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1.0
purpose
This procedure establishes a standard method for managing (e.g., controlling, preparing, revising, reviewing, approving, and issuing) Facilities & Operations Procedures (F&OP).

2.0
scope
This procedure applies to all F&OPs and related documentation.

3.0
policy

All F&OPs shall be managed in accordance with the SBMS Internal Controlled Documents Subject Area and this procedure in order to provide clear and consistent instruction to all Facilities & Operations (F&O) personnel.

4.0
references

4.1 SBMS Internal Controlled Documents Subject Area
4.2 SBMS Guidelines for Developing Procedures
4.3 ESHTQ-QA-001, "Corrective Action Tracking System”
5.0
DEFINITIONS

5.1 Controlled Copy:  A document that is on distribution for update.  All F&OPs located on the web are considered controlled copies.

5.2 F&O ESHT&Q: F&O’s Environment, Safety, Health, Training and Quality group.

5.3 F&O F&OP Web Page:  The collection of all F&OPs available on the Web.  The address is http://fosteq.bnl.gov/F&OP%20Home.htm.

5.4 F&O Operating Procedures (F&OP):  The collection of all Facilities & Operations Directorate Operating Procedures and their attachments.

5.5 F&O Quality Program Coordinator (QPC): The QPC (extension 8227) is the Principal Quality Representative for the F&O Directorate and reports to the Manager of the F&O ESHT&Q Group.

5.6 Issue Copy:  The final revision of the document being circulated for a Manager's approval.

5.7 Master Copy:  The original signed version of an F&OP.  This copy is always considered to be the latest approved copy.

5.8 Uncontrolled Copy:  A document that is not on distribution for automatic update.  The revision level of these documents should be verified against a controlled copy of the document.

5.9 Preparer:  The individual who prepares or directs the preparation of a new F&OP or revises an existing F&OP.

5.10 Primary Section Owner (PSO):  The individual responsible for the contents, including approval, of a section of the F&OP.

6.0
procedure

6.1
Prerequisites:  Training is available for personnel preparing new procedures or revising existing procedures from the QPC.

6.2
Precautions:  Care must be taken not to distribute procedures that are not prepared in accordance with this procedure, nor to hold procedures that are outdated or uncontrolled (i.e., copies of controlled procedures) unless properly identified.

6.3 F&OP Identification

6.3.1
The F&OP collection of procedures is divided into 3 primary sections: Management (MGMT), Administration (ADM), and Environment, Safety, Health, Training, and Quality (ESHT&Q).

6.3.2 The Primary Section Owner (PSO) is responsible for the contents of their section and for approving these sections.  PSOs are as follows:

· Assistant Laboratory Directory for F&O is the PSO for the Management Section and may approve all F&OPs.

· Business Operations Manager for F&O is the PSO for the Administration Section

· ESHT&Q Manager for F&O is the PSO for the ESHT&Q Section

6.3.3 Each primary section is broken down into a secondary code to facilitate easy identification and retrieval of F&OPs.  The following is a sample of topics for each of the three primary sections of the F&OP.  Secondary codes are established as agreed upon between the Primary Section Owner and the QPC:

6.3.3.1 Management section

· Strategic Planning

· Management Systems

· Self-Assessment Program

· Operations

6.3.3.2 Administration Section 

· Personnel

· Documentation and Records

· Budget and Finance

· Communications

· Procurement

6.3.3.3 ESHTQ

· General Safety

· Industrial Hygiene

· Radiation Safety

· Environmental Management System

· Quality

· Training

· Facility Safety

· Fire Protection

6.3 Preparing F&OPs

6.3.1 For new procedures, the Preparer, with the concurrence of the PSO, drafts the procedure using the Standard F&OP Format found in F&OP-MGMT-100A.  (See SBMS Guidelines for Developing Procedures or contact the QPC for assistance). 

6.3.2 The Preparer consults with the QPC to verify that the F&OP is in the correct Primary section and to identify which secondary section and number will be assigned to the F&OP.

Note:  F&OP numbers shall not be reissued.  When a procedure is cancelled, it shall be released as a one-page document at its next revision number indicating it has been cancelled and identifying if the procedure has been replaced.   When an attachment is cancelled or replaced by another document, a note of the change shall be added in section 7 of the document.

6.3.3 All F&OPs start with Revision 0, and proceed sequentially.  All changes result in a new revision.

6.3.4 ATTACHMENTS
6.3.4.1 List all attachments required in implementing the F&OP in section 7 of the F&OP.  Checklists, forms, specific Division procedures, and log sheets are examples of attachments.

6.3.4.2 Each attachment is to have its own document number, revision number, revision date, and approval indicated in the lower left hand corner of the document in the following format:

	Procedure number       ; Revision number       ; Date Approved      ; Approval. Signature      


6.3.4.3 The PSO and the Division Manager or designee must sign each attachment that is specific to a Division.

6.4 Review Cycle for F&OPs
6.4.1 Preparer shall:

· forward the F&OP to the QPC when it is ready for review

6.4.2 QPC shall:

· with assistance from the PSO and Preparer, determine who will review the F&OP.  As a minimum, all F&OPs shall be distributed to the responsible area of each Division for review

· be responsible for this review process

6.4.3 Clerical personnel shall:

· type "DRAFT" in the EFFECTIVE box

· for revised FOPS, annotate all changes with a margin bar next to the change for easy identification

· duplicate and distribute the procedure for review indicating the date that a reply is requested

6.4.4 The reviewers shall:

· note/write comments, preferably in red, in the draft procedure or in a memo and return the document to the clerical person by the date requested.  (Even if no comments were made, a reply is requested)

6.4.5 Clerical person shall:

· collect reviewers' comments, printing hard copy of e-mail responses for permanent record for the file.  Return all information to the Preparer within 5 business days after the return date requested

6.4.6 The Preparer shall:

· reviews comments and resolves differences with the reviewers

· incorporate revised the draft based on resolved reviewers comments into the Draft Issue Copy

· forwards the Draft Issue Copy to the clerical person for an additional review, if the comments were extensive, or for finalization

6.4.7 Clerical person shall:

· type the Issue Copy of the procedure with margin bars to identify all changes

· type Effective date provided by QPC

· forward final copy for approval

6.4.8 The Approver(s) shall:

· indicate their approval by signing/initialing in the “Prepared by” "Approved by" box as appropriate

· return the approved document to the clerical person.

Note:  It is acceptable to have additional approvals to the PSO, however the PSO or designee approval is required.  The Approved By box shall be expanded as needed to accommodate the additional approvals.

6.5 Distribution of Procedures
Distribution shall not be made until the procedure is approved, training program, if applicable, has been identified, and/or equipment, if required, is in place.
6.5.1 The QPC is responsible for:

· assigning an effective date for the F&OP.

· sending out notifications of all new and revised procedures with implementation directions and training requirements.

· establishing a distribution list for hard copies of the document.  The establishment of hard copy distribution should, as a minimum, be to areas/individuals who will need the procedure when computer access in not available.

· retaining document originals and related documentation in F&OP Controlled files.  These documents shall remain on file permanently.

· maintaining the signed Master copy of the F&OP and signed Distribution Lists.
· assuring Training Requirements have been identified and are entered into the F&O Corrective Action Tracking System as applicable.
Note:  Training and equipment availability will be addressed during F&O ESHT&Q's review.

6.5.2 Clerical personnel shall be responsible for:

· archiving procedure

· Identifying hard copies of controlled F&OPs by stamping "Controlled" on the cover page of each procedure in red ink

· distributing the approved document per the distribution list

Note:  Controlled hard copies of procedures shall be distributed only to individuals identified by the QPC.

· updating Procedure Database (Accomplished by F&O ESHT&Q).
· assuring copies are legible.

· filing original documents.

· adding the following note to all web documents not intended to be used as a form template: "Once printed, this file is no longer an official copy.  Before using a printed copy, verify that it is the most current version by checking the document revision on F&O Operating Procedures Web Page http://fosteq.bnl.gov/F&OP%20Home.htm 

· posting the procedure on the F&O Operating Procedure Web Page 

Note:  Web documents may not depict original approval signatures and may have line breaks different from hard copy procedure.  Content shall not differ between hard copies and web copies.

6.5.3 Recipients of F&OPs shall:

· each recipient of a controlled hard copy of a F&OP shall be responsible for incorporating the new or revised F&OP into a binder and removing and discarding superseded procedures.

· each individual printing a copy of a procedure either from the Web or from a hard copy shall be responsible to verify that the procedure is at the latest revision level each time they refer to that procedure.

· obsolete documents must be promptly removed from all points of issue and points of use, or otherwise suitably identified to prevent unintended use (e.g., marked "Uncontrolled", "Obsolete", "Outdated".)

6.6 Procedure Periodic Reviews

F&OPs shall be periodically reviewed, not to exceed five years between reviews, and revised as necessary.  If no revision is required, the review will be recorded in the Procedure Database.

6.7 SBMS Changes and New Subject Areas

All SBMS changes and new Subject Areas will be reviewed against existing F&O and Division Procedures for impact and required changes.  The QPC Representative is responsible for subscribing to SBMS changes and notifying the applicable individuals of changes.  In addition, individuals assigned to review and update procedures will be tracked to completion using ESHTQ-QA-001, "Corrective Action Tracking System” 

6.8 External Documentation Control

6.8.1 Documents generated by external sources to F&O are not required to be placed under documentation control unless:

· They constitute Regulatory driven documentation

· There are unique requirements (e.g., procedures or instructions) that are not captured in F&OPs or SBMS (excluding manufacturer's manuals or instructions)

· Requested by the responsible manager or supervisor

6.8.2 External documents will be controlled by the responsible supervisor who will be responsible, as a minimum, for the following:

· Maintaining a list of distribution 

· Performing updates of all controlled copies as needed

· Providing at least one copy to the F&O ESHT&Q group or placing the document on the web

7.0
attachments

7.1 F&OP-MGMT-100A, F&OP Procedure Template
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