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Summary

This IMP establishes the LANL Integrated Work Management (IWM) process. IWM defines requirements and a process for doing work in a safe, secure, environmentally responsible manner.  The IMP includes templates and forms.
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1.0
Preface 

This document establishes the Los Alamos National Laboratory (LANL) Integrated Work Management (IWM) process for doing work in a manner that protects people, the environment, property, and the security of the nation. The process is designed to accommodate work ranging from a preventive maintenance operation with a set of well-defined steps to a large, one-time research experiment. For simplicity in this document, the term “hazard” will be used to mean any source of environmental, safety, or health (ES&H) danger or any safeguards and security (S&S) threat or vulnerability. Similarly, the term “controls” will be used to convey the mechanisms, processes, procedures, and preventive measures used to reduce the risks posed by these hazards. 
IWM defines the requirements for implementing the five-step process associated with Integrated Safety Management (ISM) and Integrated Safeguards and Security Management (ISSM) and directly supports the LANL Environmental Management System (EMS) at the activity level. While implementing these five-steps (define the work, identify and analyze hazards, develop and implement controls, perform the work, and ensure performance) IWM emphasizes the following: 

· Management and worker accountability;

· Applying the worker’s knowledge and experience;

· Providing integrated, worker-friendly documentation that includes defined work tasks/steps linked to specific hazards and unambiguous controls;

· Identifying a single Person-in-Charge (PIC) for each work activity;

· Providing independent oversight and facility coordination;

· Formally validating, releasing, and closing out work activities; and

· Feedback and continuous improvement.

The most important aspects of this process are the direct involvement of workers in controlling the risks, and the accountability of Responsible Division Leaders (RDLs) and Responsible Line Managers (RLMs) for safety, security, and environmental protection. 

Workers must be actively engaged throughout the IWM process to provide the practical knowledge needed to fully identify the hazards and to ensure that controls are effective and procedures are workable. Workers must perform their work within established control systems and continually evaluate these systems to ensure they are adequate for the work they perform.

The IWM process allows management judgment, tailoring, and decision-making to address the broad range of hazards and complexity of work at the Laboratory. The RDLs and RLMs must:

· Establish processes to implement the requirements of IWM; 

· Determine the adequacy of controls to mitigate the risks; 

· Determine the competence and commitment of workers to perform work in a safe, secure, environmentally responsible manner; and 

· Assess operations to identify needed improvements. 

In certain cases the adequacy of controls must be evaluated and approved by institutional support organizations: for example, Biosafety Committee, Pressure Safety Committee, Health, Safety and Radiation Protection (HSR) Division for Radiation Work Permits, Risk Reduction and Environmental Stewardship Division for environmental permits, and Security and Safeguards (S) Division for vaults, classified computing, alarms, access control systems, etc.

2.0
Authority and Applicability

This Implementation Procedure (IMP) is issued under the authority of the Laboratory Director to manage and operate LANL as provided in the prime contract. It derives from the LANL Governing Policies, particularly the sections on safety, safeguards and security, environment, and performance. The HSR Division Office is the Responsible Office (RO) for maintaining this IMP.

The requirements contained in this IMP apply to all work activities performed at LANL. IWM emphasizes work control at the activity level and complements facility and institutional controls that mitigate safety, security, and environmental risks. Additional Laboratory work-management requirements exist, such as the Unreviewed Safety Question (USQ) process used in nuclear facilities and those for project management, construction activities, or work for others. These requirements must be consistent with IWM. 

IWM will be the process for authorization of all activity-level work at LANL. Line managers authorize workers, based on the worker’s competence and commitment, to perform their assignments in a safe, secure, and environmentally responsible manner. 

Because of special circumstances, Division Leaders for HSR, Project Management Division, and Supply Chain Management (SUP) may jointly modify IWM requirements for subcontractors. Such modifications must be documented in official SUP contracts. In the interim, Notice 142, Integrated Work Management, will continue to be contractually required. For activities that have only security issues, the S Division Leader, in consultation with the RO for this IMP, may modify or waive, with appropriate documentation, some of the requirements contained in this IMP.
The requirements contained in this IMP do not apply to activities performed under emergency circumstances. However, once emergency situations are stabilized, the IWM process must be applied to recovery and follow-up activities.

Work conducted at a non-LANL site must ordinarily follow that site’s work-control mechanisms. For work at locations having inadequate work-control processes, the IWM process requirements must be implemented to the extent practical as defined by the RLM.

This IWM IMP supersedes

· Interim Process, Notice 142, Integrated Work Management; 

· LIR 300-00-01, Safe Work Practices;

· LIR 300-00-02, Documentation of Safe Work Practices;

· LIG 300-00-01, Safe Work Practices Implementation Guidance; 

· LIR 406-00-01, Att. 1, Secure Work Practices;

· LIR 402-10-01, Hazard Analysis and Control for Facility Work; 
· LIR 230-03-01, Facility Management Work Control (applicable portions); 
· LIR 230-03-02, Maintenance Skill of Craft.

This IWM IMP rescinds 

· DI 04-004, Integrated Work Management - Interim Process
3.0
Roles and Responsibilities 

A single individual may fulfill multiple roles in IWM (e.g., one individual might fulfill the roles of RLM, Preparer, and PIC or the roles of Preparer, PIC, and worker). However, to provide the required oversight, the RDL must be different than the RLM for each activity unless specifically approved by the RDL’s Associate Director.

The RDL, as the person responsible for a facility, may assign his or her role and delegate authority to a trusted RDL Representative who possesses the knowledge and technical maturity to effectively maintain the safety, security, and environmental protection envelope of the facility. For example, the Applied Physics (X) Division Leader could serve as the RDL Representative for the security exclusion area of the main administration building (TA-3, SM-43). Similarly, the RLM may delegate responsibility and authority for selected functions within IWM to trusted individuals who have the knowledge, skills, and abilities to establish an effective risk management envelope for an activity and to manage work within that envelope. Such delegations in no way diminish the responsibility or accountability of RDLs or RLMs for their roles within IWM or substitute for their active engagement in overseeing the process in their organizations.

	WHO
	Roles and Responsibilities

	Responsible Division Leader (RDL): 
	The RDL is the person with ultimate responsibility, authority, and accountability for a facility, including safety, security, and environmental compliance of activities in the facility. The RDL:

· Establishes and maintains an effective safety, security, and environmental protection envelope for the facility; 
· Determines facility operating limits and implements processes and procedures to maintain the facility safety/security basis;
· Provides oversight and approval of work activities in the facility based upon confidence that the RLM is implementing IWM effectively;
· Establishes mechanisms to coordinate all activities in the facility to manage aggregate and co-located hazards and ensure activities are within facility ES&H and security authorization conditions; 

· Designates RDL representatives in writing, specifying their boundaries, roles, responsibilities, and authorities;
· Establishes mechanisms to ensure that work can be done within the facility in a safe, secure, and environmentally compliant manner on each day it is being done; and

· Ensures the facility information in the Job Hazard Analysis (JHA) tool is current, and that it includes a current listing of RDL representatives.

	Division Leader
	Each division leader is responsible for the work activities within his or her organization. The division leader:

· Establishes and maintains processes within his or her division to implement effectively the requirements of IWM; and 
· Reviews activities within the division to ensure RLMs adhere to IWM requirements, exercise prudent judgment, and adequately monitor their work activities.

	Responsible Line Manager 
(RLM):
	The RLM is the group leader (or equivalent LANL or subcontractor line manager) having the responsibility, authority, and accountability to plan, validate, coordinate, approve, execute, and close out work activities in accordance with IWM. The RLM must ensure that IWM is applied effectively to all activities for which he or she is responsible, including:

· Defining the work in sufficient detail to assess the risks;

· Identifying and analyzing work hazards and grading these hazards to determine IWM requirements;

· Establishing effective controls to reduce risks to an acceptable level and documenting them in Integrated Work Documents (IWDs) so that the workers can understand when and how they are to be used;

· Ensuring work is performed in a safe secure and environmentally responsible manner; and

· Encouraging and supporting feedback and continuous improvement.

The RLM also:

· Approves the activity-specific part of the IWD based upon evaluating the adequacy of controls;

· Ensures that there is a single RLM for each activity who is identified to the workers from all participating organizations;

· Selects, assigns, and/or approves the Preparer, the PIC, and any alternate PICs for the activity;

· Ensures that at any given time there is a single PIC for work execution who is identified to all workers on the activity;

· Determines the competence and commitment of workers to perform specific work assignments in a safe, secure, and environmentally responsible manner and authorizes them as appropriate; 

· Monitors work to ensure it is executed in a safe, secure, and environmentally responsible manner in accordance with the IWD;

· Assesses operations and implements needed improvements to the risk management system for the activity;

· Determines when RLM re-approval of an activity is required; and
· Ensures records (e.g., IWDs and related documents) are maintained and available as required by LIR 308-00-02 Records Management.



	Preparer


	The Preparer is the person assigned by the RLM with the responsibility and authority to establish and document the risk management envelope for a work activity. The Preparer:

· Involves workers who are assigned or potentially could be assigned to the activity and, as necessary, Subject Matter Experts (SMEs) throughout the process;

· Leads the effort to fully define the work; 

· Assembles a team of appropriate workers and SMEs to develop the IWD for High Hazard/Complex work;

· Leads the effort to identify all significant hazards;

· Leads the hazard analysis for the activity;

· Identifies controls specified by LANL requirements;

· Leads the selection and establishment of preventive measures and controls to mitigate effectively the risks associated with the activity;

· Ensures that the activity complies with institutional and facility requirements;

· Prepares the IWD to effectively communicate the hazards and associated controls to the workers; 

· Obtains RLM approval of the activity-specific part of the IWD; and

· Obtains RDL approval of the work-area part of the IWD.



	Subject Matter Expert 
(SME): 


	An SME is an individual with a combination of academic credentials, recognized work experience, and/or specialized expertise needed to assist in defining the work, identifying and analyzing hazards, and selecting effective controls to mitigate the risks. (For activities with certain hazards, SMEs designated by the appropriate Functional Manager as defined in 
LIR 307-01-01, Management Assessment Program, must review and approve the IWD.)  The SME:
· Works with the Preparer, as requested and in a timely manner, to ensure that risks are effectively mitigated;

· Reviews and concurs with the IWD for High Hazard/Complex activities;
· Determines the adequacy of controls and approves them, as appropriate, in accordance with other LANL requirements; and,

· Participates in the IWD validation walkdown and pre-job briefing (as requested by the PIC).



	Person-in-Charge 
(PIC): 


	The PIC is the person assigned responsibility and authority by the RLM for overall validation, coordination, release, execution and close-out of a work activity in accordance with IWM. The PIC:
· Involves workers who are assigned, or potentially could be assigned, to the activity and, as necessary, SMEs to validate the IWD;

· Walks down the activity with workers to ensure that controls are in place and functional before work begins;

· Confirms that workers are authorized, qualified, and fit to perform the work;

· Conducts pre-job briefings with all involved workers and releases the work as stipulated by the IWM process;

· Monitors work to ensure it is executed in a safe, secure, and environmentally responsible manner in accordance with the IWD (including periodic readiness confirmation and stopping work if risks are not adequately controlled); 

· As work progresses, ensures that work continues to meet all work-area requirements;

· When the PIC changes, ensures that necessary information is transferred effectively to the incoming PIC and all workers are informed; and,

· Captures and communicates lessons learned and formally closes out the work when it is completed.


	Workers: 


	Workers are all members of the workforce, including employees, subcontractors, visitors, and others who perform work at LANL. 
The worker:

· Provides practical knowledge and technical expertise, as needed, to define work tasks/steps, identify hazards, and establish controls that are workable;

· Participates in IWD validation, pre-job briefings, and activity close-out;

· Maintains required training and qualification to perform the work;

· Attests to his or her readiness and fitness to perform the work;

· Respects the authority of the RLM and/or PIC for managing the work; 
· Performs work in a safe, secure, and environmentally responsible manner and in accordance with any requirements contained in the IWD;

· Frequently checks to ensure controls are functioning and are effective in controlling the risks;
· Stops work when hazards change or when he or she encounters unexpected work conditions; and,

· Provides feedback and lessons learned to the PIC and other coworkers.




4.0
IWM Process 

All LANL work is governed by the five steps, or Core Functions, of ISM and ISSM:

· Define the work. 

· Identify and analyze hazards. 

· Develop and implement preventive measures and controls. 

· Perform work safely, securely, and in an environmentally responsible manner. 

· Provide feedback and strive for continuous improvement. 

As the level of risk posed by the hazards and work complexity increase, IWM requires a more rigorous process and documentation. To guide this process, activities must be graded as Low-Hazard, Moderate-Hazard, or High-Hazard/Complex. Attachment 1 to this IMP, Hazard Grading Matrix, must be used to determine the appropriate category. 

4.1
Define the Work

Work components and processes must be defined in sufficient detail to enable the hazards and the situations or circumstances in which they could cause harm to be identified and analyzed. This generally requires each of the tasks and work steps within an activity to be planned so that the associated risks can be adequately mitigated. The work definition should include factors such as the:

· Facility and/or location in which the work will be performed;

· Configuration and use of equipment;

· Use of classified or sensitive information or components; and

· Effects on the environment, including chemical and materials use, waste streams, and other potential environmental impacts.

A single line manager (RLM) must be responsible and accountable for the safety, security, and environmental compliance of each work activity. Accordingly, the RLM for activities involving workers from multiple organizations must be negotiated before work begins. Similarly, if multiple activities within a project must be coordinated to ensure safety, security, or environmental protection, the RDL must designate an individual to provide that coordination and must inform the other participating RLMs and PICs of that individual’s authority.

Each RLM must maintain an inventory of the on-going work activities for which he or she is responsible. This inventory must contain, at a minimum, the work activity names and locations and the associated hazard grades.

4.2
Identify and Analyze Hazards 

Hazards and accident scenarios that could cause harm must be identified and analyzed to determine what controls are needed to reduce the risks to an acceptable level. Workers who will actually participate in the work, or who could potentially be assigned to do the work, and the PIC (if identified) must be involved in this process. 

The Hazard Grading Matrix in Attachment 1 must be used to determine the hazard level of the activity (Low, Moderate, or High/Complex). When answering the hazard grading questions both activity and work-area hazards must be considered. The examples listed are meant to be illustrative and do not represent a complete set of hazards. When in doubt about the appropriate grading level, the next higher level should be used.

For Low-Hazard activities or those associated with everyday living as defined in Attachment 1, a formal hazard identification and analysis process and an IWD is not required. However, all Low-Hazard activities are subject to facility-specific access, coordination, and scheduling requirements and must apply work-area controls required by the RDL. Such requirements might include check-in, training, attendance at plan-of-the-day meetings, wearing specified PPE, or working under an IWD that addresses work-area hazards. The RDL must provide these requirements in the facility notes section of the JHA Tool. For activities requiring an IWD, the RDL must be engaged early in the process to ensure the planned activity is compatible with the facility safety/security basis and environmental protection envelope. In nuclear facilities, new or modified activities must be approved through the USQ process. In non-nuclear facilities, 
LIR 300-00-07, Nonnuclear Facility Safety Basis, defines the change-control process that must be used.

For Moderate Hazard or High-Hazard/Complex activities as defined in Attachment 1, the JHA Tool (when it becomes available) must be used as one of the means to ensure that the hazards and associated institutional requirements are fully identified. The RDL may exempt specific activities from this requirement if, in his or her judgment, equivalent means have been employed to ensure all significant hazards and associated institutional requirements have been identified.

For Moderate Hazard activities as defined in Attachment 1, a systematic hazard analysis must be performed to determine how harm might be caused and the risk associated with accidents or incidents that might occur. This analysis may be graded based upon the complexity of the activity ranging from a relatively quick “brainstorming” for simple activities to a formal “what if” or “HazOp” analysis for more complicated ones. 

For High-Hazard/Complex activities, a formal “what if,” “HazOp,” or other effective analysis technique must be used. This analysis must be performed by a JHA team with appropriate depth and breadth of expertise to identify and analyze the risks thoroughly and to determine how effective risk mitigation will be achieved. The Preparer leads the team and must include on the team workers who are assigned or potentially could be assigned to the activity. SMEs selected by the Preparer and as stipulated by the RLM, RDL, or Functional Managers (defined in LIR 307-01-01) must also be involved to ensure the analysis is complete and effective. The names of the team participants must be documented using the JHA Tool unless specifically exempted by the RDL.

4.3 Develop and Implement Controls 

Controls must be defined (or developed) and implemented, as needed, to reduce the risks associated with the work to an acceptable level. To effectively mitigate the risks, the Preparer together with appropriate team members must:

· Identify all Institutional, facility, and activity requirements and controls applicable to the work. Review the preventive measures and controls identified by the JHA Tool to help ensure institutional requirements are met. 
· Establish and implement controls, as needed, based on the outcome of the hazard analysis and the Institutional, facility, and activity requirements. Controls must reduce the probability and/or consequence of adverse events. When establishing controls, the following hierarchy must be used:

a. Hazard elimination by process modification; 

b. Substitution of a less hazardous substance, if available;

c. Application of engineering controls such as enclosures, machine guards, interlocks, worker booths, stack filters, security barriers/alarms, or similar devices;
d. Application of administrative controls, such as training, lockout/tagout, and procedures; 

e. Use of Personal Protective Equipment (PPE).

Prevention measures and controls must provide optimized protection among different hazards (e.g., balancing security measures with safety measures, or contamination control with minimizing waste).
· Specify the knowledge, skills, and abilities needed by the workers and the training required to handle the hazards and effectively use the controls. Define the on-the-job training (OJT) needed to qualify workers for specific tasks.

· Analyze, with a rigor commensurate with the hazard level, potential failures of controls, equipment, utilities, facility systems, procedures, or human factors; and establish enhancements and/or alternatives as needed. 

· Develop emergency actions to follow in the event of a system failure or an accident. 

For High-Hazard/Complex activities, the control system established must be developed by a team with appropriate depth and breadth of expertise to ensure the effectiveness and adequacy of the controls. Generally, this team will be the same as the one engaged in the hazard identification and analysis. The team must decide whether the activity is most effectively covered by a single or multiple IWDs. When multiple IWDs are used, they must be closely coordinated by the owning RLM and PIC and must address hand-offs, interfaces, and potential conflicts. 

Documentation Requirements. For Moderate-Hazard and High-Hazard/Complex activities, the work process, hazards, and controls must be documented in an IWD as described in Section 5 of this IMP. Workers must have the applicable IWD readily accessible where the activity is being conducted to guide their work. 
The RDL is responsible for documenting and communicating work-area information, including the hazards associated with the facility or location in which the work is performed. The work-area part of an IWD identifies the RDL representative, entry and coordination requirements, ES&H and safeguards and security (S&S) hazards, and controls for the work area. The RDL, or his/her representative, and the RLM/Preparer must work closely together to ensure the work can be performed safely, securely, and in an environmentally responsible manner within the facility or at the location designated for the work.

IWD Validation. Before work begins, the IWD must be “walked down” to review tasks and steps for “workability” and to ensure that the hazards and controls are described effectively. This field validation of the IWD must involve the PIC and workers who are assigned or potentially could be assigned to the activity. It also must be performed as close in time to the actual start of the work as feasible. The validation walkdown must also involve SMEs for High-Hazard/Complex work or when determined by the PIC. Any issues identified during the validation must be resolved before the work is started. 

Worker Authorization. The line manager who assigns a worker to a particular activity must authorize the individual for that work. This entails determining whether the individual is up-to-date in the required training (including OJT) and has the knowledge, skills, abilities, and commitment to perform the work in a safe, secure, and environmentally responsible manner. Authorization must be communicated to the worker and must be reviewed and renewed periodically at a frequency commensurate with the hazard level. For activities involving workers from multiple organizations, the RLM is responsible for determining whether each worker (including those authorized by other line managers) is fully qualified, has demonstrated the needed proficiency in the skills required for the activity, and is fit to perform the work. This determination may be delegated to the PIC. Each worker is responsible for keeping required training current and for assuring their readiness and fitness to perform the work. The worker confirms his or her authorization, qualification, and fitness by signing Part 3 of the IWD.

4.4
Perform Work Safely, Securely, and in an Environmentally Responsible Manner 

All work must be performed in a safe, secure, and environmentally responsible manner using the established hazard control systems.

For Moderate-Hazard and High-Hazard/Complex activities, the PIC must perform a pre-job brief with the workers immediately prior to beginning the work and cover the questions listed at the top of Part 3 of the IWD form. (See template at the end of this IMP.)  The PIC must then formally release the work by performing the following steps:

· Verifying the RLM and RDL or RDL Representative have signed the IWD;

· Confirming that the required controls are in place and functioning and that initial conditions are as expected;

· Confirming with each assigned worker that he or she has the required training and authorization to perform the activity;

· Determining that each assigned worker is qualified to perform the work in a safe, secure, and environmentally responsible manner;

· Ensuring coordination with any Operations Manager or other RDL designated point-of-contact when required by the RDL; and

· Signing the IWD validation and release section. 
Work Execution. Workers must perform the work in strict accordance with the IWD. If unexpected conditions arise, work must be stopped and reevaluated. If the conditions indicate a hazard that is not effectively mitigated by the existing controls, the work must not be restarted until adequate controls have been established in accordance with LIR 401-10-01, Stop Work and Restart. 
The PIC must observe work execution to the extent required to ensure it is performed in accordance with the IWD. The PIC must be readily available to workers to resolve issues and to answer questions. The RLM may designate alternate PICs to oversee a work activity if the primary PIC is absent. However there must never be more than one PIC for an activity at any given time. The alternate PIC must sign the IWD the first time to acknowledge his or her responsibilities. When assuming these responsibilities, the alternate PIC must confer with the previous PIC to obtain all required information associated with the hand off and ensure that the workers have been notified of the change in PIC. Shift turnover must follow conduct of operations requirements.

The PIC and each worker must perform frequent readiness checks to confirm that conditions remain within planned parameters. Readiness checks at the start of the workday, the next shift, and the next task are particularly important. These checks should determine whether the needed personnel, tools, and materials are available and whether any changes in the operating conditions or work environment have occurred. The PIC and workers must assume that any change would result in increased risk until proven otherwise. Changes in the following are of particular significance:
· Assigned workers; 

· Work scope; 

· Hazards or status of controls; and 

· Facility and/or work conditions. 

If changes remain within bounding conditions specified in the IWD, the work may continue. For all other changes, the PIC must evaluate, with input from the workers, the significance of any identified changes and determine how to proceed. 

The PIC may address minor changes with revisions to the IWD on the job site by lining out and/or adding text, initialing and dating the revision, and notifying all affected workers of the changes. For ongoing work, the PIC must subsequently update the master copy of the IWD. Significant changes require repeating affected parts of the IWM process and obtaining RLM and RDL approval. Examples of significant changes include:

· Increase in scope; 

· Unanticipated hazards or conditions; 

· Failure of controls; and/or  

· Any change that would impact the safety or authorization basis of the facility or exceed established facility-operating limits.

When a management change occurs, the RDL or RLM who assumes responsibility for existing activities must determine the adequacy of the IWDs and communicate his or her approval to the RLMs and PICs. This approval may be documented by memo for a set of activities, but must be updated on the IWD when the IWD is renewed.

4.5
Provide Feedback and Strive for Continuous Improvement

The RLM, the PIC, and the workers must monitor the activity to identify needed improvements and to capture lessons learned. Feedback from the workers on the adequacy and effectiveness of the preventive measures and controls is critically important. Improvements essential to safety, security, or environmental compliance must be implemented if the work is to continue. 

Moderate-Hazard and High-Hazard/Complex activities require a post-job review soon after completion to close-out the job and capture any lessons learned. This review involves a brief discussion among workers and PIC to:
· Verify that the activity is complete and make notifications required by the RDL;

· Ensure that follow-through actions (e.g., clean-up, recycle, waste disposal, equipment removal, and secure storage) are completed;

· Identify inefficiencies, problems during the activity, procedural deficiencies, coordination issues, unanticipated conditions, and near misses; and 

· Develop recommendations for improvement.

The PIC must document the post-job review as described in Section 5.0 and ensure that lessons learned of value to future activities are communicated to affected workers, RLMs, and RDLs and entered into the JHA Tool (when it becomes available). For on-going work activities, lessons learned should be captured during the normal course of the work.

5.0 
Preparing the Integrated Work Document (IWD) 

IWDs consist of four parts. (See template at the end of this IMP.)

Part 1 – Activity-Specific Information

Part 2 – Work-Area Information

Part 3 – Validation and Release Information (followed by work execution)

Part 4 – Close-out Information

For the purposes of change control and records management these four parts may be treated as separate documents.

When it becomes available, the JHA Tool will provide an institutional database for IWM. As described above, the Tool must be used to help fully identify hazards and associated Institutional requirements, to determine facility requirements, and to document lessons learned. Use of the tool to complete Part 1 and Part 2 will be optional and must not be substituted for careful analysis or active worker participation. If the Preparer is not satisfied with the effectiveness of the automated output, he or she may write an IWD with the information deemed important and organized to effectively communicate the hazards and associated controls to the workers. This document must follow the format of the template at the end of this IMP and be attached to the JHA record.

Part 1 - Activity-Specific Information

Part 1 of an IWD must systematically describe the work activity, the associated hazards, and the controls that must be employed to mitigate the risks. The document must meet the following requirements: 

1. It must be worker friendly with a focus on the information needed by the worker (e.g., short, well-organized, integrated, consolidated, reviewable, etc.);

2. Activities must be described in sufficiently detailed tasks/steps to ensure the worker can understand the associated ES&H/S&S hazards, concerns, and potential accidents/incidents;

3. Tasks/steps must be listed sequentially when such sequencing contributes to the safety, security and/or environmental protection of the activity;

4. Hazards and the associated controls must be linked to specific activity tasks/steps when such linkage will contribute to the worker’s understanding of the risks and use of the controls (e.g., “wear hard hats” for steps 2 – 7);

5. Activity and work-area hazards and the associated controls must be addressed;

6. Descriptions of hazards and associated controls must be specific and not generic (e.g., “goggles and face shield” rather than “refer to MSDS,” or "certified vault" rather than "secure storage");

7. Training/authorizations, approved permits, and area posting must be referenced if they are required controls; if these are used, specific details do not have to be listed.

The RDL may exempt the activity-specific part of an IWD from the format of the template at the end of this IMP, if the resulting document fully meets these seven requirements. For example, a detailed operating manual that meets the seven requirements could serve as Part 1 of the IWD. Such exemptions should be granted sparingly and must be documented by notation and RDL signature on the cover page of the document. 

IWDs must be kept current and, as appropriate, revised and re-authorized, incorporating information from on-going readiness checks and lessons learned. The PIC must use appropriate change control to ensure workers are using the most current IWD for the activity. 

IWD Attachments and References

The activity-specific part of the IWD may attach or reference documents such as an existing work instruction, operating procedure, hazard control plan, or experimental plan if the resulting document meets the above seven requirements. For example, a detailed operating procedure with the hazards and associated controls described at the appropriate step, could be attached to the cover page of Part 1. Alternatively, for an experiment with safety risks, a clear description of the safety envelope, including the hazards, controls, and allowable limits for safe operation may be attached if it effectively conveys when and/or how the hazards would be encountered and links the controls to these hazards. (A general description of the hazards and controls is not sufficient.)  A similar approach may be used for activities with security and/or environmental risks. Permits and security plans may be attached separately. It is critical that the workers be able to easily find the information that they need to perform their work safely, securely, and in an environmentally responsible manner.

IWDs may also reference Qualified-Worker Activities without documenting the detailed steps, hazards, and controls associated with the task (e.g., “Qualified Radiological Control Technician (RCT) performs swipe” after step 5). For these activities, workers must complete a formal training and qualification process developed in accordance with all the requirements listed under Level 2/Qualification in LIR 300-00-04, Laboratory Training: Essential Requirements. Academic credentials and work experience are not specific enough in relation to individual tasks/steps, hazards, controls and therefore do not fulfill the requirements for Qualified-Worker Activities. 

Part 2 – Work-Area Information 

The Preparer is responsible for obtaining the information for the work-area part of the IWD from the RDL and must ensure the activity-specific and work-area requirements are integrated and do not conflict. The RDL must input and update information into the Facility Notes section of the JHA Tool (as the database of record) so that the information is readily accessible throughout the Laboratory, to include:

· RDL Representatives and any designated Operations Manager or facility points-of-contact; 

· Entry and coordination requirements; and 

· Significant work-area hazards and controls. 

Different forms for Tenant and Non-Tenant activities are provided at the end of this IMP. The RDL must determine which of these apply to the activity and provide the appropriate content. 

When used, the JHA Tool completes the work-area part of the IWD, with the provision that real-time and/or transient area hazards and controls must be communicated as part of the coordination/scheduling and work-release process.

The RDL or RDL Representative must sign the work-area part of the IWD, indicating oversight and approval of the work activity. This approval, combined with the RLM approval of the activity-specific part of the IWD, constitutes official work activity authorization.

Part 3 – Validation and Release Information

As described above, the PIC is responsible for validating the activity and work-area parts of the IWD (including their compatibility) through a walkdown, for conducting a pre-job brief, and for releasing the work prior to execution. Following the pre-job brief, workers must sign the IWD validation and release section of Part 3. The RDL may also require an Operations Manager or other facility designated point-of-contact to sign Part 3 immediately prior to work release to verify the activity is compatible with current facility configuration and operations. The PIC must document validation and work release by filling out and signing Part 3 of the IWD. (See template at the end of this IMP.)  
Part 4 – Close-out Information
Moderate-Hazard and High-Hazard/Complex activities require a post-job review soon after completion to close-out the job and capture any lessons learned. The PIC must document the post-job review on the close-out section of the IWD. (See template at the end of this IMP.)  For information deemed valuable for performing future activities, the PIC must ensure lessons learned are entered into the JHA Tool or otherwise documented and communicated to affected workers, RLMs, and RDLs.

6.0 
Standing IWDs

For repetitive, Moderate-Hazard work in multiple facilities, a Standing IWD may be used. This document consists of a standardized, previously developed and approved Part 1 combined with the appropriate Part 2 for each facility listing the specific facility entry and coordination requirements and work-area hazards. In each case, the PIC must ensure the activity-specific and work-area requirements do not conflict. For activities covered by Standing IWDs, the PIC must walkdown the actual system or equipment and conduct a pre-job brief prior to work release. Such work requires only one pre-job brief if it is performed repetitively in the same location with the same workers, and if periodic readiness checks can be relied upon to detect changes in the hazards. Such activities do not require close-out or post-job review. However, lessons learned should be captured during the normal course of the work.

Standing IWDs also may be used for Moderate-Hazard Qualified-Worker Activities as described above. RLMs must provide a listing of their Qualified-Worker IWDs and currently Qualified-Workers on-line with a link to the IWM Web Page.

7.0
IWM Required Training

The following table identifies required and suggested IWM training for key participants.
	Role
	General IWM Overview 

(CBT)
	Preparer Module 

(CBT)
	PIC Module

(CBT)
	RLM/RDL Module

(CBT)
	Hazard ID and Analysis
	JHA Tool

	Preparer (moderate)
	R
	R
	N/R
	N/R
	S
	R

	Preparer (high/complex)
	R
	R
	N/R
	N/R
	R
	R

	PIC
	R
	N/R
	R
	N/R
	S
	S

	Workers
	R
	N/R
	N/R
	N/R
	S
	N/R

	RDL
	R
	N/R
	N/R
	R
	S
	R*

	RLM
	R
	N/R
	N/R
	R
	S
	R*

	SME
	R
	S
	S
	S
	S
	R*


  CBT = Computer Based Training    R = Required    R* = Tailored Module    N/R = Not Required   S = Suggested 
(For suggested training, the RLM must determine who in their organization must attend.)

8.0 
Implementation Milestones

Milestones for implementing this IMP are provided in Attachment 2 to this IMP.  These include both Laboratory-wide milestones and milestones for RDL actions.  Attachment 2 may be revised as necessary by the Associate Director for Technical Support.

9.0
Definitions

Acronyms and Abbreviations

See also the standard definitions in the LANL Policies and Procedures Manual.

AB
Authorization Basis

CBT
Computer-Based Training

CREM
Classified Removable Electronic Media

EMS
Environmental Management System
ES&H
Environmental Safety and/or Health

FMU
Facility Management Unit

HSR 
   Health, Safety, and Radiation Protection Division

IMP
Implementation Procedure

ISM
Integrated Safety Management

ISSM
Integrated Safeguards and Security Management

IWD
Integrated Work Document

IWM
Integrated Work Management

JHA
Job Hazard Analysis

LANL
Los Alamos National Laboratory

LIG
Laboratory Implementation Guidance

LIR
Laboratory Implementation Requirement

MSDS
Material Safety Data Sheet

NPDES
National Pollutant Discharge Elimination System

PIC
Person-In-Charge

POTD
Plan of the Day

POTW
Plan of the Week 

PPE
Personal Protective Equipment

RCRA
Resource Conservation and Recovery Act

RCT
Radiological Control Technician

RDL
Responsible Division Leader

RLM
Responsible Line Manager

RO
Responsible Office

S
Safeguards and Security Division

S&S
Safeguards and Security

SME
Subject Matter Expert

SUP
Supply Chain Management Division

TID
Tampering Indicating Device

USQ
Unreviewed Safety Question

Glossary

Activity – A subset of a project describing floor-level work, comprising of one or more tasks. 

Activity Hazard – An environmental, safety, health, or safeguards and security (ES&H/S&S) hazard inherent to an activity and not specific to the location of the activity.

Aggregate Hazards – Hazards resulting from the accumulation and/or summation of individual hazards from multiple activities in a facility or across facilities.

Co-located Hazards – Hazards from an activity that have the potential to negatively impact other activities or workers not directly involved with the activity creating the hazard.

Controls – Preventative measures, administrative and engineered features, and PPE applied to work for the purpose of protecting people, the environment, property, and/or national security.

Environmental Management System – The EMS is a systematic method for assessing mission activities, determining the environmental impacts of those activities, controlling those impacts, prioritizing improvements, and measuring results. 

Emergency – Actions/work completed during a situation involving imminent threat of death, serious injury, or illness of a member of the public or LANL, severe damage to the environment beyond the boundaries of LANL, imminent threat to security, or major damage to a facility (see Laboratory Emergency Management Plan for details).

Facility – An area, physical structure or combination of structures together with the associated support infrastructure that form the envelope in which work is accomplished. 

Functional Managers – Individuals appointed by the Laboratory Director who are responsible for coordinating, monitoring, and performing assessments of program implementation (e.g. safety, quality, S&S, and business systems) to meet institutional expectations and regulatory requirements. 

Hazard – Any source of ES&H danger or S&S threat or vulnerability with the potential to cause harm to people, the environment, property, and/or national security. 

Integrated Work Document (IWD) – A worker-friendly document that describes the work activity, identifies the hazards and links them to specific controls. The IWD may be a subset of a larger work package that includes other documents and information that do not address hazards and controls for that activity.

Job Hazard Analysis (JHA) Tool – The JHA Tool provides a sophisticated hazard checklist and helps identify institutionally mandated controls specified in LIRs and other documents. The Tool also provides facility and work-area information and identifies RDL representatives and the SMEs designated by Functional Managers. It may be used to generate IWDs and provides a means for electronic signatures.  It also establishes a Laboratory-wide archive of IWDs and lessons learned that can be used by others. 

Non-Tenant Activity – An activity conducted by workers who are not resident in the facility and, therefore, may not be familiar with the facility hazards and associated controls or the facility entrance and work coordination requirements.

Operations Manager – An individual designated by the RDL who provides coordination of activities within a specific facility on a daily basis and concurs with work-release when stipulated by the RDL (see LIR 300-00-03.1, Laboratory Institutional Operations Program). 

Plan of the Day/Plan of the Week – A daily/weekly meeting to plan and schedule operations and programmatic activities performed within an area under the administration of an RDL. The RDL may require attendance by the PICs and/or workers for identified activities.
Pre-job Brief – Review by the PIC and workers of a work activity immediately prior to release to ensure understanding of the IWD and agreement on how to execute the work. 

Preventive Measures – Incorporation of alternative materials, processes, or work steps into an activity to reduce or avoid pollution, exposure to hazards, or security threats.

Program – A set of related projects or ongoing operations managed to execute LANL missions. 

Project – A subset of a program undertaken to create a defined product or service within a specified schedule. 

Qualified – A determination that an individual has demonstrated the practical skills necessary to perform a work activity in a safe, secure and environmentally responsible manner.

Qualified-Worker Activities – Activities that workers can be qualified to perform without detailed instructions. At a minimum, qualifications must be developed in accordance with all the requirements listed under Level 2/Qualification in LIR 300-00-04, Laboratory Training: Essential Requirements. 

Release – The final, formal approval by the PIC to initiate execution of an activity based upon all prerequisites and preparation being completed.

Risk – The quantitative or qualitative expression of possible harm or loss that considers both the probability that an event will occur and the consequence of that event. 

Step – A subset of a task, typically sequenced into an IWD, procedure, or work instruction, having a discrete set of related hazards and controls. 

Task – A subset of an activity comprised of one or more steps and often having different hazards than other tasks within the activity. 

Tenant Activity – An activity conducted by the tenants of a facility and/or workers that are very familiar with the facility hazards and associated controls. Such activities must be carefully reviewed to ensure they do not produce aggregate or co-located hazards with inadequately controlled risks.

Unreviewed safety question (USQ) process – The mechanism for keeping a nuclear facility safety basis current. The process involves formally reviewing any changes to facility configuration, processes, or activities, reporting these issues to DOE, and determining the final approval authority for any changes.

Vulnerability – Susceptible or exposed to a threat or to loss of control of classified material, safety, or environmental protection.

Walkdown – An on-site review of the work area to ensure that work conditions are consistent with the IWD and required controls are in place.

Work-Area Hazard – An ES&H/S&S hazard specific to the location of a work activity and not a hazard inherent in the activity itself.

Work Authorization – The combination of RLM and RDL approvals of the activity, accepting that the necessary conditions for the activity to be released and executed are clearly established.

Worker Authorization – The combination of the line manager’s determination of assigned worker competence (including knowledge, skills, and abilities) and commitment to perform the work in a safe, secure, and environmentally responsible manner and the RLM or PIC’s confirmation of the worker’s qualifications and fitness during the pre-job brief.
Attachment 1 – Hazard Grading Matrix

	Hazard Grading Questions
	Work Examples

	Does the work involve only hazards that could cause negligible harm or those associated with everyday living, routinely accepted by society, and controlled by means well known to the workers?
	· Driving automobiles

· General office work not involving classified matter

· Normal use of household appliances (e.g., coffee makers, microwave ovens, etc.)

· Activities not requiring hands-on work (e.g., visual inspections, log taking, etc.)

· Ordinary lifting

· Use of a dolly or hand truck to move non-hazardous materials

· Use of a step stool or ladder less than six feet high

	YES - IWD not required 

NO – answer question below
	

	Does the work involve hazards that inherently could cause moderate harm, such as:

· injury requiring medical attention or leading to temporary disability,

· spill or unplanned release to the environment of hazardous materials, or

· loss or compromise of classified information?

Note:  This question and the following one may be answered no if engineered controls have been established, thoroughly reviewed, and proven highly reliable in minimizing the risks without active worker involvement (e.g., commercial insulation on electrical wiring).
	Examples of Moderate Hazard Work

· Use of non-accountable classified matter (e.g., documents, parts, or CREM)

· Work with hazardous chemicals, materials, radiation, or biohazards

· Exposure to electrical energy at hazardous levels as defined in LIR402-600-01.3
· Use of hazardous pressure, vacuum, or cryogenic systems as defined in LIR402-1200-01.1
· Exposure to laser radiation with potential for eye damage as defined in LIR402-400-01.3
· Working more than 6 feet above the surface

· Manually lifting more than 50 pounds by a single person

· Welding or other process that produces sparks or flame

· Work associated with decontamination or demolition



	NO - Low Hazard - IWD not required (unless stipulated by RLM or RDL) 
YES – answer questions below
	

	1.
Does the work involve hazards that inherently could cause critical or catastrophic harm to people, property, national security, the environment, or the institution, such as: 

· severe or fatal injuries, life-shortening disease, permanent disability,

· major environmental contamination or permit violation (i.e. NPDES, RCRA, etc.), or

· loss or compromise of accountable classified information?

2.
Does the work involve unfamiliar hazards or a combination of moderate hazards (as defined above) and significant complexity?

3.
Does the work have a history of serious ES&H/S&S events or near misses (reportable events, occurrences, or over exposures, etc.)?
	Examples of High Hazard/Complex Work

· Use of Category I/II quantities of special nuclear materials

· Work with radioactive materials where release would produce serious consequences

· Use of large amounts of stored electrical energy (e.g. large capacitor banks)

· Use of large quantities of highly toxic or dangerous materials

· Work with high explosives in a quantity, form, and manner which could detonate and cause major damage

· Use of materials that if released could cause major environmental contamination

· Use of accountable classified matter (e.g., documents, parts, or CREM)

· Work with a combination of crafts and/or multiple workers requiring precise sequencing and careful coordination of their activities to manage the risks

· Work with multiple hazards with potentially conflicting controls

· Potential for rapidly changing work-area conditions

· Non-routine or infrequently performed work where worker proficiency is important to managing the risks

· Entering environments where unevaluated hazards may exist

	NO (to all 3 questions in block above) – Moderate Hazard - IWD required 

YES (to any of these 3 questions) High Hazard/Complex – Formal Hazard Analysis with JHA Team and IWD required


Note:  To access IWM pdf Fillable forms  click here.     (scroll down to 21xx forms)

Note:  To access IWM MSWord forms  click here.

	Activity Description/Overview


	Work Tasks/Steps
Identify work steps/tasks in sequence when such sequencing contributes to safety, security, and/or environmental protection.
	Hazards, Concerns, and Potential Accidents/Incidents

Identify both activity and work-area hazards for each task/step. 
	Controls, Preventive Measures, and Bounding Conditions
Specify preventive measures, controls for each hazard (e.g., lockout/tagout points, specific PPE, TIDs, alarms, safes, recycle, waste minimization)
	Reference Documents

List permits, operating manuals, security plans, and other reference procedures.
	Training
List training and qualification requirements.

	
	
	
	
	

	Insert Rows above for additional Tasks/Steps or attach pages to clearly communicate ES&H/S&S hazards and associated controls.
	The RLM approves work based upon confidence that this IWD has been properly prepared, that the work will be performed within ES&H/S&S requirements, and will be performed in accordance with this IWD.
	RLM (Signature / Z# / Date) Required
_________________________________________



	
 FORMCHECKBOX 
 Moderate-hazard

 FORMCHECKBOX 
 High-hazard/complex

Standing


 FORMCHECKBOX 
 Repetitive


 FORMCHECKBOX 
 Qualified Worker
	Date when RLM re-approval is required.  _______________ 
Other Conditions for Re-Approval ________________________________________

Name of Primary PIC    ______________________________________________

Name of Alternate PIC  ______________________________________________

Name of Alternate PIC  ______________________________________________
	Any required classification review completed,

______________________________

Signature/Date
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RDL must determine the facility entry and coordination requirements and identify the ES&H/S&S hazards and controls associated with the activity location.

	FMU

     
	TA

     
	Bldg.

     
	Room

     
	Other Location

     

	RDL Designated

Facility Point-of-Contact
	Name
	Phone
	Pager
	Email

	
	
	
	
	

	Entry and Coordination Requirements (Check one or more of the following)

 FORMCHECKBOX 
 No entry/coordination requirements
 FORMCHECKBOX 
 RDL designated facility point-of-contact must sign IWD Part 3

 FORMCHECKBOX 
 POTD/POTW
 FORMCHECKBOX 
 Check in at Start of Work
 FORMCHECKBOX 
 Work-Area Training Required
 FORMCHECKBOX 
 Security Clearance Requirements 

 FORMCHECKBOX 
 Work must be scheduled
 FORMCHECKBOX 
 Check in Daily
 FORMCHECKBOX 
 Escort Required
 FORMCHECKBOX 
 Other Security Requirements

 FORMCHECKBOX 
 Co-located Hazards/Concerns
 FORMCHECKBOX 
 Check out at End of Work
 FORMCHECKBOX 
 Quality Issues

 FORMCHECKBOX 
 Review under AB/Safety Basis/USQ
 FORMCHECKBOX 
 Check out Daily
 FORMCHECKBOX 
 Other Bounding Conditions _____________________________________________

	Additional Comments


Instructions:
In the block below, identify work-area hazards that could potentially affect the worker(s). Specify the facility controls and preventive measures that must be implemented by the worker(s) to protect against the site hazards as well as any special training required.
	ES&H/S&S WORK AREA HAZARDS & CONTROLS

	Work Area Hazards &Concerns

Identify site hazards and concerns that could potentially affect the worker(s).
	Work Area Hazard Present
	Facility Controls/Preventive Measures/Bounding Conditions
Specify preventive measures, controls and bounding conditions for each site hazard
	Reference Documents 

List permits, operating manuals, and other reference procedures
	Training and Qualification
List training requirements

	 FORMCHECKBOX 
 No Work Area Hazards


	
	
	
	

	Ionizing Radiation

Work in posted radiological areas, work with radioactive materials, or work on or near radiation producing devices.

Specify Hazard:______________ 

	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No
	
	
	

	Worker Exposure

Working near non-ionizing radiation, beryllium, noise, chemicals, hazardous biological materials, lead, asbestos,

temperature/humidity extremes, or high explosives.

Specify Hazard:______________
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No
	
	
	


Form 2101

	ES&H WORK AREA HAZARDS & CONTROLS

	Work Area Hazards/ Concerns

Identify site hazards and concerns that could potentially affect the Worker(s).

	Work Area Hazard Present
	Facility Controls/Preventive Measures/Bounding Conditions
Specify preventive measures, controls and bounding conditions for each site hazard
	Reference Documents 

List permits, operating manuals, and other reference procedures
	Training and Qualification
List training requirements

	Energized and Operative Systems

Working near energized electrical parts, pressure systems, steam lines; near unprotected belts, pulleys, chains or rotating equipment; fuel fired equipment other than vehicles; or spark or flame producing operations.

Specify Hazard: ______________
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No
	
	
	

	Confined Spaces

Entry into tanks, manholes, cooling towers, sumps, or any other area with potentially low oxygen concentration or other hazards such as toxic vapors or engulfment.

Specify Hazard: _______________
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No
	
	
	

	Elevated Work Surface

Unprotected structures or work surfaces elevated by more than 4 feet.
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No
	
	
	

	Environmental Impact 

Activities conducted in areas containing potential release site, contaminated soil, sensitive species, watercourse wetlands, floodplain, historical/archeological sites, or other work area condition that can be impacted by or can impact the environment. 

Specify Hazard: ____________________________________
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No
	
	
	

	Security or Other Hazard

Specify Hazard: ____________________________________
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No
	
	
	

	I have confidence that the IWM process has been applied appropriately, and I approve this activity to be performed in my facility. 
RDL or Representative Approval 

(Signature / Z# / Date) Required __________________________________________________  Date Approval Expires  
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RDL must determine the facility entry and coordination requirements and identify the ES&H/S&S hazards and controls associated with the activity location.

	FMU

     
	TA

     
	Bldg.

     
	Room

     
	Other Location

     

	RDL Designated

Facility Point-of-Contact
	Name
	Phone
	Pager
	Email

	
	
	
	
	

	Entry and Coordination Requirements (Check one or more of the following)

 FORMCHECKBOX 
 No entry/coordination requirements
 FORMCHECKBOX 
 RDL designated facility point-of-contact must sign IWD Part 3

 FORMCHECKBOX 
 POTD/POTW
 FORMCHECKBOX 
 Check in at Start of Work
 FORMCHECKBOX 
 Work-Area Training Required
 FORMCHECKBOX 
 Security Clearance Requirements 

 FORMCHECKBOX 
 Work must be scheduled
 FORMCHECKBOX 
 Check in Daily
 FORMCHECKBOX 
 Escort Required
 FORMCHECKBOX 
 Other Security Requirements

 FORMCHECKBOX 
 Co-located Hazards/Concerns
 FORMCHECKBOX 
 Check out at End of Work
 FORMCHECKBOX 
 Quality Issues

 FORMCHECKBOX 
 Review under AB/Safety Basis/USQ
 FORMCHECKBOX 
 Check out Daily
 FORMCHECKBOX 
 Other Bounding Conditions _____________________________________________


Instructions:
In the block below, provide facility or work-area information needed by the workers on this activity. (Things to consider include specific work-area hazards and controls, potential conflicts with co-located activities, or any facility restrictions on the activity.)  Identify relevant reference documents and any training required.
	FACILITY/WORK-AREA INFORMATION RELEVANT TO THIS ACTIVITY

	

	Reference Documents
	

	Training Requirements
	


	RDL Approval

	I have confidence that the IWM process has been applied appropriately, and I approve this activity to be performed in my facility. 
RDL or Representative Approval 

(Signature / Z# / Date)  Required _______________________________________________________________ 
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Pre-Job Brief Content

· What are the critical steps or phases of this activity?

· How can we make a mistake at that point?

· What is the worst thing that can go wrong?

· What controls, preventive measures, and bounding conditions are needed?

· What work permits are required and how will we meet their requirements?
· What are the handoffs and coordination requirements among workers and multiple PICs?

· Are there hold-points including those that require sign-offs?

· What are the stop work responsibilities and expectations (e.g. for unanticipated conditions or hazards)?

· How would we respond to alarms and emergencies?

· Are there lessons learned from previous similar work?

· Is other information needed to perform this activity in a safe, secure, and environmentally responsible manner?

· Does everyone agree to the work tasks/steps, hazards, and controls and commit to follow them?

	Pre-Job Brief attendance roster

	By signing below, I agree to the following:

· I agree to follow the work steps and implement the controls as written.

· I agree to stop work when conditions or hazards change or when I encounter unexpected conditions during the execution of work, or when work cannot be performed as written, or instructions become unclear during execution.

· I confirm that I am authorized, qualified, and, fit to perform the work.

	Worker (Signature / Z # / Date) Required
	Worker (Signature / Z # / Date)

	Worker (Signature / Z # / Date)
	Worker (Signature / Z # / Date)

	Worker (Signature / Z # / Date)
	Worker (Signature / Z # / Date)

	Worker (Signature / Z # / Date)
	Worker (Signature / Z # / Date)

	Worker (Signature / Z # / Date)
	Worker (Signature / Z # / Date)

	Work Release

	By signing below, I verify this activity is compatible with current facility configuration and operating conditions

RDL designated facility point-of-contact  (Signature / Z # / Date) If required by RDL 
Approval of activity expires_____________________

Date

	By signing below, I have verified the following:

· I have verified authorization by ensuring approval signatures of the RLM and RDL.

· I have jointly conducted a walkdown with workers to confirm the IWD can be performed as written, required initial conditions and other prerequisites are in-place.

· The assigned workers are authorized and are qualified to perform the work in a safe, secure, and environmentally responsible manner.

· I have conducted the pre-job briefing, and all workers have been briefed. 

· I have ensured coordination with any required RDL work-area representatives (e.g., area work coordinators).

	PIC (Signature / Z # / Date) Required

	Alternate PIC Signatures when PIC authority is assumed the first time (Note: alternate PICs are required to sign only once, but formal handoff and employee notification are required for each PIC change).

Alternate PIC (Signature / Z# / Date) Required _______________________________________________________

Alternate PIC (Signature / Z# / Date) Required _______________________________________________________

Alternate PIC (Signature / Z# / Date) Required _______________________________________________________
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A post-job review with the workers and PIC should include the following:

· Verify that the activity is complete and make notifications in accordance with RDL requirements;

· Ensure that follow-through actions (e.g. clean-up, recycle, waste disposal, equipment removal, and secure storage) are completed;

· Identify inefficiencies, problems during the activity, coordination issues, unanticipated conditions, and near misses; and 

· Develop recommendations for improvement.

	Lessons Learned; safety, security, and environmental issues; coordination issues; and unexpected conditions.

· 

	Suggested improvements to enter into the JHA Tool based on Lessons Learned

· 

	Other recommendations for Improvements

· 


	Completion Statement

	By signing below, I have verified that the activity scope, final worksite ES&H/S&S restoration, and cleanup are complete, and I have ensured proper notifications and turnover in accordance with RDL requirements.

	PIC (Signature / Z# / Date) Required
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IMP 300-00-00.1, INTEGRATED WORK MANAGEMENT 

FOR WORK ACTIVITIES

ATTACHMENT 2- IMPLEMENTATION MILESTONES

Laboratory-wide Milestones

· Issue IMP 300-00-00





September 20, 2004

· IMP available for LANL use




September 20, 2004

· Computer-based training modules available



September 20, 2004

(for General IWM Overview, Preparer, PIC, 

and RDL/RLM)

· Hazard ID and Analysis Training Available



September 20, 2004

· Training for JHA Tool Available




October 15, 2004

· Hazard and LANL requirements portion of JHA

Tool available






November 1, 2004

· RLMs must determine hazard-grade of existing activities

November 30, 2004
and identify any existing activities needing an IWD

· Existing IWDs must be reviewed for adequacy against 

      requirements of Notice 142





December 15, 2004
· IWDs with significant deficiencies (i.e., involves the
task/steps, hazards and controls, training) or Prior to resumption

missing an IWD must meet IMP requirements of the activity
· New activities must meet the 

      IMP requirements (including RDL, RLM, Preparer,


December 15, 2004
and PIC training)

· Existing IWDs reviewed for adequacy as part of a  

      Division restart process must meet the Restart schedule

Restart Schedule
· High-Hazard/Complex Activities must meet the 

IMP requirements including the required training


February 28, 2005

· Moderate-Hazard Activities must meet the IMP 

requirements including the required training



May 31, 2005

· All active workers must have completed the IWM

training







May 31, 2005


RDL Implementation Milestones
· Provide list of RDL and RDL representative for each

facility to RO






November 1, 2004

· Provide facility entry/coordination requirements to RO

November 1, 2004

· Provide high-level facility ES&H/S&S hazards and 

controls to RO






November 1, 2004

· RDLs provide documentation for key roles and 

responsibilities to ADs and HSR Division



January 3, 2005 

NOTE: If an IWD is scheduled for revision, it can be extended to meet the deadlines specified above.  Acronyms are as defined in IMP 300-00-00.

This attachment is subject to revision by the ADTS as necessary.
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