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EENS Policy

Reporting of Any Occurrence / Incident:

EENS Staff are to report any Occurrence / Incident via the appropriate BNL lab level procedure, i.e. Occurrence Reporting & Processing System (ORPS), Radiological Awareness Report (RAR), etc. A reportable occurrence / incident is one that:
· Is an internal or external threat to safety, environment, or health.
· Involves an unexpected spill or release of oil, a hazardous substance, an extremely hazardous substance, or a radiological material to the air, sewer, structure or land.
· Involves degradation of environmental, safety or health conditions, or equipment, which is necessary for compliance.
· Results in personal injury or significant lost workday cases, personal contamination or exposure (radioactive or chemical) in excess of specified administrative limits.
· Violates specific administrative limits regarding safety, environment, or health.
· Is a procedural violation, which has the potential to impact safety, security, environmental, or health standards.
The Point-of-Contact listed in the appropriate BNL Procedure (e.g., ORPS, RAR, etc.) can provide guidance regarding reportability.  See end references for BNL information.

If the occurrence / incident is not reportable through a BNL lab-level procedure it is to be reported on the EENS Nonconformance Form following this procedure.

Points of Contact

1. If police, fire medical or emergency assistance is needed: CALL 2222 or 911.
2. Your Supervisor or Division Head.

3. The Department Chair and Building Manager.
4. Research Operations.
EENS Procedure for Internal Nonconformance / Incident Investigation

Incidents / Occurrences that do not qualify as reportable by another BNL System may still be investigated internally at the discretion of the Department Chair.  The Division Head, or designee, of the group involved will conduct the investigation and provide preliminary and final reports to the EENS ES&H Committee/Chair, or other persons, as determined/directed by the Department Chair.  The final report includes a description of the occurrence, root and contributing causes and corrective and preventative actions.  Actions may require the designation of responsible individuals and expected completion dates.  The EENS Nonconformance/Incident Form shall be used to document the investigation, and is signed/approved by the Department Chair.  EENS Research Operations Office shall keep the final approved report(s) and shall track approved corrective actions and distribute lessons learned.

Completing Nonconformance/Incident Form

The following provides instructions for completing the EENS Nonconformance/Incident Form. 

	Form Entry
	Instructions

	SECTION A - Incident Data: Describe initial details of incident. Completed by Department Chair (or designee). 

	Incident No. - 
	Use the following numbering sequence:

Incident No. = XX-YY-ZZ                    Example: NE-01-05

XX = EENS Organization Code

NE = Energy Science & Technology

EE = Environmental Sciences

NN = Nonproliferation & National Security

YY = Last 2 digits of current year

ZZ = Sequential number, starting at 01

	Incident Date: 
	Date of incident     

	Today's Date
	Date form initiated 

	Status: [  ] Under Review
            [  ] Further Action Required
            [  ] Completed

            [  ] Verified
	Under Review - Incident currently under investigation

Further Action Required – See Preventative Action(s) below.
Completed - Investigation completed. No further action required.

Verified - Implementation of corrective actions have been verified.

	Found to be Reportable: [  ] Yes [  ]  No
	Completed by the ESH Committee Chair if investigation reveals that incident is reportable under one of BNL's incident procedures, i.e. ORPS, RAR, etc.  ESH Committee Chair shall ensure appropriate notifications are made.

	Description
	Provide complete description of incident: include time, titles of involved persons (not names), and details in chronological order.

	Division(s) Involved
	Identify all Divisions involved

	Lead Investigator/Division Head
	Identify Lead Investigator/Division Head 

	SECTION B - Results of Investigation: Completed by Lead Investigator/Division Head

	Details
	Provide details of investigation; i.e. action(s) taken, people interviewed, etc. Attach supporting documents if necessary.

	Root Cause
	Provide description of the underlying cause of incident. That is, the source / origin of condition(s), that if corrected, will prevent recurrence. See Reference, below.

	Contributing Cause(s)
	Provide description of the contributing cause of incident. That is, cause(s) that contributed to the incident but, by itself, would not have caused the incident. See Reference, below.

	Corrective Action(s)
	Provide description of immediate action(s) taken to respond to this incident. See Reference, below.

	Preventative Action(s)
	Provide description of immediate actions taken to correct the root cause and prevent recurrence of the incident. Preventative actions may not be necessary if corrective action(s) address root cause. Once root cause addressed submit for Verification (if required) and/or Review / Approval. If action(s) extend into the future, complete Section C.   See Reference, below.

	Lessons Learned
	Summarize the "lessons learned" from this incident as appropriate.

	Signatures - Lead, Div. Head, Dept Chair
	Signatures by appropriate individuals

	SECTION C - Further Action: Completed by Lead Investigator/Division Head

	Date
	Date further action(s) assigned

	Designee
	Name of Designee(s) who will complete actions

	Action
	Description of needed preventative action(s). Identify planned completion dates and names of responsible person(s). 

	Action Completed - Designee Sign / Date
	Signature / Date of Designee when action completed

	SECTION D - Verification: Completed by individual who verified implementation of action(s)

	Verification Required: [  ] Yes [  ]  No
	Indicate if independent verification required

	Verified By / Date
	Signature and date of individual who verified implementation of action(s)

	SECTION E - Closure: Completed by Dept Chair & EENS ES&H Committee Chair

	Dept Chair Sign / Date
	Dept Chair Signature / Date

	ES&H Committee Chair Sign / Date
	EENS ES&H Committee Chair Signature / Date

	Note: Additional actions may be required by reviewers – Lead Investigator to complete Sect. C & follow up as appropriate.


Reference

For further information on specific causes to enter under "Root Cause" and "Contributing Cause" see "Cause Codes" {{link to https://sbms.bnl.gov/standard/20/2002e011.htm}} in the Occurrence Reporting and Processing System (ORPS) Subject Area.

For further information on specific Corrective and Preventive Actions see Guidelines under "Analyzing the Nonconformance and Determining Corrective and Preventive Action" {{link to https://sbms.bnl.gov/standard/07/0702d011.htm}} in the Nonconformance and Corrective and Preventive Action Subject Area.

Directorate-Specific Information

Related Directorate information can be obtained from the following:

· The Directorate Lessons Learned Coordinator is available to assist you.

· Recent "Lessons Learned" are listed for your information.

· Tier I and other Self-Assessment findings are sent to responsible Division Heads/Chairs for action. These findings are tracked by Research Operations.
Related BNL information:

· ESH Standard 1.1.0 Occurrence Reporting System
· Nonconformance and Corrective and Preventative Action Subject Area

· ES&H Standard 1.2.1 Corrective Action Tracking Program
· Lessons Learned Subject Area

· Radiological Awareness Report Subject Area

· Price Anderson Amendment Act (PAAA)

ENERGY, ENVIRONMENT AND NATIONAL SECURITY (EENS) NON-CONFORMANCE FORM

	SECTION A - Incident Data: Describe initial details of incident. 

	Incident No.:        
Incident Date:      
Today's Date:      
	Status:  FORMCHECKBOX 
 Under Review

 FORMCHECKBOX 
 Further Action Required

 FORMCHECKBOX 
 Completed - no further action required

 FORMCHECKBOX 
 Verified
	Reportable:

   FORMCHECKBOX 
   Yes   FORMCHECKBOX 
  No

	Description:        

	Division(s) Involved:  FORMCHECKBOX 
 NE   FORMCHECKBOX 
 EE   FORMCHECKBOX 
 NN
	                

Lead Investigator / Division Head 

	SECTION B - Results of Investigation (Attach appropriate documentation, as required)

	Details:        

	Root Cause:        

	Contributing Cause(s):        

	Corrective Action(s):        

	Preventative Action(s):        

	Lessons Learned:        

	________________________             ________ 

Lead Investigator / Div. Head (Sign)                           Date
	________________________             ________ 

Chair (Sign)                                                              Date

	SECTION C - Further Action: Complete the following if long term Preventative Action(s) required.

	Date:       
	Designee:        

	Action(s):        

	Action(s) Completed - Designee Signature:                                                                     Date:  

	SECTION D - Verification: The following signatures indicate that implementation of Corrective / Preventative Action(s) have been verified (where required).

	Verification Required:  FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No   Verified By (sign):______________________________    Date: ___________

(Attach appropriate documentation, if necessary)

	SECTION E - Review / Approval: The following signatures indicate review and approval of the incident investigation, required actions taken and verification of implemented Corrective / Preventative Action(s) as necessary. The incident is considered closed.

	_______________________________________________               ___________________

 Department Chair                                                                                            Date
_______________________________________________               ___________________

 EENS ES&H Committee Chair                                                                            Date
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