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PROCEDURES STANDARD

1. PURPOSE:

This document provides standardized method to generate, review and distribute
procedures in the FESS-Operations Department.

2. SCOPE:

The procedures are developed on a decentralized basis for various operations, within
FESS Operations to satisfy regulatory and operational needs and requirements.

The FESS Operations department office staff will assist in procedure writing and updating
by:

Formatting procedures to the standard format

Assigning procedure numbers

Posting procedures on the Review Shared Folder and notifying reviewers

Consolidating reviews

Posting finalized procedures and notifying department personnel

Maintaining hard copy manual of procedures

3. REFERENCES:

DOE-STD-1029-92 Writer's Guide for Technical Procedures
DOE O 252.1 Technical Standards Program
DOE O 5480.19 Conduct of Operations Requirements for DOE Facilities.

4. PROCEDURES:

e Submit procedures electronically (preferred) or in writing in the attached format.

e Draft procedures will be posted and notification will be made listing the procedure and the
link to the file.

e After comments have been addressed and the draft is ready for approval, the procedure
will be submitted to the Managers for review and to the Department Head for approval.

e After approval by the Department Head the procedure shall be posted on the FESS Server
in the Procedure folder and in the Operating Manual which is a controlled document
maintained by Operations departmental staff.

e All procedures shall be reviewed every 3 years for changes affecting content (such as
reference material revisions or in-house experience) and for philosophy and format
enhancements.
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e The author shall work with the P.M. Coordinator to set up a P.M. work order in the CMMS
system to generate a procedural review with hyperlinks to the document.
e Procedure revisions should receive the same review and approval as a new procedure.
[ ]

Procedure Numbering System

(). )QO)

‘ | Sub-Tier Sequence
Tier 4 (Main Category)
Tier 3 (Major Category)
Tier 2 (Master Category)
Tier 1 Department (Operations = 5)

Example
4 . 00

|_‘ Sub-Tier Sequence

Tier 4 - ICW Flushing
Tier 3-ICW
Tier 2 - Utilities
Tier 1 - Department (Operations = 5)
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Format of Procedures

INTRODUCTION: Title of the Procedure

1. PURPOSE:
This section contains a concise statement describing the purpose of the procedure, i.e., the
intent, desired result, goal, or aim that is to be accomplished when using the procedure.

2. DEFINITIONS:
This section identifies key words, terms or phrases that have a particular meaning relative
to the procedure.

3. SCOPE:
This section establishes “who” does “what” to accomplish the purpose of the procedure.

4. REFERENCES:
This section refers to any documentation that is reference to for the procedure.

5. CAUTIONS/PRECAUTIONS:
Cautionary information can be considered in two fundamental categories: those that apply
to the entire procedure and those that apply to a portion or a specific step of the procedure.
Those that apply to the entire procedure are called “PRECAUTIONS”. Those that apply to a
portion of a procedure are called “CAUTIONS” and must be placed immediately before the
procedural steps to which they apply. This placement of cautions helps ensure that the
procedure user observes the caution before performing the step. A caution cannot be used
instead of an instructional step. It should be used to denote a potential hazard to equipment
or personnel associated with or consequent to the subsequent instructional step.

6. PREREQUISITE ACTIONS:
The prerequisite actions section identifies actions that must be completed by the user and
requirements that must be met before the user continues with the procedure.
Vary the sequence of procedure subsections as appropriate; the sequence of subsections
should be determined by the sequence of the actions to be performed. For example, an
approval might be needed before entering into a building.
Or this could include information on activities that must be undertaken to plan and
coordinate the performance of the procedure. These actions may include the following:
Provide administrative requirements (such as the statement “Verify the procedure to be
used is a copy of the current revision”) to ensure the user has the latest revision or
instructions for a pre-job planning meeting with the participants as appropriate.
Also this could include list special tools, measuring and test equipment, parts and supplies
required to perform the procedure.
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7. PROCEDURE:
This section shall contain instructions in the degree of detail necessary for performing a
required function of task. If applicable, this section shall contain provisions for conduction
and recording results of required tests and inspections. The procedure should be complete
within itself for accomplishing activities which are totally within the “Scope” and “Purpose”
of the procedure. Complex procedures may require the use of a check off list. Since
complexity is a subjective term, the preparer should consider the actions of the user. Check
off lists may be used in verifying that a system is properly lined up for operation. Data
sheets, sign off lists, etc... may be considered check off lists. These lists may be included in
the main body of the procedure, or attached to the procedure. If attached, the lists should
be labeled as attachments.
Where a system or component is to be restored to the configuration that existed prior to the
performance of a procedure, the procedure shall include reference instructions for returning
equipment to the condition existing prior to performance or the normal system lineup, as
applicable.

8. POST-PERFORMANCE ACTIVITY:
The post-performance activity section stipulates actions needed to close out the activity
including testing, restoration, and compiling results.
Testing if operability of equipment has been affected while performing a procedure and
operability has to be verified before returning the equipment to service, include action steps
that specify these tests.
Restoration provides action steps to specify and record the return of all affected structures,
systems, or equipment to the desired configuration. Or the return of tools and equipment,
the proper disposal or storage of consumables such as test samples or chemicals not used
in the process. Include provisions for close out of any permits (such as confined entry
permits) that were required to perform the procedure. Plus records generated as a result of
performing the procedure (for example, forms, data sheets, checklists, and documentation
of as-found conditions). Classify the records generated as appropriate to facility records
control and indicate the appropriate filing or transmittal or the records. If no records are
generated, state this in the procedure.
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Revision & History Review

Version
Number

Change Summary

0 May/2008 | S. Quarto Original
Updated comments in footer
1 May/2009 “ Added Revision and History

Procedures reviewed and updated including
1 Aug/2011 “ addition of the Procedure Numbering System
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