Outline for Implementing Procedure
The section on Work Planning and Control for Operations is written as an “implementing procedure;” however, a Work Control Manager may elect to establish an implementing procedure to document specifically how their organization operates within the flexibility allowed by this section.  This exhibit outlines what should be addressed in a departmental specific implementing procedure.  

Proposed Outline for an Implementing Procedure

I. Introduction 
Explain that this is an implementing procedure based on the requirements of the section Work Planning and Control for Operations in the Work Planning and Control Subject Area. The purpose of this procedure is to provide the specific methods used in applying the work control system. 

II. Scope 
Explain where the section Work Planning and Control for Operations applies; what groups or buildings are exempt due to administrative or routine nature of the work. 

III. Responsibilities 

Either refer to the section Work Planning and Control for Operations or repeat what is written and add any additional responsibilities as needed. 

IV. Requirements 
A. Work Control Managers and Work Control Coordinators 
Outline how the Work Control Coordinators (WCC) will operate to meet Work Planning and Control for Operations requirements. Reference an attached list naming the Work Control Manager and Work Control Coordinators and their areas of responsibility, or show the website that has the current listing. Referring to the website is preferred since your procedure will stay current even when the WCC roster changes. 
B. Logbook/Spreadsheet 
Explain the recordkeeping responsibilities of the WCC and how work permit numbers are issued. Show what information must be recorded in the logbook or on the spreadsheet. The Department/Division should consider standardizing the logsheet across all groups.

C. Processing and Screening Work Requests 
Explain how the work requests are specifically routed through the WCC. Does the WCC see all the requests for external services and internal work covered by WP&C for Operations: Is some work exempt from WCC review due to skill of the worker consideration? If so, what are the criteria for exemption from review? Reference the use of Screening Guidelines for Work Permit Determination and Screening Guidelines for Work Planning & Control and Application of the Quality Graded Approach for the screening and categorizing of work requests. Describe and attach any screening criteria that have been developed specifically for that organization. 

D. Filling Out the Work Permit 
Refer to the section Work Planning and Control for Operations.  If the Department/Division, however, is using the electronic work permit system (pilot program), this section will be extensive in explaining how the electronic system is used in processing the permit.

E. Work Permit Review 
Name the Primary Reviewers by their title or by name. Explain how the reviews should typically be handled and reiterate the responsibilities of the Primary Reviewer and the need to involve ESH&Q personnel (as required). 

F. Change Control 
Describe the system used for controlling changes to the work scope while work is in progress. 

Note:  No attachments are needed unless there are Department/Division-specific criteria for work screening. Refer to the Work Permit Form and other exhibits in the Work Planning and Control for Experiments and Operations Subject Area. 
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