Requesting Work

Submit Request (Any personnel)
The web application for the SNS Service Request System is located at the following url: 

http://snsapp1.sns.ornl.gov/WO_Entry/

Select the appropriate tab and complete the Work Request.

“Abbreviated Description” is where you would enter a brief description of the work you want done – plainly stated.

“Desired completion Date” is the date you desire the work to be done by.

“Description of Work” is for providing more detailed description of the problem and the desired work.  It should also say “where” the component is located, ex. HUR, Water Room 2, Front End, etc.  The location should be clear enough that persons slightly familiar with that area could easily find the specific location.   If the work being requested is Level 1 or 2, ie. it affects or changes a Credited Control, the specific name of the credited Control from the SNS Credited Controls List (SNS 108000000-TD0003) should be included here as well.

“Additional Details” should point to any required drawings, specifications, test and acceptance criteria, etc.

“Task Level” and “Priority” are completed in accordance with Tables 1 and 4 in this procedure.

“Job Type” is a drop down menu including “Routine”, “Partial Outage”, “Maintenance Day”, “Planned Outage”, and “Immediate” work.

· Routine means the work can occur at anytime regardless of beam status.

· Partial Outage means the beam must be off in some areas but it is not required to be shut down completely.  (This category is not applicable in the Target Facility.)

· Maintenance Day means the work requires the beam to be shut down completely but can reasonably occur within the period of one day (the Maintenance Day).

· Planned Outage means the work requires the beam to be shut down for an extended period to accomplish the full scope of the work.

· Immediate pertains to work that is emergency in nature.  The Work Package is developed in parallel to doing this type of work (see section 3.1.8 Immediate Work) and indicating this category on the Work requests permits tracking and reporting of these events.

Table 4.  Priority Definitions
	Priority
	Description

	Immediate
	Mission critical work. Requiring immediate response to health and safety, environmental insult or critical path to neutron production.  Level 1 CANNOT be worked at this Priority.

	High
	Requires prompt attention to address issues related to Safety/Environment, Facility Availability, Schedule and/or Cost 

	Medium
	Requires attention within a 7 day period for issues related to Safety/Environment, Facility Availability, Schedule, Cost and/or routine maintenance issues

	Low
	Can be scheduled as routine maintenance and worked based upon date submitted



Once the Work Request is completed, submit by hitting the “Create” button.
NOTE:  Information such as drawings that need to be included in work package should be provided to the screener or task leader.  This can be accomplished by electronic transmittal, pointing to locations on the server or hand delivery.

Work Control Standards

The following criteria establish requirements for work done under Work Control.

· Approved Design

· Work involving a change to a Level 1 -3 component or system will done only to approved designs (drawings and/or specifications)

Approval is according to a graded approach.  Level 1 or 2 jobs will require an approved drawing, or approved drawing with redlines and signature of the respective System Engineer.  Level 3 jobs can be worked to a sketch initialed by the System Engineer. 

· Specifications

· Material specs must be provided for ordering materials (graded approach)

Where materials are to be ordered for Level 1 or 2 jobs as part of work request, the material specification must be included.  If materials for the work request are provided by the System Engineer, it is SE responsibility to maintain those records.

· Test and acceptance criteria

· Specific test and acceptance criteria to be included (methodology, tolerances, etc.)

Specific criteria must be provided for Level 1 and 2 work, to include quantitative pass/fail criteria.  For Level 3 or 4 work, this criteria can be less formal such as a note pressurize to 20 psi and check with soap bubble.

· QA (pedigree of materials, certifications, etc.)

· Required for any new hardware or materials commensurate with function/Level of component 

New equipment must include any PM requirements, certification records, etc. to be placed in service.

· PM/Calibration details required for new installations  (see above)
· Work package as historical record of work performed

The Work Package must at some level provide a record that can be consulted in the future and accurately summarize what was done, who was involved, what were the results, etc.

