


SNS Work Planning Checklist

It is the author's responsibility to research and understand each of these questions with respect to the scope of the work they are planning. The author should involve Subject Matter Experts (SMEs) that may be needed to make sure that a safe working environment is established and maintained are involved, as appropriate, in the planning and execution of the work. SMEs may be identified on the work plan as a reviewer. 

Questions 1-4 apply to the Job Level.  Use the resources and guidelines available when clicking on each question to determine the appropriate Job Grade for this work.

Questions 5-29 apply to various aspects of the work to be performed.  Review the resources and guidelines by clicking on each question number.  Apply the appropriate actions to either the Prerequisites/Precautions, Directions, Post Work Testing, or Closeout entry fields.

	Determine the appropriate Job Level

1. 

[image: image1.wmf]
Will this work effect the operations of a Credited Control

 

Level 1: Credited Controls
Work that involves changes to a Credited Control.

Description
Change or Modification of a Credited Control

2. 

[image: image2.wmf]
Will this work effect, or have a potential negative impact on, Credited Controls or Life Safety Equipment or result in significant modifications to primary facility Structures, Systems or Components? Can this work adversely impact operational availability?

 

Level 2: Life Safety, High Rigor Equipment, Facility Modifications, Facility Impact
Life Safety
Functional features relative to fire, storm, collapse, crowd behavior, and other related safety considerations within a structure or facility.

Credited Controls Equipment
Credited Control Maintenance, repair, calibration, troubleshooting/testing, or authorized replacement 

Facility Modifications

Credited Controls Related Facility Modification

Non-Credited Controls Related Major Facility Modification

Significant changes to facilities that are governed by Building, Fire, or other recognized codes or standards.

Facility Impact
Changes to the Facility that could adversely impact facility operation (mission availability).

3. 

[image: image3.wmf]
Will this work follow an Operations Procedure, Internal Operating Procedure or Pre-Approved Work Plan? Will this work require job-specific permitting for personnel safety, such as for energized electrical work requiring an approved Job Hazard Analysis (JHA) or require a special permit, or require a high level of coordination due to the fact that the work might have a significant impact on laboratory operations? 

 

Level 3
Work activities not classified as Grade 1 or 2 that require job specific permitting for personnel safety, or a high level of coordination due to the fact that the work might have a significant impact on laboratory operations. This work will follow written, approved work planning documentation including, but not limited to Operations Procedures Manual (OPM) or Internal Operating Procedures (IOP) or Work Plan.

4. 

[image: image4.wmf]
Can this work be planned and safely performed by the workers without direct field supervision? 

 

Level 4
Tasks that can be planned safely performed by empowering workers to utilize their skill level and technical capabilities without direct field supervision.

5. 

[image: image5.wmf]
Does this task involve the operation of devices, inspection, evaluation and troubleshooting of systems?
 

Level 5
Tasks that involving the operation of devices, inspection, evaluation, and troubleshooting of systems. The only documentation required is the work request for notification and coordination purposes during operational periods in order to determine possible impact on operations and coordinate access to restricted areas. However, all work, including Level 5 work, requires personnel to identify hazards and controls. Level 5 work does not require documentation in a formal work plan.


	Special regulatory considerations



	Does this work have the potential to impact other systems?

6. 

[image: image6.wmf]
Will this work have a potential to impact the operation of Life Safety systems (alarms, egress, sprinklers)? 

 

Actions 

[image: image7.wmf]If a utility outage or other planned maintenance activity will affect fire protections systems or other life safety systems, then the task leader shall include a prerequisite to notify an ORNL Fire Protection Engineer for compensatory actions. A phone call to 574-5678 (Fire Department) does NOT initiate action on the fire protection engineers behalf and is not an acceptable alternative.
[image: image8.wmf] Work which obstructs emergency exit pathways shall be evaluated to ensure egress alternatives are available and the amount of time the normal egress block is minimized.
[image: image9.wmf]Add step(s) in Directions section to provide supplemental fire protection.
[image: image10.wmf]Combustibles introduced into buildings should be limited. If work requires combustibles to remain in buildings for extended periods of time, Fire Protection Engineering should be consulted to develop compensatory measures.
[image: image11.wmf]If work will generate dust, smoke, or fumes which could set off smoke detectors, then Fire Protection Engineering should be consulted for compensatory actions.
[image: image12.wmf] Add step in Directions section for QA to witness penetration sealing. Work which obstructs emergency exit pathways shall be evaluated to ensure egress alternatives are available and the amount of time the normal egress block is minimized.
[image: image13.wmf]
Resources 

Fire Protection Engineering 



	Does this work have the potential to impact other operations?

7. 

[image: image14.wmf]
Will work shut down systems which could affect other facility operations? 

 

Actions 

[image: image15.wmf]Add Prerequisite to notify Facility Management or Operations Manager of work activity. 
[image: image16.wmf]Plan/schedule work with Facility Management or Operations Manager.
8. 

[image: image17.wmf]
Will this work require the facility to be placed in certain operating conditions, e.g. Facility Shutdown? 

 

Actions 

[image: image18.wmf]Consult Facility Management to determine facility operating conditions.
[image: image19.wmf]Identify in Scope/Discussion section any need for configurations as work evolutions require.
[image: image20.wmf]Provide system requirements and plant status requirements.


	Will this work require special administrative control?

9.

[image: image21.wmf]
Will the project require excavations or penetrations? 

 

Actions 

[image: image22.wmf]Complete applicable SNS Excavation Permit or Penetration Permit
[image: image23.wmf]Comply with excavation/penetration process as defined in the Subject Area Excavation/Penetration 
[image: image24.wmf]Contact EPO/ECR
[image: image25.wmf]Penetrations typically involving removing or displacing material from a facility structure. Examples including: 

· drilling or core drilling >2 inches deep into concrete wall, floor slabs, or roof slabs 
· concrete cutting to remove sections of a concrete wall, floor, or roof 

· drilling holes into building structural members (wood, timber, steel, or concrete columns, beams, joists, etc.) 

· removing building structural members 

OR Excavations typically involving the movement, placement or removal of soil, rock, or other structures below the surface of the ground. Examples include: 

· auguring, backfilling, digging, ditching, drilling, grading, plowing-in, pulling-in, ripping, scraping, trenching and tunneling 
· removing soil or rock below grade 

· removing an underground building foundation (footer, grade beam, caisson, etc.) 

· removing an underground utility structure (manhole, headwall, pipe, etc.) 

· drilling a well (for water or environmental sampling) 

· geotechnical push probe penetration into soils 

· driving fence post(s) >12 inches deep 

· driving piles 

· all trenchless pipe installation technology including pipe bursting, pipe ramming (including slick bore), directional boring, etc. 

Resources 

Excavation/Penetration Permit Exclusions 
Penetrations Less Than 2 " Work Requirements 

Excavation/Penetration 

10. 

[image: image26.wmf]
Will administrative tagging for configuration control/status be needed? 

 

Actions 

[image: image27.wmf]Add step for appropriate administrative tagging, i.e., LO/TO, Radiation Safety Holds.
Resources 

Hazard Identification Signs and Tags 

Operations Manager 

Facility Management 

SNS Lockout/Tagout of Hazardous Energy Sources


	Are there any special quality considerations?

11. 

[image: image28.wmf]
Will the work require quality assurance hold points for inspection and verification? 

 

Actions 

[image: image29.wmf]Add step in Directions section to identify those points in which QA inspection is required.
Resources 

Controlled Manufacturing Plan (e.g. ASME code work) 

12. 

[image: image30.wmf]
Will the work require post-work testing (Mandatory for Credited Controls related systems)? 

 

Actions 

[image: image31.wmf]Add step to Closeout section for Facility Management or Operations Management and task leader performance of post-work testing.
[image: image32.wmf]Determine if post-work testing is required. Use surveillance test procedures as appropriate.
[image: image33.wmf]Determine post-work testing requirements and acceptance criteria.
Resources 

Facility Operations Basis 

Quality 

Vendor manuals 

13. 

[image: image34.wmf]
Does the work require task-specific training or qualification? 

 

Actions 

[image: image35.wmf]Add step to Prerequisite section to identify type of special training and who is required to attend.
[image: image36.wmf]Include training records in work package/plan.
Resources 

Training Requirements Matrix 

Facility Management 

14. 

[image: image37.wmf]
Do you know of history/lessons learned that could benefit this work? 

 

Actions 

[image: image38.wmf]Add step on Prerequisites section to review Lessons Learned/operating experience.
[image: image39.wmf]Incorporate Lessons Learned in Directions section.
Resources 

ORNL Lessons Learned Program 

Facility Management 

15. 

[image: image40.wmf]
Will drawings or vendor manuals be needed to do the work? 

 

Actions 

[image: image41.wmf]Add steps to Directions section as specified by drawings.
[image: image42.wmf]Add steps to Directions section to reference vendor manuals.
[image: image43.wmf]If work requires major disassembly/reassembly and would benefit from component labeling to complete the work correctly, then steps and/or tables should be added to the work instructions to ensure labeling and documentation. For example, rewiring of a control panel may involve wire labeling and a table in the work package/plan that documents correct wire reconnection.
[image: image44.wmf]Include appropriate sections of vendor manual in package/plan.
[image: image45.wmf]Insert any useful drawings in work package/plan.
[image: image46.wmf]Verify current versions of drawings are being used.
Resources 

Operations Manager 

Facility Management 

16. 

[image: image47.wmf]
Will calibrated measuring and test equipment be needed to do the work? 

 

Actions 

[image: image48.wmf]If work is to be performed on Credited Controls equipment, the task leader shall determine the need for calibration verification (such as a single-point check in the range to be used) of the M&TE to be used.
[image: image49.wmf]Record instrument number and calibration date in work package/plan.
[image: image50.wmf]Verify M&TE calibration is current.
Resources 

Facility Management 

Calibration 

17. 

[image: image51.wmf]
Will the work require special controls for procurement of materials or services (e.g. for Level 1 and 2)? 

 

Actions 

[image: image52.wmf]Add steps in the Closeout section to return unused material for proper storage and inventory control.
[image: image53.wmf]Determine procurement requirements for materials or parts.
[image: image54.wmf]For Credited Controls equipment, the task leader should obtain material or parts in accordance with applicable procurement requirements.
[image: image55.wmf]Include documentation in work package/plan which provides traceability of the material used. Documentation is required for safety-related materials. Examples include dedication package cover sheet, material issue form, and the receipt inspection report.
[image: image56.wmf]Include in package/plan any special storage requirements needed during work package/plan execution in the Directions section.
Resources 

Purchasing Supplies and Services


	ES&H Compliance

18. 

[image: image57.wmf]
Are there specific Resource Conservation/Pollution Prevent/Waste Minimization options for this project? 

 

Actions 

[image: image58.wmf]Plan, conduct, and close out work activities to reduce or eliminate waste and reduce costs.
Resources 

Waste Minimization and Pollution Prevention 

SNS Waste Minimization

19. 

[image: image59.wmf]
Will this activity involve work in radiological areas, the use of radioactive materials or Radiation Generating Devices or could this work affect the radiological control conditions of an approved Radiological Design Review or Radiological Work Review? 

 

Actions 

[image: image60.wmf]Obtain Radiological Support Services staff review of applicable design packages, work packages or work plans.
[image: image61.wmf]Design install, and operate in a manner to safely control radioactive materials or radiation emissions.
[image: image62.wmf]Ensure any changes in radiological material inventory are permissible under the facility inventory limitations identified in the Facility Use Agreement and are incorporated into the facility's radiological material inventory tracking for facility hazard categorization
Resources 

Radiological Work: Performing Work 

Radiological Work: Preparing for Work 

Determining Facility or On-site Transportation Activity Hazard Category 

Radiological Design Requirements 

Radiation Generating Devices 



	Waste Generation

	20. 

[image: image63.wmf]
Are there any environmental aspects associated with this work (e.g., hazardous waste generation, PCB use, air emissions, liquid discharges, used oil or scrap metal generation, disturbance of water resources)? 

 

Actions 

Contact EPO/ECR and WSR
Resources 

Review 33a through 33n for actions and resources related to specific environmental aspects. 



	20a. 

[image: image64.wmf]
Will this project generate hazardous/mixed waste? 

 

Actions 

Characterize and manage waste in accordance with subject area.
Contact EPO/ECR and WSR
Resources 

Hazardous and Mixed Waste Management 



	20b. 

[image: image65.wmf]
Will this project generate used oil? 

 

Actions 

Contact EPO/ECR and WSR
Manage used oil in accordance with subject area.
Resources 

Used Oil Management 



	20c. 

[image: image66.wmf]
Will this project generate solid radioactive waste? 

 

Actions 

Characterize and manage rad waste in accordance with subject area.
Contact EPO/ECR and WSR
Resources 

Radioactive Waste (Nonwastewaters) Management 


	20d. 

[image: image67.wmf]
Will this project generate wastewater? 

 

Actions 

Characterize/manage/dispose of wastewater in accordance with subject area
Contact EPO/ECR
Contact EPO/ECR prior to modifications or repairs to drains and/or new/modified discharges.
Resources 

Managing Wastewater 



	20e. 

[image: image68.wmf]
Will this project generate scrap metal? 

 

Actions 

Contact EPO/ECR and WSR
Manage scrap metal in accordance with subject area
Resources 

Off-site Recycling of Clean Scrap Metal 



	20f. 

[image: image69.wmf]
Will this project generate universal waste (Ni-cad and small lead acid batteries, thermostats, lamps)? 

 

Actions 

Contact EPO/ECR and WSR
Resources 

Hazardous and Mixed Waste Management 



	20g. 

[image: image70.wmf]
Will the project use chemicals or radioactive materials? 

 

Actions 

Store/use chemicals and rad materials in a manner that minimizes the chance for spill or release.
Ensure any changes in radiological material inventory are permissible under the facility inventory limitations identified in the Facility Use Agreement, Preliminary Hazard Screening (PHS) document, or Hazard Analysis Document (HAD) and are incorporated into the facility's radiological material inventory tracking for facility hazard categorization. Receipt of radiological material into a facility requires completion of Form ORNL-826 prior to the receipt.
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