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1. INTRODUCTION

1.1 Purpose

This procedure defines the process by which contracted work is managed at the APS to ensure it is conducted safely and in compliance with ANL procedures.  This process will ensure that the individuals designated responsibility for coordinating and overseeing contracted work are provided sufficient details of the work to be performed and to assure that the appropriate procurement, ES&H, and other facility requirements are met.

1.2 Scope

This procedure defines the steps to initiate contracted work at the APS.  It incorporates numerous regulatory and administrative requirements in a manner that is intended to be transparent to the individual wishing to have the work performed.  Bypassing steps that may not seem relevant may result in missing a regulatory or procedural requirement.

1.3 Roles & Responsibilities

Requestor: The individual who wishes to have work performed at the APS by contractors or facility personnel is responsible for clearly identifying the work to be performed and the associated safety hazards for which engineered controls are not in place.

APS Coordinator: The individual assigned responsibility for coordinating the development of the work package and who will then oversee the work when performed. 

1.4 Applicability

This procedure applies to all personnel who wish to initiate a work at the APS and those individuals who have a support role in work development and the ANL contracted work process.

1.5 References

Facility Manual of Construction 

Facility ESH Manual

2 BACKGROUND

Work performed at this facility is subject to numerous federal, state, Laboratory and management requirements.  This procedure has been developed to assure that all identified requirements (Environment, Safety and Health, Procurement, DOE, ISM, OSHA, Facility Policies, etc.) are addressed. 

In the support of work at the APS qualified tradesmen will be made available to perform the work.  APS will also designate trained personnel to coordinate and oversee the planning and execution of the work, to assure that it is in compliance with relevant rules, regulations and performed safely.  The Work/Project Checklist is similar to the concept of a pilot’s flight checklist to eliminate, to the extent possible, the occurrence of errors and omissions.

The process of completing the Work/Project Checklist assures that appropriate Design and ESH reviews of the work are completed.  This process will also assure that safety risk associated with the work can be identified in a timely manner and specific controls developed to address the safety hazards.  Built into this review process are environmental (NEPA) reviews, configuration management control checkpoints, and determination of requirements for “As-Built” drawings and other requirements that we must be satisfied.

To ensure uniformity in the manner in which contracted work is performed at the APS, CATs may not contract directly with contractors for any construction work on the APS site.  Two vehicles are in place to provide resources to perform work: Construction Contracts and Time-and-Materials (T&M) contracted services.

Purchase orders or other agreements for work performed at the facility may be developed between CATs and third parties if the scope is limited to the following types of work:

· Installation work that is incidental to the User’s Departmental purchase of a piece of technical equipment (goniometer, computer, mirror, vacuum chamber, etc.), and which does not require construction activities to be performed by the third-patty contractor.

· Installation, maintenance, or repair of User-owned equipment (such as repairing a fax machine, assembling furniture, or calibrating instruments).

The User will be responsible for ensuring that each approved third party performing work at the APS complies with the provisions of the CAT Safety Plan.

3.
 DEFINING THE WORK

    3.1 Defining the Work

An individual who wishes to initiate a project that will require on-site contracted labor must first define the work to be performed.  This individual, referred to as the “Requestor”, must define the scope of the work to be performed as clearly as he is able.  Included in defining the work to be done should be an outline of all uncontrolled hazards present where the work is to be performed.

    3.2 Work/Project Checklist 

An APS Work/Project Checklist shall be developed for each activity performed by non-ANL employees at the APS site.  Changes to the original scope of contracted work do not require a new APS Work/Project Checklist unless there is a significant scope change.  This form can be obtained from the APS Home Page / APS Operations Division / General Information /General Contact Information / User Forms or directly from: 

http://www.aps.anl.gov/esh/forms/WPChecklist.doc
PART 1. WORK/PROJECT DESCRIPTION (Completed by the Requestor)

a. 
Job Title: Choose a name for the project.

b. 
Location: Provide the building and room numbers where the work will be performed. In building 400, indicate either sector or building column No.

c. 
Requestor: The name the individual requesting that the work be done.

d. 
Facility Coordinator: The individual assigned responsibility for the coordination of all contracted work.  This person must as a minimum have completed a 10 Hour OSHA course.
e. 
Proposed Start and Completion Dates: These are dates that the requestor and coordinator agree upon prior to requisition release to Procurement, taking into account the anticipated duration of the procurement and construction processes and the APS Operations schedule.

f. Job Description: This entry describes the nature of the work to be performed, in general terms, based on the scope of work statement in the proposed contract.  It must also list the hazards present in the area where the work will be performed.

PART 2. RISK CLASSIFICATION & CONTRACTOR ACCESS REQUIREMENTS (Completed by the Facility Coordinator)

The APS coordinator shall identify the project risk classification, and the required contractor documentation and training determinations in accordance with the requirements of Chapter 2 of the ANL Manual of Construction.

Work performed under Service Request Orders for work (Time and Material contract) is guided by general Job Safety Analysis for each type of work performed.  Where the work to be performed falls outside of previously approved JSAs a Work Project Checklist will be developed and a complete safety review is conducted prior to the Approval to start that work activity.

APS WORK/PROJECT CHECKLIST

(To be used for planning of all work activities)
	Part 1. Work/Project Description  (To be completed by the requestor)


Job Title:                                                                                Date:       



Location of Work:       

Requestor:       

Phone No:       

Organization:       

Facility Coordinator:       

Phone No:       

Pager No:       

Proposed Start Date:       

Required Completion Date:       

Job Description :       


General Comments/Potential Safety Issues:           

	Part 2. Risk Classification & Contractor Access Requirements  (To be completed by Facility or ESH Coordinator)


Risk Classification:
 FORMCHECKBOX 
  Construction
 FORMCHECKBOX 
  High
 FORMCHECKBOX 
   Moderate
 FORMCHECKBOX 
  Low
Determiner       

Documentation:
 FORMCHECKBOX 
  Full Safety Plan
 FORMCHECKBOX 
  Job Safety Analysis
 FORMCHECKBOX 
  No Documentation Required  (Date)      

Contractor Training:
 FORMCHECKBOX 
  Contractor Safety Orientation
 FORMCHECKBOX 
  Mini-Contractor Safety Orientation
 FORMCHECKBOX 
  Bldg. Orient.
 FORMCHECKBOX 
  Other
Other Requirements:      


                                   (Permits, Escorts, etc.)

	Part 3. Design and ESH Review  (FACILITY Coordinator to obtain approvals as necessary or make determination of  N/A)


Reviewed                                                               Designated/Alternate
        Signature & Date
Check If 

Y

N/A 

Comments Attached

 FORMCHECKBOX 

 FORMCHECKBOX 

APS Conventional Facilities
R. Janik /J. Sidarous

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Industrial Hygiene

R. Hinterman

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Health Physics
J. Vacca/P.K. Job

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Fire Protection
K. Stoll

 FORMCHECKBOX 

 FORMCHECKBOX 


Environmental Review 
R. Hislop /J. Lang

 FORMCHECKBOX 
 NEPA Ref No:  FORMCHECKBOX 

 FORMCHECKBOX 

Occupant
      

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Work for CATS
B. Stockmeier /E. Chang

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

PFS Facilities Maintenance
G. Kailus /S. Bengtson

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Building Manager
R. Whitman /E. Russell /B. McCauley

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Other       

      

 FORMCHECKBOX 


(specify)
	Part 4. Project Management  (To be completed before authorization to proceed is signed by Facility Coordinator)


Requisition No:                       or  FORMCHECKBOX 
 N/A     Name of Contractor:       
Contract No:       

Contractor Manager/Supervisor:       

Phone/Pager:       

Contractor Safety Coordinator:       

 FORMCHECKBOX 
 10 Hr OSHA or  FORMCHECKBOX 
 Equivalent training
Safety Plan/JSA Title & approval date:       

or Blanket JSA No:       


Authorization to Proceed:       



                                         (APS Coordinator)
PART 3. DESIGN AND ESH REVIEW (Coordinated by the Facility Coordinator)

The design and ESH review process is conducted in accordance with the requirements set forth in the Manual of Construction.  The Approval and Signature section of the form is used to document the fact that the listed departments/individuals have participated in required project reviews and where appropriate to reflect the fact that they have additional comments on the project that must be resolved prior to release of the requisition to procurement.

ESH Review & Approval – An ESH Baseline assessment must be completed for each activity that requires on site labor. The objective of this review is to identify hazardous conditions that should be considered during the project engineering. Those hazards, which cannot be eliminated through engineering or controlled in some other way, must be communicated to the individuals asked to perform the work. 

Technically qualified personnel are to approve each applicable Design and ESH Review category.  Where the APS Coordinator determines that a particular discipline is not relevant to the work being performed, the coordinator may indicate so by initialing that section.  The Coordinator will be held accountable for the decision to by-pass a subject matter expert and may be asked to explain why such a decision was made.

The following are the requirements of each ESH 

APS Conventional Facilities – Any work that will connect to the facility infrastructure or modify it must be reviewed by the Conventional Facilities Group.  This includes drilling or screwing into walls, connecting to utilities etc.

Industrial Hygiene – IH review is required where the work process performed by the workers or the completed work will potentially raise health issues.

Health Physics – Any work performed in radiologically controlled areas or where activated sources are used must have HP review.

Fire Protection – Work that will affect any existing fire protection systems or where changes to facility use will result for the contracted work must have FP review.

Environmental Determination – All work must have an environmental determination made.

PFS Facilities Maintenance – PFS must review any work that they will be required to maintain or that may affect their ability to reach systems that they currently maintain.

Building Manager – The Building Manager issues the Work Entry Permit required of all contractor performing work on site.  He must be involved in the review of the work to determine potential impacts of the work on nearby occupants and in consideration of Operational Activities.

Work for CATs – This review includes any work by a third party contractor performed for a CAT, including equipment installations associated with a purchase or any work involving construction on behalf of or in space occupied by a CAT.

Work by contractors on behalf of Users is subject to both APS Technical Update (#25) and the user “Policy and Procedure for the Use of Third-Party Contractors at the APS.  If checked “Y” the reviewer will check for compliance with APS design and project initiation requirements.

EXAMPLES of RISK CATEGORY 

LOW RISK

Contracted Deliveries

Drinking water, 

Food and beverage deliveries, 

Furniture delivery with minor assembly required, 

Equipment Installation, Repair & Calibration

Copy machine repair done without live circuits

Calibration of un-energized equipment, 

Computer set up and repairs, 

Installation of window blinds that require no power tools or the use of a ladder.

Consulting and Office Work

Guests & speakers, 

Engineers, consultants and students working in an office environment.

MODERATE RISK

Equipment Installation

Carpet installation, 

Furniture installation 

Office partition installation, or being moved or repaired that do not have an energy source running through them.

Shelving blinds & shades installation at a working height below six feet.

Repair

Window glass replacement and cleaning working below 6 feet

Oven hood repairs that do not require lockout/tagout or use of chemicals

Kitchen appliance repair

Calibration 

Work that does not involve working with any type of energy source, work above six feet, or entry into a confined space.

Low voltage testing and calibrating of equipment (below. 50 volts)

Other Activities

Carpets and furniture, 

HVAC duct cleaning without entry into the duct and does not require use of chemicals

Painting with latex paint, 

Site survey work.

Tree and flower planting 


Use of Class II Lasers


Assembly of technical components


Assembly of purchased components by a vendor


Service of experimental mechanical devices


Installation of wire cages

HIGH RISK

Contracted Deliveries

Gas delivery (Nitrogen, LP, fuels, oxygen, acetylene etc.) 

Work Activities

Working on energized equipment of greater than 50 volts. 

Installation of office partitions containing electrical connections 

Any activity where lockout/tagout of an energy source is required.

Working at heights higher than 6 feet

Overhead door repair. 

Pole work of any nature (electrical or phone), 

Communication tower work including erecting, painting, or inspection, 

Elevator repair/maintenance/inspection, 

Overhead crane inspections or repair

Equipment alignment of energized equipment, 

Sprinkler repairs or modification

Utility work of any nature (gas line, electrical, water, steam, air, communication)

Mechanical Work

Welding, cutting, burning, soldering, brazing, or any open flame work,

Metal grinding or saw cutting

Concrete boring/cutting/grinding/jack hammering, 

Hoisting, rigging and lifting

Concrete installation including precast panel work, 

Parking lot or roadway paving and striping

Tree and stump removal

Trimming and pruning vegetation 

Grass burning or chemical treatments

Laser repair and installation 

Painting with epoxy or spray painting of any nature

Chiller or refrigerant repair / recovery or replacement. 


Window cleaning or replacing above 6 feet

Work Environments

Work performed within six feet of the edge of a roof done for any reason, 

Work performed within 6 feet of the road edge     

Confined space entry of any nature, 

Excavation of any type and any depth, 

Areas suspect of containing Asbestos

Areas or work in contaminated areas

Transformer work of any nature, 

Chemical Use 


Use (of almost) any chemical

Use of flammable products, 

Asbestos abatement 

Work on lead painted surfaces

Equipment Use (when any of the following equipment is used)

Cranes

Fork lift 

Scissors lift & Articulated boom lifts

Scaffolds

Heavy equipment (back hoes, bobcats, etc.)

CONSTRUCTION

Contracted work involving concurrent activity of two or more contractors in the same project area.
Contracted Work Requirements Matrix

	Risk Category
	
	
	
	
	
	Notice To Proceed
	CSO
	
	
	Surveillance

	
	Baseline
	Design Review
	Risk Categorization
	Corporate Safety Plan
	Job Hazards Analysis
	Procurement
	Technical Representative
	Full
	Mini
	Building Orientation
	Tool Inspection
	Facility Coordinator
	Dept.  ES&H Coordinator

	Construction
	X
	X
	X
	X
	X
	X
	
	X
	
	X
	X
	X
	

	High Risk
	
	
	X
	
	X
	X
	
	X
	
	X
	X
	X
	X

	Moderate Risk
	
	
	X
	
	X
	
	X
	
	X
	X
	
	
	X

	Low Risk
	
	
	X
	
	
	
	X
	
	
	X
	
	
	X


CSO 
= Contractor Safety Orientation

PART 4. PROJECT MANAGEMENT (Completed by Facility Coordinators)

a. Requisition No.: This is the number that appears on the Purchase Requisition for the project as submitted to Procurement. If the work is to be performed under an existing fixed price task order or basic ordering agreement contract, check the "N/A" box.

b. Name of Contractor: Identify the company selected to perform the work

c. Contract No.: This number is assigned by Procurement.

d. Contractor Manager/Supervisor: Define the contractor's on-site manager or supervisor along with their phone and pager numbers.

e. Contractor Safety Coordinator: Each contractor who wishes to perform work at the Facility must have a designated individual with a minimum of a 10-Hour OSHA 1926 training.

f. Safety Plan/JSA: This section indicates if the Contractor’s Safety Plan or JSA as applicable has been reviewed and approved for the work to be performed.

g. Authorization to Proceed: Once the Facility Coordinator is satisfied all administrative and ESH issues have been addressed this signature indicates that the work may proceed. 

3.3 Procurement 

Approval in the PARIS thread for Safety at the APS requires that there be an APS Work/Project Checklist registered in the AOD log. 

3.4 Managing the Work 

APS Coordinators are responsible for managing all contracted work.  These individuals must have completed the OSHA 10 Hour course if the work entails the use of tradesmen. The APS Coordinator is responsible for assuring that the contractor has an approved JSA and associated MSDS sheets for their work. All their personnel are to have signed off on the JSA prior to the start of the work.

When the APS Coordinator is satisfied that all the requisite training and documentation is in place the Authorization to Proceed at the bottom of the form is to be signed off and the contractor can then be instructed to start work.

3.5 Closing the Work Project

A work project is not necessarily complete when the craftsmen have left the site.  Depending on the type of work they may be a requirement for As-Built drawings or Occupancy Permits.  The Conventional Facilities Group will assist the Coordinator in determining the requirements to close the project.

4.
 DOCUMENTATION ACTION

The Work/Project Checklist must be completed for all work, which will result in work being performed on site.  A NEPA Log entry is to be made for every Work/Project Checklist that is initiated.

5.
 TRAINING REQUIRED

All personnel assigned the responsibility of coordinating the efforts of contractors shall have completed the 10-hour OSHA awareness training for either General Industry or Construction depending on the type of work they are expected to oversee.

This training shall be repeated on a scheduled interval not to exceed 36 months.
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