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GLOSSARY OF ABBREVIATIONS AND ACRONYMS

ACRONYM/ABBREVIATION
AR
COR
DWC
EHSS
FAR
GSP
IAW
IOP
NFPA
OSHA
PM
PWS
QCSP
SBS
SOP

DEFINITION
Army Regulation
Contracting Officer’s Representative
Department of Workers Compensation
Environmental Health Safety System
Federal Acquisition Regulation
Gemini Safety Plan
In Accordance With
Internal Operating Procedures
National Fire Protection Association
Occupational Safety and Health Administration
Project Manager
Performance Work Statement
Quality Control Safety Program
Support Base Services
Standard Operating Procedure
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1.0 Purpose
The purpose of the Gemini Tech Services, LLC (GTS) Safety Plan (GSP) is to provide safety
policies and procedures to GTS personnel and reduce injuries through preventative measures. It
is a written document that describes the process for identifying the physical and health hazards
that could harm workers, procedures to prevent accidents, injuries and steps to take when
accidents/injuries occur. GTS is committed to reducing work-related injury & illness and to also
increase productivity. This GSP outlines the Environment, Health and Safety (EHS)
requirements and guidelines.
2.0 Scope
The prevention of occupationally induced injuries and illnesses is our primary purpose for the
GSP. The GSP procedures outline responsibilities for occupational safety and health and it
provides general safety measures. The objective of the GSP is to prevent losses to employees and
the organization by doing the following:
a. Maintain a safe and healthy workplace for all employees in compliance with all policies,
procedures and regulations.
b. Establish safety and health objectives.
c. Promote a positive attitude towards safety.
d. Provide management leadership and require all employees to take responsibility and
ownership for safety.
e. Assure compliance with safety, health, and security programs and practices.
f. Provide training to our employees to better educate them how to comply with safety
requirements that are established and supported by OSHA.
g. Regularly review and evaluate safety, health, and environmental, procedures, and
practices to assure that they are effective and up to date.
h. Assure timely and thorough reporting and investigation of all injuries/accidents/incidents
including the identification of causal factors and the establishment of effective corrective
actions.
3.0 Record Keeping
The documents and records developed and used in the GSP identify how GTS evaluates, records,
and tracks all safety requirements. All records shall be maintained at Gemini Tech Services’
Corporate Headquarters and / or posted on the Gemini Tech Services’ web site behind a
password protected firewall accessible to Government Agencies and GTS employees for
inspection.
4.0 Overview
GTS places a high value on Environmental, Health and Safety. The key to effective safety is to
properly oversee, review and evaluate without imposing undue levels of control, layered
decision-making and approvals that can affect performance. GSP is a managerial process that:
operates an effective and structured Environmental, Health and Safety System (EHSS) that is
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fully capable of meeting policies, procedures and regulations, in regard to the health and safety
of its employees, customers, the environment and the general public, visitors and contractors.
Employees are to engage with health and safety responsibilities and given the means, training
and authority necessary to enable them to satisfy their requirements, including personal
protective equipment (PPE).
All personnel are empowered to identify safety issues and are encouraged to identify problems
and recommend corrections, innovations and improvements.
Attachment A1: DOD Projects – Employee Report of Alleged Unsafe or Unhealthful Working
Conditions – utilize DA Form 4755
Attachment A2: GSA Projects – Personnel working on GSA related projects shall adhere to and
utilize GSA Form 3592
All employees are responsible for complying with safe and healthful work practices. The GSP
ensures that all workers comply with these guidelines by:
a. Informing workers of the provisions of our GSP;
b. Training each worker in the hazards and controls associated with their work area.
c. Evaluating the safety performance of all workers through the continual surveillance and
coaching of employee’s for a safe work environment.
d. Recognizing employees who perform safe and healthful work practices.
e. Providing training and increased safety observation and coaching to workers whose
safety performance is deficient.
f. Disciplining workers for failure to comply with safe and healthful work practices.
This GSP details how performance will be monitored, inspected and evaluated. It identifies who
is responsible for verifying safe and healthful work and service, and who is responsible for
preventing and correcting any identified deficiencies.
5.0 Environmental, Health and Safety System (EHSS)
The goal of an effective and efficient GSP is to define the best methods, tools, and procedures to
meet OSHA requirements and expectations. The EHSS provides a systematic program for
assessing compliance with performance objectives and standards. The EHSS includes methods
and procedures for scheduling, conducting, and documenting EHS inspections. Specific
processes and tools for measurement, analysis and improvement include:
5.1 EHS Tools
Inspection worksheets, inspection schedules and frequencies have been developed to
assess OSHA performance and compliance. EHS inspections are expected to identify
endangerment to life and or physical safety of any individual to prevent accidents and
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preserve the life of the individuals. GTS continually develops safe work practices; proper
use, care, and maintenance of tools and equipment; and known hazards in work areas.
5.2 EHS Training
OSHA compliance training, custom training, and best practices training. EHS training
helps prevent work-related injuries and illnesses. EHS training also encourages workers
by educating and empowering them to advocate for safer working conditions. GTS
Personnel will also train on the following:
a.
b.
c.
d.

How to identify the safety and health problems at the workplace.
How to analyze the causes of these safety and health problems.
How to bring about a safer and healthier workplace.
How to involve all employees to achieve all of the above.

5.3 Continuous Improvement
GTS continuously solicits, looks for hazards and evaluates work activities for
improvement efficiencies. The GTS workforce is empowered to make suggestions and
incorporate management directed changes that increase mission effectiveness. GTS
Safety personnel and management determine methods of measuring safety and hazards in
the workplace.
a. Regulatory compliance is given top business priority.
b. Leaders at all levels who are responsible for managing safety throughout the
organization are supported and trained to do their job.
c. Accountability systems are in effect to ensure that expectations are clear, authority is
appropriate, and the safety process is managed to deliver continual improvement.
6.0 Methods of Surveillance
The primary methods of surveillance are based on a thorough review of OSHA requirements to
ensure all services described in the task order are addressed. This helps to identify hazards in the
workplace, and make improvements to the health and welfare of GTS employees. Safety is the
number one objective for all GTS management and staff.
The following are methods of surveillance that are used in GTS’ proactive approach to identify,
prevent and correct safety concerns and hazards in the workplace:
6.1 Visual
Visual inspections are the most important method to ensure high quality standards and
the safety of GTS employees. Visual inspections are predominantly “walk through
inspections” in which management will identify and note possible deficiencies, safety
issues, hazardous concerns and correct them on the spot. Such an inspection might occur
both during work in progress and after a task is completed. Types of visual inspections
include:
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a. Random.
b. 100 Percent inspection.
c. Continuous.
6.2 Analytical
Analytical inspections involve the review of documentation such as the OSHA injury and
illness record keeping forms, OSHA Log of Work-Related Injuries and Illnesses
(Attachment C1 – Form 300), Summary of Work-Related Injuries and Illnesses
(Attachment C2 – Form 300A), Injury and Illness Incident Report (Attachment C4 –
Form 301), Employer’s First Report of injury or illness (Attachment B1 – DWC Form001) and that all records are properly kept, and reports are turned in on time. GTS Site
Leads and Corporate Management will be responsible for this type of inspection.
7.0 Roles and Responsibilities:
7.1 Corporate Management
a. GTS will do everything possible to prevent workplace accidents; we are committed to
providing a safe working environment for all employees. We share a personal and
professional commitment to protecting the safety and health of our employees, our
contractors, our customers and the people of the communities in which we operate.
b. GTS and our employees take responsibility for our own safety and for those around us.
c. We recognize and correct potential hazards.
d. We speak up and stop work if safety is compromised.
e. Furnish to each GTS employee, places of employment which are free from recognized
hazards that are causing or are likely to cause death or serious physical harm to GTS
employees.
f. GTS complies with OSHA standards.
g. GTS will furnish proper PPE.
h. Communicating to the GTS personnel the importance of meeting customer, regulatory
and legal requirements.
i. Ensuring processes and procedures are being implemented.
j. Continuously staying engaged on all safety issues with the through performance
feedback, inspection results, observations, noted deficiencies and other information.
k. Interfacing with Government stakeholders regarding performance and/or potential safety
issues relevant to Government provided facilities that GTS employees occupy during
performance of a contract.
l. Ensuring the availability of necessary resources.
7.2 GTS Employees
a. Responds to their supervisor, ensuring compliance of environmental, health, safety and
contractual and regulatory requirements.
b. Make suggestions and recommendations to Management, Supervisors/Leads to enhance
the overall safety operations of the contract.
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c. Conducts visual safety and hazard analysis and reports findings to Corporate
Management.
d. Each employee shall comply with OSHA rules and policies, regulations, and orders
issued pursuant to this Act, which are applicable to his/her own actions and conduct.
8.0 Reporting
When requested to do so, GTS shall make available complete inspection reports on all contract
functions, for relevant inspections performed.
8.1 GTS Employee reporting process:
a. Notify immediately (within 5 minutes), Lead and/or Supervisor of any injuries/ accidents
(5 W’s – who, what, where, when, why).
b. Provide specific information on injuries/ accidents they experienced or witnessed to their
Lead, Supervisor, PM and GTS HQ (Human Resources or Safety Manager), to assist with
completing the injury/accident/incident report.
c. Follow all environmental, health and safety reporting procedures and complete training
when required.
d. Follow all safety and vehicle reporting and operating requirements and complete training
when required.
e. Operate vehicles safely, in accordance with local driving laws and regulations.
8.2 GTS Supervisor and Lead reporting process
a. Provide verbal notification of any injury/accident/incident involving a GTS employee to
GTS Management (Human Resources or Safety Manager) immediately, with details of
injury/accident/incident and if those involved require medical attention.
b. Send 5-W’s (Who, What, Where, When, Why) immediately.
c. Complete and submit the injury/accident/incident report for GTS employees under their
supervision who have experienced an injury/accident.
d. Ensure the Standard Form 91 (SF91) (Motor Vehicle Accident Report), if applicable on
the project, is prepared and forwarded as specified for the contract or to the Contracting
Officer or COR (at the minimum) as well as to GTS HQ (Operations Manager or Safety
Manager) within 2 hours. A blank SF91 will be maintained in each non-personal vehicle
operator’s book/binder. If the Military Police (MP) is called to the accident scene then
they should sign the SF91. Additionally, if other vehicles are involved in the accident
then additional information must be gathered, i.e., names, license number, insurance
information, etc. The GTS Supervisor / Lead also collects written statements of
witnesses and those involved.
e. Notify GTS Management with details of the injury/accident/incident NLT 30 minutes
after the injury/accident/incident in order for proper coordination to commence.
f. Take photos of the accident scene to include the damage to vehicle(s) and property,
gather statements from witnesses and those involved, complete SF91 (if applicable to the
project), collect any traffic citations, gather other important information/documentation
and provide to the GTS Management for evaluation and determination of responsibility.
g. Participate in an injury/accident investigation as requested.
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h. If a GTS employee is injured, appropriate Workers Compensation documentation may be
prepared.
i. Collect written statements of witnesses and those involved in the injury/accident/incident.
Email all documents, 5W’s, Statements, SF91, Statement, witness statements, CCIR,
pictures and any other documentation/information to Supervisor.
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Attachment A1: DOD Projects - Employee Report of Alleged Unsafe or Unhealthful
Working Conditions – DA Form 4755
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Attachment A2: GSA Projects - Employee Report of Unsafe or Unhealthy Working
Conditions – GSA Form 3592
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Attachment B1: Employers First Report of Injury or Illness – DA FORM DWC-001
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Attachment B2: Supervisor’s Supplemental Report of GSA Employee Injury/Illness –
GSA Form 3623
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Attachment C1: OSHA Form 300 (Log of work related Injuries and Illnesses)
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Attachment C2: OSHA Form 300A (Summary of Work-Related Injuries and Illnesses)
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Attachment C3: Report of GSA Property Damage or NON-GSA Employee Personal Injury
GSA Form 3620
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Attachment C4: OSHA Form 301 (Injury and Illness Incident Report) Forms:
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Attachment C5: Log of Federal Occupational Injuries Illnesses – GSA Form 3624

22 | P a g e
Gemini Tech Services, LLC
Safety Plan
Use or disclosure of data contained on this sheet is subject to the restriction on the title page of this document.

23 | P a g e
Gemini Tech Services, LLC
Safety Plan
Use or disclosure of data contained on this sheet is subject to the restriction on the title page of this document.

24 | P a g e
Gemini Tech Services, LLC
Safety Plan
Use or disclosure of data contained on this sheet is subject to the restriction on the title page of this document.

Points of Contact

CORPORATE OFFICE
NAME

TITLE

PHONE#

Elizabeth Crawley

President, GTS

240-778-3983 682-708-8581

Timothy Crawley

Vice President, GTS

301-767-7882 682-708-8581

Darla Deviney

Safety Manager, GTS

682-708-8581
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