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Disclaimer: 
 
This manual is reference material to be used for information only. Contractors are to follow 
guidelines and procedures set forth in the Glenn Research Center Safety Manual, the Glenn 
Research Center Environmental Programs Manual, the Glenn Research Center Occupational 
Health Programs Manual, current contracts, project specifications, and any other applicable 
documents. 
 
The John H. Glenn Research Center includes two locations: Lewis Field, which is the Cleveland 
campus, and Plum Brook Station, a satellite station in Sandusky. This manual is applicable to 
construction activities at both locations. Note that contact information, procedures, and certain 
documents will vary between the two locations, as noted in this manual. 
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CHAPTER 1.—CONTACT LIST 
Emergencies 
From a Glenn Research Center (GRC) Telephone: Dial 911* 
From a Cell Phone:  

Lewis Field:  216–433–8888  
Plum Brook Station: 419–621–3222 

 
*Dialing 911 from a GRC phone will link directly to the GRC’s communications center.  
Never dial 911 from a cell phone. Notifying the communications center of an emergency allows 
them to better coordinate emergency services and provide a quicker response time. 
 
Main Gate/Security/GRC Communications Center 
Lewis Field:   216–433–2088  
Plum Brook Station:  419–621–3226 
 
Shipping and Receiving 
Lewis Field:   216–433–2254  
Plum Brook Station:  419–621–3224 
 
Facilities Division (FD) Construction 
Deb Millard: 216–433–6732 
 
FD Environmental, Health, and Safety Coordination 
Bill Howser: 216–433–5110 
 
Safety and Health Division (SHeD) Construction Safety 
Christine Greenwalt: 216–433–3105 
 

1.1 NASA Facilities Division (FD) 
https://www.grc.nasa.gov/fd/ 

The FD at NASA Glenn Research Center (GRC) has the responsibility to assure safe, efficient, 
reliable, and sustainable facilities and systems to support the research and development mission 
of GRC. The FD operates, maintains, updates, and demolishes institutional, research, and test 
facilities at Lewis Field in Cleveland, Ohio, and Plum Brook Station in Erie County, Ohio 
(see Appendix H for maps).  

Performance of the work under FD construction contracts is subject to the technical direction of 
the Contracting Officer Representative (COR), who shall be specifically appointed by the 
Contracting Officer (CO). FD construction projects are then managed from concept through 
completion by the Facilities Project Management Branch (FDP). Civil servants and support 
service contractors perform the roles of Project Manager (PM), Construction Manager (CM), 
Construction Inspector (CI), and Safety, Environmental, and Occupational Health Coordinator 
(SEOHC). Descriptions of the primary FD roles follow here.  

https://www.grc.nasa.gov/fd/
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Contracting Officer Representative (COR) 
The COR is the individual designated by the CO to act as the CO’s authorized representative in 
administering a contract. 

Project Manager (PM) 
The PM oversees the progress of the project for NASA. The PM works with the CM/CI to track 
project status and handle issues during construction. The PM serves as the point of contact for 
any issues related to requests for information (RFIs), requests for proposals (RFPs), contract 
modifications, closeout documents, and other relevant documents. The PM or the COR has the 
authority to issue a notice to proceed (NTP). The PM will attend preconstruction meetings and 
weekly progress meetings and will periodically visit the construction site. 

Construction Manager (CM) and Construction Inspector (CI) 
The CM provides day-to-day coordination and communication between the Construction 
Contractor and the PM. The CM monitors the overall contract performance by the Construction 
Contractor, including delivery of the final product and services as identified in the construction 
contract. The CM may perform the functions of the CI on certain projects when this functional 
area is not staffed by another employee. 

The CI provides in-the-field observance, monitoring, and inspection of day-to-day construction 
activities at the jobsite. This function includes monitoring and checking construction fieldwork 
to verify that it meets the requirements of the project documents, drawings, and specifications 
with respect to location, details of work, quality of materials and workmanship; monitoring 
conformance with the contract terms and provisions relating to construction safety and quality; 
and monitoring and reporting the Construction Contractor’s progress in relation to the approved 
project schedule. 

The CM and/or the CI will serve as the onsite point of contact for contractors for all issues that 
affect NASA. The assigned CM/CI will supervise construction; ensure quality of work; ensure 
safe working conditions; assist in permits, outages, and badging; track RFIs and submittals; etc. 
The CM/CI will organize the preconstruction meeting and the weekly construction progress 
meetings. GRC requires that construction contractors be monitored at all times while working 
onsite. This oversight is provided by the CM/CI. 

Authority Having Jurisdiction (AHJ) 
The AHJ is responsible for enforcing the requirements of the life safety and building codes 
and/or approving equipment, materials, an installation, or a procedure. Variances to requirements 
shall be submitted in writing to the AHJ for consideration and approval. 

Safety, Environmental, and Occupational Health Coordinator (SEOHC) 
The SEOHC’s support involves safety, environmental, and occupational health design and 
oversight responsibilities on both large and small facility and/or system projects. Among other 
duties, the SEOHC reviews construction contractors’ site-specific and project-specific health and 
safety plans (HASPs) and contributes comments regarding safety and environmental and 
occupational health.  
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Environmental Management Office (FE) 
FE personnel provide support for hazardous waste, asbestos, lead-based paint, wastewater, storm 
water, and chemical spill response and cleanup. 

Waste Management Team (WMT) 
The WMT manages the Construction Waste Management Program and coordinates all reuse, 
recycling, and disposal activities at NASA GRC. 

1.2 NASA Safety and Health Division (SHeD) 
https://www.grc.nasa.gov/smad-ext/construction-safety/ 
SHeD implements the requirements established by the director of the Safety and Mission 
Assurance Directorate (SMAD) and assists Center organizational supervisors with Health and 
Safety Management System compliance. SHeD includes an Operational Safety Branch, an 
Occupational Health Branch, and a number of safety committees. 

Operational Safety 
https://www.grc.nasa.gov/smad/operational-safety/ 
The Operational Safety Branch provides safety oversight and consultation to promote safe 
operations and practices for all programs, projects, and workers at GRC. Safe operations and 
practices can reduce the risk of injury to personnel and prevent damage to property. SHeD’s 
Operational Safety Branch is the authorizing office for HASP approvals, Confined Space Entry 
permits, and Hot Work Authorization permits. SHeD jointly approves digging and excavating 
permits with FD.  

Occupational Health 
https://www.grc.nasa.gov/smad/occupational-health/ 
In compliance with directives from the Office of the Chief Health and Medical Officer 
(OCHMO) and Federal, state, and local requirements, the Occupational Health Branch promotes 
wellness and provides health services and programs protective of worker and visitor health in all 
GRC working environments. Among other duties, SHeD occupational health personnel regulate 
hazardous working conditions such as noise pollution, toxic fumes, and asbestos.  

Safety Committees 
Safety committees conduct independent reviews of all proposed installations and operations in 
their assigned areas to ensure that the proposed design and/or operation is consistent with the 
dictates of sound engineering judgment and acceptable health and safety standards. Committee 
membership includes individuals with engineering and operational expertise, as appropriate for 
that area’s activities, and representatives from SHeD. 

• Area Safety Committees provide the reviews for test rigs and/or test facilities that are not 
supported by Central Process Systems to ensure that all systems meet minimum design, 
operational, and safety standards. Refer to the Safety Committee area map for area 
assignments. 

• The Electrical Applications Safety Committee (EASC) reviews tasks in all major electrical 
power systems. This committee is primarily responsible for high-voltage electrical power 
systems. If requested, the EASC will also review new additional or modified electrical 
applications and any direct impact on existing systems. EASC review and permission are 

https://www.grc.nasa.gov/smad-ext/construction-safety/
https://www.grc.nasa.gov/smad/operational-safety/
https://www.grc.nasa.gov/smad/occupational-health/


Glenn Research Center Construction Contractor Manual 

  Page 12 of 219 

required for any construction activity at Lewis Field or Plum Brook Station that will modify 
a permitted system’s one-line diagram or require a crew to work in the vicinity of high-
voltage lines or equipment, both inside and outside of electric supply stations.  

• The Process Systems Safety Committee ensures that Central Process Systems and the 
associated facilities (Central Air Equipment Building, wind tunnels, air dryers, etc.) are 
designed and operated safely. The committee conducts reviews of all proposed installations, 
modifications, and operations that could affect systems specifically assigned to this 
committee to ensure that all systems meet minimum design, operational, and safety standards. 
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CHAPTER 2.—SITE ACCESS 
All personnel who enter GRC must comply with all security protocols. No animals are permitted 
at GRC. No guns, knives, or other weapons are permitted at GRC. 

2.1 Standard Operating Hours 
The standard hours of operation for GRC are 6 a.m. to 6 p.m., Monday through Friday. Normal 
construction hours are 7 a.m. to 3:30 p.m. If additional work outside of this time is required, the 
Contractor must coordinate this with the CM/CI at least 24 hours prior to working an extended 
shift. 

Below are the standard recognized holidays for Federal employees: 

• New Year’s Day 
• Martin Luther King Day 
• Washington’s Birthday (Presidents Day) 
• Memorial Day 
• Independence Day  
• Labor Day 
• Columbus Day 
• Veterans Day 
• Thanksgiving Day 
• Christmas Day  

The Contractor’s Superintendent is required to be at the Center (Lewis Field or Plum Brook 
Station) at all times that construction is occurring. The Construction Contractor shall provide 
100 percent supervision over all construction on the project. 

For further information, contact or consult: COR 
 

2.2 After Hours 
Access to GRC outside of standard operating hours requires prior notice with an After Hours 
Notification form (GRC 624). This form is to be filled out and submitted by the CM/CI. The 
CM/CI should be given at least 24 hours prior notification of all after-hours work. 

Coordinate with Security to provide manpower for Main Gate access at Plum Brook Station; a 
minimum 4-hour shift is required. The Plum Brook Station Security Force protection policy 
requires an additional guard at the guard booth for after-hours work. 
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For further information, contact or consult: COR 
Applicable forms: 

GRC 624 – After Hours Notification (see Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 

2.3 Badging 
No person is permitted access to the GRC without a visitor’s pass or a worker’s badge 
(temporary or permanent). Construction Contractors will be permitted three permanent badges 
for GRC. All workers and site visitors must obtain badges. Every person entering the gate must 
have a government-issued photo ID (driver’s license, state ID, etc.) in compliance with the 
REAL ID Act. All visitors, workers, and employees must display their badges at all times while 
onsite. 

Visitors (Nonworkers): 
All Contractor visitors must have a visitor’s pass for access to the GRC. The Contractor is to 
give the CM/CI prior notice of the visit with the following information: 

• Visitor’s full name 
• Company the visitor represents 
• Nationality (must be a U.S. citizen) 
• Date of visit 
• Time of arrival 
• Duration of visit (how many days visitor will be consecutively onsite) 
• Location(s) of visit (building number(s)) 
• Sponsor (the sponsor is responsible for visitor’s safety) 

This information will be forwarded to the GRC Office of Protective Services. 
 
Construction Workers (less than 15 days): 
This process will be used for any worker who requires access for 14 days or less. The Contractor 
is to give prior notice to the CM with the following information: 

• Worker’s full name 
• Company the worker represents 
• Nationality 
• Date and time of arrival 
• Duration of work (how many days worker will be consecutively onsite) 
• Location(s) of work (building number(s)) 

  

https://nef.nasa.gov/
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Construction Workers (15 to 180 days): 
Any worker requiring access for more than 14 days and less than 180 days will be issued a 
Temporary Worker Badge. The issuance of this badge requires specific information from each 
worker, including (but not limited to) the following:  

• Worker’s full name 
• Social Security number 
• Date of birth 
• Citizenship 
• Birthplace 
• Personal contact information (phone, address, and email) 
• Company contact information (phone and address) 
• Worker’s title 
• Date and time of arrival 
• Duration of work (how many days worker will be consecutively onsite) 
• Location(s) of work (building number(s)) 

A criminal background check will be conducted on the worker. Once the criminal background 
check is approved, the worker will be contacted. A photo, fingerprinting, and verification 
through two forms of ID will be required to complete the badging process. 

All construction workers shall view the GRC Construction Safety Briefing. Documentation must 
be provided that all Contractor employees have viewed the GRC Construction Safety Briefing 
within the past 2 years.  

https://www.grc.nasa.gov/smad-ext/wp-content/uploads/sites/82/Construction-Safety-Briefing-
Lewis-Field.pdf 
 
International visitors or workers require specific paperwork that will take approximately 6 weeks 
to process. Contractors should contact their COR for further details.  

For further information on badging procedures, contact or consult: COR 

2.4 Deliveries 
All deliveries require prior notification to the NASA Main Gate by the Contractor.  

Lewis Field:   216–433–2204 
Plum Brook Station:  419–621–3221 

All deliveries will be processed through the Vehicle Inspection Station (VIS) and inspected by 
Security. The VIS is open Monday through Friday, 7 a.m. to 4 p.m. Deliveries outside these 
hours may experience delays due to limited resources. The U.S. Government is not responsible 
for damages resulting to deliveries outside normal operating hours or delays due to traffic 
congestion at the VIS. The Contractor (permanent badged) will notify security of the following 
information: 

  

https://www.grc.nasa.gov/smad-ext/wp-content/uploads/sites/82/Construction-Safety-Briefing-Lewis-Field.pdf
https://www.grc.nasa.gov/smad-ext/wp-content/uploads/sites/82/Construction-Safety-Briefing-Lewis-Field.pdf
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• Name of delivery company 
• Who delivery is for (Contractor is required to receive all deliveries) 
• Where delivery is going (building, etc.) 
• Name of driver 
• Date and time of arrival 
• After-hours deliveries must be coordinated with CM/CI at least 48 hours prior to delivery. 

Prior to the beginning of construction, the CM/CI will instruct the Contractor on required truck 
routes through GRC. All drivers should be notified of the required routes. 

The Contractor is responsible for receiving and unloading all deliveries. NASA equipment 
cannot be used for unloading.  

Please note: Many facilities at the GRC do not have loading docks. 

2.5 Property Passes 
A property pass is required to remove any Contractor materials, instruments, parts, supplies, 
machinery, tools, or equipment from the GRC. The property pass (GRC 702) confirms that the 
materials, instruments, parts, supplies, machinery, tools, or equipment are owned by the 
Contractor and not by NASA. The CM/CI or a designee will provide the property pass after 
inspecting the vehicle and cargo. The driver must give a copy of the property pass to gate guards 
before leaving GRC. 

Each property pass includes three copies: 

• White Copy—Security/Main Gate 
• Pink Copy—Contractor 
• Yellow Copy—CM 

For further information, contact or consult: CM 
 

Applicable forms:  

GRC 702 – Contractor Property Pass (see Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 

 
 
 
 
 
  

https://nef.nasa.gov/
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CHAPTER 3.—SAFETY AND OCCUPATIONAL HEALTH 
REQUIREMENTS 
Contractors are responsible for providing a safe and healthful workplace for their employees and 
subcontractor employees and for ensuring that their work is performed in a safe manner. This 
includes meeting the necessary codes and standards covering health and safety requirements  
(e.g., personal protective equipment and the associated training, required task-specific 
monitoring equipment and the associated training and calibration requirements, etc.) as well as 
installation and testing requirements of the associated codes, standards, and manufacturer 
installation manuals. 

The Contractor shall demonstrate an understanding of the hazards that arise from the 
performance of the contract. This demonstration shall be in the form of a site-specific health and 
safety plan (HASP) submitted electronically to GRC for review and concurrence. A HASP is the 
written review of the general tasks to be performed at GRC, the hazards associated with each 
individual task, and the method(s) used to ensure the safety of GRC personnel and the workers 
performing the tasks. Requirements for HASPs are further discussed below. 

It is expected that contractor employers and employees reporting to GRC facilities to perform an 
assigned task are already in compliance with OSHA requirements, recognized national safety 
codes and consensus standards (e.g., ANSI, ASTM, IEEE, NFPA, etc.), and manufacturer’s 
installation manual requirements regarding the level of training necessary to be considered 
“Qualified.” The employer is responsible for determining an employee’s qualification and ability 
to perform the required work. These laws, codes, and standards also provide requirements for 
proper installations and testing procedures. These requirements shall be enforced and adhered to. 
Prior to commencing work, the Contractor may be required to provide copies of training 
certificates to the project’s CO. 

Employers shall ensure that all requirements set forth by this manual are communicated to their 
employees. The Contractor is responsible for training employees and/or subcontractor(s) on the 
site-specific HASP content. Each employee (prime or subcontractor) will sign the site‐specific 
HASP to document this training. 

The safe completion of tasks shall always be the primary concern and objective of Center 
Management when construction activities are being performed at GRC. No individual shall be 
knowingly placed in a situation that could put them at risk of injury or have an adverse effect on 
their health. This is a GRC priority, and it shall be a priority of all personnel while working at 
GRC. 

The Contractor shall conduct daily, documented safety inspections of the worksite(s). This 
documentation is to be maintained at the worksite in an easily retrievable form for field audits 
performed by GRC personnel. 

3.1 Emergencies 
The Contractor should be aware that building-specific emergency response diagrams are posted 
near entry/exit doorways. These diagrams include the locations of the evacuation “muster point,” 
the severe weather shelter, and emergency response equipment (fire extinguishers, first aid, 
automated external defibrillator (AED), eye wash station, shower, etc.). For work not occurring 
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inside buildings, CMs shall confer with Contractors regarding jobsite-specific emergency 
response procedures as outlined in the site-specific HASP. In all emergency situations, it is the 
responsibility of the Contractor’s Superintendent (or designee) to take a head count of 
their employees.  

To Report Emergencies 
From a GRC Telephone: Dial 911* 
From a Cell Phone:  

Lewis Field:  216–433–8888 
Plum Brook Station: 419–621–3222 

 
*Dialing 911 from a GRC phone will link directly to the GRC’s communication center.  
Never dial 911 from a cell phone. Notifying the communications center of an emergency allows 
them to better coordinate emergency services and provide a quicker response time. 
 
For further information, contact or consult: CM 

Applicable forms:  

Quick Reference Guides for Emergencies (see Appendix A) 

• Lewis Field: 

https://www.grc.nasa.gov/smad/wp-content/uploads/sites/59/Quick-Reference-Guide-Lewis.pdf 

• Plum Brook Station: 

https://www.grc.nasa.gov/smad/wp-content/uploads/sites/59/Quick-Reference-Guide-PBS.pdf 
  

3.2 Fire Prevention and Hot Work 
The Contractor must provide fire extinguishers and other fire prevention equipment as required 
and ensure that all employees are trained in their proper use. For more information on Fire 
Prevention, refer to the GRC Safety Manual—Chapter 31. 

The GRC Safety Manual defines hot works as “all heat, spark, or flame producing operations 
including cutting, welding, thermite welding, brazing, soldering, grinding, thermal spraying, 
thawing pipe, torch-applied roofing, or any other similar situation.” Any construction work at 
GRC that may generate heat, sparks, or flame (welding, burning, grinding, etc.) outside of a 
designated shop or welding location requires a Hot Work Authorization Permit. Prior to starting 
any hot work, the Contractor is required to apply for and receive an approved Hot Work 
Authorization Permit from SHeD. Apply for a Hot Work Authorization Permit using form 
GRC 7a, available in Appendix B or online. 

Each permit will be for a single site-specific hot works task and will not be transferable to other 
sites, projects, or tasks. The CM/CI will provide the Contractor with contact information. The 
Contractor is required to follow all procedures set forth in the Hot Work Authorization Permit 
and the Hot Work Operation Checklist (Form GRC 7b) as well as the GRC Safety Manual—
Chapter 28. Note that only certified personnel may operate welding equipment.   

https://www.grc.nasa.gov/smad/wp-content/uploads/sites/59/Quick-Reference-Guide-Lewis.pdf
https://www.grc.nasa.gov/smad/wp-content/uploads/sites/59/Quick-Reference-Guide-PBS.pdf
http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_31.pdf
http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_28.pdf
http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_28.pdf
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If any hot work activities are to occur, the Contractor shall  

• Identify the need for hot work operations. If there is a need, apply for a Hot Work 
Authorization Permit. This application process requires the Requestor (the Contractor) to 
review the site/operation and obtain signatures from the designated parties prior to the start of 
work. 

• Complete the Hot Work Authorization Permit (including all necessary signatures) and 
maintain all documentation in the field. 

• Verify that hot work is not being performed on a painted surface. All paint shall be removed 
prior to any hot work. If a surface contains lead-based paint, measures to abate any lead-
based paint must be undertaken. 

• Ensure that all specified safety precautions are taken, including 

‒ Completion of Hot Work Authorization Permit and Hot Work Operation Permit and 
posting of permits near work area 

‒ Adherence to all aspects of Hot Work Authorization Permit and Hot Work Operation 
Permit 

‒ Designation of the fire watch 
‒ Making appropriate safety and firefighting equipment available; ensuring completion of 

required fire extinguisher training 
‒ Proper protection or removal of flammable and combustible material within 35 ft of the 

work 
‒ Ensuring that workers comply with the required safety and occupational health 

regulations 
‒ Inspection of equipment, including the following:  

o Check for worn or cracked hoses; oil or grease on regulators; and dented or 
cracked cylinders.  

o Inspect condition of torches; helmet and lens; welding screen; ventilation 
equipment; electrical plugs on electrical welders; fire extinguisher; and gauges. 

o Check for proper attire (gloves, long-sleeved shirts, apron, and long pants). 
o Ensure cylinders are stored securely and upright and oxygen is stored away from 

fuel gas cylinders by 20 ft. 

The Contractor shall return the original permit and daily check sheets to SHeD, Mail Stop (MS) 
6–4, when hot work operations are complete.  
 

For further information, contact or consult: CM or SHeD; GRC Safety Manual—Chapter 28; 
GRC Safety Manual—Chapter 31 
 

Applicable forms:  

• GRC 7a – Hot Work Authorization Permit (see Appendix B) 
• GRC 7b – Hot Work Operation Checklist (see Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 
 

http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_31.pdf
https://nef.nasa.gov/


Glenn Research Center Construction Contractor Manual 

  Page 20 of 219 

3.3 Safety Inspections 
For each contract, the Contractor is to designate, in writing, a Site Health and Safety Officer 
and/or a Safety Manager. This person will ensure compliance with all safety and health 
requirements. 

In accordance with GRC Safety Manual—Chapter 17, Paragraph 6.6.1, Contractor Inspections: 
“Except for maintenance projects that last one day or less, the Contractor shall conduct and 
document daily safety inspections of the jobsite to ensure that the site and work practices are safe 
and done in accordance with the Contractor’s site-specific HASP. Documentation shall be 
maintained at the jobsite. The Contractor shall close all self- and GRC-generated inspection 
findings in a timely manner.” 

In general, inspections of the jobsite shall be conducted by the Contractor’s Superintendent, by a 
Health and Safety Officer, by a Competent Person (as defined by the Occupational Safety and 
Health Administration (OSHA)), or by another qualified individual. Violations of safety and 
health requirements shall be corrected immediately. Copies of all inspection reports shall be 
maintained by the Contractor. The COR and SHeD may audit these records. 

SHeD will conduct routine construction site inspections and can at any time issue a Stop Work 
Notice if any IDLH (immediately dangerous to life or health) violations are discovered. Findings 
will be documented and provided to the CM/CI and prime Construction Contractor for 
resolution. 

The Contractor shall refer to the individual OSHA standards and the site-specific HASP for 
additional inspection requirements (scaffolding, heavy construction equipment, etc.) applicable 
to the scope of work. 

For further information, contact or consult: SHeD; GRC Safety Manual—Chapter 17 
Applicable forms:  

GRC 16 – Construction Contractor Daily Inspection Report (see Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 

3.4 OSHA Regulations 
In addition to adhering to all GRC Safety Manual and GRC Occupational Health Manual 
requirements, Contractors shall follow all applicable OSHA standards found in 
29 CFR 1910 and 1926. 

The Contractor must allow access for Federal compliance safety and health officers to conduct 
announced and unannounced reviews of operations. 

For further information, contact or consult: SHeD 

3.5 Traffic Regulations 
Construction vehicles are to follow a predetermined traffic route only and shall not pass through 
or around any barricades, cones, or signs. GRC is a secure facility. Contractor personnel are not 

http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_17.pdf
http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_17.pdf
https://nef.nasa.gov/
http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_index.shtml
http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm-manual.pdf
http://www.osha.gov/pls/oshaweb/owasrch.search_form?p_doc_type=STANDARDS&p_toc_level=0&p_keyvalue=
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permitted to visit areas beyond the worksite. Workers are required to drive to and from their 
worksite. Everyone in the GRC shall obey all traffic rules and regulations. 

Regulations governing the operation of motor vehicles within the GRC are delineated as follows. 
The provisions of Ohio Revised Code (ORC) Title XLV, as they relate to the operation of motor 
vehicles, are adopted into the Federal Criminal Code under Title 18 of the United States Code 
Section 13, and all persons operating or parking a vehicle in the GRC are required to fully 
comply with them. 

Speed limits and restrictions at GRC are as follows:  

• 25 mph unless otherwise posted (35 mph at Plum Brook Station).  
• 15 mph when entering or leaving gates at Lewis Field; 10 mph at Plum Brook Station.  
• 10 mph in parking areas.  
• Due to the high population of deer and Canadian geese at GRC, operators of motor vehicles 

shall reduce their speeds whenever animals are seen in close proximity to roadways and shall 
use extreme caution when driving during hours of darkness, in inclement weather, or when 
hazardous conditions exist.  

Vehicle speeds are monitored by radar. Repeated speeding violations, dangerous operation of 
vehicles, or driving through or around barricades may result in being permanently banned from the 
GRC. 

During hazardous test operations at GRC, roads traversing any controlled access areas or 
designated exclusion zones will be barricaded in accordance with conditions stated in the test 
operation’s Safety Permit to deny traffic passageway through these areas. Personnel are strictly 
prohibited from entering designated exclusion zones.  

Parking is not permitted  

• In a manner that prevents access by emergency vehicles 
• On grass, unless approved as a construction site 
• On crosshatched areas 
• Within 20 ft of a traffic control device or intersection  
• Within 10 ft of fire hydrants  
• At yellow curb locations 
• On sidewalks  
• Against the flow of traffic on streets and parking lots  
• Alongside a vehicle located at the curb  
• On the streets during periods when a parking ban is in effect  
• By personal vehicles in government slots  
• In handicapped parking areas without proper license plate or dashboard placard 
• In designated “No Parking” zones or areas 

For further information, contact or consult: GRC Safety Manual—Chapter 19. 

http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_19.pdf
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3.6 Electrical Safety 
All electrical systems and equipment at GRC shall be considered energized until verified to be 
de-energized and grounded, if required, prior to beginning hands-on work. GRC will not permit 
work on energized electrical systems with exposed energized conductors or parts. Exceptions are 
provided for  

• Testing, troubleshooting, and voltage measuring 
• Thermography and visual inspections if the restricted approach boundary is not crossed 

NOTE: Other exceptions may be approved after careful review of the situation and hazard 
involved. An Energized Electrical Work Permit (Form GRC 780) must be submitted and 
approved prior to any work on live electrical equipment. 

When working on electrical equipment such as switchboards, panelboards, industrial control 
panels, motor control centers, and similar equipment where an individual works on or in the 
proximity of exposed energized and unguarded components, a “Buddy” shall be required 
whenever the restricted approach boundary is crossed.  

All employees exposed to shock hazards, including the Buddy, shall be trained in methods of 
safe release of victims from contact with exposed energized electrical conductors or circuit parts. 
It is highly recommended that all personnel who work with energized electrical equipment be 
qualified in emergency first aid procedures and cardiopulmonary resuscitation (CPR). If the 
Buddy is to be used for emergency response, the Contractors shall submit documentation of first 
aid/CPR training to the CM prior to starting work. If the Buddies are not trained to respond to 
medical emergencies, the Contractor shall state in the HASP how these emergencies shall be 
responded to.  

Electrical activities with systems over 600 volts require review and approval from the Electrical 
Applications Safety Committee (EASC).  

NOTE: When construction activities are in the proximity of overhead electrical power lines, it is 
the responsibility of the Contractor to maintain safe clearances in accordance with OSHA 29 
CFR 1926.550 and 1910.33. A minimum clearance of 10 ft must be maintained between 
mechanical equipment (such as excavators) and energized overhead power lines. This clearance 
distance must be increased for voltage levels over 50 kV. 

Only GRC-qualified operators/switchpersons shall perform isolation of high-voltage circuits 
(above 600 volts). Personnel entering areas with high-voltage equipment shall be accompanied 
by a NASA-designated GRC high-voltage safety person Designated Safety Person. This NASA 
representative is present to determine and maintain safe work zones and protect NASA 
equipment. The Contractor is still responsible for providing a competent high-voltage safety 
person during work activities in high-voltage areas.  

Additional information on high-voltage and low-voltage operating instructions can be provided 
by the project CM/CI and SHeD.  



Glenn Research Center Construction Contractor Manual 

  Page 23 of 219 

GRC Lockout/Tagout (LOTO) procedures shall be followed whenever isolation of hazardous 
energy is required to safely work on a system or piece of equipment that could result in injury to 
personnel. GRC’s LOTO program is presented in the GRC Safety Manual—Chapter 9. 

Use of ground fault interrupting circuitry is required on construction sites. 

For further information, contact or consult: SHeD; GRC Safety Manual—Chapter 8; GRC 
Safety Manual—Chapter 9 

Applicable forms:  

• GRC 780 – Energized Electrical Work Permit (see Appendix B) 
• GRC 787 – Isolation and Lockout/Tagout Record (see Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 
 

3.7 Good Housekeeping 
Contractors are expected to use good housekeeping practices. Construction debris and waste are 
to be disposed of properly in a timely fashion. Construction sites should be cleaned (swept, 
vacuumed, mopped, etc.) on an as-needed basis. 

For further information, contact or consult: CM 

3.8 Sanitation 
Contractor may be required to provide portable latrines for workers if restroom facilities will not 
be accessible.  

3.9 Health and Safety Plan (HASP) 
Prior to any construction activities, the Contractor must electronically submit a site-specific 
HASP. The plan shall describe all chemical, physical, biological, and other hazards that are 
likely to be encountered and procedures to either eliminate or control the hazards. A Job Hazard 
Analysis (JHA; also referred to as a Job Safety Analysis, or JSA) shall be prepared and included 
in the HASP. The site-specific HASP shall be reviewed and accepted by GRC prior to initiation 
of any construction activities. The Contractor shall be responsible for all Federal, state, NASA 
GRC, and local health and safety requirements for the protection of all persons (including NASA 
employees and support service contractors) and property. It is the Contractor’s responsibility to 
initiate, maintain, and supervise all health and safety requirements, precautions, and programs in 
connection with the work under this contract and in accordance with the site-specific HASP. All 
employees shall be trained on the content of the site-specific HASP and shall sign the HASP as 
documentation of this training. 

For the minimum requirements for the site-specific HASPs, refer to GRC Safety Manual— 
Chapter 17 and GRC specification section 01 35 26.98, General Safety Requirements. 

For further information, contact or consult: SEOHC; GRC Safety Manual—Chapter 17; and 
GRC specification Section 01 35 26.98, General Safety Requirements. 

http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_08.pdf
https://nef.nasa.gov/
http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_17.pdf
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3.10 Accident Investigation 
An incident is an occurrence of a mishap or close call. NASA defines two types of incidents: 

• Mishap—Unplanned event that results in an injury to non-NASA personnel, caused by a 
NASA operation; damage to public or private property caused by NASA operations or 
NASA-funded development or research projects, occupational injury or illness to NASA 
personnel, NASA mission failure before scheduled completion of the planned primary 
mission, or destruction or damage to NASA property. 

• Close Call—An occurrence or a condition of employee concern in which there is no injury or 
only minor injury requiring first aid and no significant equipment or property damage or 
mission failure (less than $1,000) but which possesses a potential to cause a mishap. 

The NASA Mishap Information System (NMIS) is the current system for reporting mishaps, 
close calls, and hazards. 

Contractors shall report all incidents, including close calls, to the CM/CI and enter the data 
into NMIS. To report an incident, simply type “NMIS” into the GRC WING transporter or use 
this link: https://nmis.sma.nasa.gov/. An investigation will be initiated within 24 hours.  

For further information, contact or consult: SHeD; GRC Safety Manual—Chapter 17; 
GRC Safety Manual—Chapter 21 

Applicable forms:  

NMIS Report (see Appendix F); populated on the NMIS web page at https://nmis.sma.nasa.gov/ 

3.11 Personal Protective Equipment 
Personnel shall wear required personal protective equipment (PPE) on construction sites when 
doing so is determined to be mandatory. This often includes hard hats, safety glasses, and 
protective footwear. Sleeveless shirts are not permitted on construction sites. Long pants are 
required on construction sites. The site-specific HASP will document the PPE required for each 
construction site. 

As required for specific site hazards employees should use  

• Hard hats 
• High-visibility safety vests 
• Safety glasses 
• Steel-toed boots 
• Work gloves 
• Electrical protective devices 
• Fall protection equipment 
• Face shields 
• Respiratory protection  
• Other PPE as needed 

https://nmis.sma.nasa.gov/
http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_17.pdf
http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_21.pdf
https://nmis.sma.nasa.gov/
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For further information, contact or consult: SEOHC; GRC Safety Manual—Chapter 15; 
GRC Occupational Health Program Manual—Chapters 4 and 22 

3.12 Fall Protection 
GRC’s Fall Protection Program utilizes ANSI Z 359 (Fall Protection Code) and OSHA 29 CFR 
1926, Subpart M, as guidelines. Anytime a worker is on a walking or working surface or 
constructing a leading edge with an unprotected side or edge that is 6 ft or more above a lower 
level, or when workers could fall into or onto dangerous equipment from 6 ft or less, the worker 
must be protected from falling through the use of guardrail systems, safety net systems, fall 
restraint systems, or personal fall arrest systems. The Contractor shall designate a Competent 
Person for each task requiring fall protection. A Competent Person is required to have industry-
recognized Fall Protection Competent Person training. A Fall Prevention Plan for each activity 
requiring an active fall protection system is required to be submitted with the HASP. 

Contractors should review Section 6.10 of the GRC Safety Manual—Chapter 34 for specific 
fall protection safety requirements. In accordance with Section 6.10, a Fall Prevention Plan 
(GRC 979) shall be prepared by a Competent Person and developed for a specific job when 
traditional fall protection is being used. The Fall Prevention Plan shall include a written 
discussion of measures that will be taken to reduce or eliminate the fall hazard for workers. The 
plan details the task, fall protection equipment, fall hazards identified, the procedure, and a 
rescue plan. The Competent Person shall review the plan with workers involved with the task. 
After reviewing the plan, all individuals involved will sign off to indicate that they understand 
the hazards involved, the equipment to be used, and the rescue plan. The Fall Prevention Plan 
will be kept onsite for the duration of the project. 
 
The Contractor is responsible for providing barricades to prevent people from walking 
underneath overhead work. Measures should also be taken to prevent tools, equipment, and 
materials from falling onto people or equipment below. Furthermore, all workers are to use 
ladders properly. 

For further information, contact or consult: SHeD; GRC Safety Manual—Chapter 34 

Applicable forms:  

GRC 979 – Fall Prevention Plan (see Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 

 

3.13 Safety Signs/Barricades 
The Contractor may be required to provide construction signs that contain the company name, 
subcontractor name, and Contractor emergency contact. The sign should be visibly displayed 
while construction is underway. The sign should be removed promptly when the project is 
completed. 

In certain instances, chain-link fence barricades may be required around large sites to keep 
unauthorized personnel out. Other physical barricades that can withstand 200 lb of lateral force 

http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_15.pdf
http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm4-respir.pdf
http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm22-cpc.pdf
https://nef.nasa.gov/
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may be used. Orange cones and caution tape are not considered adequate barriers unless they are 
reviewed and approved by SHeD. 

In certain situations where the use of previously identified controls is not feasible, a safety watch 
may be approved by SHeD. 
 
NASA has a standardized color code system for barricades and beacons/warning lights:  

• Red (or red and white) means DANGER—KEEP OUT  
• Yellow means CAUTION (follow instructions on posted signs)  
• White represents all other meanings/instructions (traffic awareness)  

The Contractor is responsible for all safety barricading needed for the scope of work. No one is 
to violate construction signs warning of danger, hazards, etc.  

NASA Form GRC 136, Barricading Request, shall be submitted with a barricade drawing 
depicting the requested barricaded area. This plan shall include the locations and a map 
illustrating required limits. The Barricading Request form shall be submitted to the CM/CI for 
routing and approval. 

For further information, contact or consult: CM/CI; SHeD; GRC Safety Manual—Chapter 29 

Applicable forms:  

GRC 136 – Barricading Request (see Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 

3.14 Confined Space Entry 
The GRC Safety Manual defines a confined space as a space that has each of the following three 
characteristics: 

• Is large enough and so configured that an employee can bodily enter and perform assigned 
work 

• Has limited or restricted access for entry or exit, making it difficult for someone to enter or to 
rescue an individual in case of an emergency  

• Is not designed for continuous worker occupancy 

A confined space that requires a Confined Space Entry Permit (GRC 199) meets one or more of 
the following conditions: 

• Contains or has the potential to contain a hazardous atmosphere (e.g., oxygen-deficient, 
oxygen-enriched, flammable, explosive, toxic, or otherwise harmful) 

• Contains a material that has the potential for engulfing an entrant 
• Has an internal configuration such that an entrant could be trapped or asphyxiated because of 

inwardly converging walls or a floor that slopes downward and tapers to a smaller cross 
section 

http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_29.pdf
https://nef.nasa.gov/
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• Contains any other recognized serious safety or health hazard (e.g., need for LOTO 
provisions or PPE) 

The Confined Space Entry Permit will be granted by SHeD. The project CM/CI will provide the 
Contractor with contact information. 

The Contractor is responsible for all required air monitoring and for following all procedures set 
forth in the Confined Space Entry Permit and the GRC Safety Manual—Chapter 16. Refer to 
Appendix B for a copy of the Confined Space Entry permit. 

For further information, contact or consult: SHeD; GRC Safety Manual—Chapter 16 

Applicable forms:  

GRC 199 – Confined Entry Permit (see Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 

3.15 Lighting 
During construction activities, the Contractor is responsible for maintaining all emergency and 
exit lighting. In addition, the Contractor should provide adequate lighting to any work area in 
order to maintain a safe work environment. 

For further information, contact or consult: SHeD 

3.16 Safety, Health, and Environmental Training 
The Contractor shall implement the following guidelines for employee safety, health, and 
environmental training: 

• Site-specific safety orientation training shall be given to all new employees.  
• The Contractor is responsible for providing and documenting safety training for all affected 

employees for the specific potential hazards and environmental impacts of the site’s 
construction activities.  

• The Contractor is responsible for training each employee and/or subcontractor on the content 
of the site-specific HASP. Employees and subcontractors will sign the site-specific HASP to 
document this training. 

NASA has developed a matrix to assist Contractors in complying with the safety, health, 
environmental, and security training programs that apply to construction and maintenance at 
GRC. A copy of this matrix is provided in Appendix G. Certain courses are required for all 
onsite Contractors, including, but not limited to 

• Basics of Environmental, Health, and Safety Training (BEHST) 
• Hazard Communication (HAZCOM) 
• Environmental Management System (EMS) 
• Information Technology Security and Privacy Awareness Training 
• GRC Security Awareness 

http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_16.pdf
http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_16.pdf
https://nef.nasa.gov/


Glenn Research Center Construction Contractor Manual 

  Page 28 of 219 

Contractors are also required to prepare and submit a periodic Training Summary Report as 
directed by the COR.  

For further information, contact or consult: SEOHC; GRC Safety Manual—Chapter 2; 
NASA Training Matrix/Required Health and Safety Courses (Revised July 2014) 

Applicable forms:  

NASA Safety, Health, and Environmental Training Matrix (Appendix G) 

3.17 Evacuation Procedures 
It is the policy of GRC that personnel at the location where a fire occurs will take action in the 
following sequence:  

• Immediately activate the nearest pull station and evacuate to the designated safe location 
while warning others.  

• Report the emergency condition to the GRC dispatcher via telephone by dialing 911 
(from GRC phones only). 

• If you are properly trained and the fire is small enough, you may fight the fire with a portable 
fire extinguisher after appropriate notifications have been made. Evacuate to the designated 
safe location if the fire is beyond the incipient stage, significant smoke develops, or the fire 
starts to increase in size. 

• Do not reenter the building until the building is declared safe to reenter.  

Only personnel who have received fire extinguisher training will be qualified to use GRC fire 
extinguishers. 

Prior to commencing construction, the Contractor will determine a primary evacuation route and 
a designated safe location (“muster point”) where personnel will meet in the event of an 
emergency. The location of the muster point will be identified in the site-specific HASP. The 
Contractor is responsible for maintaining an emergency egress. 

In the case of severe weather, all personnel should seek shelter inside a sturdy building.  

Reference guides for emergencies for both Lewis Field and Plum Brook Station are included in 
Appendix A and are also available online:  

Quick Reference Guide for Emergencies—Lewis Field: 

https://www.grc.nasa.gov/smad/wp-content/uploads/sites/59/Quick-Reference-Guide-Lewis.pdf 
 
Quick Reference Guide for Emergencies—Plum Brook Station: 

https://www.grc.nasa.gov/smad/wp-content/uploads/sites/59/Quick-Reference-Guide-PBS.pdf 
 
For further information, contact or consult: SHeD; Quick Reference Guides for Emergencies; 
GRC Safety Manual—Chapter 27 

https://www.grc.nasa.gov/smad/wp-content/uploads/sites/59/Quick-Reference-Guide-Lewis.pdf
https://www.grc.nasa.gov/smad/wp-content/uploads/sites/59/Quick-Reference-Guide-PBS.pdf
http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_27.pdf


Glenn Research Center Construction Contractor Manual 

  Page 29 of 219 

3.18 Job Safety Meetings 
The Construction Contractor is responsible for providing the following meetings for all onsite 
employees and all onsite subcontractor employees: 

• Daily “Tool Box Safety Meetings”—Recommended meetings to address specific safety 
concerns for that day’s activities. Each safety review should be documented in the daily 
report. 

• Weekly Safety Meetings—Meeting content should address relevant site-specific safety 
topics. These meetings are to be documented, with copies made available to SHeD. 

• Coordination Meetings—Whenever necessary, the prime Construction Contractor is to hold 
coordination meetings with all relevant subcontractors to coordinate activities between 
subcontractors and to ensure a safe working environment for all personnel. 

For further information, contact or consult: COR 

Applicable forms: Per site-specific HASP 

3.19 Crane/Lifting Procedures 
All employees who are responsible for rigging any equipment for lifting shall be properly 
trained. Only trained, certified personnel are allowed to operate cranes or other lifting equipment. 
Contractors are also responsible for retaining a list of specific devices employees are trained to 
operate. Construction Contractors shall not use NASA material handling equipment (e.g., 
overhead cranes, forklifts) without proper training and authorization. 

Personnel shall not be located under suspended or moving loads. This includes occupied 
buildings, offices, shops, etc. The operator shall never pick up a load in excess of the rated 
capacity marked on the lifting device. All loads hoisted above shoulder level should have a tag 
line attached. 

Additional protocols and procedures are required when operating critical lifts. Critical lifts 
include 

• Lifts in which a loss of control could result in loss of life, loss of flight hardware, or damage 
to flight hardware  

• Lifts involving specialized, high-dollar items such as spacecraft, one-of-a kind articles, or 
major facility components whose loss would have serious programmatic impact  

• The lifting of personnel with a crane 
• Lifts where personnel are required to work under a suspended load 
• Operations with special personnel 
• Use of more than one crane to lift an article  
• Equipment safety concerns beyond normal lifting hazards 

Note that the use of cranes or other tall structures at Lewis Field requires additional coordination 
due to the proximity of the Cleveland Hopkins Airport. The Contractor is required to fill out a 
crane permit (GRC 185, Temporary Crane Request) for government approval 2 weeks prior to 
lift.  
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At both Lewis Field and Plum Brook Station, all cranes over 200 ft require form FAA 7460–1, 
Notice of Proposed Construction or Alteration. 

For further information, contact or consult: PM/CM; GRC Safety Manual—Chapter 20; 
NASA Standard 8719.9—Lifting Devices and Equipment 

Applicable forms:  

• GRC 185 – Temporary Crane Request (see Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 

• FAA 7460–1 – Notice of Proposed Construction or Alteration (see Appendix B) 

https://www.faa.gov/documentLibrary/media/Form/FAA_Form_7460-1_2017.pdf 

3.20 Lockout/Tagout (LOTO) 
The GRC LOTO procedure (modeled after 29 CFR 1910.147) is required when equipment that 
possesses potentially hazardous energy sources is capable of being locked out. Energy sources 
can include electrical, mechanical, steam, air, vacuum, etc. These energy sources must be 
identified, locked out (red bodied locks only), tagged (GRC 946A), deenergized, and verified 
safe during periods of activity/operation when exposures to those sources could cause harm. 

Contractors must ensure that all employees under their supervision comply with the requirements 
of GRC Safety Manual—Chapter 9. A written energy isolation plan is required when more than 
one lock (red bodied locks only) is needed for the maintenance/service work to be performed. 
The Contractor shall document the plan by completing form GRC 787, GRC Switching and 
Lockout/Tagout Record. 

For the shutdown, isolation, and lockout/tagout of area Clearance protocols shall be implemented 
in accordance with Section 6.8. 

For further information, contact or consult: SHeD; GRC Safety Manual—Chapter 9 

Applicable forms:  

• GRC 787 – GRC Switching and Lockout/Tagout Record (see Appendix B) 
• GRC 946A – Tag–Do Not Operate–Elec. Mech.–Indoor (see Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 

 
  

http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_20.pdf
https://nef.nasa.gov/
https://www.faa.gov/documentLibrary/media/Form/FAA_Form_7460-1_2017.pdf
http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_09.pdf
https://nef.nasa.gov/
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3.21 Radiography and Lasers 
Activities using radiography on the construction site (typically weld inspections) should be 
minimized due to potential safety and logistical issues. Radiography subcontractors shall possess 
all appropriate licenses and shall have a designated Radiation Safety Officer (RSO). Off-shift 
and weekend radiography activities are most common. Radiography activities during standard 
working hours require addressing many logistical issues beforehand. The use of radiography is to 
be specifically addressed in a project’s HASP.  

Moisture and density gauges are commonly used on construction sites to measure soil 
compaction and water content. Contractors using these gauges shall possess all appropriate 
licenses and have a designated RSO. All workers using these gauges shall have been properly 
trained as specified by the licenses. The use of these gauges is to be specifically addressed in a 
project’s HASP.  

Current leak test data must be available for any equipment being used onsite that uses a 
radioactive source. A Radiation Safety Plan must be submitted and approved by the 
GRC RSO. Requirements are outlined in the NASA GRC Occupational Health Programs 
Manual—Chapter 9, Section 6.6. 

Construction lasers used at GRC are limited to Class 3a (3R) for visible lasers and Class 1 for 
others. Physical control measures are generally not required for construction lasers. Per OSHA 
requirements, a construction laser operator must be trained and qualified. Procedures for laser 
use shall be outlined in the project’s HASP. Lasers may be used during daylight hours only. Use 
of any laser not within the “construction laser” criterion will require a Safety Permit.  

Contact SHeD personnel for additional information on the use of radiography and lasers at GRC. 
For further information, contact or consult: SEOHC; GRC Occupational Health Programs 
Manual—Chapter 9, Section 6.6 

3.22 Toxic Fumes 
Construction and maintenance of all local exhaust ventilation (LEV) systems shall comply with 
OSHA standards and with national consensus standards (e.g., American Conference of 
Governmental Industrial Hygienists (ACGIH) and ANSI). 
Activities that involve toxic or harmful fumes require a hazard assessment to determine if 
respiratory protection is needed. During the hazard assessment, several factors will be 
investigated, including 

• The nature of the task being performed and the potential for generation of airborne 
contaminants  

• Physical, chemical, and toxic properties of the material  
• Concentration and duration of exposure  
• Frequency of exposure  
• Environmental factors (heat and humidity)  
• Worker exertion level while performing the task  
• Other protective equipment needed  
• Potential need for engineering and administrative controls  

http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm9-rad-gen.pdf
http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm9-rad-gen.pdf
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If an inhalation hazard is identified based on information from the hazard assessment, an 
Industrial Hygienist will recommend the installation of controls. Engineering and administrative 
controls such as ventilation, chemical substitution, and limiting or restricting personnel access to 
areas will be used whenever feasible and practical. When engineering controls are not feasible 
and practical, or do not completely eliminate the hazard, respiratory protection will be used. 
Respirators may be used for tasks that are of short duration, infrequent, or nonroutine.  

Respiratory protection will be selected based on information obtained during the hazard 
assessment. The user will not wear a respirator in unknown atmospheres or in the presence of 
hazardous materials other than those identified in the hazard assessment. The Contractor is 
responsible for ensuring that all employees required to use respirators have the proper training. 

For further information, contact or consult: SEOHC; GRC Occupational Health Manual—
Chapter 4 

3.23 Asbestos 
It is the policy of the GRC to comply with all applicable regulations regarding asbestos 
management and to prevent illness to employees and damage to the environment from the use, 
removal, and disposal of asbestos.  

The policy of the GRC with regard to asbestos is to 

• Restrict contact with asbestos-containing material (ACM) to employees who have been 
properly trained and properly licensed. 

• Provide sufficient training and communication for effective implementation of this policy.  
• Ensure that contact with ACM, whether in restricted or nonrestricted areas, is conducted in 

accordance with GRC specifications and OSHA requirements for such work.  
• Ensure that any job that may involve disturbing ACM is coordinated with SHeD.  
• Prohibit the new use of ACM.  
• Ensure that existing ACM is maintained in good condition (isolated from routine contact by 

the establishment of regulated areas) or abated.  
• Ensure that asbestos levels do not exceed 0.01 f/cc outside of regulated areas. 

The site-specific HASP will address asbestos abatement hazards and provide clear guidelines for 
removal, storage, and disposal of ACM. 

For further information, contact or consult: SEOHC; SHeD; GRC Occupational Health 
Programs Manual—Chapter 2 

3.24 Lead 
It is the policy of the GRC to comply with all applicable regulations regarding lead and to 
prevent illness to workers and damage to the environment from the use, removal, and disposal of 
lead.  

  

http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm4-respir.pdf
http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm4-respir.pdf
http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm2-asbestos.pdf
http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm2-asbestos.pdf
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Lead-related work in construction and maintenance activities ranges from large lead remediation 
projects to small maintenance operations. In all cases, lead-related operations must be done 
within a controlled area using engineering and work practice controls that minimize worker 
exposure and prevent contamination of surrounding areas. The area will be posted with signs 
meeting OSHA requirements to restrict access to trained workers with the required personal 
protective equipment. Contractors generating hazardous waste are required to complete Resource 
Conservation and Recovery Act (RCRA) training. 

Regulations governing worker protection must be strictly followed, including requirements for  

• A Competent Person, defined by OSHA as someone capable of identifying existing and 
potential lead hazards in the surroundings or working conditions, who has authority to take 
prompt corrective measures.  

• A written lead compliance program that describes each lead activity: engineering, work 
practice, and administrative controls; air monitoring procedures; and inspection schedules. 
The compliance program should be included in the project’s HASP. Documentation of all air 
monitoring results is to be available for NASA review. 

General lead awareness training is required for all workers exposed to any amount of lead. 
Employees who may be exposed to lead at or above the regulated action level on any day require 
further training on the following subjects:  

• Nature of operations that may result in lead exposure  
• Purpose and description of medical surveillance program  
• Awareness of medical removal program and protection  
• Routes of exposure  
• Toxicity, health effects, and chelation therapy  
• Possible engineering controls and work practices for employee tasks  
• Proper disposal methods  

If the project involves the handling, disturbance, or removal of lead-based paint or other sources 
of lead, the Contractor shall document the PPE, medical surveillance, and related requirements 
(per OSHA 29 CFR 1926.62) in the site-specific HASP.  

All lead-containing materials will be collected and disposed of in accordance with all applicable 
environmental regulations. 

For further information, contact or consult: SEOHC; GRC Environmental Programs 
Manual—Chapter 5; GRC Occupational Health Programs Manual—Chapter 5 

3.25 Digging, Trenching, and Excavating 
Prior to performing any excavation work or any surface penetrations on any ground surface, the 
Contractor shall obtain an Excavation Permit (GRC 927) from the FD. The Contractor shall 
comply with procedures and requirements set forth in GRC Safety Manual—Chapter 35, 
Digging, Trenching, and Excavating.  

http://smad-ext.grc.nasa.gov/shed/pub/epm/epm5-HAZ-WASTE(5).pdf
http://smad-ext.grc.nasa.gov/shed/pub/epm/epm5-HAZ-WASTE(5).pdf
http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm5-lead.pdf
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Contractors must obtain an Excavation Permit (GRC 927) for any penetration into surface at 
GRC. Each permit is limited to a 400-linear-ft section or approximately 1 acre, as determined by 
the COR and NASA Civil Systems Manager. The permit will be valid for 3 months or until work 
is complete within the permit-defined area, whichever comes first. The government shall be 
responsible for filling out Part A of the permit. The Prime Contractor and Excavation Contractor 
shall be responsible for filling out Parts B and C when required by COR.  

The Contractor shall engage a Professional Ohio Surveyor to stake out all proposed 
infrastructure work. The Contractor shall mark excavation with white temporary marking paint 
prior to receiving the approved Excavation Permit. 

• Permit Part B1 is the Utility Verification and Marking Log. The Contractor is required to 
track utility markings and request them every 2 weeks, or sooner if necessary. See the GRC 
Excavation Manual for further information. 

• Permit Part B2 is the Potholing Log. The Contractor is required to verify (“pothole”) all 
utilities as identified on the underground record drawing (URD) prior to commencing 
infrastructure excavation. The Potholing Log verifies that all utilities are properly identified 
and protected. See the GRC Excavation Manual and GRC Safety Manual for further 
information on potholing requirements. 

• Permit Part C is the Daily Meeting Log. The Contractor is required to hold daily meetings 
with excavation personnel to coordinate the day’s work activities. These meetings shall be 
witnessed by the NASA CM and/or CI and shall address the area of work to be performed 
that day; the Contractor will be limited to this area as discussed. See the GRC Excavation 
Manual for further information. 

The Requestor is a member of the GRC organization or support service contractor that will 
monitor the excavation activities. The Requestor shall 

• Initiate Form GRC 927, Excavation Permit, by filling out Part A, Step 1, and submitting it 
electronically using the “submit” button located at the end of Part A, Step 1. 

• Ensure the Contractor-designated Competent Person for this activity has the GRC Excavation 
Manual and has read the manual thoroughly; verify the Competent Person has the knowledge 
and training required by the GRC Excavation Manual.  

• Ensure the Contractor’s excavator operator has GRC Excavation Quick Reference card and 
understands all utility markings.  

• Ensure that all personnel working at the jobsite are trained and aware of the hazards of 
digging, trenching, excavating, and ground penetration. Ensure that all items outlined in the 
permit are properly defined and resolved prior to any digging, trenching, or other excavating 
activities to avoid damage to utilities and structures identified on the construction drawings. 

• Notify Emergency Dispatch and the Emergency Dispatch Supervisor (if a civil servant) or 
COR (if a contractor) if an unexpected underground utility or structure is found during the 
activity or if an underground utility or structure is hit or broken during the activity. The 
requestor shall notify Emergency Dispatch at 911 if using a NASA internal telephone; if 
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using a cell phone, dial 216–433–8888 at Lewis Field or 419–621–3222 at Plum Brook 
Station. It is the Supervisor’s or COR’s responsibility to notify SHeD. 

• Comply with all requirements of the above-listed reference documents and other regulations 
regarding safe performance of the job. 

• Coordinate construction work with the Lab utilities to assure that related activities such as 
utility shutdown are addressed. 

• Attend daily meetings held by Contractor’s Competent Person with Contractor’s excavation 
personnel to ensure that all aspects of excavation work are discussed and coordinated and all 
portions of GRC 927 are filled out properly.  

• If problems are found, ensure all work ceases until the excavation site is made safe for entry. 

The Contractor performing the excavation and/or utility work shall designate a Competent 
Person to oversee each permitted excavation (GRC 927). This person shall be present at the 
physical excavation site 100 percent of the time when work is being performed. The 
responsibilities of the Excavation Competent Person shall include comparing construction 
documents to the URD, auditing the excavation process, evaluating utility markings, evaluating 
symbols versus details, and ensuring the permit process is followed. The Contractor shall submit 
an official document stating the compliance and qualifications of Competent Persons. The 
Excavation Competent Person designation will expire at the end of each contract and/or every 
3 years, whatever is more stringent. The following are minimum requirements: 

Excavation Competent Person—Mandatory Qualifications: 

a. Has a working knowledge of trenching, excavation, horizontal directional drilling, 
underground construction, shoring, and soil types, as appropriate to the assigned task. 

b. Has the ability to assure that all underground utilities are located, field verified, and clearly 
marked prior to excavation. 

c. Is knowledgeable in applicable excavation regulations to include OSHA 29 CFR 1926. Have 
knowledge of trench collapse prevention, ventilation and air monitoring requirements (where 
applicable), ground water control, personal protective equipment, and emergency procedures 
as they pertain to underground construction and utility work. A minimum of 5 years of 
excavating experience is required. 

d. Has the ability to notify the prime Contractor or Government (as applicable) of any 
nonconformance issues and document them; has the ability to provide any corrective actions 
to mitigate hazards or nonconformance issues. 

e. Has successfully completed GRC Excavation 101, Course GRC–012–15. 

Utility Competent Person—Mandatory Qualifications:  

a. Has a working knowledge of trenching, excavation, horizontal directional drilling, 
underground construction, shoring, and soil types as appropriate to the assigned task. 

b. Has the ability to assure that all underground utilities are located, field-verified, and clearly 
marked prior to excavation for proposed infrastructure or infrastructure repair. 
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c. Is knowledgeable in applicable excavation regulations, including OSHA 29 CFR 1926. Has 
knowledge of trench collapse prevention, ventilation and air monitoring requirements (where 
applicable), ground water control, PPE, and emergency procedures as they pertain to 
underground construction and utility work. A minimum of 5 years of excavating experience 
is required. 

d. Has the ability to document and notify the prime Contractor or Government (as applicable) of 
any nonconformance issues; has the ability to provide any corrective actions to mitigate 
hazards or nonconformance issues. 

e. Has the ability to review, understand, and interpret underground record drawings, contract 
drawings, and specifications. 

f. Has successfully completed GRC Excavation 101, Course GRC–012–15. 
g. Has the ability to oversee and witness underground construction and utility work to ensure 

that established processes are followed. A minimum of 5 years of utility installation 
experience is required. 

h. Has working knowledge of hydrostatic testing and pigging, as well as welding and fusion 
procedures, as appropriate to the assigned task. 

i. Is knowledgeable in applicable rules and regulations, including OSHA 29 CFR 1926, and 
installation of utilities such as domestic water (e.g., fire hydrants, thrust blocks, testing, 
cleaning, and chlorination), sewers, duct banks, natural gas, and other pressure pipes, as 
appropriate to the assigned task. 

j. Is capable of identifying existing and predictable hazards in the proximity of underground 
utility construction and understanding the corrective measures to eliminate them. 

Excavations greater than 4 ft in depth may be considered confined spaces. As such, these shall be 
evaluated by SHeD with regard to existing and potential hazards to determine if the excavation 
shall be considered a permit-required confined space. Further regulations regarding confined 
spaces follow: 

Below 4 to 20 ft, SHeD shall evaluate and determine if an excavation is to be considered 
a permit-required confined space based upon the known and potential hazards. 

Below 20 ft in depth, all excavations shall be considered permit-required confined spaces 
and the requirements of the GRC Safety Manual, Chapter 16, Confined Space Entry, shall 
be in effect. 

Confined Space Entry Training shall be required if an excavation has been determined to be a 
permit-required confined space. Employees who work in or around excavations must be 
provided training according to their work activities. 

GRC adheres to ORC 3781.30. In addition, GRC has established a tolerance zone surrounding all 
underground utilities. The tolerance zone is the total width of the underground utility plus 
18 in. on each side. The vertical tolerance zone extends from the elevation shown on the utility 
profile and/or the URD to 24 in. above the top edge and 24 in. below the bottom edge of the 
utility.  
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Methods of excavation within the tolerance zones are hand digging, vacuum excavation, and 
hydro excavation. Potholing of all utilities for verification is required prior to infrastructure 
excavation. The GRC Civil Systems Manager may grant a waiver for potholing; however, the 
Contractor is still required to excavate in accordance with the tolerance zone requirements. 
See the GRC Excavation Manual for further information.  

The NASA Civil Systems Manager, NASA COR, and NASA Health and Safety Office will 
strictly monitor digging, excavation, trenching, and ground penetration activities to ensure 
compliance with the Excavation Permit. Significant discrepancies shall be documented in the 
SHEtrak System. 

All permits and associated documentation issued for the purpose of controlling digging, 
trenching, excavating, and ground penetration activities shall be considered part of the 
construction and/or task documentation. Records retention requirements shall be governed by 
those of the construction and/or task documents or contract. 

Completed Excavation Permits shall be submitted in accordance with specification 
Section 01 33 00, Submittal Procedures, in sufficient detail to show full compliance with the 
specification. Contractor is responsible to submit the permit in its entirety as a submittal to the 
Government once the permit is expired and/or terminated, along with all as-built information on 
associated subsurface infrastructure installed and obtained as part of this permit. Permit and 
as-built submittal is required within 10 business days after permit expiration or termination.  

The Contractor shall submit the utility as-builts for newly installed utilities and surface features 
along with any existing utility information collected as part of the excavation permit process. 
The applicable as-builts shall be submitted to the government for approval within 10 days after 
each completion of the excavation permit (GRC 927). A complete set of as-builts will be 
required at completion of project. The as-built redlines must be completed on official 
construction drawings. Lines, letters, and details shall be sharp, clear, and legible. Additions or 
corrections to the drawings shall be drawn to the scale of the original drawing. 

Soils will be classified by criteria set forth by the NASA Environmental Office. Soil classified as 
solid waste (hazardous or non-hazardous) shall be disposed of only at an Environmental 
Protection Agency (EPA) landfill licensed to accept the soil. Soil classified as suitable for 
commercial/industrial use shall be reused onsite or removed from government property and 
transported to a commercial or industrial fill site meeting the definitions found in the Ohio 
Voluntary Action Program, OAC 3745–300. In no case shall excess excavated soil be allowed to 
come into contact with a waterway. No excess excavated soil shall be removed from the site 
without written authorization from the government in the form of completed and signed 
manifests and/or bill of lading. Refer to Chapter 4 of this manual for information on manifest 
procedures. Refer to Appendix B for a copy of the Excavation Permit.  

For further information, contact or consult: SEOHC; SHeD; GRC Safety Manual—    
Chapter 35; GRC Environmental Programs Manual—Chapter 23 

Applicable forms: 

GRC 927 Excavation Permit (Appendix B) 
GRC forms are available online: https://nef.nasa.gov/ 

http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_35.pdf
http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_35.pdf
http://smad-ext.grc.nasa.gov/shed/pub/epm/epm23-Soil.pdf
https://nef.nasa.gov/
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3.26 Hearing Conservation 
All personnel who enter areas or perform tasks where exposure to noise is greater than or equal 
to 82 dBA, regardless of the duration of exposure, shall be provided with personal hearing 
protection. All personnel who enter designated hazardous noise areas or who perform tasks 
where exposure to noise is greater than or equal to 85 dBA or 140 dB peak, regardless of the 
duration of exposure or number of impulses, shall be provided with and required to wear 
personal hearing protection.  

Contractors shall ensure compliance with all program requirements, including noise hazard 
assessments, training, hearing protection, medical surveillance, and other requirements as needed 
to ensure compliance with NASA policy. 

For further information, contact or consult: SEOHC; SHeD; GRC Occupational Health 
Manual—Chapter 3 

Applicable forms: Per site-specific HASP 

http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm5-lead.pdf
http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm5-lead.pdf
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CHAPTER 4.—ENVIRONMENTAL  
Glenn Research Center (GRC) operates in a manner that protects and preserves the environment 
through pollution prevention, continual improvement of our operations, and complying with 
regulations. 

4.1 Compliances 
The GRC Environmental Programs Manual provides guidance on environmental regulations 
applicable to GRC. This guidance follows the laws and regulations of the United States 
Environmental Protection Agency (USEPA) and the Ohio Environmental Protection Agency 
(OEPA). For details, visit these agencies’ websites. Contractors are responsible for following all 
applicable regulations. 

For further information, contact or consult: GRC Environmental Programs Manual 

4.2 Storm Water Pollution Prevention Plan (SWP3) 
Contractors will be required to serve as “co-permittees” under NASA’s Notice of Intent and 
Storm Water Pollution Prevention Plan (SWP3) for areas of disturbance 1.0 acre and greater or 
as defined within construction documents. The purpose of the SWP3 is 

• To enforce policies outlined in GRC’s storm water management program 
• To minimize the discharge of pollutants to the storm sewer system to the maximum extent 

practicable by requiring, where appropriate, the use of best management practices, structural 
and/or nonstructural storm water quantity and quality control measures, and other provisions 

• To provide for the inspection and proper maintenance of structural and nonstructural storm 
water controls and the storm sewer system 

• To prohibit non-storm-water discharges to GRC’s storm sewers and require the removal of 
illicit connections to GRC’s storm sewers 

• To prevent improper disposal of materials that degrade water quality 
• To permit sampling and monitoring for pollutants such as those associated with illicit 

discharges, improper disposal, industrial and construction activities, and the application of 
pesticides, herbicides, and fertilizers 

• To reduce erosion associated with storm water runoff 

The Contractor is responsible to comply with all requirements of the SWP3 and to ensure that 
best management practices are being utilized appropriately.  

For further information, contact or consult: GRC Environmental Programs Manual—Chapter 24 

  

http://smad-ext.grc.nasa.gov/shed/pub/epm/epm-manual.pdf
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Applicable forms:  

• Storm Water Pollution Prevention Plan (SWP3) Concurrence 
• NASA GRC Duty To Inform Signoff Form  
• GRC Construction Storm Water Site Inspection Form and Storm Event Site Inspection 

Checklist  
• NASA GRC Pre-Notice of Termination (NOT) Sign-Off Form  
• Environmental—Storm Water Inspection Report 

These forms are available in Appendix B and online at https://www.grc.nasa.gov/smad-ext/wp-
content/uploads/sites/82/epmc-24.pdf 

4.3 Waste Storage/Waste Disposal/Recycling 
All elements of waste storage, waste disposal, and waste recycling are overseen by the 
Environmental Management Office (EMO) and NASA’s Waste Management Team (WMT).  
By regulation, NASA is considered the generator of all waste streams that leave the Center. 
Therefore, strict control and regulation of all waste streams must be maintained by WMT 
(or EMO) at all times.  

Contact WMT with questions about acceptable items for disposal. The following are generally 
acceptable for disposal in trash dumpsters (municipal waste containers):  

• Bottles—if they are empty or contain only materials that are acceptable for trash dumpster 
disposal. Empty bottles must be less than 5-gallon size. 

• Cans—if they are empty or contain only materials that are acceptable for trash dumpster 
disposal. Empty cans must be less than 5-gallon size or flattened to eliminate void space.  

• Disposable Freon containers—only if completely empty and valve assembly is removed  
• Floor sweepings  
• Landscaping debris  
• Garbage  
• Paint cans—if they are empty or if they contain only dried-out portions of water-based paint 

(no free liquid)  
• Glass, paper, cardboard, plastic, and rubber  

The following are generally not acceptable for disposal in trash dumpsters (municipal waste 
containers):  

• Liquids—any material that is a liquid or releases a free liquid  
• Corrosives  
• Batteries  
• Chemicals  
• Combustible or ignitable materials  
• Compressed gas cylinders  
• Compressors  
• Fuels  
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• Lighting bulbs—including, but not limited to, fluorescent, LED, metal halide, mercury vapor, 
or sodium vapor  

• Lighting ballasts  
• Lumber or wood—other than tiny incidental pieces included in floor sweepings, etc.  
• Metal that can be recycled  
• Combustible or pyrophoric metals  
• Oil  
• Oil-soaked rags that have free liquid, including solvents or fuels  
• Pallets  
• Paint cans—if they are not empty and if they contain liquid paint of any type or solid (dried-

out) oil-based paint  
• Powdered metals  
• Solvents  

GRC promotes recycling of materials whenever possible. Recyclable or hazardous materials 
should not be placed inside the municipal waste containers. Information on Glenn’s recycling 
programs can be accessed at https://ltid.grc.nasa.gov/WasteManagementRecyclingServices. 

Contact environmental personnel at the NASA EMO for more information on disposal of 
materials not acceptable for municipal waste containers.  

Contractors will be responsible for their own waste dumpsters. Construction and demolition 
debris is to be placed in a designated container. Recycling materials must be stored in separate 
containers. General trash should not be placed in construction/demolition debris containers or 
recycling containers. Any wastewater generated during construction activities must be evaluated 
and disposed of properly. 

Whenever any material including construction demolition debris, recyclables, soil or fill, 
hazardous or non-hazardous waste, chemicals, or trash is removed from GRC, the WMT (or 
NASA EMO at Plum Brook Station) must provide signed permission to the Contractor. This 
permission granted by the government is given in the form of a manifest or bill of lading. The 
permission process involves detailed research of the material, the hauling Contractor, and the 
recipient site. To minimize the impact of this research on the construction schedule, the 
Construction Contractors must contact the WMT (or NASA EMO at Plum Brook Station) at the 
beginning of the project and provide the pertinent information for the investigations. Note that all 
potential receiving facilities and transporters must be preapproved for use. This process often 
takes 30 days or more from start to finish, so preplanning is essential to the success of this 
operation. 

Note that Plum Brook Station uses a different manifest form and procedure than Lewis 
Field. Copies of the GRC manifest forms are provided in Appendix C. A general outline of 
procedures to obtain manifests at Lewis Field and Plum Brook Station follows here. 

  

https://ltid.grc.nasa.gov/WasteManagementRecyclingServices
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Lewis Field Manifest Procedure 

• Contractor shall submit a list of all recipient sites and trucking companies to WMT via email 
using the Facility/Transporter Request Form. Information should include project name, 
contract/task number, NASA Project Manager, NASA Quality Assurance Technicians 
(QAs)/Construction Managers (CMs), recipient company’s name, company’s location, 
mailing address, phone number, point of contact, and description of material to be hauled, 
including estimated volumes. List companies in order of preference. Incomplete forms may 
result in a delay. 

• WMT will evaluate the information and return the request as approved or disapproved within 
10 working days. 

‒ If disapproved: WMT will explain the reasons via email 
‒ If approved: WMT will issue a blank draft manifest for each type of material, to be filled 

out by the Contractor 

• Contractor will complete the draft manifest and resubmit to WMT for review. 
• Once approved: Contractor may request the required number of blank manifests needed via 

email (not to exceed 100). 
• WMT will review and obtain government-signed manifests within 5 working days. 

Notification will be provided via email. WMT will control all signed and numbered 
manifests and issue them as required. 

• Contractor may schedule excavation and hauling. When the manifest is required, the 
Contractor will contact WMT via email no less than 24 hours in advance. 

• WMT will issue no more than 25 manifests for each material at the start of the day. 
• Contractor will issue a manifest to each truck driver and ensure that the driver’s portion of 

the manifest is filled out correctly (weight, date, signature, etc.) before leaving Lewis Field. 
The Contractor is to ensure that the truck is within the legal weight limit for the vehicle 
transporting the material. 

• Shipping documents are to be completed in blue or black ink. 
• Contractor shall ensure that drivers cover their load at the jobsite. 
• At the end of each workday, the Contractor shall call each recipient facility and confirm the 

number of loads received. The Contractor will then send a confirmation email to WMT 
documenting the number of loads that went out and notify them of any discrepancies with the 
receiving facility.  

• Contractor is responsible for the return of completed manifests within 10 working days of 
shipment (return all unused manifests to WMT). 

All email communications for manifests shall be copied to the project CM/CI. For more 
information on Lewis Field manifest procedures, contact the WMT. 
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Plum Brook Station Manifest Procedure 

• Contractor will identify the need for a manifest. When a manifest is required, the Contractor 
will contact CM via email no less than 5 days in advance. 

• Contractor shall submit a list of all recipient sites and trucking companies to the NASA CM 
via email. Information should include company’s location, mailing address, phone number, 
point of contact, and description of material to be hauled. List companies in order of 
preference. 

‒ NASA WMT will evaluate the information and return the request as approved or 
disapproved within 10 working days via the CM. 

‒ If disapproved: CM will explain the reasons via an email. 

• If Hazardous Materials: the materials are tested (either by the Contractor or the NASA EMO, 
per the project contract) and the report of the hazards assessment is emailed to the NASA 
CM and officially submitted to the NASA Project Manager as a Project Submittal. NASA 
WMT will review the results before disposal. 

• Contractor will provide the NASA CM with all relevant information:  

‒ Contractor and contract number 
‒ Description of material to be hauled 
‒ Transporter company (name and phone number) 
‒ Recipient/dumpsite (name, address, and phone number) 

• Dumpsite must be an approved facility, as determined by the NASA EMO representative. 
• NASA CM will provide Contractor with a numbered and approved/signed manifest. 
• NASA CM will sign and approve manifests for non-hazardous material. 
• NASA WMT will sign and approve manifests for hazardous material. 
• Contractor will issue a manifest to each driver and ensure that the truck driver’s portion of 

the manifest is filled out correctly (weight, date, signature, etc.) before leaving Plum Brook. 
The Contractor is to ensure that the truck transporting the material is within the legal weight 
limit. 

• Transporter driver must do the following (Contractor to verify): 

‒ Receive a weight ticket with before and after weights at the GRC Shipping and Receiving 
location (Shipping and Receiving provides weight slip for material). 

‒ Write the vehicle license plate number on the manifest. 
‒ Print name on the manifest; sign and date. 
‒ Receive weight ticket from recipient site. 

• Recipient center must do the following (Contractor to verify): 

‒ Sign and date the manifest. 

• Original manifest with weight ticket attached MUST be returned to the NASA CM. 
• Contractor is responsible for the return of completed manifests within 15 working days of 

shipment (return all unused manifests to CM). 
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For more information on manifests at Plum Brook Station, contact the Plum Brook Station CM. 

Once a manifest has been signed by a government representative, no changes may be made to the 
filled-out portions. If corrections must be made to the manifest, the original document must be 
returned to NASA to be voided, and a new manifest will be created.  

For further information, contact or consult: CM/CI; WMT; GRC Environmental Manual—
Chapters 5 and 10. 

Applicable forms: Waste Manifests (Appendix C) 

4.4 Spill Control 
It is GRC policy to minimize spill potential through engineering and administrative controls. 
Should a spill occur, containment and cleanup procedures shall be promptly implemented to 
assure compliance with all applicable Federal, State, and local regulations and to minimize the 
effect on the environment. 

Spill prevention, control, and countermeasures (SPCC) plans are required for all applicable 
projects. Workers should be properly trained in responses to small spills. The Contractor should 
keep containment and cleanup supplies necessary for small spills available onsite. 

In case of a spill, the Contractor should respond as follows: 

• Report all spills by calling 911 (GRC phone only) or GRC Emergency Dispatch, 216–433–
8888 (Lewis Field) or 419–621–3222 (Plum Brook Station). If possible, identify the material 
and estimate the volume released. After emergency services have been called, notify the 
project CM/CI about the incident. 

• For small spills, and in the absence of a safety permit, call GRC Dispatch, then attempt to 
contain and clean up the spill if safe to do so. 

• For larger spills, take immediate emergency response actions as required under the safety 
permit or, in the absence of a safety permit, call GRC Dispatch, then attempt to contain the 
spill if possible or practical. If there are any questions with regard to safety, evacuate the 
area. 

• Complete an incident report. 

The Contractor should maintain Safety Data Sheets (SDSs) onsite that address potential dangers 
of the product as well as recommended procedures for spills. 

For further information, contact or consult: GRC Environmental Programs Manual—Chapter 8 

Applicable forms:  

• Spill Occurrence Report (Appendix B) 
https://www.grc.nasa.gov/smad-ext/wp-content/uploads/sites/82/epmc-8.pdf (p. 9) 

• Emergency Notification Checklist (Appendix B) 
https://www.grc.nasa.gov/smad-ext/wp-content/uploads/sites/82/epmc-8.pdf (p. 11) 

http://smad-ext.grc.nasa.gov/shed/pub/epm/epm5-HAZ-WASTE(5).pdf
http://smad-ext.grc.nasa.gov/shed/pub/epm/epm10-SOLID-WASTE(17).pdf
http://smad-ext.grc.nasa.gov/shed/pub/epm/epm8-SPILL.pdf
https://www.grc.nasa.gov/smad-ext/wp-content/uploads/sites/82/epmc-8.pdf
https://www.grc.nasa.gov/smad-ext/wp-content/uploads/sites/82/epmc-8.pdf
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4.5 Hazardous Materials 
Hazardous materials are any substance or material that has been determined by the Secretary of 
Transportation to be capable of posing an unreasonable risk to health, safety, and property when 
transported in commerce and which has been so designated. 

Projects with construction activities involving hazardous materials will include a hazard 
communication (HAZCOM) program in the HASP. HAZCOMs will meet the requirements 
specified in 29 CFR 1926.59. 

The Contractor is to ensure SDSs and inventory lists are available onsite in the work area at all 
times. Inventory lists should include (at a minimum) chemical name/product, substance 
weight/volume, container type (e.g., aerosol, bottle, glass, etc.). The Contractor is to store, label, 
and dispose of all hazardous materials per NASA guidelines.  

For more information on hazardous materials, refer to the Environmental Programs Manual. 

https://www.grc.nasa.gov/smad-ext/wp-content/uploads/sites/82/epm-manual.pdf 

For further information, contact or consult: SEOHC; Environmental Management Office, 
https://www.grc.nasa.gov/ftd/services/eemo/; GRC Environmental Programs Manual—Chapter 5 
and Chapter 16 

Applicable forms: Per site-specific HASP 

4.6 Concrete Truck Washout 
A custom-made covered rolloff box has been placed adjacent to Building 215 in the South Area 
for use as the dedicated concrete washout container for all construction and maintenance 
concrete placement activities. 

 
Figure 1.—Location of concrete washout container at Lewis Field. 

This rolloff should be used to contain the water from washing out chutes of concrete trucks at 
Glenn Research Center when washing out onsite is not feasible. Washing out of concrete mixer 
trucks onto pavement or anywhere that it can flow into the storm or sanitary system or into 
adjacent waterways is STRICTLY PROHIBITED. 

https://www.grc.nasa.gov/smad-ext/wp-content/uploads/sites/82/epm-manual.pdf
http://smad-ext.grc.nasa.gov/shed/pub/epm/epm5-HAZ-WASTE(5).pdf
http://smad-ext.grc.nasa.gov/shed/pub/epm/epm16-HAZCOM(23).pdf
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Figure 2.—Concrete washout container. 

The washout container is designed to be used by front- or rear-discharging concrete ready mix 
trucks. Some concrete equipment, including portable cement mixers and pump trucks, is physically 
incompatible with this container. In these cases, the WMT can provide another approved container 
to collect concrete wash. 
The following steps shall be followed when using the concrete washout container: 

1. The NASA COR or CM must notify the WMT before concrete placement is to occur. 
2. The concrete mixer truck should discharge its entire load onsite. 
3. Once the truck is empty, the truck driver shall be escorted by a Contractor Representative 

to the concrete washout container. 
4. The cover shall be removed from the washout container.  

a. The bungee cords must be released. 
b. The nylon straps on the side must be loosened. 
c. The cover shall be rolled up over the top of the aluminum ribs. (A tool used for rolling 

the cover is located on the container.) 
d. Sections of aluminum ribs should be removed as necessary to wash out the equipment 

so the ribs are not damaged or coated with concrete. 
5. The driver shall clean the chute while it is extended over the container. Excess concrete in 

the drum of the mixer can only be discharged into the washout container if there is no 
discharge area available on the construction site. COR or CM should coordinate this with 
WMT prior to placement. 

6. Once washout is complete, the Contractor Representative shall replace and resecure the 
cover and fill out the log sheet located inside of Building 215. 

At Plum Brook Station, construction/removal of the washout pit is the Contractor’s responsibility. 
No community pits are available for Contractor use.  
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CHAPTER 5.—PERMITS 
A safety permit constitutes a license to operate within the constraints listed on the permit. The 
need for a safety permit is determined by the nature and extent of the hazards associated with a 
proposed activity. Refer to the GRC Safety Manual, the GRC Occupational Health Manual, and 
the GRC Environmental Programs Manual, or contact the project CM/CI or SHeD for more 
information regarding the permit process. Table 1 presents a list of the primary permits 
associated with construction-related activities at GRC. Copies of standard permits are provided 
in Appendix B. GRC forms and permits can be downloaded at https://nef.nasa.gov/ 
 
 

TABLE 1.—GRC CONSTRUCTION-RELATED PERMITS 
Activity/Permit GRC Permit/Form Number 

Excavation Permit GRC 927 
Hot Work Authorization Permit GRC 7a 
Confined Space Entry Permit GRC 199 
Area Clearance Authorization GRC 978 
Road Closure GRC 136 
Crane Authorization GRC 185 
Pneumatic Test Permit GRC 804 
Switching and Lockout/Tagout Record GRC 787 
Energized Electrical Work Permit GRC 780 
Fall Prevention Plan GRC 979 

 
The following general guidelines apply to construction permits at GRC: 

• The Contractor shall be mindful of the timeframes for the permit approval process. Most 
permits cannot be submitted and approved in the same day. The Contractor must take 
processing time into account. 

• The Contractor is responsible to keep copies of all active permits onsite during any 
construction activities.  

• If a safety permit has expired, all construction activities within the constraints listed on the 
permit are forbidden to continue. Contact the CM/CI and SHeD personnel to renew or extend 
an existing permit.  

• SHeD personnel and their designees have the authority to shut down any operation or activity 
if safety or environmental hazards are a concern. 

• A safety permit is invalidated by any change in apparatus, operating conditions, or qualified 
operators list unless the change has been approved by the permit grantors. 

• Once the construction activities related to the permit are complete, the original permit is to be 
returned to NASA. The Contractor will be instructed on who is to receive the permit. 

 
 
 
 
 
 
 

http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_index.shtml
http://smad-ext.grc.nasa.gov/shed/pub/ohpm/ohpm-manual.pdf
http://smad-ext.grc.nasa.gov/shed/pub/epm/epm-manual.pdf
https://nef.nasa.gov/
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CHAPTER 6.—CONSTRUCTION PHASE IMPLEMENTATION 
It is recommended that the Contractor keep a binder onsite with the following information: 

• Daily reports 
• Meeting minutes 
• Permits  
• Training, fit test, medical records, etc. 
• Site-specific HASP 
• SDSs 
• Letters from subcontractors (HASP acknowledgments and Competent Person designations) 
• Signoff sheet for employee HASP acknowledgment 
• JHA (Job Hazard Analysis) breakdown 
• Daily safety inspections 
• Supplemental work plans as required by contract, such as Construction Project Plan, 

Environment Compliance Plan, Radiation Safety Plan, Maintenance of Traffic Plan, or 
Detour Plan (road closures) 

It is also recommended that the Contractor program emergency numbers* into his/her phone and 
post emergency numbers at the jobsite. 
 
*911 is to be dialed from GRC phones only. When using cell phones, dial 216–433–8888 
(Lewis Field) or 419–621–3222 (Plum Brook Station). 
6.1 Preconstruction Meeting 
The Preconstruction Meeting will be held prior to the commencement of work. Subjects 
addressed will include scope of work, contract administration, safety/environmental concerns, 
technical aspects of the project, and other issues as needed. The preconstruction meeting is led 
by the CM and attended by the project team, including the PM, Contractor, subcontractors, 
SHeD representatives and, as necessary, facility, systems, and safety representatives.  
 
At the preconstruction meeting, the Contractor will submit the following: Standard Form (SF) 
1413 (Statement and Acknowledgment); schedule of values; schedule of bonds; and baseline 
schedule. Copies of documents and forms related to the Preconstruction Meeting are provided in 
Appendix D.  
 
For further information, contact or consult: PM or CM 

Applicable forms: 

• GRC 621—Preconstruction Conference Agenda and Checklist (completed by the CM). 
• GRC 699—Notice of Preconstruction Conference 
• GRC 9417—Preconstruction Conference 

GRC forms are available online: https://nef.nasa.gov/ 
• SF 1413—Statement and Acknowledgment 

https://www.gsa.gov/portal/forms/download/115794 

https://nef.nasa.gov/
https://www.gsa.gov/portal/forms/download/115794
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6.2 Construction Progress Meetings 
The Contractor will meet regularly (typically once a week for most projects) with the CM/CI and 
any other appropriate personnel for a construction progress meeting. The meeting will discuss 
work accomplished, work look ahead, as-builts, warranty issues, incidents, punch lists, and other 
issues as needed. A typical construction progress meeting agenda may include the following: 

• Attendance (sign-in sheet) 
• Safety/environment/health issues 
• Work performed 
• Work planned 
• Updated schedule, with current project completion date 
• Quality control issues and concerns, including, as necessary, status of corrective actions for 

deficiencies 
• Coordination items 
• Facility change requests 
• Submittals 
• RFIs/RFPs 
• Status of permits 
• Status of as-built drawings 
• Roundtable comments/concerns 

The CM will prepare the meeting minutes and distribute to the project team following the 
meeting. The PM will review/approve the minutes prior to distribution. Contractor shall review 
minutes and make any objections within 5 days. 

For further information, contact or consult: CM 

6.3 Subcontractors 
The Contractor is required to provide a list of all subcontractors for each project and furnish that 
list to the PM. The Contractor is responsible for the activities of all subcontractors at GRC. 
Accordingly, the Contractor’s Superintendent (or designee) shall be present at the jobsite when 
construction work is in progress. The following additional guidelines shall apply to all 
subcontractors: 

• Subcontractors shall be listed in the site-specific HASP. All subcontractor personnel shall 
sign the HASP acknowledgment page.  

• Subcontractors are subject to the same training and medical surveillance as the prime 
Contractor. The Contractor is responsible for collecting subcontractor training and/or medical 
certificates and submitting to the CM. 

• An assigned safety representative for each subcontractor shall be designated for the project 
and shall be available to address any health and safety issues that arise during the 
performance of any activities related to their subcontract. The name of the assigned safety 
representative shall be listed in the HASP. 
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• Planned operations for the day shall be verbally conveyed to the Contractor’s Superintendent 
at the beginning of each day. Any changes in scope of work or specified quantities shall also 
be conveyed to the Superintendent on a regular basis. 

• Subcontractor personnel shall attend a project safety orientation prior to beginning work 
onsite. 

• Subcontractor personnel shall attend daily tailgate safety meetings. If scheduling precludes 
attendance, subcontractors shall hold and document their own safety meeting. Safety meeting 
documentation is to be submitted to the Contractor. 

• All accidents, fires, injuries, illnesses, and spills shall be immediately reported to the 
Superintendent. 

• Heavy equipment is to be inspected daily by the equipment operator. Initial inspection 
documentation is to be submitted to the Contractor. 

• Subcontractors are required to frequently inspect work sites for safety deficiencies and to 
correct all deficiencies. Documentation of these inspections and any corrective actions 
implemented will be submitted to the Superintendent. 

For further information, contact or consult: CM/CI; PM 

6.4 Request for Information (RFI) and Request for Proposal (RFP) 
Request for Information (RFI) 
RFIs can be originated by the Contractor or by NASA. They generally involve questions about 
construction or installation, methods or procedures, differing site conditions, etc. The Contractor 
is to submit RFIs to the NASA PM and notify the CM/CI. A copy of the RFI Form (GRC 9C) is 
provided in Appendix B. 

Request for Proposal (RFP) 
RFPs originate from NASA. The RFP could be a response to a previously submitted RFI or may 
have been drafted after NASA became aware of a differing site condition.  

When a differing site condition is encountered, NASA is to be notified prior to continuing the 
work. Failure to notify NASA of differing site conditions could create future complications and 
result in increased project costs at the Contractor’s expense. 

The result of this process may be a contract modification. This is a contractual amendment to the 
scope of work signed by both the Contractor and NASA. 

NOTE: Only the CO has the authority to modify the contract. Contractors shall not deviate from 
approved plans and specifications without prior written notification, an approved RFI, or a 
signed contract modification furnished by the CO or COR. 

For further information, contact or consult: PM; COR 

Applicable forms:  

GRC 9C – Request for Information (Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 

https://nef.nasa.gov/
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6.5 Daily Reports 
Contractor 
The Contractor’s Superintendent of each project is required to prepare a daily report of 
construction activities (Form GRC 16, Construction Contractor Daily Inspection Report). These 
reports will include, at a minimum 

• Weather conditions 
• Manpower by trade 
• Subcontractors onsite (and subcontractor manpower by trade) 
• Work accomplished on that day 
• Material received and results of inspections 
• Equipment received and results of inspections 
• Hours worked 
• Quality control activities, including tests performed and results 
• Incidents/accidents (as applicable) 
• Job safety issues 
• Instructions received 
• Conflicts or discrepancies in the plans and/or specifications 
• Corrective actions taken 
• Delays encountered 

Daily reports will be turned in to the CM as directed. 

The Contractor is also responsible for daily safety inspections of the jobsite and all equipment. 
For more information, refer to “Safety Inspections” in Section 3.3 of this manual. 
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CM/CI 
The CM/CI shall complete a daily Inspector’s Report (Form GRC 600), recording prime 
Contractor manpower, work in progress, materials received (or shortage), visitors, trade 
difficulties, accidents, major equipment (arriving or departing), and instructions. A compilation 
of daily Inspector’s Reports shall be maintained and entered into the project files at the end of 
the job. Supporting documentation to be attached to the Inspector’s Report includes, but is not 
limited to 

• Concrete mix data 
• Load tickets 
• All quality control test results 
• Property passes 

For further information, contact or consult: CM/CI 

Applicable forms:  

• Contractor: GRC 16 – Construction Contractor Daily Inspection Report (see Appendix B) 
• CM/CI: GRC 600 – Inspector’s Report (see Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 
 

6.6 Materials and Equipment 
The Contractor will implement a receiving inspection system to ensure that all procured 
materials and equipment are inspected and tested properly. Records from this receiving 
inspection system will be maintained by the Contractor. Any defects, discrepancies, waivers, 
evidence of Government inspection, and other relevant information shall be reflected in the 
records. The Contractor will submit a nonconformance report in response to any discovered 
deficient materials or equipment. The Contractor or subcontractor is responsible for inspecting, 
storing, preserving, operating, and maintaining the shipped material or equipment. Any 
Contractor-owned equipment and material removed from GRC must be accompanied by an 
approved property pass as discussed in Section 6.6. 

For further information, contact or consult: CM  
 
  

https://nef.nasa.gov/
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6.7 Quality Assurance/Testing 
The CM/CI will observe construction activities and will conduct field measurements to verify 
quality of construction. Any testing required for various systems (pneumatic, hydraulic, 
electrical, etc.) per contract will be witnessed and verified by the CM/CI or designee and any 
other applicable personnel. All testing is the responsibility of the Contractor. Certain activities 
involving specific hazards (e.g., high-voltage or high-pressure systems) require review and 
approval of a GRC Safety Committee. High-pressure system installations also require 
certification from the GRC Pressure Systems Office (PSO). The PSO will review all design 
standards, testing procedures (hydraulic and pneumatic), and quality verifications (weld 
inspections, etc.) prior to final acceptance of work. 

The Contractor shall maintain all quality control records at a central onsite location. Each record 
will be traceable to a specific requirement in the project’s specifications and drawings. The 
Contractor should maintain records of calibration for any gauges, tools, instruments, etc., used 
during testing. The project’s Contracting Officer (CO) and the Contracting Officer 
Representative (COR) have the authority to inspect construction activities and audit any records. 

The following is a list of tests that shall be witnessed by a NASA Representative:  

• Proof rolling 
• Compaction testing 
• Concrete slumps 
• Hydrostatic testing 
• Pneumatic testing (GRC 804, Pneumatic Test Permit) 
• Megger testing 

For further information, contact or consult: CM/CI 

Applicable forms: Test-specific 

6.8 Authority Having Jurisdiction (AHJ) 
The NASA-appointed AHJ is responsible for implementing the fire provisions of NPR 8715.3 
and complying with Public Law 100–678, which requires all Federal agencies to follow the latest 
editions of nationally recognized fire and life safety codes. Any inspection/testing regarding the 
installation of fire/life safety equipment or system shall be inspected/accepted by the GRC AHJ. 
The AHJ or designee will review all installations and testing procedures prior to scheduled tests 
and shall witness all code- and standard-required testing prior to final acceptance of work. Final 
acceptance documentation shall be completed and present at the time of testing. The AHJ 
reserves the right to withhold the structure’s occupancy permit until all deficiencies are corrected 
to the required codes/standards. The AHJ has final authority for approving/concurring with 
designs, associated installations, procedures, and/or equipment. Approvals must be granted 
before the start of construction/installation of any fire/life safety systems and/or equipment. The 
AHJ or designee shall witness and inspect all installations of fire/life safety assemblies and/or 
equipment, to include the installation or modification of domestic water used for the purpose of 
fire protection. The AHJ or designee shall be present and witness all flushing, hydrostatic testing, 
and acceptance testing of all fire/life safety equipment. It is the responsibility of the Contractor to 
notify the AHJ of installation completion prior to covering. If installations are covered prior to 
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inspection, the Contractor will be required to uncover the installation at no cost to the 
Government. Inspection requests shall be made with a minimum 24-hour notice. The Contractor 
is to submit all required flushing, testing, and acceptance documentation at the time of final 
inspection. 

6.9 Area Clearance Authorization 
An Area Clearance Authorization (Form GRC 978) is required when construction activities 
require system shutdown/isolation/outage in order to accomplish the work in a safe and protected 
manner. Form GRC 978 is designed to ensure that all appropriate notification and coordination 
activities are conducted for any shutdown/isolation/outage impacting major systems, large areas, 
and/or multiple GRC personnel, thereby protecting sensitive GRC research projects during the 
interruption. Services to be interrupted may include electrical power, steam, gas, pneumatic, 
HVAC, and fire suppression.  

The Contractor is responsible for ensuring the isolation of any mechanical/electrical system or 
utility to be worked on during performance of the contract. At least 3 weeks prior to work, the 
Contractor must submit Form GRC 978 and attach a task-specific implementation plan, an 
isolation plan, schematics/one-line diagrams, and switch orders as appropriate. This includes all 
appropriate Lockout/Tagout procedures (GRC 787) in accordance with Section 3.21. The CM/CI 
will coordinate the approval process. Refer to Appendix B for a copy of the GRC Area Clearance 
Authorization form. 

For further information, contact or consult: CM/CI; GRC Safety Manual—Chapter 9 

Applicable forms: 

• GRC 787, Isolation and Lockout/Tagout Record  
• GRC 978, Area Clearance Authorization 

GRC forms are available online: https://nef.nasa.gov/ 

6.10 Construction Work Trailers 
The Contractor is responsible for providing and placing any work trailers that may be needed. 
The trailers must be placed in an approved location. All trailers are required to be at least 25 ft 
away from any buildings or other trailers. The GRC will provide electricity only, but the 
Contractor is responsible for making the connection. Electricity will only be provided if ease of 
access exists. Trailer location site is not guaranteed. 

For further information, contact or consult: COR 

  

http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_09.pdf
https://nef.nasa.gov/
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6.11 NASA Lock Set Protocols 
Whenever existing locks on NASA property are to be removed or replaced, the Contractor must 
deliver the existing lock set to the project CM/CI. This is a NASA security protocol. 

For further information, contact or consult: CM 

6.12 Road Closures 
All closures require advance notification and coordination with the project CM. The CM will 
contact the NASA Safety Branch. The Contractor shall provide a minimum of 2 full weeks’ 
notice or as required in the construction drawings. The Contractor is to provide the following 
information: 

• Map of exact location of closure 
• Maintenance of Traffic (MOT) Plan and/or Detour Plan 
• Description of work to be performed 
• Duration of closure (including specific start and ending dates) 
• Point of contact for more details 

Traffic closures include, but are not limited to, parking lots, parking lanes, roadways, sidewalks, 
and accessways.  

The NASA traffic engineering point of contact must approve all closures and will notify all GRC 
personnel who will be affected by the closure. The Contractor will be responsible for all signs 
and barricades required for the closure.  

For further information, contact or consult: CM; GRC Safety Manual—Chapter 29 
(Signs and Barricades) 

Applicable forms:  

GRC 136 – Barricading Request (see Appendix B) 

GRC forms are available online: https://nef.nasa.gov/ 

6.13 Submittals 
The Contractor is responsible for reviewing the contract specifications and extracting the 
submittal requirements. Submittals include, but are not limited to 

• Design drawings 
• Test reports 
• Material specifications 
• Manufacturer literature 
• Shop drawings 
• Samples 

All submittals shall be provided to the Facilities Support Assistant for date stamping, assignment 
of a submittal number, and routing to the PM. The PM will then distribute it to all appropriate 

http://smad-ext.grc.nasa.gov/shed/pub/gsm/chapter_29.pdf
https://nef.nasa.gov/
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disciplines for review. The submittal will be returned to the Contractor (if approved), or a 
resubmit may be required based on NASA review comments. Construction activities related to a 
specific submittal cannot commence until NASA has returned the submittal to the Contractor as 
approved. 

For further information, contact or consult: PM 

Applicable forms:  

• Transmittal Sheet (Contractor-specific) 
• NASA Submittal Cover Sheet with Letterhead 
• Routing Slip 

6.14 Pay Requests 
The Contractor shall submit all pay requests to the PM. The PM will confirm the progress status 
and, if approved, forward the pay request to the COR for a signature. It will then be forwarded to 
the CO for payment. The Contractor shall refer to contract requirements for pay request 
instructions, including when requests are due and any backup documentation required.  

For further information, contact or consult: PM; COR 

Applicable forms: AIA G702/703 or similar pay request form 

6.15 As-Built Drawings 
As-built drawings or “redlines” are to be submitted using the process described in Section 6.13. 
The Contractor shall document every deviation from the construction drawings and 
specifications. Deviations may include changes in location, elevation, alignments, material, and 
configuration. Any unknown utilities encountered by the Contractor are to be located and 
indicated on the as-built drawings. As-built drawings are to be kept onsite and continuously 
updated throughout the duration of the construction activities as needed. These drawings will be 
made available for review by NASA personnel when requested. 

For further information, contact or consult: PM 

6.16 Project Turnover (Closeout) 
Completing and closing out a construction task will generally follow as shown: 

• Rolling completion list 
• 70 percent completion walk-through  
• Acceptance testing (mechanical, electrical, structural, and/or civil) 
• Equipment startup 
• Operation and maintenance manual (electronic copy) 
• As-built drawings  
• Training 
• Commissioning (in-service testing) 
• Material asset data sheet (MADS) for all newly installed equipment 
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• Punch list walk-through 
• Return of all outstanding waste manifests 
• Final walk-through 
• Final acceptance (NASA) 
• Issue of warranty letter (Contractor) 
• Final payment request 

For further information, contact or consult: PM 
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APPENDIX A.—CONSTRUCTION SAFETY BRIEFING AND QUICK 
REFERENCE GUIDES FOR EMERGENCIES 

 

Index 
• Construction Safety Briefing—Presentation available online: 

https://www.grc.nasa.gov/smad-ext/wp-content/uploads/sites/82/Construction-Safety-
Briefing-Lewis-Field.pdf 

• Quick Reference Guide for Emergencies—Lewis Field 
• Quick Reference Guide for Emergencies—Plum Brook Station 

 

https://www.grc.nasa.gov/smad-ext/wp-content/uploads/sites/82/Construction-Safety-Briefing-Lewis-Field.pdf
https://www.grc.nasa.gov/smad-ext/wp-content/uploads/sites/82/Construction-Safety-Briefing-Lewis-Field.pdf
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Quick Reference Guide for Emergencies: Lewis Field  

https://www.grc.nasa.gov/smad/wp-content/uploads/sites/59/Quick-Reference-Guide-Lewis.pdf 

 

https://www.grc.nasa.gov/smad/wp-content/uploads/sites/59/Quick-Reference-Guide-Lewis.pdf
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Quick Reference Guide for Emergencies: Plum Brook Station (For Reference Only) 

https://www.grc.nasa.gov/smad/wp-content/uploads/sites/59/Quick-Reference-Guide-PBS.pdf 

 

https://www.grc.nasa.gov/smad/wp-content/uploads/sites/59/Quick-Reference-Guide-PBS.pdf
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APPENDIX B.—PERMITS AND FORMS 
Permits and forms included in Appendix B are for reference only. Permits and forms for 
submittal should be downloaded to ensure that the most recent version is used. Contact the GRC 
Facilities Division with any questions about permits and forms. 

Most GRC forms are available online from the NASA Electronic Forms (NEF) Portal: 
https://nef.nasa.gov/ 

Safety permits are available from the Safety Permits website:  
https://safetypermit.grc.nasa.gov/SAFETY_PERMIT_list.cfm 

Index 
 

PART 1—GRC PERMITS AND FORMS 
 

• GRC 7A – Hot Work Authorization Permit 

• GRC 7B – Hot Work Operation Checklist 

• GRC 9C – Request for Information 

• GRC 16 – Construction Contractor Daily Inspection Report 

• GRC 136 – Barricading Request 

• GRC 185 – Temporary Crane Request  

• GRC 199 – Confined Space Entry Permit  

• GRC 239 – Job Hazard Analysis Worksheet  

• GRC 600 – Inspector’s Report 

• GRC 621 – Preconstruction Conference Agenda and Checklist  

• GRC 624 – After Hours Notification 

• GRC 699 – Notice of Preconstruction Conference 

• GRC 702 – Contractor Property Pass  

• GRC 780 – Energized Electrical Work Permit  

• GRC 787 – Isolation and Lockout/Tagout Record  

• GRC 804 – Pneumatic Test Permit  

• GRC 927 – Excavation Permit  

https://nef.nasa.gov/
https://safetypermit.grc.nasa.gov/SAFETY_PERMIT_list.cfm
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• GRC 946A – Tag – Do Not Operate – Elec. Mech. – Indoor  

• GRC 978 – Area Clearance Authorization  

• GRC 979 – Fall Prevention Plan  

• GRC 8095 – SOW Requirements Review and Concurrence  

• GRC 9417 – Preconstruction Conference  

• GRC 9995 – Contracting Submittals Following Action  
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GRC 7A – Hot Work Authorization Permit  
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GRC 7B – Hot Work Operation Checklist 
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GRC 9C – Request for Information 
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GRC 16 – Construction Contractor Daily Inspection Report 
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GRC 136 – Barricading Request 
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GRC 185 – Temporary Crane Request 
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GRC 199 – Confined Space Entry Permit 
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GRC 239 – Job Hazard Analysis Worksheet 
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GRC 600 – Inspector’s Report 
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GRC 621 – Preconstruction Conference Agenda and Checklist 
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GRC 624 – After Hours Notification 
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GRC 699 – Notice of Preconstruction Conference 
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GRC 702 – Contractor Property Pass 
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GRC 780 – Energized Electrical Work Permit 
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GRC 787 – Isolation and Lockout/Tagout Record 
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GRC 804 – Pneumatic Test Permit 
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GRC 927 – Excavation Permit 
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GRC 946A – Tag – Do Not Operate – Elec. Mech. – Indoor 
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GRC 978 – Area Clearance Authorization 
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GRC 979 – Fall Prevention Plan 
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GRC 8095 – SOW Requirements Review and Concurrence 
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GRC 9417 – Preconstruction Conference 
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GRC 9995 – Contracting Submittals Following Action 
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APPENDIX B, PART 2—OTHER PERMITS AND FORMS 
 

• Delivery Request Form (for after-hours delivery) 

• Notice of Proposed Construction or Alteration—FAA 7460-1 

• Spill Control Forms 

o Spill Occurrence Report  

o Emergency Notification Checklist  

• Statement and Acknowledgment—SF 1413 

• Storm Water Pollution Prevention Plan Forms  

o Storm Water Pollution Prevention Plan (SWP3) Concurrence  

o NASA GRC Duty to Inform Signoff Form  

o GRC Construction Storm Water Site Inspection Form and Storm Event Site 
Inspection Checklist  

o NASA GRC Pre-Notice of Termination (NOT) Sign-Off Form  

o Environmental—Storm Water Inspection Report 
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Delivery Request Form (for after-hours delivery) 
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Notice of Proposed Construction or Alteration – FAA 7460-1 
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Spill Control Forms 
Spill Occurrence Report 
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Emergency Notification Checklist Spill Control 
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Statement and Acknowledgment – SF 1413 
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Storm Water Pollution Prevention Plan Forms 

Storm Water Pollution Prevention Plan (SWP3) Concurrence 
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NASA GRC Duty to Inform Signoff Form 
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GRC Construction Storm Water Site Inspection Form and Storm Event Site Inspection 
Checklist 
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NASA GRC Pre-Notice of Termination (NOT) Sign-Off Form 
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Environmental – Storm Water Inspection Report 
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APPENDIX C.—WASTE DISPOSAL DOCUMENTATION 
 
 
Index 
• Non-Solid Waste Manifest (Lewis Field Only) 
• Non-Solid Waste Manifest (Plum Brook Station Only) 
• Manifest Instructions 
• Environmental Compliance Plan  
• Facility/Transporter Request Form  
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Non-Solid Waste Manifest (Lewis Field Only) 
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Non-Solid Waste Manifest (Plum Brook Station Only) 
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Manifest Instructions 
 

NON-SOLID WASTE MANIFESTING (NSWM) PROCEDURE 

1. The Prime Contractor (PC) shall complete a Facility and Transporter Request Form for 
each material which will be removed from the site and submit their request to Waste 
Management (WM) via email. Recipient Site requests must be submitted fifteen business 
days prior to shipment. 

2. WM will investigate each site and transporter and respond to the request within ten 
business days.   

3. Approvals/Disapprovals will be sent via email to the PC and cc the Construction 
Manager (CM) and/or Project Manager (PM). 

4. A NSWM will be obtained by the PC from WM for materials leaving the Center which 
do not require a Uniform Hazardous Waste Manifest, a Non-Hazardous Manifest or a Bill 
of Lading.  This can only occur after a recipient site location has been approved. 

5. The PC shall complete the sections highlighted in Appendix B of the NSWM before 
submitting the NSWM back to WM. 

6. WM will review the draft NSWM.   
a. If approved, the PC can then request blank manifests to complete (no more than 

100 will be issued at a time). The manifests shall be returned to WM for civil 
servant signature. 

b. If not approved WM shall contact the PC for corrections. 
Note:  All soil manifests shall be accompanied with a Soil Determination Checklist 
(NASA C-133). This is required for signature. 

7. Upon completion, WM shall submit the NSWM for signature. 
8. After the manifest has been signed, WM will notify the PC via email.   
9. WM shall maintain the NSWM at Building 215. 
10. The PC shall give advanced written notice (24 hrs.) as to the quantity (limited to 25 per 

material), receiving facility location, and type of material to be shipped the next day. 
a. In the event that a project requires more than (25) manifests on any given day: 

i.  The PC shall notify WM at the beginning of this process 
ii. Be prepared to return completed manifests and manifest receipt from prior 

request before additional manifests are released 
11. WM shall prepare the order for pick-up, the morning of shipment. 
12. WM shall prepare a Manifest Receipt for each order and supply a copy to the PC. See 

Appendix A. 
13. The Transporter shall weigh in and weigh out for each shipment.  The driver will print 

and sign his/her name, write-in the vehicle’s license number, date, and initial that the 
shipment has been covered and secured. Any changes/corrections to the form require 
approval from WM. 
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14. The PC will then peel Page 4 and Page 5. The Security Force will retain Page 5 and 
return Page 4 to WM (see 17). The driver shall take the completed NSWM to the 
Recipient Site. The driver shall retain Page 3. 

15. The Recipient Site shall sign the NSWM acknowledging the site has received the 
material. The Recipient Site will retain Page 2 and mail Page 1 back to WM using the 
Shipper Address on the NSWM. 

16. At the end of each shipping day, the contractor shall call the recipient facility(s) and 
confirm the number of loads received. The contractor will then send a confirmation email 
to WM documenting the number of shipments that went out and notify WM of any 
discrepancies with the receiving facility. 

17. All used manifests from the prior day need to be returned to WM in B215 before more 
manifests will be issued. If material is not shipped on a daily basis, used manifests need 
to be returned by the end of the week or first thing Monday morning. The weight slips are 
to be returned with the manifest. 

18. WM shall sign the Manifest Receipt, date stamp the receipt. If requested, WM shall 
provide a copy to the PC upon receiving return manifests. 

 

All requests and approvals shall be submitted via email copying the CM. 
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Environmental Compliance Plan 
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Facility/Transporter Request Form  
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APPENDIX D.—PRECONSTRUCTION MEETING DOCUMENTS 
 
Index 
• GRC 621 – Preconstruction Conference Agenda & Checklist  
• GRC 699 – Notice of Preconstruction Conference  
• GRC 9417 – Preconstruction Conference  
• Standard Form 1413 – Statement and Acknowledgment  

 
GRC forms are available online: https://nef.nasa.gov/ 
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GRC 621 – Preconstruction Conference Agenda and Checklist 
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GRC 699 – Notice of Preconstruction Conference 
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GRC 9417 – Preconstruction Conference 
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Standard Form 1413 – Statement and Acknowledgment 
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APPENDIX E.—HEALTH AND SAFETY PLAN (HASP) TEMPLATE 
 

Index 
• Health and Safety Plan Template 
• Daily Job Hazard Analysis (JHA) for Lewis Field 
• Daily Job Hazard Analysis (JHA) for Plum Brook Station 
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Health and Safety Plan Template 
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Daily Job Hazard Analysis (JHA) for Lewis Field 
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Daily Job Hazard Analysis (JHA) for Plum Brook Station 
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APPENDIX F.—NASA MISHAP INFORMATION SYSTEM (NMIS)  
Report hazards online: 

https://nmis.sma.nasa.gov/UI/QuickEntryHazard/QuickEntryHazard.aspx?q=q 

 

  

 

  

https://nmis.sma.nasa.gov/UI/QuickEntryHazard/QuickEntryHazard.aspx?q=q
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APPENDIX G.—NASA SAFETY, HEALTH, AND ENVIRONMENTAL TRAINING MATRIX 
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APPENDIX H.—GLENN RESEARCH CENTER MAPS 
 
 
Index 
• Map of Lewis Field 
• Map of Plum Brook Station 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



Glenn Research Center Construction Contractor Manual 

 FOR REFERENCE ONLY 
 Printed copies are uncontrolled and may not reflect current information. Page 216 of 219 

Map of Lewis Field 
 

 



Glenn Research Center Construction Contractor Manual 

 FOR REFERENCE ONLY 
 Printed copies are uncontrolled and may not reflect current information. Page 217 of 219 

 
 
 
 



Glenn Research Center Construction Contractor Manual 

 FOR REFERENCE ONLY 
 Printed copies are uncontrolled and may not reflect current information. Page 218 of 219 

Map of Plum Brook Station 
 

 



Glenn Research Center Construction Contractor Manual 

 FOR REFERENCE ONLY 
 Printed copies are uncontrolled and may not reflect current information. Page 219 of 219 

APPENDIX I.—GLENN RESEARCH CENTER SAFETY MAP 

 
 








	CHAPTER 1 .—CONTACT LIST
	1.1 NASA Facilities Division (FD)
	1.2 NASA Safety and Health Division (SHeD)

	CHAPTER 2 .—SITE ACCESS
	2.1 Standard Operating Hours
	2.2 After Hours
	2.3 Badging
	2.4 Deliveries
	2.5 Property Passes

	CHAPTER 3 .—SAFETY AND OCCUPATIONAL HEALTH REQUIREMENTS
	3.1 Emergencies
	3.2 Fire Prevention and Hot Work
	3.3 Safety Inspections
	3.4 OSHA Regulations
	3.5 Traffic Regulations
	3.6 Electrical Safety
	3.7 Good Housekeeping
	3.8 Sanitation
	3.9 Health and Safety Plan (HASP)
	3.10 Accident Investigation
	3.11 Personal Protective Equipment
	3.12 Fall Protection
	3.13 Safety Signs/Barricades
	3.14 Confined Space Entry
	3.15 Lighting
	3.16 Safety, Health, and Environmental Training
	3.17 Evacuation Procedures
	3.18 Job Safety Meetings
	3.19 Crane/Lifting Procedures
	3.20 Lockout/Tagout (LOTO)
	3.21 Radiography and Lasers
	3.22 Toxic Fumes
	3.23 Asbestos
	3.24 Lead
	3.25 Digging, Trenching, and Excavating
	3.26 Hearing Conservation

	CHAPTER 4  .—ENVIRONMENTAL
	4.1 Compliances
	4.2 Storm Water Pollution Prevention Plan (SWP3)
	4.3 Waste Storage/Waste Disposal/Recycling
	4.4 Spill Control
	4.5 Hazardous Materials
	4.6 Concrete Truck Washout

	CHAPTER 5 .—PERMITS
	CHAPTER 6  .—CONSTRUCTION PHASE IMPLEMENTATION
	6.1 Preconstruction Meeting
	6.2 Construction Progress Meetings
	6.3 Subcontractors
	6.4 Request for Information (RFI) and Request for Proposal (RFP)
	6.5 Daily Reports
	6.6 Materials and Equipment
	6.7 Quality Assurance/Testing
	6.8 Authority Having Jurisdiction (AHJ)
	6.9 Area Clearance Authorization
	6.10 Construction Work Trailers
	6.11 NASA Lock Set Protocols
	6.12 Road Closures
	6.13 Submittals
	6.14 Pay Requests
	6.15 As-Built Drawings
	6.16 Project Turnover (Closeout)
	APPENDIX A .—CONSTRUCTION SAFETY BRIEFING AND QUICK REFERENCE GUIDES FOR EMERGENCIES
	APPENDIX B.—PERMITS AND FORMS
	APPENDIX C.—WASTE DISPOSAL DOCUMENTATION
	APPENDIX D.—PRECONSTRUCTION MEETING DOCUMENTS
	APPENDIX E.—HEALTH AND SAFETY PLAN (HASP) TEMPLATE
	APPENDIX F.—NASA MISHAP INFORMATION SYSTEM (NMIS)
	APPENDIX G.—NASA SAFETY, HEALTH, AND ENVIRONMENTAL TRAINING MATRIX
	APPENDIX H.—GLENN RESEARCH CENTER MAPS
	APPENDIX I.—GLENN RESEARCH CENTER SAFETY MAP





