Pre-Job Briefing Checklist

	01/09/2020 Rev-1  

	Procedure/Service Request/Work Order#:


	Facility:

     
	Location:

     
	PNNL CM/Contractor
     

	Job Scope:                

	

	( or initial items to indicate their applicability based on work scope.  Mark items not applicable, “N/A”. Document attendance on attached Pre-Job Briefing Attendance form.

	1.  Scope of Work

	
	Discuss work scope and prerequisites (e.g., work documents at job site, postings, barriers, notifications, staging of materials/tools).

	
	Discuss work step sequencing and/or multiple work activities, and associated error precursors 

	
	Discuss hold points in the work control documentation. 

	
	Review process for Pausing or Stopping Work 

	
	Review change control process if work conditions are different, change, or procedures need to be amended. 

	2.  Facility Considerations

	
	Review required building equipment or system conditions, outage requirements, and notifications required prior to starting work including restrictions placed on affected workers and/or building occupants.

	
	Discuss precautions when working on and/or near life safety and alarm systems (e.g., fire alarm, security, computers, etc.) or other related electrical equipment. This requires “high consideration” when work may create spurious electrical signals and/or false alarms.

	
	RPL Only: Discuss Technical Safety Requirements (TSR), Limiting Conditions of Operation (LCO), and Unreviewed Safety Questions Determination (USQD).

	
	Review other operational or technical specifications related to the planned work including, but not limited to, Facility Modification Permit, Quality Control Requirements, post maintenance tests, special inspections, test forms/ATPs, data to be collected, etc.

	3.  Hazard Recognition (It’s about the conversation)

	
	What’s different today, unique, or unexpected?   What hazards need to be discussed that could be created from your work activity (i.e. falls, removal guardrail, open floor hole, removing covers, opening cabinets, climbing on top of equipment)

	
	What activities might you be executing that may impact existing equipment or conditions not related to the scope

	
	What SCoR principles can be utilized to create a conversation associated with unique hazards on this project.

	4.  Contingency and/or Emergency Plan

	
	Discuss PNNL’s single-point-contact number (375-2400) and that all injuries or accidents (e.g., personal, property, or equipment) shall be reported.


	
	Review most likely abnormal events, applicable building Emergency Information Posting (EIP) for emergency signals, meaning and actions, emergency equipment locations and response actions, evacuation routes and staging area.

	
	Discuss job specific contingency considerations (e.g., go-no-go; greater than planned work shifts)

	5.  EHS&S Considerations

	
	Review reference documents (e.g., Job Safety Analysis, Lift Plan, Traffic Control Plan, Asbestos Work Plan).

	
	Review lockout/tagout (LOTO) written instruction.  Discuss hazardous energy requirements for the project.  What’s hazardous energy sources are anticipated on this project. (electrical, pressure, gravity, stored, etc.) 

	
	Review potential hazards and the permits, plans, and/or mitigations to those hazards (e.g., EWP, SDS, LOTO, hot work, fall protection, container labeling and storage requirements).

	
	Discuss Personal Protection Equipment (PPE) requirements (e.g., nitrile gloves, voltage rated gloves, hearing protection, reflective clothing, safety glasses, hard hat, protective clothing, respiratory protection).


	6.  Training and Work Restrictions

	
	Discuss specific training requirements and verify that staff do not have a work restriction that would prevent them from completing the work. Note: Work restriction could be sensitive information that may need to be discussed privately. Use discretion.

	
	Applicable IOPS Hazard Awareness Summary or Access Requirement(s): 


	7.  Roles and Responsibilities

	
	Discuss assignments for work to be performed including support staff, SME involvement, special controls for contractor employees, housekeeping, etc.

	
	Review lines of communication (chain of command) and coordination between work groups.

	8.  Tools, Materials and Equipment

	
	Review tools necessary to perform the work including spare tools/parts, materials, and equipment that may be needed or available at the jobsite.

	
	Review requirements for foreign materials exclusion to maintain cleanliness of closed piping systems. 

	
	Discuss awareness and identification of suspect/counterfeit items or misrepresented products.

	9.  Environmental/Waste Considerations

	
	Discuss environmental requirements or compliance including, but not limited to, discharging waste water, protecting storm drains, refrigerant compliance, spill response or reporting, etc.

	
	Discuss waste removal methodology and requirements for labeling, packaging, segregation, disposal, and needed forms e.g., Chemical Disposal/Recycle Request (CDRR), Hazardous Waste Inventory Log Sheet (HWILS). Typically performed by the Facility Services Representative (FSR). 

	10. 


	Radiological (NOTE:  If Radiological hazards are not applicable, write “N/A” in adjacent column.  If marked N/A, the remaining boxes do not need to be marked.)

	
	RWP(s):  __________________________________

	
	Review ALARA considerations for work location (e.g., current radiological survey for the work location, low dose rate areas, action levels, expected contamination levels).

	
	Review the Radiological Work Permit (RWP) including bioassay requirements, Protective Clothing (PC) and dosimetry requirements, and limiting conditions.

	
	Review the Technical Work Document (TWD) or JPP work steps that require radiological survey actions and Radiological Control Hold Points (RCHPs).

	
	Review the work areas and determine if housekeeping and cleanliness are satisfactory for work to proceed without endangering the health and safety of workers.

	
	Discuss any abnormal events that could occur and emergency response provisions.

	
	Discuss and determine if containments have been inspected and approved for use.

	
	Review required PCs donning and doffing (including double anti-Cs/multiple step-off-pads if applicable), respiratory protection, and dosimetry requirements (to include badge and dosimetry placement).

	
	Discuss and identify low-dose waiting areas (if applicable) so workers can stay there when not immediately involved with the work at hand.

	
	Discuss and identify hot spots.

	
	Discuss movement or placement of temporary shielding.

	
	Review setup of waste receptacles (combustible, compactable, non-compactable, respirator, PCs) and post job clean-up.

	11.  Summarize

	Discuss any special requirements of the work control documents and restoring systems to normal/expected operation.

Remember to ask:

5-Key Questions: 

1.  Is the scope of the work clear?

2.  What are the critical steps or phases of the work?

3.  How can we make a mistake and at what point?

4.  What is the worst thing that could go wrong?

5.  What barriers or defenses are needed?

What are your roles and responsibilities?

What are the PPE requirements, permit limits, bounding conditions and possible error precursors?

What are the differences between this planned job and when it was last performed? 

Are there any lessons learned noted from past or similar tasks?

Are there any additional safety concerns or other issues that have not been discussed?

	NOTES:
	

	


Pre-Job Briefing Attendance

	The PIC conducting the pre-job briefing shall check (( ) the box provided next to their name for each briefing conducted. 

	Print Name
	Signature
	Company
	Payroll/ HID #
	Date
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