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Introduction

Work Planning and Safety Envelope

Presenter Notes
Presentation Notes
After a proposal is accepted for a CAES research opportunity, the next step is the Work Planning and Safety Envelope. This includes creating a Work Plan. 




Introduction
CAES staff is here to help.

Role Name Email Phone

Director Philip Ruppert Philip.Reppert@inl.gov 208.526.3984

Executive Assistant Donna Wuthrich Donna.Wuthrich@inl.gov 208.526.1784

Research Laboratory Manager Rocklan McDowell Rocklan.McDowell@inl.gov 208.526-3198

Chief Safety Officer Kristi Moser-McIntire kristimosermcinti@isu.edu 208.533-8133

Operations Support Jennifer Evaly Jennifer.MaguireEvaly@inl.gov 208.586.1149

BSU Associate Director Dave Estrada daveestrada@boisestate.edu 208.426.6132

ISU Associate Director Dave Rodgers davidrodgers@isu.edu 208.282.3365

UI Associate Director John Russell jtrussell@uidaho.edu 208.533.8164

Presenter Notes
Presentation Notes
During this process, feel free to contact CAES staff with any questions. 

Additionally, the Research Laboratory Manager, Rocky McDowell, can help assess the degree of hazards and the level of documentation required for the plan. It’s a good idea to connect with Rocky before beginning the process. 
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Introduction

1. Training 
Requirements 

2. Purpose/Scope/
Applicability

3. Risks and 
Controls

4. Area Hazards and 
Off-Normal 
Conditions

5. Export Control
6. Facility 

Conditions
7. Emergency 

Procedures

8. Post-performance 
Activities

9. Supporting 
Documentation

10. Drawings and 
Diagrams

11. Appendices
A. Chemical 

Inventory
B. Waste 

generation 
and disposal

Work 
planning 
addresses 
several 
elements. 

Presenter Notes
Presentation Notes
The required work-plan documentation ranges from a simple operating procedure (for low-risk activities) to detailed hazard mitigation plans (for high-risk activities). 

Yet, all work-planning will address the following required elements:
Training Requirements 
Purpose/Scope/�Applicability
Risks and Controls
Area Hazards and Off-Normal Conditions
Export Control
Facility Conditions
Emergency Procedures
Post-performance Activities
Supporting Documentation
Drawings and Diagrams
Appendices
Chemical Inventory
Waste generation and disposal




Introduction

• Use the CAES-048, CAES Work Plan form.
• Additional templates may include

– CAES-002, Researcher Controlled Activity
– CAES-034, Equipment Standard Operating Procedure.

• Detailed instructions can be found in CAES-046, Project 
Planning, Work Control, and Research Execution at CAES 
(steps 4, 5, and 6).

• Supplemental instructions are included in the CAES User 
Guide for Researchers document.

Presenter Notes
Presentation Notes
The CAES-048, CAES Work Plan form is used to document the components of the Work Planning and Safety Envelope.

Depending on the type of research, two additional templates may be required: the CAES-002, Researcher Controlled Activity and the CAES -034, Equipment Standard Operating Procedure. 

Detailed instructions for filling out the forms can be found in CAES-046, Project Planning, Work Control, and Research Execution at CAES, in steps 4, 5, and 6.

Supplemental instructions are included in the CAES User Guide for Researchers document.





Introduction

Fill out 
and submit 

form

• May include preliminary steps such as:
 SOP or RCA forms
Supporting documentation
Home institution approvals

Focused 
Review

• Usually takes at least two 
weeks to complete after the 
work plan is submitted

Readiness 
Review

• May take 
time due to  
scheduling 
participants

Presenter Notes
Presentation Notes
Once the form is submitted, it will need to go through a focused review and a readiness review. 

Make sure to allow plenty of time to complete all the steps and to obtain both reviews before research is scheduled to begin. 



Introduction

Presenter Notes
Presentation Notes
Although the CAES-048 form is only five pages long, keep in mind that some of the areas may require more time to complete. 



Form by Sections



Title & Signature Page

Presenter Notes
Presentation Notes
The first page is straightforward and is mostly signatures and basic information. 



Project Title

Presenter Notes
Presentation Notes
Enter the project title at the top of the form. 



Work Plan ID

Presenter Notes
Presentation Notes
The work plan ID is supplied by the CAES operations team.



Activity PI, LL, and AD

Presenter Notes
Presentation Notes
Name the Principal Investigator, as well as the Laboratory Lead and affiliated Associate Director. 



Activity Location

Presenter Notes
Presentation Notes
Add the activity location, using the lab room number.



Signatures

Presenter Notes
Presentation Notes
The Principal Investigator, Laboratory Lead, and Case Safety Officer Approvals section can be left blank until the plan is ready for final approval. 




Research Staff

Presenter Notes
Presentation Notes
List all associated research staff.




Equipment List

Presenter Notes
Presentation Notes
Also, list each piece of major equipment that will be used for the research. 




Numbered Components

Presenter Notes
Presentation Notes
The second page begins describing the necessary components of the work plan. 



1. Training Requirements

Facility Core 
Laboratory

Laboratory 
Specific

Project 
Specific

Presenter Notes
Presentation Notes
Everyone working at CAES is required to have general facility and core laboratory training, as well as laboratory-specific training for the areas where they will be working. 

Yet, additional training may be required for equipment and processes used during the research. List any project-specific trainings that would be needed. 

Note: the non-project-specific training is completed through the CAES Training System – Litmos. The laboratory-specific training also includes a walkthrough with the laboratory lead.



What How

2. Purpose/Scope/Applicability

Presenter Notes
Presentation Notes
Describe the research. Make sure to state what will be researched and how it will be done. 

This can include references to any researcher controlled activities (RCA) and standard operating procedures (SOP) that will be used. 



3. Risk and Controls

Presenter Notes
Presentation Notes
Using the table format provided, and adding lines as necessary, list any potential hazards associated with the project. 



3. Risk and Controls

Presenter Notes
Presentation Notes
Start by identifying tasks that may have associated hazards. Then evaluate what engineering and administrative controls could be used to mitigate the risks and consequences. Personal protection equipment (PPE) is the last safety resort; note any shielding attire needed. 
 
In the case of routine, low-risk, researcher-controlled work, the Chief Safety Officer (CSO), Kristi Moser-McIntire, may approve the use of a CAES-002 Researcher Controlled Activity document for this step, provided that the performer has the proper knowledge, skills, experience, and/or training to perform the work safely.
 
For equipment operation, the level of documentation is determined by the type, complexity, hazards, and nature of the application. Use the CAES-034, Equipment Standard Operating Procedure template unless otherwise negotiated with the CSO. 




4. Area Hazards and Off-Normal Conditions

Presenter Notes
Presentation Notes
Although the hazards associated with a project usually only present a risk to the researchers working on that project, some may pose a risk to other researchers in nearby areas, or they may prevent other research activities from being conducted at the same time. 

Additionally, project researchers may not always be present during the research execution, or the conditions associated with their project may change.

Non-project personnel who share the use of the laboratory (or other) space need to be informed of such conditions and basic hazard mitigations if off-normal conditions arise. 

Even though an area hazard and off-normal condition list may not provide an exhaustive source of information regarding all danger associated with a project, it can cover risks that are likely to affect other projects or personnel within the laboratory space and provide reasonable actions to facilitate a safe response.

Using the provided table template:

Name and describe any area hazards or conditions. The description should include enough information for a person to readily distinguish between a normal and an off-normal condition. For example, a small accumulation of water (1/4 cup) on the floor versus an accumulation of water on the floor in excess of one gallon.
List the appropriate response actions for non-project laboratory personnel to take to mitigate or avoid risks associated with each hazard or off-normal condition.

This list will be communicated to laboratory personnel as prescribed by the CSO and RLM. 



5. Export Compliance

Presenter Notes
Presentation Notes
Make sure to allow time to obtain export compliance reviews by each associated institution. This step is usually completed in the proposal stage, yet any changes since the initial assessment will need to be reevaluated. 



6. Facility Conditions

Presenter Notes
Presentation Notes
List any facility upgrades or modifications that need to be made to accommodate the project. 



7. Emergency Procedures

Presenter Notes
Presentation Notes
Include any relevant emergency procedures.



8. Post-Performance Activities

Presenter Notes
Presentation Notes
The post-performance activities section addresses the exit strategy. Once this work plan is complete, the goal is to leave the lab ready for the next project. List any close-out activities that need to happen. For example, cleaning up or dismantling tools and the removal of chemicals or equipment. 

Written notification is required from the CAES RML in order to store items past the project completion. 



9. Supporting Documentation

Presenter Notes
Presentation Notes
Attach any supporting documents and references. 



10. Drawings and Diagrams

Presenter Notes
Presentation Notes
Include and drawings or diagrams that support the plan or help with understanding the project. 



11. Appendices

Presenter Notes
Presentation Notes
There are two Appendices that are at the end of the form that may be applicable. 



Appendix A: Chemical Inventory

Presenter Notes
Presentation Notes
The first one is the Chemical Inventory. List all chemicals involved with the project, making sure to address each column of the template. 



Appendix B: Waste Generation

Presenter Notes
Presentation Notes
Appendix B is for the anticipated waste generated by the project and any special considerations for safe storage and handling. List the waste predicted, including the type, volume, containers, and disposal responsibility. Include the appropriate cleanup methods.  



Conclusion

Work Planning and Safety Envelope

Presenter Notes
Presentation Notes
That completes the document. After the Work Plan is submitted, the next step is the focused review. 




Conclusion
CAES staff:

Role Name Email Phone

Director Philip Ruppert Philip.Reppert@inl.gov 208.526.3984

Executive Assistant Donna Wuthrich Donna.Wuthrich@inl.gov 208.526.1784

Research Laboratory Manager Rocklan McDowell Rocklan.McDowell@inl.gov 208.526-3198

Chief Safety Officer Kristi Moser-McIntire kristimosermcinti@isu.edu 208.533-8133

Operations Support Jennifer Evaly Jennifer.MaguireEvaly@inl.gov 208.586.1149

BSU Associate Director Dave Estrada daveestrada@boisestate.edu 208.426.6132

ISU Associate Director Dave Rodgers davidrodgers@isu.edu 208.282.3365

UI Associate Director John Russell jtrussell@uidaho.edu 208.533.8164

Presenter Notes
Presentation Notes
Remember, the CAES staff can help with questions or clarification. We look forward to seeing the projects and research outcomes. 
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