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WORK INSTRUCTIONS
1.0
Scope
This procedure applies to the planning and directing of physical work operations affecting the performance, including safety and quality, of DDO activities. This work includes operations initiated by DDO personnel that enlist the services of subcontractors, consultants, or individuals inside or outside the DDO organization.

2.0
Purpose
The purpose of this procedure is to establish requirements and methods for preparing Work Instructions for formally controlling physical work activities in the DDO program and documenting the approved completion of the tasks. This procedure and Reference 3.1.1 implement applicable requirements of Section 5.0 of the DDO Quality Manual (Reference 3.1.2). 
3.0
References, Definitions, and Developmental Resources

3.1
References


3.1.1
QD-AP-5.1, Preparation of Procedures

3.1.2
DD-MN-01, DDO Quality Manual
3.1.3
QD-AP-6.1, Document Control

3.1.4
HP-AP-1.0, BCLDP Radiation Work Permit (RWP) Program

3.1.5
HS-OP-001, Completion of the Industrial Safety Checklist

3.1.6
WA-OP-020, Identification, Segregation, Separation, and Documentation of Low Level and Radioactive Mixed Waste









3.1.7
PR-AP-17.1, Operation of the Project Records Management System
3.1.8
TD-AP-2.0, Indoctrination, Training, and Qualification
3.1.9  HP-AP-8.0, BCLDP ALARA Program
3.2
Definitions


None.

3.3
Developmental Resources


None.

4.0
General
Work Instructions are controlled documents that are an integral part of the quality program. “Where appropriate, these documents shall include or reference appropriate quantitative or qualitative acceptance criteria for determining that prescribed activities have been satisfactorily accomplished” (Reference 3.1.2). Such acceptance criteria may be included specifically in the Work Instruction or may be referenced from other approved documents.
4.1
Work Instructions shall be used in either of the following two manners: To initiate and direct work activities that include the implementation of specific procedures, or to initiate and direct non-routine work activities that do not include implementation of procedures.
4.2
Work Instructions shall not be used in place of procedures. Repetitive operations that are performed throughout the DDO program should be described in procedures. Work Instructions shall identify the point at which procedures are implemented.
4.3
Work Instructions cannot modify or waive sections of approved procedures (see Reference 3.1.3 for procedure waivers). Work Instructions shall not give any instructions contradictory to approved procedures. 
4.4
Work Instructions can specify certain sections of procedures that are to be implemented, when the referenced procedure allows for this.
4.5
Work Instructions should not repeat steps outlined in referenced procedures. Rather, they should contain information that is supplemental to procedures.
4.6
Routine activities that are adequately initiated by existing procedures and plans do not require Work Instructions. These activities include, but are not limited to, Radioanalytical Laboratory work, Instrument Calibration and Control, use of forklifts and cranes, work under the Environmental Monitoring Program, and Surveillance and Maintenance activities. Initiation of these routine activities can either be calendar driven (e.g., daily, weekly, annually, etc.) or request driven (e.g., request for analysis).
4.7
Work Instructions should cover succinct activities over a specified duration, usually not exceeding 12 months. This is recommended in order to keep data packages a reasonable size, and to have staff that were involved in the activity prepare the data package. Work Instructions shall not remain open longer than 24 months.
4.8
Work Instruction revisions and/or field changes shall be prepared and approved in accordance with Reference 3.1.3. 
4.9
All reviewers, approvers, and performers in the Work Instruction cycle should perform their functions in a timely manner and forward the documentation to the next responsible person as soon as practicable. This effort will minimize the overall time needed to complete Work Instructions and associated data packages.
4.10
Non-approvals, conflicts in the approval cycle, delays in submission of data needed for Work Instruction closure, or delays in the completion/review cycle should be elevated to appropriate management levels for resolution.
4.11
The Training and Records Management Coordinator shall keep a log of the status (opened or closed) of all Work Instructions. 
4.12
For identification purposes, the Training and Records Management Coordinator shall assign Work Instruction numbers (in the format WI-XXXX) to all Work Instructions.

4.13 The Work Instruction originator shall control the Work Instructions in accordance with Reference 3.1.3.
4.14 The Work Instruction originator and assigned staff members shall place unique health and safety concerns within the procedural steps. They shall identify and call attention to these unique concerns with the following identifiers:
a).
WARNING:  for personnel and property safety

b).
CAUTION:  for equipment safety

c).
NOTE:  for important information.



5.1.1 
5.1.2 
5.2 
5.2.1 
5.2.2 
5.2.3 
5.3 
5.3.1 
5.4 
5.4.1 
5.5 
5.5.1 
5.6 
5.6.1 
5.7 
5.7.1 
5.0
Procedure
5.1
The Work Instruction originator (normally the Project Manager and Work Planning (WP) Manager) shall prepare a Work Instruction to initiate an operation. See Attachment 1 for additional guidance on preparation and content of Work Instructions.
5.1.1
The Work Instruction originator shall document Work Instructions on DDO-104 to initiate an activity, delineate required procedures and/or instructions, assign an appropriate account number(s), and assign a responsible staff member (identified under the “To” section of DDO-104) to conduct the activity. 
5.1.2
The Training and Records Management Coordinator shall control Work Instructions per Reference 3.1.3. The Work Instruction originator shall request and the Training and Records Management Coordinator shall assign Work Instruction numbers in the format WI-XXXX.
5.1.3
The Work Instruction originator shall consult Reference 3.1.4 or the Radiological Technical Support Manager to determine whether a Radiation Work Permit (RWP) and DDO-106 are required. If a RWP is required, the Work Instruction originator shall enter the RWP number on the Work Instruction. If a RWP is not required, the Work Instruction originator denotes ‘Not Required’ next to the “RWP” section of DDO-104. The Radiological Technical Support Manager shall initial and date the “Not Required” designation.
5.2
The Project Manager and WP Manager shall initial the Work Instruction (DDO-104) as originators on the “From” line. 
5.3
In concert with preparation of Work Instructions, the Work Instruction originator or designee shall ensure that the following actions have been completed and attached to the Work Instruction:

· Industrial Safety Checklist in accordance with Reference 3.1.5.

· Waste Management Checklist in accordance with Reference 3.1.6.
· An ALARA review is performed in accordance with Reference 3.1.9, when appropriate.

5.4
The Work Instruction originator shall assure that the Work Instruction, completed through the “Instruction” section, is reviewed and approved by the Waste Management Representative, the Industrial Safety Officer, the Work Instruction originator’s manager/supervisor (normally Operations Manager), and Radiological Technical Support Manager to verify that the Work Instruction provides satisfactory directions for work operations. The Operations Manager, Industrial Safety Officer, Waste Management Representative, and Radiological Technical Support Manager may delegate review and approval authority, if the designee does not approve under another function.
 Work Instruction originators shall not approve their own Work Instructions. The Work Instruction originator may obtain additional approvals, as necessary; depending on the scope of the Work Instruction.
 
5.5
After approval, the Training and Records Management Coordinator shall distribute the Work Instruction, with the Industrial Safety Checklist and Waste Management Checklist attached. As a minimum, the Training and Records Management Coordinator, or designee shall distribute the Work Instruction to the following staff: 
Original Copy



Originator of the Work Instruction
Controlled Copies



Training and Records Management Coordinator


Assigned Staff


Radiological Field Operations Manager


ALARA Coordinator

Uncontrolled Copies


Industrial Safety Officer








DOE-CEMP


Other.
The Work Instruction originator may request that the Training and Records Management Coordinator, or designee distribute additional controlled or uncontrolled copies of the Work Instruction to other affected organizations. The Work Instruction originator will list on the Work Instruction the staff members who receive the additional copies. Uncontrolled copies may be obtained, by request, from the Training and Records Management Coordinator, or designee.
NOTE:
The assigned staff member shall perform work using only an approved, controlled copy of the Work Instruction.
5.6
The Work Instruction originator shall assure that the assigned staff members have been adequately indoctrinated in this procedure and the Work Instruction.
5.7
The assigned staff member, in conjunction with the contractor supervisor, shall assure that individuals working on the activity specified in the Work Instruction (including themselves) have completed appropriate training and qualification requirements by reviewing the Training Information Management System and/or interfacing with the Training Department.
5.8
The Work Instruction originator shall assure that attendance at the pre-job briefing of the Work Instruction is documented on 
DDO‑349. All RWPs require HP briefings as described in Reference 3.1.4.
5.9
The assigned staff member will review data and documentation associated with the Work Instruction for completeness, quality, and competence.

5.10
If the scope of a Work Instruction changes, the Work Instruction originator shall revise or close out the Work Instruction in accordance with Reference 3.1.3. If the Work Instruction is closed, records generated during implementation of the Work Instruction shall be processed in accordance with this procedure. If proposed revised work is contrary to the existing Work Instruction, the Work Instruction originator shall stop the work and prepare a new or revised Work Instruction. The staff that approved the original Work Instruction or their designees shall approve the revised Work Instruction. Work Instructions also may be revised by field changes attached to DDO-398 and “red-lining” in accordance with Reference 3.1.3.

5.11
The Work Instruction originator of any subsequent Work Instruction may request that data from the closed but uncompleted Work Instruction be appended to the subsequent Work Instruction for information and/or to make previously obtained relevant data readily available.

5.12
The assigned staff member shall assure completion of the activity described in the Work Instruction and shall attest to this by signing and dating DDO-104 under “Work Completed By” when the activity and resultant documentation are completed. The assigned staff member shall return the Work Instruction and resulting documentation, including DDO-103, and other records generated as a result of the activity (the data package) to the Work Instruction originator for approval.

5.13
The Work Instruction originator shall review the completed data package and approve the completion of the work or disposition the Work Instruction.

5.14
The Work Instruction originator may transmit the completed DDO-104 and associated data package to a designated individual for QC documentation review.

5.15
The Work Instruction originator and assigned staff members are responsible for compiling a complete, reconstructible, and understandable data package for assigned tasks. The data package consists of all output documents that result from implementation of a Work Instruction and associated procedures. The Work Instruction originator, his or her manager, or designee may request an independent Quality Control (QC) data review of the assembled data package. This review is optional. If it is not exercised, the Work Instruction originator or designee shall mark ‘not requested’ or ‘not applicable’ in the ‘QC Reviewer’ line of DDO-104. If performed, the QC reviewer shall verify that a complete, understandable, reconstructible documentation package has been assembled in accordance with the controlling Work Instruction, referenced procedures, and other applicable requirements.

5.15.1
The QC reviewer shall verify that required documentation is present complete, legible, authenticated on the proper form revision, and organized such that a technical peer could understand and follow the work performed and subsequent results.

5.15.2
The QC reviewer shall review as much of the documentation package as needed to evaluate the above criteria and therefore the effectiveness of the documentation package. If numerous problems are found during early stages of the review, the package shall be returned to the responsible party for corrections to all the records, before continuation of the review.

5.15.3
The QC reviewer shall document the results of the QC review on DDO‑369.

5.15.4
The QC reviewer shall sign the completed DDO-104 when the documentation review has been completed and any necessary changes to the records have been made. The QC reviewer shall return the completed Work Instruction and data to the Work Instruction originator. 
NOTE:
After completion signatures and QC review have taken place, no changes may be made to the package without performing a new review.

5.16
The Work Instruction originator is responsible for reviewing and approving work activities and completed data packages and shall ensure timely submittal of the data package to Project Records in accordance with Reference 3.1.7. The Work Instruction originator shall send a copy of the DDO-104 to the Training and Records Management Coordinator.
5.17
The Training and Records Management Coordinator shall issue a DDO-191 to holders of controlled copies of the Work Instruction that the Work Instruction is closed in accordance with Reference 3.1.3.

6.0
Records
The following project records result from implementation of the procedure and shall be compiled and submitted to the Project Records in accordance with Reference 3.1.7: 
· DDO-104 and other data generated by the Work Instruction activity 
· Work Instruction Log
· DDO-369, QC Data Review Report
7.0
Forms, Exhibits, and Attachments

7.1
Forms
· DDO-103, Summary/Special Report Form

· DDO-104, Work Instruction

· DDO-106, RWP Request Form (Reference 3.1.4)

· DDO-191, Controlled Document Transmittal Record (Reference 3.1.3)

· 
· DDO-349, Attendance Record (Reference 3.1.8)
· DDO-369, QC Data Review Report
· DDO-398, Approval Form Procedure Change (Reference 3.1.3)

7.2
Exhibits


None.


7.3
Attachments

· Attachment 1, Guidance for Preparation and Content of Work Instructions
8.1 
8.2 





1. 
2. 
3. 
· 
· 
· 
4. 
5. 
6. 
7. 
8. 

9. 
10. 
11. 
12. 
13. 
14. 

15. 
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SUMMARY AND/OR SPECIAL REPORT FORM

	

Building No._____________    W.I. No.________________

Date_____________




Entered by___________________/_____________________
Date_____________




Print Name


Signature



Reviewed by__________________/_____________________
Date_____________




Print Name


Signature



	





DDO-103, Rev. 2
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ATTACHMENT 1

GUIDANCE FOR PREPARATION AND

CONTENT OF WORK INSTRUCTIONS

The Work Instruction originator (normally the Project Manager and WP Project Manager) should follow the guidelines below, where applicable.

Preparation Guidelines

16. Review and identify applicable procedures required to perform work. Each task or step of the instruction that requires procedure guidance to be completed must specify a reference to the specific procedure.

17. Review historical data and previous work history and incorporate past experience into the work planning process. If historical data or diagrams/drawings are used as the basis for the work method, attachments or a reference in the document is appropriate. In any case, this supporting information should be entered into the Project Records system in some manner.

18. Perform work-planning walkdowns of the job site and consult field staff and the Industrial Safety Officer as necessary to


· Determine the level of detail necessary to perform specific tasks

· Identify and analyze job site hazards that exist or may arise from performing work activities.

· Identify hold points as necessary.

19. Plan how specific hazards are controlled at the job site and who is responsible to implement the safety functions.

20. Identify project interfaces that may exist over the period when work is scheduled (i.e., concurrent activities Lock Out/Tag-Out requirements, system outages that can affect work). 

21. Consider plans for other needed items such as resource mobilization and area setup, operational notifications, worker training requirements and qualifications, vendor requirements, and limiting conditions of operations.

22. Assign a priority to each planned Work Instruction to ensure that critical project schedules are not delayed or affected. Sufficient time (estimated between 1 and 4 weeks) must be allotted for thorough Work Instruction planning, preparation, writing, review, and approval.

23. Request a technical peer review and radiological technical review of planned work components and task descriptions. (This is usually performed simultaneously with Work Instruction preparation.)

Content Guidelines

24. Estimate start and end dates for work activities.

25. Identify manpower requirements for work activities.

26. Designate in writing the work objectives, purpose, completion criteria, goal, and end state conditions as applicable. 
27. Divide complex work scopes into well-defined technical aspects of each major work component. 

28. Describe all sequential work directions and integrated support functions to accomplish individual tasks within each Work Instruction. Procedure steps should not be repeated but referenced as described above.

29. Specify documentation requirements for work described in the Work Instruction. This specification is in addition to records required by referenced procedures and may consist of a summary of work completed or a more detailed documentation form.

Revisions

15.
Initiate changes to the Work Instruction after the work has been approved if, while completing the work scope, there are changes in the scope of work or additional radiological, safety, or waste issues arise that are not adequately addressed by the original Work Instruction package.
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