
  

 

VOSH PROGRAM DIRECTIVE:  09-070                                   ISSUED:  15 July 2018 
 
 
SUBJECT:   VOSH - VADOC Challenge Pilot Policies and Procedures Manual 
 

 
Purpose:  This Directive establishes the policies and procedures for implementation of the 

VOSH – VADOC Challenge Pilot Policies and Procedures Manual. 

 
This Program Directive is an internal guideline, not a statutory or regulatory rule, 
and is intended to provide instructions to VOSH personnel regarding internal 
operation of the Virginia Occupational Safety and Health Program and is solely 
for the benefit of the program.  This document is not subject to the Virginia 
Register Act or the Administrative Process Act; it does not have general 
application; and it is not being enforced as having the force of law. 

 
Scope:   This Directive applies VOSH-wide. 
 
Reference:      VOSH Directive 13-050, VOSH - VADOC Challenge:  A Strategic Partnership Pilot 

Program of the Virginia Occupational Safety and Health Program and the 
Virginia Department of Corrections (15 July 2018)  

 
Cancellation:  Not Applicable 

 
Effective Date:   15 July 2018 
 
Expiration Date: Not Applicable 
 
Action:   Directors and Managers shall ensure that policies and procedures established in 

this Directive are uniformly enforced and field personnel understand and 
comply with the requirements included in this Directive. 

 
 

 
C. Ray Davenport 
Commissioner 
 
 
Distribution: Commissioner of Labor and Industry   Director of Cooperative Programs 
  Assistant Commissioner   VOSH Compliance & Cooperative Programs Staffs 
  VOSH Directors and Managers   OSHA Region III & OSHA Norfolk Area Offices VOSH  
  Legal Support & OIS Staffs 

 

              Virginia Occupational Safety & Health VOSH DOLI 



 
  

When the guidelines, as set forth in this Program Directive, are applied to the Commissioner of the 
Department of Labor and Industry and/or to Virginia employers, the following federal terms if, and 
where they are used, shall be considered to read as below: 

 

Federal Terms      VOSH Equivalent 

OSHA       VOSH 

Federal Agency      State Agency 

Agency       Department 

Regional Administrator      Assistant Commissioner 

Area Director      Regional Director 
       VOSH Program Director 
 
Regional Solicitor Attorney General or VOSH  

Division of Legal Support (DLS) 
 
Office of Statistics VOSH Research and Analysis 
 
29 CFR VOSH Standard 
 
Compliance Safety and Health Officer (CSHO) CSHO 
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I. INTRODUCTION 
 

The Department of Labor and Industry's Virginia Occupational Safety and Health 
(VOSH) program has two cooperative programs that recognize safety and health 
excellence:  the Virginia Voluntary Protection Programs (VPP) and the Safety and 
Health Achievement and Recognition Program (SHARP).  The Virginia Department of 
Corrections (VADOC) has the only two correctional facilities in the country that have 
achieved STAR status in VPP.  VOSH and VADOC are embarking on a strategic 
partnership and pilot program to use OSHA Challenge concepts to move additional 
VADOC correctional facilities towards VPP STAR participation.  

 
A. Purpose 

 
This manual is to provide guidance, policy, and clarification for the implementation 
and monitoring of the VOSH - VADOC Challenge:  A Strategic Partnership Pilot 
Program of the Virginia Occupational Safety and Health Program and the Virginia 
Department of Corrections (hereafter may also be referred to as “Challenge”). 
 

B. Scope  
 
This instruction applies VOSH-wide.  
 

C. Authority 
 
Va. Code §40.1-1 authorizes the Virginia Department of Labor and Industry to 
administer and enforce "occupational safety and health activities as required by the 
Occupational Safety and Health Act of 1970".  Section 21(c) of the Occupational 
Safety and Health Act gives OSHA the authority to develop programs such as 
Challenge.  The Act states, in part:  

  

“The Secretary, in consultation with the Secretary of Health and Human Services, 
shall (1) provide for the establishment and supervision of programs for the 
education and training of employers and employees in the recognition, 
avoidance, and prevention of unsafe or unhealthful working conditions in 
employments covered by this Act, and (2) consult with and advise employers and 
employees, and organizations representing employers and employees as to 
effective means of preventing occupational injuries and illnesses.” 

 
D. Action Information 

 
Responsible Office:  Virginia Occupational Safety and Health, Voluntary Protection 
Programs (VPP). 

 
E. Background 

VPP has attracted a wide spectrum of employers, from smaller companies with 
limited resources to large industrial sites with full-time safety and health professional 
staff.  VOSH’s premier recognition program, VPP, has gained international 
recognition for its successes in reducing injuries, illnesses, and fatalities in the 
workplace.  As the program has grown, so has the interest.  VOSH found, through 
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numerous resources, that many employers are willing to develop a safety and health 
management system (SHMS) at a level equal to that of a VPP Participant, but 
lacked the necessary knowledge or resources.  Challenge was developed to 
address their needs in a manner that provides a structured, tiered process based on 
the VPP model. 
 

F. Definitions 
 

Administrator:  Selected individuals in organizations such as corporations, state 
agencies or non-profit associations that have met VOSH VPP criteria including 
dedicated resources to administer the Challenge program for their 
worksites/members or other organizations’ worksites/members.  Administrators are 
involved in the application and review processes. 
 
Annual Report:  An annual report prepared by Challenge Administrators that 
summarizes Challenge Participants’ progress throughout the course of the year and 
provides up-to-date information that is transmitted to VOSH by February 28th of the 
following calendar year.   
 
Candidate:  An employer that has elected to submit a Challenge application to a 
Challenge Administrator.  The employer will remain a Candidate until receiving 
notification from VOSH VPP that it has been accepted into Challenge as a 
Participant. 

 
Challenge Stages (I, II, and III):  Challenge Stages serve as “roadmaps” or guides 
for achieving VPP status.  Each stage has requirements that define the necessary 
knowledge, actions, outcomes, and documentation for successful completion and 
implementation of an effective safety and health management system. 

 
Contract Employees:  Employees who are employed by a company that provides 
services under contract to a Challenge Candidate or Participant, usually at the 
Candidate's or Participant's worksite. 
 
Coordinator:  Persons appointed by a Challenge Administrator to manage program 
implementation for its designated Challenge Participants. 

 
OCTPS Form:  OSHA Challenge Tracking Participant Status (OCTPS) form that is 
submitted every quarter on the status of each Challenge Participant. 

 
Participant:  A Candidate that has been accepted into Challenge for the purpose of 
developing or improving its safety and health management system. 
 
Safety and Health Management System (SHMS):  A method of preventing worker 
fatalities, injuries and illnesses through the ongoing planning, implementation, 
integration, and control of four interdependent elements: Management Leadership 
and Employee Involvement; Worksite Analysis; Hazard Prevention and Control; and 
Safety and Health Training. 
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Quarterly Report:  A report completed by Challenge Administrators on a quarterly 
basis stating if there has been a significant change to any of its Participants’ sites.  
 
Temporary Employees:  Employees hired on a non-permanent basis by the 
Applicant/Candidate/Participant site that they direct and control as their own. 
 
Vetting:  A process where VOSH VPP accepts the Challenge Candidates as 
Participants.   

 

G. Challenge Principles  
 

Challenge provides a “roadmap to VPP” plotting a path for employers to follow with 
the help of a voluntary network of safety and health professionals committed to 
providing guidance and advice in developing and implementing  a safety and health 
management system based on VOSH’s VPP model.  This program provides 
flexibility for diverse industries with separate tracks for general industry and provides 
recognition for employers’ incremental improvements on their path to attaining VPP 
status.  
 
In addition, Challenge supports VOSH’s VPP mission to protect lives by reducing 
fatalities, injuries, and illnesses in the workplace.  Other important objectives of 
Challenge are to: 
 

 Support the Virginia Department of Labor and Industry’s Strategic 
Management Plan, 

 Logically integrate Challenge with the existing menu of other cooperative 
programs, 

 Uphold quality and integrity commensurate with VPP, and 
 Be responsive to stakeholders’ needs and maintain positive relations. 

 

H. Challenge Elements  
 

The basic requirements of Challenge are the same as VPP.  To qualify for VPP, a 
site must operate a comprehensive safety and health management system that 
includes four essential elements and their sub-elements.  These elements, when 
integrated into a site's daily operations, can reduce the incidence and severity of 
illnesses and injuries: 
 

 Management leadership and employee involvement, 
 Worksite analysis, 
 Hazard prevention and control, and 
 Safety and health training. 

 

I. Performance Measures  
 

VOSH VPP measures Challenge success at both the Participant level and overall 
program level by monitoring and evaluating the reports submitted by Administrators.  
VOSH VPP evaluates quantitative and qualitative measures such as illness and 
injury data and leading indicators for management commitment and employee 
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involvement.  Other measures include evaluating the number of Participants at each 
Stage, the percentage of Participants progressing to the next stage, and the 
percentage of those ultimately achieving VPP status. 
 

II. ROLES AND RESPONSIBILITIES 
 

A. Administrators:  The Challenge Administrators’ primary role is to guide their 
Participants through a structured series of stages making incremental improvements 
in their safety and health management system through a combination of 
development, implementation, and training steps.  They may also perform routine 
evaluations, on-site visits, and data collection to track progress.   
 
Administrators have an important role in collecting and reporting information on each 
Candidate and Participant to the VOSH VPP Office such as injury and illness data 
and progress reports.  The Administrator’s work eases the burden on VOSH’s limited 
resources and allows Participants to work towards developing a world-class safety 
and health management system.  Administrators are the Participants’ primary 
contact and liaison with VOSH VPP.  Some specific responsibilities of Administrators 
include: 
  
 Providing assistance to Candidates in developing Candidate applications; 
 Reviewing Candidate applications; 
 Compiling and sending Candidate applications to the VOSH VPP Office for 

review and approval; 
 Evaluating and reporting on Participants’ progress to VOSH VPP by sending 

quarterly and annual progress reports; 
 Sending Stage Completion forms; and 
 Reviewing, verifying, and forwarding information on elements of stage completion 

to the VOSH VPP Office.  
 

Sponsoring Challenge Participants:  Each Administrator is required to commit to 
sponsoring a specified number of Participants over a period of time, typically three 
years.  An administrator may sponsor more participants upon a showing of 
willingness and adequate resources as well as consideration of past performance.  
Factors to be considered will include but are not limited to formal evaluations, 
participation in quarterly conference calls, face-to-face meetings, and progress 
reports. 

 

B. Coordinators:  Coordinators are appointed by the Administrator and approved by 
VOSH.  They may perform a number of tasks under the direction of the 
Administrator.  At the discretion of the Administrator, Coordinators may help manage 
the program at the Participant level which may include providing training, monitoring, 
guidance, and verifying Challenge Stage implementation and completion.  
  

C. Participants:  Once a Candidate is accepted by VOSH VPP as a Participant in 
Challenge, the Participant is responsible for performing the following actions: 
 
 Taking the necessary actions to meet the requirements for the various Challenge 
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Stages in a manner that reflects the size and nature of the business and to the 
satisfaction of the Challenge Administrator and VOSH VPP; 

 File timely progress reports as required by the Coordinator and/or the 
Administrator; and 

 Continually assess their progress and improve as necessary.  
 

D. VOSH’s Role in VADOC Challenge:  VOSH’s role in VADOC Challenge is primarily 

related to:  

 Program design and policy; 
 Managing/controlling the program for the purpose of program assessment 

and improvement; 
 Approval of Administrators, Coordinators, and Candidates; 
 Acceptance and Recognition of Participants at inception, Stage completion, 

and graduation; and 
 Program evaluation.  
 

The specific responsibilities of various VOSH Offices are described in the following 
paragraphs.  (See Appendix A: VOSH VADOC Challenge Process Flowchart.) 
 
1. Division of Legal Support, VPP, Office of Research and Analysis (ORA), 

Office of Policy and Planning (OPP), and Office of Whistleblower Protection 
(OWP) (hereafter "Division): The Division reviews and approves Candidate 
packages.  Upon vetting by the VOSH VPP Office, the Division either may or will: 

 

• Notify Participants of acceptance; 
• Enter pertinent information in database; 
• Review Administrators’ quarterly and annual progress reports;  
• Enter the Administrators’ quarterly  and annual progress information into a 

database;  
• Review stage completion materials;  
• Issue appropriate congratulatory letters to the Commissioner for signature;  
• Develop and maintain a VOSH Challenge web page for the general public, 

Administrators, and Participants which will contain information pertinent to 
the program including a listing of Administrators, Participants, and 
Coordinators; 

• Maintains statistics on a quarterly basis; 
• Provide continuous monitoring and a formal evaluation annually; 
• Conduct quarterly meetings with Administrators either by telephone or in 

person; 
• Follow-up meeting outcomes and develop program changes as necessary; 
• Form workgroups to address and resolve issues as they arise; 
• Provide outreach and training as necessary to all parties in the program and 

general public; and 
• Participate in conferences, roundtable discussions, and the development of 

informative briefings for the Commissioner.   
 

2. VPP Office:  The VPP Office will send congratulatory letters signed by the VPP 
Program Manager to Participants upon completion of Stage I with copies sent to 
the participant’s Administrator.  
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3. Division:  The Division Director will send congratulatory letters signed by the 
Assistant Commissioner to Participants upon completion of Stage II with copies 
sent to the participant’s Administrator. 
 

4. VOSH VPP:  VOSH VPP will send congratulatory letters signed by the 
Commissioner of the Department of Labor and Industry to the Participants upon 
completion of Stage III with copies sent to the Participant’s Administrator. 

 
III. ELIGIBILITY REQUIREMENTS 

 
A. Candidate/Participant Eligibility:  Challenge is open to Virginia Department of 

Corrections facilities, operations and sites (hereinafter “sites”) that are interested in 
and committed to improving their safety and health management system using the 
VPP model.  Candidates must have the sponsorship of an approved Administrator 
as well as confirmation in writing stating their commitment to improve their safety 
and health management systems and provide other requested information to VOSH 
VPP in their applications.  Continued participation in Challenge requires that 
Participants exhibit continued improvements of their safety and health management 
systems by providing regular progress reports to their Administrator. 
 
The existence of any of the following precludes the filing of an application: 
 
• Open VOSH enforcement investigations, 
• Pending or open VOSH contested citations or notices under appeal at the time of 

application, 
• Whistleblower violations during the 12 months prior to application, 
• Unresolved, outstanding VOSH enforcement actions, such as long term 

abatement agreements or contests. 
 

B. Challenge Administrators:  Eligibility does not extend to private safety and health 
consultants or other for-profit associations at this time.  However, a participant may 
elect to hire a safety consultant for the purpose of improving their safety and health 
management system.  An Administrator must possess the following characteristics in 
order to be eligible: 
  
 Knowledge and Experience: Administrators must have demonstrated 

knowledge and experience in safety and health management systems.  This 
experience may include involvement in other VOSH cooperative programs such 
as VPP and/or experience in administering corporate-wide safety and health 
policies at the facility level. 

 Resources:  Administrators must confirm the availability of resources including 
time, personnel, and expertise to administer, coordinate, and facilitate Challenge 
to its Candidate/Participant facilities. 

 Commitment:  Administrators must be committed to Challenge and sponsor an 
agreed upon number of Participants.  

 
C. Coordinators: To serve as a Coordinator, the following eligibility criteria for 
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Coordinators must be met:  
 
 Knowledge and Experience:  Coordinators must be knowledgeable safety and 

health professionals with experience in implementing and evaluating safety and 
health management systems. 

 Training:  Ideally, Coordinators will have completed the OSHA Special 
Government Employees (SGE) training or equivalent (i.e., corporate safety and 
health audit training). 

 Evaluation Experience:  Ideally, Coordinators will have performed site safety 
and health management system reviews, VPP type onsite evaluations, or safety 
and health inspections. 

 
IV. CHALLENGE REQUIREMENTS  

 

A. Challenge Stages Serving as a Roadmap:  VOSH developed documents to guide 
Participant’s through the three stages, ranging from the initial planning processes to 
the implementation of effective safety and health management systems based on 
the VPP model.  Employers can begin participation in Challenge at any stage but 
they must first demonstrate their programs are as effective as those outlined in the 
guidelines.  Stage requirements provide guidance to implement the four main 
elements of VPP elements, including: 
 

 Management leadership and employee involvement, 
 Worksite analysis, 
 Hazard prevention and control, and 
 Safety and health training. 
 

Using the Challenge materials including the VOSH OCTPS forms, Participants can 
track their progress.  OCTPS automatically calculates the percentage of completion 
for each element including the required actions, documentation, and outcomes for 
each stage. 
 

B. Continuous Improvement:  With the three VOSH VADOC Challenge Stages, the 
intention is to have the Participants learn the importance in the upkeep of their safety 
and health management systems by improving their existing program(s) and 
maintaining enthusiasm for continued involvement among its employees in carrying 
out safety and health activities.  VOSH VPP believes Participants will find continuous 
improvement is not only a commonalty in Voluntary Protection Programs but is a 
critical element to all successful safety and health management systems.   

 

Furthermore, the verification process by the Administrator looks at all aspects of the 
implementation process and may recommend improvements as the employer 
progress through the stages. 

 
   

C. Completion of Challenge Stages:  Although Participants can enter Challenge at 
any of the three Stages, the Administrator is responsible for verifying the required 
documentation in accordance with the Stage requirements.  Once approved into 
VOSH VPP Challenge, Participants are to work with their Administrators and 
Coordinators to assess their present level of performance and then take actions to 
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implement and improve various elements as needed throughout the process.   
 
The Participant is required to demonstrate that their programs are effective at the 
appropriate level by demonstrating knowledge, actions, documentation, and specific 
outcomes upon completion of each stage.  At the completion of Stage III, the 
Participant should have an effective safety and health management system(s) in 
place and be prepared to apply for Voluntary Protection STAR recognition. 
 

1. Stage I – Assess, Learn and Develop  

This is the Challenge Stage in which introduces Participants to the basic VPP 
elements that are necessary to launch the development and implementation of 
an effective safety and health management system.  The activities normally are 
related to the following: 
 

 Assessing performance of existing safety and health programs and policies, 
 Providing training to management and employees on effective safety and 

health management system programs and activities, and 
 Developing strategies, programs, policies, and expected outcomes to 

accomplish Stage 1. 
 

2. Stage II – Implement, Track, and Control 

This is the Challenge Stage in which the basic actions and outcomes of Stage I 
have been completed and the worksites are beginning to implement more 
thorough safety and health management system processes.  The activities are 
generally related to the following: 
 

 Continuing to enhance and develop the site’s safety and health management 
system, 

 Fully implementing and tweaking the site’s safety and health management 
system, and 

 Begin to incorporate policies for contractor/special trade contractor Safety 
and Health program requirements. 

 

3. Stage III – Reassess, Monitor, and Improve 

This is the Challenge Stage in which the Participant site’s safety and health 
management system has been fully implemented and the site is continuing to 
assess its effectiveness and improving its performance where necessary.  The 
activities are generally related to the following: 
 
• Monitoring the Participant site’s safety and health management system, 
• Refining and enhancing the Participant site’s safety and health management 

system, and 
• Reassessing and continuously improving the Participant site’s safety and 

health management system. 
 

4. Detailed required actions and desired outcomes for the three stages are listed on 
the OCTPS Form in the VADOC Participant OCTPS Form (Appendix B). 
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V. THE CHALLENGE PROCESS 
 

A. Availability of Challenge Information: Organizations interested in learning about 
Challenge; its benefits; how to participate as an Administrator, Coordinator, 
Candidate/Participant; or obtaining an application package may obtain information 
by contacting the Virginia VPP Office. 
 

B. Applications for VOSH Challenge Administrators:  The following provides 
information for those interested in applying to be an Administrator: 
 

1. Preparing Applications for Administrators:   Organizations or business 
entities that meet the eligibility criteria defined in Section III of this manual and 
want to be Administrators must complete and submit the requested information in 
the VADOC Challenge Administrator Application and Instructions (Appendix C.)  
  

2. Addressing Applications:  The application package must be submitted 
electronically to the VOSH VPP Office via the VOSH – VADOC Challenge 
Coordinator at the following address:  

 

3. Receipt by VPP Office:  If the application package is sent to a VOSH VPP 
Office, it will be forwarded to the VOSH – VADOC Challenge Coordinator. 
  

4. Contents of Application Package:  The Administrator’s application package 
must contain the required information including the Administrator’s Statement of 
Commitment, Administrator’s Information Form (the proposed Administrator’s 
name, address, contact information, knowledge and experience, the resources 
available, and the internal processes for collection of information), and the 
Coordinators’ Information Form for each Coordinator that will assist the 
Administrator in carrying out his/her responsibilities. 
 

5. VOSH Review and Approval:  VOSH VPP must complete the review of 
Administrator applications within 45 days of receipt.  After VOSH VPP completes 
its review and determines that the Administrator applicant meets the eligibility 
criteria, the Division Director is to send a letter to the Administrator advising them 
of the approval.  The name and address of the approved Administrator will also 
be added on the VOSH VPP Challenge website so any potential Challenge 
Candidates can have a point of contact and to the VADOC Participant and 
Administrator Listing Form (Appendix D).  

 

C.   Applications from Challenge Candidates 

1. Application Content:  A Candidate site that meets the eligibility criteria defined 
in Section III (Eligibility Requirements) of this manual must complete the 
application VADOC Challenge Participant Application and Instructions (Appendix 
C).  The information included in the application must contain, as a minimum, the 
Challenge Participant Application, Baseline OSHA 300 log information for the last 
full calendar year, Optional Data Tracking and Candidate Statement of 
Commitment. The instructions are available from the Administrator sponsoring 
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the Participant, the VPP Program Manager, and the VOSH – VADOC Challenge 
Program Coordinator.  This completed Candidate Information Package must be 
sent to the Administrator sponsoring and supporting the applicant.  
   

2. Administrator Actions:  The Administrator, upon receipt of a Candidate 
Information Package, is to review the package to insure all the required 
information is included.  The Administrator may also need to make a 
determination that it has the available resources to serve as the Administrator for 
the Candidate (time, staffing, and resources to support the Candidate’s efforts to 
improve its safety and health management system).  Upon approval, the 
Administrator is then to send the package electronically to the VOSH VPP Office 
for review.    

  

3. VOSH Review and Approval Actions:   Upon receipt of the application 
package, the VOSH – VADOC Challenge Program Coordinator is to review the 
application package to ensure that the Candidate meets the eligibility criteria 
provided in Section III of this manual.  The VOSH – VADOC Challenge Program 
Coordinator must also verify that the Administrator has adequate resources to 
support the Candidate’s efforts to improve its safety and health management 
system. 
  

4. Recording Information on the New Participants:  After notification of 
acceptance of a new Challenge Participant, the VOSH – VADOC Challenge 
Coordinator is to enter the required information for tracking purposes on the 
VADOC Participant and Administrator Listing Form (Appendix D).  
 

5. Submission of Stage Tracking Forms:  Once the Candidate is approved and 
included in VOSH VPP Challenge as a Participant, the sponsoring Administrator 
must begin to maintain the Challenge Stage I, II, or III OCTPS Forms as the 
Participant progresses.  The Coordinator and/or the Participant may assist in the 
assessment of the safety and health management system status.   
 

D. Participant Actions to Achieve Challenge Stages 

1. Working Toward Attainment of VPP Status:   The main objective of VOSH 
VPP Challenge is to guide Participants in accomplishing specific actions that will 
improve their safety and health management system programs ultimately to the 
VPP level.  To assist the Participant sites in this improvement, VOSH VPP has 
developed the three Challenge Stages which define a less than fully effective 
safety and health management system (Stage I) up to a fully implemented and 
effective safety and health management system (Stage III) that when 
implemented should meet all VPP requirements.  
 

2. Determination of Challenge Stage for New Participants:  VOSH VPP accepts 
participation in Challenge at any of the three stages depending on the safety and 
health management system elements and activities that have been implemented 
at the Participant site.  To determine the stage in which the new Participant 
enters Challenge, the Participant uses the OCPTS Forms to determine that it has 
implemented the actions necessary for Stage I.  This is, in effect, the baseline on 
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which the Participant’s progress in their safety and health management system is 
measured. 
   

3. Administrator/Coordinator Assistance:  The Administrator and Coordinators 
are to assist their Participants in obtaining training, developing experiences, and 
sharing information that are necessary for the Participants to learn about and 
perform the actions and outcomes that will improve their safety and health 
management systems following the roadmaps defined in the three Challenge 
Stages. 
   

4. Administrator Verification:  The Administrators are to verify their Participants’ 
performances by reviewing reports submitted by Participants in addition to onsite 
visits performed by the Administrator or Coordinator and/or teleconferences.  
This verification is important because VOSH VPP relies on the Participants to 
self-assess and report on their performance.  A Participant that has completed all 
the Stage I, II, and III actions should then have a safety and health management 
system in place that would meet the VPP requirements.  A VOSH VPP onsite 
VPP evaluation would serve to validate that the self-assessing and reporting 
processes were effectively performed. 
 

E. Reporting on Progress  

1. Participant Progress Reports  

Reporting on the Participant’s progress is a key element of Challenge which 
keeps Administrators updated on Participants’ activities and progress as well as 
helps VOSH VPP to measure the overall outcomes of Challenge and the 
Participants’ progress. 
 
a. Participants Submission of OCTPS Reports:  Participants must submit an 

updated VADOC Participant Challenge Tracking Participant Status (OCTPS) 
Form (Appendix B) every 3 months to their Administrator.  The report includes 
a Participant Status Summary and the Stage I, II, or III Status Reports.  The 
OCTPS’s Participant Status Summary Report provides an “at a glance” view 
of the Participant’s status in completing the activities for each Stage and 
provides the percentage of activities completed for each stage.  The Stage I, 
II, and III Status Reports serve as a tracking system for the Participants and 
reviewers to use in assessing the Participants’ progress in each of the three 
Stages.  It also informs the Administrator of the progress made by each of 
their Participants.   
 
The due dates for the Participant reports are:  

 

 

 

 

 

Table 1-A 

Reporting Period Months Covered Report Due to 
Administrator 

Q1  January - March April 15 

Q2 April - June July 15  

Q3 July – September October 15 

Q4 October - December January 15 
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Detailed instructions for preparing the Participant OCTPS Form are on the 
form.  

 

b. Verification of Participants’ Progress:  Administrator must verify the 
progress of each Participant that they sponsor to ensure the Participants 
effectively understand and are implementing the guidance provided through 
Challenge.  This ensures that Participants who complete Stage III are 
prepared for submitting VPP applications which can then be expeditiously 
reviewed by the VOSH VPP Program Manager.  The methodology used by 
Administrators for verification is included in the periodic progress reports 
submitted to VOSH is discussed below. 
 

2. Administrator Progress Reports to VOSH:   Administrators submit a number of 
quarterly and annual reports to the VOSH – VADOC Challenge Coordinator on 
the progress made by their sponsored Participants.  
 
The following table provides the due dates and the relationships between the 
various Administrator reports: 
 

Quarter Months Covered Type Report Due Due Date 

Q1 January - March Quarterly (if changes) April 29 

Q2 April - June 
Quarterly and 

OCTPS 
July 29 

Q3 July - September Quarterly (if changes) October 29 

Q4 October - December Annual and OCTPS February 28 
Table 1-B 

 

a. VOSH - Recipient of Administrator Reports:  All the Administrator 
reports must be sent electronically to the VOSH VPP.  

 
b. Quarterly Reports:  The Administrators are to prepare and send VOSH 

an Administrator’s Quarterly Report if there have been significant changes 
to any of its participating sites.  Examples of significant changes requiring 
this report include: 
 
- Changes in the Administrator or Participant contact information. 
- The addition of a new Participant to Challenge. 
- Participants removing themselves from Challenge.   
 
Table 1-B above shows that the Quarterly Report for the Q2 should be 
transmitted along with the Challenge Participant OCTPS Forms for the 
preceding three months (discussed in more detail below).  The Q4 
Administrators Quarterly Report can be satisfied with the submission of 
the Administrators Annual Report which is also discussed below. 
 
The details of the information to be included in the Quarterly Reports are 
described in the VADOC Administrator Quarterly and Annual Summary 
Report (Appendix F). 
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c. Annual Reports:  Administrator must prepare and submit to the VOSH 

VPP Office an Administrator’s Annual Report by February 28 of each 
calendar year.  The annual report takes the place of the Q4 Administrator 
Quarterly Report (discussed in the preceding paragraph) since to require 
a Q4 report would constitute redundant reporting.  The annual report 
should be accompanied with updated VADOC Participant OCTPS Form 
(Appendix B) for the Participants sponsored by the Administrator for the 
latter three months of the calendar year (also due February 28). 
     

The Administrator’s Annual Report must contain, at a minimum, an 
Administrator’s Annual Report; Summary of Annual Rates by Participant; 
summary of base metrics; summary of significant achievements and 
milestones by Participant.  Details on submission of the report are provided 
on the report VADOC Administrator Quarterly and Annual Summary Report 
(Appendix F).  

 
d. Administrator OCTPS Form:  Administrators must update the VADOC 

Participant OCTPS Form (Appendix B) for each Participant every quarter 
and send them to the VOSH - VADOC Challenge Program Coordinator 
electronically. A separate spreadsheet must be provided for each 
Participant.  The Administrator OCTPS spreadsheet must include a 
Verification Summary, Participant Status Summary, Stage I Status Report, 
Stage II Status Report, and Stage III Status Report.   
 

e. Verification Summary:  As part of the Administrator OCTPS Form, the 
Administrator must describe in the Verification Summary of the 
Administrators OCTPS Report the methods used to verify the actions and 
outcomes of the Participant sites sponsored by the Administrator.  
Methods may include review of draft/final documentation, monthly or 
quarterly conference calls, site visits, or e-mail correspondence.  
 

f. VOSH Actions upon Receipt of Administrator Reports:  The VOSH – 
VADOC Challenge Program Coordinator reviews the reports to obtain an 
understanding of the Participants’ Safety and Health Management System 
progress in order to determine Challenge’s progress and continuation.  
The data is entered into a database to enhance VOSH’s decision-making 
capabilities. 
  

F. Recognition for Accomplishment of Challenge Stages  

1. Completion of Stages:  When a Participant believes they have completed Stage 
I, II, or III, as specified in the Stage Status Reports, they should notify their 
Administrator or Coordinator and provide a copy of the completed and updated 
Stage Status Report showing that the actions and outcomes have been 
completed. 
  

2. Administrator Verification:  The Administrator must verify that the Stage 
actions and outcomes have been completed using a Stage Evaluation Checklist: 
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VADOC Verification Process Form (Appendix G) through an onsite visit, 
teleconference, and/or document review.  Once the Administrator has verified 
that the actions have been carried out at a Participant site, they send a Stage 
Completion Letter and the Stage Evaluation Checklist to the VOSH – VADOC 
Challenge Program Coordinator. 
  

3. VOSH VPP Actions When Stages Are Completed.   

a. Stage I Completion:  The VOSH - VADOC Challenge Program Coordinator 
reviews the Stage Completion materials and e-mails a draft Congratulatory 
Letter to the VPP Program Manager.  The VPP Program Manager signs and 
sends the Congratulatory Letter to the Participant. VADOC Sample Letters 
(Appendix H). 
  

b. Stage II Completion:  The Division Director sends a Congratulatory Letter to 
the Assistant Commissioner for signature and transmittal to the Participant. 
(Appendix H). 
 
 

c. Stage III Completion:  The Division Director sends a Congratulatory Letter 
for the Commissioner’s signature for transmittal to the Participant.  In addition 
to the congratulatory message, the letter advises the Participant that they now 
has an opportunity to request an expedited onsite VPP evaluation.  (Appendix 
H). 

 
4. Expedited VOSH VPP Onsite Evaluation:  If the Challenge Graduate asks the 

VOSH VPP Office for an onsite evaluation then the VPP Program Manager may 
place the Participant on the VPP onsite evaluation schedule as quickly as 
possible.  
 

G.  Withdrawal And Termination  

1. Request for Withdrawal:  A Candidate, Participant, Coordinator, or 
Administrator can withdraw from the VOSH - VADOC Challenge program at any 
time.  Such Candidates, Coordinators, and/or Participants seeking to withdraw 
should notify their Challenge Administrator in writing of their intent to withdraw 
and the reasons why.  For Administrators and Administrator Applicants, they 
should notify the VOSH – VADOC Challenge Program Coordinator in writing of 
their intent to withdraw and the reasons why. 

 

2. VOSH Request Withdrawal:  VOSH may ask Administrators or Participants to 
withdraw for such reasons including but not limited to lack of resources or 
participation, not submitting the required data, or other reasons indicating roles 
and responsibilities are not being fulfilled. 
 

3. Participant Suspension:  A Participant may be suspended from the program 
by the Commissioner of Labor and Industry during the investigation of a fatality 
or major incident at a covered site.  A participant will be automatically 
suspended from the program during the pendency of a termination process 
initiated by either VADOC or VOSH under the procedures in paragraph D.4. 
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below.  The timing for reinstatement from the suspension will be at the sole 
discretion of the Commissioner.  VOSH or VADOC may also move to terminate 
the participant from the program as provided in paragraph D.4. below. 
 

4. VOSH Termination Actions:  VOSH will notify any Administrator or Participant 
of its intent to terminate via a letter.  The effective date of the termination is 30 
days from the date of the letter.  The Administrator or Participant has 30 days to 
appeal this proposed termination in writing.  After reviewing an appeal or in the 
absence of an appeal, VOSH will send a final termination letter.  The effective 
date of the termination is the date of the letter.  A terminated Administrator or 
Participant may reapply upon mutual agreement between VOSH and VADOC. 
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Appendix A:  VOSH VADOC  Challenge Process Flowchart 
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Appendix B:  VADOC Participant OCTPS Form 
 

Electronic File Name:  VADOC Participant OCTPS Form 9-5-17.xlsx  

Tab 1: Cover page 

Tab 2: Overview and Instructions 

Tab 3: 1 – Summary Page 

Tab 4: 2 – Stage I Status 

Tab 5: 3 – Stage II Status 

Tab 6: 4 – Stage III Status 

Tab 7: Stage I Desired Outcomes 

Tab 8: Stage 2 Desired Outcomes 

Tab 9: Stage 3 Desired Outcomes 
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Appendix C:  VADOC Challenge Administrator Application and Instructions 

 

Electronic File Name:  VADOC Challenge Administrator Application and Instructions 9-5-17.docx 

 

Section 1: Instructions  

Section 2: Administrator Application 

Section 3: Coordinator Application 

Section 4: Sample Statement of Commitment 
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Appendix D:  VADOC Participant and Administrator Listing 
 

Electronic File Name:  VADOC Participant and Administrator Listing 9-5-17.xlsx 

 

Tab 1: Cover Page 

Tab 2: Overview and Instructions 

Tab 3: Participants Listing 

Tab 4: Administrator Listing 

  



 

 

 

 



 

 

 

 

 



 

 

 

 

 



 

 

 

 

 



 

 

 

 

 



 

 

 

 



 

 

 

 Appendix E: VADOC Challenge Participant Application and Instructions 
 
Electronic File Name:  VADOC Challenge Participant Application and Instructions 9-5-17.docx 

 

Section 1: Challenge Participant Application and Instructions 

Section 2: Challenge Participant Applications 

Section 3: Baseline Injury and Illness Information 

Section 4: VADOC Baseline H & S I Data Tracking 

Section 5: Sample Site Statement of Commitment 

Section 6: Sample Site Letter of Assurance 

 



 

 

 



 

 

 



 

 

 



 

 

 

 



 

 

 

  



 

 

 



 

     

 
 

 



 

 

 

 

F-1 

 

Appendix F: VADOC Administrator Quarterly and Annual Summary Report 
 
Electronic File Name:  VADOC Administrator Quarterly and Annual Summary Report 9-5-17.xlsx 

Tab 1: Cover Page 
Tab 2: Overview and Instructions 
Tab 3: Admin. Quarterly Report 
Tab 4: 1 – Admin. Annual Report 
Tab 5: 2 – Summary of Rates 
Tab 6 to 15: Participant Information 
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