Instructions for Filling out the Work Permit

Header Information

The “Work Permit” line must be filled in by whatever numbering sequence a given department or group wants to use.  The Work Control Coordinator (WCC) maintains a logbook or spreadsheet of work permit numbers issued.  The other three number lines are provided for tracking purposes and are filled in as appropriate.  The “Standing Work Permit” box is checked if the permit is being used as such.

Section 1 – Work Request

The work requester fills out the required information in this section.  The name in the “Work Control Coordinator” (WCC) line is the requester’s WCC.  The “Service Provider” line is the entity doing the work.

Section 2 – Hazard Analysis

The WCC or designee initially fills out this section identifying the location hazards, facility concerns, work controls, and specific training needs.  The WCC provides the work information to the service provider, identifies Walk down Team members and ensures a walkdown occurs (a job-site walk down is always required).

The Walk down Team conducts a walk down in accordance with step 4 of subsection 2.4.

The service provider predominantly identifies the task hazards and appropriate controls.
NORM:  NORM is an acronym for Naturally Occurring Radioactive Material, which includes all radioactive elements found naturally in the environment. Long-lived radioactive elements such as uranium, thorium, and potassium, and any of their decay products, such as radium and radon, are examples of NORM. These elements have always been present in the Earth's crust and within tissues of all living beings. Many of these same elements are present in small quantities within soils as well as many building and everyday use materials. When in sufficient volume, the levels of radioactivity may be elevated enough to alarm the site vehicle radiation monitor.  Examples of these materials are soil and cement products in quantities greater than 10 cu. yd., brick masonry, refractory or fire brick, rock salt, clay products (e.g., sewage pipe, some ceramics), fertilizers, oil absorbents, coal products, including sand blasting media (e.g., Black Beauty).
All vehicles transporting material off-site, to site maintenance, Transfer Station, Borrow Pit areas, or to the BNL scrap metal yard, must pass through the vehicle radiation monitor.  Prior approval must be obtained from the affected Facility Support (FS) group to bypass the site vehicle radiation monitor when removing large quantities of materials known to contain NORM, as described above.
DOE 151.1-C Screening Levels Are As Follows:

· Hazardous material screening criteria:

· Dispersible with a vapor pressure >1 mm Hg (25 c);

· NFPA Health Hazard rating of 3 or 4;

· Quantity >5 gallons.

· Radioactive material screening criteria:

· License-exempt materials, described in 10 CFR 30.11-30.19 (like timepieces, thermostats, etc.);

· Non-dispersible materials, like sealed sources and other ‘special form’ radioactive materials, materials in compliant DOT Type B containers, and materials that cannot be reduced to <10 micron particles by some plausible mechanism;

· Quantities less than DOE-STD-1027-92 Category 3 Value.

· Biological material screening criteria:
· All hazardous biological agents and toxins that are subject to the requirements published in 42 CFR 73, 7 CFR 331, or 9 CFR 121 (including published updates).
Note: Table 1 and 2 in the screening guidelines attachment provide additional definitions to the ESS&H issues.
Low, Moderate, and High Hazard Determination

The bottom part of Section 2 is used by the WCC and/or Walk down Team to make a final determination as to the rating levels (low, moderate, or high) for ESS&H risk, complexity, and work coordination.  A given task may be worker planned or prescribed work, but the complexity of the system or the work coordination involved can dictate a higher level of planning.

If the WCC or Walk down Team decides that ESS&H risk, complexity, and work coordination are all low, then the job is categorized as a low hazard and the written work permit may be terminated at this point.  If a permit will be used for low hazard work, the Work Control Coordinator, the service provider (supervisor, craft, or technician), and an individual authorizing work must sign in the lower right hand corner of the front side.

If any of the ESS&H risk, complexity, or work coordination rating levels are checked off as moderate or high, then the rest of the work permit form must be fully completed.
Section 3 – Work Plan

The work plan section is filled out predominantly by the work requester with input from the WCC, service provider and ESS&H personnel or subject matter experts (SMEs) as needed.  A written description must detail the job and any precautions that need to be taken.  Use attachments for detailed plans (e.g., drawings) and longer narrative if needed.

The work plan must include required post-work testing and notifications to the Department/Division operations.
If the ES&H risk level is rated high, then a Job Safety Analysis (JSA) must be written and attached to the work permit.

Primary Reviewer

It is good practice to review work permits in a team setting as opposed to circulating the permit for review and signoff in series. 

Primary Reviewer signature means that the hazards and risks that could impact ESS&H have been identified, a walk down was completed and the hazards will be controlled according to BNL requirements. The Primary Reviewer shall be a member of the Walk down Team.
Section 4 – Supervisor and Worker Signoffs

Conduct a pre-job briefing with the workers in accordance with subsection 2.4 step 9 to review job hazards, permits, and coordination requirements.

The supervisor and the workers sign the form (or an attachment) to indicate that they understand the hazards, the controls and the permit requirements.

Notes:  The workers must sign for themselves; it is not permissible for the supervisor to write their worker’s names on the work permit.
Section 5 – Conditions Appropriate to Start Work

The departmental line manager or designee authorizes the start of the job.  That authorization indicates line management responsibility for safety.
Section 6 – Worker Feedback

This section is provided for the workers to feed back comments on ESS&H issues from the job or on how to improve the work efficiency.  The Work Control Manager or WCC solicits worker feedback in accordance with subsection 2.6.
Section 7 – Post Job Review/Closeout

The WCC/WCM verifies that a post job review was performed.

The original copy of the work permit is returned to the Work Control Coordinator who originated it initially.  The Work Control Coordinator reviews the permit for consistency, signs off to close it out, and files it.  The WCC provides feedback to appropriate personnel if any permit discrepancies occur (e.g., administrative and operational closeout, missing signatures, procedure inaccurate).
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