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Staff Services

2nd Quarter 2004 Review

	TYPE OF MEASURE
	CUSTOMERS
	OPERATIONS
	RESOURCES
	PEOPLE

	Safety
	
	· ORPS Occurrences [10]
· Management Walk-through (Level II & III) [19]
· Occupational Injury Management [AR]

· LOTO [AR]

· OSHA Roll-up / Chemical Management [AR]

· Fire Safety [AR]
· Work Permit Feedback [AR]

· Work Planning & Control [AR]


	
	· OSHA Reportable Injury Management (3.4.4.2) [20]

· Tier I Inspections: Schedule [7, AR]

· Tier I Inspections:  Safety Actions Closed [8]

· ALARA [17]

· Employees requiring certification having certification [12]

· Motor Vehicle Safety [21]

· Training Performance – Permanent Employees [14]

· Training Performance – Transient Employees [15]

· Traffic Tickets [16]



	Running the Business
	· Customer Contacts [A]

· Housing [A]

· Food Services [A]

· Conference Services [A]


	· ATS Closure [9]
· Spill Prevention [11]
· Regulated Waste Generation [18]
· Automotive Fleet [A]
· Public Service Station  [A]
· Transportation [A]
· Energy Awareness [AR]

· Maintenance Management [AR]

· Foreign Visits & Assignments [AR]

· Management Initiative: Property Management System – Government Vehicles [2]


	· Association of Students and Postdocs  [A]

· Financial Management  [22]


	· Employees Recognized [5]

· Exempt Employees with Goals [3]

· Employee Labor Relations Issues [4] 

· Sick Time [6]

· Quality of Life/Recreation  [A]

· Summer Camp  [A]

· PAAA [13]



	Improving the Business


	
	· Conference Service Local Benchmarking


	
	

	NOTES:

· Numbers in parentheses ( )= Critical Outcome/Objective number.

· Numbers brackets [ ] indicate row number that contains additional information.  Letters after the number have the following meaning: E = Exception Report, R = Report, M = Measure, A = Assessment, AR = Required Assessments

· Key: {S} indicates a Critical Outcome that is significantly impacted by the Division, .

· * See associated FY04 Management System Assessment Planning Integration Template.

· Noteworthy Activities [1] not included in this matrix.
	_______________________________________________


Jeffery Swenson, Division Manager

_______________________________________________


Andrew McNerney, ALD, Facilities & Operations


	Reports – report status every quarter, report problems immediately

	
	Type
	Expectations
	Comments

	1
	All
	Noteworthy Activities During the Quarter

To be reported by: J. Swenson
	2nd Qtr

· Budget Submission completed on time

· Apartment accident/fire

· Housing revenue ahead of projection

· Off-Site Housing Web-Site completed

· On-line food service web survey



	2
	Operations
	Management Initiative: Property Management System – Government Vehicles

To be reported by : J. Swenson
	2nd Qtr

· Secretary’s reduction completed.

· Local Use Objective’s tracked and managed. 

· MOA with Town of Brookhaven on the use of CNG station.



	3
	People
	Exempt employees with Goals

To be reported by: J. Swenson
	2nd Qtr

· Safety goals added to all supervisors

1st Qtr

· 100%

	4
	People
	Employee Labor Relations Issues

To be reported by: J. Swenson
	· Automotive work on electric vehicles w/HEMO

	5
	People
	Employees Recognized 

To be reported by. J. Swenson
	· Spotlight award – Jennifer Lynch

	6
	People
	Sick Time

To be reported by J. Swenson
	· No issue

	7
	People
	Tier I Inspections: Schedules

To be reported by P. Martino 
	· On schedule

	8
	People
	Tier I Inspections:  Safety Actions Closed

To be reported by P. Martino 
	· On schedule


	Exception Reports – report if threshold is reached or exceeded immediately and each quarter

	
	Type
	Title
	Goal
	Threshold

	9
	Operations
	ATS Closure

To be Reported by R. Costa
	Complete all ATS Corrective/ Improvement Actions on Schedule
	Any actions that are late or overdue.

	10
	Operations
	ORPS Occurrences 

To be Reported by R. Costa
	No ORPS reports attributed to the Division in the FY


	Report all occurrences.

	11
	Operations
	Spill Prevention

To be reported by G. Olsen
	Zero NYSDEC Reportable Environmental Release
	Report all incidents.

	12
	People
	Employees requiring certification having certification

To be Reported by J. Swenson
	All Employees that require certification have them up to date
	Report all expired, including medical, certifications.

	13
	People
	PAAA 
To be Reported by R. Costa 
	Zero PAAA Non compliance
	Report all NTS reports and non-compliances.

	14
	People
	Training Performance - Permanent Employees

To be Reported by J. Swenson
	Implement Training and Qualifications program for permanent employees


	Report when any month in the quarter is less than 95% 

	15
	People
	Training Performance – Transient Employees

To be Reported by J. Swenson
	Implement Training and Qualification program for transient employees


	Report when any month in the quarter is less than 95%

	16
	People
	Traffic Tickets

To be Reported by: R. Costa 
	Zero Traffic Tickets
	Report all traffic tickets received.

2nd Qtr

· 2 Parking tickets
1st Qtr

· 1 Parking – Upton Industries

· 1 Speeding - Enterprise

	17
	People
	ALARA

To be reported by Peder Martino
	To support BNL’s ALARA goals and minimize radiation exposures to all Division employees.
	Report all dose greater than 50% of the Collective Dose Equivalent of the ACL and no individual ACL exceedances of 50%


	
	
	Quarterly Measures
	

	
	Type
	Measure / Goal
	Comments

	18
	Operations
	Regulated Waste Generation

Goal: Minimize the generation of regulated waste generation
Measure: Levels established with Waste Management for routine operation (Environmental clean-up and Legacy Demolition Waste not included)

Metric:

Acceptable:  Not exceeding established levels

Unsatisfactory:  Exceeding established levels

To be reported by G. Olsen 
	2nd Qtr
· Allocation reached

1st Qtr

· 100 % of industrial drum allocation available.

	19
	People
	Management Walk-through (Level II & III)

Goal: To increase the interaction of management and employees

Measure:  Management walk-through (both regular and off-hours work schedules).  

Does not include walk-throughs that are the result of problem investigation.

Swenson

Ennis

Carter

Seelin

Comas

Distinguished

> 20 per yr

> 20 per yr

> 20 per yr

> 20 per yr

> 20 per yr

Commendable

15 - 20

15 - 20

15 - 20

15 - 20

15 - 20

Adequate

12 – 15

12 – 15

12 – 15

12 – 15

12 – 15

Needs Improvement

10 – 11

10 – 11

10 – 11

10 – 11

10 – 11

Unsatisfactory

< 10

< 10

< 10

< 10

< 10

Metric:

To be reported by J. Swenson

	2nd Qtr

· On schedule

1st Qtr

· On schedule

	20
	People
	OSHA Reportable Injury Management (3.3.2.2)

Goal: Reduce Lost Workday Case Rate
Measure: Lost workday case rate
Staff Services

Estimated hours

100,000*
Rate

LWC

Distinguished

<0.60
0

Commendable

Adequate

Needs Improvement

Unacceptable

>0.60
1

*Estimate of FY 04 hours worked

To be reported by Pat Williams
	2nd Qtr

Unacceptable

· No additional LWCs
1st Qtr

Unacceptable

· Custodian with 3 restricted days, pulled back while moving furniture


	21
	People
	Motor Vehicle Safety

Goal: Zero motor vehicle accidents
	2nd Qtr

· Distinguished

1st Qtr

· Distinguished

	
	
	Measure:  Number of accidents

Metric:

Distinguished
Commendable
Adequate

Needs Improvement
Unacceptable
0 accidents

1 accident;

2 accidents;

3 accidents


1 or more injuries,




no injuries

no injuries

no injuries


or more than 5 accidents

To be reported by J. Swenson

	22
	Resources
	Financial Management

Goal: Not to exceed budget.

To be reported by : J. Swenson
Not to exceed budget.
	See Attached.

· On target



[image: image1]
Attachment 1  

Required, IO & BAO Assessments Planned 
	Identifier
	Assessment Driver
	Quarter Planned
	External Owner / Requestor
	F&O Lead
	Details

	
	
	
	
	
	

	8
	Worker Safety and Health
	1,2,3,4
	Required
	P. Williams
	Department ESH Inspections (Tier I’s)

	10
	Life Cycle Asset Management System
	2
	Required
	M. Toscano
	Energy Management Awareness

	14
	Records Management System
	2
	Required
	S. Perino
	Level II Managers Self-Assessment of Records Management 

	16
	Environmental Management System
	2, 3
	Required
	P. Williams
	Regulatory Compliance (Environmental Assessments Subject Area, section 4)

	17
	Worker Safety and Health
	2, 4
	Required
	P. Williams
	Occupational Injury Management

	18
	Environmental Management System
	2,3
	Required
	W. Chaloupka
	EMS Assessments (Environmental Assessments Subject Area, section 3)

	21
	Life Cycle Asset Management System
	3
	Required
	C. Johnson
	Maintenance Management

	23
	Safeguards and Security Management System
	3
	Required
	P. Williams
	Foreign Visitor Assignments

	27
	Work Planning and Control Management System
	4
	Required
	P. Williams
	Comparison of Department level WP&C Procedures to WP&C Subject Area to ensure consistency and compliance

	28
	Work Planning and Control Management System
	4
	Required
	P. Williams
	Evaluate Feedback received on FY04 Work Permits

	29
	Worker Safety and Health
	4
	Required
	P. Williams
	Lock Out/Tag Out

	30
	Worker Safety and Health
	4
	Required
	P. Williams
	OSHA Roll-Up/Chemical Management

	42
	Fire Safety, ESH 4.0.0
	3
	Required

M. Bebon
	J. Levesque
	Fire Safety

	54
	Environmental Management System
	4
	Required
	W. Chaloupka
	Management Review (Environmental Assessments Subject Area, section 5)

	55
	Facility Safety Management System
	4
	Required
	N/A
	Annual Program Assessment of 801 and BLIP


Attachment 2
Staff Services Assessment Plan
Management Initiative: Property Management System - Government Vehicles

The Automotive Fleet Supervisor is responsible for this goal. The Laboratory has been in extensive discussions with the Area Office during much of FY 2003 to develop a Local Use Objective plan that reflects the DOE requirements in vehicle utilization measurement. The BNL plan was developed and submitted late in FY 2003 and the Laboratory is awaiting final approval. Based on the proposed program, vehicle mileage information will be collected quarterly on all General Use and Special Use vehicles. This will provide usage information during the year to evaluate the progress. The DOE Balanced Score Card system is used to evaluate performance in property management.  For Internal Business Perspective Core Measure #2 - Equipment Utilization, the percentage of equipment meeting Federal and/or local usage/issue standards or objectives will be computed as compared to the number of vehicles with in that classification.

The proposed Local Use Objective Plan embraces the direction provided to the Laboratory by the DOE. The plan calls for the development of three vehicle categories, of which two will be reported on for utilization. These three categories are: General Purpose, Special Use and Special Purpose. A summary of the Laboratories proposed plan is as follows:

General Purpose:  During FY 2004, mileage (3400 miles per year) will be the measure of utilization. 

Special Use:  During FY 2004, each vehicle will be assigned for the year a method of utilization measurement, either mileage (2600 miles per year) or trip logs (6 trips per workday) will be used.  

Special Purpose: Special Purpose are vehicles which are used or designed for specialized functions such as Fire trucks, ambulances, dump trucks, garbage trucks, and certain other vehicles and are exempt from LUO use goals. There are no mileage or utilization requirements for these vehicles.

The following steps have been taken to manage the effort involved in the plan. 

· General Purpose vehicle justifications have been called for and are being reviewed.

· Special Use vehicle justifications have been called for and are being reviewed. 

· Vehicle administrators are provided status information of their progress.

· Mileage for all General Purpose and Special Use vehicles will be captured on a monthly basis.

· A trip log has been developed and provided to operators for their use.

· A management plan has been developed to monitor utilization on a quarterly basis.

· Fleet Management is the sole responsibility of the Fleet Manager. 

· The BNL Fleet Manager has the authority to rotate General Purpose Vehicles and attempt to rotate Special Use Vehicles that do not meet the minimum Local Usage Objective Criteria at any time during reporting period. 

Food Services Survey/Assessment

The Residence Services Supervisor will utilize surveys, operations benchmarking or other measures to determine customer satisfaction and operational excellence.  There will be bi-annual progress reports and a final report issued by October 15, 2004 Overall customer satisfaction will be measured using the point system described above.   

Housing Survey/Assessment

Customer surveys are to be distributed and evaluated on a bi-annual basis. The Housing & Support Services Supervisor has responsibility to initiate the survey, collect the responses and measure the results. A bi-annual summary with action plans to address improvement areas will be prepared by the Housing & Support Services Supervisor and submitted to the Division Manager. Overall customer satisfaction will be measured using the point system described above. 

Conference Service Survey/Assessment

Customer surveys are to be distributed to customers shortly after their conference and or delivery of food service. The Conference Support Supervisor has responsibility to initiate the survey, collect the responses and measure the results. A bi-annual summary with action plans to address improvement areas will be prepared by the Conference Support Supervisor and submitted to the Division Manager. Overall customer satisfaction will be measured using the point system described above. 

Automotive Fleet Survey/Assessment

Customer surveys are to be distributed by either the Automotive Fleet Supervisor or the Motor Vehicle Maintenance Supervisor.  They will be targeted to organizational vehicle representatives or direct vehicle users.  The surveys will be returned to the Automotive Fleet Supervisor who has the responsibility to collect the responses and measure the results. A bi-annual summary with action plans to address improvement areas will be prepared by the Automotive Fleet Supervisor and submitted to the Division Manager. Overall customer satisfaction will be measured using the point system described above. 

Public Service Station Survey/Assessment

Performance measures have been incorporated into the License Agreement between Upton Industries and Brookhaven Science Associates. The overall objectives/critical outcomes are as follows:

· Provide outstanding, customer-oriented service to all on-site service station customers.

· Provide state of the art mechanical service to all customers, including repairs and emissions testing.

· Operate the service station in the most efficient, cost-effective and safest manner possible. 

The Upton Industries contract calls for a different manner of numeric scoring and will be reported quarterly as such.  

Transportation Survey/Assessment

Customer surveys are to be distributed and evaluated on a periodic basis. The Fleet Manager has responsibility to initiate the survey, collect the responses and measure the results. A bi-annual summary of activities with action plans to address improvement areas will be prepared by the Fleet Manager and submitted to the Division Manager. Overall customer satisfaction will be measured using the point system described above. The service points considered for survey could include the transportation pool, on and off-site shuttle services and shopping car services. 

Quality of Life/Recreation 

Customer surveys will be distributed and evaluated on a bi-annual basis. The QOL/Recreation  Supervisor has responsibility to initiate the survey, collect the responses and measure the results. A quarterly summary with action plans to address improvement areas will be prepared and submitted to the Division Manager. Overall customer satisfaction will be measured using the point system described above, or in a summary form.

Association of Students and Postdocs (ASAP)

In FY 2003, this new student association, with the support of the Director, was allocated space and initial funding.  The lounge area was renovated and then furnished with financial support supplied by BSA.  A charter was developed and approved by the Director. Budget reductions in FY 2004 have eliminated funding assigned to support the space charge of about $15k per year. The Staff Services Division has deemed this Association as a valuable service to the Laboratory and will provide financial support from other functional areas for FY 2004 only. An assessment of this association will be completed by the QOL/Recreation Supervisor to determine a path forward past the end of the fiscal year. This assessment will include ASAP Board participation and will look into other possible funding sources, possible location changes, or any other operational changes. This assessment will be presented to the Division Manager by August 31, 2004. 

Conference Service Local Benchmarking

Conduct a Market survey of local catering and conference operations. This project is to be done by the Conference Services Supervisor. She will prepare a detailed analysis of how BNL compares with local conference/meeting providers. Comparisons may include audiovisual, presentation tools, meeting room equipment, food service equipment, menu offerings, and associated services. A summary of results will be prepared and presented to the Division Manager by Aug. 31, 2004. 

Summer Camp

The QOL Office operated the first “open enrollment” summer camp in 2003. The QOL/Recreation Supervisor will complete a full assessment of the camp process by February 28, 2004. This will be prior to the initiation of the 2004 season. Included in the assessment will be lessons learned from last year, financial expectations, customer suggestions, camp program, camper/counselor ration, and any other information deemed important by the QOL/Recreation Supervisor. 
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