�PRIVATE �� PNWD Procedure�
Page 1 of            �
�
Title:�PRIVATE ��





�
Org. Code: 


Procedure No.:


Rev. No.: �
�
Work Location:


(Building/Room or "General")�
Effective Date:�
�
Author:�
Supersedes Date:�
�
Identified Hazards:


( Radiological


( Hazardous Materials


( Physical Hazards


( Hazardous Environment


( Other:�
Procedure Review Cycle:


     ( 2 years   ( Other: 





Are One-Time Modifica�tions Allowed?


      ( Yes      ( No�
�
�
Identified Use Category:


(Mandatory Use


( Reference Use�
�
	Person Signing�
	Signature�
	Date�
�
Author�
�
�
�
Technical Reviewer (optional)�
�
�
�
Immediate or Project Manager (Approval)�
�
�
�
Concurrence as appropriate:�
�
�
�
( 	Building Manager�
�
�
�
( 	Safety and Health�
�
�
�
(	Quality Engineer�
�
�
�
(	Radiological Control �
�
�
�
(	Cognizant Space Manager�
�
�
�
(	Other�
�
�
�
�



�PRIVATE ��


PNWD Procedure�
Org. Code:


Procedure No.:


Rev. No.:�
�
Title:


�
�



Purpose/Scope (optional)





This section is optional.  If used, you should briefly and clearly describe what outcome is to be accomplished through the per�form�ance of the activity.  





Applicability (required)





This section is required.  You should describe the use of this procedure in clear terms that are con�sis�tent with the background and experience of staff members who will be per�forming the work.  Staff should be able to answer the following questions:





When does this procedure apply?  Include circum�stances under which the procedure must be followed and limitations on its use.


Where does this procedure apply?  Include a description and the location where the work can be performed.


To whom does this procedure apply?  Identify the applicable group or organization.





The first paragraph of this section should start with a statement such as  "This procedure applies to...," "This procedure describes...," or "This procedure provides...."





Definitions (optional)





This section is optional.  If used, you should describe any terms that have special or unique meaning to the work to be performed.  





Responsible Staff (optional)





This section is optional.  If used, you should list the positions, by title, that have responsibilities within this procedure (e.g., Power Operator, Animal Care Tech�nician, Project Manager, Principal Investigator, or Calibration Technician).  Do not list the responsibilities for each position or name specific individuals.  If specific individuals must be named, consider attaching a list of names as an exhibit.





Hazard Analysis (optional)





This section is optional.  It should be used to identify hazards and required controls associated with the work and document the conclusion that hazards are adequately mitigated.  Contact your Safety & Health Representative for assistance with documenting hazard analysis.





Emergency Response (optional)





This section is optional.  If used, you should include emergency notification information (call lists) and identify the steps specific to this activity to be taken for safe shutdown of equipment and systems.  Specific details may be provided as an exhibit (see following example):





	Exhibit XXX:  "In the event of an emergency, call (pro�vide phone number shown for local activity).  State the problem to the opera�tor, request any needed emergency assistance, and request notice of the appropriate personnel.  If you need further instructions, be sure the operator has the telephone number where you can be reached.  This applies 24 hours a day." 





Prerequisites (optional)





This section is optional.  If used, you should list items, conditions, or other concerns that must be satisfied before beginning the procedure.  Examples of possible prerequisites are given below:





initial conditions that need to exist before activities begin


any special training required before use of the procedure


any special tools, equipment, and materials needed to perform the procedure, including required personal protective equipment


medical qualification requirements


other procedures that are referenced within this procedure and are needed to perform the work


any special forms or permits needed to perform this procedure


required records that need to be generated as a result of procedure performance


any special handling or storage requirements.





Precautions and Limitations (optional)





This section is optional.  If used, Pre�cautions alert users to conditions that represent potential hazards to staff or possible damage to equipment, or they establish abnor�mal conditions.  Limi�ta�tions define boundaries that are not to be exceeded. 





Note:  Hazardous conditions that apply to individual action steps are written as Caution statements within the action steps.  The Precau�tions and Limitations section applies to hazardous conditions that exist during the entire procedure or occur at more than one point in the procedure.





Work Instructions (required)





This section is required.  You should provide step-by-step instructions and/or nonsequential instructions (which�ever is more appropriate to the activity).  Each step or instruction should be as simple as possible but with sufficient detail so it will be easily understood by individuals experienced in the technology involved in the procedure.  





Procedure steps should be organized by specific tasks to be accom�plished.  The level of detail provided should be commensurate with the following:





the minimum skill level of the users so that they can easily and safely accomplish the described tasks 


the risks associated with conducting the task


any applicable environmental, safety, or health reporting requirements


data collection needs.





Additional elements to be considered when writing a procedure include descriptions of the following:





methods for controlling the handling, storage, cleaning, packaging, shipping, preservation, and disposal of items such as samples, geological specimens, and magnetic media in order to prevent damage, loss, or deterioration


applicable lessons learned and best practices


methods for analyzing results and calculations to be used


equipment calibration requirements and/or checks and standards used.





Exhibits/Attachments (optional)





This section is optional.  If used, you should first list the titles of all exhibits and attachments.  Use exhibits for materials such as forms used in the procedure or for other types of examples. 





Source Information/References (optional)





This section is optional. If used, you should list the source documents and general references that are relevant to this procedure.
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