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1.0 Purpose & Scope 
 

This document describes the management structure used by the BNL SHSD Industrial 
Hygiene (IH) Group for the IH SME program.  The scope of this program covers the SBMS 
Subject Areas is listed in Attachment 9.1 SME Roles. 
 
The procedure provides a defined set of expectations to ensure high quality personnel 
performance.  Under the provisions of this procedure, SMEs are guided in the expectations 
of their role, and the IH Group Leader receives the information to track program status to 
measure the progress towards the development and maintenance of outstanding IH 
programs.   
 

 
2.0 Responsibilities 
 

2.1 This procedure is administered through the SHSD Industrial Hygiene Group.   
 

2.2 The IH Group Leader identifies programs that need to have IH staff assigned to serve as 
SMEs. See Attachment 9.1.   The IH Group Leader assigns staff to serve as SMEs as 
resources are available.  The IH Group Leader tracks the overall program status and 
provides input to SME to redirect their activities, when appropriate, to meet the goal of 
developing and maintaining outstanding IH programs. 
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2.3 The SME  is responsible to: 
2.3.1 Follow this procedure and associated IH Group SOPs in conducting the program 

development, program maintenance, implementation reviews, reporting, and 
tracking of the program status.    

2.3.2 Complete the generic duties for the subject area as listed Section 6 of this 
procedure and in the R2A2 for specific SME role (see IH20100). 

2.3.3 Report the status/progress on the programs by keeping the IH Group Progress 
Report current as described in IH30100.  The content to be reported includes the 
actions and date of any work on the items in Section 6. 

 
 
3.0 Definitions 

 
3.1 SME: A person assigned by the IH Group Leader to plan, organize, lead, and 

document the development and maintenance of an IH subject area program.   
 

 
4.0 Prerequisites     
 

4.1 SMEs must have: 
 Expert knowledge of the subject area they administer,  
 Familiarity with BNL organizations, and 
 Familiarity with BNL facilities.    

 
 

5.0 Precautions 
none 

 
 

6.0 Procedure  
 
The key responsibilities and duties specific to each subject area are listed below and more 
specific details in the R2A2 in IH20100. The status of each of these responsibilities is 
recorded in the IH Progress Report. 
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6.1 SBMS IH Subject Area:  The SME serves as the SBMS Subject Area Subject Matter 
Expert (SME) on all Subject Areas within the Program Area.  The SME leads 
development teams and revision teams when the Subject Area requires development, 
periodic review, or revision.   

 
6.2 IH Group Internal Controlled Documents:  The SME develops approporate internal 

control documentation (SOPs) to ensure uniform implementation of service by the IH 
Group.  

 
6.3 Qualification of Practitioners:  The SME develops and delivers training and 

qualification to IH Group service providers.  
 

6.4 Training: The SME develops and reviews Site level training curriculum material and 
develops special training to line organizations on request.  

 
6.5 Regulatory Driver (Requirements Management): The SME tracks the status of 

DOE, OSHA, ANSI, NIOSH, ACGIH, and other applicable regulations and guidance 
to assess their impact on the BNL Program.  Records of this activity are maintained per 
IH50700.  
 

6.6 Line Organization Consultation:  The SME advises and assists line organizations 
with questions and concerns related to the Program Area. 

 
6.7  Periodic BNL Program Self-Assessment:  

 
6.7.1 IH Multiple Topic Assessment: The SME periodically reviews the BNL site 

and SHSD service delivery program for compliance with regulatory drivers and 
overall effectiveness of the program.  The periodic evaluation occurs at the 
frequency set in the SHSD IH Self Assessment Plan (see IH50500).  The 
assessment follows  the applicable sections of IH40510 Conducting an IH Self 
Assessment and IH40520 Self-Assessment Report and Corrective Action Plan. 
• Written Program Review:  The SME reviews the BNL written program for 

compliance with applicable regulatory driver(s) and determines if BNL 
written program (i.e. SBMS Subject Area, SOPS, etc.) contain all needed 
elements and comply with the regulatory driver.   

• Service Delivery Review:  The SME reviews service providers who 
administer the BNL program to ensure compliance with applicable 
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regulatory driver(s). Elements to be reviewed may include medical 
surveillance/approval, training, protective equipment specification and 
issuance, hazard assessments, exposure monitoring, waste disposal, etc.   

 
6.7.2 Targeted Tier 1 (Line Implementation Surveillances):   The SME arranges 

for and conducts field reviews/inspections of line organization operations 
(typically as part of the existing Tier 1 inspection program) and reviews the area 
with special emphasis on the SME topic issues.  Issues are brought to the 
attention of the Tier1 Coordinator for inclusion in the inspection 
report/database, but no other documentation or tracking by SHSD is required.   

 
6.8 Inventory of hazards, users, sources, and/or locations:  When applicable, the SME 

prompts line organizations for information to maintain inventories for topics listed in 
the R2A2 (see IH20100).  Examples include: BURFs, SMERFs, Lasers, BBP, Select 
Agents). 

 
6.9 Hazard Assessments and Exposure Monitoring:  The SME ochestrates site wide 

sampling efforts and exposure characterization for their program.  Periodically, the 
SME : 
• tracks the monitoring efforts of the various IH service providers to determine the 

adequacy of the monitoring efforts.  
• reviews exposure monitoring reports for quality. 
• reviews the exposure monitoring records in ComplianceSuite®. 

 
6.10 Issues/Events Management: The SME serves as the IH Group’s Point of Contact (or 

assists the Safety & Health Representative) on accident investigation, incident report, 
OMC cases, extend-of-condition reviews, and other events involving their topical area.  

 
6.11 Special Projects:  The SME leads any one-time or special projects such as summer 

intern projects, Healthfest/Summer Sunday exhibits and other projects related to their 
Subject Areas.  

 
 
7.0 Implementation and Training 
 

7.1 Qualification Criteria: Persons who have demonstrated knowledge of this procedure 
and knowledge of the subject area, to the satisfaction of the IH Group Leader, will be 
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qualified to perform in the role of SME. The qualification is documented in 
Attachment 9.2 Job Performance Measure. 
 Training in the subject area from internal or external sources may be used to obtain 

SME level knowledge or  
 The IH Group Leader may deem an individual appropriately qualified based on job 

experience. 
 

7.2 Certification as an SME: When certification by a third party is available and deemed 
appropriate by the IH Group Leader, the SME works to: 
 Attain certification or  
 Establish a career development goal to attain the required the credentials needed to 

attain certification. 
 
 

8.0 References 
None 
 
 

9.0 Attachments 
 
9.1 Attachment 9.1:  Sample of Weekly Activity Status Report  
9.2 Attachment 9.2  Job Performance Measure 
 

 
10.0 Documentation 

 

Document Development and Revision Control Tracking 
PREPARED BY: 
(signature and date on file) 
R. Selvey  
Author 
Date   11/02/03 

REVIEWED BY: 
(signature and date on file)                  
C. Weilandics 
(signature and date on file)                  
K. Erickson        Date 11/04/03 

APPROVED BY: 
(signature and date on file) 
R. Selvey   
Group Leader 
Date  11/05/03 

ESH Coordinator/ Date: 
 

none 

Work Coordinator/ Date: 
 

none 

SHSD Manager / Date 
 

none 
QA Representative / Date: 
 

none 

Training Coordinator / Date: 
 

none 

Filing Code:   

IH52 
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Facility Support Rep. / Date: 
 

none 

Environ. Compliance Rep. / Date: 
 

none 

Effective Date:        
12/08/03 

ISM Review - Hazard Categorization  
  High  
  Moderate   
  Low/Skill of the craft 

 

Validation:   
  Formal Walkthrough 
  Desk Top Review   
  SME Review   

Name / Date:  

Implementation: 
Training Completed: Tracked in BTMS 
Procedure posted on Web:10/31/08 
Hard Copy files updated:  10/31/08 
Document Control on forms: 10/31/08 

 

Revision Log 
Purpose:   Temporary Change   Change in Scope   Periodic review   Clarify/enhance procedural controls  
Changed resulting from:   Environmental impacts   Federal, State and/or Local requirements   Corrective/preventive actions to 
non-conformances   none of the above  
Section/page and Description of change:  Updated format of Section 10.  No other major changes needed.  
SME Reviewer/Date: R. Selvey 2/26/07 (signature on file) 
Purpose:   Temporary Change   Change in Scope   Periodic review   Clarify/enhance procedural controls  
Changed resulting from:   Environmental impacts   Federal, State and/or Local requirements   Corrective/preventive actions to 
non-conformances   none of the above  
Section/page and Description of change:  Major overhaul of the text throughout the SOP.  Merged IH50610 and IH50600 into this SOP 
to streamline the program.  Incorporated elements from IH62150; IH72100; IH88100; IH88150; IH89100; IH89150; IH91100; IH91175; 
IH93100; IH93120; IH93175; IH96100; IH96120; and IH97100 so that these redundant SOPs can be eliminated. This will centralize the 
IH Program files into one easier to maintain SOPs and eliminate duplication.  Attachment 9.2 (R2A2s) was removed as documents 
reside in IH20100.  Link to IH Progress Report in IH32500 was added.  Attachment 9.2 (JPM) was made from elements of several IH 
Role SOPs which will be eliminated. 
SME Reviewer/Date: R. Selvey 10/27/08  (signature/date on file)  
Purpose:   Temporary Change   Change in Scope   Periodic review   Clarify/enhance procedural controls  
Changed resulting from:   Environmental impacts   Federal, State and/or Local requirements   Corrective/preventive actions to 
non-conformances   none of the above  
Section/page and Description of change:  The wording Program Administrator was changed to SME throughout the document.  The 
reference to IH32500 was changed to IH30100.  Attachment 9.2 JPM was updated.  
SME Reviewer/Date: R. Selvey 12/15/08  (signature/date on file) 
Purpose:   Temporary Change   Change in Scope   Periodic review   Clarify/enhance procedural controls  
Changed resulting from:   Environmental impacts   Federal, State and/or Local requirements   Corrective/preventive actions to 
non-conformances   none of the above  
Section/page and Description of change:  The wording  in section 6.7 was changed for clarity.   
SME Reviewer/Date: R. Selvey 12/19/08  (signature/date on file) 
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Attachment 9.1 
 

SME Roles 
 

SME  Roles SBMS Subject Area(s) 
1. Asbestos SME  • Asbestos 

2. Beryllium SME  • Beryllium 

3. Biohazard/Etiologic Agent SME  • Biohazards in Research 
• Bloodborne Pathogens 

4. Chemical Hygiene Officer/HazCom SME  • Working with Chemicals 
• Reproductive Hazards 

5. Confined Space SME  • Confined Space 

6. Ergonomic SME  • Ergonomics 
7. Exhaust Ventilation/HEPA SME Surveillance 

SME  
• Exhaust Ventilation 
• Indoor Air Quality 

8. Laser Safety Officer • Laser Safety 

9. Lead SME  • Lead 

10. Nanomaterials SME  • Interim Procedure: Approach to 
Nanomaterial ESH 

11. Natural Hazards in the Environment SME  
• Natural Hazards  
• Heat Stress 
• [Sanitation] 

12. Noise and Hearing Conservation 
Administrator • Noise and Hearing Conservation 

13. Non-Ionizing Radiation SME  • Static Magnetic Fields 
• RF/Microwave 

14. Respiratory Protection & Personal Protective 
Equipment Program Administrator  (RPPA) 

• Personal Protective Equipment (shared 
with other topics) 

• Respiratory Protection 
 



 

IH50600 Attachment 9.2 
 IH-IHP-50600 

 
Safety and Health Services Division    -    Industrial Hygiene Group 

 
 

IH Subject Matter Expert  
Qualification Certificate  

 
Topic/Subject Area: 

 
 

Candidate’s Name (Print): BNL# 
 

Date of Qualification 

 
Formal Education  
• Vendor or University based Course in Subject Area; AIHA Professional Development Course or other organization; other. 
Formal Training Title: 
 
Provider: 

Date of Class 
 
 

Formal Training Title: 
 
Provider: 

Date of Class 
 
 

 
Performance Measures 

Qualification Status Topic Criteria 
Unsatis
factory 

Recove
red 

Satisf
actory 

Has adequate knowledge of the principles of the content of the IHG 
program, the site’s program, and line implementation of the program. 
Can describe the relationship between SBMS, SHSD programs, and 
line organization programs. 

   

Knowledgeable in the existence and content of the SBMS Subject 
Area(s) for the Program Area. Demonstrates the ability to address 
gaps or deficiencies in the SBMS Subject Area documentation and 
initiate corrective actions. 

   Program Elements 

Knowledgeable in the existence and content of the SHSD SOPs for 
the Program Area. Demonstrates the ability to address gaps or 
deficiencies in the IH Group SOPs and initiate corrective actions. 

   

Assessment/ Audit 
Protocols  

Understands the skills necessary to be an effective auditor/assessor 
of programs, policies, and implementation at the site and line 
organization levels. Understands writing observation in a factual 
manner.  Demonstrates avoiding subjective phrases.  Understands 
the Corrective and preventative action terminology, causal analysis, 
and ATS systems. 

   

Knowledgeable in the existence and content of the site level training 
material and the proper content of the curriculum and the frequency 
of review required by the SME. 

   Training and 
Qualification 

Demonstrates knowledge necessary to train SHSD personnel to 
perform field consultations.     

Requirements 
Management 

Demonstrates knowledge in tracking regulatory requirements and 
consensus standards on asbestos.  See IH50700.    

Sampling & 
Measuring 
Equipment 

Demonstrates knowledge of the equipment needed for the analysis 
and how to use it. Shows how to perform the data analysis to access 
potential exposure to the worker.  Has high level of knowledge of 
regulatory requirements and techniques to access compliance. Can 

   

 



 
pass this knowledge effectively to others. 

Analysis of data 
Demonstrates knowledge in how to obtain monitoring results from 
each type of service provider (SHSD, other BNL, and non-BNL) and 
analyze for adequacy of monitoring, trends in exposures, possible 
negative exposure assessments, and sufficiency of controls. 

   

Consultation with 
line organization 

Demonstrates knowledge in when personal communication or 
broadcast communication is appropriate to disseminate information, 
applications or interpretations of issues regarding the program area.  

   

 
I accept the responsibility for performing the tasks as demonstrated within this JPM and the 
corresponding SOP.  
Candidate Signature: Date: 

 
I certify the candidate has satisfactorily performed each of the above listed steps and is capable of 
performing the task unsupervised. 
Evaluator Signature: 

 
Date:  

 
JPM Form (Preparation Date: Rev1   12/ 15/08) 
 


