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1.0
PURPOSE

This procedure details the work management process for initiating, authorizing, performing, and conducting field (physical) work on Fluor Hanford (FH) physical assets within FH facilities and projects.

2.0
SCOPE

This Level 2 Management Control Procedure applies to employees and subcontractors involved in activities in project facilities and plants.  Activities include construction, modification, Deactivation and Decommissioning (D&D), and maintenance.  The procedure also applies to field activities that require work instructions that are not covered by an approved technical procedure or involve medium or high risk radiological work, or other activities that may affect authorization basis implementation.
Process maps are used in each section to illustrate the movement of work through the process with implementing instructions specified below the process maps.  The work management process definition starts with a Level 1 Process Map that defines the process at a high level and identifies how Integrated Safety Management System (ISMS) (See HNF-MP-003, Integrated Environment, Safety, and Health Management System Description) core functions are applied.  A Level 2 Process Map is provided for each major functional activity on the Level 1 Process Map.  Level 3 Process Maps are used when additional definition is needed for Level 2 Process blocks.  Appendix A describes the symbol logic for the process maps.

Key terms are defined in Appendix B.  Appendix B defines work management positions, processing functions, types of tasks and special documents.  The positions are general in nature as they apply to the work management process and not tied to human resource position descriptions.  Organizations are required to designate who has the responsibility to perform three key work management functions.  This designation may be via organization charts, individual job descriptions, or other documentation methods.  The processing functions are “validation”, “work release”, and “work acceptance” and the corresponding positions are named “Validation Authority”, “Release Authority”, and “Acceptance Authority” for uniformity.

This document does not describe the use of computer software tools, or forms associated with the software that are used in conjunction with the work management process.  Specific user guides that provide technical use instructions for the tools used within FH are available on the Hanford Local Area Network (HLAN).

3.0
IMPLEMENTATION

This document will be implemented in a phased approach across FH.  Implementation will be complete at all FH projects by January 3, 2005.


4.0
REQUIREMENTS

This document implements the work management requirements of HNF-RD-10859, Maintenance Management, HNF-RD-14988, Project Management Requirements, HNF-PRO-14990, Construction Management, HNF-5173, PHMC Radiological Control Manual, HNF-PRO-15333, Environmental Protection Processes, and HNF-PRO-079, Job Hazard Analysis, for work performed by FH.
5.0
PROCESS
Process maps are used to illustrate the movement of work through the process.  Instructions for implementing the process are included below the process maps to define what occurs in each process block on the process map.  The instructions are listed in standard play script format to define the roles and responsibilities of key personnel involved in the work management process.
5.1
Work Management Process – Level 1 Process Map

At the highest level, the work management process can be broken down into eight discrete functions. These eight functions directly implement ISMS Core Functions into the FH Work Management Process.
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	Activity
	Procedure Section
	Description
	ISMS Core Function

	Identify Work
	
	The work management process starts with someone identifying a scope of work to be done.  Task initiators are varied: individual employees may identify deficiencies, project plans may lay out a well defined and documented work scope.
	ISMS Function “Define Scope of Work”

	Request Work
	5.2.1
	The scope of work is converted into a work request to start the process.
	ISMS Function “Define Scope of Work”

	Validate

Work
	5.2.2
	The work request is validated and entered into tracking systems with a priority and work type, as necessary.
	ISMS Function “Define Scope of Work”

	Plan Work
	5.2.3
	The request is converted into a work order with proper work order elements.  Work hazards are analyzed and work order elements are developed to resolve the request and routed for approval.
	ISMS Functions “Define Scope of Work,” “Identify Hazards and Requirements,” and “Analyze Hazards & Implement Controls”

	 Schedule Work
	5.2.4
	The approved work order is placed on the project work schedule, as resources are available to support the resolution.
	ISMS Function “Perform Work within Controls”

	Perform Work
	5.2.5
	The resources assigned to the work order perform the instructions following defined controls in order to resolve the request.
	ISMS Function “Perform Work within Controls”

	Closeout Work
	5.2.6
	The completed work order is reviewed and accepted by the work customer.  Feedback is provided through a post job review process.  The completed work order is archived, history databases updated, a complete status entered into tracking systems.  Feedback is retained for future reference during the work planning process or issued as a Lesson Learned.
	ISMS Function “Feedback & Improvement”

	Work Complete
	
	The end result of the work management process is that assets have been maintained, modified, installed, deactivated, dismantled or a service performed.
	


5.2
Work Management – Level 2 Process Maps
5.2.1
Request Work
Work tasks enter the work management process through the Request Work function.  The urgency of the work task and definition of characteristics of the needed work are the prime concerns in this function.  This function is primarily established to support field generated work tasks.  For major planned projects, the individual work tasks are typically identified as a part of the project planning process and this section may be skipped.
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	Actionee
	Step
	Action

	Requestor
	1.
	Characterize the condition requiring work, noting locations, visual characteristics, and instrument indications.  Any employee can identify work.


	
	2.
	If an identified condition is unsafe, unstable, and/or may be an emergency, notify the building administrator/facility manager to stabilize in accordance with Alarm Response Procedures, Building Emergency Plans, and/or Facility Response Plans developed per HNF-RD-7647, Emergency Preparedness Program Requirements.  See Appendix B for a definition of emergency.



	Building/Facility Owner

	3.
	Assign resources to stabilize the emergency.



	Requestor
	4.
	Formally request the work by:

a.   Initiating a Computerized Maintenance Management System (CMMS) generated work request,

b.   Notify someone who can initiate a CMMS generated work request,

c.   E-mail or phone call to the Validation Authority, or

d.   Generate a Service Request (Site Form A-6003-492, FH Service Ticket).


	
	
	NOTE:  For emergency actions not requiring follow-on corrective maintenance, entry into logbooks is sufficient and no work request is required.




5.2.2
Validate Work
The Validate Work function evaluates requests to determine if they are necessary and then directs the requests into the proper type of work document for planning and performance.  Work that enters the Work Management process from a project plan gets validated when it is entered into the CMMS to obtain a tracking number to enable work order planning to start.
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	Actionee
	Step
	Action

	Validation Authority
	1.
	Review the request as follows:

a. Check existing CMMS listings for duplicate requests.
b. If it is determined to be an invalid request, proceed to Step 2.

c. If it is determined to be a valid request, proceed to Step 3. 

NOTE:
The Validation Authority for Preventive Maintenance (PM) Work Orders is the PM Coordinator for the organization.



	
	2.
	Reject the request and notify the Requestor of the reason for the rejection.



	
	3.
	Open a Work Order (WO) to start the planning process as follows:

a. Select the style of WO most appropriate for the work activity (See Sections 5.3.1).

b. Assign a Priority to the maintenance and repair Work Order from Appendix C.



5.2.3
Plan Work
Work requests enter the Plan Work function after being validated as necessary and having a priority assigned.  Work requests may also enter the Plan Work function after being suspended in the Perform Work Section (5.2.5).
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	Actionee
	Step
	Action

	Planner/PM Coordinator


	1.
	Determine if a pre-approved work document exists that will perform the work task.
a. If pre-approved document exists proceed to Step 2.

b. If pre-approved document does not exist proceed to Step 4.



	
	2.
	Package the pre-approved document in the WO.

NOTE:  WOs that incorporate documents that are previously approved, (e.g., Periodic Maintenance Procedures, Operations Procedures) do not require an additional approval.  


	
	3.
	Determine if supplemental work instructions are required.

a.
If supplemental work instructions are required, include them and then proceed to Step 5.

b.
If supplemental work instructions are not required, proceed to Step 6.



	
	4.


	Generate a new work instruction to conduct the task.

a. If the work instructions from a previously used work document are to be cloned, update the instructions based on current hazards and facility conditions.
b. Mandatory requirements for preparing work instructions are detailed in Section 5.3.2.  Guidelines for preparing work instructions for troubleshooting activities are detailed in HNF-GD-12116, Work Planning Guide.
NOTE:  HNF-GD-12116, Work Planning Guide, is a reference guide for planners to use on how to plan WOs.  HNF-GD-12116 contains general information on enhanced work planning, use of the Automated Job Hazard Analysis (AJHA) tool, plant force work reviews and other important planning topics, plus links to controlling Project Hanford Management System (PHMS) documents that impact planning.



	
	5.
	Contact the Technical Authority (TA) to identify approval disciplines per HNF-PRO-8635, Review and Approval of Technical Documents, and other project-specific requirements.

· Distribute the WO for review, resolve comments, and obtain the approvals identified by the TA.
If an identified Approval Authority is unable to electronically or hard copy sign the WO, approval may be obtained per telecon concurrence.  Approval is documented by printing the person’s name, and date with the notation “per telecon”, along with the obtainer’s signature.
NOTE:  High-risk Radiological work requires review and approval by a high-level review group (typically includes the Operations Manager, Radiological Control Manager, and a Safety Manager/professional) in accordance with HNF-5173, Article 314.

	
	

	
	6.
	Order materials not on hand that are necessary to perform the task.

a. Work with the TA to determine material requirements for the WO and submit a Bill of Material (BOM) (Site Form BC-6002-041) to Material Coordinator for processing.

NOTE:
Additional information on processing a BOM or other procurement/material issues may be obtained by visiting the Supply Chain Management web site.



	Release Authority 
	7.
	Conduct a pre-work review to determine if the WO is ready to be worked.  The following are some examples of elements that should be present, depending on the work to be performed:

· All specified approvals have been obtained.

· Required information is present on CMMS electronic forms.
· Prerequisites have been identified.
· Supporting documents are approved, released, and included in the WO if the work is to be scheduled in the near term.  For example:

· Reference procedures.

· Engineering documentation such as Facility Modification Package (FMP), drawings, travelers, specifications, Unreviewed Safety Question (USQ) screenings and evaluations.

· Permits for radiological work, excavation, confined space entry, core drilling and welding

· Safety support documents such as Job Hazard Analysis, Fall Protection Plans, Lockout/Tagout (LO/TO) authorizations and Rigging Plans.
· Radiological Screenings/ALARA reviews.


· The resolution contains all required elements applicable to the work, using the graded approach specified in HNF-GD-12116 and is readable and easy to follow in the field.
· If the work package is to be partially released, (i.e., step, component, etc,) the step is clearly defined.
If work to be performed will not impact facility or equipment operation, a no release required option may be used.
NOTE:  If materials are not received prior to pre-work review, work order is statused as ready to schedule pending receipt of material.  Partial release may be performed prior to receipt of material if deemed necessary.
NOTE:  If any supporting documents are not approved prior to Pre-Work Review, the work order is statused ready to schedule pending completion of required documents.



	
	
	NOTE:
The level and rigor of the pre-work review will vary depending on the attributes of the work and where the work is performed.  Attributes such as complexity of the task; impacts on the facility system configuration, and the need to coordinate with other facilities or work groups should be considered.  An extensive review by a Release Authority may be needed at nuclear facilities; a simpler approach at non-nuclear facilities may be more appropriate.




5.2.4
Schedule Work

Approved WOs, and other operational activities are part of the pool of activities that must be scheduled to ensure cost effective utilization of resources.  Higher order drivers, like programmatic milestones, require projects/facilities to develop higher tiered schedules.  The Work Management Process supports these schedules by utilizing a weekly schedule (Plan of the Week) and a daily schedule (Plan of the Day) that factor in availability of resources.
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	Actionee
	Step
	Action

	Scheduler
	1.
	Review the backlog to identify WOs that are approved and have gone through Pre-Work Review.



	
	2.
	Evaluate the following factors to determine the initial work list for the Plan of the Week (POW).

· WO priority.
· Material availability.
· PM Due Dates.
· System/component availability.
· Project Schedules.
· Measuring & Testing Equipment (M&TE) availability.
· Support equipment availability.


	
	3.
	Develop the POW from the initial work list:

a. Balance the work load to account for availability of human and material resources.

b. Select work items that are compatible with overall facility needs and system availability.

NOTE:
Contingency activities are typically retained to allow high resource utilization when activities are suspended or complete ahead of schedule.


	
	4.
	Update the POW on a daily basis to accommodate changes in resource availability, priorities, facility status, and status of ongoing work to generate the next day’s plan of the day (POD).




5.2.5
Perform Work

The Perform Work function executes work instructions on approved WOs.  While the goal of all planning is to put together the perfect work instruction for the craftsman to execute, changes to work instructions may be required.  The Perform Work function includes a process for such changes.
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	Actionee
	Step
	Action

	Release Authority
	1.
	Release the WOs for work in the field.  See Section 5.3.3 for more information on work order release.

NOTE:  See Appendix D for guidance on use of Working Copies in the field.



	Field Work Supervisor/Person in Charge (FWS/PIC)

	2.
	Conduct a pre-job briefing with the fieldwork team per HNF-GD-14047, Pre-Job Briefing and Post-Job Review Guide, and HNF-5173, Article 324.
NOTE:  If responsibility of the work by the FWS/PIC transfers to another FWS/PIC the turnover of this responsibility should be documented in the work package. 


	Workers
	3.
	Safely perform the work as outlined in the approved Work Order, paying attention to the following:

a. Hang authorized worker locks and perform safe-to-work checks per HNF-PRO-081, Lockout/Tagout.

b. Perform only “released” tasks or “no release required” tasks specified in the work package.
c. Verify controls established are appropriate for current conditions.  If changes are needed, stop and immediately notify the FWS/PIC.
d. Monitor work activities and conditions in the work area.  Be attentive for hazards not addressed in the Pre-Job Briefing or work package.
.

e.   Work with FWS/PIC to resolve issues or newly identified hazards.
f.   Document activities or issues in the work package (work record).
g.   Verify housekeeping is acceptable prior to returning equipment or systems for restoration.

h.  Remove authorized worker locks per HNF-PRO-081, when work is complete or as required to support the work activity.



	FWS/PIC
	4.
	Monitor work progress and facilitate the needs of the work team.

a. If work is successfully completed, sign off for field work completion on the work document and proceed to Step 5.

b. If issues are met that require reanalysis of hazards or changing the WO proceed to Step 7.


	Release Authority
	5.
	Restore the systems released for field work as follows:

a. If a controlling organization LO/TO is in use, per HNF-PRO-081 clear the LO/TO upon field work completion or as directed in the WO.

b. Restore the equipment/system to operability or as directed in the WO.
c. Test the equipment/systems using retest instructions contained in the WO or operating procedures.


	Acceptance Authority
	6.
	Compare test results with acceptance criteria or operating parameters specified in the WO or operating procedures to determine if work objectives have been met.

a. If the test results are acceptable, sign off acceptance of work on the work document and continue with WO closeout in accordance with instructions contained in Section 5.2.6.

b. If the test results are not acceptable, proceed to Step 7.


	FWS/PIC or Planner
	7.
	Resolve the issue as follows:

a. Document the issue and resolution in the work record or WCN.
b. Incorporate necessary changes into the WO in accordance with the instructions contained in Section 5.3.4.

c. If WO changes are not required but work conditions have changed, reanalyze the hazards and relating controls.
d. If work will continue, obtain Release Authority approval.

e. If the work will not continue (i.e., significant delay in field work), proceed to Step 8 to formally suspend the work.
f. If the issue resolution is done by the Planner, the FWS/PIC needs to agree with the resolution before continuing.




	
	8.
	Suspend the WO working with the Release Authority as follows:

a. Determine a safe configuration to leave the equipment/system in.

b. Release Authority to implement controlling organization LO/TO controls in accordance with HNF-PRO-081.

c. Document the work suspension.

d. Update CMMS files with the Work Suspension status.
e. 


5.2.6
Closeout Work
Following a successful retest, the work moves into a Closeout phase.  The work team goes into a cleanup and feedback mode.
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	Actionee
	Step
	Action

	FWS/PIC
	1.
	Complete the following final closeout activities:

· 
· Turn over extra material/excess equipment to Support Staff responsible for material management, for disposition in accordance with HNF-RD-11509, Warehouse and Inventory Management Requirements.
· Evaluate material/equipment used or taken into radiological areas for radiological release prior to removal.  Contact project/activity Radiological Control organization for assistance, if needed.
· Conduct a post-job review of the work, involving the work team using a graded approach, i.e., tailoring the review to the work performed in accordance with HNF-GD-14047 and HNF-5173, Article 351, for radiological work meeting the criteria for when post-job reviews are required.
· Document feedback or lessons learned in the narrative log of the WO.

· Identify feedback that needs to be retained in the AJHA feedback module.
· Review and document formal lessons learned in accordance with HNF-PRO-067, Managing Lessons Learned.





	

	Support Staff
	2.
	Conduct Post Work Review.  This review will include:
· Review package for completeness.
· Ensure resolution of any actions identified during the post review process have been initiated.

· Ensure identified Lessons Learned have been documented in the AJHA feedback module.
· Ensure formal Lessons Learned have been submitted to the Lessons Learned Coordinator in accordance with HNF-PRO-067.
· Update the CMMS database, as appropriate.
· Ensure datasheets are closed for Periodic Maintenance activities.
· Ensure Changes/corrections to work orders have been recorded in accordance with Section 5.3.4.


	
	3.

	Update necessary databases with complete status and necessary technical or post-review data.
Archive the WO in accordance with Records Management Requirements as outlined by Records Inventory and Disposition Schedules (RIDS) for the facility/project.




	
	4.
	Review completed work orders to ensure all required blocks have been completed.  Blocks left blank after this review are not required to be N/A’d.
NOTE:  Records Inventory and Disposition Schedules (RIDS) are developed at the facility/project level.  See HNF-PRO-10588, Records Management Processes for specific instructions on generating RIDS.
NOTE:  Radiological records require handling and retention in accordance with HNF-5173.




5.3
Work Management – Level 3 Process Maps

5.3.1
Work Order Style Selection 

There are three styles of WOs that can be used depending on the need for detailed work instructions and positive control of the approval and release process.

a. Service Ticket - A simple work order that performs pre-approved tasks as outlined in Attachment 1 where no formal tracking or record retention is required.  
NOTE:  Service Tickets are not allowed for work at the Plutonium Finishing Plant (PFP).  All work done within the PFP should be done on a Planning Required or No Planning Required work order.

b. No Planning Required (NPR) - A work order that performs either pre-approved tasks as outlined in Attachment 1 where tracking and record retention is required, or periodic maintenance and surveillance tasks generated as defined by HNF-PRO-19304, Periodic Maintenance and Surveillance Process.
c. Planning Required - A work order that performs an infrequent, first-time or complex activity that requires supplemental work instructions.

This section defines the graded approach used to determine if a WO style other than a Planned WO may be selected.  Attachment 1 identifies tasks that may be performed using a Service Ticket or NPR WO.
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Actionee
	Step
	Action

	Planner
	1.
	Review Attachment 1.


	
	
	· For radiological work, obtain radiological work screening information from the Rad Con organization.  (Reference HNF-5173, 311.3, 312.1, 312.3)

	
	2.
	Compare work scope to the Service Ticket criteria listed in Attachment 1.
a. If work scope meets the Service Ticket criteria a Service Ticket style may be used. 

b. If work scope does not meet the criteria, proceed to Step 3.


	
	3.
	Compare work scope to NPR Criteria listed in Attachment 1.

a. If work scope meets NPR criteria, either a NPR or Planned WO style may be used.
b. If work scope does not meet NPR criteria, use a Planned WO Style.
c. 


5.3.2
Prepare Work Instructions
This section defines those mandatory steps that are required during the planning of work instructions.  More general guidance is detailed in the HNF-GD-12116.  Early involvement of SMEs, from initiation of planning through work order approval will promote work orders that can be performed in a safe and efficient manner. 
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	Actionee
	Step
	Action

	Planner
	1.

	Perform a field walk down of the work task to be performed.
NOTE:  If it is not safe to conduct a walk down due to environmental or ALARA concerns, video cameras, pictures, etc., may be used in lieu of an actual field walk down.
a.
Include the FWS, Subject Matter Experts (SME’s), and workers as appropriate in the walk down.




	Technical Authority
	2.
	Determine if the work meets HNF-PRO-070, Plant Forces Work Review (Davis-Bacon Act Compliance) criteria. 
a.
Notify Area Work Review Agent if the work must be screened.



	
	
	
A. 


	NOTE:  HNF-PRO-20050, PHMC Engineering Configuration Management, provides direction for determining if the work package Configuration Management (CM) Process can be used.


	Design Authority
	3 .
	Determine if work is a modification.  
a. If not a modification, continue to Step 6.

b. If a modification, determine if an FMP will be prepared or the Work Package CM Process will be used.

· If an FMP will be prepared, develop and issue a Facility Modification Package (FMP) per HNF-PRO-2001.  Provide the completed FMP to the planner along with any USQ/CX screenings/evaluations required by HNF-PRO-062, Unreviewed Safety Question Process and to the ECO for NEPA reviews/evaluations as required by HNF-PRO-15333 .
· If no FMP is required for modification, complete the Work Package CM Process Checklist (A-6003-853), per HNF-PRO-20050, and provide to the planner along with any USQ screenings/evaluations required by HNF-PRO-062.
· Initiate the Modification Impact Review Form (A-6002-910).
NOTE:  Draft work instructions may be prepared prior to finalizing the FMP.

· 
NOTE:  HNF-RD-14988 provides instructions on how to obtain design information for construction work.  See HNF-PRO-20050, PHMC Engineering Configuration Management for instructions on using a graded approach for modifications.



	Area Work Review Agent


	4.
	Conduct a plant forces work review (PFWR) if the work meets HNF-PRO-070 criteria.

a.
Provide the results of the review to the Planner.



	Planner
	5.
	Record PFWR determination results.



	
	6.
	Prepare draft work instructions.


	
	7.
	Conduct a hazards analysis per HNF-PRO-079.
a. Include FWS/PIC, crafts, operators and radiological control technicians involved in the performance of the task as appropriate.

b. Include SME’s (i.e., Radiological Control, Industrial Safety, Criticality Safety, Environmental Compliance, Quality Assurance, etc. as required).

c. If the work activity is screened as radiological, notify facility Radiological organization/Rad work planner to complete the Radiological Risk Screening form (A-6003-838), and initiate radiological work planning.
d. Notify an Environmental Compliance Officer or NEPA Trained Individual if the work is a modification and determined to be skill based.

NOTE:  The AJHA report or Limited Hazards Summary Report is the environmental screening form when the Environmental Activity Screening Form EASF (Form A-6003-727) is not used.


	Environmental Compliance Officer or NEPA Trained Individual 
	8.
	Generate an EASF (Form A-6003-727) in accordance with HNF-PRO-15333, Environmental Protection Processes, if the work is a modification and a Limited Hazard Summary Report or AJHA was not generated during the hazards analysis.

a.
Provide the EASF to the Planner.
NOTE:  Per HNF-PRO-15333, Individuals initially filling out an Environmental-Activity Screening Form have a minimum of 2 hours of (NEPA) on-the-job training (provided and/or approved by the EP Director) by the final signature on the EASF must be by the ECO or equivalent signature authority.
NOTE:  Attachment 2 reflects existing NEPA coverage.




	Facility Rad Con Org/Rad Work Planner


	9.
	Conduct radiological planning efforts in accordance with HNF-5173, PHMC Radiological Control Manual, if the work scope is radiological work.

a.
Based on actual and planned radiological conditions for the work activity perform a Radiological Risk Screening and determine radiological risk.  [HNF-5173, Art. 311.9.]   Document final radiological risk determination using the AJHA or Site Form A-6003-838. 

b.
Participate in Job Hazard Analysis performed in accordance with HNF-PRO-079. 

c. Identify and incorporate radiological controls into the work document that mitigate or control hazards, monitor radiological conditions during work, and provide necessary radiological controls and action levels to support planned work.  [HNF-5173, Art. 312.4] 

d. In areas with the potential for changing radiological conditions the work package should verify radiological conditions prior to entry or commencement of work.  [HNF-5173, Art. 312.5] 

e. Prepare the Alara Management Worksheet for medium and high radiological risk work activities and incorporate identified work controls into the work document.  [HNF-5173, Art. 314.3] 

f. The Rad Con Work Planner should support the planner and PIC/FWS preparation for the High-Level Review Meeting for high radiological risk work activities.  [HNF-5173, Art. 314.4 – 314.10] 

g. Determine the need for and incorporate radiological hold points.  [HNF-5173, Art. 315] 

h. Incorporate appropriate radiological work controls into the work document so that the work activity is ALARA and that the potential for spread of radioactive contamination is reduced.  [HNF-5173, Art. 317] 






	Planner
	10.
	Incorporate controls from the hazard analysis process (including radiological planning, environmental reviews, and waste minimization) into the work instructions or work order (as appropriate).



	
	11.
	Incorporate a retest into the work instructions, as provided by the DA, for those work tasks that are placing structures, systems or components back into service.
NOTE:
HNF-PRO-286, Testing of Equipment and Systems, provides instructions for acceptance testing of new or modified Systems, Structures and Components (SSC) to ensure they meet established design, performance and quality requirements.



	Design Authority
	12.
	Provide USQ/CX screenings/evaluations to the planner as required by HNF-PRO-062.



	Planner
	13.
	Obtain work order approval (see Step 5.2.3, Plan Work, Step 5).



5.3.3
Work Order Release

WOs are released using a graded approach.  Some WOs require no formal release while others are released for defined time periods.

[image: image12]

	Actionee
	Step
	Action

	FWS/PIC
	1.
	Determine if the WO has been classified as not requiring a formal release.

a. Some routine WOs may be designated as not requiring a release during the work order approval process.

b. The No Release Required provision must be documented in the WO by the Release Authority (Section 5.2.3, Step 7).
c. Shop work typically does not require a formal release.  In some cases, shop activities may require application of a LO/TO.  In these instances, use of a Partial Release approach may be appropriate.
If no release is required, proceed to Perform Work.


	Release Authority
	2.
	Verify that the WO is ready for release.

· All supporting documents, permits and safety plans are in place.

· System lineup is configured and ready for work to commence.

· Compatibility with other currently released work activities.

· If a controlling organization Lockout/Tagout (LO/TO) is specified, verify the LO/TO is implemented per HNF-PRO-081.

· Limiting Conditions of Operations (LCO's) impacts are understood.
· Work area radiological conditions are consistent with planned radiological conditions.

· Verify hazards identified in job hazard analysis have not changed or that new hazards have not been introduced.
· All identified prerequisites have been met.
· Required notifications are made.



	
	3.
	Determine if the work release will be a Full or Partial WO release and identify it in the work package.  

· Full Release - work the full work package.
· Partial Release – work only a specific component or section of the package.

NOTE: If the work package will be Partially Released, clearly identify in the work package the release restrictions.



	
	
	



	
	4.
	Release the WO for field work using the forms appropriate for the software tools being used.
NOTE: A daily release should be used in facilities having the potential for changing hazards and high volumes of work.  Longer release periods may be used where hazards and field conditions are stable.
NOTE:  The Work Release for Construction/Service Organizations 
form (BC-6001-394) may be used as an alternative for communication 

of daily release).


	
	5.
	Perform work in accordance with Section 5.2.5, Perform Work.


5.3.4
Change Work Order
Issues encountered during the Perform Work Function (Section 5.2.5) may require a WO change to resolve an issue.  Changes may involve a support document (permits, design documents, pre-approved procedure, data sheets, etc.) or self contained work instructions.  Support document changes are made using the processes that control these documents.  Three methods are available to change the WO work instruction:  Editorial Change, Direct Change or Formal Change.


[image: image13]
	Actionee
	Step
	Action

	FWS/PIC or Support Staff
	1.
	Determine if a change is needed to a supporting document contained in the WO Package.  If not proceed to Step 3.

NOTE:  Review work document to determine if working copies have been generated.  If so, document changes to working copies also.



	
	2.
	Process the necessary change to the supporting documents.
a. Identify the procedure that controls changes to the support documents.  HNF-GD-12116 is a useful resource as it lists many of the controlling documents.

b. Work with the document owner to revise or reissue the supporting document with the necessary changes.  For example, the DA will need to provide an approved FMP/FMP change for modifications (See HNF-PRO-2001).
c. Determine if the support document change introduces new hazards or potential changes to radiological conditions.  If it does, then a reassessment of the hazards following HNF-PRO-079 and HNF-5173 is required.

d. Insert the applicable changes in the WO folder.


	
	3.
	Determine if a change is needed to the work instructions contained in the WO.
a.
If no additional changes are required, go to Section 5.2.5, Perform Work.

b.
If a change is needed to the work instructions proceed to Step 4.



	
	4.
	Determine if an Editorial Change is the method best suited to implement the change.  If so, proceed to Step 6.
An Editorial Change must meet the following criteria:

· Editorial Changes are allowed for typographical, grammatical, or spelling errors.

· Editorial Changes are allowed to change charge codes, resource codes, and priority codes.

· Editorial Changes are not allowed for changes that affect the technical content of the resolution or retest, numbers associated with units of measure, numbers associated with components or systems, or name plate information or data.

NOTE:  Changes made to administrative sections of the CMMS (i.e., classifier codes, charge code information, etc.) prior to printing of the record copy do not need to be documented.  If changes are made after the record copy has been printed, initial and date the change.


	
	5.
	Determine if the Direct Change method is best suited to implement the change.  If so, proceed to Step 7.
A Direct Change must meet the following criteria:

· Direct Changes should not be complicated.  If the changes are complicated, the work should be suspended and a Planner contacted to process a formal change.

· Direct Changes should not deter from readability of the WO instructions.  If the WO becomes confusing due to size or number of changes required, the Planner should use a Formal Change process.

If a Direct Change is inappropriate for the required change, proceed to Step 8 and process a Formal Change.



	
	6.
	Implement an Editorial Change as follows:

· Draw a single line through deleted text and insert new text in a legible manner using reproducible pen and ink.

· Enter the date and sign or initial next to the change.

· For Nuclear Facilities, have a USQ screener identity the USQ Categorical Exclusion (CX) or approved USQ screening that applies on the Work Document.  See HNF-PRO-062 for requirements and facility USQ implementing procedures for Categorical Exclusion listings.
· When change documentation is complete, go to Section 5.2.5, Perform Work.


	
	7.
	Implement a Direct Change as follows:

· Identify if the Direct Change introduces new hazards or changes existing hazards.  If it does, then a reassessment of the hazards following HNF-PRO-079 is required.
· Identify deletions, additions, references or sequencing changes by carefully reviewing the resolution descriptions and criteria provided in HNF-GD-12116.

· 
· Contact the TA to identify approval disciplines per HNF-RD-8635 and facility specific procedures.
· Describe the change in the Work Record (or Modification Log for construction work).
· For Nuclear Facilities, have a USQ screener identify the USQ CX or approved USQ screening that applies on the Work Record.  See HNF-PRO-062 for requirements and facility USQ implementing procedures for Categorical Exclusion listings.

· Obtain Release Authority concurrence and document approvals on the work record (or Modification Log for construction work).  Approvals may be per telecon.
· Draw a single line through deleted text and insert new text in a legible manner using reproducible pen and ink.  Initial and date next to the entry.
· When change documentation is complete, go to Section 5.2.5, Perform Work.
NOTE: If the issue resolution is performed by the Support Staff, the FWS/PIC needs to agree with the resolution before continuing.



	
	8.
	Implement a Formal Change as follows:
NOTE: If the issue resolution is performed by the Support Staff, the FWS/PIC needs to agree with the resolution before continuing.

· Identify if the Formal Change introduces new hazards or changes existing hazards.  If it does, then a reassessment of the hazards following HNF-PRO-079 is required

· Identify deletions, additions, references or sequencing changes by carefully reviewing the resolution descriptions and criteria provided in HNF-GD-12116.

· Use the CMMS or word processing software to generate a change notice using protocols for that software.

· Incorporate editorial and direct changes in section being revised to maintain instruction clarity.

· Contact the TA to identify approval disciplines per HNF-RD-8635 and facility specific procedures.
· For Nuclear Facilities have a USQ screener identify the USQ CX or approved USQ screening that applies on the Work Record.  See HNF-PRO-062 for requirements and facility USQ implementing procedures for Categorical Exclusion listings.
· Obtain Release Authority concurrence and document approvals on the work document (or Modification Log for construction work).  Approvals may be per telecon.

· Insert the change into the WO.
· When change documentation is complete, go to Section 5.2.5, Perform Work.



5.3.5
Cancellation , Inactivation or Reactivation of Validated Work Orders
Work Orders may need to be cancelled, inactivated or reactivated.  The following sections describe the steps taken to perform these functions.  
5.3.5.1
Cancellation of Work Orders where no field work has been performed.
	Actionee
	Step
	Action

	Work Control Center (WCC) or Planner
	1.
	Enter the justification for the cancellation, sign and date the work document.  If the WO is a duplication of an open item, enter the work package number of the open item on the work document.  Update the status of the WO with the reason for cancellation, date of cancellation and the TA concurrence.



	Validation Authority
	2.
	Review request and provide concurrence (signature/e-mail/telecon) for Priority 1 work prior to cancellation.  

	
	3.
	Verify that the as-left condition of the asset does not create a non-compliance with the Safety Basis for the facility.


	Planner/WCC
	4.
	Obtain TA concurrence (signature/e-mail/telecon) for all cancellations.

· Notify Preventive Maintenance/Scheduling (PM/S) Administrator of all PM/S cancellations.



	Technical Authority
	5.
	Ensure all associated FMPs are dispositioned prior to canceling a Modification work order.

· If work scope/FMP are being transferred to another work package, document the new package number in the status/tracking section of the cancelled package.



	WCC/Facility Designated Personnel

	6.
	Notify the originator of the WO of the cancellation, noting the reason for the cancellation.


	
	7.
	Notify Material Control personnel of cancellation for disposition of unused materials.




5.3.5.2
Cancellation of Work Orders that have been partially worked.  If fieldwork has been performed, the work package is maintained as a record.  Cancel the remaining scope of work as follows:
	Actionee
	Step
	Action

	FWS/PIC or Planner
	1.
	Modify the work order with a Work Change Notice (WCN) or direct change to remove the remaining scope that will not be worked. in accordance with Section 5.2.6.


	FWS/PIC
	2.
	Signoff work order as complete.



	Acceptance Authority

	3.
	Signoff work order as complete ensuring the facility is in a safe configuration and closeout does not create a non-compliance with a safety basis for the facility.


	WCC/Facility Designated Personnel
	4.
	Complete final closeout activities in accordance with Section 5.2.6.



5.3.5.3
Inactivation of Work Orders.   Inactivation of work orders is performed when the work will be inactive for an extended period of time due to programmatic issues, prohibitive plant conditions, or because the problem is with equipment that is not in use.  To inactivate a work order, follow the below steps:

	Actionee
	Step
	Action

	Originator
	1.
	Provide a statement for inactivation on the work document.


	
	2.
	Sign and date the statement.


	
	3.
	Obtain concurrence from the Technical Authority and the Validation Authority.


	Validation Authority


	4.
	Verify that the as-left condition of the asset does not create a non-compliance with the Safety Basis for the facility.


	WCC/Facility Designated Personnel

	4.
	Transcribe existing data into CMMS.
· Update status as appropriate.

	Technical Authority
	5.
	Annually review Retent-Inactive work documents.  This review may result in re-activation or cancellation of existing work orders.





	
	
	

	
	
	


	
	
	



	
	
	



	
	
	



	
	
	

	
	
	



5.3.5.4
Reactivation of Work Orders.  Reactivation of work orders is a simple process, done whenever it is determined that a previously inactivated work order is now ready to be reactivated to work.
	Actionee
	Step
	Action

	Technical Authority
	1.
	Determine that an inactivated work order needs to return to an active status.


	
	2.
	Notify WCC/Facility designated personnel that work order needs to be returned to an active status.


	WCC/Facility Designated Personnel
	3.
	Update status within the CMMS as appropriate based on what the status was prior to inactivation, or current package requirements. 



5.4
Guidance Documents

Several Guidance Documents exist to provide support to the FH Work Management Process.  Detailed instructions on how to put together WOs are located in HNF-GD-12116.  Instructions on how the Resource Allocation Process is used to handle peaks and valleys in resource needs are found in HNF-GD-11124, Maintenance Resource Allocation Guide.
6.0
FORMS

Bill of Material, BC-6002-041
Environmental Activity Screening, A-6003-727
FH Service Ticket, A-6003-492
Modification Impact Review Form, A-6002-910
Radiological Risk Screening, A-6003-838
Work Package CM Process Checklist, A-6003-853


Work Release for Construction Service Organizations, BC-6001-394

7.0
RECORD IDENTIFICATION

Records Capture Table

	Name of Document 
	Submittal Responsibility
	Retention Responsibility

	Work Orders (Planned, No Planning Required)
Service Tickets

Radiological Records
	Facility/Project Designated Personnel
	Facility retention until no longer needed, then retire to Records Holding in accordance with RIDS.


8.0
REFERENCES

8.1
Source References

None

8.2
Working References
HNF-5173, PHMC Radiological Control Manual

HNF-MP-003, Integrated Environment, Safety, and Health Management System Description
HNF-GD-11124, Maintenance Resource Allocation Guide
HNF-GD-12116, Work Planning Guide

HNF-GD-14047, Pre-Job Briefing and Post-Job Review Guide

HNF-PRO-060, Reporting Occurrences and Processing Operations Information
HNF-PRO-062, Unreviewed Safety Question Process

HNF-PRO-067, Managing Lessons Learned

HNF-PRO-070, Plant Forces Work Review (Davis-Bacon Act Compliance)
HNF-PRO-079, Job Hazard Analysis

HNF-PRO-081, Lockout/Tagout

HNF-PRO-286, Testing of Equipment and Systems
HNF-PRO-2001, Facility Modification Package Process 
HNF-PRO-8635, Review and Approval of Technical Documents
HNF-PRO-10588, Records Management Process
HNF-PRO-14990, Construction Management
HNF-PRO-15333, Environmental Protection Processes
HNF-PRO-19304, Periodic Maintenance and Surveillance Process
HNF-PRO-20050, PHMC Engineering Configuration Management

HNF-RD-210, Records Management Program Standards
HNF-RD-7647, Emergency Preparedness Program Requirements
HNF-RD-8524, Supervision of Field Work
HNF-RD-10859, Maintenance Management
HNF-RD-11509, Warehouse and Inventory Management Requirements

HNF-RD-14988, Project Management Requirements
APPENDIX A - Symbol Logic for Process Maps

Symbol
Use Description


The Trapezoid shape is used to identify the starting point for a process map.  Starting points do not typically include actions or identify performing personnel.


The rectangle shape is used to identify process steps on the process map.


The diamond shape is used to identify decision points on the process map.


The ellipse shape is used to identify input data to the process map.


The hexagon shape is used to identify stopping points on the process map.

The oval shape is used to identify end points on the process map.  It can also be used as a linking point to another process map.  End and linking points do not typically have actions or identify performing personnel.

APPENDIX B - Glossary

	Term
	Definition

	
	

	Acceptance Authority
	The individual in an organization who has authority to accept the completed WO as satisfactory.



	Administration Support
	A general term for those employees who handle general administration tasks associated with work management.



	Area Work Review Agent
	The individual assigned to a project or area that oversees the Plant Forces Work Review (PFWR) process for that project or area.  Assures the project or area is in compliance with the Davis-Bacon Act, reviews and processes the PFWRs to the Company Work Review Agent (CWRA) for determination by DOE.  Assists the CWRA with any questions or concerns relating to Davis Bacon issues in his/her assigned area.


	Building/Facility Owner
	The individual(s) who have building responsibility and may declare building emergencies.  This is typically a Building Emergency Director or Building Warden (non-nuclear facilities).



	Computerized Maintenance Management System (CMMS)
	The computer software tools used to support the work management process.  This may be the current Job Control System software, MAXIMO™ software, or other software that is in use.



	Corrective Maintenance
	Work tasks that repair failed or malfunctioning equipment, systems, or facilities to restore the intended function or design condition.



	Direct Change
	A direct change is a handwritten change (deletion/addition) using reproducible pen and ink.  It is more significant than an editorial change and requires additional approvals.  Its purpose is to allow continuing fieldwork with minimal interruption.  Direct changes should not be complicated, nor should they deter from readability of the WO instructions.  If the WO becomes confusing due to size or number of changes required, a formal change should be processed.


	Editorial Change
	An editorial change is a handwritten change (deletion/addition) made by the FWS/PIC or Support Staff in the field using reproducible pen and ink.  Editorial changes are allowed for typographical, grammatical, or spelling errors, charge codes, resource and priority codes.  
Editorial changes are NOT allowed for changes that affect the technical content of the resolution or retest, numbers associated with units of measure, numbers associated with components or system or name plate information or data.


	Emergency 
	Work tasks that the building/facility owner requires immediate assistance on, due to the critical nature of the repair (example:  stopping flooding or fire).  When fire protection systems/equipment are involved, the term Emergency Impairment is applied.  Initial stabilization of the emergency condition is needed before a WO can be processed.


	Emergent Work
	Work tasks that are identified as requiring accomplishment during the period covered by the POW, after the POW has been issued.



	Environmental Compliance Officer
	The individual assigned in a project to make decisions related to environmental compliance issues.



	Field Work Complete
	The status of a WO when all defined tasks are completed and the FWS/PIC has signed the WO.



	Field Work Supervisor (FWS)
	A trained and qualified individual assigned responsibility for coordinating, directing, and monitoring the performance of a WO in accordance with HNF-RD-8524, Supervision of Field Work, and this document


	Fire Systems Maintenance (FSM)

	The section of the Hanford Fire Department (HFD) that is responsible for the proper maintenance and repair of the site fixed fire alarms, fire suppression systems and equipment, and water distribution systems.



	Fire Protection Systems Testing and Logistics
	The section of the HFD that is responsible for control and testing of the site fixed fire alarms, fire suppression systems and equipment, and water distribution systems.  Also known as Testing and Services (T&S).


	Formal Change
	A formal change is documented and approved on a formal change notice. The change takes more time to process and therefore is not normally made by a FWS.  The formal change process is the most rigorous change process and can be used for all WO changes.


	Modification Log
	A table in a construction work package that is used to track changes to the construction work package.



	Modifications
	Work tasks that change the design configuration of the physical asset being maintained as defined in HNF-PRO-2001.


	NEPA Trained Individual
	Individual who has met the requirements in HNF-PRO-15333 for conducting NEPA screens on WOs.



	No Planning Required (NPR) Work Order
	A simple work order for performing pre-approved tasks where tracking and record retention is required, or Periodic Maintenance tasks where no supplemental work instructions are required beyond those contained in the pre-approved technical procedure or datasheet.



	No Release Required (NRR)
	A designation given to activities that do not affect the operation and configuration of the facility and do not require Release Authority approval prior to performing the work.  


	Partial Work Release
	The act of authorizing personnel to accomplish a limited amount of work defined in the WO.


	Periodic Maintenance
	Work tasks that perform periodic maintenance activities intended to maintain a system or component in the as-designed condition without the need for unplanned Corrective Maintenance.



	Person-in-Charge (PIC)
	An individual who has gone through extensive training of facility specific requirements that applies to performing work in that facility.



	Plan of the Day (POD)
	The listing of activities that are planned for accomplishment on a given day.  The POD may be a subset of the POW.



	Plan of the Week (POW)
	The listing of activities that are planned for accomplishment during a given week.



	Planned Work Order
	A modification, complex corrective maintenance, or PM task requiring supplemental work instructions, or other task requiring detailed work instructions.



	Planner
	A general term for those employees who are trained to put work elements into WOs, and have responsibility for WO process, content, accuracy and completeness.


	PM Coordinator
	The individual in an organization who has the responsibility to use PM recall systems to generate PM WOs.



	Post-Job Review
	The process of reviewing the work accomplished during performance of the Work Order to identify strengths and needed improvements as outlined in HNF-GD-14047 and HNF-5173.


	Pre-Approved Document
	A document that has been approved by a defined approval process.  These documents may be packaged in the work order to accomplish the work.  Examples are: Periodic Maintenance Procedures, and Operations Surveillance Procedures.



	Pre-Job Brief
	The pre-job briefing conducted by the FWS/PIC with the team who will be performing the work identified in the WO as outlined in HNF-GD-14047 and HNF-5173.


	Pre-Work Review
	The act of performing a final review of the WO to determine if the WO is ready to be scheduled.  Typical reviews include:  
Work scope definition, prerequisites, retests, and data records, 
System configuration requirements including lockout tagout callouts, 
Modifications have properly completed Modification Impact Review (MIR) forms, and USQ screening/evaluations use current authorization bases.


	Priority
	A value code that is assigned to a WO to designate the relative urgency of the task in relation to other work tasks regarding safety, facility mission, statutory requirements, etc.  See HNF-IP-0939, Section 17.3, Fire System Testing and Maintenance Program Plan for priorities involving fire protection systems.


	Release Authority
	The individual in an organization who has authority to release the WO for work in the field.



	Requestor
	The individual identifying a work task.



	Scheduler
	A general term for those employees involved in developing the POD/POW.



	Service Ticket
	A simple, No Planning Required work order for performing pre-approved tasks where no formal tracking or record retention is required.



	Subject Matter Expert (SME)
	An individual who by appropriate education, training and/or expertise is a recognized expert in a particular subject, topic, or system, and is identified and authorized to represent an organization or functional area for a specific topic or set of topics.


	Supplemental Work Instructions
	Instructions in a work order that are used to sequence or provide additional steps when pre-approved documents are used in the work order.


	Support Staff
	Support staff is a generic term used to identify either a Planner or Work Control staff assigned responsibility for conduct of a post job review.



	Technical Authority (TA)
	The individual having technical responsibility for procurement, fabrication, installation, preventive maintenance, repair of or modification to structures, systems, or components, as well as responsibility for evaluating and maintaining the adequacy of spare parts.  This term may also be used for the Design Authority, Responsible Engineer, Cognizant Engineer, System Engineer, Fire Systems Maintenance (FSM) Engineer and Fire Protection Engineer.


	Validation Authority
	The individual in an organization who has the responsibility and authority to validate work requests.



	Work Acceptance
	The act of accepting that the work performed in the WO was satisfactory.  This is done by the Acceptance Authority.



	Work Closeout
	The process of completing all activities in a WO after Work Acceptance so the WO may be archived.



	Work Initiation
	The act of identifying a work task that will be processed through the work management system.



	Work Order (WO)
	The document that provides the direction on how to resolve the task in the Work Request. 


	Work Record
	The part of the WO where narrative entries are made by workers and FWS/PIC.  These entries would include documentation of changes made to the Work Order, Notice of Discrepancies (NODs), FWS/PIC turnover, and any other work history pertinent to the work order.


	Work Release
	The act of authorizing personnel to accomplish the work that is defined in the WO.  Typically, the types of elements the Releasing Authority will need to verify include, but are not limited to:

· System lineup is configured and ready for work to commence.

· Tagouts are installed.

· Compatibility with other currently released work activities.

· Limiting Conditions of Operations (LCOs).

· Required notifications are made.
· Prerequisites have been met.


	Work Request
	The act of documenting a work task that will be processed through the Work Management System.



	Working Copy
	A copy of all or part of a record copy work document that is used for performance of work activities outside the facility or at FWS/PIC discretion.  Changes to the work document or suspensions are accomplished by returning to the “Record Copy” and processing the changes in accordance with this procedure or your facility specific Work Management procedure.

At the completion of the task, the working copy is returned to facility designated personnel for incorporation of data into the record copy document.




APPENDIX C - Work Priority List
Facilities are responsible for developing work priority levels.  The following can be used to assist in determining appropriate priority levels.
Priority 1.  The priority assigned to WOs that require immediate use of resources to prevent imminent danger to personnel, an environmental release, damage to plant equipment, or restore conditions to those required in the Safety Basis.  Once compensatory measures have been taken to mitigate the initial hazards, follow on work will be given a lower priority.  The work is necessary to:

a.
Prevent injury to personnel.

b.
Prevent a criticality event or release of hazardous substance or radiological material to the environment beyond the reporting values of HNF-PRO-060, Reporting Occurrences and Processing Operations Information.

c.
Bring systems back into compliance with Technical Safety Requirements (TSRs), permits or avoid imminent violation of these requirements.

d.
Prevent major equipment damage from an abnormal system condition.

e.
Repair Security Systems where an alternative system cannot be reasonably provided.

f.
Restore a Malfunction Alarm System that does not transmit an alarm to appropriate personnel.  If alternate monitoring can be established, a Priority 1 may not be necessary.

g.
Correct nuisance alarms that divert personnel attention from other monitored parameters or equipment.  Priority 1 is used if the nuisance condition continues for longer than 24 hours.

Priority 2.  The priority assigned to WOs that maintain safety and ensure that the facility is able to meet mission milestones while staying in compliance with regulations.  This work is necessary to:

a.
Correct conditions posing low probability, minor impact personnel safety issues.

b.
Perform Technical Specification/OSR Surveillance Procedures.

c.
Prevent release of hazardous or radioactive contamination to uncontrolled areas beyond prescribed limits (greater than HNF-5173, Table 2-2 for radioactive material).

d.
Repair or correct problems impacting reliability of essential equipment/facilities.

e.
Perform necessary safety/environmental equipment maintenance and repairs.

f.
Perform tasks essential to meet program goals.

g.
Perform mandatory Periodic Maintenance procedures.

h.
Accomplish essential equipment/facility modifications.

i.
Perform Security Systems repairs (including repairs where alternate systems have been provided).

Priority 3.  The priority assigned to WOs that are necessary but do not jeopardize meeting safety requirements, project schedules, or maintaining plant operation.  The work is necessary to:

a.
Correct problems associated with non-essential but necessary equipment.

b.
Perform Periodic Maintenance procedures not identified as Priority 2.

c.
Modify equipment/facilities to improve operability or maintainability.

d.
Repair facility, or plant parts/equipment.

e.
Correct problems that impact facility or building habitability.

f.
Prevent hazardous or radioactive contamination release to "Posted," controlled areas above action limits.

g.
Correct conditions designated as personnel safety with very low probability of occurrence.

Priority 4.  The priority assigned to routine WOs that are nonessential to meet program goals.  The work is necessary to:

a.
Correct conditions designated as personnel safety but not Priority 1, 2, or 3.

b.
Perform tasks that are generally not directly related to the safety and operation of an area, facility, or plant.

APPENDIX D - Use of “Working Copy” Documents

There are times during the execution of work activities when it becomes ineffective to use the record copy for performance of work.  When situations warrant, the use of a “Working Copy” (WC) document should be considered.

The WC is a copy of all or part of a record copy document that is used for performance of work activities performed outside the facility or at FWS/PIC discretion.

The following provides simple guidance on the use of WC documents.

1.
The FWS/PIC determine that situations warrant use of a WC document (i.e., work in a contamination area or other, adverse environmental conditions where it is impractical to record directly onto the work package instructions, or multiple copies of a record copy are required for various work groups).  In some cases, it may be appropriate for data to be collected by a member of the group who is outside the contamination area if he or she is able to see the work and is able to communicate with the other workers.

2.
Designated facility personnel print a copy of the record copy document.  This copy becomes the WC.

3.
The WC is clearly marked and numbered (i.e. Working Copy #1).  Date of issue and to whom the WC was issued is documented on the original record copy.
4.
Multiple WCs may be issued to a record copy document if required.  It is essential that each WC is documented and accounted for to ensure all work activities are captured on the record copy document.

5.
Work is performed using the WC to document activities performed.  For contaminated area work, data/signatures are transferred to the work package when exiting the contaminated area and the WC is disposed of as radioactive waste.

6.
If work needs to be suspended or a work change is required, these activities are accomplished by returning to the Record Copy and processing these activities as you normally would in accordance with this procedure or your facility specific Work Management procedure.

7.
At the completion of the activity, the WC is returned to facility designated personnel who shall review for incorporation/retention of data into the record copy document.  Return of the WC is documented on the work document.
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