurrently, when one entity has review and/or oversight 
responsibilities over the other(s). (Entities include Job Corps centers, health support contractors, 
and center operators.) 
R4.  Personnel Policies 

Center Operators and OA/CTS contractors must: 

a. Develop and implement personnel management policies to include hiring, supervision, 
evaluation, conduct, and disciplinary procedures. 

 
1. Policies must address any instances of cheating. 

 
2. The Employee Handbook must clearly state the consequences for cheating. 

 
b. Define standards for acceptable and unacceptable behavior between students and staff 

that protect individuals from exploitative, coercive, and traumatic experiences. Ensure 
that center rules for acceptable and unacceptable behavior are communicated equally, 
understood, and applied to all staff members. These rules, which should be included in 
the Employee Handbook, must provide a clear explanation and rationale for appropriate 
and inappropriate behavior, and clearly state the consequences for unacceptable staff 
behavior. Staff should know the legal consequences of unacceptable behavior, if 
applicable. 

 
c. Establish labor management relations in accordance with agency guidelines for 

federally operated centers and in accordance with the provisions of the National Labor 
Relations Act for contractors. The U.S. Department of Labor will not undertake 
conciliation, mediation, or arbitration of organizations, nor will Job Corps pay legal or 
other fees generated by such disputes as direct costs against contracts. 
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d. Develop and implement volunteer management policies to include volunteer screening, 

training, and supervision. At a minimum, plans should include background checks for 
all volunteers in accordance with state laws, and plans to ensure volunteers are covered 
by the contractor’s liability insurance while they are performing their assigned tasks. 

 
R5.  Staff Qualifications 

 
a. Center and OA/CTS contractors must ensure that all staff that are hired meet the 

minimum qualifications specified in Exhibit 5-3 (Minimum Staff Qualifications). 
 

b. Center and OA/CTS contractors must request written approval or waivers from the 
Regional Director for the following: 

 
1. Hiring staff who do not meet minimum qualifications as specified in the approved 

position descriptions, in which case, a professional development plan must be 
submitted and updated annually 

 
2. Hiring relatives of current staff 

3. The appointment, continued assignment, or change in employment status of the 
Center Director, Project Director, or senior staff. This also includes all supervisory 
personnel who report directly to the Center Director. 

c. Regional Offices will not grant a waiver if it would negatively impact the center’s 
eligibility for accreditation or its ability to produce high school graduates. 

 
d. Federal agency operators must advise the Regional Office of changes in employment 

status of Center Directors and senior staff. 
 

e. Centers must request a waiver from the National Office prior to filling the following 
health and wellness positions if the minimum requirements set forth in Exhibit 5-3 are 
not met: 

 
1. Trainee Employee Assistance Program (TEAP) Specialist: A one-time, one-year 

waiver for the TEAP Specialist must include a professional development plan 
identifying the steps necessary to meet the minimum requirements within one year 
of employment. A copy of the license or certification must be shared with the 
National Office once obtained. If the license or certification is not achieved within 
one year, the waiver is terminated, and the staff member can no longer be employed 
as the TEAP Specialist. 

 
2. Center Mental Health Consultant (CMHC): A one-time waiver may be issued for 

CMHCs with a master’s degree or higher in behavioral health, and a license to 
practice independently in the state. This one-time waiver will only be considered if 
there is unsuccessful recruitment for a clinical/counseling psychologist or clinical 
social worker. Those approved for the one-time waivers will not be required to have 
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a professional development plan. 
 

Providers must meet all requirements for license renewal to maintain an active 
license as set forth by their state boards. The one-time waiver for the CMHC covers 
the hiring period and is automatically renewed on an annual basis. 

 
f. Centers must request a waiver from the National Office prior to hiring the following 

health and wellness positions if the minimum coverage requirements set forth in 
Exhibit 5-5 are not met: 

 
1. Nurse Practitioner (NP): A one-time waiver for the NP may be requested if an NP 

assumes more coverage than 2 hours/100 students/week with supervision. The 
supervising physician will be the center’s Medical Director. This supervision 
arrangement must be clearly defined as part of the NP contract and in the 
collaborative agreement. 

 
An annual waiver for the NP may be requested in independent practice states, 
where an NP with an active Drug Enforcement Agency (DEA) registration could 
serve as Medical Director. 

2. Physician Assistant (PA): A one-time waiver for the PA may be requested if a PA 
assumes more coverage than 2 hours/100 students/week. Supervision is always 
required, and the supervising physician will be the center’s Medical Director. This 
supervision arrangement must be clearly defined as part of the PA contract and in 
the collaborative agreement. 

 
g. Regional Health Specialists will review all health and wellness staff waivers prior to 

National Office approval/denial of the request. 
 

R6. Background Checks and Credential Verification for Employees of Job Corps 
Contractors 

 
Center Operators and other Job Corps contractors, which include all subcontractors of a Job 
Corps contractor (collectively referred to below as “Job Corps Contractors”), must conduct 
a nationwide (to include all United States territories) criminal background check on all 
employees and all applicants for employment prior to making an offer of employment. 
Each background check and any employment decision based upon them must conform to 
the requirements set out below. Further, Job Corps Contractors must verify that all 
applicants receiving an employment offer and all employees have obtained all licenses, 
certifications, or other credentials required, and that the individual is in good standing with 
the licensing body for their profession. 

 
a. All criminal background checks must be conducted by a third-party background 

checking company in accordance with the Fair Credit Reporting Act, and result in a 
written report from the third-party company. 
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b. All criminal background checks must include a review of the history of all state 
(including United States territories) and Federal criminal convictions. 

1. Decisions on the employability of applicants and continued employment of 
employees must only be made on records of convictions, not arrest records or 
indictments. 

 
2. Consideration must be given to any conviction or release from incarceration during 

the 7 years prior to the date of the applicant’s application for employment or the 
initial employment date of an employee, except for convictions referenced in 
subparagraph c.1. below. 

 
c. Disqualifying convictions 

 
1. If an employee or applicant for employment has been convicted or adjudicated 

responsible as a juvenile of any of the crimes listed below, regardless of when the 
conviction or adjudication occurred, that employee or applicant cannot be employed 
by a Job Corps Contractor: 
(a) Murder; 
(b) Child Abuse; and 
(c) Rape or Sexual Assault. 

 
2. Health-and-wellness staff, or any other employee with access to prescription 

medications, cannot be employed by a Job Corps Contractor if they have been 
convicted of the following crimes: 
(a) Fraud, theft, larceny, and similar crimes involving deception; and 
(b) Drug-related offenses. 

 
d. If an employee or applicant for employment has been convicted or released from 

incarceration for a crime not identified in c.1., the Job Corps Contractor must determine 
the relevance of the record of conviction or release from incarceration to the duties of 
the position of the employee or position for which the applicant is applying. In making 
an employment decision, the Job Corps Contractor must use an individualized 
assessment for each applicant and employee. 

1. Individualized assessment means that the Job Corps Contractor must: 
(a) Inform the individual that he/she may be excluded because of past criminal 

conduct; 
(b) Provide an opportunity to the individual to present additional information 

regarding the criminal conduct and demonstrate that the exclusion does not 
properly apply to them; and 
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(c) Consider whether the additional information provided by the individual shows 
that the policy as applied is not job-related and consistent with business 
necessity. 

2. In doing an individualized assessment for an employee or applicant with criminal 
convictions, the Job Corps Contractor must consider the following: 
(a) Whether the conviction was a felony or a misdemeanor; 
(b) The nature of the conviction(s) and the facts underlying it, and whether they 

involve serious or repeated violence; 
(c) The amount and frequency of contact the employee has, or the applicant will 

have with students; 
(d) The age of the employee or applicant at the time of the conviction; 
(e) Whether the employee or applicant has a history of multiple convictions that 

suggests a pattern of criminal behavior or bad judgment; 
(f) The length of time between the conviction and/or completion of any sentence 

and the employee’s initial employment date or applicant’s application to work at 
the center; and 

(g) Any evidence of rehabilitation in the time period since the conviction. 
 

e. When asking questions about criminal records, inquiries must be consistent with 
business necessity. 

 
1. Questions must be limited to records for which exclusion or potential exclusion 

would be job related for the position in question. 
 

2. Information about applicants’ and employees’ criminal records must be kept 
confidential and used only for the purpose for which it was intended. 

 
f. For each employee or applicant hired, the Job Corps Contractor must document: 

 
1. That he/she conducted a background check according to the requirements above; 

 
2. What, if any information from the background check, factored into the Job Corps 

Contractor’s employment decision; and 

3. Details of the individualized assessment the Job Corps Contractor undertook in 
accordance with the above before making an employment decision based on the 
information from the background check. 

 
g. Job Corps Contractors must conduct a new background check for each employee every 

3 years. The documentation requirements in f. above apply. 
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h. Job Corps Contractors also must verify that all employees and applicants for 
employment or other individuals providing services under an agreement or contract 
have obtained all licenses, certifications, or other credentials required under state and 
Federal law, and that the individual is in good standing with the licensing body or 
regulatory authority for his/her profession. Job Corps Contractors must verify this 
information every 3 years. 

i. Requests for exceptions for the hiring or continuation of employment restrictions 
imposed by this policy must be made in writing to the National Director. The National 
Director may waive the requirements in this policy for an employee or applicant for 
employment based on compelling evidence that such an exception is in the best interest 
of Job Corps, and Job Corps students and staff. 

j. Job Corps Contractors may continue to use existing criminal background check 
procedures, provided those procedures are stricter than and do not conflict with the 
procedures outlined in the policy above. If a Job Corps Contractor’s existing policy is 
less stringent or inconsistent with the policy outlined above, the Job Corps Contractor 
must modify the policy so that it is in line with the requirements outlined above. 

 
R7.  Staff Coverage 

 
Center operators must provide coverage for staff absences for those positions that have 
direct staff/student interaction. Use of students or volunteers for this purpose is prohibited. 
All substitutes must be trained in safety procedures. 

 
R8.  Staff Performance Appraisal 

Center operators and OA/CTS contractors must develop a staff performance appraisal 
system that allows for documentation of staff competence, to include: 

a. Maintaining staff requirements specified in Exhibit 5-3 (Minimum Staff Qualifications) 

b. The areas listed in Exhibit 5-4 (Required Staff Training) 

c. Staff’s modeling, mentoring, and monitoring each of the eight Career Success 
Standards (CSS) 

 
d. Support of students’ career development goals, the zero-tolerance (ZT) policy, and 

student placement efforts 
 

R9.  Staff Training Documentation 
 

Centers and OA/CTS contractors must maintain up-to-date records of training completed 
by each employee. 
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R10. Center Occupational Safety and Health Orientation and Training 

 
In accordance with 29 CFR 1960.59 and the training (including information sharing) 
provisions of OSHA standards centers must provide the appropriate safety and 
occupational health training to students and staff, including specialized training appropriate 
to the training or work tasks performed. Centers operated by private contractors must 
comply with any additional protective State OSHA training provisions if they are located in 
a State Plan State. Center safety and health orientation and training must be included in the 
following: 

 
a. Introduction to Center Life (New Students) – Career Preparation Period (CPP) (see 

Chapter 3, Section 3.4, R1 and R3) 
 

b. New Staff Training (see Exhibit 5-4) 
 

c. Ongoing Staff Training 

The center must provide required occupational safety and health training included as 
part of the center’s annual training plan. Each plan must include anticipated 
occupational safety and health training needs, such as the anticipated number of staff 
members to be trained, where and when the training is to be performed, and the 
estimated cost (see Exhibit 5-4). 

d. Training Standards and Documentation 

Safety training must be conducted in accordance with any training (including 
information-sharing) requirements in current Occupational Safety and Health 
Administration (OSHA) standards in 29 CFR parts 1904 (recordkeeping), 1910 (general 
industry), 1926 (construction), 1928 (agriculture), and 1960 (federal agency programs), 
as applicable to the particular center, and DOL guidance provided by the National 
Office of Job Corps. Center Safety Officers must have and keep these standards, 
regulations, and policies on hand at all times. Further, all completed training must be 
properly documented and maintained on center in the individual’s personnel or 
continuing education file for up to three years, and one year beyond employment. 
Training records must be available upon request. 

 
e. Minimum Training Requirements for Center Safety Officers 

 
1. The Center Human Resources Manager must implement a professional 

development program (signed by the Center Director) for the Safety Officer that 
must include but is not limited to the courses listed in Exhibit 5-4. 

 
2. The Center Safety Officer must complete the Occupational Safety and Health for 

Other Federal Agencies course with expanded segment on accident/incident 
investigation training (OSHA 600) within the first 180 days of initial assignment. 
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3. The center operator and Center Director must ensure that the Safety Officer 

receives training in the remaining safety-related courses referenced in Exhibit 5-4 
within 18–24 months of appointment. 

 
4. In accordance with Chapter 5, Section 5.1, R12, annual advanced or refresher 

training must be provided to the center Safety Officer after basic required courses 
are completed. 

 
5. In accordance with Department of Labor Manual Series (DLMS) 4, Chapter 800, 

Paragraph 822, the Center Director must ensure that a written professional 
development plan is developed and implemented for the center Safety Officer. 
Further, all completed courses must be properly documented and maintained on 
center in the individual’s personnel or professional development file for the 
duration of employment, and one year beyond employment. Training records must 
be available upon request. 

 
R11. Disability-Related Staff Training 

Centers must provide disability-related staff training in accordance with Chapter 5, Exhibit 
5-4 (Required Staff Training). 

Additional guidance and tools for meeting all Disability Program requirements are 
available on the Job Corps Disability website. 

R12. Health-Related Staff Training 

Centers must provide health-related staff training to all center staff in accordance with 
Chapter 5, Exhibit 5-4 (Required Staff Training). 

 
Centers must provide specific health-related training in accordance with Chapter 5, Exhibit 
5-4 (Required Staff Training) to those Health and Wellness staff outlined in Chapter 5, 
Exhibit 5-5 (Center Health Services Staffing Requirements). 

 
Additional guidance and tools for meeting all Health and Wellness Program requirements 
are available on the Job Corps Health and Wellness website. 
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5.3 SAFETY AND SECURITY  

REQUIREMENTS 
 

R1.  Center Safety and Security Standard Operating Procedures 
 

a. Center operators must establish and comply with agreements with law enforcement, in 
accordance with the requirements of Sections R3 and R4 below. Center operators must 
submit these law enforcement agreements to the National Office of Job Corps (NOJC) 
and the Regional Offices (ROs) as required by Exhibit 5-2. 

 
b. Center operators must establish and comply with their Center Safety and Security 

Standard Operating Procedure (SOP). This SOP will supplement a local law 
enforcement agreement, or when necessary, govern how the center operator will 
respond to center security issues that are not addressed in a local law enforcement 
agreement. Center operators must submit these SOPs to the NOJC and the ROs as 
required by Exhibit 5-2. 

 
c. A Center Safety and Security SOP must address the following requirements: 

 
1. How it will regulate the entry, exit, and conduct of any person who seeks access to 

the campus, including students, staff, family, and visitors. The SOPs must include 
language indicating that a map of the campus will be displayed in a prominent 
location and will also be made readily available to law enforcement and medical 
personnel in emergency situations. 

 
2. How the center will handle, secure, and timely dispose of any illegal drugs and all 

weapons (as defined in Section R5 below) confiscated or otherwise found on center 
or in a center-sponsored activity that the local law enforcement agency will not 
retrieve. Disposal must be done in accordance with state and local law. Disposal of 
illegal drugs must be consistent with the center SOP on Medication Management. 

 
3. How the center operator will address the confiscation and return of weapons and 

items that are barred from Job Corps centers under R5 below, but that students may 
legally possess off-center, such as licensed or registered firearms. This procedure 
must align with R6 (d) below. 
(a) Such weapons and items must always be confiscated and must not be returned 

to the student while the student is still on center. 
(b) The Center Safety and Security SOP also must include what steps the 

center operator, in conjunction with local law enforcement where 
possible, will take to verify if the student complied with any 
registration and licensing requirements to possess the confiscated 
weapons or items. 

(c) Even if the student can legally possess a weapon or other prohibited 
item off center, the center still must sanction any student determined to 
have brought a weapon or other unauthorized good on center, 
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according to Exhibit 2-1. 
 

4. How the center operator will handle, secure, and, if necessary, timely dispose of 
other unauthorized goods prohibited from being on center in Section R5 below. 

 
5. How the center will record and track all illegal drugs and all weapons confiscated or 

otherwise found on center. The SOP must include the date the illegal drugs or 
weapons were found, the date(s) they were secured and where they were secured, 
and the date on which they were disposed or returned and how they were disposed 
or returned. If illegal drugs or weapons are found or confiscated from a student or 
staff member, this record must include the student’s or staff member’s name and 
identification number, how the illegal drugs or weapons were located, and what 
disciplinary actions the student or staff member faced following the discovery. 

 
6. The circumstances and process under which law enforcement will be contacted, 

consistent with Section R2 and any law enforcement agreement. 
 

7. How the center operator will return stolen property to its rightful owner. 

R2.  Requirement to Contact Local Authorities 

a. Center operators must report criminal incidents according to the terms of the law 
enforcement agreements described in R3 and R4. 

b. Regardless of the terms of the law enforcement agreements described in R3 and R4, 
center operators must contact local law enforcement if a serious crime or emergency 
occurs on center or in a center-sponsored activity. A serious crime includes, but is not 
limited to: 

 
1. A homicide 

 
2. A theft of a vehicle or other significant government-owned property 

 
3. An assault or battery 

 
4. A riot or similarly violent incident involving five or more students or persons 

 
5. A sexual assault or rape as defined under state law. Center operators also must 

comply with the requirements of Chapter 5, Section 5.1, R39 in dealing with sexual 
assaults and rapes. 

 
6. Unauthorized distribution of a controlled substance 

 
c. Center operators may not prohibit any center personnel or student from calling 911 or 

any law enforcement agency, and may not limit the personnel or students who may call 
911 or law enforcement. 
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R3. Agreements with Local Law Enforcement Agencies 
 

a. Pursuant to Job Corps’ regulations at 20 C.F.R. § 686.925(b), center operators must 
develop and maintain written cooperative agreements with its nearest local law 
enforcement agency. An up-to-date, unexpired agreement must be submitted to the 
NOJC and ROs on July 1 of each program year. The submitted agreement must reflect 
that the agreement will be in effect for that upcoming program year. 

 
These agreements must contain, at a minimum: 

 
1. The names of each center and of the local law enforcement agency 

 
2. The roles and responsibilities of the center operator and the local law enforcement 

agency, including at a minimum: 
(a) The circumstances and process under which the center’s operator will contact 

the local law enforcement agency consistent with the requirements of Sections 
R1 and R2 above. 

(b) How the center operator will handle, secure, and timely dispose of illegal drugs 
and all weapons confiscated or otherwise found on center or in a center-
sponsored activity, as well as the handling, securing, and, if necessary, disposal 
of any other unauthorized good prohibited from being on center in Section R5 
below. 
This portion of the agreement also should address how the center operator will 
work with local law enforcement to ensure that students have met the licensing 
and registration of items, such as firearms, that are barred from Job Corps 
centers under R5 below, but that students may otherwise legally possess. 

(c) A statement that the local law enforcement agency will be contacted for 
searches as required at Section R9 below. 

 
3. The expiration date for the agreement; 

 
4. The process for renewing, altering, or terminating the agreement; 

 
5. The signatures of the operator’s center director and an authorized signatory from 

the local law enforcement agency; 
 

6. The date the operator and the local law enforcement agency signed the agreement 
 

b. If the center operator is unable to reach an agreement with the local law enforcement 
agency, or the local law enforcement agency will not agree to address all of the topics 
described in subsection R3 (a) in its agreement, no later than the last day of each 
program year, the center must provide to the NOJC and ROs: 

 
1. Written evidence of the operator’s good faith effort to reach an agreement with the 

local law enforcement agency on all of these terms. For the purposes of this 
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requirement, a good faith effort is one in which the center operator makes a diligent 
and honest effort to obtain a local law enforcement agreement annually; and 

 
2. What, if any, agreement the center operator was able to reach with the local law 

enforcement agency. 
 

3. The portions of the SOP established as a supplement to or in place of a law 
enforcement agreement in accordance with R1. 

 
R4.  Agreements with Federal and State Law Enforcement Agencies 

 
a. Pursuant to Job Corps’ regulations at 20 C.F.R. § 686.925(b), center operators must 

establish agreements with federal and state law enforcement agencies for criminal 
enforcement purposes by reaching out to the local offices of state law enforcement and 
the Federal Bureau of Investigation (for contract centers) or Forest Service Law 
Enforcement for Job Corps Civilian Conservation Centers (CCCs). An up-to-date, 
unexpired agreement must be submitted to the NOJC and ROs on July 1 of each 
program year. The submitted agreement must reflect that the agreement will be in 
effect for that program year. Such agreements must contain the same terms described 
in Section R3 (a)(1)-(6) above; 

 
b. If the center operator is unable to reach an agreement with the local office of the federal 

or state law enforcement agency, or the local office of the federal or state law 
enforcement agency will not agree to address all of the topics described in subsection 
R3 (a)(1)–(6) in its agreement, no later than the last day of each program year, the 
center must provide to the NOJC and ROs: 

 
1. Written evidence of the operator’s good faith effort to reach an agreement with the 

local office of the federal or state law enforcement agency on all of these terms. 
For the purposes of this requirement, a good faith effort is one in which the center 
operator makes a diligent and honest effort to obtain a local law enforcement 
agreement annually; and 

 
2. What, if any, agreement the center operator was able to reach with the local office 

of the federal or state law enforcement agency. 
 

R5.  Unauthorized Goods 
 

Center operators must ensure that the following unauthorized goods are not permitted on 
center: 

 
a. Firearms and ammunition 

 
b. Explosives and incendiaries 

 
c. Knives 
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d. Homemade weapons 
 

e. All other weapons and instruments for which the primary use is to inflict injury 
 

f. Drugs, defined as any substance listed on any schedule of the Controlled Substances 
Act, including seeds and residue, except when the drug is possessed and used in 
accordance with a valid prescription; and drug paraphernalia 

 
Note: Under the Controlled Substances Act, no valid prescription can be provided for 
Schedule I drugs, including marijuana. 

 
g. Stolen property 

 
h. Alcohol 

 
i. Tobacco for minors 

 
j. Any other items that are illegal under state law or that could pose a danger to safety and 

security 

R6.  Disposal of Unauthorized Goods 

Center operators must dispose of unauthorized goods as follows: 

a. Stolen property must be returned to its rightful owner. 

b. Illegal drugs (as defined in R5.f, above) must be secured and disposed of according to 
agreements described in R3 and R4. Disposal of any substance not covered by an 
agreement described in R3 and R4 must be disposed of in accordance with state and 
local law, consistent with center SOPs on Medication Management and Center Safety 
and Security. 

c. Confiscated weapons (including firearms) must be secured and reported to law 
enforcement and disposed of according to agreements described in R3 and R4 and in 
accordance with the center operator’s Center Safety and Security SOPs. The center 
must track and record all weapons and illegal drugs, including: the individual’s name 
and his or her staff or student identification number, the date the illegal drugs or 
weapons were found, how they were located, disciplinary actions faced following the 
discovery, disposition of the illegal drugs or weapons and the date of disposition. 

 
d. When a student brings a weapon or potentially dangerous item that the student may 

legally own but is not permitted to possess on center, the item must be returned to the 
student according the student’s choice of either: 

 
1. Returning the item after the student is sent home in accordance with the student 

disciplinary process, by arranging a date on which the student may safely pick up 
the item; or 
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2. Mailing or shipping the item to an address where the student may later safely pick it 
up. 

 
If a student does not want the item returned or does not provide an address for return, 
the item shall be considered abandoned property and the center operator must dispose 
of it according to the requirements of its local law enforcement agreement and Center 
Safety and Security SOP. Center operators must comply with all PRH recording and 
reporting requirements for these items before making arrangements for their return. 

 
R7. Prohibition of Firearms 

 
Center operators must not allow anyone to bring a firearm onto a Job Corps Center except 
for: 

 
a. Licensed security personnel contracted by the center operator to provide security during 

distribution of student payroll; and 
 

b. Law enforcement personnel when: 

1. Providing security services to a Job Corps Center pursuant to a written agreement 
between the center operator and the relevant law enforcement agency outlining the 
terms and condition of the arrangement, which addresses licensure, firearms 
certification, type of firearm, and additional weapons requirements and verification 
requirements, including the law enforcement personnel’s duties at the center; or 

2. Employed by a center operator as center security personnel and acting within the 
scope of their duty, provided that such employment, including the use of their 
official firearm or other licensed firearm, is permitted by the relevant law 
enforcement agency. 

 
NOTE: Nothing in this policy prohibits law enforcement personnel from conducting 
official law enforcement activities, including the use of firearms in accordance with 
the established policy of that agency, in the line of duty, including when law 
enforcement personnel are in the line of duty and armed on a Job Corps center 
campus. 

 
R8.  Active Shooter Response 

 
An active shooter is defined as an individual actively engaged in killing/injuring or 
attempting to kill/injure people in a confined and populated area; in most cases, active 
shooters use firearm(s), and there is no pattern or method to their selection of victims. 

 
Upon discovery of an Active Shooter event, as soon as it is safe to do so, law enforcement 
(911) must be called, and communicate, “There is an Active Shooter event in progress.” 

 
The 911 call (from a safely concealed area) should provide the following information: 
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a. Description and possible location of suspect(s) if known 
 

b. Number and types of weapons 
 

c. Suspect’s direction of travel 

d. Location and condition of any victim(s) 
 

Safety and Security Officers and/or the person in charge must be prepared to meet and 
guide law enforcement officers if possible. The goal of law enforcement is to locate, 
isolate, and neutralize the shooter as quickly as possible to prevent any deaths or 
injuries. 

 
In response to an Active Shooter event, the guidelines listed below should be followed. 

 
1. Evacuate. If there is an accessible escape path, attempt to leave the premises 

(a) Have an escape route and plan in mind 
(b) Evacuate regardless of whether others agree to follow 
(c) Leave belongings behind 
(d) Help others escape, if possible 
(e) Prevent individuals from entering an area where the active shooter may be 
(f) Do not attempt to move wounded people 
(g) Call 911 when you are safe 
(h) Follow the instructions of any law enforcement officials/authorities 
(i) Keep your hands visible in the presence of law enforcement officials/authorities 

 
2. Hide Out. If evacuation is not an option, find a place to hide where the active 

shooter is less likely to go. Direct others into resident rooms or adjacent rooms, 
close the door and attempt to barricade the door. The hiding place should: 
(a) Be out of the active shooter’s view 
(b) Provide protection if shots are fired 
(c) Not entrap or restrict options for movement 

 
If the active shooter is nearby: 
• Lock the door 
• Silence your cell phone and/or other electronic devices 
• Turn off any source of noise (i.e., radios, televisions) 
• Hide behind large items (i.e., cabinets, desks) 
• Blockade the door with heavy furniture 
• Stay as low to the floor as possible and remain quiet 

 
If evacuation and hiding out are not options: 
• Remain calm 
• Call 911, if possible, to alert police to the active shooter’s location 
• If you cannot speak, leave the line open and allow the dispatcher to listen 

3. Take Action. If your life is in imminent danger, as a last resort, attempt to disrupt 
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and/or incapacitate the active shooter by: 
(a) Acting as aggressively as possible against the active shooter 
(b) Throwing items and improvising weapons 
(c) Yelling 
(d) Committing to your actions 

 
Announce an “All Clear” when the scene is declared safe by law enforcement 
officials/authorities. 

 
R9.  Search and Seizure 

 
Center operators shall conduct searches and seizures only in the following circumstances: 

 
a. General inspections of dorm rooms, lockers, and other center facilities may be 

conducted periodically. 
 

b. Searches for unauthorized goods may be conducted only when the Center Director 
believes such goods are being hidden on center. The reasons for the search must be 
documented. 

c. The scope of search may be no wider than what is necessary to accomplish the specific 
purpose of the search. Unauthorized goods found as a result of a search must be 
confiscated. 

d. A search of a person of an entire group of Job Corps students is prohibited when the 
information in the possession of Job Corps officials indicates that only some members, 
or less than all members, of the group are in possession of contraband that is prohibited 
on center property. 

 
e. Job Corps shall not conduct strip searches of students. If the Center Director believes a 

strip search of a student is necessary, local law enforcement authorities must be 
contacted and requested to perform the search. 

 
f. Searches for evidence of crime may be conducted for evidence in criminal prosecution. 

These must always be done by a law enforcement officer with a search warrant, except 
when delay would endanger the physical well-being of students. 

 
R10. Student Notification 

 
Center operators must notify all students of the center’s policies and procedures regarding 
unauthorized goods, and search and seizures. 



PRH Chapter 5: Management Services Page 5.3-9 
 

R11. Use of Physical Restraint and Isolation 
 

Center operators must: 
 

a. Limit use of physical restraint to only those situations that seriously threaten persons or 
property. Ensure that no student is restrained for more than one hour without at least 
verbal consultation and approval from a physician. Staff cannot use handcuffs, mace, 
pepper spray (or any derivatives) on students. Staff must be aware of and abide by any 
state laws regarding restraint and isolation. 

 
b. Use on-center isolation facilities for temporary segregation of students from their peers 

only when behavior constitutes an immediate threat to themselves, other persons, or 
property. 

 
A student placed in an isolation facility must be observed every 15 minutes and this 
observation must be documented on a signed log giving the exact time of observation 
and the signature of the staff member conducting the observation. Isolation cannot 
exceed 12 hours unless accompanied by a statement from the center physician that the 
isolation is not medically prohibited. 

R12. Student Vehicles 

Centers must not permit residential students to keep personal vehicles at Job Corps centers. 

R13. Safety Hotline Education 
 

Use of the Job Corps’ national, toll-free Safety Hotline is the right of all students, staff, and 
visitors on the Job Corps Center premises. To support hotline usage among all center 
stakeholders, centers must ensure: 

 
a. All staff are adequately trained, understanding how to support and respond to questions 

by students regarding the Safety Hotline. 
 

b. Response team members are trained to triage tips, perform follow-up actions, and 
provide updates in the web-based Safety Hotline portal. 

 
c. All students are introduced to the Safety Hotline during the Career Preparation Period 

through the Safety Hotline orientation video. 
 

d. All students receive a monthly reminder on the purpose and use of the hotline. 
 

e. Adequately promote the Safety Hotline by: 

1. Providing wallet cards containing Safety Hotline information to each student during 
CPP. 

2. Promoting the use of the Safety Hotline App during CPP. 
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3. Provide wallet cards containing Safety Hotline information to each staff member 
upon hire. 

 
4. Post Safety Hotline information in dormitory community areas and other high 

traffic areas and gathering spaces at the center. 
 

R14. Response Team Composition and Functions 
 

a. Response Team members have a unique username and password (i.e., no shared 
accounts) within the hotline system provided by Job Corps. 

 
b. Each center must have a minimum of four (4) staff on the Response Team with system 

access who Safety Hotline operators can contact, as needed, to respond to tips. The 
Response Team must include the following key personnel: 

 
1. Center Director 

 
2. Health and Wellness Director or other Registered Nurse 

c. Contact information for Response Team members must be reviewed monthly and 
updated as changes occur. 

d. Centers must investigate each Safety Hotline tip and use the hotline system provided by 
Job Corps to: 

1. Acknowledge the tip by placing the incident into “Confirmed Status” within 24 
hours. 

 
2. Initiate appropriate action to resolve the tip within 7 days. 

 
3. Place the tip into “Resolved” Status within 7 days. 

 
4. Respond within 24 hours to Regional or National Office requests for information 

related to tips or investigations. 
 

R15. Protection Against Retaliation 
 

Centers must ensure that students, operator staff and authorized on-center visitors have 
access to the safety hotline and can use it without fear of retribution, isolation, or retaliation 
by peers or operator staff. Center operators are charged with protecting the integrity of the 
Safety Hotline and must ensure: 

 
a. Students, operator staff, and authorized visitors are to be protected from retaliation for 

using the hotline. Such stakeholders are to be protected from retaliation for using the 
hotline regardless of the ultimate outcome or result of the underlying complaint or tip 
reported to the hotline, so long as the hotline was used in good faith. 
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b. Retaliation by center staff against students, other staff, or authorized visitors based on 

actual or suspected use of the hotline is prohibited. Retaliation includes any conduct 
intended to dissuade a reasonable person from using the hotline, including but not 
limited to, confronting the individual outside of the Center’s investigation (discussed 
below), name calling, removing privileges or imposing punishments. 

 
c. Suspected retaliation must be reported to the hotline. Center staff that receive a 

complaint of retaliation must report the retaliation through the hotline. The operator of 
the hotline will route complaints and tips to the Office of Job Corps and/or the center 
operator in question, as determined by contract or agreement between DOL and the 
hotline operator. 

 
d. If Center staff receive notice either through the operator of the hotline or through Job 

Corps that a complaint of alleged retaliation was received, center operators are required 
to conduct an investigation. The investigation must: 

 
1. Commence within three days and be conducted promptly after the center operator 

receives notice of the complaint as described above. 

2. Be conducted exclusively by Center staff that are not supervised by or otherwise 
within the responsibility of the subject of the complaint, if the subject of the 
complaint is a supervisor. In the event that the subject of the complaint is the 
Center Director, Deputy Center Director, or Health and Wellness staff, the 
investigation shall proceed as directed by the Job Corps Regional Office. 

 
3. The results of the investigation must be provided to the Job Corps Regional Office. 

 
4. Appropriate disciplinary steps must be taken by the center operator according to the 

operator’s policies if the investigation concludes that retaliation occurred. 
 

e. Job Corps’ Protection Against Retaliation Policy in no way alters or limits rights that 
students, operator staff, or visitors would otherwise have under federal or state law, 
Department of Labor regulations, or Department of Labor policies, including the PRH. 
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5.4 SIGNIFICANT INCIDENTS  

REQUIREMENTS 
 

R1.  Management 
 

Center and Outreach and Admission/Career Transition Services (OA/CTS) contractor 
management must: 

 
a. Investigate each significant incident 

b. Initiate appropriate action to resolve the incident 

c. Identify and implement appropriate procedures to prevent recurrence, to the maximum 
extent possible 

R2.  Reportable Events 

Centers and OA/CTS contractors must report the following types of significant incidents to 
the National and Regional Offices: 

 
a. Death or work/training-related hospitalization of one or more active students or on-duty 

staff in one incident, work/training related amputations, and work/training related losses 
of an eye 

 
b. Serious illness, or serious injury** (e.g., epidemic, hospitalization, emergency room 

treatment requiring hospital admission or surgery, reaction to medication/ 
immunization) to an active student and/or on-duty staff member 

 
c. Physical assault 

 
d. Inappropriate sexual behavior 

 
e. Indication that a student is a danger to himself/herself or others 

 
f. Incident requiring law-enforcement involvement 

 
g. Incident involving illegal activity 

 
h. Arrest of current student or on-duty staff member 

 
i. Motor vehicle accident involving injuries, or damage to a center vehicle 

 
j. Theft or damage to center, staff, or student property 

 
k. Incident threatening to close down the center or disrupt the center’s operation 
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l. Incident involving a missing minor student 
 

m. Any facilities issue such as utilities outages, effects of storms, fire damage, etc., that 
results in disruption of the center’s operation 

 
n. Any infraction identified in Exhibit 2-1, Infraction Levels, Definitions, and Appropriate 

Center Actions, requiring a(n) SIR 
 

** Please see Chapter 5, Section 5.9, R15.b for a detailed classification of serious medical 
injuries. 

 
R3.  Incidents Requiring Immediate Contact with the Appropriate Regional Office 

 
Centers must immediately report within 2 hours of center management becoming aware of 
the incident, described below, to the appropriate Regional Office, by either telephone or 
text messaging, and by e-mail. Regional Offices will notify centers and corporate offices of 
the appropriate points of contact for reporting these incidents. 

 
a. Death of an active student. Job Corps centers must also immediately contact the Office 

of Workers’ Compensation Programs (OWCP) and send the entire student personnel 
record (including sealed health record) to the Office of Job Corps by signature-required 
mail or delivery within 10 days. The sealed health record must include OWCP forms 
and written notification of death, plus the death certificate and autopsy and toxicology 
reports if available. 

 
b. Death of a staff member on-duty 

 
c. Hospitalization of one or more active students and/or on-duty staff in one incident, 

work/training related amputations, and work/training related losses of an eye 
 

d. Any incident: 
 

1. Requiring law enforcement involvement (If the incident involves a minor student 
and requires law enforcement involvement, then centers must notify his/her parents 
immediately.) 

 
2. Involving a missing minor student 

 
3. With the potential to garner negative media attention 

 
4. Where substantial property damage has occurred 

 
R4. Incidents That Require Occupational Safety and Health Administration (OSHA) 

Notification 
 

Centers operated by private contractors in states without an OSHA-approved State plan, on 
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federal enclaves in states with an OSHA-approved State plan states (see d below), and 
centers operated by a federal agency, wherever located, must report the following incidents 
to OSHA within the specified timeframes in accordance with 29 CFR 1904.39(a): 

 
a. Death of an active student as a result of an incident that occurs on center within 8 

hours of the death. 
 

b. Death of a staff member as a result of a work-related incident within 8 hours of 
the death. 

 
c. Hospitalization of one or more active students and/or staff, work/training related 

amputations, and work/training related losses of an eye within 24 hours of the 
incident. 

Centers must report any fatality, in-patient hospitalization, amputation, or loss of an eye by 
one of the following methods: 

 
i. Telephone, or go in person to, the OSHA Area Office nearest to the site of the 

incident; 
ii. Telephone the OSHA toll-free central telephone number, 800-321-OSHA (800-

321-6742); or 
iii. Go online at https://www.osha.gov/pls/ser/serform.html. 

Should no one answer the National toll free number you must leave a telephone message 
with the following information: 

1. Establishment name 
 

2. The location of the incident 
 

3. The time of the incident 
 

4. The type of reportable event (i.e., fatality, in-patient hospitalization, amputation., 
or loss of an eye) 

 
5. The number and names of any students and/or staff who had a reportable event 

 
6. Your contact person and his or her phone number 

 
7. A brief description of the incident 

 
d. Centers operated by private contractors in states with OSHA-approved State 

Plans must notify the State Plan Agency of the same incidents in the same manner. 
However, if the center is in a federal enclave where the Federal Government has 
exclusive jurisdiction the incident must be reported to federal OSHA, as set forth 
above. 

https://www.osha.gov/pls/ser/serform.html
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e. Centers must maintain a record of notification on center for a period of three 
years. 

 
R5.  Incidents Requiring Electronic Submission of Significant Incident Report 

 
All incidents outlined in R2, above, must be reported through the web-based Significant 
Incident Reporting (SIR) System. Centers should contact the appropriate Regional Office if 
there is confusion as to whether a(n) SIR should be submitted. 

 
Centers must: 

 
a. Submit an initial SIR, even if a resolution has not yet been determined for the 

students/staff involved, according to the timelines below. 
 

1. Within 6 hours of the center being made aware of an active student or on-duty staff 
death 

 
2. Within 24 hours of the center being made aware of other incidents 

b. Continue to submit supplemental reports monthly, or more frequently, if new 
information is obtained, until a final report has been submitted. Until a report is 
submitted as final, a supplemental report, at minimal, is required every 30 days 
following the submission of the initial report. 

c. In the event that a student suffers an injury while on duty or on an authorized day pass, 
record the incident in Employees’ Compensation Operations and Management Portal 
(ECOMP) within seven calendar days (including weekends) of supervisor notification. 
ECOMP information, including Internal Control Number (ICN), must be added to 
victim and/or perpetrator information with the initial SIR, or as soon as it is available. 

 
d. In the event that a staff member suffers a work-related injury or occupational 

illness/disease, record the incident in ECOMP (OSHA 301, and OSHA 300 if 
applicable, only) within seven calendar days of supervisor notification. ECOMP 
information, including ICN, must be included in the narrative portion of the report with 
the initial SIR, or as soon as it is available. 

 
R6.  Usernames and Passwords 

 
Each staff member who is responsible for submitting SIRs through the web-based system is 
required to have a unique username and password. 

 
a. Basic Users: These are users who may enter information but may not approve/submit a 

SIR to Job Corps National/Regional Offices. 
 

b. Advanced Users: These are users who may enter, approve, and submit a SIR. Each 
center must have at least two Advanced Users. An Advanced User can enter and submit 
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a SIR to Job Corps National/Regional Offices without approval from the Center 
Director or another staff member. 

 
R7.  Display of Student Identifying Information 

 
To ensure student privacy, centers must not use student first and last names in the 
“Description of Incident” field in the SIR. Instead, centers should use the terms “Victim 1,” 
“Victim 2,” “Perpetrator 1,” “Perpetrator 2,” etc., when describing the incident. 
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5.5 PROCUREMENT  

REQUIREMENTS 
 

R1.  Procurement 
 

Center operators and Outreach and Admissions (OA)/Career Transition Services (CTS) 
contractors must follow all applicable procurement regulations, to include those contained 
in the Federal Acquisition Regulations (FAR), Department of Labor Acquisition Standards, 
Office of Management and Budget (OMB) Circulars, and Executive Orders (EO). 

 
R2.  Internal Controls 

Center operators and OA/CTS contractors must: 

a. Develop written procedures to procure materials and services on a timely basis and 
submit these procedures to the Contracting Officer as part of the standard operating 
procedures. Federal agency centers must use established agency procedures for 
procurement of materials and services (see Exhibit 5-1, Standard Operating 
Procedures). 

 
b. Communicate procurement rules and procedures to all staff members involved in the 

purchase, receipt, custody, oversight, documentation, or inventory of materials and 
services. 

 
c. Establish systems for the periodic self-evaluation of procurement activities to ensure 

integrity, accountability, and prevention of fraud, waste, and abuse. 
 

R3.  Reporting 
 

Center operators and OA/CTS contractors must submit subcontracting reports in 
accordance with the reporting requirements and schedule described in Exhibit 5-2 (Plan 
and Report Submission Requirements). 
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5.6 PROPERTY  

REQUIREMENTS 
 

R1.  Receipt and Control of Property 
 

a. Ensure that all supplies and equipment are received and signed into custody by persons 
other than those who authorize purchases. 

 
b. Receive Safety Data Sheets (SDS) for all potentially hazardous material and distribute 

them to appropriate departments. 

c. Develop and maintain an inventory system to account for all expendable property in 
accordance with procedures in Employment Training Administration (ETA) 359, ETA 
Property Management Handbook. 

d. Maintain an inventory system to account for all non-expendable property through the 
use of the Electronic Property Management System (EPMS). 

 
e. Conduct a thorough inventory of non-expendable property annually and report the 

results to the Contracting Officer. 
 

f. Conduct a thorough inventory of all expendable property quarterly. 
 

R2.  Medical Equipment and Supplies 
 

The center must: 
 

a. Provide necessary equipment and supplies for routine and emergency delivery of basic 
medical and mental health services. All such equipment must comply with federal and 
state requirements. Emergency supplies must include all items listed in PRH Chapter 2, 
Section 2.3, R2j. 

b. Purchase from government supply service centers (General Services Administration 
[GSA], Health and Human Services [HHS], Veteran Administration [VA]), whenever 
possible. 
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5.7 FINANCIAL MANAGEMENT  

REQUIREMENTS 
 

R1.  Budgeting 
 

Center operators and Outreach and Admission (OA)/Career Transition Services (CTS) 
contractors must assure that budgets are developed, prepared, revised, and submitted in 
accordance with the requirements contained in Appendices 502 (Financial Management for 
Center Contracts) and 503 (Job Corps Outreach/Admissions and Career Transition Services 
Cost Reporting and Budgeting Requirements). 

 
R2.  Financial Reporting 

Center operators and OA/CTS contractors must assure that required monthly reports are 
prepared and submitted, on time, in accordance with the requirements contained in 
Appendices 502 and 503. 

 
R3.  Vouchering 

 
Center operators and OA/CTS contractors must submit vouchers for the reimbursement of 
expenses, on time, in accordance with the procedures outlined in Appendices 502 and 503. 

 
R4.  Internal Controls 

 
Center operators and OA/CTS contractors must: 

 
a. Establish internal controls to provide reasonable assurance that: 

 
1. Management is made aware at an early stage of any situation in which available 

funding for contracted services is not adequate to secure the delivery of such 
services. 

 
2. The integrity of the funds provided by the government is not being compromised. 

 
3. Assets are properly safeguarded. 

 
b. Submit written descriptions of control procedures to the Contracting Officer as part of 

the standard operating procedures in accordance with the schedule shown in Exhibit 5-1 
(Standard Operating Procedures). Control procedures must include: 

 
1. Separation of duties 

 
2. Approval requirements 

 
3. Documentation requirements 
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c. Establish procedures to regularly communicate budgetary goals and rates of expenditure 
to management staff who have responsibility for authorizing expenditures. 

 
R5.  Student Benefit Fund 

 
Conduct an annual audit of the Student Benefit Fund to assure that the requirements listed 
in Chapter 2, Section 2.2, R10 (Student Benefit Fund) are met. 

 
R6.  Sale of Center-Produced Goods and Services 

 
The sale of goods produced or services rendered by students or at Job Corps centers is 
prohibited except in the following cases: 

 
a. Objects or services may be sold at cost to students or center employees. For USDA 

Forest Service Civilian Conservation Centers (CCCs), sales to staff must be in 
accordance with approved agency policy. 

 
b. Objects or services may be sold in the community when both of the following criteria 

are met: 

1. The sale of such products or services does not represent unfair competition with 
private sources in the area. 

2. The center has received approval from the Regional Office. 

c. Vehicle repair services may be offered only when the following additional conditions 
are met: 

 
1. Such services are made available to staff and the general public on an equal basis. 

 
2. Vehicles serviced are selected on a first come, first served basis. 

 
3. Prior to acceptance for service of any vehicle, the owner signs an agreement 

relieving the Department of Labor of any responsibility for damage, and agreeing to 
pay for all parts and materials. 

 
4. Repair services shall not be provided to rebuild vehicles purchased for speculation 

or resale. 
 

5. Repair of vehicles owned by non-center Department of Labor and non-center 
federal employees of operating agencies is prohibited. 

 
d. The proceeds from the sale of goods must be credited to the cost category for the 

purchase of the materials. 
 

e. Students cannot sell arts and crafts objects made with center-provided materials for 
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personal profit. 
 

f. The sale of objects made with materials purchased by the Student Benefit Fund is 
permitted only if proceeds are credited to the Student Benefit Fund. 

 
R7.  Taxation of Job Corps Contractors by States or Localities 

 
If state or local taxes are levied on a center or OA/CTS contractor, the contractor must 
follow the procedures set forth in Appendix 504 (Taxation of Job Corps Contractors by 
States or Subdivisions Thereof). 

 
R8.  Use of Funds for Maintenance and Repairs 

 
a. Centers must use CRA funding for: 

 
1. Rehabilitating current Job Corps facilities, modernizing instructional classrooms, 

and upgrading skills training spaces and buildings so that student instruction meets 
industry standards; 

 
2. Repairing buildings with structural deficiencies to address safety and health 

concerns; 

3. Executing emergency building repairs; 

4. Constructing new center buildings when further repairs are not cost effective; 

5. Repairing and replacing equipment; and 
 

6. Acquiring new sites and constructing new centers, as directed by Congress. 
 

b. Centers may use center operations funds for maintenance and repairs not identified 
above as requiring the use of CRA funds, collectively referred to as Operations and 
Maintenance (O&M) deficiencies. Priority must be given to life-safety O&M 
deficiencies. 

 
R9.  Travel Costs 

 
Centers must develop a system to provide economical transportation to enrolled students 
that includes: 

 
a. Using Federal credit cards or other means as prescribed by the Regional Office (RO) to 

ensure students arrive at their scheduled destinations using the safest, most economical 
mode of travel. 

 
b. Providing students with meal money in the amount of $5 for each six hours of expected 

travel status. Reimbursement will be requested in accordance with procedures issued by 
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the RO. 
 

R10. Monitoring and Reporting Travel Costs 
 

a. The ROs receive invoices from the travel creditor on a monthly basis. Statements 
should be reviewed immediately by designated RO staff for accuracy and proper use 
of the card. The RO will forward a copy of each center’s account statement to the 
center for review. Any discrepancies with their travel records must be reconciled by 
the center, and reported to the RO within 25 calendar days of receipt of the statement 
by the RO. The RO will authorize payment and file dispute forms when necessary, 
within 30 days of receipt. All documentation must be maintained by the RO. 

 
b. ROs must review the 2110 Report for Center Contracts, Page 3 – Net Center Actual 

Expense – All Categories, Line 6 – Student Transportation/Meal Allowances to ensure 
costs are allowable and auditable. Note: Student transportation/meal allowance 
includes luggage fees. 

 
R11. Unused-Ticket Recovery 

Centers must develop a system to promptly identify and report any unused, lost, or stolen 
travel tickets in accordance with RO direction. Such tickets must be returned to the issuing 
agency for credit to the government travel account. When tickets are not returned or used, 
the center must document the amount of the ticket deducted from the student’s allowance. 

R12. Staff Travel 

Centers must ensure that staff travel expenses for escorts and other purposes are paid from 
center operating funds. 
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5.8 FACILITY OPERATIONS AND MAINTENANCE  

REQUIREMENTS 
 

R1.  Facilities Codes and Standards 
 

a. Legally Mandated Standards 
 

1. Code of Federal Regulations (CFR): 
(a) Occupational Safety and Health — 29 CFR Parts 1904, 1910, 1926, and 1960 
(b) Historical Preservation — 36 CFR Part 800 
(c) Architectural/Engineering (A/E) Design Requirements — 48 CFR Part 36 
(d) Disability/Accessibility — 28 CFR Part 36 
(e) Architectural Barriers Act Accessibility Standard (ABAAS) 

2. Building codes used in the United States (U.S.): 

Centers in federally owned buildings should make efforts to adhere to the most recent 
applicable building codes adopted by the state or local jurisdiction as well as laws 
related to landscaping, open space, storm water, building massing and orientation, and 
aesthetic considerations. Unless the lease states otherwise, centers located in leased 
buildings must adhere to the most recent applicable building codes adopted by the state 
or local jurisdiction in which the center is located. The center must have access to a 
copy of the relevant locally adopted building codes. 

 
Applicable codes may include, but are not limited to: 

(a) International Code Council International Codes including the International 
Green Construction Code 

(b) General Services Administration Public Building Service-P100, Facility 
Standards for the Public Buildings Service 

(c) National Fire Protection Association (NFPA), American Society of Heating 
Refrigeration and Air Conditioning Engineers (ASHRAE), National Roofing 
Contractor Association (NRCA), American Society of Mechanical Engineers 
(ASME) and other national consensus standards to the extent that is practicable 
and as necessary. 

(d) Life Safety Code — National Fire Protection Association (NFPA) 101 
 

b. Job Corps Standards 
 

1. Bathrooms and showers must be adequate in number, clean, brightly lit, odor-free, 
well ventilated, and adequately supplied. 

 
 

2. Residential buildings must provide sleeping rooms, bath and lounge facilities, 
appropriate administrative spaces, and lockable storage space for student belongings. 
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3. Counselors must be provided with private, secured offices with easy student access. 
 

4. Laundry facilities must be available for student use. 
 

5. Recreational facilities must include access to a gymnasium, multi-purpose recreation 
areas, and sports fields. 

 
6. Academic buildings must have adequate space for classrooms, computer labs, and 

learning resources. 
 

7. Career Technical Training (CTT) areas must have classroom and training space to 
satisfy the needs of each training program, and resemble the workplace to the extent 
possible. 

 
8. Dining and cafeteria facility must include a food preparation area, serving area, 

dining area, and storage areas. 
 

9. Health services facilities must include private medical examining rooms; a nurse’s 
station; separate infirmary space for males and females; a secure drug storage area; 
and private space for mental health consultations, physicians, and Trainee Employee 
Assistance Program (TEAP) specialists. 

10. Administrative areas must include general office and meeting space. 

11. Storage areas must include adequate, lockable storage to safeguard confidential 
records, supplies, equipment, and hazardous materials, and to secure excess property. 

 
12. Child development centers and residential parent/child programs must adhere to 

standards in Exhibit 5-9 (Facility Requirements for Child Development Centers and 
Residential Parent and/or Guardian/Child Programs). 

 
13. Furnishings must be in satisfactory condition, adequate in number, and appropriate 

for use. 
 

R2.  Facility Survey 
 

a. Purpose 
 

1. The Job Corps National Office issues procedures to conduct periodic facility 
surveys of centers. Facility surveys will be performed every three years based on 
Program Year except as directed by the Job Corps National Office. 

 
2. The purpose of the facility survey process is to assess and document the condition 

of facilities, identify deficient conditions, and provide recommendations and 
estimates for correction. These surveys serve as the primary method of assessing 
center conditions and planning future rehabilitation and repair projects. 
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3. All building deficiencies are classified and prioritized for rehabilitation and repair 

as follows (see R7 for sub-classifications and details): 
(a) Class I – Life safety and health (highest priority) 
(b) Class II – Code violation 
(c) Class III – Repair and replacement 
(d) Class IV – Programmatic needs 

The center must: 

1. Arrange for appropriate personnel to attend brief-in and brief-out. 
 

2. Provide the facility survey team easy access to all on-site buildings and structures. 
Provide access to roofs and non-permit required confined spaces through OSHA 
compliant means. 

 
3. Operate all equipment as necessary to perform the facility survey. 

4. Provide documentation of maintenance procedures, required inspections, plans and 
inventories, warranties, building modification projects, utilities, permits, citations, 
and other reports as requested by the facility survey. 

5. Participate in the facility survey process that includes: 
(a) Long-range planning 
(b) Review and discussion of the facility survey findings 
(c) Development and implementation of measures to meet Federal mandates such 

as, resource conservation, green initiatives and other environmental issues 
 

R3.  Facility Preventive and Corrective Maintenance Program 
 

a. Preventive and Corrective Maintenance Plan 
 

1. The Center Operator must develop and submit within 90 days of contract award and 
annually thereafter, a Preventive and Corrective Maintenance Plan, that must at 
minimum address the following: 
(a) Procedures for implementing a center corrective and preventive maintenance 

program by maintaining and repairing all buildings, grounds, roads, sidewalks, 
and equipment for which the center is responsible. 

(b) Procedures for ensuring all preventive maintenance requirements identified in 
Form 5-05 are addressed and documented in CMMS. 

(c) Procedures for handling emergency maintenance problems at all times including 
weekends, holidays, and after-hours. 

(d) Procedures for obtaining assistance to handle specialized emergency problems 
beyond the scope and/or expertise of maintenance personnel. 

(e) Procedures for implementing a Refrigerant Management Program (RMP) in 
accordance with EPA Section 608 (40 CFR Part 82, Subpart F) per PRH 
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Chapter 5 Section 5.13 R5. 
(f) Procedures for implementing a Lockout/Tagout Plan in accordance with 29 

CFR 1910.1447 per PRH Chapter 5 Section 5.1 R28. 
(g) Procedures for inspecting, repairing, encapsulating, and/or removing asbestos-

containing materials and/or lead-based paint; procedures for updating and 
maintaining an asbestos and/or lead-based paint O&M plan that meets Federal, 
state, and local jurisdiction requirements; and assigning qualified staff to 
manage the asbestos and/or lead-based paint program. 

(h) Procedure for ensuring qualified staff supervise students performing 
maintenance work as part of an approved career technical training program or 
center support program. 

(i) Procedures to ensure that deficiencies identified during preventive maintenance 
activities, during facilities rounds checks, identified by facility occupants, or 
identified in facility survey reports are documented and corrected, using a 
computerized maintenance management system (CMMS) to document the 
requirement and track to completion. 

(j) A list of qualified personnel and subcontractors who will be performing 
required preventive and corrective maintenance as well as cleaning of facilities, 
grounds, and equipment for which the Center is responsible. 

b. Use of CMMS for Management of Preventive and Corrective Maintenance 
Requirements 

1. The Center Operator must use a Government-provided commercial CMMS. The 
Center Operator will incur no costs for this system. The CMMS is vital to planning, 
scheduling, tracking, and documenting all preventive and corrective maintenance 
work activities for all facilities and building systems, including subcontracted work. 

 
2. The Center Operator must input a complete inventory of assets to be maintained 

into the CMMS. For every building system and fixture, operators must input in 
CMMS a unique asset item #, asset description, asset building location, asset 
classification, list of required maintenance tasks, description of each maintenance 
task, and frequency of maintenance. 

 
3. The Center Operator must use the CMMS to input, manage, schedule, and 

document status of all preventive and corrective maintenance work orders. 
 

4. The Center Operator must document completion of all preventive and corrective 
maintenance work orders with technician name and completion date. 

 
5. The Center Operator must develop CMMS preventive maintenance schedules for 

each applicable building system and fixture identified in Form 5-05, in the 
Preventive and Corrective Maintenance Plan and enter these preventive 
maintenance tasks into CMMS no later than 90 days from operating contract award 
and reviewed annually for accuracy and updated as necessary thereafter. Additional 
tasks shall be added by Center Operators as needed to ensure that all facilities and 



PRH Chapter 5: Management Services Page 5.8-5 
 

equipment on campus are maintained in accordance with applicable national, state, 
and local regulations and codes, manufacturer’s instructions, warranties, and 
industry standard. 

 
(a) CMMS preventive maintenance schedules shall include a list of required 

maintenance tasks, description of each task, frequency of maintenance, list of 
consumable products required for the maintenance activity, settings required for 
equipment, and list of tools required to perform the job safely. 

 
(b) Center Operators must reference Form 5-05 for minimum preventive 

maintenance frequencies and should schedule HVAC equipment that requires 
preventive maintenance to coincide with seasonal transition. 

 
(c) In accordance with Item 38a of Form 5-05, “Daily Visual Checks,” Center 

Operators shall also develop and implement daily job schedules in CMMS for 
equipment and systems to be inspected daily to ensure proper operations and 
that any anomalies or issues are documented and addressed. 

 
6. The Center Operator must ensure that the following is entered into CMMS: 

(a) Input, scheduling, completion, and closeout of corrective maintenance work 
requirements identified by Center students and staff or self-generated by 
maintenance staff. 

(b) Input, scheduling, completion, and closeout of work required for all CRA-
funded requirements including subcontracted work. 

(c) Input, scheduling, completion, and closeout of preventive maintenance work 
requirements in accordance with preventive and corrective maintenance plans. 

(d) Categorize scheduled corrective maintenance work requirements according to 
priority (i.e., emergency, urgent, routine). 

(e) Issue preventive and corrective maintenance work orders to maintenance staff 
via CMMS in accordance with relative priority. 

(f) Document preventive maintenance schedule steps completed by maintenance 
staff and entering the data in the CMMS (craftsperson name, work completed, 
date, duration, materials used). Preventive maintenance activities must be 
completed and closed in accordance with the preventive maintenance schedule. 

(g) Documenting corrective maintenance activities completed by maintenance staff 
and entering the data in CMMS (craftsperson name, work completed, date, 
duration, materials used such as belts and filters). Update CMMS when 
equipment is replaced to include asset identification, upload of relevant 
documents including warranties and O&M manuals, and update of job 
schedules in accordance with O&M manuals. 

 
7. The Center Operator must prepare a yearly report from the CMMS system detailing 

the progress in completing identified preventive and corrective maintenance 
deficiencies. This report must be submitted annually through the CRA system (see 
Exhibit 5-2 and PRH Chapter 5 Section 5.1 R13). 
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c. Maintenance Staffing Requirements 

 
1. The Operator of a Job Corps Center shall ensure they have a sufficient staff of 

qualified personnel and subcontractors for preventive and corrective maintenance 
and cleaning of facilities, grounds, and equipment for which the Center is 
responsible. 

 
2. In addition to having maintenance personnel available 24 hours per day to handle 

emergency situations, the Operator must be prepared to handle emergency problems 
beyond the scope of maintenance personnel such as those involving the gas 
company, telephone company, electric power company, elevators, critical heating, 
water and wastewater treatment facilities, and heating, ventilation, and air 
conditioning (HVAC) systems. 

 
3. The number of maintenance personnel required to meet minimum facility 

maintenance requirements will vary based on various factors such as relative age of 
Center facilities and infrastructure, and size of Center. 

 
4. The maintenance team (including subcontractors) must have the skills, training, and 

experience required to perform the required preventive and corrective maintenance 
activities. Maintenance staff must have the minimum qualifications identified in 
Exhibit 5-3, Minimum Staff Qualifications, and as required by Federal, State, or 
Local regulation, codes, and licensure requirements. 

 
5. Form 5-05, Job Corps Center Preventive Maintenance Minimum Requirements, 

cites applicable regulations, codes, or industry standard for common maintenance 
tasks. 

 
6. Centers must have staff with the appropriate experience or qualifications per 

Exhibit 5-3 to perform a preventive or corrective maintenance task or must 
subcontract the activity to a qualified vendor. A list of typical maintenance tasks 
that may require subcontracted support include: 

• Fire alarm systems maintenance, testing, and inspection 
• Facility fire suppression system maintenance, testing, and inspection 
• Kitchen hood fire suppression system maintenance, testing, and inspection 
• Backflow device maintenance, testing, and repair 
• Refrigeration machines 
• Water chiller systems 
• Cooling towers maintenance and water treatment 
• Boiler systems maintenance, inspection, and water treatment 
• Water and wastewater treatment facilities 
• HVAC equipment and controls systems maintenance and repair 
• Pest management program 
• Fire extinguisher testing and recharging 
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• Roof inspections and repair 
• Electrical switchgear 
• Elevator testing, inspection, maintenance, and repair 
• Pavements, walkways and drainage systems maintenance and repair 

7. The Center Operator must provide a list of qualified personnel and subcontractors 
who will be performing required preventive and corrective maintenance as well as 
cleaning of facilities, grounds, and equipment for which the Center is responsible as 
part of its Preventive and Corrective Maintenance Plan. 

 
d. Other Requirements 

 
1. Facility maintenance requirements apply to all buildings and structures even if 

vacant or closed on an otherwise active Job Corps Center unless the buildings or 
structures are slated for demolition. Demolition of inactive center facilities will be 
accomplished in accordance with PRH Chapter 5, Section 5.8 R12, Facilities 
Requirements for Closing a JCC or CCC. 

 
2. Corrective Maintenance required because of leaks or moisture/water infiltration is 

required to be addressed as soon as possible after identification to avoid mold and 
further facility damage. 

R4.  Funding and Timelines 
 

a. Operations and maintenance (O & M) repairs. Such repairs must be performed within 
seven calendar days for life safety issues, 30 calendar days for urgent issues, and 60 
calendar days for all other issues. 

 
b. CRA repairs/projects. If repairs or projects must use CRA Funds per Section 5.7 R8, 

the center must submit a request under the CRA Funding Request System. For requests 
for equipment or repairs consuming energy, the request must meet energy efficiency 
requirements or include an exemption per Section 5.8, R10 Center Energy and 
Sustainability. 

 
CRA Projects may be accomplished at the National or Center level and will involve the 
center as follows: 

 
a. National Office Projects require center operators to do the following: 

 
1. Participate in concept development and provide programmatic requirements while 

the project is in scope development and the design stage. 
 

2. Coordinate with DFAM, ESC (Engineering Support Contractor) and general 
contractor staff during the construction phase ensuring a safe project environment. 
Additional coordination may involve phasing, temporary relocations, or other 
project specific requirements. 
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b. Technical Support Requests 

 
1. When a facility issue occurs that the center operator cannot itself resolve, a center 

can submit a TSR via the CRA Funding Request website. The CRA Funding 
Request website can be accessed via the CDSS Suite of Applications using the 
Funded-Not-Corrected icon. The TSR should include: 

(a) Detailed description of the issue 

(b) Efforts the center has undertaken to resolve 

(c) The nature of the support requested 
 

c. CRA Funding Requests 
 

1. Emergency Repair Fund (B1b) Funds: 
(a) Use of B1b funds– an Emergency is defined as a condition that if not promptly 

corrected would pose a serious risk to students, staff, or facilities. B1b funds 
may only be used in an emergency and with approval from the regional office 
which is obtained by submitting a request to use B1b funds via the CRA 
Funding Request System. Once the regional office has approved, the center may 
proceed with the repair. 

(b) B1b Initial Allotment – When a new operating contract begins, the center 
should request an initial allotment of B1b CRA funds via the CRA Funding 
Request System. These funds are a lump sum and will be modified to the 
operating contract to be used for Emergency Repairs. 

(c) B1b Replenishment – when the balance of B1b funds has decreased to 10%, the 
center must submit a request to have their B1b funds replenished by the 
allotment. 

(d) When an emergency will exceed the B1b balance – the center must submit a 
request for additional B1a CRA funds 

2. Regular CRA funds (B1a): 
(a) If a facility issue occurs that is not an Emergency, and requires subcontracting 

or requires the use of non-consumable materials, the center must submit a 
request for B1a funds via the CRA funding system. 

 
d. Center Projects (Funded-Not-Corrected [FNC] Projects) 

 
1. Centers must follow their applicable procurement guidelines (corporate, 

operating contract, FAR, Contractor’s Purchasing System Review (CPSR), 
etc.) when subcontracting for facility maintenance or repairs. For example: 
number of quotes, sufficient documented justification when competition is 
limited such as sole source, advanced notice, CO consent, etc. Responsibility 
for compliance rests solely on the center and shall be monitored by their 
COR for compliance with subcontracting requirements. 
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2. Centers must update the project information on the FNC website at least 
monthly or more frequently when the status of a project is changing. 

 
e. Demolition Process 

 
1. The center must prepare and submit Parts 1 and 2 of the Demolition Request 

Package located on the FNC/CRA/CTST website, to the region (or agency 
headquarters for CCCs). 

 
2. The Regional Office of Job Corps or the USDA shall review and forward the 

Demolition Request Package to the National Office of Job Corps. 
 

3. The National Office will review and if appropriate approve the Demolition Request 
Package. The National Office review includes environmental, real estate, and 
historic preservation issues, all of which must be resolved before approval. 

 
4. Following approval by the National Office, the center must obtain quotes for the 

demolition and submit a request for funding using the CRA Website. 

R5.  CRA and Funded-Not-Corrected (FNC) Reporting 

a. The Job Corps Construction/Rehab Report must be submitted quarterly by each Job 
Corps center via the FNC/CRA/CTST website, reviewed by their Regional Offices (or 
agency headquarters for CCCs), and forwarded to the National Office. The updated 
Construction/Rehab Report must be updated and submitted with each CRA Funding 
Request. 

 
b. Centers must update the status of each FNC deficiency at least monthly or more 

frequently as the status changes from receiving funds, procurement, construction award, 
construction progress, and completion. The updates must include: 

 
1. CRA modification number, date, amount and CRA funding code 

 
2. Project Status 

 
3. Project Schedule 

 
4. Comments on the progress 

 
5. Reasons the project is delayed if applicable 

 
c. Every effort must be made to complete the FNC within the time frames detailed in R7 – 

Timeframes for Completion of FNC Deficiencies. 
 

d. Centers must ensure funds are used within the three-year period of availability. When 
the three-year period has passed those funds will remain on the center operating 
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contract. If not subsequently used before the end of the operating contract, the funds 
will be de-obligated by the region and returned to the U.S. Treasury. 

 
R6.  CRA Furniture, Furnishings, and Equipment 

 
When a National Office project is performed for a dormitory, cafeteria, or new Job Corps 
center, the National Office will assist in the selection of the furniture and furnishings. 

 
a. Approximately 6-9 months from completion, the ESC Interior Design Specialist will 

contact the center to arrange a presentation of the proposed furniture and furnishings. 
 

b. The ESC will complete a furniture and furnishings binder that contains the 
specifications and quotes from three vendors, which includes delivery and installation. 
The ESC will provide the completed recommendation binder to the center. 

 
c. The center must prepare a CRA funding request for the furniture and furnishings, and 

additional equipment needed for the initial fit out(s) of the building(s) (e.g., 
microwaves, common-area televisions, etc.). These requests must be submitted via the 
CRA Funding Request system. 

 
d. The region will forward the request to the National Office for approval. 

e. Once approved and a change has been made to the Financial Operating Plan (FOP), the 
funds will be modified to the center operating contract. 

f. The center will then proceed with the purchases, and coordinate delivery and 
installation. 

 
R7.  Timeframes for Completion of Funded-Not-Corrected (FNC) Deficiencies 

 
a. Class IA – Life Safety and Health (top priority) 

 
1. Depending on the complexity and potential harm associated with the deficiency, a 

Class IA deficiency may be corrected within a few days, but must be completed 
within 90 days of contract modification. 

 
2. Class IA life safety and health violations include, but are not limited to: 

(a) Inadequate or deficient fire alarm systems in residential, classroom, 
instructional, or administration buildings 

(b) Inadequate or deficient emergency exit signage or lighting in a residential, 
classroom, or administration building 

(c) Inadequate or deficient sprinkler systems in a residential, administration, 
classroom, or instructional building 

 
b. Class IIA, IIB, and IIC – Code Violations 
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1. Depending on the complexity and possible results associated with the deficiency, a 
Class IIA deficiency (that may shut down center operations) or IIB may be 
corrected within a few days, but must be completed within 90 days after contract 
modification. 

 
2. Class IIA deficiencies include, but are not limited to: 

(a) Lack of or deficient emergency shut-off switches for power tools or appliances 
(b) Lack of portable fire extinguishers 

 
3. Class IIB deficiencies include, but are not limited to: 

(a) Dryer ducts posing fire hazards in residential buildings 
(b) Kitchen hoods without fire suppression or power shut down 
(c) Ceiling panels not fire-rated in residential buildings 

 
4. Class IIC deficiencies would be corrected when performing a significant renovation 

of that area. When funded, the deficiency must be completed within 180 days after 
contract modification. 

 
5. Class IIC deficiencies include, but are not limited to accessibility in restrooms. 

c. Class IIIA and IIIB – Repair and Replacement 

1. Depending on the complexity of the correction and availability of funding, a Class 
IIIA deficiency (that may shut down center operations) may take up to two years or 
longer to get funded. When funded, the deficiency must be completed within 180 
days after contract modification. 

 
2. Class IIIB deficiencies (that would not result in interruption of center operations) 

may await funding through multiple CRA budget requests. When funded, the 
deficiency must be completed within 180 days after contract modification. 

 
d. Class IVA and IVB – Programmatic Needs 

 
1. Class IVA deficiencies for repairs that would improve the quality of instruction, 

should be completed within 180 days after contract modification. 
 

2. Class IVB deficiencies would be desirable enhancements that should be completed 
within 180 days after contract modification. 

 
R8.  Preoccupancy Survey for Center Projects 

 
For National Office of Job Corps Projects, the Certificate of Substantial Completion will 
satisfy Office of Job Corps preoccupancy inspection requirements. 

 
For center projects, centers are responsible for ensuring that all construction projects 
conducted on center meet federal, state, and local building code requirements, and must 
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coordinate with the local building official and obtain any necessary permits and 
inspections. The National Office does not have the authority to inspect and approve a 
building, structure, or facility for occupancy. If assistance is needed, the center must submit 
a Technical Support Request via the CRA Funding System. 

 
Preoccupancy surveys must be arranged by the center, with the assistance of the architect, 
engineer, project manager, CTST project manager in charge of the project, or local 
jurisdiction (Fire Department). 

 
a. A preoccupancy survey must be performed prior to moving students and staff into: 

 
1. A new center, dormitory, administration, or other center facility (e.g., temporary 

classroom building) 
 

2. A facility that has been renovated to change any building structural system or major 
mechanical, electrical, plumbing, egress, or fire and safety system 

 
b. Certificate of Substantial Completion must be issued to indicate that the project is ready 

and approved for student and staff occupancy. A Punch List must be generated by the 
contractor performing the work and must contain those items that still need to be 
completed. Remaining Punch List, non-NFPA 101 Life Safety Code items must be 
completed within 30 days of occupancy. 

c. Certificate of Substantial Completion will not be issued if the Punch List includes 
NFPA 101 Life Safety Code deficiencies. NFPA 101 deficiencies must be abated prior 
to occupancy. 

 
d. Career Technical Skills Training (CTST) Projects 

 
Centers must coordinate with the state or local authorities that have jurisdiction to 
obtain any required construction permits and preoccupancy inspections, if applicable. A 
preoccupancy inspection must be conducted by the center Safety Officer per Chapter 5, 
Section 5.9, R5.g. The Certificate of Substantial Completion must be issued by the 
applicable staff instructor. 

 
e. Civilian Conservation Centers (CCCs) 

 
Preoccupancy surveys or a substantial completion walk-through of new construction 
and/or renovation projects performed on CCCs, including CTST and projects funded 
through the CRA, must be performed by U.S. Department of Agriculture (USDA) 
Forest Service engineers. 

 
f. Written inspection reports, including Certificates of Substantial Completion, Punch List 

of items completed, and inspections performed by jurisdiction of authority, must be 
maintained on center. Copies must be distributed to the National Office and the 
appropriate Regional Office Project Manager. 
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g. Centers are responsible for providing the Office of Job Corps Occupational Safety and 

Health (OSH) program contract reviewers with information about construction or 
renovation projects completed, and outstanding deficiencies since the last annual OSH 
review. Copies of all inspection reports, including Certificates of Substantial 
Completion and inspections performed by jurisdiction of authority, must be made 
available to the reviewers at the time of the annual OSH program review. 

 
R9.  Career Technical Skills Training (CTST) Project Plan Technical Review 

 
a. CTST projects are submitted annually and approved via the CTST funding 

request website (accessed via the JCDC CDSS Suite of Applications FNC 
application) in accordance with PRH Appendix 508. 

b. Any CTST projects that involve facility alterations such as egress impacts, 
HVAC impacts, modification of electrical circuits, or structural impacts such 
as: movement of interior or exterior walls, addition or removal of interior walls, 
new electrical equipment must be submitted with detailed plans and 
specifications. These detailed plans and specifications, in some cases, may 
need to be professionally prepared and stamped and be accompanied by a cost 
estimate. If there are questions about a project planned for submission, please 
contact your ESC project manager who can provide assistance. These plans, 
specifications, and cost estimates must be reviewed by the center Facility 
Maintenance Manager and must be submitted as part of the CTST project 
approval process for review and final approval by the National Office. 

c. The center shall be responsible for ensuring the work is accomplished in 
accordance with the approved plans and specifications. 

d. Centers must coordinate with the state or local jurisdiction of authority to obtain 
all required construction permits and preoccupancy inspections, if applicable. 

e. CTST projects that have not been accomplished in accordance with the 
approved plans and specifications in CTST constructed new facilities or in 
renovations of existing facilities without professional approval or that 
result in an unsafe condition may be directed to be removed at the 
contractor’s expense. 

 
R10. Center Energy and Sustainability 

 
Job Corps centers must adhere closely to the following requirements and must implement 
sustainable practices wherever feasible and cost-effective. 

 
a. Centers must assign responsibility for each sustainability requirement and goal below to 

key individuals. Centers must educate and encourage staff and students on the 
importance of resource conservation. 
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b. Centers must develop and implement written policies and procedures that include: 
 

1. Procedures to reduce energy and water consumption. Centers must adopt DOL 
goals for annual reductions in energy and water consumption. With approval from 
the National Office, centers must investigate and participate in utility-sponsored 
programs for demand-response, advanced energy and water metering, load 
shedding, and incentives for the installation of energy and water conserving 
equipment. Centers with renewable energy facilities must operate and maintain 
them as coordinated with the National Office. 

 
2. Procedures to reduce fuel consumption by motor vehicles. 

 
3. Solid Waste Management Policies that prioritize approaches from most to least 

preferred. 
(a) Source reduction and reuse; 
(b) Recycling and composting; 
(c) Energy Recovery; and 
(d) Treatment and disposal. 

 
Provide reuse and recycling services, including composting, for building 
occupants where markets or on-site recycling exist, and divert at least 50% 
of non-hazardous and non-construction related materials (by weight) from 
landfills. Provide salvage, reuse, and recycling services for waste 
generated from building operations, maintenance, repair and minor 
renovations, and discarded furnishings, equipment, and property. During 
alteration and repair projects, where markets or on-site recycling exists, 
divert at least 50% (by weight) of construction and demolition materials. 

 
c. Greenhouse Gas (GHG) Emissions Reduction: Centers must reduce direct GHG 

emissions, primarily from building energy usage and fleet energy usage, by the current 
DOL goal for annual reductions. Centers must take steps to reduce indirect GHG 
emissions from business travel, waste disposed, commuting travel, student 
transportation, and from the increased use of renewable energy. 

 
d. Centers must demonstrate compliance or consistent progress in addressing the 

following requirements. 
 

1. Integrated Operations and Maintenance: Centers must use an integrated team to 
develop and implement policies regarding sustainable operations and maintenance. 
Centers must assess existing condition and operational procedures of the building 
and major building systems and identify areas for improvement. Centers must use a 
computerized maintenance management system with occupant feedback capabilities 
that are used to augment building operations and maintenance. 

 
2. Commissioning: Centers chosen to participate in the commissioning process must 

cooperate fully with the commissioning agent to produce a comprehensive and 



PRH Chapter 5: Management Services Page 5.8-15 
 

effective commissioning study. Commissioning assesses the existing facility and 
the associated building systems to ensure that all building components and systems 
are functioning as intended by the original design and by associated codes and 
standards. 

 
3. Seek to achieve optimal energy efficiency and evaluate performance monthly. 

 
4. Employ strategies that measure and minimize water usage. Optimize cooling tower 

operations. Repair leaking equipment and piping as soon as discovered. Use water 
efficient irrigation strategies such as landscape design concepts that incorporate low 
impact design and native, drought resistant plantings. Where available, use 
alternative sources of water such as harvested rainwater, treated wastewater, grey 
water and reclaimed water to the extent permitted under local laws and regulations. 
Employ strategies that reduce stormwater runoff and discharges of polluted water 
offsite. 

 
5. Enhance indoor environmental quality by taking actions to ensure optimal indoor 

air quality, including: 
(a) Provide safe and healthy ventilation and thermal comfort. 
(b) Establish policy and implement a moisture control strategy to prevent building 

materials damage, minimize mold growth, and reduce associated health risks. 
(c) Use low-emitting materials for building modifications, operations, and 

maintenance. When using the following materials, use varieties with low 
pollutant emissions: composite wood products, adhesives, sealants, interior 
paints and finishes, solvents, carpet systems, janitorial supplies, and furnishings. 

(d) Establish a policy and implement necessary protocols to protect indoor air 
quality during renovations, repairs, and alterations, and during occupancy. The 
policy must include flush-out of the construction area following project 
completion and be reviewed and approved by the Center’s Safety Officer. 

(e) Promote opportunities for voluntary increased physical movement of building 
occupants such as making stairwells a desirable option for circulation, active 
workstations, fitness centers, and bicycle commuter facilities. Support occupant 
health by considering options such as providing convenient access to healthy 
dining choices, potable water, daylight, plants, and exterior views where 
possible. 

 
6. Procure products that have a lesser or reduced effect on human health and the 

environment over their lifecycle when compared with competing products or 
services that service the same purpose, including: 
(a) Energy Star and Federal Energy Management Program (FEMP)-designated 

energy efficient products. Some Energy Star or FEMP products may not be life 
cycle cost effective for purchase. Centers may be granted an exemption using a 
life cycle cost analysis. For life cycle cost analysis exemptions, a life cycle cost 
analysis using the most recent version of the Building Life Cycle Cost (BLCC) 
[VJA-E1] program (currently BLCC version 5_3_20 for windows) will be 
prepared. If the Life Cycle Cost is less for a product not rated by Energy Star or 
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a FEMP designated product, DFAM may recommend to the Contracting Officer 
to approve that product. Centers should submit a technical support request 
through their region to DFAM to get a life cycle cost for a CRA request. For 
Energy Star or FEMP designated products that are not reasonably available in a 
locality, at least 3 different vendors shall be required to state in writing that the 
Energy Star rated products or FEMP rated products or products which meet the 
Energy Star or FEMP specifications are not locally available. The Contracting 
Officer must concur. 

(b) Environmental Protection Agency (EPA) WaterSense-labeled products or other 
water conserving products when available. 

(c) Use Resource Conservation and Recovery Act (RCRA) Section 6002 compliant 
products that meet or exceed EPA’s recycled content recommendations for 
building construction, modifications, operations, and maintenance. 

(d) Per Section 9002 of the Farm Security and Rural Investment Act of 2002 
(FSRIA), for USDA-designated products, use products with the highest content 
level per United States Department of Agriculture’s biobased content 
recommendations. 

(e) Purchase products that meet Federally Recommended Specifications, Standards 
and Ecolabels or are on the Federal Green Procurement Compilation. 

7. Integrated Pest Management: Centers shall use integrated pest management 
techniques as appropriate to minimize pesticide usage. 

8. Ozone Depleting Compounds (ODC): Centers shall eliminate, to the maximum 
extent practicable, ozone depleting compounds and high GWP chemicals where 
EPA’s SNAP has identified acceptable substitutes or where other environmentally 
preferable products are available. 

 
9. Tobacco Smoke Control: Centers prohibit smoking within buildings (as required by 

PRH Chapter 2, Section 2.3, R6), and within 25 feet of all building entrances, 
operable windows, and building ventilation intakes. 

 
e. Reporting: Centers must complete the following reports in accordance with Exhibit 5-2, 

Plan and Report Submission Requirements. 
 

1. Centers must upload energy and water consumption data into the designated online 
system (currently Energy Watchdog) monthly. The system may be used to review 
performance data and trends. 

 
2. Centers must track and report waste disposal quantities through the National Office 

designated tracking system on a quarterly basis. 
 

3. Centers must upload Greenhouse Gas (GHG) (Carbon Footprint) information on an 
annual basis through the National Office designated system. 

 
f. Climate Change Risks 
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Work to increase climate resilience. Where possible, align with local and 
regional efforts to increase community resilience. Consider fire-resistant 
operation and management to enhance resilience to the impacts of wildfires and 
reduce risks to the lives of occupants in the event of a wildfire. 

 
R11. Center Operator Transition 

 
During transition of operators at a Job Corps Center, the incumbent operator is 
responsible for completing Form 5-10, Job Corps Center Operator Transition 
Facilities, Health/Safety, and Fleet Vehicle Checklist, with the new operator and 
providing the applicable deliverables listed on the checklist to facilitate a successful 
transition of center facilities. Both operators shall sign the checklist when complete 
and submit to the Region prior to transition completion. 

R12. Facilities Requirements for Closing of a JCC or CCC 
 

a. In the event that DOL decides to close a JCC or CCC, the Center Operator 
provides facilities support throughout the process. 

• The Center Operator must complete repairs as directed by the Contracting 
Officer. 

• The Center must cooperate and work through the Region to inventory and 
remove all personal property from the Center as directed by the Region. 

• The Center must cooperate with the Region during a pre-closure or disposal 
walkthrough. 

 
b. Once the Center ceases operations associated with pending closure, the Center 

Operator must be responsible for the protection and maintenance (caretaker 
services) of the property until the custody and control is transferred to another 
entity, i.e., either transfer/sale, transfer to lessor, transfer to United States Forest 
Service (USFS) or transfer to a caretaker contractor. In the case of a relocation 
within the same market, the Center Operator may be tasked with providing 
caretaker services for the property. 
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5.9 OCCUPATIONAL SAFETY AND HEALTH (OSH)  

REQUIREMENTS 
 

R1.  Governing Regulations and Policy 
 

Centers must comply with federal, state, and local regulations and Job Corps policy 
regarding environmental safety and occupational health and safety. Center operators who 
are private contractors must comply with the Occupational Safety and Health Act of 1970, 
29 U.S.C. § 651 et. seq. and with federal OSHA standards. When the Center is located in 
an OSHA State plan state, the operator must comply with the relevant State standards, 
unless the center is located on a federal enclave, i.e., land which has been ceded to the 
Federal Government and where the state does not have authority. The private contractors 
are subject to the enforcement provisions, including inspections, citations, and penalties, 
under the federal OSH Act, or, where applicable, the occupational safety and health law in 
the State Plan State. 

 
Center operators who are private contractors are subject to the Service Contract Act of 
1965, 41 U.S.C. 6701 et seq. The standards under that statute, 29 CFR 1925.2, do not 
impose any requirements in addition to those set forth or referenced in the PRH. 

 
Any center operated by a federal agency only needs to comply with federal OSHA 
standards and other requirements under E.O. 12196. Those centers are only subject to the 
procedures, including inspections and notices, applicable to federal agencies set forth in 29 
CFR Part 1960. 

 
The substantive requirements set forth in the PRH for all centers are based on federal 
OSHA standards, but, on one hand, some are more extensive than those standards. On the 
other hand, center operators must comply with all provisions of federal OSHA standards 
and regulations, or where applicable, State OSHA standards and regulations, even if those 
provisions are not expressly discussed in the PRH. 

R2.  Occupational Safety and Health Program 
 

Center operators must establish and operate an Occupational Safety and Health program in 
accordance with the requirements established in this section. The center’s program must 
fully comply with current Occupational Safety and Health Administration (OSHA) 
standards at 29 CFR Parts 1904 (recordkeeping), 1910 (general industry), 1926 
(construction), and 1960 (federal agency programs), where applicable to a particular center, 
with U.S. Department of Labor (DOL) regulations, policies, and procedures, and, where 
appropriate, State OSHA standards and regulations (see 5.9 R1 above). It must include, but 
not be limited to, the following features: 

 
a. Appointment of a center Safety Officer who is properly trained in OSHA courses listed 

in Exhibit 5-4 (Required Staff Training) 
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b. Development of an Occupational Safety and Health Plan, which is updated as needed or 
as directed by OSHA or the Office of Job Corps (see Chapter 5, Section 5.1, R15). 

 
c. Investigation and reporting of accidents and injuries 

 
d. Enforcement of safety and health rules and regulations 

 
e. Conduct of safety inspections and initiation of corrective actions 

 
f. Development of a safety recognition program 

 
g. Establishment of Occupational Safety and Health Committees 

 
R3.  Center Occupational Safety and Health Responsibilities and Duties 

 
a. General Responsibilities 

 
The center operator must be responsible for safeguarding the occupational safety and 
health of all students and staff and ensuring a safe and healthful environment in which 
to live, work, and train. This responsibility will be inherent in all aspects of the 
program, whether stated explicitly or implied. 

b. Center operators must: 

1. Ensure that the Center Director is an active participant on the Occupational Safety 
and Health Committee. 

 
2. Ensure that the center is provided with all the required resources to successfully 

develop and implement an effective safety and health program. 
 

c. Center Director 
 

The Center Director must: 
 

1. Ensure that all occupational safety and health requirements are implemented. 
 

2. Provide leadership, direction, enforcement, and accountability for the center safety 
program. 

 
3. Develop a center Occupational Safety and Health program and plan. 

 
4. Ensure that personal protective equipment (PPE) is worn in the trade programs to 

comply with OSHA standards. 
 

5. Ensure a training, living, and working environment that is free from recognized 
hazards. Maintain facilities and grounds in a sanitary and healthful manner. 
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6. Participate in at least 70% of all Occupational Safety and Health Committee 

meetings. 
 

7. Appoint a center Safety Officer who meets the minimum staff qualifications 
outlined in Exhibit 5-3, and provide necessary training and equipment for the 
performance of those duties. The center Safety Officer will report directly to the 
Center Director on matters of safety. 

 
8. Terminate any activity where a hazard exists; additionally, the authority to 

terminate any such hazardous activity may be given to a designee (e.g., Safety 
Officer). 

 
9. Enforce occupational health and safety rules, regulations, and standards. 

 
10. Report fatalities, and injuries or occupational illnesses that result in in-patient 

hospitalization, amputation, or eye loss to OSHA within prescribed timeframes (see 
Chapter 5, Section 5.4, R4). 

 
11. Report fatalities, and serious injuries and illnesses to DOL Regional Office 

and via the Significant Incident Reporting (SIR) System (see Chapter 5, 
Section 5.4, R2, R3, and R5). 

12. Document all student fatalities, injuries, and occupational illnesses within 7 
calendar days of notification via the Employees’ Compensation and 
Operations Portal (ECOMP) (see Chapter 5, Section 5.9, R15). 

 
13. Instruct students and staff in safe practices and methods of operation. 

 
14. Conduct required occupational health and safety inspections and surveys and take 

prompt corrective action to deal with hazards identified. 
 

15. Ensure medical and dental services are provided and provide supplies for injured 
and occupationally ill students. 

 
16. Investigate accidents and complete and submit appropriate reports. 

 
17. Encourage and evaluate student suggestions on safety and health improvements. 

 
18. Establish a formal written safety awards and recognition program and use it to 

recognize students and staff who make significant contributions toward the 
prevention of injury or illness. 

 
19. Review safety awards and recognition programs annually. 

 
20. Ensure that safety and health evaluation reports provided by the Office of Job Corps 
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are responded to within 30 days of receipt and that corrective action is taken to 
abate hazards noted. 

 
d. Center Safety Officer 

 
The center Safety Officer must: 

 
1. Assist the Center Director in preparing the center Occupational Safety and Health 

Plan and implement the plan. 
 

2. Provide orientation and training to students and staff on the center Safety and 
Health Plan. 

 
3. Promote safety campaigns on center to reduce accidents and injuries. 

 
4. Inspect all center areas for safety and health violations. 

 
5. Ensure that personal protective equipment (PPE) is worn in the trade programs to 

comply with OSHA standards. 

6. Complete all required accident, illness, and injury reports in full compliance with 
the PRH and OSHA regulations. 

7. Advise the Center Director of safety and health concerns. 

8. Facilitate required Occupational Safety and Health Committee meetings; retain 
meeting minutes for three years and make them available upon request. 

 
9. Coordinate with other safety and health staff (e.g., nurse, maintenance supervisor, 

CTT/education instructors, and others) to ensure a safe and healthful environment in 
which to live, work, and train. 

 
10. Retain exposure monitoring results on center for 30 years in accordance with 29 

CFR 1910.1020, Access to Employee Exposure and Medical Records. 
 

R4.  Imminent Danger 
 

Imminent danger exists when a condition or practice presents a danger that could 
reasonably be expected to cause death or serious physical harm. If such a situation exists 
and is observed, the student(s) and staff in danger must be immediately removed from the 
area and not permitted to return until the problem is corrected. The center Safety Officer 
must immediately notify the Center Director of the hazard and recommend corrective 
action. 

 
The Center Director must take appropriate action(s) to correct the hazard. If the hazard 
cannot be corrected promptly by the center, the Center Director must consult the 
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appropriate Regional Office and/or the Office of Job Corps for advice and assistance in 
correcting the hazard. The action recommended by the center Safety Officer and the 
resulting action taken must be documented in writing and maintained on center for a period 
of three years. 

 
R5.  Required Inspections and Observations 

 
a. All occupational safety and health inspections and observations must be: 

 
1. Conducted by appropriate center staff in accordance with 29 CFR 1960.26 and 

DLMS 3 Chapter 1400, paragraph 1441 
 

2. Submitted according to Exhibit 5-2, Plan and Report Submission Requirements 
 

3. The responsibility of the center Safety Officer, managers, supervisors, and 
instructors 

 
4. Documented and maintained on center for a period of five years, then destroyed 

b. Occupational safety and health inspections must be conducted, weekly, monthly, and 
quarterly as required. Daily safety and health observations must be conducted by staff 
members in their respective work areas. 

Identified deficiencies must be corrected promptly. Records of inspections and actions 
taken to correct deficiencies must be maintained by the center Safety Officer for three years 
and made available to DOL upon request. 

 
c. Daily Observations 

 
1. Food service supervisors must check food preparation and food serving areas of 

cafeterias. Maintain documentation of temperature checks in food serving lines, 
food holding areas, refrigerators, and freezers. Maintain documentation of 
temperature levels or sanitizer concentrations in dishwashing equipment. 

 
2. Residential advisors/residential counselors must check dormitories, snack bars, and 

canteens and document their findings in a logbook. 
 

3. The center Safety Officer, and CTT and academic managers/instructors, must check 
classrooms/shops (including CTST projects); tool inventory, accountability, and 
security procedures; motor vehicles; and all equipment to be used by students and 
staff. 

 
4. Child development supervisors must check the child development center, 

equipment, toys, and the playground. 
 

5. Recreation supervisors/staff must check the gymnasium, exercise equipment, and 
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other frequently used recreation areas. 
 

6. Center vehicle operators must inspect vehicles and equipment before use. 
 

d. Weekly Inspections 
 

The center Safety Officer must inspect: 
 

1. All food service facilities, including cafeterias, culinary arts facilities, snack bars, 
and canteens 

 
2. Gymnasiums, exercise equipment, and swimming pools during times of operation 

 
3. CTT facilities and CTST projects including tool inventory, accountability, and 

security procedures 
 

e. Monthly Inspections 

The center Safety Officer must inspect: 

1. Dormitories 

2. Child development centers 

3. CTT facilities and CTST projects (see Chapter 3, Section 3.1, R4), including tool 
inventory, accountability, and security procedures 

4. Academic classrooms 

5. Health services 
 

6. Administrative offices, warehouses, and other buildings occupied by students and 
staff 

 
f. Quarterly Inspections 

 
Centers must arrange for quarterly environmental health inspections by qualified non-
center personnel in the following areas: 

 
1. Food service facilities 

 
2. Residential facilities 

 
3. Training facilities 

 
4. Educational facilities, including offices, classrooms, recreational facilities, and 
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wellness centers 
 

5. Water supply and distribution facilities, when not a part of municipal systems 
 

6. Wastewater treatment facilities, except for septic systems, which must be inspected 
annually, and municipal sewer systems, which are exempt from this requirement 

 
7. Child development centers, where appropriate 

 
Centers must submit quarterly environmental health reports and necessary 
corrective action, simultaneously, to the Regional Office and the National Office of 
Job Corps within seven days of receipt (see Exhibit 5-2, Plan and Report 
Submission Requirements). 

 
g. CTST and Other Projects 

 
The center Safety Officer and appropriate instructor must inspect all CTST projects 
daily. The appropriate instructor must ensure full tool inventory, accountability, and 
security, ensuring that all tools are accounted for before the end of each class, or the 
end of each day if off-site, and ensuring that all tools that are unaccounted for are found 
and all tools are secured. The center Safety Officer must inspect and approve all final 
CTST projects, on and off center, before site occupancy and project completion. 

Inspection checklists, photographs, tool inventory lists, and associated corrective 
actions must be maintained on center indefinitely and made available upon request. 

 
R6. Abatement Plans for Violations Identified in Annual Occupational Safety and Health 

(OSH) Program Review 
 

a. Abatement Procedures and Time Frames 
 

The following procedures must be followed by centers and Regional Offices (ROs) in 
responding to safety and health violations cited during annual safety and health 
reviews: 

 
1. As part of the OSH Program Review, the center will receive a detailed verbal 

briefing by the National Office support contractor conducting the Review regarding 
all hazards identified. The center must immediately begin to address those concerns. 
A log of the corrected item(s) must be maintained, indicating what action was taken, 
by whom, and the date of action. 

 
2. The center and the RO will receive a formal OSH Program Review report from the 

National Office of Job Corps within 60 days of a review. Violations must be 
documented manually on Form DL1-2029, Notice of Unsafe or Unhealthful 
Condition, which is to be created by the center. The violations documented on the 
DL1-2029 are the same as those documented in Asset Essentials (AE), which is the 
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web-based system designed to facilitate an information exchange between the 
reviewer, the RO, and the center, and to allow the National Office to monitor case 
status to ensure prompt and timely hazard abatement. Cases are referred to as Work 
Orders in AE. 

 
3. The roles of each AE user are as follows: 

(a) At the national level, the National Office inputs DL1-2029 center violation data 
into AE and transmits the data to the RO to initiate tracking. 

(b) At the regional level, both the Job Corps Regional Director and the center’s 
Project Manager are authorized to access AE to review pending work orders 
transmitted from the center listing centers’ abatement responses. Either 
individual in the RO can transmit the DL1-2029 in AE to the Job Corps center. 
The RO can edit the center response and can close out the work order only after 
all violations have been abated. 

(c) At the center level, the Center Director and the center Safety Officer are 
authorized to access AE to view new work orders transmitted from the National 
Office and can respond to violations. Most violations should be abated within 
30 days. If abatement is not completed, an abatement plan is required. Centers 
can indicate in AE whether the response is a corrective action or an abatement 
plan. Funding requests can also be indicated. After the center transmits the 
response electronically to the RO, the RO will determine whether to accept the 
abatement response in part or in whole. 

 
OSHA or, where appropriate, a State OSHA in issuing citations or OSHA 
in issuing to federal agencies Notices of Unsafe or Unhealthful Working 
Conditions sets abatement dates and requires abatement verification pursuant to 
29 CFR 1903.19. Abatement dates and abatement verification are delayed if 
there is a contest to the citation or notice. Centers must comply with these 
requirements and the requirements above. In cases of conflict the shorter 
abatement period and any stricter abatement plan apply. 

 
b. Posting Requirements 

 
Official response to violations noted during the occupational safety and health review 
occurs via AE. A copy of the paper DL1-2029, which must be created by the center, is 
to be posted by the center at or near each place where an unsafe or unhealthful 
condition is referred to in the notice. It must remain posted until all violations cited are 
abated, or for three training days, whichever is longer. 

 
R7.  Hazardous Materials Management 

 
Centers must comply with federal, state, and local standards and regulations and Job Corps 
policy regarding hazardous waste generation, storage, and disposal. DFAM is available to 
provide technical clarification to the Contractor and the Contracting Officer’s 
Representative. 
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a. Centers that ship hazardous materials off center must comply with pre-transportation 
regulations. 

 
b. Centers that store or handle hazardous materials, such as flammable/combustible 

materials, acids, caustics, compressed gases, oxidizers, etc., must comply with OSHA 
standards: Relevant standards include but are not limited to, 29 CFR 1910.106, 29 CFR 
1910.1200, 29 CFR 1910 Subpart Z, and all applicable substance-specific standards. 
They also must comply with National Fire Protection Association (NFPA) 30. 

 
c. Centers that use or store hazardous or toxic chemicals in quantities that meet or exceed 

the criteria must comply with the regulations of the Emergency Planning and 
Community Right-to-Know Act (EPCRA) of 1986 reporting requirements. 

 
d. Centers must notify the Environmental Protection Agency (EPA), the Job Corps 

Regional Director, and the National Office of Job Corps Safety Team leader when a 
release of hazardous substance occurs. A release includes any discharge, spill, or leak 
into the air, water, or land, as required by 40 CFR 302. 

 
e. Emergency response to a spill or leak of hazardous materials must be performed by a 

local hazardous materials response team or licensed contractor. 

f. Chemical-specific information such as Safety Data Sheets (SDS) must be readily 
accessible to emergency response personnel and staff. 

R8.  Lead 

Centers must comply with federal, state, and local regulations and Job Corps policy 
regarding lead-containing building materials. DFAM is available to provide technical 
clarification to the Contractor and the Contracting Officer’s Representative. 

 
Lead was a common paint additive used until 1978. Due to the age of many Job Corps 
center facilities, it is assumed that lead-based paint is present in buildings constructed prior 
to 1978 unless testing has proven otherwise. Centers that plan to disturb a surface that may 
contain lead must perform dust, air, and/or water sampling to determine the potential for 
exposure to lead. Centers in which there is a potential exposure to lead by students, staff, or 
young children (in child development or residential facilities) must develop a written lead-
based paint compliance program that includes the following: 

 
a. Designation and training of a competent person, capable of identifying existing and 

predictable lead hazards in the surroundings or working areas and having the authority 
to take prompt corrective action. 

 
b. Procedures to ensure that all CTST projects involving construction work will be tested 

for lead prior to initiation. See 29 CFR 1926.62(d). No student or staff may be exposed 
to lead in air at concentrations greater than the OSHA permissible exposure limit 
(PEL). All renovation activities must comply with the OSHA standard at 29 CFR 
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1926.62 and EPA’s Lead Renovation, Repair, and Painting (RRP) Rule. The RRP 
establishes standards for certifications, training, pre-renovation notification, and work 
practices. 

 
c. Suspected lead paint must be tested by an EPA-approved method: field X-Ray 

fluorescence or laboratory analysis for a quantitative result. An EPA-approved lead test 
kit can be used to meet the negative response criterion when used by a Certified 
Renovator. 

 
d. Procedures for notifying staff and students of the health hazards of lead-based paint. 

Inventory documentation must be maintained on center and with the Office of Job 
Corps and Regional Office Project Manager. 

 
e. Appropriate hazard warnings will be posted in all regulated areas in accordance with 

EPA’s RRP Rule. Signs with the warning set forth in the standard must be posted in 
each area where the permissible exposure level is exceeded in accordance with 29 CFR 
1910.1025(m)(2) (general industry) or 29 CFR 1926.62(m) (construction). 

 
f. Initial and annual student and staff awareness training will be provided in accordance 

with the minimum requirements of 29 CFR 1926.62 (l) (construction) or 29 CFR 
1910.1025 (l) (general industry). 

g. All required documentation and records are the property of the Department of Labor 
and must be retained on center permanently. 

R9.  Asbestos Operations and Maintenance 
 

a. Centers must comply with federal, state, and local regulations and Job Corps policy 
regarding asbestos-containing building materials (ACM). ACM is any material 
containing more than 1% asbestos. PACM is presumed asbestos-containing material. 
It is defined as follows: thermal system insulation and surfacing material found in 
buildings constructed no later than 1980. DFAM is available to provide technical 
clarification to the Contractor and the Contracting Officer’s Representative. 

 
b. ACM not immediately removed must be managed as part of an Asbestos Operations 

and Maintenance (O&M) program, in conformance with 29 CFR 1910.1001. Centers in 
which there are buildings containing ACM must have an O&M program that includes 
the following: 

 
1. Documentation, including copies of the initial asbestos survey report, subsequent 

ACM surveys or inspection reports, and all asbestos abatement records, and 
laboratory analysis and exposure monitoring results, which must be maintained on 
center in a centralized asbestos record depository indefinitely, and made available 
upon request. 

 
2. Designation of an Asbestos Coordinator who must be responsible for ensuring 
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compliance with all asbestos standards, regulations, and policies. The designated 
Asbestos Coordinator must receive initial training in asbestos O&M within one 
month of appointment. Training must consist of a minimum of 16 hours of both 
classroom and practical asbestos O&M training provided by an EPA-accredited 
training provider. 

 
3. Annual asbestos awareness training for all employees (including custodial and 

maintenance employees) and contract employees. Initial training must consist of a 
minimum of two hours of training within one week of hire. 

 
4. Annual refresher training for the Asbestos Coordinator and all 

custodial/maintenance employees. Documentation of training must be maintained in 
the central asbestos record depository as well as the individual’s personnel file. 

 
5. Notification of the presence of asbestos within center buildings to all students and 

staff at least annually through a written notice or posting of a statement in the 
common areas of all buildings containing asbestos. The notice must contain a brief 
description of the location and type of ACM, and the name and contact information 
for the designated Asbestos Coordinator. 

 
6. Posting of asbestos warning signs in all mechanical rooms, crawlspaces, custodial 

closets, or other work areas where students or staff reasonably can be expected to 
enter, and which contain ACM and/or PACM. Warning signs must meet the 
requirements specified in 29 CFR 1910.1001, including the requirement to post the 
signs so that they are visible immediately upon entering the room or workspace. 
Also see the requirements for posting signs for regulated areas, defined in 29 CFR 
1910.1001(b) and 29 CFR 1910.1001(j)(3). The requirements for respirators are in 
29 CFR 1910.1001(g). The requirements for medical surveillance are in 29 CFR 
1910.1001(l). 

 
7. Inspection of all ACM in center buildings at least twice each year to verify the 

physical condition and identify any significant damage. Evidence of significant 
damage and/or other deterioration in physical condition that presents a potential 
health hazard must be reported to the Office of Job Corps and Regional Office via 
the Significant Incident Reporting (SIR) System. 

 
8. Repair or abatement of ACM must be performed by licensed asbestos abatement 

contractors. Clean-up of damaged ACM by Job Corps personnel is strictly 
prohibited. 

 
9. Review and documentation of all CTST or center-managed renovation projects by 

the Asbestos Coordinator to ensure that no ACM will be affected by the proposed 
project. The center’s Asbestos Coordinator will ensure that the proper warning 
signs are posted in the work area per 29 CFR 1910.1001. 

 
10. All required documentation and records are the property of the Department of 
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Labor and must be retained on-center permanently. 
 

R10. Hazard Communication 
 

Centers must comply with federal, state, and local regulations and Job Corps policy 
regarding chemical hazard communication. DFAM is available to provide technical 
clarification to the Contractor and the Contracting Officer’s Representative. Each center 
operator, Center Director, and center Safety Officer must coordinate and ensure that each 
center has a hazard communication program and that Job Corps students/staff are trained 
on the hazards of chemicals used at the center. Such information concerning chemical 
hazards must be communicated to affected students and staff via a comprehensive written 
hazard communication program in accordance with 29 CFR 1910.1200. The Center 
Director must ensure that the center Safety Officer or other designee structures the hazard 
communication program to include: 

 
a. A complete chemical inventory or master list of hazardous chemicals used on center 

and a process to keep the inventory current. The inventory must include the name of the 
product and the location(s) where it is used. Ensure that students and staff know the 
location of the chemical inventory. Master lists should be accessible by computer and 
kept in at least two locations on-center to ensure access during an emergency. 

 
b. Organization and ongoing maintenance of Safety Data Sheets (SDSs) for all chemical 

products purchased by or used at the center. SDSs for chemical products used in a 
given area must be available to and easily accessible by all staff and students. SDSs can 
be stored in a three-ring binder or be accessible via computer. 

 
c. Ensure that all incoming containers of hazardous chemical products have clear, legible 

identification labels securely attached to the products, and such labels are not removed 
or defaced. Each hazardous chemicals label must include: 

 
1. Product identifier; 

 
2. Signal Word; 

 
3. Hazard Statement(s); 

 
4. Pictogram(s); 

 
5. Precautionary statement(s); and 

 
6. Name, address, and telephone number of chemical manufacturer, importer, or other 

responsible party 
 

d. Chemicals transferred to other approved containers must be labeled accordingly as 
well. In lieu of labels containers must have at least a product identifier and words, 
pictures, symbols, or a combination thereof that provide at least general information 
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regarding the hazards of the chemicals, and which in conjunction with other 
information immediately available to the employees under the hazard communication 
program, will provide employees with the specific information regarding the physical 
and health hazards of the chemicals 

 
e. Supervisor/instructor maintains up-to-date SDS file for each hazardous chemical 

product used within their respective areas. 
 

f. Proper training and instruction delivered to all users of hazardous chemical products, 
including: 

 
1. Identification of such products in the work area; 

 
2. The specific hazards associated with such products; 

 
3. Measures that users can take to protect themselves, including specific procedures 

implemented to protect employees, such as appropriate work practices, emergency 
procedures, and PPE; 

4. Methods and observations that may be used to detect the presence or release of 
hazardous chemicals in the work area; 

5. The physical, health, simple asphyxiation, combustible dust, and pyrophoric gas, 
hazards, as well as hazards not otherwise classified, effects of the chemicals used in 
the work area. 

g. Proper communication of chemical hazards associated with non-routine tasks and the 
hazards associated with chemicals contained in unlabeled pipes in their work area. 

 
h. An established and approved chemical products purchase list. All new hazardous 

materials or products require pre-approval by the Safety Officer. SDSs must be 
reviewed by the center Safety Officer before the products are used in the workplace. 

 
i. A file containing SDSs for chemicals previously used on-center must be maintained on-

center and produced on demand if requested by emergency responders or government 
officials. 

 
R11. Hexavalent Chromium (Cr(VI)) 

 
Centers must comply with OSHA standard 29 CFR 1910.1026 (general industry) and 
1926.1126 (construction), and Job Corps policy regarding hexavalent chromium (Cr(VI)). 
DFAM is available to provide technical clarification to the Contractor and the Contracting 
Officer’s Representative. 

 
a. Centers that offer trades that may potentially expose students/staff to hexavalent 

chromium (Cr(VI)) must develop, implement, and maintain an exposure control plan 
that contains the following minimum elements: 
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1. Product SDSs for Cr(VI)-containing materials such as certain pigments in paints or 

welding composite materials. 
 

2. Trade(s) or center functions that may result in exposure 
 

3. Exposure-monitoring results for the affected trade(s) or center functions 
 

4. Engineering controls used to reduce and maintain employee exposures to Cr(VI) 
 

5. Personal protective equipment (PPE) required during performance of training or 
center function 

 
6. Method(s) of communicating hazards associated with Cr(VI) (See hazard 

communication training, Chapter 5, Section 5.9, R10.) 
 

b. In addition to complying with all of the exposure determination requirements in 29 
CFR 1910.1026(d) or 1926.1126(d), centers offering the welding trade must perform 
initial exposure monitoring no matter how often welding of stainless steel occurs. No 
additional monitoring is necessary if exposure monitoring results are below the PEL of 
5.0 µg/m3 and the action level of 2.5 µg/m3 calculated as eight-hour time-weighted 
averages (TWA). 

c. If any industrial hygiene monitoring results meet or exceed the action level of 2.5 
µg/m3 for Cr(VI), the Safety Officer should contact the National Office of Job Corps 
Safety Team leader immediately. 

d. Centers must maintain employee exposure records, including product SDSs on center 
for no fewer than 30 years in accordance with 29 CFR 1910.1200 and 29 CFR 
1910.1020. 

 
R12. Respirable Crystalline Silica 

 
a. Centers must comply with OSHA standard 29 CFR 1910.1053 (general industry) and 

1926.1153 (construction), and Job Corps policy. DFAM is available to provide 
technical clarification to the Contractor and the Contracting Officer’s Representative. 

 
b. Centers must conduct a hazard analysis to determine which trade(s) may result in 

exposure to crystalline silica. 

The action level (AL) for airborne crystalline silica is 25.0 µg/m3, calculated as an 8-
hour Time Weighted Average (TWA). The permissible exposure level (PEL) is 50 
µg/m3, calculated as an 8-hour Time Weighted Average (TWA). 

Centers offering trades that potentially expose students/staff to respirable crystalline 
silica must develop, implement, and maintain a written exposure plan that contains, at a 
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minimum, the following: 
 

1. A description of the tasks in the workplace that involve exposure to respirable 
crystalline silica; 

 
2. A description of the engineering controls, work practices, and respiratory protection 

used to limit employee exposure to respirable crystalline silica for each task; 
 

3. A description of the housekeeping measures used to limit employee exposure to 
respirable crystalline silica. 

 
c. The employer must review and evaluate the effectiveness of the written exposure 

control plan at least annually and update it as necessary. 
 

d. Centers offering trades that may expose staff/students to respirable crystalline silica 
must perform initial exposure monitoring, when new equipment is purchased or there is 
a change in engineering controls. No additional monitoring is necessary if exposure 
monitoring results are below the AL of 25 µg/m3 as an 8-hour TWA. 

 
e. Centers must maintain employee exposure records, including SDSs, on center for 

no fewer than 30 years. 

f. Centers must ensure medical records are maintained and made available in 
accordance with 29 CFR 1910.1020. 

R13. Pest Control 
 

Centers must: 
 

a. Take adequate measures to control insects and rodents in all areas. Only pesticides that 
are safe for use in food service areas shall be used in food service facilities. 

 
b. Ensure that pesticides are applied only by a licensed professional pest control 

contractor in food service, residential, and education facilities. The following 
information must be obtained from the contractor and kept on file for at least three 
years: 

 
1. Name/type of chemicals used 

 
2. Amount of chemical applied 

 
3. Areas where applied and amount specific to location 

 
4. Date when applied 

 
5. Safety Data Sheets (SDSs) for the chemicals used 
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c. Ensure that pesticides are not stored for usage on centers except those that are approved 

by EPA for use in landscaping and gardening projects. Proper training on storage, use, 
and application of these chemicals must be provided to staff and students. 

 
R14. Unsanitary Conditions 

 
In accordance with Section 5(a) of the Occupational Safety and Health Act of 1970 
(https://www.osha.gov/laws-regs/oshact/completeoshact), centers operated by private 
contractors must ensure that staff and students are not required or permitted to reside, work, 
be trained, or receive services in buildings or surroundings that are unsanitary, hazardous, 
or lack proper ventilation. Centers operated by a federal agency are under the same 
obligation pursuant to E.O. 12196. 

 
R15. Student Injury, Occupational Illness/Disease, and Fatality Recordkeeping 

 
In accordance with 20 CFR Part 10, 5 U.S.C. 8143, 29 CFR 1960 Subpart I, 29 CFR 1904, 
and the Department of Labor Manual Series (DLMS) 3-1300, 3-1400, Job Corps student 
injuries and occupational illnesses/diseases must be documented in the Department of 
Labor’s Employees’ Compensation Operations and Management Portal (ECOMP). 
Occupational illness/disease in this context is defined as illness or disease acquired 
from/due to the Job Corps training and/or living environment (e.g., hearing loss, 
coronary/vascular condition, asbestos-related illness, carpal tunnel syndrome, etc.). 

ECOMP is a web-based application that assists the Department in meeting the reporting 
requirements of both the Occupational Safety and Health Administration (OSHA) and the 
Office of Workers’ Compensation Programs (OWCP). The only injuries and occupational 
illnesses/diseases that should not be documented in ECOMP are those that occur while the 
student is not “in the performance of duty”: 

 
• on leave 
• engaged in leisure time employment, or 
• in an Unauthorized Absence (UA) status. 

 
Regardless of its severity, the injury or occupational illness/disease will minimally require 
the completion of the following two forms, in ECOMP: 

 
a. The OSHA 301, Injury and Illness Incident Report 

 
b. One of the OWCP forms below: 

 
1. OWCP CA-1, Notice of Traumatic Injury and Claim for Compensation 

 
2. OWCP CA-2, Notice of Occupational Disease and Claim for Compensation (The 

CA-2 submission is rarely used; if you think a CA-2 is warranted, contact the 
National Office.) 

https://www.osha.gov/laws-regs/oshact/completeoshact)
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Student fatalities are documented in ECOMP and submitted to OWCP on OWCP CA-6. 

 
A complete list of the OSHA and OWCP forms, and a description of their use, are below. 
Please note that all occupational safety and health records must be maintained for a five-
year period, unless otherwise indicated by a specific OSHA standard, the DLMS, or the 
Program Requirements Handbook (PRH). 

 
Electronic Forms Submitted in ECOMP 

 
a. OSHA 301, Injury and Illness Incident Report, is completed in ECOMP for each 

student injury or occupational illness in accordance with 29 CFR 1904. The OSHA 
form is required to be retained for five years. 

 
b. OSHA 300, Log of Work-Related Injuries and Illnesses: For OSHA 301 Incident 

Reports that are work-related (see definition in criterion 1, below), centers must 
maintain a single current log in ECOMP, known as the OSHA 300 Log. For an incident 
to be entered in the OSHA 300 Log, it must meet each of the three OSHA-recordable 
criteria below: 

 
1. The injury or occupational illness is work-related. An injury or occupational illness 

is work-related if an event or exposure in the work environment either caused or 
contributed to the resulting condition or significantly aggravated a pre-existing 
injury or illness. An injury or occupational illness that occurs in the work 
environment that falls under one of the exceptions listed in 29 CFR 1904.5(b)(2) is 
not work-related, and therefore is not recordable. 

 
2. The injury or occupational illness represents a new case in the system. 

 
3. The injury or occupational illness results in one or more of the following: 

(a) Death 
(b) Days away from work (training or educational activities) 
(c) Restricted work or transfer to another job 
(d) Medical treatment beyond first aid 
(e) Loss of consciousness 
(f) A significant injury or illness diagnosed by a physician or other licensed health 

care professional 
(g) A needlestick or sharp injury exposing the student to another person’s blood or 

potentially infectious material 
(h) A Standard Threshold Shift (STS) in hearing in one or both ears where the 

employee’s total hearing level is at least 25 decibels above audiometric zero in 
the same ear(s) as the STS 

(i) Exposure to persons with a case of active tuberculosis (TB), where the student 
subsequently develops a TB infection. 

 
Student injuries resulting in any of the conditions above and stemming from horseplay 
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while engaged in training or educational activities must also be recorded on the OSHA 
300 Log in ECOMP. 

 
The OSHA 300 Log is required to be retained for five years. 

 
c. CA-1, Notice of Traumatic Injury and Claim for Compensation, is completed in 

ECOMP within seven calendar days of supervisor notification. 
 

In the event that an injury requires separation from Job Corps, center staff must obtain 
National Office of Job Corps approval prior to forwarding a CA-1 to OWCP. When the 
CA-1 is forwarded to OWCP at separation, an OWCP CA-16 manual form, 
Authorization for Examination and/or Medical Treatment, and an OWCP-1500 manual 
form, the Health Insurance Claim Form, are sent to the provider. If the injury is not 
severe enough to cause separation, the CA-1 should be completed, electronically filed 
in ECOMP within seven calendar days of supervisor notification, printed, signed by the 
student, and filed in the student’s health folder. 

 
d. CA-2, Notice of Occupational Disease and Claim for Compensation, is rarely used in 

Job Corps because there are very few cases of occupational disease or illness related to 
enrollment in Job Corps. If such a situation does occur, contact the National Office of 
Job Corps before filing a CA-2. 

e. CA-6, Official Supervisor's Report of Employee’s Death, is filed in ECOMP if a 
student dies as a result of an illness/injury incurred while in performance of duty. 

The Center Director must report student fatalities to the National and Regional Offices 
within six hours of the event via Significant Incident Report (SIR). 

 
f. CA-7, Claim for Compensation Due to Traumatic Injury or Occupational Disease: 

Unlike other federal employees, Job Corps students are not eligible for continuation of 
pay for 45 days. However, they may submit a CA-7 after medical separation to receive 
compensation for injury or illness. The center must complete the CA-7 and have the 
student sign and date Section 7 of the form. In the event that the student is unable to 
sign the CA-7, the Center Director may sign as his or her authorized representative. 

 
Upon Office of Job Corps approval to forward a CA-1 or CA-2 to OWCP in ECOMP, 
the center must fax or e-mail a copy of the completed CA-7 to the Office of Job Corps 
for submission to OWCP. The Office of Job Corps must file the copy sent to them by 
the center with OWCP within five days of the student’s signature. 

 
The original CA-7, signed by the student, should be filed in the student’s health folder. 

 
Manual Forms 

 
a. CA-16, Authorization for Examination and/or Treatment: Whenever a student separates 

from Job Corps and needs examination and/or treatment as a result of traumatic injury, 
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the Center Director should issue a CA-16 to the physician or medical facility. This form 
authorizes the injured student's examination and/or treatment from a physician or 
medical facility. When a CA-2 is electronically submitted to OWCP in cases of 
separation because of work-related illness or disease, a CA-16 is issued only if prior 
approval is obtained from OWCP. If a CA-16 is submitted, do not submit a CA-20. 

 
This form provides OWCP with an initial medical report and the physician or medical 
facility with a billing form for emergency treatment. Issuance of the CA-16 authorizes 
OWCP to pay medical expenses incurred. 

 
Part A is completed by the student’s supervisor and submitted to the physician or 
medical facility within 48 hours of examination and/or treatment. Part B is completed 
by the attending physician as promptly as possible after initial examination and faxed to 
OWCP. 

 
When there is a need for medical follow-up for the work-related injury by a second 
health-care provider, the center must email/mail the name and address of that provider 
to OWCP or instruct the student (in writing) to do so. 

 
b. OWCP-1500 (also known as HCFA-1500)—Health Insurance Claim Form: 

This form accompanies the CA-16 to all medical care providers, except hospitals. 

It is issued by health-care providers to bill the OWCP district office for services 
rendered. 

c. CA-20, Attending Physician’s Report: This report provides medical support of claims 
for compensation. It is submitted to OWCP upon completion of the medical 
examination and treatment. It is also used to provide additional medical information 
regarding the claim. If a CA-20 is submitted, do not submit a CA-16. 

 
R16. Definitions and Procedures for Handling Job Corps Student Injuries 

 
a. Job Corps Injuries Designated as First Aid 

 
1. First aid is defined as any one-time treatment, and any follow-up visit for the 

purpose of observation, of minor scratches, cuts, burns, or splinters, which does not 
ordinarily require medical care. Such one-time treatment and follow-up visits are 
considered first aid even if they are provided by a physician or other registered 
professional personnel. 

 
2. First aid injuries must be documented in ECOMP. 

 
3. The following procedures are generally considered examples of first aid treatment 

(e.g., one-time treatment and subsequent observation of minor injuries): 
(a) Application of antiseptics during initial visit to medical personnel 
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(b) Treatment of first-degree burn(s) 
(c) Application of bandage(s) during any visit to medical personnel 
(d) Use of elastic bandage(s) during initial visit to medical personnel 
(e) Removal of foreign bodies from wound if procedure is uncomplicated (e.g., by 

tweezers or other simple technique) 
(f) Use of nonprescription medications as long as dosage does not constitute 

prescription strength 
(g) Soaking therapy on initial visit to medical personnel or removal of bandages by 

soaking 
(h) Application of hot or cold compress(es) during first visit to medical personnel 
(i) Application of ointments to abrasions to prevent drying or cracking 
(j) Application of heat therapy during first visit to medical personnel 
(k) Negative x-ray diagnosis 
(l) Observation of injury during visit to medical personnel 

 
4. The administration of a tetanus shot or booster by itself is not considered medical 

treatment. However, these shots are often given in conjunction with more serious 
injuries; consequently, injuries requiring these shots may be filed in ECOMP for 
other reasons. 

 
b. More Serious Injuries Not Resulting in Student Separation, Designated as No Lost 

Time (NLT) 

1. This category includes injuries that result in medical treatment beyond first aid, and 
are serious enough to need a specialized referral but do not require a medical 
separation. 

 
2. An example of this type of injury would be a student sustained a strain or sprain, but 

is able to continue training with restrictions. 
 

3. These injuries must be documented in ECOMP. Some examples of this category of 
injury are: 
(a) Fractures 
(b) Head injuries with loss of consciousness 
(c) Positive x-ray diagnosis 
(d) Lacerations with nerve or tendon damage 
(e) Injuries needing sutures/Steri-Strips/adhesive butterfly 
(f) Foreign body embedded in the eye 
(g) Jaw fractures/dental damage 
(h) Treatment of infection 
(i) Treatment of 2nd or 3rd-degree burns 
(j) Food poisoning 
(k) Dislocated shoulder 

 
c. Injuries Resulting in Separation from Job Corps, Designated as Lost Time (LT) 
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1. This category includes injuries resulting in the student’s death or serious injuries 
that result in the student’s separation from Job Corps. 

 
2. An example of this type of injury would be: a student sustained a traumatic injury in 

the performance of duty that requires surgery, additional medical treatment that 
cannot be provided on center, or the student can no longer perform in the program. 

 
3. These injuries must be documented in ECOMP. 

 
4. Section 8143 of the Federal Employees’ Compensation Act (FECA) states that 

while students are enrolled in Job Corps, students are considered employees of the 
federal government for purposes of medical coverage under FECA. The 
performance of duty does not include an act of an enrollee while absent from his or 
her assigned post of duty, except while participating in an activity (including an 
activity while on pass or during travel to or from the post of duty) authorized by or 
under the direction and supervision of Job Corps. 

 
R17. Staff Injury, Occupational Illness/Disease, and Fatality Recordkeeping 

Staff is defined as all contractors, federal employees, and temporary employees who work 
at a Job Corps center. 

All work-related staff injuries, occupational illnesses, and fatalities must be documented by 
the employer in accordance with 29 CFR 1904 and the employer’s policies and procedures. 
At a minimum, employers must maintain: 

a. OSHA 300, Log of Work-Related Injuries and Illnesses: All centers must maintain a 
single log for the current calendar year. The OSHA 300 Log is required to be retained 
for five years. The employer is to use their own method to maintain the OSHA 300 Log 

 
R18. OSHA Form 300A, Summary of Work-Related Injuries and Illnesses 

 
Each year, Job Corps centers are required to post OSHA Form 300A, also called the OSHA 
300A Summary, from February 1 through April 30 in accordance with 29 CFR 1904.32. 
OSHA Form 300A summarizes data contained in the OSHA 300 Log, which is maintained 
electronically in ECOMP for students, for the calendar year just prior to posting for the 
purpose of notifying students and staff of the injuries that have occurred on center. The 
OSHA 300A for Job Corps students should be generated through ECOMP reports. 

 
The OSHA 300A for Job Corps staff should be generated in accordance with 29 CFR 1904 
and posted for the same timeframe. 

 
Following the required three-month posting period, the OSHA 300A must be retained for 
five years. 
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R19. Anti-retaliation 
 

The center shall not terminate the enrollment of any student, discharge any staff member, 
discipline any student or staff member, or take any other adverse action against him or her 
for complaining about unsafe or unhealthful conditions, instituting any proceedings under 
the OSH Act, testifying in any OSH Act proceedings, or exercising any right on behalf of 
himself or herself or others of any right afforded by the OSH Act. This includes the right 
to refuse dangerous work under certain circumstances (See 29 CFR 1977.12(b)(2)). In 
centers operated by private contractors these rights are provided by section 11(c) of the 
OSH Act, 29 U.S.C. 660(c). In centers operated by a federal agency these rights are 
protected by 29 CFR 1960. 46-47. 

 
Any student or staff member in a center operated by a private contractor who believes that 
he or she has suffered an adverse action because of engaging in any of these protected 
activities may file a complaint with OSHA or a State OSHA within 30 days of the adverse 
action (some States have longer filing periods). If after an investigation merit is found, the 
U.S. Department of Labor or the State may file suit to obtain reinstatement, back pay, and 
other appropriate relief. In centers operated by a federal agency the procedures are those 
developed by that agency. 

As a part of regularly scheduled occupational safety and health training students and staff 
shall be trained about these rights and procedures. 

For more information about section 11(c) go to www.whistleblowers.gov, especially 
section 11(c) under Statutes (see Occupational Safety and Health Act of 1970), 29 CFR 
part 1977 under Regulations, the desk aid for section 11(c) under Desk Aids, and the 
Whistleblower Investigations Manual under Policy Documents. 

 
R20. OSHA Poster 

 
In centers operated by private contractors the center shall post the OSHA poster in a 
conspicuous place where notices to employees are customarily posted. In State Plan States 
the center shall post the State OSHA poster (See 29 CFR 1903.2). In centers operated by a 
federal agency the center shall comply with the poster requirement in 29 CFR 1960.12(c). 

http://www.whistleblowers.gov/
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5.10 FOOD SERVICES  

REQUIREMENTS 
 

R1.  Food Handling 
 

Centers must ensure that food handling practices comply with the state, local, or U.S. 
Public Health Service Food Code, whichever is more stringent. Centers must develop and 
implement a Hazard Analysis and Critical Control Point (HACCP) program as outlined in 
Annex 4 of the U.S. Public Health Service Food Code. All meat products must meet U.S. 
Department of Agriculture standards. The centers must ensure: 

 
a. Food Service Manager has completed food safety training. 

b. Food Service staff are trained in safe handling of time/temperature control for safety 
(TCS) food including safe cooking and holding temperatures. 

c. Temperature monitoring logs are maintained for refrigerators, freezers, and food held 
for service and during service. 

 
R2.  Food Storage 

 
Centers must ensure that storage of food complies with the state, local, or U.S. Public 
Health Service Food Code, whichever is more stringent, and does the following: 

 
a. Storage areas protect food from the elements, fire, rodents, insects, organisms, and 

other causes of spoilage. 
 

b. Chemicals, soaps, and poisons are properly labeled and stored separately from food. 
 

c. Storerooms are well ventilated and food items are stored a minimum of six inches 
above the floor in a manner that protects the food from splash, dust, and other 
contamination and permits easy cleaning of the area. Exceptions are: 

 
1. Metal pressurized beverage containers and cased food packaged in cans, glass, or 

other waterproof containers, and milk containers in plastic crates 
 

2. Containers stored on dollies, racks, or pallets, provided such equipment is easily 
mobile 

 
d. Storerooms are free of exposed or unprotected sewer lines, water lines (except 

automatic fire protection sprinkler heads), uninsulated steam lines, water heaters, 
refrigeration condensing units, or other heat-producing devices. 

 
e. All refrigeration equipment (refrigerators and freezers) must be monitored to ensure 

proper temperature ranges are maintained at all times. 
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f. Open food containers, cooked and fresh, are covered, labeled, and dated to ensure 

proper usage. 
 

R3.  Food and Nutrition 
 

Centers must provide food services to students, to include: 
 

a. Meal service 
 

1. Provide three meals per day, except on holidays and weekends, when two meals are 
acceptable. In lieu of the third meal, healthy snacks must be available to students on 
weekends and holidays. 

 
2. No more than 14 hours shall elapse between meal services. 

 
3. Meals must be planned using a minimum of a 28-day cycle cafeteria menu. 

4. Meal service must be consistent with schedules for work-based learning, off-center 
activities, late arrivals, etc. 

b. Food options 

1. Students must receive a minimum of two choices of meat or non-meat protein 
sources at both lunch and supper. 

2. Students must receive a minimum of the following daily: 
(a) Five choices of fresh or frozen vegetables and/or fruits 
(b) Four servings of grain products 
(c) Low-fat and/or fat-free milk and dairy alternatives and water must be available 

at all meals 
 

3. Centers must offer meals and food items that meet the dietary needs and desires of a 
diverse population, including ethnic, vegetarian, and low-fat alternatives. 

 
c. Nutrition 

 
1. Meals must reflect the definition of a “Healthy Diet” as described in The Dietary 

Guidelines for Americans. Meals must: 
(a) Emphasize fruits, vegetables, whole grains, fat-free or low-fat milk and milk 

products, and dairy alternatives. 
(b) Include lean meats, poultry, fish, beans, eggs, and nuts. 
(c) Be low in saturated fats, trans fats, cholesterol, salt (sodium), and added sugars. 

 
2. Portion sizes must reflect recommendations set forth in The Dietary Guidelines for 

Americans. 
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3. Foods of Minimal Nutritional Value (FMNV) may be available to students in the 

cafeteria on a limited basis. FMNV include soda water/fountain drinks, water ices, 
hard candies, jellies and gums, marshmallow candies, licorice, spun candies, and 
candy coated popcorn. Students may be given the option to purchase FMNV 
through vending machines or the student store. 

 
R4.  Dining Environment 

 
Centers must: 

 
a. Operate a dining room and serving and meal preparation areas that are clean, attractive, 

and comply with state/local (whichever is stricter) food handling and sanitation standards 
for the food service industry. 

 
b. Post the most recent environmental health inspection report at the serving line entrance. 

 
R5.  Food Service Staff Health 

Centers must ensure that kitchen and dining hall staff comply with state or local food 
handling requirements, per Chapter 5, Section 5.10, R1. 

R6.  Food Service Management and Control 

Centers must develop procedures for ordering, purchasing, receiving, storing, inventorying, 
and issuing food products that ensure: 

a. Prevention of fraud and abuse 
 

b. Protection of food and food preparation equipment and areas from contaminants, 
insects, and rodents 

 
c. Safe and sanitary handling and storage of food 

 
R7.  Student Input 

 
Centers must develop procedures to obtain student input into the planning and evaluation of 
the content and quality of the meals and service provided. 

 
R8.  Staff/Visitor Meals 

 
Centers must provide staff and visitors access to meal service during regularly scheduled 
serving periods. All non-students must be charged (unless prior Regional Office approval is 
granted) a price, which covers cost of food and its preparation. 
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5.11 MEDIA  

REQUIREMENTS 
 

R1.  Notification of Newsworthy Events 
 

Job Corps center operators, as well as Outreach and Admissions (OA) and Career 
Transition Services (CTS) contractors, must immediately notify and consult with the 
Regional Office for guidance and approval of contractor news releases. 

 
R2.  Media Inquiries 

Responsibilities of federal contractors and others operating Job Corps centers, as well as 
Outreach and Admission, and Career Transition Services contractors: 

a. Notify the Job Corps Regional Office (RO) responsible for the region in which the 
center is located of all media inquiries, and provide a copy of each inquiry if it was 
submitted in writing. The notice must be provided as early as practicable and should 
include the date, time, location, and point of contact for the request. 

 
b. Coordinate with the RO to receive guidance on responding to incoming media inquiries 

before issuing a response. 
 

c. Maintain the confidentiality of student information. Personally Identifiable Information 
(PII) and any other information capable of identifying a student should not be released 
without the student’s written consent. If the student is a minor, the written consent of 
the student’s parent or guardian is required before releasing information to the media or 
otherwise making it publicly available. 

 
Responsibilities of ROs: 

 
a. Forward media inquiries they receive to their designated contact in the regional Office 

of Public Affairs (OPA) for review and guidance on responding. 
 

b. Notify the National Office of Job Corps before, or simultaneous to, providing notice to 
OPA. 

 
R3.  Media Related Events 

 
Responsibilities of federal contractors and others operating Job Corps centers concerning 
media related events are below. 

 
a. Submit a written request for approval to the Regional Office for planned events or 

activities where media interest or participation might exist, or where the center wishes 
proactively to invite media participation (i.e., open houses, etc.). This notice must 
include information sufficient for Job Corps and others to assess the level of media 
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interest and the proposed media plan’s alignment with program priorities (e.g., type of 
event, date, location, participants, type of media interest or participation anticipated, 
and any concerns related to the media’s interest or participation in the event). 

 
Upon review, OJC’s regional or national offices may provide direction to ensure that 
the proposed media event and strategy properly align with and support the program’s 
priorities and goals. In some cases, the request may be approved subject to specific 
revisions. 

 
OJC requires this Media Request Form to be used when submitting requests for media 
approval. When possible, the center operator must submit this request at least five 
business days prior to the planned event. 

 
If media arrives unannounced, the Center must contact the Region immediately for 
approval to engage, and before allowing entry to the Center. 

 
b. Advise media organizations that Job Corps prefers they interview only students 18 

years of age and older. 

c. Provide written notice to students in advance of a media visit to their Job Corps center. 
The notice must inform students that they are not required to appear in media coverage 
or broadcasts, and can refuse to speak or be interviewed, filmed, photographed, or 
otherwise recorded during a media visit. 

d. Refrain from taking disciplinary actions against students that limit the exercise of their 
First Amendment protections. These protections include, but are not limited to, 
initiating media contact and publishing information about the Job Corps program. 

 
R4.  Center Visits by Elected Officials 

 
Job Corps wants to be transparent about center operations while also ensuring student 
privacy, minimizing disruptions to normal center operations. From time to time, federal, 
state and local elected officials may request tours or visits to Job Corps centers. Job Corps 
seeks to accommodate those requests whenever possible. 

 
Federal contractors and others operating Job Corps centers often extend or receive 
unsolicited requests for tours or visits of centers. These entities cannot grant elected 
officials or their staff permission to tour, visit, or speak at Job Corps centers without prior 
notice and approval by the Department of Labor (DOL). The notice and approval process 
is outlined below. 

 
a. The center operator must submit a written approval request to the RO. When possible, 

the center operator must submit the request at least ten business days before the 
proposed visit by the elected official or his/her staff. 

https://jcmarketplace.com/product/media-request-form/
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b. The approval request must describe the purpose of the visit or appearance, and what 
news media, if any, may attend or accompany the official. 

 
c. Job Corps’ RO must notify the National Office of Job Corps of the requested visit. Job 

Corps’ National Office will coordinate review of the request with DOL’s Office of 
Congressional and Intergovernmental Affairs and OPA. The National Office of Job 
Corps will also ensure that the RO and center operator are advised of any DOL visit 
guidance and requirements. 

 
d. Center operators must comply with all DOL guidance and requirements for requested 

and approved visits by elected officials or their staff, including but not limited to the 
general prohibitions below. 

 
1. Declared candidates for public office, including incumbents who have declared 

their intent to seek re-election, may not visit a Job Corps center for the purpose of 
campaigning at a Job Corps center. 

 
2. Declared candidates for public office may not use the center, its grounds and 

facilities, and its staff or students for a campaign event or an event that could affect 
the candidate’s campaign, including debates and forums. 

3. Declared candidates for public office may not use the Job Corps logo or other 
intellectual property associated with the Job Corps program for campaign materials, 
media, or any other purpose. 



PRH Chapter 5: Management Services Page 5.12-1 
 

5.12 NAMING OF JOB CORPS CENTERS AND FACILITIES  

REQUIREMENTS 
 

R1.  Naming and Renaming of Job Corps Centers 
 

a. Job Corps centers may not be named or renamed by center operators or any other party. 
 

b. Interested parties may petition the U. S. Department of Labor to name or rename a Job 
Corps center by making a formal request to the Assistant Secretary for Employment 
and Training. 

 
R2.  Naming and Renaming of Job Corps Facilities and Property 

The naming or renaming of Job Corps facilities and real property, including signage, will 
be done in consultation with the Office of Job Corps. 
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5.13 ENVIRONMENTAL PROTECTION  

REQUIREMENTS 
 

R1.  Hazardous Waste 
 

Centers must comply with federal, state, and local regulations and Job Corps policy 
regarding hazardous waste generation, storage, and disposal. DFAM is available to provide 
technical assistance. 

 
a. Centers must evaluate their potential to generate hazardous wastes monthly to 

determine their hazardous waste generator category. If hazardous wastes are not 
generated the requirements in this section may not be applicable. 

b. Centers must be compliant with all federal or state requirements for their respective 
hazardous waste generator category. 

c. Designate a competent person on center to oversee hazardous waste on center. The 
competent person shall be provided a minimum of 24 hours of Hazardous Waste 
Operations training within six months of designation. 

 
d. Designate a location(s) on center for the proper storage of hazardous waste. 

 
e. Hazardous waste must have appropriate labels/placards applied during storage and prior 

to shipment for disposal. 
 

f. Monitor and inspect all hazardous waste storage areas weekly and maintain 
documentation. 

 
g. Develop a plan for quarterly (or within 180 days of generation) removal of hazardous 

waste from center using a licensed hazardous waste hauler and disposal facility. 
 

h. Emergency response to a spill or leak of hazardous waste must be performed by the 
local fire department, hazardous waste response team or licensed contractor. 

 
i. All paperwork pertaining to the storage and transfer of hazardous waste must be 

maintained for at least 3 years. 
 

j. Centers must notify the Job Corps Regional Office, and the National Office of Job 
Corps Safety Team leader within 24 hours if a spill or release of hazardous waste 
occurs. Center must complete a Significant Incident Report (SIR) detailing the incident 
and response actions. 

 
k. Centers must notify the Environmental Protection Agency (EPA) National Response 

Center at (800) 424-8802 if any oil or hazardous substance spills or a release occurs 
that exceeds the reporting quantity as required by 40 CFR part 302. A release includes 
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any discharge, spill, or leak into the air, water, or land. 
l.  Centers must comply with the hazardous waste provisions of the bloodborne 

pathogens standard, 29 CFR 1910.1030(d)(4)(iii). 
 

R2.  Polychlorinated Biphenyls (PCBs) 
 

Centers must comply with federal, state, and local regulations and Job Corps policy 
regarding polychlorinated biphenyls (PCB) in electrical transformers. DFAM is available to 
provide technical assistance. 

 
a. Centers that own electrical equipment known to contain PCBs must register with the 

EPA’s Transformer Registration and PCB Activity Database. A copy of the registration 
certificate can be obtained from EPA and must be maintained on center indefinitely, 
and must be available for review upon request. 

 
b. Centers must prepare an inventory of all equipment on center, including transformers, 

capacitors, fluorescent light ballasts, and hydraulic oils that may contain PCBs. The 
inventory must include the following: 

 
1. Type of equipment, installation date, and manufacturer 

2. Overall condition 

3. Contact information for nearest PCB waste hauler 

c. Centers must comply with 29 CFR 1910.1000, which requires protects against 
exposures to certain air contaminants. Biphenyls, listed under Diphenyl, are listed in 
Table Z-1. 

 
R3.  Underground Storage Tanks (USTs)/Aboveground Storage Tanks (ASTs) 

 
a. Centers must comply with federal, state, and local regulations and Job Corps policy 

regarding underground storage tanks (UST) and aboveground storage tanks (AST). 
Each center operator, Center Director, and Safety Officer must coordinate to ensure 
that all USTs and ASTs comply with 40 CFR Parts 112 and 280, and all applicable 
state requirements. All required documentation and records are the property of the 
Department of Labor and must be retained on-center permanently. On-Site Fuel Tank 
Reporting for Energy Independence and Security Act (EISA) requirements is done 
through the CRA/FNC website. DFAM is available to provide technical assistance. 

 
b. Centers must develop, implement, and maintain a Spill Prevention, Control, and 

Countermeasure (SPCC) plan if it stores, uses, or consumes oil and has a completely 
buried storage oil capacity of 42,000 U.S. gallons or an aggregate aboveground oil 
storage capacity greater than 1,320 gallons with a reasonable expectation of discharge 
of an oil into or upon navigable waters (as defined by EPA) or adjoining shoreline. 
All containers and reservoirs 55 gallons or greater must be included in the 
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aboveground capacity calculations. Calculations are based on tank capacity and not on 
amount stored. An oil includes but is not limited to petroleum; fuel oil, sludge oil; oil 
refuse; fats; oils or greases of animals, fish, mammal origins, vegetable, seed, nut fruit 
or kernel oils; and any other oils; greases including synthetic oils and mineral oils. All 
SPCC plans must be developed in accordance with 40 CFR Part 112. 

 
c. Centers must comply with 29 CFR 1910.106(b) requirements on storage tanks. 

 
R4.  Mercury 

 
Centers must comply with EPA standards, 40 CFR Part 261, Hazardous Waste 
Identification Regulations, 40 CFR Part 273, Universal Waste Regulations, as well as state 
and local regulations and Job Corps policy regarding mercury containing equipment. 
DFAM is available to provide technical assistance. 

 
a. Each center operator, Center Director, and center Safety Officer must coordinate to 

ensure that all sources of mercury have been identified and are properly disposed of in 
accordance with the local/state or EPA regulations. 

 
b. All mercury-containing paints, batteries, thermometers, blood pressure meters, 

thermostats, etc., currently in use should be replaced when it is fiscally possible. 

c. Center students/staff are strictly prohibited from attempting to clean up spills of 
elemental mercury. Clean-up must be performed by the local fire department, hazmat 
team, or a licensed contractor. 

 
d. Fluorescent light bulbs contain small amounts of mercury which when broken may be 

released as mercury vapor. Authorized and properly trained staff members may 
perform clean-up of broken fluorescent light bulbs following clean up instructions 
developed by the EPA. 

 
e. All required documentation and records are the property of the Department of Labor 

and must be retained on-center permanently. 
 

R5.  Ozone-Depleting Substances (ODS)/Refrigerants 
 

Ozone-Depleting Substances (ODS) are regulated by Section 608 of the EPA Clean Air 
Act. DFAM is available to provide technical assistance. Centers must meet the following 
requirements: 

 
b. Centers must comply with federal, state, and local regulations and Job Corps policy 

regarding ODS refrigerants in the replacement and disposal of air conditioning and 
refrigeration units. 

 
c. Technicians servicing air conditioning and refrigeration equipment must be EPA 

certified. 
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d. Air conditioning and refrigeration equipment containing ODS refrigerants must 

have ODS refrigerants removed before final disposal. 
 

e. Reclaimed ODS refrigerants must be processed by a reclaimer meeting EPA 
requirements. 

R6.  Water and Waste-Water Treatment 
 

Centers must ensure that when non-municipal water and waste treatment facilities are used, 
the following requirements are met: 

 
a. Water supplies meet center needs and satisfy National Primary Drinking Water 

Regulations (40 CFR 142). 
 

b. Prior to construction or renovation, the standards and regulations of federal, state, and 
local health authorities are consulted. Renovation/building plans and specifications are 
sent to the National Office of Job Corps, with a copy to the Regional Office, for review. 

 
c. Water treatment plant operators with a Class [insert type of class] license as required 

for the water treatment plant shall operate and maintain the water treatment system. 
 

d. Records are maintained showing the amount of water treated, amount of chlorine used, 
daily free chlorine residual, and other data pertaining to water treatment per federal, 
state, and local requirements. 

 
e. All required bacterial and chemical tests are performed by qualified and trained water 

treatment plant operators. 
 

f. The center complies with the water quality and related standards of the state and with 
the standards established by the Federal Water Pollution Control Act 33 U.S.C. 1251 et 
seq (https://www.whistleblowers.gov/statutes/fwpca). 

 
g. Records are maintained documenting the water/wastewater treatment pursuant to 

standards set by the Environmental Protection Agency (EPA) and local authorities and 
should be maintained on center indefinitely. Waste treatment problems are brought to 
the attention of the appropriate EPA coordinator and the Regional Office. 

h. Records of influent and effluent monitoring data are maintained as required by the 
plant’s effluent discharge permit and other data pertaining to wastewater treatment. 

 
i. The analysis of all influent and effluent, as required by the discharge permit, is 

performed by a certified laboratory. 
 

 

https://www.whistleblowers.gov/statutes/fwpca)
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