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MANAGEMENT WALKDOWNS

1.0
Scope

This procedure applies to Battelle Decontamination and Decommissioning Operations (DDO) management walkdowns performed by Battelle Columbus Laboratories Decommissioning Project (BCLDP) managers who are responsible for physical work activities but normally spend most of their time in an office environment. In general, this includes managers of the following organizations: DDO Program; Characterization; Safety, Health, and Environmental Support; Surveillance and Maintenance; Waste Management Operations; and Remedial Action.
2.0
Purpose

The primary purpose of this procedure is to provide an implementation vehicle that facilitates a culture where managers (through direct work observation and personal contact) are verifying that work is of desired quality and is being performed in a safe and environmentally responsible manner, are identifying improvement opportunities, and are addressing worker concerns. This procedure is a tool to uniformly enhance actions within these areas of responsibility to ensure and improve the quality of activities. This document plus MA-AP-20.2 (see Reference 3.1.3) implements Section 20 and a portion of Section 2 of the DDO Quality Manual (see Reference 3.1.1), and the BCLDP Self Assessment Program Implementation Plan (see Reference 3.1.2).
3.0
References, Definitions, and Developmental Resources

3.1
References
    

3.1.1
DD-MN-01, DDO Quality Manual
3.1.2
DD-93-15, BCLDP Self Assessment Program Implementation Plan
3.1.3
MA-AP-20.2, Management Self Assessments.


3.2
Definitions
    

Reference to the BCLDP Procedure Dictionary for definitions of the following terms:


Adverse Condition
    

Assessment
    

Walkdowns


3.3
Developmental Resources


None.



4.0
General

4.1
Management walkdowns, as described in this procedure, are not intended to apply to normal oversight of an activity by first-line supervisors or other managers (such as building managers) who are present in field working areas on a daily basis. These individuals are expected to perform the functions described in this procedure on a routine basis as part of their normal job responsibilities.


4.2
The DDO Program Manager shall determine the frequency of management walkdowns. 


4.3
Managers conducting management walkdowns shall interface with Safety and Health Physics personnel as appropriate to assure compliance with safety requirements as presented in Work Instructions, Safety Checklists, and Radiological Work Permits (RWPs). 

4.4
If the workforce changes by shift or by day of the week, the Managers shall perform management walkdowns during different shifts, on different days of the week, or during different working hours to ensure that they evaluate the full spectrum of activities and personnel. If a management walkdown is conducted off normal working hours, appropriate interfaces must be prearranged with Safety and Health Physics personnel.

4.5
Management walkdowns can be initiated and performed by a manager as described in this procedure, or while accompanying an internal oversight assessment being led by an individual from the Quality or Regulatory Compliance and Environment, Safety, and Health Oversight (RC&ESHO) departments. If the latter alternative is used, the corresponding oversight procedure and documentation will be used.

5.0
Procedure

D&D Managers shall perform the steps in Section 5.0 on the portions of the DDO program for which they are responsible.


5.1
Select the walkdown area, location, or operation and become familiar with the activities by reading Work Instructions, RWPs, S&M procedures, maintenance work orders, and facility descriptions to be able to discuss issues knowledgeably with personnel directly involved in the area, location, or operation.

5.2
Coordinate the management walkdown with others as appropriate. Managers performing management walkdowns should be accompanied by other individuals as necessary to facilitate an understanding of the area being evaluated, maximize assessment effectiveness in terms of breadth and depth, and minimize impact on the workers. For example, if the DDO Program Manager, Field Operations Manager, or Remedial Action Manager is performing a management walkdown, he or she should be accompanied by a project manager, functional manager, or task leader as appropriate.

5.3
During the management walkdown, managers shall


5.3.1
Generally assess all observed operations and specifically evaluate activities in their areas of responsibility to ensure that the desired quality is being achieved; tasks are being performed effectively and efficiently; and appropriate environmental, safety, and health measures are being taken.


5.3.2
Maintain an awareness of the overall DDO Program and assess activities from an integrated DDO Program framework.


5.3.3
Examine documentation for conformance to procedures, plans, RWPs, or other requirements. The extent and scope of this examination depends on the responsibilities of the manager.


5.3.4
Communicate with individuals to identify any improvement opportunities, and solicit and address any employee concerns.


5.3.5
Contact Quality, the Safety Officer or RC&ESHO staff if assistance is needed in investigating or formally documenting an adverse condition.


5.3.6
Conduct discussions and share information with individuals contacted and others as necessary.



5.3.6.1
Discuss all strengths and weaknesses observed during the management walkdown regardless of the responsibility for the activity.



5.3.6.2
Evaluate the management walkdown results and plan follow-up actions as appropriate.

5.4
Document the management walkdown on DDO-370, Management Walkdown Report. The form should include significant items needing follow-up by the manager or other DDO parties as deemed necessary. Distribute DDO-370 to the DDO Program Manager, Quality Management, RC&ESHO Manager, Project Records (in duplicate), and other impacted individuals.
5.4.1 Managers shall enter corrective actions requiring follow-up into the computerized corrective action tracking system. 
5.4.2 Corrective actions will be held open in the corrective action tracking system until closed by the responsible manager.

5.4.3 Corrective actions closed during the assessment (CDAs) shall be recorded in the “Summary of Observations and Comments” section of form DDO-370.

6.0
Records

Records generated by this procedure include the 
Management Walkdown Report.
7.0
Forms, Exhibits, and Attachments

7.1
Forms
· DDO-370, Management Walkdown Report

7.2
Exhibits

None.

7.3
Attachments



None.
DDO-370
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MANAGEMENT WALKDOWN REPORT

 FORMCHECKBOX 

Self Assessment
 FORMCHECKBOX 

Independent Oversight
 FORMCHECKBOX 

Other  _________________________________

DDO Location, and Activity: 

Manager Performing Walkdown: 



  Date 


Individuals Contacted: 

Summary of Observations and Comments: 

Follow-up Actions: 

Distribution:
DDO Program Manager


Others:




RC&ESHO Manager

Quality Manager

Project Records (in duplicate)

DDO-370, Rev. 1
9/99(ds)
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Procedure Status:





[X]	Non-Critical Procedure


[   ]	Critical Procedure – Procedure Qualification  Packet Required
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