 Work Control Self-assessment 

Self-assessment is a key element of the ISM Core Function "Feedback and Improvement" and is also a Laboratory requirement of the Integrated Assessment Program. The purpose of this attachment is to provide guidance for conducting self-assessments on the Work Planning and Control system for Operations. For each area of assessment, questions are presented to help direct the evaluation.

1. How Work Is Accomplished

Give an estimate in percentage as to how work is accomplished within your Department/Division. 

· Experimental Safety Review

            _____%

· Work Permit




_____%

· Skill-of-the-Worker



_____%

· Established work procedures (SOPs)

_____%

· Formal project management


_____%

· No work control process


_____%

_______

100%
2. How many work permits have been generated by this Department/Division in the last six months? _____

3. Department/Division Work Control Process

Objective: If a specific Department/Division procedure exists determine if it is up to date. 
Method: Compare the Department/Division procedure to the requirements in the section Work Planning and Control for Operations in the Work Planning and Control for Experiments and Operations Subject Area.

3.1 Criteria

  a) Does the Department/Division use the section Work Planning and Control of Operations of the Work Planning and Control for Experiments and Operations Subject Area as an implementing procedure?

  b) If one exists, has the Department/Division work control procedure been updated as per the section Work Planning and Control for Operations of this Subject Area? 

c) Does the Department/Division Work Control Managers and Work Control Coordinators web site list all the correct Work Control Coordinators? 

d) Are the Primary Reviewers listed in a department/division document or roster? 

e) If one exists, does the procedure clearly explain what work requests are or are not routed through the Work Control Coordinators? 

3.2 List strengths and areas for improvement.

a. Logbooks and Recordkeeping

Objective: Determine how well the logbooks and records are maintained. 
Method: Critique at least five or more logbooks. 

4.1 Criteria

a) Are the logbooks adequately filled out? Look at five or more logbooks. 

b) Are the work permits completed in the last six months on file? 

4.2 List strengths and areas for improvement.

5. Work Permit

Objective: Determine how well the work permits are being filled out. 
Method: Pull five to ten permits completed over the last six months from the files. 

5.1 Criteria

a) Do the work controls match the hazards identified? 

b) Did the proper people sign as the Work Control Coordinators and Primary Reviewer? 

c) Were sections 1 through 6 properly filled out? What were the most common discrepancies (if any)? 

d) Does the level of work planning appear to be adequate for the scope of the job?  

e) Was there any feedback on the permits or attachments? 

f) Did the workers sign off in Section 4, or an attachment, for the pre-job briefing? 

5.2 List strengths and areas for improvement.

6. Skill of Worker Justification

Objective: Does the Department/Division reasonably justify the skill-of-the-worker for their staff?
Method: Review the documentation the Department/Division uses to justify skill of the worker for their staff. 

6.1 Criteria 

a) Approximately how many staff members in the Department/Division perform skill of the worker tasks? __________

b) Does each worker identified in item “a” have documentation justifying his or her skill of the worker?
Talk to five or six Work Control Coordinators; is it evident that they understand how to use their Department/Division’s skill of the worker documentation?  

6.2 List strengths and areas for improvement.

7.  Primary Reviewers 

Objective: Determine how well the review process is working. 
Method: Interview two or three Primary Reviewers. 

7.1 Criteria

a) Are the reviews being held in team settings or are the reviews done in series? 

b) In the opinion of the Primary Reviewers, have the reviews been effective? 

7.2 List strengths and areas for improvement.

    8. Worker's Perception 

Objective: Determine the worker's viewpoint on the work control process. 
Method: Interview a nominal number of workers. 

8.1 Criteria

a) Do they feel involved in the work planning process at the appropriate times? 

b) Do they feel that the pre-job briefings are managed well? 

c) Are they aware that they can ask for a work permit to be issued? 

d) Are they asked to do jobs that they do not feel entirely comfortable doing? 

8.2 Summarize worker feedback.

9. Work Planning Process 

Objective: Determine whether the work control process has helped planning and coordination. 
Method: Interview several planners (applicable to Departments/Divisions with established planner positions). 

9.1 Criteria

a) Do the planners periodically access the Lessons Learned System for information that can be incorporated into their work planning? 

b) Do the planners feel that the level of planning rigor is appropriate for the jobs they handle? 

c) Has the work planning and control process been an improvement or of no consequence to their planning and coordination activities? 

9.2 Summarize positive and negative comments

10. Feedback and Improvement 

Objective: Determine if the feedback and improvement program is working. 
Method: Review the feedback program and interview several Work Control Coordinators and first line supervisors. 

10.1 Criteria

a) Does the Department/Division have a well-defined feedback program? 

b) Is there any evidence of feedback from the workers or support staff? 

c) Was it handled in a timely manner? 

d) Are feedback issues related to radiological concerns or nuclear safety forwarded to the PAAA Coordinator? 

e) Has any feedback information been forwarded to the Lessons Learned Program? 

10.2 List strengths and areas for improvement.

11. Field Observations 

Objective: Evaluate the application of the work permit during a job. 
Method: Critique at least two jobs. 

11.1 Criteria

      Evaluate the following items: 

· Are the work controls in place? 

· Did all the workers on the job receive a pre-job briefing of the hazards and sign off on the permit? 

· Are the work instructions being followed? 

· Are any work controls being used that were not identified on the permit? 

11.2 Summarize observations.
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