Activity Readiness Plan

APPENDIX B


Activity Readiness Checklist Affidavit 

Guidance for ARC Affidavit Completion

The affidavit is complete enough to allow a reviewer to follow the review logic and the means utilized to verify the facility’s performance with respect to the Activity Readiness Checklist, and to thereby validate the affidavit’s completeness and adequacy.  Listed below is guidance for completing the Establish ES&H Policy, Define the Scope of Work, Identify Hazards and Requirements, and Analyze Hazards and Implement Controls sections of the affidavit form.  An affidavit is not required for the other sections of the ARC.  Additional guidance, if needed, can be obtained from the FH Startup Readiness manager.

Activity:  The activities of a requirement collectively satisfy the entire requirement.  Emphasis is placed on the responsible manager’s ability to satisfy the activity of each affidavit.

Status:  The status section of the affidavit should begin with a positive statement that the activity has been clearly met.  Preferably, this will be a restatement of the activity as a completed item.  The remainder of the status section is completed to demonstrate how the activity was achieved and to provide justification that the activity is clearly met.  The section lists any manuals, procedures, and other documents that provide objective evidence that the activity was met. 

Documents Reviewed (Records, Procedures, etc.):  The list of all referenced documents includes the document number, document title, revision number, and release date, where applicable.  This shows a “window in time” where the document was valid should it be superseded at a later date.  Additionally, the referenced document is the latest revision at the time the affidavit is approved by the responsible manager.  All referenced documents, or the path to the electronic file, are supplied to administrative staff to be filed with the affidavit.

Documents Attached:  The list of attached documents that support the conclusion arrived upon in the status section.  This includes manuals, procedures, letters, etc., that will provide objective evidence the activity is complete and satisfactory to support readiness.

Interviews Conducted:  Interviews are an important part of the field validation process of a performance-based review.  When interviews are conducted during the review, the responsible manager lists the topic of the interview, the personnel interviewed, and their position.  Generally, interview sheets should be attached to the affidavit that list the questions asked and the answers received during the interviews.

Upon completion of the affidavit, the responsible manager prints and signs their name signifying their endorsement of the completed affidavit. 

	AFFIDAVIT

ARC-1

	Requirement:  Project Hanford ES&H policy is clearly documented and communicated to all workers.  The highest priority of FH is to achieve daily excellence in protection of the employees and the public, and in stewardship of the environment both on and off the Hanford Site.

	Responsible Organization:  

	Activity: Define the ES&H Policy for this activity and identify the documents that establish the ES&H Policy (e.g., Set of requirement/guidance documents mutually agreed to by DOE and contractor applicable to the activity.).

	Status:

	

	Documents Reviewed (Records, Procedures, etc):

Documents Attached:

Interviews Conducted:



	SIGNATURE

	Responsible Manager: _______________________

                                 Print
	Signature:  _____________________________

Date:         _____________________________


	AFFIDAVIT

ARC-2

	Requirement:  Project Hanford missions are translated into work, expectations are set, tasks are identified and prioritized, and resources are allocated.

	Responsible Organization: 

	Activity:  A statement of definition outlining the parameters of a particular task, project, or program (be specific).

	Status:

	

	Documents Reviewed (Records, Procedures, etc):

Documents Attached:

Interviews Conducted:



	SIGNATURE

	Responsible Manager: _______________________

                                 Print
	Signature:  _____________________________

Date:         _____________________________


	AFFIDAVIT

ARC-3

	Requirement:  Project Hanford missions are translated into work, expectations are set, tasks are identified and prioritized, and resources are allocated.

	Responsible Organization: 

	Activity:  List training requirements for personnel who will be performing the activity.  Describe the verification process.


a.  Describe the verification process.

	Status:

	

	Documents Reviewed (Records, Procedures, etc):

Documents Attached:

Interviews Conducted:



	SIGNATURE

	Responsible Manager: _______________________

                                 Print
	Signature:  _____________________________

Date:         _____________________________


	AFFIDAVIT

ARC-4

	Requirement:  Project Hanford missions are translated into work, expectations are set, tasks are identified and prioritized, and resources are allocated.

	Responsible Organization: 

	Activity:  Equipment required for the activity

a.
List activity specific equipment required.

	Status:

	

	Documents Reviewed (Records, Procedures, etc):

Documents Attached:

Interviews Conducted:



	SIGNATURE

	Responsible Manager: _______________________

                                 Print
	Signature:  _____________________________

Date:         _____________________________


	AFFIDAVIT

ARC-5

	Requirement:  Project Hanford missions are translated into work, expectations are set, tasks are identified and prioritized, and resources are allocated.

	Responsible Organization: 

	Activity:  Support required for the activity:

a.
List the support/dependencies required to perform the activity in real time. (These are the activities or equipment that are needed to conduct the listed activity.)
b.
List all other support/dependencies required.

	Status:

	

	Documents Reviewed (Records, Procedures, etc):

Documents Attached:

Interviews Conducted:



	SIGNATURE

	Responsible Manager: _______________________

                                 Print
	Signature:  _____________________________

Date:         _____________________________


	AFFIDAVIT

ARC-6

	Requirement:  Hazards, environmental impacts, and ES&H requirements associated with Project Hanford work are identified and categorized.

	Responsible Organization: 

	Activity:  Hazard Analysis has been completed in accordance with HNF-PRO-700, Safety Basis Development.

	Status:

	

	Documents Reviewed (Records, Procedures, etc):

Documents Attached:

Interviews Conducted:



	SIGNATURE

	Responsible Manager: _______________________

                                 Print
	Signature:  _____________________________

Date:         _____________________________


	AFFIDAVIT

ARC-7

	Requirement:  Hazard and environmental impact analysis and work planning are performed, and proper safety and environmental controls are implemented to prevent or mitigate the hazard, in accordance with standards and requirements to ensure protection of human health and the environmental.

	Responsible Organization: 

	Activity:  USQ Evaluation for the activity being started or restated has been performed in accordance with USQ Procedure, HNF-PRO-062, Unreviewed Safety Question Process, (USQ Evaluation was performed by Facility Safety Basis Team working with Facility Manager.)

	Status:

	

	Documents Reviewed (Records, Procedures, etc):

Documents Attached:

Interviews Conducted:



	SIGNATURE

	Responsible Manager: _______________________

                                 Print
	Signature:  _____________________________

Date:         _____________________________


	AFFIDAVIT

ARC-8

	Requirement:  Hazard and environmental impact analysis and work planning are performed, and proper safety and environmental controls are implemented to prevent or mitigate the hazard, in accordance with standards and requirements to ensure protection of human health and the environmental.

	Responsible Organization: 

	Activity:  Safety Basis has been approved and implemented.

	Status:

	

	Documents Reviewed (Records, Procedures, etc):

Documents Attached:

Interviews Conducted:



	SIGNATURE

	Responsible Manager: _______________________

                                 Print
	Signature:  _____________________________

Date:         _____________________________


	AFFIDAVIT

ARC-9

	Requirement:  Hazard and environmental impact analysis and work planning are performed, and proper safety and environmental controls are implemented to prevent or mitigate the hazard, in accordance with standards and requirements to ensure protection of human health and the environmental.

	Responsible Organization: 

	Activity:  Examine procedures to verify controls are in place and the procedures are effective.

The following Readiness Self-Assessments are applicable to this requirement:
10.A.EM; 10.B.NS; 10.F.EN; 10.F.MN; 10.F.OP

	Status:

	

	Documents Reviewed (Records, Procedures, etc):

Documents Attached:

Interviews Conducted:



	SIGNATURE

	Responsible Manager: _______________________

                                 Print
	Signature:  _____________________________

Date:         _____________________________


	AFFIDAVIT

ARC-10

	Requirement:  Hazard and environmental impact analysis and work planning are performed, and proper safety and environmental controls are implemented to prevent or mitigate the hazard, in accordance with standards and requirements to ensure protection of human health and the environmental.

	Responsible Organization: 

	Activity:  Startup Plan developed and approved by Facility Manager.  Attach copy.  Facility Manager verifies readiness of activity, deficiencies resolved.

	Status:

	

	Documents Reviewed (Records, Procedures, etc):

Documents Attached:

Interviews Conducted:



	SIGNATURE

	Responsible Manager: _______________________

                                 Print
	Signature:  _____________________________

Date:         _____________________________
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