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GENERAL INFORMATION

This guide complements the requirements that attee®dOE Order and Manual 231.1 series.
Occurrence reports should contain sufficient infation about the facility/organization, its
operation, the event or condition being reported, its significance, to facilitate action by those
personnel not familiar with the details of the fiigj equipment, or procedures.

Facility management (and their designees) showdhes graded approach described in the
Occurrence Reporting Model (Appendix B) to deterrtime level of effort required for a reportable
occurrence, based on its significance category.

Operations and engineering units, as well as athpport organizations, should be involved in the
identification and assessment of reportable ocogg® Site information, such as operations logs
and engineering evaluations, should be used irptioisess. Engineering judgment should be used
during the review of events and conditions to eashiat precursors to occurrences are identified and
reported.

An occurrence that is not serious, given the camstunder which it happened, might, under
different initial conditions, be a precursor toegisus event at the same or other facilities.

This guide contains information on each data fielthe occurrence report, including the kind of
data that should be entered in the field to progdality and consistency. Quality data makes it
easier to retrieve and use statistics and lessamsdd from the database.

Occurrence Reporting Definitions
For a listing of definitions relevant to the ocairce reporting process, see Appendix A.
Information Security

Occurrences containing any classified informatldnglassified Controlled Nuclear Information
(UCNI), Official Use Only (OUQ), or other controtienformation must nabe entered into the
ORPS database. Instead, a submit a sanitizedwarsihe occurrence; all other requirements of
DOE M 231.1-2 must be met. Additionally, occurresi@nvolving incidents of counterintelligence
concern (e.g., foreign persons, governments, orgdons, entities or influence) will not be entered
or referenced in the ORPS database.

Conventions for Entering Dates and Times

For occurrence reports, use the mm/dd/yyyy dat@ab(i.e., 06/01/2008). Military time is used
(8:00 a.m. would be 0800; 3:00 p.m. would be 1500).

Submittal Schedule for Occurrence Reports

For the required time frames for submitting occaceereports, refer to the Occurrence Reporting
Model (Appendix B).



Occurrence Report Writer's Guide (EFCOG Draft #12)
- ______________________________________________________________________________________________________________________|

Required Fields for Occurrence Reports

The Notification Report requires completion of fiel1-13, 16-22, 24, 25, 28-30 and 34 of the
occurrence report. NOTE: All fields are availal@dad should be used if the applicable information
is available.

The Short Form Report requires completion of fidlek3, 16-22, 24, 25, 28-30, 34 and 35 of the
occurrence report. The Short Form Report (Sigaifae Category 4 occurrences) is final when
submitted, and does not require DOE approval.

The Notification Report is retained and updateduiee in filing an Update Report (if needed) and a
Final Report.

The Update Report can utilize any field in the aoence report. Update Reports are intended to
include significant and new information about tleewrence.

The Final Report requires completion of all fieldshe occurrence report (i.e., fields cannot be
blank) with the exception of those fields specifeedoptional below.

NOTE: It is expected that the analysis of most occuesrwill be completed and the Final Report
submitted within 45 calendar days. For certairuo@nces (i.e., accident investigations) it is
understood that the required information may noaveglable within this time frame. In these
instances, submit an Update Report within 45 caeddys.

Data Changes on ORPS
The data change function is used to modify final apdate/final reports.

When you have identified the report to modify, cb®either th&ditorial Change or theBack
Stage a Reportcommand button in the Data Entry module.

The following actions make ddpdate/Finalor Final Reportavailable for editing where, after
making your changes, you can resubmit the report.

Editorial Change:

Choose this action if you want to change wording text field, modify corrective action
items, or make any other modification EXCE®Thange to the Significance Category.
This will result in the submittal of either a reetsUpdate/Final Report or a revision to a
Final Report.

NOTE: If you are making a modification to the reportergeria thatdoesnot affect the
Significance Category, use tEelitorial Change button.

NOTE: Any changes to corrective actions for Signifi@@ategory OE, 1, R, 2, or 3 occurrences
requireapproval of the cognizant DOE Facility Represenat

Back Stage a Report
Choose this action if you want to change the Sigaiice Category level or re-submit a
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rejected report. This will reopen the occurrereggort as an Update Report in Data Entry
and, if appropriate, will ultimately remove the gxg Final Report from the ORPS
Database.

NOTE: If you are making a modification to the reportingeria thatdoesaffect the Significance
Category, use thBack Stage a Reporbutton.

NOTE: Changes to the Significance Category may reqdditional notifications (DOE Facility
Representative, Prompt Notification to DOE-HQ, Jetc.

To change an occurrence report number, send aril éenoapssupport@eh.doe.gov

Data Entry to ORPS

Field #1 — Occurrence Report Number

A unique designator assigned automatically by ORR&n the notification report is transmitted into
the system. The ORPS GUI will show a temporaryuaence report number in this field until the
report is transmitted. The report number for be¢aof plant reports will be recorded and provided
to the facility by the ONC via standard notificaticeport distribution.

Report Type and Date

The report type is selected from “validate” anddsut” buttons at the bottom of the Data Entry
page on ORPS; the report dates and times are atitattyaentered when the report is submitted.

Field #2 - Facility Name

Enter the facility acronym from a drop-down mer@nce the facility code is entered, the program
automatically completes the Site Name, Originat@hmitter, Job Title, and telephone information
fields when the report is entered into ORPS.

Field #3 - Facility Function Code

Enter the code for the type of facility or the aity/function performed by the facility. Only 1
function can be selected.

01 - Plutonium Processing and Handling
02 - SNM Storage

03 - Explosive

04 - Uranium Enrichment

05 - Uranium Conversion/Processing and Handling
06 - Irradiated Fissile Material Storage

07 - Reprocessing

08 - Nuclear Waste Operations/Disposal
09 - Tritium Activities

10 - Fusion Activities

11 - Environmental Restoration Operations



Occurrence Report Writer's Guide (EFCOG Draft #12)

12 - Category "A" Reactors

13 -Category "B" Reactors

14 - Solar Activities

15 - Fossil and Petroleum Reserves

16 — Accelerators

17A - Laboratory - Biological

17B - Laboratory - Chemical

17C - Laboratory - Radiological

17D - Laboratory - Physics (Lasers, etc.)

17E — Laboratory — Material Science

17F — Laboratory - Robotics

99A - Balance-of-Plant - Offices

99B - Balance-of-Plant - Machine shops

99C - Balance-of-Plant - Site/outside utilities
99D - Balance-of-Plant - Safeguards/security
99E - Balance-of-Plant - Storage (except SNM)
99F - Balance-of-Plant - Laundries

99G - Balance of Plant — Infrastructure (Other fioms not specifically listed in this category)

Field #4 - Site Name

The site name is automatically entered onto thertephen it is transmitted, based on the authority
file of the Originator/Transmitter.

Field #5 - Manager/Designee
Enter the name of the Facility Manager or desigmee approved this report, either by transmittal

onto ORPS or hardcopy signature. This individadhie person responsible for the contents of the
occurrence report. Use the drop-down menu (fasteiged users) or input the name manually.
Field #6 - Manager Phone
Enter the telephone number of the Facility Manaygeatesignee. Example: (509) 376-5530.
Field #7 - Job Title

Enter the job title of the Facility Manager or dgme. Limited to 45 characters or spaces.

Field #8 - Originator/Transmitter

The name, title, and telephone number of the QaitgiriTransmitter will be automatically entered
based on authority file information.

Field #9 - Originator Phone
The phone number of the Originator is automaticafifered, based on authority file information.

Field #10 - Originator/Title
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The title of the Originator is automatically entéréased on authority file information.

Field #11 — Division/Project

Identify the project or contractor organizationpessible for the facility at which the occurrence
took place. Do not use acronyms.

This field is required for all reports.

Field #12 — Secretarial Office

Select the DOE Secretarial Office to which thigligcis operationally responsible from the drop-
down menu, or use this list.

EE Energy Efficiency and Renewable Energy
EH  Environment, Safety & Health

El Energy Information Administration

EM  Environmental Management

FE Fossil Energy

ME  Management, Budget and Evaluation

NA  National Nuclear Security Administration
NE  Nuclear Energy, Science and Technology
NP  New Production Reactor

RW Civilian Radioactive Waste Management
SC Science

SO  Office of Security

UE  Uranium Enrichment

Only one Secretarial Office may be selected. Ifffudity is operationally responsible to more than
one Secretarial Office, enter the Secretarial @fffeat is most directly involved in the specificrkwo
activity during which the occurrence took place.

This field is required for all reports.

Field #13 — System/Building/Equipment

List the systems, equipment, or structural itemvslved in the occurrence. In addition, in the case
of component failures or defective parts or matgrigrovide such information as the manufacturer,
model number, size, etc. List the most signifigtarn(s) here. Since this entry is limited torieli

of text, additional items can be listed in the Dgamon of Occurrence field.

This field is required for all reports.

Field #14 - Authorized Classifier/Reviewing Officid
Enter the name of the authorized classifier whaetged the report and determined that it was
unclassified, or the name of the reviewing officiddo determined that there was no Unclassified

Controlled Nuclear Information (UCNI) or other cosited information included in the report.
Classified, UCNI, and controlled information MUSTON be transmitted to ORPS. For reports
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containing classified, UCNI, or controlled inforrnmat, a sanitized version of the report must be
submitted to ORPS. For facilities where classifip@rations are conducted, classified information
is generated, or UCNI or other controlled inforroatis available, this field is required for all
reports.

Field #15 - Classification Date

Enter the date when the authorized classifier weveng official reviewed this report and
determined that it was appropriate for entry inlRR®. Example: 06/01/2008

Field #16 — Unclassified Controlled Nuclear Inform#éion (UCNI)

When required and when appropriate UCNI guidaneaslable, a reviewing official will make a
final determination that the report contains (eti¥rfor Yes) or does not contain (enter "N" for No
UCNI. Where appropriate guidance is not availadlegviewing official should make a preliminary
review determination that the report may contairNU(&nter "Y" for Yes) or does not contain
UCNI (enter "N" for No). Classified and UCNI info@tion is not allowed on the ORPS database.
A sanitized version, however, must be submittedhiwithe required time frames.

This field is required for all reports.

Field #17 — Plant Area
List the name of the site-specific plant area wieesoccurrence took place.

This field is required for all reports.

Field #18 — Discovered Date/Time
Enter the date and time that cognizant facilityfstescovered the event or condition being reparted

Example: 06/01/2008 1500
This field is required for all reports.

Field #19 — Categorized Date/Time

Enter the date and time when the facility manag¢erdhined that the event/condition was a
reportable occurrence and categorized it.

Example: 06/01/2008 1700

This field is required for all reports.

Field #20 — Subject/Title of Occurrence

Enter a concise subject or title for this repod(Qtharacters or less) that best details the nature
cause, and result of the occurrence. Examples:

Government Vehicle Accident
Suspect/Counterfeit ltems
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Personnel Contamination
This field is required for all reports.

Field #21 — Reporting Criteria

Enter the reporting criterion code or codes (asynanapply) from DOE M 231.1-2, Section 6.3 (or
contractor occurrence reporting procedure). Uighat are applicable and appropriate. Only one
code is required. For ORPS GUI users, click orfiR@ Lookup Table”, scroll down to the
appropriate criterion, and hit the “Select” button.

Example: 2.A(5)3. Note that in the example, “@the group number, “A” is the subgroup number,
“5” is the sequence number, and “3” is the Siguaifice Category number.

This field is required for all reports.

NOTE: The Significance Category field will contain thighest significance category associated
with the selected reporting criteria. For examlegporting criteria with significance categorids
3, and 1 were selected, then the significance oayegould be 1.

Field #22 - Significance Category

This field is automatically assigned by the systard is dependent on the Reporting Criteria.
Significance Categories include OE (Operational Eyaecies), 1, R, 2, 3, and 4, with OE being the
most significant and 4 the least significant. Hignificance Categories are defined as follows:

Significance Category OE Operational Emergency occurrences are the masuseoccurrences
and require an increased alert status for onsitgopeel and, in specified cases, for offsite
authorities.

Significance Cateqgory 1 Occurrences in this category are those that@r®perational
Emergencies, and that haveeary serious impaain safe facility operations, worker or public sgfe
and health, regulatory compliance, or public/bussnaterests

Significance Category R Occurrences in this category are identified asneng, as determined by
periodic performance analysis of occurrences a@cste.

Significance Category 2 Occurrences in this category are those that@r©perational
Emergencies, and that havsignificant impacbn safe facility operations, worker or public $gfe
and health, regulatory compliance, or public bussnaterests.

Significance Category 3 Occurrences in this category are those that@r©perational
Emergencies, and that havenaderate impaabn safe facility operations, worker or public sgfe
and health, regulatory compliance, or public bussnaterests.

Significance Category 4 Occurrences in this category are those that@r©perational
Emergencies, and that haeev impacton safe facility operations, worker or public $gfend
health, public/business interests.
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Cancelled Reports:

If the report is being cancelled as non-reportatheck the “Cancel Report” box.

Fields 1-13, 16-22, 24, 25, and 28-30 and 34 ajeired for cancelled reports. NOTE:
Does not apply to Short Form Reports (SignificaGegegory 4).

Re-Categorizing Occurrences

All occurrences that are re-categorized must beveduated for required prompt notifications
(See DOE M 232.1-2 for other requirements).

An Update or Update/Final Report (whichever applreast be submitted, and an
explanation of why the occurrence was upgradedwamgraded included in the Description
of Occurrence field. Do not change the originadatgtion, unless required by the
occurrence investigation.

Field #23 - Recurring Event

If this is a recurring event, check the box. OtVise, leave it blank. When this box is checked, th
Significance Category will be set to R automaticadigardless of the Significance Category derived
from the Reporting Criteria selected.

For events categorized as Significance Categotiidrsimilar occurrences identified in the data
analysis must be included in the Similar OccurreReports field. If no specific significance
category can be identified for the report, use Erbd(2) “Management Concerns/Issues” from
DOE M 231.1-2, Section 6.3.

Recurring occurrences must be categorized andtexpoollectively as a Significance Category R
occurrence, even if each individual occurrencelteeh originally categorized at a higher or lower
significance level (e.g., as Significance Catedbpor 4 or even as non-reportable occurrences). See
the Occurrence Reporting Model, Section 11 of DOR3.1-20, requirements for a Significance
Category “R” occurrence.

This field is only required for occurrences desigdaas “recurring”.
Field #24 - Subcontractor Involved

If a subcontractor is involved in this occurrendegoseYes Otherwise chooddo. If Yesis
selected, enter the name of the subcontractorbmosuractors (required).

This field is required for all Final Reports.

Field #25 — Description of Occurrence

Enter a clear, concise, objective description oatwtappened and was observed. To the maximum
extent possible, provide a sequence of eventsnddanclude an evaluation of the occurrence,
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causes,

or corrective actions taken in this field.

The following instructions are required (DOE M 2B2) when completing this field:

Provide

The first paragraph of the Occurrence Descriptlooutd relay the essential nature of the
event (i.e., a summary of the occurrence in newspsiyle).

All information should be clear and succinct. Adveedundant and unnecessary text, and
lengthy “log book” accounts, unless a discussiothefevent in chronological order is
considered essential to understanding the event.

Complex and more significant occurrences shouldam@a greater level of detail.
Significance Category 4 occurrences would likelgahenly a short paragraph under
Occurrence Description. However, all reports stiqguksent enough information so that
the general reader understands why the event neddsreported and what the effect is.

Avoid jargon and uncommon or site/facility-spec#iicbreviations and acronyms. If used,
acronyms should be initially spelled out.

Unless necessary to record and explain the evant geispect/counterfeit items or
material), use general descriptions of equipmewicedures, etc., rather than presenting
lengthy detailed titles and the numbers and letdisstgned to those items.

Quantify the level of contamination, dose, releas®l damage (e.g., estimate the acres of
wild land burned) when possible, instead of mesthfing a reportable limit was exceeded.

Use active rather than passive voice whenever lplessior example, writetlie
electriciansevered the conduit” rather than “the conduit sasered.”

at least the following information, if afalble:

The method of discovery

Any component failures and failure modes

Any personnel errors involved, including the typmel aesult of the error
Any procedure problem encountered

The response of any automatic or manual safetgsysand the signals that initiated and
terminated their operation

The duration of any failures
Operator actions that affected the course of events

The loss of any safety equipment

For contamination events, see Appendices A and Bufther guidance.
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All photos, sketches, or drawings relative to theart should be referenced as attachments to the
occurrence report, with specifics as to where @amfivhom they can be obtained. They can also be
posted on the Internet, with a hyperlink to thewdoents included in this field.

For recurring events, include all pertinent infotioa to describe how the event was determined to
be recurring.

This field is required for all reports.

NOTES TO THE WRITER:

The event description should begin with a con@bgective summary paragraph of what
happened, and when and where it happened (chranalegquence of events). The writer
should keep in mind that the occurrence report$aarhe entire DOE community as well as
the public.

The description should contain some backgroundmméion concerning the facility or
equipment involved. A description of the functipavpose of the facility or equipment is
helpful. All reports should be written so thatiwiduals unfamiliar with facility operations
can readily understand the occurrence and its coiesees.

Since the first ten lines of the description appmathe ORPS Summary Report, try to
include the most significant information within Heelines. This is helpful for those
compiling lessons learned information.

When an action is discussed, it should be cleaaiyd why that action occurred or was
taken (i.e., required by procedure, personnel waieed to do it that way, or
automatic/designed feature). If an action is nmav@d but not explained, the result is an
unanswered question in the reader's mind.

Field #26 — DOE-HQ OC Notification

Enter the date and time when the DOE HQ Operat@arger was notified and the name and
organization of the person notified.

This field is required for all reports that areegirized as Operational Emergencies and
Significance Category 1 occurrences. This fieldls® required for Significance Category 2
occurrences as directed by the Field Office. lditaah, this field is required for specific
Significance Category 2, 3, and 4 occurrences ifilethivith an asterisk next to the reporting
criterion.

Field #27 — Other Notifications

Enter the dates and times of notification to stete local officials, or other agencies, and the @am
and organizations of the individuals notified. Adzhal information can be provided in the
Immediate Actions Taken field.

This field is required for all reports that areeggirized as Operational Emergencies and
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Significance Category 1 occurrences.

Field #28 — Operating Conditions

Enter a brief (up to 2 lines of text) descriptidrtlee operational status of the facility or equiprhat
the time of the occurrence. For example, this malde pertinent temperatures, pressures, or other
parameters necessary for evaluation of the ocoterand its consequences.

If this information is not applicable (i.e., nowimlving an operational facility), enter "Does not
apply".

This field is required for all reports.

Field #29 — Activity Category

Select the activity that best describes the ongaciryity at the time of the occurrence, using the
drop-down menu.

This field is required for all reports.

01 - Construction

02 - Maintenance

03 - Normal Operations (other than activities sfeally listed in this category)
04 - Start-up

05 - Shutdown

06 - Facility/System/Equipment Testing

07 - Training

08A - Transportation Onsite

08B - Transportation Offsite

09 - Emergency Response

10 - Inspection/Monitoring

11 - Facility Decontamination/Decommissioning
12 - Research

Example: Maintenance work, even though performeathd a shutdown of the facility, should be
coded as "maintenance” not "shutdown". Item #3yrthal Operations" should be used only in the
event that none of the other selections fit theyoimg activity at the time of the occurrence.

Field #30 — Immediate Actions Taken

Describe the immediate or remedial actions takeetiarn the facility, system, or equipment item to
service, or to correct or alleviate the anomalargddion, and describe the results of those actions
The actions cited may be temporary measures negdsdeeep the facility in safe standby condition
or those used to permit continued operation ofakgity without compromising safety until a more
searching investigation or permanent solution aeftected.

List the actions taken in chronological order. Atecord the results of those actions. These dhoul
only include those actions taken in the short téren, hours) to correct the condition. Other long
term actions, such as ordering and installing a wewe, should be stated in the Corrective Actions
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field.

This field is required for all reports.

Field #31 — Cause Codes

Select all codes from the Causal Analysis Tree (IMDE31.1-2, Section 11 (or use a contractor
procedure), that best represent the causes ottharence. If you select A3 (Human Factors) as a
cause code, select any associated causes (codpetshe couplet selection list (or choose a bette
couplet for the occurrence). For ORPS GUI usdick on the Cause Code Lookup Table, scroll
down to the applicable causes, and click on “Sé&lect

NOTE: There may be rare instances where there 1&ahd couplet (i.e., ASB4C0Deliberate
Violation) for a Human Factors code. In these instanced\tA& option is available. Ensure
management approves of this selection, and ina@ndexplanation for its use in the report.
This field is required for all Final Reports, amsdoptional for Short Form Reports.

NOTES TO THE WRITER:

Significance Category OE, 1, R, and 2 occurrenegsirea Root Cause determination (and
any other causal factors that may apply). ReféneédOccurrence Reporting Model (Appendix
B).

Significance Category 3 occurrences regélipparent Cause determination (and any other
causal factors that may apply). Refer to the Qetiwe Reporting Model (Appendix B).

Significance Category 4 occurrences (Short FornoRgprequire no causal analysis.

Field #32 — Description of Cause

Discuss the causes of the occurrence, to incluadmases from the Cause Codes field and the
corrective actions identified, including causallgsis contributing to a recurring event (if
applicable). Do not repeat a description of theuo@nce, but discuss the results of the causal
analysis. A detailed description of the correcegions is necessary to demonstrate that the
identified actions will adequately address the eéjsof the problem.

This field is required for all Final Reports, ext&hort Form Reports.

NOTES TO THE WRITER:
Each cause identified should be discussed in sefficletail to enable the reader to
understand the analysis process and how a particalge was determined. A description
of the corrective actions is necessary to dematestinat the identified actions will

adequately address the cause(s) of the problemg(iesent recurrence). Corrective actions
identified in this field are also included in ther@ctive Actions field.

For readability, it is helpful to identify each s&uby its code description (i.e., Apparent
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Cause: Inadequate Work Package Preparation) fetldsy the description and corrective
actions to prevent recurrence.

If separate documentation (i.e., root cause arglisappropriate, reference the document in
this field of the report and include an explanawdmow the document can be obtained.

Field #33 — Evaluation by Facility Manager

With the information available, the Facility Manag#ould provide his or her evaluation of the
occurrence and its effect or possible effect orplaat, system, program, etc. The Facility Manager
may later supplement this evaluation with additierdries in Update reports or in the Update/Final
report.

This field is required for all Notification reportghere "Further Evaluation Required"” is "Yes" and
"Before Further Operation” is "Yes". It is alsquéred for all Update and Final reports, and is
optional for Short Form Reports.

NOTE: This field is also used to change Final Repdonsitial dates and justify why the report is
being delayed beyond its original target date.

Field #34 — Further Evaluation Required
If this occurrence will require further evaluatiamooseYes Otherwise choodso. For Cancelled
and Update/Final Reports, "Further Evaluation Regliishould be "No".
This field is required for all reports.

If further evaluation is required, specify if tl@scurrence will require further evaluation before
further operation. This field is required fol r@ports where "Further Evaluation Required" is
"Yes".

If further evaluation is required before furthereogtion, enter the name of the person who will
perform further evaluation on this occurrence dradate when the further evaluation will be
completed. The name and date fields are requinedlifreports where "Further Evaluation
Required" is "Yes" and "Before Further Operatian"Yes".

Field #35 — ISM Code
Select one or more integrated safety managemei) @¢8des from the following list to identify an
observed weakness or weaknesses in the facilitygementation of the ISM program (e.g., failure
to properly define the work scope, or failure tofpem an adequate activity level hazards analysis).
Available ISM codes are:

1. Define Scope of Work: Missions are translated into work, expectatiaiessat, tasks are
identified and prioritized, and resources are afted.

2. Analyze the Hazards: Hazards are associated with the work identifeedlyzed, and
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categorized.

3. Develop and Implement Hazard Controls: Applicable standards and requirements are
identified and agreed-upon, controls to preventgaie hazards are identified, the safety
envelope is established, and controls are impleadent

4. Perform Work Within Controls: Readiness is confirmed and work is performedigafe

5. Provide Feedback and Continuous Improvement:Feedback information on the adequacy
of controls is gathered, opportunities for impraythe definition and planning of work are
identified and implemented, line and independemtrsight is conducted, and, if necessary,
regulatory enforcement actions occur.

6. N/A (Not applicable to ISM Core Functions as detanined by management review):
Items that do not fall into the realm of ISM ConanEtions, e.g., natural phenomena, wild
fires, counterfeit/suspect parts, notificationsioh-compliance (Federal, State, Local), legacy
issues that could not have been anticipated, esileafquipment failures where maintenance
IS not an issue, etc.

This field is required for all Final reports, inding Short Form Reports.

Field #36 — Lessons Learned

Include any lessons that others might learn froenatcurrence that could be of importance to other
facility operators or that should be addressecenmsgnnel training or facility procedures. Give
enough detail so the lessons learned can be uonddrly all readers throughout the DOE complex.
Include analysis of similar occurrences, when appate. Avoid use of site-specific jargon and
spell out all acronyms.

This field is required for all Final Reports, asdoptional for Short Form Reports.

Field #37 — Similar Occurrence Reports

Enter the report number(s) for any similar occucegg) for your facility (or other facilities),

including similar occurrences contributing to awemg event. A discussion describing the analysis
of similar occurrence reports should be includefiald 32 or 33, as appropriate. Also, identifyya
known commercial reactor Licensee Event Report&R{L&r other related documents that describe
similar occurrences. The purpose of this iteno iglentify, if recognized, occurrences that might
suggest a generic problem. It also serves toiigeggneric problems that may result in single or
common lessons learned.

This field is required for all Final Reports, asdoptional for Short Form Reports.

Field #38 — User Defined Field #1

This optional field can be used by the facility ragar to store facility-specific information (e.g.,
cross-reference to performance indicator datale Ude of keywords is suggested as a way to track
significant data in occurrence reports. Maximungté of this field is 124 characters.
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User Defined Field #2

This optional field can be used by the facility ragear to store additional facility-specific
information (e.g., a cross-reference to a sitedfipgumber or name). Maximum length of this
field is 124 characters.

Field #39 — Corrective Actions

A facility may choose to use ORPS or its own lamatective action system to track and close out
corrective actions (CA). However, in either casger a complete description of the CA and the
target date when completion of the CA is anticidat® complete list of corrective actions should be
included in the report to ensure it can stand ®own (i.e., reviewers do not have to search foeot
reports, etc). For facilities using ORPS to traokl closeout the corrective actions, the Actual
Completion date is entered when the CA is complateticlosed. For facilities that choose to use
their local CA tracking systems, the Actual ComipletDate is not required. However, the reference
number of the CA stored in the local correctivaactracking system needs to be entered. All CA
items entered in ORPS with local CA reference nusibes considered closed. Corrective Actions
are required for Final reports and optional for Sk@rm Reports.

Field #40 — Facility Representative Comments

The DOE Facility Representative or designee carigechis or her evaluation of the occurrence,
including an evaluation of the initial and proposedrective actions and any follow-up by the

facility personnel, and can describe any otheoastthat DOE has taken since the occurrence. The
Facility Representative may supplement such infaionawith subsequent additional entries, as
appropriate. After completing the input, the FagiRepresentative's name and date will be
automatically entered by ORPS.

If a Final Report is being rejected, the FacilitggResentative should use this space to indicate why
This field is required only on Final Reports regetby the Facility Representative.

Field #41 — Program Manager Comments

The Program Manager or designee can provide teoevaluation of the occurrence, including an
evaluation of the initial and proposed correctiggans and any follow-up, and can describe any
other actions that DOE has taken since the occcereiihe Program

Manager may include additional information, as appiate. After completing the input, the
Program Manger's name and date will be automafieallered by ORPS.

If a Final Report is being rejected, the Programrmbtger should use this space to indicate why. This
field is required only on Final Reports rejectedthy Program Manager.

Signatures

This space is used to document electronic signaforghe facility manager, facility representative
and program manager. Obtain all three signatundbe hardcopy (classified) report before
distributing final reports in hardcopy. Includesttyped names and titles of the individuals byrthei
signatures.
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APPENDIX A: OCCURRENCE REPORTING DEFINITIONS

1. BUSINESS DAY. The normal administrative day of the reportimgamization (e.g., Monday
through Friday, 0800 to 1700 hours) during whichnmal work activities are conducted. It is not
meant to encompass the 24 hours in a day, evha fatility is operated or maintained on a 24-
hour basis.

2. CONDITION. Any as-found state, whether or not resultingrfran event, that may have
adverse safety, health, quality assurance, opegdtar environmental implications. A condition
is usually programmatic in nature; for examplepesin analysis or calculation; anomalies
associated with design or performance; or itemgatiohg a weakness in the management
process are all conditions.

3. DISCHARGE Includes, but is not limited to, any spillingaking, pumping, pouring, emitting,
emptying, or dumping of oil, but excludes dischargecompliance with a permit under Chapter
402 of the Clean Water Act (CWA); discharges resglfrom circumstances identified and
reviewed and made a part of the public record va#ipect to a permit issued or modified under
Chapter 402 of the CWA and subject to a conditroauch permit; or continuous or anticipated
intermittent discharges from a point source, idediin a permit or permit application under
Chapter 402 of the CWA, that are caused by evasasrdng within the scope of relevant
operating or treatment systems.

4. DISCOVERY DATE AND TIME. The discovery date and time is when the facdibff
discovered or became aware of the event or condifibe facility staff is those personnel
assigned to the facility and cognizant of the @meahich the event or condition is identified.

5. DOSE EQUIVALENT

Committed Dose EquivaleniThe predicted total dose equivalent to a tissumgan
over a 50-year period after a known intake of aomuaclide into the body. It does not
include contributions from external dose. (See D®E&400.5 for further definitions.)

Committed Effective Dose Equivalent (CEDEhe sum of the committed dose
equivalents to various tissues in the body, eachiptiad by the appropriate weighting
factor. (See DOE O 5400.5 for further definitigns.

Effective Dose EquivalentThe summation of the products of the dose egemtal
received by specified tissues of the body andsaiéspecific weighting factor. (See
DOE O 5400.5 for further definitions.)

Total Effective Dose Equivalent (TEDE).he sum of the effective dose equivalent for
external exposures and the committed dose equivialemternal exposures.

6. EVENT. Something significant and real-time that happens., pipe break, valve failure, loss
of power, environmental spill, earthquake, torndtmd).

7. FACILITY . Any equipment, structure, system, process, tivigcthat fulfills a specific
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purpose. Examples include accelerators, storagesafusion research devices, nuclear reactors,
production or processing plants, coal conversiamisl, magnetohydrodynamic experiments,
windmills, radioactive waste disposal systems amibbgrounds, environmental restoration
activities, testing laboratories, research laboraso transportation activities, and
accommodations for analytical examinations of il and unirradiated components.

8. FACILITY MANAGER. That individual, or designee, usually but netajs a contractor, with
direct line responsibility for operation of a fatjilor group of related facilities, including
authority to direct physical changes to the fagilifor purposes of occurrence reporting, a
Facility Manager could also be responsible for@ypam or activity.

9. FACILITY REPRESENTATIVE For each major facility or group of lesser fdigk, an
individual or designee assigned responsibilityhmy Head of Field Element/Operations
Organization (including NNSAfpr monitoring the performance of the facility aitgloperations.
This individual should be the primary point of cacttwith the facility operating personnel and
will be responsible to the appropriate Secret®idicer/Deputy Administrator (NNSAand
Head of Field Element/Operations Organization faplementing the requirements of DOE M
231.1-2.

10.FEDERALLY PERMITTED RELEASE Any release that satisfies the definition oédérally
permitted release” in 40 CFR 302.3.

11.FIRE. Unplanned destructive burning, including expbosi (detonation or deflagration), as
manifested by any or all of the following: liglfitame, heat or smoke. Fire does not include the
following unless they cause a fire or occur asrassequence of a fire: lightning or electrical
discharge, rupture of a pressure vessel not cdusedernal combustion, detonation of
munitions, or overheating without damage to initigtmaterial.

12.HAZARDOUS SUBSTANCE OR MATERIAL

Departmenbf Energy- HazardoudMaterial Any solid, liquid, or gaseous material that is
chemically toxic, flammable, radioactive, or undgalbpon prolonged storage, and that exists
in quantities that could pose a threat to life gemby, or the environment.

Departmenbf Transportation HazardoudMaterials(see 49 CFR 171.8 and 172.101). A

substance or material, including a hazardous sobstavhich has been determined by the
Secretary of Transportation to be capable of poamgnreasonable risk to health, safety,
and property when transported in commerce and wiashbeen so designated.

Comprehensiv&nvironmentaResponseCompensatiomndLiability Act Hazardous
Substance¢see 40 CFR 302).

OccupationaBafetyandHealthAdministration(OSHA) Hazardouhemical(see 29 CFR
1910.1000 and 29 CFR 1910.1200). Any chemical i@ physical or a health hazard.

SuperfundAmendmentsandReauthorizatiorct Title 3 ExtremelyHazardousSubstances
(see 40 CFR 355). These are not defined but amgpelsts in Appendix A and Appendix B
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of 40 CFR 355.

13.IN-PATIENT HOSPITALIZATION. Admission to a hospital requiring at least omeraight
stay. This would include admission for purposesldervation only.

14.ITEM.

An all-inclusive term used in place of the folloginappurtenance, sample, assembly,
component, equipment, material, module, part, sire¢c subassembly, subsystem, system,
unit, or support systems, documented conceptsatar. d

When used in reference to nuclear material, a leisgingle piece or container of nuclear
material with a unique identification and known leac material mass.

15.LESSONS LEARNED A “good work practice” or innovative approachatlis identified and
shared, or an adverse work practice or experidratdg shared to avoid recurrence.

16. MEMBER OF THE PUBLIC Persons who are not occupationally associatdd DDOE
facilities or operations; (i.e., persons whosegssil occupational duties do not require them to
enter the DOE site).

17.NON-REPORTABLE EVENT An event that falls within the ORPS reportingus, does not
exceed any of the specific ORPS reporting critenal the reporting organization has
determined to be included in the required ORPSdR@adnce Analysis activity.

18.NOTIFICATION REPORT The initial documented report, to DOE, of anréva condition
that meets the reporting criteria defined in DOR31.1-2.

19.OCCURRENCE One or more (i.e., recurring) events or condgithat adversely affect, or may
adversely affect, DOE (including NNSA) contractor personnel, the public, property, the
environment, or the DOE mission. Events or condgimeeting the criteria thresholds identified
in 231.1-2 or determined to be recurring throughgsmance analysis are occurrences.

20.OCCURRENCE INVESTIGATION An investigation conducted according to siteesipe
procedures and/or when determined by DOE procedbat® Type A or B investigation is
required.

21.OCCURRENCE REPORTA documented evaluation of an event or conditiat is prepared
in sufficient detail to enable the reader to asisssgnificance, consequences, or implications
and to evaluate the actions being proposed or greg@lto correct the condition or to avoid
recurrence.

22.OFFSITE TRANSPORTATION EVENT A transportation event in an area within or aésf
a DOE site to which the public has free and unadletl access.

23.0IL. Oil of any kind or in any form, including but tlamited to petroleum, fuel oil, sludge, oil
refuse, and oil mixed with wastes other than drddspmil.
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24. ONSITE TRANSPORTATION EVENT A transportation event in any area within the
boundaries of a DOE site or facility to which accescontrolled.

25.PERFORMANCE DEGRADATION Failure or degradation of a facility, processtem, or
component that reduces the reliability of criticamponents of the facility whose loss or
degradation prevents the system from performingniended function. Performance
degradation does not include: (1) a burned out pavekcator light on a piece of radiation
monitoring equipment which does not prevent themgeant from detecting elevated radiation
levels and alarming as designedj®y a piece of equipment that is determined touteof
calibration on the conservative side (such as aéwel alarm that alarms at a higher value than
it should).

26.PERSONNEL EXPOSUREAnN incident of contact or encounter with a hdpais chemical,
physical, biological, or energetic agent at onéhefexchange boundaries of the organism (e.g.,
skin, respiratory system, eyes, ears, or digestygéem). “Exposure” does not refer to a situation
where personnel, protected by appropriate pergooédctive equipment, are subjected to an
environment whose ambient conditions present a fuhtavel of any one, or combination of,
the hazards.

27.PRIMARY CONFINEMENT. Provides confinement of hazardous material ¢ovihinity of its
processing. This confinement is typically providsdpiping, tanks, glove boxes, encapsulating
material, and the like, along with any off gas eyss that control effluent from within the
primary confinement.

28.PROGRAM MANAGER The individual designated by and under the timacof a Secretarial
Officer/Deputy Administrator (NNSA), who is diregtinvolved in the operation of facilities
under his or her cognizance, and holds signatuteaty to provide technical direction through
Heads of Field Elements/Operations Offi¢e€luding NNSA) to operating personnel for these
facilities.

29.PROMPT NOTIFICATION Timely reporting of the occurrence to the DQE&Id-Office and
the DOE Headquarters Operations Center as reqgoyréige Significance Category and the
reporting criteria of the occurrence.

30.PROTECTIVE CLOTHING Clothing identified for radiological use suchyadlow coveralls,
hoods, booties, rubber overshoes, and PC gloveseTére articles designed for radiological use
and are removed at the exit of the radiologicaha@ompany supplied coveralls, laboratory
coats, modesty clothing, street clothes, or otha@hing not identified as anti-contamination
clothing (anti Cs) are to be considered persorhuig for the purposes of ORPS reporting.

31.RELEASE Any spilling, leaking, pumping, pouring, emitginemptying, discharging, injecting,
escaping, leaching, dumping, or otherwise disposfrgyibstances into the environment. This
includes abandoning/discarding any type of recéptamntaining substances in an unenclosed
containment structure but does not include perdhittntainment structures.

32.REPORTABLE OCCURRENCE Occurrence to be reported in accordance witlctiteria
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defined in DOE M 231.1-2.

33.REPORTABLE QUANTITY. For any Comprehensive Environmental Responsepéasation
and Liability Act hazardous substance, includindgjeauclides and Superfund Amendments and
Reauthorization Act Title 3 extremely hazardousssaices, with quantities established in 40
CFR Part 302 and Part 355 respectively, releaséhwh requires notification unless Federally
permitted.

34.SAFETY CLASS STRUCTURES, SYSTEMS, OR COMPONENTS FEAY CLASS SSCs)
The structures, systems, or components, includonggms of process systems, whose preventive
or mitigative function is necessary to limit raditige hazardous material exposure to the public,
as determined from safety analyses. (10 CFR 830.3)

35.SAFETY SIGNIFICANT STRUCTURES, SYSTEMS, OR COMPONESI (SAFETY
SIGNIFICANT SSCs) The structures, systems, or components thata@rdesignated as safety
class structures, systems, or components, but wiresentive or mitigative function is a major
contributor to defense in depth and/or worker sadstdetermined from safety analyses. (10
CFR 830.3)

36.SECRETARIAL OFFICER Secretarial Officers are: the Secretary, De@dgretary, and
Under Secretaries; and the Assistant SecretargeStaif Office Directors reporting to the
Secretary either directly or through the Deputyr8eey or Under Secretary. The following
designations are also used to identify Secret@itters with specific responsibilities in various
areas. (1) A Program Secretarial Officer (PS@ni\ssistant Secretary, Office Director, or
NNSA Deputy Administrator. In the context of fiedbgherations, a PSO funds work at a
particular site, facility or laboratory and is aistomer” of the field office. (2) A Lead Program
Secretarial Officer (LPSO) is a PSO to whom dedigphéield offices directly report and who
has overall landlord responsibilities for the asemjdirect reporting elements. (3) A Cognizant
Secretarial Officer (CSO) is a term used in thetexinof field operations to designate a PSO, not
the LPSO, who is responsible for a laboratory arated set of facilities within a field office’s
jurisdiction.

37.TECHNICAL SAFETY REQUIREMENTS (TSRS)The limits, controls, and related actions
that establish the specific parameters and reguasitions for the safe operation of a nuclear
facility and include, as appropriate for the worldahe hazards identified in the documented
safety analysis for the facility: safety limitgerating limits, surveillance requirements,
administrative and management controls, use anlkitappn provisions, and design features, as
well as a bases appendix. (10 CFR 830.3)

38.TRAINED INVESTIGATOR. An individual who has been qualified to perforausal analysis
in response to a reportable occurrence. The iddaliis able to satisfactorily complete the
identification of Apparent Causes associated witloecurrence using the Causal Analysis Tree.
The individual may also be qualified by their comp#o perform formal Root Cause analysis.
For events that trigger a Type A or Type B DOE Btigation, the requirements contained in
DOE O 225.1AAccident Investigationsake precedence relative to the minimum qualifores
of individuals performing the investigation/cauaahlysis.
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39.TRANSPORTATION EVENT Any real-time occurrence involving any of thddaing
transportation activities: materials classificatipackaging, marking, labeling, placarding,
temporary storage incident to transport, shippiagegp preparation, loading/unloading,
separation/segregation, securing, blocking andimgacouting, accident reporting, driver and
vehicle qualifications, movement of materials, commincations and notifications.

Transportation events with injuries or fatalitieayralso require reporting in accordance with
Group 2 criteria.

40.UNREVIEWED SAFETY QUESTION (USQ) A situation where (1) the probability of the
occurrence or the consequences of an accideneanatfunction of equipment important to
safety previously evaluated in the documented gafiealysis could be increased, (2) the
possibility of an accident or malfunction of a @ifént type than any evaluated previously in the
documented safety analysis could be created, f®rgin of safety could be reduced, or (4) the
documented safety analysis may not be boundingayrbe otherwise inadequate. (10 CFR
830.3)

APPENDIX B: OCCURRENCE REPORTING MODEL
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1 Cat: Categorization Time from Discovery Date and Time NLT: No Later Than sLL: Lessons Learned (while LL are being redesigned, enter in ORPS)

PN: Prompt Notification from Categorization Date and Time  COB: Close of Business OE: Operating Experience

WN: Written Notification from Categorization Date and Time 2 Specific Significance Category 2, 3, and 4 occurrences(identified with an asterisk in the
UR: Update Report reporting criteria listed in Section 6) also require Prompt Notification to the DOE HQ EOC.

FR: Final Report from Categorization Date and Time



