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OBJECTIVES

Given the Familiar Leve of this module and the resources listed below, you will be able to:
1. Staethe purpose of implementing U.S. Department of Energy (DOE) Order 5480.19
2. Describe typica methods of implementing DOE Order 5480.19 guidelines.
3. Staetheintent of implementing the following DOE-STD guiddines
= DOE-STD-1030-96, Guide to Good Practices for Lockouts and Tagouts
= DOE-STD-1031-92, Guide to Good Practices for Communications
= DOE-STD-1032-92, Guide to Good Practices for Operations Organization and
Adminigration
= DOE-STD-1033-92, Guide to Good Practices Operations and Administration
Updates Through Required Reading
= DOE-STD-1034-93, Guide to Good Practices for Timely Orders to Operators
= DOE-STD-1035-93, Guide to Good Practices for Log keeping
= DOE-STD-1038-93, Guide to Good Practices for Operations Turnover
=  DOE-STD-1039-93, Guide to Good Practices for Control of Equipment and
System Status
= DOE-STD-1040-93, Guide to Good Practices for Control of On-dhift Training
= DOE-STD-1042-93, Guide to Good Practices for Control Area Activities

Note: If you think that you can complete the practice at the end of thislevel without
working through theinstructional material and/or the examples, complete the practice now.
The course manager will check your work. You will need to complete the practicein this
level successfully beforetaking the criterion test.
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RESOURCES

DOE Order 5480.19, Conduct of Operations Requirements for DOE Facilities, 5/18/92.
DOE-STD-1030-96, Guide to Good Practices for Lockouts and Tagouts.
DOE-STD-1031-92, Guide to Good Practices for Communications.

DOE-STD-1032-92, Guide to Good Practices for Operations Organization and Adminidration.
DOE-STD-1033-92, Guide to Good Practices Operations and Adminigtration Updates through
Required Reading.

DOE-STD-1034-93, Guide to Good Practices for Timely Ordersto Operators.
DOE-STD-1035-93, Guide to Good Practices for Log keeping.

DOE-STD-1038-93, Guide to Good Practices for Operations Turnover.

DOE-STD-1039-93, Guide to Good Practices for Control of Equipment and System Status.
DOE-STD-1040-93, Guide to Good Practices for Control of On-ghift Training.
DOE-STD-1042-93, Guide to Good Practices for Control Area Activities.
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INTRODUCTION

The Familiar Leve of thismodule is divided into two sections. In the first section, we will discuss
the purpose and scope of this Order, and the eighteen chaptersit contains. In the second section,
we will discuss the DOE standards that support the Order. We have provided examplesand a
practice in the module to help familiarize you with the materid. The practice will help prepare you
for the criterion test.

Before continuing, you should obtain a copy of DOE Order 5480.19 and the DOE standards listed
as resources for thismodule. Copies of the Orders are available on the Los Alamos Nationa
Laboratory Website at http://iosun.lanl.gov:1776/htmlS/directiveshtml or through the course
manager.

Everything you need to know to meet the qualification requirements for this Order is contained in
thismodule. However you should have access to these resources and be familiar with their
contents. 'Y ou may need to refer to these documents to complete the examples, practice, and
criterion test.

SECTION 1, DOE ORDER 5480.19

PURPOSE

To provide requirements and guidelines for departmenta eements to use in developing directives,
plans, and/or procedures relating to the conduct of operations at DOE facilities. The implementation
of these requirements and guiddines should result in improved quaity and uniformity of operations.

SCOPE

The provisons of this Order apply to al departmentd eements and contractors performing work
for the department as provided by law and/or contract and as implemented by the appropriate
contracting officer.
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REQUIREMENTS

Chapter 1, Operations Organization and Administration
Procedures or other definitive documentation should specify policies that are to be applied for
operations. These policies should specify gods and the means to achieve those godls.

The operations supervisor for DOE facilities should be provided with sufficient resourcesin
materids and personnd to accomplish assigned tasks without requiring excessive overtime by the
operations staff. These resources should include technical personnel needed to support the
operations. A long-range staffing plan that anticipates personnd |osses should be developed and
implemented.

Operating problems should be documented and evauated. Based on assessments of these
problems, corrective actions should be taken to improve the performance of the operations
department performance. Additiondly, frequent direct observation of operations activities by
supervisors and managers is essentid to performance of monitoring operations.

Workers and their supervisors should be held accountable for operating performance. Personnel
involved in significant or frequent violations of operating practices should be counsded, retrained,
and disciplined, as gppropriate. Supervisor performance gppraisals and promotions should include
an assessment of operating performance.

Formalized supervisory and management training should be incorporated into training programs.
Thisis especidly important to the first-line supervisors on shift and should aid them in managing shift
activities.

Facility guidance should exist which describes safety preplanning requirements for al operationa
activities. The guidance should explain the role of safety andyss reviews, job safety anayses, and
the handling of safety matters. All operations personnel should understand the safety planning
requirements.
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Chapter 11, Shift Routines and Operating Practices
The operator regponsible for the facility should be promptly notified of dl changesin facility gatus,
abnormadlities, or difficulties encountered in performing assigned tasks. Similarly, the operator
should notify the shift supervisor of any unexpected Stuations.

Operations personnel should adhere to the requirements of the facility industria safety program.
Proper hearing, eye, head, foot, and respiratory protection should be worn in designated areas to
reduce the potentid for injury. Similarly, ladders or other gpproved means should be used to
access equipment located in the overhead when permanent steps or catwalks are not available, thus
minimizing the potentia for accidents. Operators should not routingly climb or wak on facility
components and insulation, because this could result in personne injury or damage to equipment.
Operators should exercise gppropriate precautions when entering or working in or around energized
panels or equipment.

Operator tours should be of sufficient detail to ensure that the status of equipment is known. Each
operator should conduct athorough tour of al areas within hisher responsbility, making
gppropriate equipment inspections at designated times at least once per shift.

Round ingpection sheets are an effective method for providing operators with guidance on the extent
to which equipment and areas should be inspected during routine tours. The recording of key
equipment parameters during tours provides arecord of equipment performance and can be used to
reconstruct events leading up to unusua occurrences or system mafunctions. This record permits
short-term trending by operators so that undesirable trends and equipment problems can be
identified and corrected. Round inspection sheets dso facilitate operator turnover of equipment
gatus and are an effective ad in the training and qudification of new operators. Round ingpection
sheets should be devel oped and approved by the operations supervisor. They should include areas
located within the particular shift position and important parameters for equipment. Where
gopropriate, equipment parameters should include maximunmy minimum vaues or expected operating
ranges to enable operators to recognize abnormal readings quickly. Safety limits derived from
Technica Specifications or Operationd Safety Requirements should be highlighted.  Equipment
should be listed on round sheets in the same order that it would be encountered during a normal tour

5 7/24/98



ChangeNo: O
DOE 5480.19
Levd: Familiar
Date: 7/24/98

of the operating station, and the round sheets should include a narrative section. Operators should
use the narrative section to document mgor evolutions, causes of abnorma conditions, and actions
taken to correct abnormal conditions. A narrative logbook may be substituted for the narrative
section on the round sheet. Data should be recorded on round sheets at the times specified by the
operations supervisor. When round sheet datais not obtained within one hour of the specified time,
the actud time the data was obtained should be noted on the round sheet. Parameters exceeding
the specified maximum/minimum vaues shoud be circled or otherwise highlighted on the round
sheet and promptly reported to the control room and/or the cognizant operations manager. The
causes of abnorma indications should be promptly investigated with supervisors becoming involved
as appropriate. The round sheet data should be reviewed by a supervisor each shift to identify
trends or abnormal readings and to verify that data has been properly recorded. Operator rounds
should be periodicaly monitored by supervisory personnel to ensure that comprehensive tours
continue to be conducted, including, as necessary, periodic inspections of equipment and areas not
listed on the round shesets.

Operations personnel should be appropriately qudified to follow good personnd protection
practices to maintain personnel exposure ALARA. All operators should follow the following
requirements.
= Adhereto al posted personnd protection requirements and observe proper practices and
precautions while in controlled aress.
= Correctly use gppropriate monitoring instruments when required.
= Becognizant of their exposure levels and take gppropriate action to minimize exposures.
= Beknowledgeable of the proper use of radiation work permits, safework permits, or
inhdation limits, where gpplicable.
= Promptly report protection deficiencies and hazards to the control personnd and/or
appropriate protection personnel.
= Inform appropriate protection personnd of aevolution or activity that has a potentid to
sgnificantly change conditionsin the fadility

Operators should believe ingrument readings and treet them as accurate unless proven otherwise.
Ignoring an unusua reading because the operator believes an ingrument is faulty can cause
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abnorma conditions to be undetected. Operators should check other indications, if possible, when
unexpected readings are observed. Prompt action should be taken to investigate the cause of
abnormal or unexpected indications so that prompt corrective action can occur. When
mafunctioning or inaccurate instruments are discovered, they should be appropriately identified to
prevent subsequent confusion and instrument and control personnd should be natified to effect
repairs. In Stuations of operator doubt, operators should be ingtructed to achieve facility,
personndl, and environmental safety above facility production.

When protective devicestrip, an atempt should be made to understand the cause of the trip before
the deviceisreset. Normally, before action is taken, an operator should ensure no abnorma
condition exigts that would preclude reset. However, because the consequences of inappropriately
resetting protective devices vary consderably, good judgment and specific guidance are necessary
inthisarea. The operations management should provide the appropriate guidance so that tripped
protective devices will be properly addressed.

The shift supervisor, the control room lead operator, or the cognizant manager for atest and
research facility should approve al power or process rate changes because these persons are held
accountable for safe operation.

The overdl operation of the facility should be directed by the operations supervisor for alarge DOE
facility and by the cognizant manager for atest and research facility. Operations management
should ensure that only trained and qualified personnel operate plant equipment.

The operating base is the facility area where an operator returns when heis not performing in-plant
duties. An operating base should be established for each shift position. Each operating base should
be equipped with appropriate office equipment for the operator to maintain necessary procedures
and references and to conduct adminidirative duties, and necessary communication equipment
should be available at the operating base. Shift turnovers should be conducted within those facility
areas assigned to the operations department and typicaly at the operating base.

The operating bases should be located a a convenient place within the area of responsbility for that
shift position.
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Written materid that does not relate to operation and the use of entertainment devices by on-duty
operations personnel should be prohibited to minimize distractions from their responsibilities.
Written material and entertainment devices should not be brought to work stations.

Chapter 111, Control Area Activities
Control area access should be limited to those persons on officid businessonly. The a-the-
controls area of the control room should be clearly identified, and al persons who are granted
access to the control room should understand its boundary. Access to the at-the-controls area
should be restricted to persons who need to bein the area. Designated individuals should grant
entry into this area, and persons who might need to enter this area should know who could grant
access.

Professond behavior should be displayed in the control area at dl times. Only activities essentid to
supporting operation and activities authorized by management should be conducted in the control
aea Potentidly digtracting activities shoud be prohibited. Non-job-related discussons should be
minimized S0 as not to interfere with conduct of the shift or monitoring of key parameters.

Operators should be aert and attentive to control pand indications and darms. Control panel
indications should be monitored frequently, and prompt action should be taken to determine the
cause of and correct abnormalities. Emphasis should be placed on closdy monitoring and trending
to detect problem stuations early. Operator response to darms should be timely, and actions
should be taken to address and correct the dlarm causes. All reasonable action should be taken to
clear darming conditions.

Duties assgned to operators should not interfere with their ability to monitor facility parameters.
Activities such as preparation of tagging orders, reviews of operating procedures, required reading,
and review of maintenance work activities should not comprise amagjor portion of these operators
shift responghilities. The adminigtrative workload of operators responsble for monitoring and
operating the control board should be minimized.
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Only persons specificaly authorized by the administrative procedures of the operations department
should operate control area equipment. When trainees operate this equipment, they should be
supervised and controlled by the operator who normaly would perform the operations.

Chapter 1V, Communications
Methods should be implemented to ensure al facility personnel are promptly derted to facility
emergencies. When persomel are working in areas where the public address system or emergency
sgnals cannot be heard, dternate methods for derting these persons should be utilized. Flashing
lights, persond pagersthat vibrate and can be fdlt, and persons dedicated to notifications are
examples of dternate methods that might be effective.

Use of the facility public address system should be administratively controlled to ensureit retainsits
effectiveness in contacting plant personnel. Excessive use of the public address system for paging of
personng and unnecessary announcements should be avoided becauise excessive use can reduce
the impact of important announcements and can be distracting. Facility telephones and other point-
to-point communications channds should be used in lieu of the public address system whenever
practical.

Methods should be implemented to ensure that control areas could quickly contact on-shift
operators or SUPervisors.

Portable radios can be an effective means of providing mobile point-to-point communications and
may be used for this purpose. However, radio usage should not be dlowed in areas where
electronic interference with plant equipment may result. Areas where radio use is prohibited should
be delineated.

Only abbreviations and acronyms obtained from an approved list should be used in facility
communications.

Ord ingructions should be clear and concise. In al communications, the sender and intended
receiver should be reedily identifiable. Ingtructions involving the operation of equipment should be
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repeated by the recelver to the extent necessary for the sender to ensure the ingtructions are
correctly understood.

Chapter V, Control of On-shift Training
Onshift training should be conducted in accordance with training programs that spedificdly identify
items the trainee must accomplish on shift. The knowledge requirements for each item should be
defined as well as what the trainee must do. The ingtructor and the trainee should understand what
isrequired for each training item.

Qudified operators should conduct on-shift training. This may require the successful completion of
gppropriate indructor training requirements for on-shift training. However, operator-quaified
training department personnel may aso be used. The onshift instructors should be specificaly
selected, taking into account communication skills, technica knowledge, and ability to provide
trainees with hands-on experience. In many cases, the trainees will actudly be operating equipment;
this requires specid ingtructor techniques in order to prevent misoperation or damage of equipment.

Whenever trainees operate equipment, a qudified operator serving as an on-shift ingtructor should
observe the trainee to ensure the trainee does not make an error that could adversely impact the
facility. Until the trainee has demongtrated reasonable proficiency in an operation, he/she should
discuss the procedure steps, cautions, and notes with the instructor.

The operations supervisor should gpprove the operator qudification program, and changes to the
program should be coordinated with the training department. For operating positions requiring
certification, qualifications should be based on one-to-one ingtruction at that Sation.

Completion of the operator quaification program should be formally documented. Classroom

requirements and written exam results should be documented by training department indtructors.
Instructors should document on-shift training and system checkouts.
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Trainee operation of equipment should be immediatdy suspended during unanticipated or abnormal
events, accident conditions, or whenever the operations personnel or on-shift ingtructor believes
suspension is necessary to ensure safe and rdliable facility operation.

The maximum number of trainees dlowed to Smultaneoudy participate in any particular training
evolution needsto be considered. Consderation should be given to training effectiveness and to the
potentia for adverse effects on the facility.

Chapter VI, Investigation of Abnormal Events
Eventsthat occur in the facility and adversely affect operations, personnel safety, or DOE
requirements should receive a thorough investigation. The criteria for when to perform an event
investigation should be clearly established. Specific events requiring investigation should be listed
for supervisory use, dong with criteriafor use in deciding what near miss Situations should receive
review. The following conditions and Stuation should require an investigation:
= Dedgnlimitsare violated.
= Fadlity sysem performance is unusud, aonormd or unexplaned.
» Fadlity safety conditions are abnorma or unexplained.
= Sdfety or system features are improperly positioned.
» Reportability to DOE or other agenciesis appropriate.
= Anunplanned shutdown or sgnificant loss of operation occurs.
= A procedura violation or personned error occurs that caused or could have caused serious
personnd injury or equipment damage or could have affected facility safety.
= Equipment fallure occurs that could affect facility capability or safety.
= Radiologica or toxic materid limits are exceeded or radioactive or toxic materid is
lost/rel eased.
= Actud or attempted sabotage is suspected.
=  Chemidiry or process parameters are out of specification or indicate unexplained trends.
= A depatment head or the facility safety review committee deems an investigation is
appropriate.
= Specid nuclear materid islog.
» Repetitive problems occur.
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The operations supervisor or another manager should be responsible for event investigations.
He/she may delegate specific investigations or portions of investigations to other personndl.

The credibility of the investigative processiis highly dependent on the knowledge and experience of
the individuds performing the investigation. It isimportant that individuas performing an
investigation be technicaly knowledgeable and well respected by the facility saff. Additiondly,
investigators should not have abias or avested interest in the results of the investigation.
Investigators should be trained in facility systems and operations and other mgjor disciplines
gopropriate for the event under investigation. Additiondly, investigators should be trained in
techniques for conducting an investigation.

Sufficient data must be collected to alow the event investigators to perform a reconstruction and
andyss of the event. Anindividua should be assigned responsibility for collecting the required
information and assembling the information for review. It isimportant to collect the necessary
information as soon as possible after the event.  Information should be gathered in the following
aress.

» |nitid fadlity conditions

=  Statements of operators and personnd involved in the event

= Pertinent computed printouts and strip charts

= Pertinent documentation as required to establish conditions prior to and during the event

Upon completion of the data collection, a structured review of the abnorma event should occur.
The format of the investigation will depend upon the sgnificance of the event. Each event
investigation should include the following steps, with emphas's placed on each individua step
depending upon the severity or potentia consegquences of the event.

= Event recongtruction

= Event andyssand evduation

» Root-cause determination

= Corrective action determination
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An invedtigative report should be prepared in atime frame determined by the responsible authority.
The report should include a description of the, adiscussion of the impact of the event, root cause,
the lessons learned, and the proposed corrective action(s). The report should include positive
aspects of the event.

I n-house events should be evauated by the operations supervisor to determine if the event should
be included in the training program for operations personnd. In some cases, due to the severity or
possible safety consequences of some events, it is gopropriate to train shift operations personnel on
the event immediately. A mechanism should exist so that gppropriate shift personnd could be
immediately trained on an event when they next report for work.

Patterns of deficiencies such as operator errors or inadequate procedures should be trended. A
periodic summary report of events, causes, and trends should be submitted to department heads,
the facility manager, and appropriate managers. Department heads should ensure training programs
include gppropriate materia from the summary report.

Acts of known or suspected sabotage are a specid case of event investigations. If an act of
sabotage is discovered or sugpected, it isimportant to begin an investigation immediately and to
accomplish the following:
= Determine the condition of the affected system(s) and ensure the operability of al safety-
related systems.
= Decideif continued operation isjudtified or if systems are available to support safe facility
shutdown.
= Minimizethe impact of discovered acts of sabotage and deter future acts of sabotage.
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Chapter VII, Notifications
Procedures should be developed to address gppropriate notifications and should include the
following demerts:
= Specific reponshilities for notifications;
= |dentification of events and conditions requiring notifications;
= |dentification of primary and aternate personned to be notified for various Stuations,
= Edablishment of time requirements for notifications that are congstent with the facility
emergency plan; and
= Definition of record keeping requirements that documents the reason for notifications, the
time of notifications, and the person natified.

The operations supervisor should ensure that al appropriate personne receive notification when
required. Other individuals may accomplish the actud notification of specific individuas or agencies.

Names of primary and aternate contacts and current phone numbers and page codes should be
readily available to the person assgned to make the notifications.

All natifications should be documented. Fill-in-the-blank formsfor different types of Stuations might
be useful as achecklist and for providing necessary documentation.

Adequate communication equipment should be maintained in the main control areato meet the
objectives of this chapter.

Chapter V111, Control of EQuipment and System Status
The operations supervisor is respongble for maintaining proper configuration and should authorize
status changes to mgor equipment and systems. Changes in the status of facility equipment and
systems should be reported to the governing stations or to the individua who authorized the change.
Typicaly, changesin Satus of safety-related equipment and systems should be authorized by the
supervisor and reported to the control area. Authorization of status changes to equipment and
systems of lesser importance may be delegated by the operations supervisor to other cognizant shift

positions.
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Before placing the equipment or system into operation, individua components for facility equipment
and systems should be properly digned or checked for proper dignment. Aninitia aignment of
vaves, switches, and bregkers establishes a basdline configuration againgt which further operations
may be measured. Once the equipment or system is properly digned and is operating in
accordance with operating procedures, frequent complete dignments of dl individua components
may not be necessary. Alignment checklists should be used to guide the operator in establishing the
correct component positions. The dignment checklists should include provisons for equipment
nomenclature that matches the nomenclature placed on the component, aloceation for individua
documentation of the check of each component, the required alignment position for each
component, and a location for annotating deviations from the required aignment. The supervisor
should review and gpprove completed dignment checkligs.

Locks and tags should be used on those components that require specid administrative control for
safety or other reasons. Additiondly, Locks and tags should adert the operator of the importance of
the component and remind him/her that specid controls over repositioning are to be maintained.

Adminigrative controls should be established to document compliance with requirements of
operationa limits. The operations supervisor should be cognizant of action taken to comply with
operationd limit requirements and should ensure that the actions taken are appropriate and correct
or that they mitigate any adverse consequencesto the facility. Logs, status sheets, turnover
checkligts, or other appropriate documentation should reflect the entry conditions and actions that
are taken in response to operationa limit requirements. Appropriate operating personnel should be
apprised of limiting conditions for operations and actions for which they may be responsible.
Responsible personnel should periodicaly review the limiting conditions for operation and action
datementsin effect to ensure that the required actions are met.

Equipment deficiencies should be noted by facility operating personnel and identified in the work

control system for correction. Methods that identify deficient equipment to operating personne
should be established.
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The operations supervisor or hisher designee should authorize dl shift activities on equipment that is
important to safety, that affects operations, or that changes control indications or darms. This
authorization should be in writing on the document controlling the work. Documentation of the status
of work in progress should be available in the control areafor review by operating personnel.

Equipment should be tested following maintenance to demondirate thet it is cgpable of performing its
intended function. The testing should include performance of dl functions that may have been
affected by the maintenance. The testing should aso verify that the maintenance performed served
to correct the origina problem and that no new problems were introduced. Any testing following
mai ntenance should be specified on the maintenance work order or accompanying documentation.
The operations supervisor should ensure that testing gppropriately proves equipment operability.

The status of control panel and/or loca pand aarms should be readily available to appropriate
operaing personnel. Information that should be available includes darms that are totaly disabled,
darmswith individua inputs disabled, darms with temporarily changed setpoints, darmsthat are
normally lighted during power operation, and multiple input darms that do not reflash when more
than one input is activated.

Adminidrative control systems should be established for ingtalation of temporary modifications such
asdectrica jumpers, lifted leads, pulled circuit boards, disabled annunciators/aarms, mechanica
jumpers/bypasses, temporary setpoint changes, ingtaled or removed block flanges, disabled relief
or safety valves, ingalled or removed filters or strainers, plugged floor drains, and temporary pipe

supports.

A system should be established to ensure that the operations personnel receive and utilize the latest
revisons of engineering drawings and specifications. Operations personnel should be made aware
of al changesto these documents. The document distribution should include al operations related
activities such as procedures review groups, maintenance groups, facility safety andysis groups, and
testing groups.
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Chapter 1X, Lockoutsand Tagouts
Locks and Tags should be placed on controls when for safety or other specid administrative
reasons controls must be established. Lockout is the application of alock on a control to render the
control inoperative. Tagout is the application of a danger or warning device on the control, which
indicates that the control is not to be used except under conditions indicated by thetag. Tags
should be placed on the control that istagged out, or as close as possible to indicate clearly the
condition.

Locks, tags, chains, wedges, key blocks, adapter pins, salf-locking fasteners, or other hardware
should be provided for isolating, securing, or blocking machines or equipment from energy sources.
Lockout and Tagout devices should be singularly identified (should be the only devices used for

controlling energy and should not used for other purposes) and should meet the following
requirements.

=  Durdble

»  Standardized

= Subdgantid

= |dentifisble

=  Warning
A Lockout/Tagout program should be established consisting of procedures to control potentialy
hazardous energy and materials and personnel training. This program should ensure that potentialy
hazardous energy or toxic material sources are isolated and rendered inoperative during servicing or
maintenance or in any case where unexpected energizing, startup, or release of stored energy or
toxic materia can causeinjury.

Procedures should be devel oped, documented, validated, and used for control of potentialy
hazardous energy or materid. Procedures should clearly and specifically state the scope, purpose,
authorization, rules, and techniques of the Lockout/Tagout program. Procedures should include the
following:
= Specific gatement of intent of use;
= Specific procedura stepsfor isolating, blocking and securing machines or equipment for
hazardous energy or materid;
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= Specific procedura steps for the placement, remova, and transfer of the L ockout/Tagout
device(s); and

= Specific requirements to test machines and to determine and verify the effectiveness of
Lockout, Tagout or other control measures.

The established procedure for the application of energy should cover the dements and actions in the
following sequence:

=  Prepare for shutdown.

= Shutdown machine or equipment.

= |solate equipment.

= Affix locksor tags.

= Rdieve, disconnect, or restrain stored or residua energy

» Vaeify that isolation and de energization have been accomplished.

= Reease from lockout/tagout.

Temporary remova of Lockout/tagout devices should be discouraged. However, Stuaionsin
which Lockout/tagout devices must be temporarily removed and the equipment energized, the
following sequence of operations should be followed:

= Clear the equipment of tools and materias.

= Remove personnd from the equipment area.

» Remove the Lockout/tagout device as procedures indicate.

= Energize and proceed with testing or positioning.

= De-energize dl sysems and regpply the lockout/tagoui.

Periodic ingpections should be conducted by authorized personnel, supervisor, or appropriate
manager, to determine whether procedures are being followed and to correct any deviations or
inadequacies observed. Inspections should include areview of the responsibilities of personnd and
supervisors. The supervisor or appropriate manager should certify that the periodic inspections
have been performed, documenting the equipment and procedures involved, dates of ingpection,
personnd participating in the ingpections, and personnd performing the inspections.
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Caution tags should not be used for personnd protection. Administration of caution tags could,
however, be accomplished as part of the Lockout/Tagout program or it could be covered
separaey. The use of caution tags should be restricted to those Situations in which a component or
system is functiond, but when some precaution or item(s) of information is necessary prior to
operation. In addition, the program should include the following e ements.

Caution tags should be uniquely identifiable and different in gppearance from other gation
tags.

Situations that require specid operator or management precautions should be brought to the
shift supervisor’s atention.

A record of dl active caution tags and associated information should be available to the
appropriate personnel

Caution tags should be placed o that they do not interfere with or obscure indications,
switches, or other control devices.

Training should be provided and documented to ensure that the purpose and function of the
Lockout/Tagout program is understood by al personnel and that they have the knowledge and skills
required for safe gpplication, use, and remova of Lockouts and Tagouts. Training should include
the fallowing:

Recognition of applicable hazardous energy sources, type and magnitude of energy or
materials involved and methods to isolate and control.

Personnd involved should be ingtructed in the purpose and use of the L ockout/Tagout
procedures.

All personnd who may enter the area should be trained to recognize the L ockout/tagout and
to understand the procedure and prohibition relating to attemptsto restart or re-energize
machines or equipmen.

A supervisor or appropriate manager should notify affected personne of the gpplication and
remova of Lockout/tagout devices. Natification should be given before the devices are applied and
after they are removed.

Whenever outside servicing personnd are to be engaged in activities covered by the scope of the
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L ockout/tagout program, the facility and the outside contractor should inform each other of their
respective Lockout/tagout procedures and should ensure that their personnel are aware of the
changes. When a crew, craft department or other group performs servicing or maintenance they
should use a procedure that will provide for equivaent safety provided by the personal Lockout or
tagout device.

Specific procedures should be used during shift or personne changes to ensure the continuity of
Lockout or Tagout protection, including provison for the orderly transfer of Lockout or Tagout
devices between personnd or shifts.

Chapter X, Independent Verification
Components that are critica to ensure safe and reliable operation should receive an independent
verification of their position when circumstances warrant. These components should be identified
explicitly in facility procedures or other officia documents so that unnecessary interpretation of
requirementswill be minimized. Each facility should use an accepted safety andysis method and/or
expert opinion to determine its own facility specific list of systems and components.
All components in systems that have safety-related functions should be considered for independent
verification. However, if the following criteria have been met, some components might not need
independent verification:
= Mispostioning would not affect systlem performance. For example, if an enginesring
andysis has shown that mispositioned vent or drain valves do not affect system
performance, they might not require independent verification.
=  Themigpostioning would be known immediately to an operator. For example, resetting a
steam+supply trip vave might not require independent verification if an annunciator darmin
the control room were available to dert operators to an improperly reset valve. However,
such annunciator darms should be independent from the valve position lights associated with
main control board vave operation switches. Vave postion lights done should not warrant
exemption from independent verification requirements, because these lights might not aert
operators to amispositioned vave. Migpositionings have occurred when main control
board indication was available.
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= Sgnificant radiation exposure would be received by the person(s) performing the
independent verification. In this case, dternate means for independent verification that does
not involve radiation exposure, such as observing process parameters should be considered.

Components should receive independent verification when the equipment they serve must be
available and when areasonable possibility exists that the components might have been
mispositioned. Independent verification is appropriate in the following Situations.

= Returning equipment to sarvice following maintenance or testing

»  Removing equipment from sarvice

= Sygem lineups

= Periodic checks during facility operation

Each fadility should useits most experienced personnel to develop independent verification
indructions, usng gpplicable manufacturer’ s recommendations where available. The ingtructions
should describe the techniques for verifying manua vaves, motor- and air-operated valves,
solenoid-operated valves, circuit breakers, blank flanges, removable links and fuses, and the
availability of control power. Theseingructions will help to ensure that operators use gpproved
methods when verifying component positions and will help provide uniformity in operator
performance.

Chapter XI, Log keeping
Narrative logs should be established &t al key shift podtions. Asaminimum, the operations
supervisor or the control area operator should maintain anarrative log.

Information should be promptly recorded in the logs. Delaying the recording of activities or events
often leads to incomplete or inaccurate entries.

The operations supervisor should provide written guidance to define thoroughly the type and scope
of entriesfor each log and the format for making entries. The following information should be
recorded in at least one station log, dthough any one log might not contain al these items:

= facility mode or condition
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= criticdities and gppropriate critical data

= gdbnormd facility configurations

= datus changesto safety-related and other mgor facility equipment
= occurrence of any reportable events

= jnitiation and completion of surveillance tests

= entering and exiting operationd limit actions

= security incidents

= out-of-gpecification chemistry or process results

= dhift rdiefs

Log entries should be made so that they can be easily read and understood. Additionaly, the log

entries should be readily reproducible with standard photocopy machines. For these reasons,
black, waterproof ink is recommended.
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A standardized method for correcting any erroneous entries should be established. The method
chosen should not obscure the incorrect entry. Log entries should not be erased or covered up.
Corrections can be made by placing a single line through the incorrect entry and writing the correct
entry in anearby space. All corrections should beinitided and dated.

Control arealogs should be reviewed periodicaly by the operations supervisor and the control area
operator or an appropriate supervisor should review logs kept by operators outside the control
area. Thesereviews should ensure that entries are accurate and adequate.

Management should provide written guidance on the digposition of completed logs. This guidance
should address the following:
= Making the logs available for operators who return after periods of absence from their
regular duties,
= Soring the completed logs to ensure preservation for the expected life of the facility, and
» Retrieving stored logs should this become necessary.

Chapter XI1, Operations Turnover
Supervisory postions should have aturnover checklist for the turnover process.

Equipment operator checklists, or other forma documents, should note magjor components status,
abnormd lineups, vdid darmson dl pertinent loca control panels, and surveillances or evolutions
planned or in progress. Provisons should dso be made for documenting that the oncoming
operator has performed areview of round sheets and narrative logs.

Operator checklists or other documents reviewed at shift change should record vital informeation
about facility status. Operator checklists may require documenting reviews of certain facility status
documents.

Operations supervisory checklists or other documents reviewed at shift change should provide vitd
information about facility status. Operations supervisory checklists should require documenting
review of certain satus documents.

Oncoming operators and supervisors should review documents specified on their checklists prior to
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assuming responghility for their shift postion. Document review should be as intensive as necessary
for the oncoming personnd to understand important history, present status, and planned events.
Normadly, narrative log entries for the previous 24-hour period or snce hisher lagt shift should be
reviewed. Statuslogs should be reviewed so that the operator and supervisors are familiar with all
currently active entries, with an emphasis on what has changed since he/she last had the shift.

Walkdowns of appropriate control panels should be conducted by each shift watchstander. The
purpose of apane wakdown isto determine plant status through observation of system lineups,
switch pogtions, lighted annunciators, chart recorders, and status lights.

At atime when facility conditions are stable, the offgoing supervisor or operator should explain dl
items noted on the turnover checklist, and the oncoming operator or supervisor should ask any
pertinent questions. When al operations personnd are satisfied that the oncoming crew isfully
cognizant of the plant conditions, the oncoming operators and supervisors should State that he/sheis
assuming respongbility for the shift position with an entry into the log.

Crew briefing should be conducted by the operations supervisor as required and may be conducted
after he has accepted responghility for the shift. The briefing should include areview of the status,
problems with equipment, and evolutionsin progress or planned during the shift. In addition to shift
operators, personne from support groups should aso attend briefings when their activities can
directly affect operations.

Rdiefs occurring during the shift should have a turnover to ensure that the oncoming personis a
least as knowledgesble of the conditions as he would have been had a complete shift turnover
process been conducted.

Chapter XI11, Operations Aspects of Facility Chemistry and Unique Processes
The operations supervisor should define each operator’ s specific responsibilities with respect to
process control. Operators should monitor chemistry or process parameters using control room
instruments and other instruments related to equipment under operations control. Operators should
be able to recognize out- of- gpecification conditions or adverse trends and be familiar with
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corrective actions associated with chemistry or process problems. Operators should consult and be
advised by chemistry or technica process department personnel.

Operators should be knowledgesble about aspects of facility processes and safety that affect
operation and should be able to analyze off-normal Situations and take appropriate action to correct
the causes(s) of problems. Examples of the types of concepts and processes with which operations
personnel should be familiar indude the following:

Concepts of pH, conductivity, and dissolved oxygen and the effect these parameters have
on the fadility;

The radiochemicd indications of falled fud;

How deminerdizers work and how to determine if they are performing ineffidently;

The purpose and hazards associated with facility storage and use of such chemicasas
boron, acids, caudtics, chromates, hydrazine, ammonia, solvents containing chlorinated
hydrocarbons, and chemicas containing organics,

Chemicd and radiochemica parameters, including ca cul ations associated with technical
specifications/operationd safety requirements,

Chemistry parameters monitored in the control room or on loca panels under the
respongbility of facility equipment operators,

Properties and hazards of such gases as hydrogen, nitrogen, carbon dioxide, chlorine, and
haon

Corrosion problems, including stress corrosion, intergranular cracking, and ammonia attack
of copper dloys,

The chemica condraints, process equipment, and controls associated with the radioactive
or toxic waste systems,

Operation of such water pretrestment equipment as clarifiers or charcod filters;
Knowledge of operating limits and characteristics of off-normal and unique processes; and
Knowledge of appropriate response and recovery from off-norma or hazardous conditions.

Each operator should be capable of correctly interpreting the chemistry or process parameters that
heisresponsble for and be able to provide gppropriate, timely, corrective action when required.
High ar inleakage and poor quaity makeup water are examples of conditions that could require
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operator identification and response.

If possible, operators should inform appropriate process personnel prior to commencing evolutions
that could potentialy affect facility processes or require action from support technicians. Operators
should receive reports from the process department on key day-to-day process results and
problems. When process-related problems occur, operations and process-personnel should work
closdly to provide prompt corrective action.
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Chapter X1V, Required Reading

A lig of the types of documents to be included in the required reading file should be maintained.
The lig should indlude the following documents:

= procedure changes

*  equipment design changes

» reaed indusiry and in-house operating experience information

= other information necessary to keep operations department personnd aware of current

fadlity activities

A method should be in place to designate which documents need to be read by the individudsfilling
each pogition, and the reading file should be readily available to those individuas.

A required completion date should be designated for reading each document. This date would be
determined based on the nature of the materid. Personne should complete their reading
assgnments by the required date. Certain documents may be designated for immediate reading.
These should be read before assuming responsibility for a shift postion.

Completion of reading should be documented, and the documentation should be retained.

The reading file should be periodically reviewed to ensure that al department personnd complete
readings by the required dates. Materid that has been read by dl appropriate personnel should be
removed from the active file. A dead file may be maintained as areference.

Chapter XV, Timely Ordersto Operators
Information such as specid operations, administrative directions, specid data-collection
requirements, plotting process parameters, and other smilar short-term meatters can beincluded in
operator orders. Examples of orders could include instructions on the need for and performance of
gpecific evolutions or tests; it could dso include work priorities, announcements of policy
information, and adminidrative information. Orders should be clearly written, dated, and maintained
in the control room. Information and policies intended as permanent should be incorporated into
appropriate administrative procedures.
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Operator orders should be issued by the operations supervisor or hisher designee whenever
necessary to communicate indructions to the shift personnd. Shift personnd should segregeate
operator ordersinto daily and long-term ordersin order to facilitate review. Daily ordersthat are
postponed or prolonged should have daily review or updates. Reviews of long-term orders may
not be required on adaily basis but should be made periodically and when changes occur.
Appropriate operations personnel should review the orders early in the shift and document their
review by initialing the log or notebook.

Ordersthat are no longer applicable or are outdated should be promptly removed or canceled. The
operations supervisor should periodicaly review the operator orders to ensure that only applicable
and current orders remain effective.

Chapter XVI, Operations Procedures
To ensure consistency among operations procedures, the methods for devel oping new procedures,
including procedure formats, should be clearly defined. Adminigtrative procedures and/or writers
guides should direct the development and review process for procedures. Procedures should be
developed for dl anticipated operations, evolutions, tests, and abnorma or emergency Stuations.
Annunciator/alarm response procedures that guide the operator in verifying abnorma conditions or
changes in plant status and provide the appropriate corrective action should be developed for dl
darm pands. All procedures should provide adminidirative and technica direction to conduct the
intent of the procedure effectively. The extent of detail in a procedure should depend on the
complexity of the task, the experience and training of the user(s), the frequency of performance, and
the significance of the consequences of error.
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To provide uniformity in operations procedures, the content of procedures should conform to

prescribed guiddines. The procedure aspects described below should be followed when

devel oping operations procedures:
The scope and applicability of individua procedures should be readily apparent. Procedures
with sngle-unit applicability should be digtinctively identified to avoid confuson with sger-
unit procedures. In addition, to enhance rapid retrieval, emergency procedures should be
digtinguishable from other procedures. Color-coding could be used for these purposes.

=  Procedures should incorporate gppropriate information from gpplicable source documents,
such as the facility design documents, safety analys's documents, and vendor technical
manuas.

»  Prerequistesand initid conditions should be detailed. Careful consideration should be given
to the location of this information within the procedure to help ensure that the intent of the
procedureis understood. In addition, any hoses, tools, or other temporary testing
equipment should be verified operable, calibrated, or ingpected and in good condition
where possible, before implementing any test procedure, to ensure that they function as
expected during the test. These verifications should be identified in the prerequisite section,
with completion Sgn-offs required. Hold points should be clearly ddlineated.

= Definitions used in the procedure should be explained.

= Procedures should be easily understood, and actions should be clearly Stated.

= Procedures should contain only one action per step.

= Procedures should contain sufficient but not excessive detail. The skill level, experience,
and training of the users should be considered.

= Warnings, notes, and cautions should be eadily identifiable and should not contain action
satements. The probability of missng an action step increaseswhen it isincluded ina
warning, note, or caution.

=  Warnings and cautions should precede the step to which they apply. Warnings, notes, and
cautions should appear on the same page as the step to which they apply. This ensures that
operators are aerted to necessary information before performing a procedura step.

= Procedures should be technicaly and adminigtratively accurate.

= |ndividud sgn-offs should be provided for selected criticd steps. One sign-off should not
be gpplied to more than one action.
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Limits and/or tolerances for operating parameters should be specified and should be
congstent with the readable accuracy of instrumentation. Operators should not be required
to perform menta arithmetic to determine if a specified parameter is acceptable.
Acceptance criteriafor surveillance or test procedures should be easily discerned, including
tolerances and units. If calculations are needed to compare data to acceptance criteria, the
cdculaions should be clearly explained.

Sequence of procedura steps should conform to the normal or expected operational
sequence. Training on this sequence, reinforced with procedures that show the same
sequence, will serve to improve operator performance by development of patterns of action
that are more easly remembered.

Procedures should be developed with consideration for the human-factor aspects of their
intended use. For example, references to components should exactly match drawing and
|abdl-plate identifiers, units should be the same as those marked on gpplicable
instrumentation, and charts and graphs should be easily read and interpreted. Important
factors should be highlighted.

Emergency operating procedures should provide guidance in responding to single and
multiple casudties.

Portions or steps of other procedures that are used or referred to when performing a
procedure should be specificaly identified within the procedure so that operators will not be
confused when transferring between procedures.

Componert or system shutdown and restoration requirements following shutdown or a
survelllance or test activity should be specific and controlled by the procedure.

Procedure changes and revisions should conform to the following practices:

Procedure changes intended for use more than one time should be documented in alocation
readily avallable for operator reference. To avoid the possibility of error, these changes
should aso be referenced in procedure copies used by operators.

Appropriate procedure changes and revisons should be initiated when procedure
inadequacies or errors are noted.
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= Procedure revisons should be initiated when a change has been outstanding for an extended
period or when a procedure has been affected by severd changes. All currently effective
procedure changes should normally be incorporated when the procedure is revised.

= Procedure revisions should be implemented concurrently with modifications. Procedure
updates required by temporary modifications should be handled as procedure change and
implemented concurrently with the temporary modification ingtalation.

= Important information regarding changed or revised procedures should be communicated to
appropriate operations personnd viathe required reading system a pre-shift briefing, or a
amilar method.

= Documentation of the reason for key procedure steps should be maintained and reviewed
when implementing changes or revisons that dter these steps.

=  Thereview process should involve verification and vaidation of the procedure usng
wakthroughs or smilar methods.

The operations supervisor should gpprove operating procedures. In addition, procedures that affect
safety-rel ated equipment and emergency procedures should be reviewed by the fecility safety
review committee or by another appropriate review mechanism. Procedure revisions should receive
the same depth of review and level of gpprova astheinitia versons. New and revised procedures
should be approved prior to use.

New and revised operations procedures should be reviewed prior to issuance and at periodic
intervasto ensure that the information and ingtructions are technically accurate and that appropriate
humant-factor congderations have been included. The frequency of subsequent reviews should be

specified.

A controlled copy of dl operations procedures should be maintained in the control areafor operator
reference, and selected controlled procedures should be maintained at other appropriate locations.

Facility operation should be conducted in accordance with applicable procedures that reflect the
fecility desgn bass. The requirements for use of procedures should be clearly defined and
understood by all operators. If procedures are deficient, a procedure change should be initiated. In
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exception to this policy, operators may take whatever action is necessary during emergency
conditions to place the facility in a safe condition, and to protect equipment, personnel, and public
safety without firgt initiating a procedure change.

Chapter XVII, Operator Aid Postings
Any fadlity employee could develop an operator aid; however, it should be approved prior to
posting. Individuas other than operations personnd may often post operator aids. Therefore, dl
facility personnd should be informed of the importance of controlling posted information and the
procedure to be followed when posting information. The operations supervisor, or a higher
authority, should approve dl operator aids. The person approving an operator aid should ensure
that the aid is necessary and correct. Operator aids that alter procedures should not be approved.
I nstead, appropriate procedures should be changed to incorporate the necessary information.

Operator aids should not be posted in such away as to obscure ingruments or controls. The aids
should be located in close proximity to the area of their expected use. The operator aids should,
when possible, be protected and should be securely fastened to the equipment to which they refer.

Operator aids should be viewed as a convenience to the individua using them, not a requirement.
In most cases, operator aids remind users of information that might otherwise be overlooked and
provide guidance that is not procedurd in nature. Operator aids may supplement approved
procedures, but they should not be used in lieu of approved procedures.

A ligting of al approved operator aids should be maintained adong with a copy of each aid posted in
thefacility. Thislist should be used during periodic reviews of operator aids to hep ensure thet the
posted aids remain current, and to provide a reference copy should an operator aid be missing
during the review. Thelist should be kept in the control area, the operations supervisor’'s office, or
other appropriate location. References from which operator aids were derived, control numbers,
and dates of gpprova should be provided.

The posted operator aids should be reviewed periodicaly to ensure they are il correct and
necessary. In addition, an operator should audit the control area listing to ensure that only currently
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posted aids are recorded on the listing. Operator aids no longer posted should be removed from
the listing, and missing aids should be replaced.

Chapter XVI111, Equipment and Piping Labeling

The following components should be |abeled:

= vaves

= mgor equipment

= gwitches

= circuit breakers

= fuseblocks or fuse locations

* ingruments and gauges

= busses and motor control centers

= cabinets

= room doors

= @mergency equipment

= fire protection systems

Information on |abels should be congstent with the information found in facility procedures, vave
lineup sheets, and piping and instrument diagrams. Abbreviations and nomenclature used should be
standardized and should be understood by facility personnel. Labels should be permanent, securdly
attached, and have distinguishable, easy-to-read information. Each component labd should list a
unigque component number. The accompanying component noun name or description and power
supply, if gpplicable, should aso be provided.

Labels should be placed on or as near as practicable to the equipment to be labeled. Thelabd
should be oriented o that is easy to read and so that the correct component is easy to identify.
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Procedures should be established to ensure that misplaced or damaged labels are replaced. A
method should exist to help ensure the prompt identification and correction of labeling deficiencies.

Note: You do not have to do Example 1 on the following pages, but it isa good timeto

check your skill and knowledge of the information covered. You may do the Example 1 or
go to Section 2.
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EXAMPLE 1

Using the Familiar level of this module and the Order, complete the following exercises.
1. Lig five areas where operationd gods should be established.

2. State four requirements for control area access.

3. ldentify the position that is responsible for gpproving the operator quadification program.
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4. State three elements that should be included in procedures to address appropriate
notifications.

5. Lig five requirements for lockout/tagout devices.

Note: When you are finished, compare your answer sto those contained in the Example 1
Self-Check. When you are satisfied with your answers, go to Section 2.
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EXAMPLE 1 SELF-CHECK

1. Lig five areaswhere operationd gods should be established.

Any five of the following condtitutes a correct answer.
=  minimizing the unavalability of ssfety sysems
=  minimizing personnel errors
=  AsLow-As Reasonably-Achievable (ALARA)
=  minimizing log fadility capebility
= minimizing the number of unscheduled facility shutdowns per year
= timey completion of scheduled surveillance
= minimizing the amount of overtime;
= achieving and maintaining complete gaffing and training of shift pogtions
= minimizing wagte
= minimizing the number of lighted annunciators

2. Statefour requirements for control area access.
= Control area access should be limited to those persons on officia business.
= Theat-the-controls area of the control room should be clearly identified.
= Accessto the at-the-controls area should be restricted to persons who need to be
inthe area.
= Dedgnated individuas should grant entry into a control area.

3. Identify the podtion that is responsible for approving the operator qudification program.
Operations supervisor
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. State three elements that should be included in procedures to address appropriate
notifications.
Any three of the following condtitutes a correct answer.
= Specific responghilities for notifications
= |dentification of events and conditions requiring notifications
= |dentification of primary and dternate personnd to be notified for various Stuations
»  Edablishment of time requirements for notifications that are congstent with the
facility emergency plan
= Definition of record keeping requirements that documents the reason for
natifications, the time of notifications, and the person notified.

. List five requirements for lockout/tagout devices.
= Duradle

»  Standardized

»  Subgantid

» |dentifigble

=  Warn againg hazardous conditions
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SECTION 2, DOE STANDARDS SUPPORTING DOE ORDER 5480.19

This section contains additional information from the DOE standards that was not presented in
Section 1 of thismodule. The combination of the information provided in this and the previous
section is sufficient for you to meet the quaification requirements for this Order. However, you
should review the actua standards to optimize your knowledge of the materid presented.

GUIDELINES
DOE-STD 1030-96, Guideto Good Practicesfor L ockoutsand Tagouts

Use

Lockout/tagout in a DOE facility may serve three functions. The fird function is to protect
personne from injury. The second function isto protect systems and equipment from damage. The
third function is part of the overal control of equipment and system status. A properly performed
lockout/tagout ensures that the operating staff is aware that the affected equipment cannot be
operated.

Implementation

Before implementing a lockout/tagout program it is necessary to identify the method of equipment
control used in the facility. There are two approaches to equipment control, individua-controlled
and centraly controlled.

In some DOE facilities, individua workers operate equipment to produce, assemble, test, or
package components or products. Each worker may be responsible for operation and routine
maintenance of an individua piece of equipment. For these workers, protection from hazardous
energy sources smply means preventing the power from being inadvertently or accidentaly turned
on while they are performing maintenance.

Other DOE facilities have a central organization thet is responsible for operation of the facility’s
systems that are not necessarily under asingle individud’s control. The facility may contain highly
complex specidized equipment, or it may contain equipment spread over alarge area, such as
eectrica digribution systems. In facilities like these, certain process and specidized safety functions
may be required to ensure the safety of personnd, equipment, and the environment.
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DOE-STD-1031-92, Good Practicesfor Communications

Ord Ingtructions
Verbd ingructions should be clear, concise, and correct. Operationa communications must be free
form ambiguity. Messages that contain words with multiple meanings or Smilar sounds may be
confusing. Slang and expletives should not be used. When communicating aphanumeric
information, sender and receiver should use a phonetic aphabet to ensure clarity.
Operationa communications should be brief. The key isto keep the message short while il
effectivdly communicating the information. The message should be specific to ensure that the
correct unit or component is identified. Noun names and equipment numbers should be used
together to ensure that the message is properly transmitted and received.
Operationa communication should use a standard format to ensure consistency and effectiveness.
The suggested format, in the gppropriate order is asfollows:

= Egablish communication.

= Transmit message.

» Repeat back message.

= Confirm repeeat back.

Face-to-Face Communications

Face-to-face communication is performed when the sender and the receiver are in the presence of
each other. The sender’ stitle may be omitted from the message. However, the sender should
ensure that the intended receiver receives the message when two or more people are in the
immediate area

Communication Sysems
Communication systems should be implemented to ensure that control areas could quickly contact
personnd throughout the facility. Additionaly, these systems should alow contact between
personnel outside of the control area. The following systlems will be discussed:

= Party-line communication systems

=  Point-to-point communicaion sysems

40 7/24/98



ChangeNo: O
DOE 5480.19
Levd: Familiar
Date: 7/24/98

» Public address systems

Party-line communication systems alow more than two workstations to communicate on the same
communication line a the sametime. If aparty line communication system is used, the sender
should check the line to verify that the lineis clear before establishing communications. Additiondly,
the sender and receiver identification should be included in each message.

Point-to-point communication systems dlow only two workgations to communicate on a
communication line & onetime. If apoint-to-point circuit is used, the sender and receiver
identification need only be established on the initid contact.

Public address systems may be used to update facility personnel of the status of an aobnorma or
emergency condition, changesin facility status, or mgor facility events elther in progress or
anticipated. Adminigrative policies and procedures should address the effective control of the
public address system. Public address systems should be heard throughout a facility.
Announcements of abnormal or emergency conditions should be made twice. If an audible darm
sgnd isused in conjunction with the public address system to warn personnd of an abnormal or
emergency condition, the darm should be activated once, before the announcement. When using
the public address systemn to announce remote starting of mgjor equipment, the announcement
should be made, followed by a short pause, and then the equipment tarted. If other communication
systems are used to access the public address system, the control area should have the capability to
override those systems.

Emergency Communication

The facility emergency communication system should ensure that al personnd could be promptly
derted to facility emergencies. The public address system should normaly be used to make
emergency announcements. Alternate methods, such asflashing lights, persond pagers, and
individuas dedicated to notifying in person should be used to dert personnd in high-noise aress.
The emergency communications system should aso alow personnd from any point in the facility to
make emergency communications to the control area. Designated facility telephone numbers should
be established to report concerns or problems,

Testing Communication Systems
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Policies and procedures should address testing of communication systems. Emergency
communication systems should be tested periodicaly to ensure thet they are operable. The test
period for norn-emergency communication systems should correlate to the risk associated with not
being able to use the communication sysem. Additiondly, atest of acommunication system should
be performed before conducting procedures that require use of the system, and anytime system
operability isin doubt.

A check of al facility areas should be performed to make certain that facility personne could be
derted to emergency conditions.

DOE-STD 1032-92, Guideto Good Practicesfor Operations Organization and
Adminigtration

Policies

Written policies should ensure congstency in the organization and adminigiration of facility activities.
Facility-wide polices should be developed for activities that affect the entire facility or when they

apply to multiple organizations within the fadility. Policiesfor activities specific to an organization

should be developed at the organization level.

Polices should be written in a consstent format for effective development and implementation. The
required format should be clearly defined. Policy documentation should contain a description of the

controls necessary to implement the policy and should specify when and how changes may be made

to the policy.

Personnel should understand their authorities, responsihilities, and accountabilities associated with
policies. Additionaly, personnel should understand their interfaces with other organization,

especidly during back-shifts and weekends.

Gods

Facility management should develop gods that support DOE and corporate goals. Operating,
environmenta, and safety god's should be used as mativators for improvement. Gods should be
used as a management tool for involving cognizant groups or individuas in improving operating
performance and for measuring operating effectiveness. Management, to establish facility priorities
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and monitor progress, can use gods that focus on areas that need improvement and that promote
excdlencein facility operations.

God's should be:

=  messuresble;

= limited in number;

= controlled by the individua or group responsible for their accomplishment;

= clearly communicated, understood, and supported by al members of the respongble

organization; and

= composed of input from dl levelsin the organization responsible for achieving the goals.
God's should be established in the following aress.

= preventing unavailability of sefety systems,

= preventing personnd error,

=  mantaning exposure ALARA,

= preventing logt facility capability,

= preventing unscheduled facility shutdowns,

=  maximizing thetimely completion of scheduled survelllances,

= minimizing the amount of overtime,

*  mantaning complete saffing and training of shift pogtions,

=  minimizing or preventing waste, and

=  minimizing the number of lighted annunciators and out- of-specification parameters.

Accountability

Management should ensure that al personnd understand the requirements for their assgned
workgtations and that individuas will be held accountable for their actions. Personnel should be
instructed on the benefits of proper operating performance and the possible consequences of
inappropriate operating performance.

A well-defined accountability program should define the requirements for handling operating
performance problems. Personnd involved in any infraction of operating practices should be
counssled on the deviation. Those involved in Sgnificant or frequent violations of operating
practices should be counsded, retrained, and disciplined, as appropriate.
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Accountability and recognition should be administered in conjunction with the personne
performance appraisal system. Supervisor performance gppraisals and promotions should include
an assessment of operating performance.

Facility Resources
The operations supervisor should be responsible for identifying to DOE and corporate management
the resources required for safe, reliable facility operation. The operations supervisor should aso be
responsible for providing lower-level managers with the resources to accomplish assgned tasks.
The resources provided should include:
= qfficient personnd to limit overtime;
= adequate permanent work areas to conduct facility activities;
= necessary spare parts and equipment to operate and maintain the facility;
= technicd sarvicesin areas such as maintenance planning, engineering support, nuclear safety
reviews, and interfacing with regulatory agencies,
= adminigrative services, including contract administration, budget and cost control, and
personnd adminidration; and
= personnd, fadlities, and materiads for training.

Monitoring Operating Performance

Policies should be established to monitor operating performance with the god of improving
operations. Managers should be knowledgeable of personnel performance, facility activities, and
facility conditionsin their areas of responsibility. Managers should be involved with the work
activities under their cognizance to assess performance and reinforce management standards.
Monitoring of facility activities should ensure that they are conducted according to gppropriate
standards, policies, and procedures, and that problems are identified and corrected promptly.

Management Training

Management training and professonad development should be conducted to ensure that highly
cgpable and experienced individuas saff the facility. Management should assess the management
needs of the facility and define job prerequisites, including necessary training, experience,
professond certifications, and skills development. Criteria should be established for selecting
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personnel to participate in management development. A mgor god of the management
development effort should be to have qudified personnel in the facility organization reedy to be
promoted to the next level of management.

Panning for Safety

Facility management and personnel should assume direct responghbility for conducting activities and
functionsin amanner that emphasizes safety and minimizes the potentia for chalenges to sefety
limits and personnd exposure.

Each facility should have guiddines that describe safety-planning requirements for dl operationd
activities. These guidelines should explain the role of safety analyss reports, job safety andyses,
and the handling of safety matters. Operationd activities should be reviewed to ensure that they
address safety planning.

All operations personnel should understand safety-planning requirements. All personnd should be
trained to incorporate safety planning into their job routines. Training should include a discussion of
the importance of safety planning, methods of safety planning, and the requirements.

DOE-STD-1033-92, Guide to Good Practicesfor Operations and Administration Updates
through Required Reading

File Index
Thefile index is amanagement aid for screening documents to ensure appropriate information is
placed in the required reading file. It corporate types of documents that provide information that
affect the operation of the facility. Additiondly, it should include the types of documents that require
forma documentation that the information has been read. Examples of the type of documentsin a
fileindex are

= procedure changes or revisons

= temporary modificationsto systems or equipment

= new or updated hazard communication information

= company reference manua changes

= policy changes

= related industry event reports
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= Qccurrence reports

= industry operating experience information

= other information necessary to keep operations department personnel aware of current area
activities

Reading Assgnments

The appropriate manager or supervisor should assign employees to read only documents that
pertain to them. Required reading documents should be kept in the required reading file. Thisfile
should be placed in an ble located that alows personnel to retrieve and read the documents.

Required Dates for Completing Reading Assgnments
The appropriate manager should assign arequired completion date to the required reading
document. When determining the dete, the relative importance of the information to the employees
should be taken into account. Some documents should be designated for immediate reading while
others may be designated for genera reading. Examples of immediate reading documents include:
= temporary modificationsto a syslem
= procedure change
= new or updated hazard communication information
When documents are designated for immediate reading, a notification that the document has been
issued should be placed in the timely orders to operators.

Documentation

Personnel should document the completion of reading assgnments by signature or initids. The
documentation used should list the document title or description, required completion date, actua
completion date, and a Sgnature or initids verifying the completion of the reading assgnment.

Review

The appropriate manager should periodicaly review the required reading file to ensure completion
of reading assgnments by the required completion date. One method of formaly accomplishing this
isby usng areview sheet in the required reading file. The sheet should specify the review frequency
and provide spaces for the reviewer’ s Ssgnature and date of review. Another method would be to
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document the review on the required reading document log.
Completed required reading documents should be removed from the required reading file and
retained for reference.

DOE-STD-1034-93, Guideto Good Practicesfor Timely Ordersto Operators

Content and Format
Operator orders should be issued whenever it is necessary to communicate short-term information
related to the conduct of facility business. They may be used in either shift or daily work
environments, but specificaly when there is aneed to provide direction or information to workforce
personnd in the absence of management. Examples of the types of information to include in
operator orders are:

= notification of work priorities,

= gpecid operations,

*  nonroutine tests,

= data collection programs,

= upcoming events and audits;

= announcements of adminigrative items, policies, procedures changes, or pecific activities,

and

= notice of documents requiring immediate review in the required reading file.
Operator orders should be clearly written and dated. They should include the length of time the
order isto be gpplicable or a cancellation date. Provisions should be made to document review by
appropriate personnd.

Issuing, Segregating, and Reviewing Operator Orders

The manager is responsible for issuing operator orders to personnel. Orders should be issued as
necessary and updated daily. The orders should be issued as either daily orders or long term
orders. Daily orders contain information such as the announcement of a procedure change or
director for anon-routine process. They usualy contain action items that will take place on the
remaining portion of the day, the following day, or weekends and holidays. The manager may
renew daily orders. Long-term orders contain information such as atime-line of work activities
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during a maintenance period.

The orders should be placed in an operator orders book. Thisbook should be maintained in a
designated location for easy access. The operator orders book should be divided into two sections:
dally orders and long-term orders. Dalily orders include those that should be completed in one or
two days. Long-term orders include orders that may take severa days or longer to complete.

The gppropriate individuads should review daily orders early in the work period before starting any
affected activity. Thisreview should be documented by signature or initids. Long-term orders
should be reviewed periodicaly or when changes occur.

The maneger should review the operator orders book periodicaly to ensure that it only contains
current orders. A good management practiceis to review the book monthly. Operator orders that
are no longer applicable should be removed or canceled. These orders may need to be retained for
reference.

DOE-STD-1035-93, Guide to Good Practicesfor Log keeping

Establishing Operating Logs
Narrative logs should be an accurate history of facility operations. Logs should be established and
maintained for al key postion. Facilities should develop written guiddines to ensure consstency in
maintaining logs. The guidelines should address:

= ghift pogition, processes, or equipment that require logs,

= personne authorized to make entriesin logs,

= gandardsfor information to be recorded in logs;

= format requirements for logs and log entries;

= review requirementsfor logs, and

= indructionsfor control of logs and digposition of completed logs.

Timeliness of Recordings

Information should be recorded promptly in the log to ensure accuracy and completeness. If an
individua hasfailed to make alog entry at the proper time, and has since made additiond entries,
the late entry should be recorded in the next available space. The entry should indicate the actud
time of the occurrence and should be identified as alate entry.
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Legibility and Format

Maintaining logs as working documents and permanent legal records requires precautions to
preserve the physicd integrity of thelog. Logs should be maintained in a hardbound ledger with
numbered pages, or in a duplicate-type book with numbered pages.

Facilities should provide a method for identifying the persons who make entriesin thelog. One
method isto list the printed name, sgnature, and initid of al persons making log entries. This may
be done as part of the initid entry, or on a separate page or form maintained with the log.
Entriesin the log should be easy for othersto read and understand. All personnd maintaining alog
should ensure that others could easily read their handwriting. The language and style of writing
should be in keegping with the intent of a narrative record of operation.

Detaled ingructions for log format should be contained in facility guiddines.

Correcting Errors

When someone discovers an error other than the person who made the entry, the person making
the discovery should not change the origind entry. A new entry should be madein the log & the
time of discovery to indicate that an error has been identified. The new entry should include the
date and time of the incorrect entry and the incorrect information, and should clearly state the
correct information. A notein the margin a the location of the incorrect entry, giving the date and
time of the new entry, can be used to inform personnel that an error has been identified.

DOE-STD-1038-93, Guideto Good Practicesfor Operations Turnover

Much of the information isthis guide is presented in Chapter XII of the Order and will not be
repeated here. This section of the module will discuss the information not included in the Order that
is related to the following topics.

= document review

= pand wakdown

= personnd briefing

= reliefs occurring during the shift
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Document Review
On-coming personnd should review documents specified by management before assuming
respongbility for their shift positions. Document review should be as intensive as necessary to
ensure on-coming personnd understand important history, present status, and scheduled events.
Examples of documents to review include:

= workstation narrative log

*  equipment datuslog

= tagout log

= workstation round/inspection sheets

= temporary modification and jumper logs

= out-of-service annunciator log

= operaion limit action log

= shift orders book
In addition to the above documents, supervisors may beento review the narrative and
round/inspection sheets of assgned personnel

Panel Walkdown
Before assuming responsbility for the workstation, the on-coming person should persondly verify
the status of important system operating parameters. Walkdowns of appropriate instrumentation
and control panels should be conducted at each workstation. The purpose of a panel wakdown is
to determine facility status through observing system lineups, switch positions, lighted annunciators,
chart recorders, and status lights.
On-coming and off-going persons should conduct the walkdown together during the turnover. A
discussion of workstation status, trends, and potentia problems should occur during this wakdown.
This discussion should be focused on the following items:

= Status o safety-related equipment;

*  Running equipmen;

= |noperable equipment, including indrumentation;

= Technicd safety requirements, including surveillance requirements;

» Reasonsfor actuated alarms or annunciators,

= Tagged equipment, including any survelllance/equipment work in progress; and
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= Abnorma equipment and component configurations.

Personnd Briefing
Facility policies and procedures should establish guidance pertaining to the time, place, and conduct
of personnd briefings. A briefing of shift personnd should occur as part of the turnover process.

Items to cover during the briefing include:
= areview of fadlity satus,
= problems with equipment,
= evolutionsin progress or planned for the shift,
= chift orders,
= |essonslearned from events occurring esewhere or during other shifts,
= |ast-minute changes in facility status or operationd function planned for the shift,
= support group work planned for the shift,
= changesto adminigrative procedures that impact methods of doing work,
= fadlity maintenance shutdown schedule changes,
= production godsfor the shift, and
= other important work-related items.

Reliefs Occurring During the Shift
Turnovers occurring during the shift should meet the same objective as aturnover a the beginning of
the shift. If ardief isnecessary, the supervisor should be informed of the reason and expected
length of time before the off-going person turns over the workstation duties and responsibilities.
Before authorizing the relief, the supervisor should ensure the on-coming person is qudified and
should verify that facility conditions permit the rdief. The following turnover palicies should be
followed:
= Thetrandfer of duties and responshilities should occur at time when facility conditions are
stable.
= Theoff-going person should be confident that the on-coming person isfully capable of
assuming the duties and respongbilities of the workstation.
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= At theend of the turnover the on-coming person should signify to the off-going person that
he/she is assuming the responghility for the workstation and document the transfer with an
entry in the appropriate log.

DOE-STD-1939-93, Guideto Good Practicesfor Control of Equipment and System Status
Much of theinformation is this guide is presented in Chapter V111 of the Order and will not be
repeated here. This section of the module will discuss the information not included in the Order that
is related to the following topics.

=  dam daus

= temporary modification control

Alarm Status
Alarm systems provide a vauable backup to the operator’ s monitoring and control of system status.
But, just like the system they monitor, larms require periodic maintenance and are subject to
breakdown. It istherefore important that operators know the status of darmsin their areas of
respongbility. Facilities should include in their program for control of equipment and system status,
measures to ensure that personnel are aware of the status of darms. The following specific areas
should be addressed:
= Alarmsthat aretotaly disabled should be identified to operators through the tagout program
or through the use of deficiency stickers, color coding of darm windows, or other positive
means of identification.
= Alarmswith individua inputs disabled should be identified to operators and documentation
should be available reflecting the changed darm characteridtics.
= Alarmswith temporarily changed setpoints should be documented for operator reference,
and may be further identified by color-coded aarm windows or other positive means.
= Alarmsthat are lighted during norma operation should be identified by color-coded alarm
windows, digtinctive labeling, or other positive means.
= Alarmstha may be activated by more than oneinput, but that do not reflash when
subsequent inputs are received, should be identified within the darm response procedures
and operator training.
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= Procedures for response to alarm actuation should be controlled and updated to reflect any
changesin darm daus.

Temporary Modification Control
Facilities should establish adminidrative control systems for approving, ingaling, and monitoring
temporary modifications. Before ingtaling the temporary modification, the adminigrative control
system should provide for the following activities:
= Communicate the proposed modification to the design authority to alow for evaluation of
the modification’simpact on current design activities and system characterigtics, approva of
the design modification by the design authority, and technicd oversght of the ingalation.
= Perform and document appropriate safety reviews, and obtain al necessary concurrences
for gpprova of the modification.
= Update operating procedures, drawings, and documents as required, and conduct briefings
and any necessary training.

DOE-STD-1040-93, Guide to Good Practices for Control of On-shift Training

Adminigtrative Controls for the Conduct of On-hift Training

The training department should specify the requirements for aforma on shift training processto
ensure consistent performance of on-ghift traning activities Adminigirative policies or procedures
should be established to govern trainee prerequisites, ingtructor quaification, and training program
coordination.

Before beginning the ont shift training process, the trainee should be taught fundamenta technica and
adminigrative knowledge. The fundamenta technica knowledge should be derived from atask
anadysis. The trainee should understand safety practices and procedures, workstation
responsbilities and authorities, and administrative procedures.

On:-shift training activities should be scheduled based on the operating schedules of the facility. To
maximize training within the operating schedule, the training department and the operation
department must communicate to integrate their repective schedules.

Supervison and Control of On-shift Training
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The classroom, self-udy, and |aboratory training portions of the qudification program should
provide atrainee with the knowledge and basic skills to perform tasks at aworkstation. The o+
shift training portion of the qudification program should provide the trainee with actual hands-on
operation of the facility while under ingruction. Unlike training conducted in asmulator or training
facility, on-shift training causes the trainee to impact the status of facility operations. For this reason,
the onshift training must be closaly supervised and controlled to prevent the trainee from
accidentaly operating a component, piece of equipment, or system that might cause danger to
personnel, to the environmert, or adversely affect the operation of the facility.
Before beginning on ont shift training sesson, the ingtructor and the trainee should mest to discuss
the upcoming sesson. Thismeseting is designed to set the ground rules for the sesson, discuss the
events that will take place, and advise the trainee of the information he or she will be required to
know. The trainee should understand what is expected. A standard for control of on-shift training
that can be easily understood and followed by the trainee and the ingtructor should be defined in the
adminidrative policies.
The on-shift training schedule should contain aligt of dl training that is scheduled for a given period.
The training coordinator is responsible for developing the schedule.

Theinstructor may us the pre-training briefing to determine if the trainee has the required knowledge
and illsto perform the training tasks. If the trainee does not have the required knowledge and
skills, the indructor must not let the trainee commence training.
An onOshift training sesson alows atrainee to operate portions of the facility from a specific
workgation. Careful and competent supervision of atrainee will prevent mistakes that could lead to
an adverse gtudtion. Before beginning a period of on-shift training, the ingtructor should try to put
thetrainee a ease. The trainee should perform aturnover with the ingtructor and aso sign into the
narrativelog. The trainee should annotate in the log that he/she is assuming the duties and
responghilities for the workstation under ingtruction. Ingtructors must maintain control of trainees
assigned to their workstations. Before dlowing atrainee to operate equipment, the instructor
should:

= have the trainee review the procedures and reference documents required for performing

the task,
= have the trainee explain the action to be performed,
» havethetrainee physcdly identify the component to be manipulated, and
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» assume aposition to observe the traineg’ s action and to prevent the trainee from incorrectly
operating the equipment.
The indructor should formaly conclude the on-shift training sesson by informing the trainee that the
training sesson is concluded. The ingructor should receive aturnover from the trainee.

Using Trainees to Support Operations

Facility policies should address how trainees may be used to support operations. An example of
effective use of trainees would be quaifying atrainee on atask to support the operating schedule,
such asfire watch, and then rdieving the trainee as soon as possible to alow the trainee to continue
with the formd training process. Before assgning traineesto assist in nontask-related activities,
supervisors should verify that the trainee has time to perform the assgnment and that the assignment
will nat conflict with the traineg straining schedule.

DOE-STD 1042-93, Guideto Good Practicesfor Control Area Activities

The information contained in Chapter 111 of the Order is sufficient to meet the qudification standards
for thistopic. Therefore no additional materid will be presented here.

Note: You do not haveto do Example 2 on the following page, but it isa good time to check
your skill and knowledge of the information covered. You may do the Example 2 or go
directly to the practice.
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EXAMPLE 2

1. Describe the four-step format for operational communication.

2. Lig thetypes of documents contained in afileindex for required reading.

3. Describe the process to be used if an individud fails to make alog entry at the proper time
and additional entries have been made into the narrative log.
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4. Lid three activities that should be performed before ingadling atemporary modification.

5. Describe four activities that an ingtructor should complete before dlowing atrainee to
operate equipment.

Note: When you are finished, compare your answer sto those contained in the Example 2
Self-Check. When you are satisfied with your answer's, go on to the practice.
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EXAMPLE 2 SELF-CHECK

1. Describe the four-step formet for operationa communication.
= Egablish communication
= Transmit message
» Repeat back message
= Confirm repest back

2. Lig thetypes of documents contained in afileindex for required reading.
= procedure changes or revisons
= temporary modifications to systems or equipment
= new or updated hazard communication information
= company reference manua changes
= policy changes
= related industry event reports
= Qccurrence reports
= industry operating experience information
= other information necessary to keep operations department personnel aware of
current area activities
3. Describe the process to be used if an individud fails to make alog entry at the proper time
and additional entries have been made into the narrative log.
The late entry should be recorded in the next available space. The entry should indicate the
actua time of the occurrence and should be identified as alate entry. A reference mark or
notation may be placed in the margin, indicating that an entry has been omitted and is
entered later in thelog.
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4. Lid three activities that should be performed before ingdling atemporary modification.

= Communicate the proposed modification to the design authority to alow for
evauation of the modification’simpact on current design activities and system
characterigtics, gpprova of the design modification by the design authority, and
technicd oversght of the ingalation.

= Peaform and document appropriate safety reviews, and obtain al necessary
concurrences for gpprova of the modification.

= Update operating procedures, drawings, and documents as required, and conduct

briefings and any necessary training.

5. Describe four activities that an ingtructor should complete before dlowing atrainee to
operate equipment.

= Havethetrainee review the procedures and reference documents required for
performing the task.

= Havethetrainee explain the action to be performed.

= Havethetrainee physcaly identify the component to be manipulated.

» Assume apostion to observe the trainee’ s action and to prevent the trainee from
incorrectly operating the equipment.
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PRACTICE

This practiceis required if your proficiency isto be verified at the familiar or generd level. This
practice will prepare you for the criterion test that will be required if your proficiency isto be
verified at the generd level. Y ou will need to refer to the Orders to answer the questionsiin the
practice correctly. The practice and criterion test will dso challenge additiond skills that you have
acquired in other forma and on-the-job training.

PRACTICE
1. Lid five persona protection practices that al operations personnd should follow.

2. Lidg three examples of dternate methods for derting persons to facility emergencies when
personnd are working in areas where the public address system cannot be heard.

3. Lig five @norma events that would require an investigation.
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4. Lig five darm conditions for which information should be available when conducting an

darm status check.

5. Statethree criteriafor components in systems that have safety-related functions which
would indicate that the components do not require independent verification.

6. Statethree requirements for operationd godls.
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7. Ligt four examples of the types of information included in operator orders.

8. Lig four examples of documents that should be reviewed by on-coming personnd before

assuming responsihility for their shift pogtions.

9. Statethree functions of alockout/tagout program.
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10. Ligt three types of documentsin arequired reading program that should be read
immediady.

Note: The course manager will check your practice and verify your successat the Familiar

Level. When you have successfully completed this practice, go to the General Level
module.
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DOE ORDER 5480.19
CONDUCT OF OPERATIONSREQUIREMENTSFOR DOE FACILITIES
GENERAL LEVEL

OBJECTIVES

Given the Familiar Leve of thismodule, and a scenario, you will be adle to perform the following:

1. Lig the key dementsyou would look for in the contractor’ s action plan to correct the
Stuation described in the scenario; and

2. State which requirements, sections, or dements of U.S. Department of Energy (DOE) Order
5480.19 apply to the Stuation described in the scenario.

Note: If you think that you can complete the practice at the end of thislevel without
working through theinstructional material and/or the examples, complete the practice now.
The course manager will check your work. You will need to completethe practicein this
level successfully beforetaking the criterion test.

RESOURCES

DOE Orders Self-Study Program, DOE Order 5480.19, Familiar Level, 7/24/98.

DOE Order 5480.19, Conduct of Operations Requirements for DOE Facilities, 5/18/92.
DOE-STD-1030-96, Guide to Good Practices for Lockouts and Tagouts.
DOE-STD-1031-92, Guide to Good Practices for Communications.

DOE-STD-1032-92, Guide to Good Practices for Operations Organization and Administration.
DOE-STD-1033-92, Guide to Good Practices Operations and Administration Updates through
Required Reading.

DOE-STD-1034-93, Guide to Good Practices for Timely Orders to Operators.
DOE-STD-1035-93, Guide to Good Practices for Log keeping.

DOE-STD-1038-93, Guide to Good Practices for Operations Turnover.

DOE-STD-1039-93, Guide to Good Practices for Control of Equipment and System Status.
DOE-STD-1040-93, Guide to Good Practices for Control of On-ghift Training.
DOE-STD-1042-93, Guide to Good Practices for Control Area Activities.
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INTRODUCTION

The Familiar Level of this module introduced the purpose and scope of DOE Order 5480.19 and
the DOE standards that support that Order. Severa requirements and guidelines associated with
the Order were discussed. In the Genera Leve of this module, sudents are asked to apply the
information contained in the Familiar Leve, the Order, and DOE standards to a scenario related to
the Order. Please refer to the resources listed on the previous page to make your andysis and
answer the questions. Y ou are not required to complete the example. However, doing so will help
prepare you for the practice and criterion test.

Note: You do not haveto do the example on the following page, but it isa good timeto
check your skill and knowledge of the information covered. You may do the example or go
on to the practice.
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EXAMPLE SCENARIO
Please review the following scenario, and then answer these questions.

1. Isthe contractor’s action plan correct? If not, state what should have been done.
2. Werethe correct DOE documents or requirements cited? If not, state the correct
documents or requirements.

SCENARIO

On March 16, 1994, dectricians partialy cut into an energized 120-volt cable. Demoalition of
cables was being performed under an approved work order. The cable was not identified at the
load center as part of the system to be de-energized and consequently it was not de-energized.
Also, after the cable was cut, its bresker was discovered in the tripped position. The breaker was
switched to the off position and work activities continued. This action violated the facility’s
requirement to properly lock and tag out energized circuits before starting work. There were no
personnd injured and no property damage associated with the incident.

An investigation of the Situation revedled the following.

= A spark was observed when the cable was cut, which stopped the demolition work on the
project. The project supervisor was notified who inspected the load center and switched
the breaker for the 120-volt cable from the tripped position to the off pogtion.

= Theemployees did not maintain the knowledge and skills necessary to successfully perform
assigned tasks. The training department confirmed that the employee who should have
performed the lockout/tagout requirements was formally trained on 08/28/91 with no
refresher training to date. This certification was performed to the facility’ s lockout/tagout
procedure. The procedure has since been revised and the designated person’ straining
remains current. The subordinates had not received formd training, but had participated in
toolbox presentations on the established requirements.
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The safety task assignment that was noted during the investigation only addressed work
assgnments.

The facility did not provide the necessary tools to ensure the success of the job objectives.
These tools include defining, disseminating and enforcing lockout/tagout policies.

The adminigrative controls that are established in procedures were either not provided or
not adequately emphasized.

The supervisor and dectricians collectively did not understand the work scope.

A discussion was performed before starting work to address job safety conditions. Based
on satements in the investigation and the deficiencies, it is percelved that the discusson on
lockout/tagout was limited.

The actions of investigating the dectrical pand and switching the bresker to the off position
to continue demalition on the project were not correct. However, they were immediate and
did diminate a potential shock incident. For this reason, the possible effects on the site
were minimized.

Actions taken by contractor.

The facility manager suspended all dectricd work activities at the Ste that require energized
systems to be isolated, locked and tagged out of service.
Thefadlity manager disciplined the supervisor in charge of thiswork order.

Requirements that apply to this scenario

Locks and tags should be placed on controls when controls must be established for safety
or other specid administrative reasons. (DOE Order 5480.19, Chapter | X, paragraph
C.l1)

A list of components that should be locked must be established and approved by the
operations supervisor. Criteriafor locking additional components and necessary
authorization should be provided. Specific techniques for verifying the postion of locked
components should be established. [DOE Order 5480.19, Chapter 1 X, paragraphs 2.d.
(1), (2, and (4)]

Specific procedurd steps for isolating, blocking, and securing machines or equipment for
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hazardous energy should be included in the facility’ s procedures for lockout/tagout. [DOE
Order 5480.19, Chapter 1X, paragraph 5.a. (2)]

= A lockout/tagout must isolate all sources of energy or hazardous materid that may cause
personne injury or equipment damage. Only controlled drawings, controlled system
schematics, or other controlled documents should be used as references to determine or
verify isolaion points. In the absence of controlled drawings, a qudified person should
perform a physica wakdown to ensure that isolation will be achieved by the planned
lockout/tagout. (DOE-STD-1030-96, Section 4.2.3.1)

Take some time to review the example scenario and the actions the contractor took or did not take
to correct the Situation. Then decide if the contractor’ s actions were complete and correct. Findly,

determine if the requirements cited were complete and correct.

Write your answers below and then compare your answer to the one contained in the example sdif-
check.
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EXAMPLE SELF-CHECK

Y our answer does not have to match the following exactly. Y ou may have added more corrective
actions or cited other requirements from the Order that apply. To be considered correct, your
answer mugt include at least the following.

The actions taken by the contractor were appropriate.

Additiond actions not mentioned in the scenario include the following.
= All personnel should be trained on lockout/tagout procedures to ensure consistency in the
understanding of job requirements.
= Procedures should be changed to ensure that meetings conducted before starting work
include dl work-related objectives and direction including hazards and lockout procedures.

The requirements cited were gppropriate. Additiona requirements that gpply include the following.

= Retraining should be provide for al authorized or affected personnd whenever thereisa
change in job, procedures, machines, equipment or processes that present new hazards.
(DOE Order 5480.19, Chapter 1X, paragraph 10.d.)

= Training should be provided and documented to ensure that the purpose and function of the
lockout/tagout program is understood by al personnd and that they have the knowledge
and skills required for safe gpplication, use, and remova of lockouts and tagouts. (DOE
Order 5480.19, Chapter 1X, paragraph 10.a.)
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PRACTICE

This practiceis required if your proficiency isto be verified at the Genera Leve. The practice will
prepare you for the criterion test. Y ou will need to refer to the Order and DOE standards to
answer the questions in the practice correctly. The practice and criterion test will aso chalenge
additiond andytica skillsthat you have acquired in other forma and on+the-job training.

Please review the following scenario and answer the following questions.

1. Wasthe Stuation handled correctly? If not, what should have been done?
2. Wasthelist of requirements, sections, and e ements complete and correct? If not, State the
correct or omitted requirements.

SCENARIO

On June 3, 1993, a congtruction worker lost breathing air to his plastic suit, creating a potentia for
contamination and suffocation. The worker exited the area and received assistance removing the
suit. A maintenance mechanic closed the vave supplying breething air to a manifold supplying the
Uit to change afilter.

An investigation of the Stuation reveded the following.

=  When work that requires breathing air is being performed, a hedth protection inspector and
a standby operator are required by atraining and reference procedure to be present at all
times. The standby operator isrequired to notify the facility control room before sarting
work requiring use of breathing air, but did not do so because the operator thought a
supervisor had notified the control room.

=  The mechanic contacted the control room before closing the isolation vave to the air
manifold. The control room log sheet did not reflect that anyone requiring breething air was
in the area, S0 permission to close the valve was granted.

= Before closing the vave, the mechanic walked down the bregthing air system to the point of
the manifold. A temporary hose ran from the manifold through the floor to another level.
The mechanic did not walk down the temporary line.

= The congruction employee immediatdy notified the hedlth protection ingpector when he lost
bresthing air pressure and was instructed to report to the airlock to be cutout of the plastic
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Uit by the sandby operator. Theair in the suit was sufficient for about five minutes of
bresthing air.

= Subsequently, contrary to procedure, the standby operator left the areato investigate why
the bresthing air had been logt instead of immediatdly helping the congtruction employee
remove the suit. When the standby redlized that the filter was being changed, she returned
to the hut and removed the employee from the hut

= Operations and control room personnd were unaware of the temporary hose connection
used to supply breathing air to the lower level. This occurred because the facility was under
construction and was not required to report to operations personne or the control room..

Actions taken by the contractor
= Standby operators will be required to review the procedure for standby operator
respongibilities before performing their duties.
= Standby operator’s procedures will require operators to notify the control room of the
number of people working on breathing air, the length of time, and the manifold to which
bresthing air is connected.

Requirements that apply to this scenario
= Facility operation should be conducted according to applicable procedures (DOE 5480.19,
Chapter XVI, C.6).
= Operators must be aware of equipment and system status and the status of work in
progress should be available in the control area. Operations supervisors or their designees
should authorize al shift activities important to safety (DOE 5480.19, Chapter VIII, C.1
and 6).

Take some time to review the scenario and the actions the contractor took or did not take to
correct the Situation. Then decide if the contractor’ s actions were complete and correct. Findly,
determine if the requirements, sections, or dements of DOE Order 5480.19 cited in the scenario
were correct.

Write your answers on the next page and then bring the completed practice to the course manager
for review
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Note: The course manager will check your practice and verify your success at the
General Level. When you have successfully completed this practice, the cour se manager
will giveyou thecriterion test.
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