ROLES AND RESPONSIBILITIES OF

DIVISION AND DEPARTMENT MANAGERS
DIVISION HEAD - AUTHORITIES AND RESPONSIBILITIES

The Division Head manages the research and support activities of many experiments conducted in the energy, intensity, and cosmic frontiers.  In addition, the Division Head manages a portion of the laboratories Detector R&D program, along with numerous shops and laboratories devoted to the support of the Fermilab program. The Division Head provides long range planning information to the Director and assists him in determining the research goals of the laboratory and the Particle Physics Division (PPD).  The Division Head provides program direction to Associate Division Heads and Department Heads.

The Division Head is responsible for 1) all activities in areas where PPD is named Landlord or Tenant, and 2) the activities of PPD personnel working outside of these areas. The ES&H responsibilities and authorities of the Division Head are described in more detail in the Fermilab ES&H Manual. A list is provided in Appendix A. The Division Head has delegated responsibility for certain technical ES&H areas to ES&H professionals. These responsibilities and authorities are described in more detail in PPD_ESH_003.  The Division Head has designated signature approval of selected documents to other Division Office staff as described in PPD_ADMIN_001.
DEPUTY DIVISION HEAD - AUTHORITIES AND RESPONSIBILITIES

The Deputy Division Head assists the Division Head with all aspects of the research and support mission of the division. The Deputy Division Head may fully represent the Division Head in his absence.

ASSOCIATE DIVISION HEAD FOR ENGINEERING SUPPORT -AUTHORITIES AND RESPONSIBILITIES
The Associate Heads manage the programs and activities in the areas of Operations, Mechanical Support and Electronics/Electrical Departments and assists the Particle Physics Division Head with the management of activities in other PPD Departments. This includes:

•
providing overall direction to the Mechanical Support and Electronics/Electrical Department Heads and their departments consistent with Division and Laboratory goals and policies

•
representing the Division Head as delegated by the Division Head (ref Appendix B)
•
ensuring that engineering work accomplished in the Particle Physics Division meets all Laboratory policies, DOE orders and appropriate laws and regulations.

•
provides direction to the Department Heads consistent with Division and Laboratory goals

In addition the Associate Head will also work with the Division Head, Deputy and other Associate Heads in planning the general activities of the Particle Physics Division with emphasis being given to the evaluation of the commitments and manpower needs to support the evolving research program. 

ASSISTANT DIVISION HEAD - AUTHORITIES AND RESPONSIBILITIES
The Assistant Head assists the Associate Head in managing the technical matters. In particular, the Assistant Head is responsible implementation of laboratory policies, training and monitoring compliance with the Fermilab programs.

DEPARTMENT HEADS - AUTHORITIES AND RESPONSIBILITIES

Particle Physics Division Department Heads are responsible for managing the activities of their departments.  Department Heads are responsible for ES&H matters in the areas assigned to them as well as the safety of personnel within their department. They are responsible for ensuring that department personnel are properly trained and perform their job in a safe manner. They are responsible for notifying the ES&H Group and the Particle Physics Division Office of plans which may affect the safety of their areas or personnel.

Appendix   A

FESHM
Many of the chapters say

Division/Sections are responsible for or Division/Section heads 
shall ensure compliance with this chapter.

Chapters where specific Division Head responsibilities are called out are listed below.
FESHM 1030 - ENVIRONMENT, SAFETY, AND HEALTH (ES&H) ORGANIZATION AND RESPONSIBLITIES
ENVIRONMENT, SAFETY, AND HEALTH (ES&H) ORGANIZATION AND RESPONSIBLITIES
Each division/section head is accountable to the Director for carrying out their ES&H responsibilities and shall:

 
a.
Implement the requirements of this manual.
 
b.   Establish and maintain ES&H programs to deal with applicable aspects of environmental protection, industrial safety, industrial hygiene, radiation safety, emergency preparedness, fire protection, waste management and transportation of hazardous materials.
 
c.   Advise the Directorate on implementation of Laboratory ES&H policies.
 
d.  
Establish a self-assessment program in accordance with FESHM 1040.1.
 
e. 
Establish internal procedures for assuring the safety of division/section activities.
 
f.  
Establish committees that consider ES&H problems and recommend solutions to the line management.
 
g. 
 Ensure full compliance with Fermilab ES&H policies and procedures and the Laboratory's Work Smart standards unless a variance or exception is obtained (FESHM 1010). 
 
g. 
 Maintain, repair and calibrate division/section owned instrumentation and equipment.
 
h.    Ensure that the division/section ES&H programs contain provisions for:
(1)  Identification and correction of potential safety and environmental hazards.
(2)  Procedures for correction of hazards found on inspection or from lessons learned from the investigation of incidents or accidents, and for following up on those corrections.
(3)  Identification of plans to deal with emergencies.
(4)  ES&H review and hazard analysis of new & existing operations.
(5)   Training of personnel in ES&H procedures.
 
i. Ensure that personnel within the division/section shall:
 
(1)  Assign sufficient resources to assure the implementation and maintenance of ES&H programs.
(2)  Comply with the provisions of the Fermilab Self‑Assessment Program (FESHM 1040.1).
(3) Provide sufficient resources to carry out landlord/tenant responsibilities.
(4)  Ensure all operational procedures are consistent with Fermilab ES&H policies.
(5) Ensure dissemination of ES&H directives and information to all personnel.
 
j.     For experiments for which it is the "host" division, assure that each user group carries out experiments in compliance with Procedures for Experimenters (PFX)

(FESHM 1030 Responsibilities for Products)  
The division or section accepting the product into its area for installation or use is responsible for:

 
a.   Determining the specifications to be met by the product consistent with Laboratory ES&H policies and standards.
 
b.   Reviewing compliance with manufacturer's standards and product use information.
 
c.    Assuring that the product is operated within the safe operating limits.
 
d. Providing a decommissioning plan, for the product, where appropriate.  This plan shall comply with ES&H standards.
 
FESHM 1040 ES&H Assurance Program

Division/Section Heads are responsible for

Fully participating in all of the programs that make up the ES&H Assurance program.
Assuring that personnel assigned to ES&H assurance activities possess the experience, knowledge, skills, and abilities to perform effectively.
(FESHM 1040.1 ES&H SELF ASSESSMENT PROGRAM)
Division/Section Head is responsible for

 

· Developing a written internal self assessment program tailored to the hazards and risks associated with the work of the organization. Self-assessment programs will consist of documented inspections, management assessments and/or walkthroughs, and independent assessments.  

· Provide a report to the Laboratory Director or and ES&H Director on an annual basis of the results of the self-assessment program, including those actions identified in the Annual ES&H Plan.

· Identifying subjects for Tripartite Assessments based upon input from his/her organization, the ESH Section, and DOE-FSO.
· Providing personnel to participate in the Tripartite Assessment process who are impartial and independent. The D/S Head determines the level of experience, competence and training necessary to ensure the capability of the assessor/s assigned.
· Upon request of the Tripartite Assessment team, securing the participation of personnel from another D/S if an independent and impartial member of the assessed D/S cannot be found.
· Providing a coordinator to assist the Tripartite Assessment team, but who is not part of the assessment process. 
· Developing corrective actions in response to assessment findings and entering them into ESHTRK.
· Completing corrective actions in a timely manner.

· Conducting a formal root cause analysis for any assessment findings having a risk assignment of 1 or 2 to assure corrective actions will be effective.
· Developing lessons learned (FESHM 3010) for any assessment findings having a risk assignment of 1 or 2 in order to share information across the Laboratory.  

FESHM 1040.2 ESHTRK PROCEDURES 
Divisions/Sections Heads are responsible for 

· Entering the results of their own assessments and inspections, including all findings (open and closed), into ESHTRK. 

· Entering the results of the Tripartite ES&H assessments that they have led into ESHTRK. 

· Developing corrective and preventive and preventive actions in response to the assessments and entering them into ESHTRK.  

· Implementing corrective and preventive actions and closing them out in ESHTRK.  

· Periodically review the contents of ESHTRK to check on the appropriateness and status of follow-up actions, and to identify trends. 

· Verify that corrective and preventive actions were implemented as reported.  All findings with a Risk Code of 1 or 2 will have their corrective and preventive actions verified within 90 days or reported closure.  Ten percent of the findings with a Risk Code of 3 will have their corrective and preventive actions verified.  Documentation of the verification process shall be done annually. 

FESHM 1050 ENVIRONMENT, SAFETY & HEALTH MANUAL PROCEDURES 
Division/Section Heads are responsible for:
· Assuring review by FESHM chapters posted for review 

· Implementing requirements contained within FESHM chapters 

· Requesting exception from of requirements that cannot be implemented within 90 days (per FESHM 1010). 

 
FESHM 1060 FERMILAB ES&H CONCERNS PROGRAM 
Division/Section Heads
 

Division/Section Heads are responsible for ensuring that ES&H concerns brought to their attention are promptly addressed and corrected where appropriate.  In situations where permanent corrective actions cannot be immediately implemented, administrative or other temporary measures which mitigate the concern shall be implemented in the interim, where appropriate.  Corrective actions should be tracked using ESHTRK until the issue is resolved.

 

FESHM 1080 ENVIRONMENT, SAFETY, AND HEALTH (ES&H) REQUIREMENTS FOR EXPERIMENTERS
Division/Section Head
· Maintain assurance that scientific users are working in accordance with IES&HM systems, including those that are identified in FESHM 1030. 
FESHM 2110 PLANNING AND REVIEW OF ACCELERATOR FACILITIES AND THEIR OPERATIONS

  Divisions, sections, and centers are responsible for maintaining their SADs and associated Accelerator Safety Envelopes (ASEs) up-to-date by revising them when necessary.

Following this determination of applicability, the responsible division/section/center will prepare a PSAD, the approval of which allows initiation of more detailed design and/or construction. 

Also, division/section/center heads shall inform the ES&H Director of new projects, operations, and experiments that are candidates for SADs at the earliest reasonable stage. 

Documentation demonstrating that the upgrade is within the scope of the existing SAD shall be written by the responsible division(s)/section(s)/center(s) and be filed with the ES&H Section.

The final sign-off sheet to be used for PSAD/SAD and ARR approval appears as the last page of the Technical Appendix (2010TA).  PSAD/SAD and ARR approval and approval to commence commissioning/operation requires the following signatures which shall be routed in the following order:
 
1.         
 
2.         Fermilab Division/Section/Center Head(s)
FESHM 2040 EMERGENCY PREPAREDNESS

The D/S Head that serves as landlord of an occupied facility are responsible for 
· indentifying personnel to serve as a primary and alternate Emergency Warden for facilities under their control.  For larger buildings, multiple wardens and backups will be required.    Personnel designated as Emergency Wardens shall receive initial training from the respective landlord Division/Section and a yearly refresher or as the layout, mission or function of the facility, to which the Warden is assigned changes radically. 

· asking tenant D/S for personnel to be assigned as Emergency Warden(s). 

· assuring that Local Area Emergency Plans are developed and approved for occupied facilities under their control. 

· assuring that local drills are conducted and reported to ESH Emergency Planning as required. 

· assuring that Hazard Maps are prepared and maintained per FESHM 6010 Appendix B 

 

Division/Section responsibilities for emergency planning and response are described in detail in the FERP.  

 

 

 The D/S Head that serves as tenant of an occupied facility not under their control is responsible for :
· Indentifying personnel to serve as a primary and alternate Emergency Warden for their portion of the building when requested by the landlord of facility.    

· When personnel designated as wardens are reassigned, D/S will ensure replacement(s) are identified and  information forwarded to the Landlord 

· Personnel designated as Emergency Wardens shall receive initial training from the landlord Division/Section and a yearly refresher or as the layout, mission or function of the facility to which the Warden is assigned changes radically. 

FESHM 2050 BUILDING MANAGER PROGRAM
Division/Section Heads
 

1.         Establish and maintain a complete listing of all buildings assigned to the division/section with a corresponding Fermilab employee designated as "Building Manager".  Forward changes to this listing to the Facilities Engineering Services Section where a Labwide listing will be maintained.

 

2.         Provide minimum training for each designated building manager as indicated in this chapter and additional training, as determined necessary by the division/section, to be commensurate with the functions, operations and hazards contained in each building.

 

3.         Maintain records of building manager training and assignments.  Note that ES&H-related training must be entered into the TRAIN database (see Chapter 4010 of this manual).

 

4. Delegate responsibilities and provide resources to building managers sufficient to meet the requirements of this chapter.
FESHM 2060 WORK PLANNING and HAZARD ANALYSIS
Division/Section Heads are responsible for ensuring that this policy is implemented within their division/section.  

Note:  A division/section head may choose to impose more stringent requirements than those described in this policy.  Additional requirements must be documented by internal procedures.

FESHM 3010 Significant and Reportable Occurrences

The Division/Section Head is responsible for

 
· Providing timely identification, categorization and notification to the Facility Manager of an event that represents a potential for being an event or condition requiring categorization.

· Providing for the timely submittal of the Occurrence Reporting and Processing System (ORPS) report to the Facility Manager. 

· Conducting investigation of the incident utilizing subject matter experts as appropriate and complete necessary reports. See FESHM for 3020 for additional information.

· Assuring all corrective actions are placed into ESHTRK and coordinating the implementation of all corrective actions.  See FESHM 1040.1 for additional information.

· Assuring lessons learned are developed and submitted to ES&H.

· Assuring requirement to report occurrences flows down to subcontractors through contract document.

  
FESHM 3020 INCIDENT Investigation and Analysis
   5.3  Division/Section Heads 

· Ensure investigations are completed within a reasonable amount time. 

· Review the final CAIRS or near miss report to ensure that the root, direct   and contributing causes and the corrective and preventive actions are  appropriate.

FESHM 3030 NonCompliance Tracking System
Division/Section (D/S) Heads are responsible for

 

· Notifying one of the co-PAAA Coordinators or Alternates of any incident or program review that may meet the threshold for reporting through the NTS. 

· Conducting investigation into the incident, consulting with the one of the co-PAAA Coordinators or Alternates providing sufficient information within the allotted time for the submission of the base report (CAIRS, ORPS or NTS).  

· Assuring all corrective actions are placed into ESHTRK and coordinating the implementation of all corrective actions.  See FESHM 1040.1 for additional information. 

· Assuring the NTS Coordinator is kept apprised of the closing of ESHTRK items or changing of tentative completion dates.
·  Providing the NTS Coordinator with citations as to what rules/regulations were violated.

FESHM 4010 Training 

The Division/Section/Center (D/S/C) Head is responsible for

· assuring that appropriate ES&H training has been identified for each employee 

· assuring that employees complete their training in a timely manner 

· assigning a D/S/C TRAIN Coordinator (A TRAIN coordinator may serve more than one organization) 

· assuring that any D/S/C specific ES&H training is documented in TRAIN 

· assuring that their ES&H staff is qualified to perform the all assigned work 
FESHM 5001 Industrial Hygiene Program
Division/Section Heads are responsible for

· Fully participating in all of the elements that make up the Industrial Hygiene program.

· Assuring that personnel assigned to Industrial Hygiene activities possess the experience, knowledge, skills, and abilities to perform effectively.
 FESHM 5010 Environment, Safety and Health and National Environmental Policy Act Procurement Review
Divisions/Sections
 
1. Division/Section Heads shall identify individuals deemed qualified by training, education and/or experience to perform the review process.  
 
2. ES&H Group Leaders shall ensure that each designated reviewer satisfactorily completes any applicable training requirements outlined in FESHM Chapter 8060 and the Fermilab ProCard User’s Guide. 
 
3. Develop a Division/Section specific written implementation procedure.   See the attached Technical Division Policy 4100 for guidance. 
 
FESHM 5021 Overhead cranes and hoist

The Division/Section Head is responsible for implementing this program.  Specifically he/she is responsible for:

· Assuring, through the line management, that employees assigned to perform rigging or crane operation duties are qualified to perform the work assigned.  Successful completion of crane training is necessary, but not necessarily sufficient, to deem a person qualified to perform all rigging and crane operation tasks.  

· Ensuring that documentation on cranes and hoists is maintained.

· Ensuring that all cranes and hoists within their areas of responsibility are inspected, tested, maintained, and repaired as required in this document. 

· Assuring that service subcontractors who perform inspection, testing, maintenance and repair of cranes have adequate oversight; usually provided by Facilities Engineering Services Section.

FESHM 5022 Below the hook lifting device.

The Division/Section Head is responsible for

· appointing a qualified person(s) for review and maintenance of the documentation for all Below-the-Hook lifting devices within the division/section control in accordance with the chapter. 

FESHM 5023 POWERED INDUSTRIAL TRUCKS (PIT’s)

Division/Section Heads shall:
· Implement the requirements associated with the use of powered industrial trucks.

· Ensure that powered industrial truck operators are trained and qualified to perform their assigned duties.

· Ensure that inspections are performed.

· Arrange for the review of attachment Engineering Notes by qualified persons or committee.

· Keep an open file of all Engineering Notes for attachments used in their division/section.
FESHM 5024 SLINGS AND RIGGING HARDWARE

The Division/Section Head is responsible for 

Appointing a qualified person(s) to review and maintain the documentation for all slings and rigging hardware within the division/section control that assures compliance with the requirements of this chapter.
FESHM 5025 Mobile Cranes

The Division/Section Head is responsible for implementing this program.  Specifically he/she is responsible for:

(    Assuring, through the line management, that employees assigned to perform rigging or crane operation duties are qualified to perform the work assigned.  Successful completion of crane training is necessary, but not necessarily sufficient, to deem a person qualified to perform all rigging and crane operation tasks.  

(  
Ensuring that documentation on mobile cranes is maintained.

(    Ensuring that all cranes within their areas of responsibility are inspected, tested, maintained, and repaired as required in this document. 

(    Assuring that service subcontractors who perform inspection, testing, maintenance and repair of cranes have adequate oversight, usually provided by Facilities Engineering Services Section.

FESHM 5031 Pressure Vessels & 5031.1 Piping Systems
SPECIAL RESPONSIBILITIES
The division/section head who controls the area of operation of the vessel is responsible for carrying out the requirements of this chapter.  He shall arrange for the review of the Engineering Note by a qualified person or committee.  He shall certify vessel compliance with this chapter by signing the Engineering Note and shall maintain an open, updated file on all pressure vessels located in his areas of operation.  After certification, the Fermilab engineering standard conformance label shall be attached to the vessel.  The original of the Engineering Note shall be placed into the Laboratory Pressure Vessel master file maintained by the ES&H Section.
FESHM 5032 CRYOGENIC SYSTEM REVIEW 

SPECIAL RESPONSIBILITIES
The division/section head who controls the area of operation of the system is responsible for carrying out the requirements of this chapter.  He shall:

a)         ask the chairperson of the Cryogenic Safety Subcommittee to suggest names for a qualified review of each cryogenic system.

b)         provide a charge to the panel outlining the scope of the task and appoint it members.

c)         ensure that the analysis is provided for review in a timely manner.

d)         ensure that the analysis and review are completed prior to the initial operation of the system.

e)         notify the chairperson of the Cryogenic Safety Subcommittee and the head of the ES&H Section that the analysis and review are completed.

f)          maintain current safety documentation for each system in the division/section in a designated location.
FESHM 5032.1 LIQUID NITROGEN DEWAR INSTALLATION AND OPERATION RULES

The Division/Section Head that controls the area of operations where the dewar resides is responsible for carrying out the requirements of this chapter.  He/She shall arrange for the initial review of the dewar by a qualified person and designate a Responsible Party for the dewar.

FESHM 5032.2 GUIDELINES FOR THE DESIGN, REVIEW AND APPROVAL OF LIQUID CRYOGENIC TARGETS

The division/section head responsible for the area of operation of the target is responsible for ensuring the requirements of this chapter are met. The head shall arrange for the review of the target by a Liquid Hydrogen Target Safety Review Panel (hereafter called the "Review Panel"). The head shall certify that the target complies with this chapter by a written memo authorizing the operation of the target. The head shall ensure that changes to RD_ESH_010 are appropriately reviewed by the Review Panel and/or the Cryogenic Safety Subcommittee.
FESHM 5033 Vacuum Vessel 

The division/section head who controls the area of operation of the vessel is responsible for carrying out the requirements of this chapter.  The Division/Section Head, or designee, shall arrange for the review of required Engineering Notes by a qualified persons and shall certify vessels comply with this chapter by signing the Engineering Notes.  The Division/Section Heads shall maintain an open, updated file on all vacuum vessels within the scope of this 
chapter located in their areas of operation.  After certification, the Fermilab engineering standard conformance label shall be attached to the vessel.  The original Engineering Note shall be placed into the Laboratory Vacuum Vessel master file maintained by the ES&H Section.
FESHM 5033.1 Vacuum Windows

The division/section head who controls the area of operation of the vacuum vessel system with a vacuum window is responsible for carrying out the requirements of this chapter.  He shall: 

 

1)       Arrange for the review of the Engineering Note by a qualified person. 

2)       Certify vacuum vessel window compliance with this chapter by signing the Engineering Note 

3)      Maintain an open, updated file on all vacuum windows located in his areas of operation. 
4)       After completion of the Review of the Engineering Note, place the Engineering Note for the Vacuum Window into the Laboratory Vacuum Vessel Window master file maintained by the ES&H Section. Where possible, the note shall be filed with the Engineering Note for the Vacuum Vessel to which the Vacuum Window is mounted.
5)       Assign a number to each vacuum window, and assure that this number is applied by some legible and durable means to the window or its mounting hardware (permanent marker, scribed on flange, adhesive sticker, etc). If the window is one-of-a-kind, the assigned number must be unique. If the window is one of a group of identical windows for which a single Engineering Note has been approved, the assigned number need not be unique, but may be the same for all windows in the group.

FESHM 5035 MECHANICAL REFRIGERATION SYSTEMS
The division/section head who controls the area in which the mechanical refrigeration system is being operated is responsible for carrying out the requirements of this chapter.  The division/section head or his/her designee shall:

1.      Arrange for the review of the Engineering Note by a qualified person.

2.      Certify system compliance with this chapter by signing the Engineering Note. 

3.      File the original Engineering Note with the ES&H section.

4.      Maintain an open, current file on all refrigeration systems located in his areas of responsibility.

FESHM 5040 FERMILAB ELECTRICAL SAFETY PROGRAM 
1.      It is the responsibility of Division/Section heads to ensure that all employees of their Division/Section are given training in electrical safety that is commensurate with their work assignments.  

 

2.      Division/Section heads are responsible for the safe condition of electrical systems and equipment within their areas of responsibility.

FESHM 5041 ELECTRICAL UTILIZATION EQUIPMENT SAFETY
3.   Electrical utilization equipment constructed by or for Fermilab shall have its design and construction reviewed by a competent person or persons commensurate with the electrical hazards posed by the equipment.  Such a review shall occur both before the equipment is first energized and before the equipment is placed into service after testing.  

4.   Such design and construction reviews shall be documented and kept on file for a period of at least three years by the responsible Division/Section Department or organization. 

For EEWP’s  5041

6. The Permit must be filled out and approved prior to the work activity.  At a minimum, the Permit must be approved by a competent person within the Division/Section Department or organization performing the work activity.  This person is usually the Department Head although approving authority may be delegated to one or more other competent persons within the Department or organization.  The Permit preparer and approver are generally not the same individual.  For situations where the normal approving authority is not fully knowledgeable in the particular equipment and/or associated hazards, the preparer may approve the Permit if so knowledgeable and authorized.

FESHM 5042 AC ELECTRICAL POWER DISTRIBUTION SAFETY 
1.   Division/Section Heads shall designate one competent person in their organization as D/S Electrical Coordinator.  This responsibility may be waived in whole or part if a particular Division/Section is fully reliant on the services of another D/S to provide oversight of work involving installation, modification, maintenance and repair of AC Electrical Power Distribution Systems in their area of jurisdiction.  

 

2.   For cases where the D/S Head chooses to designate one or more additional competent individuals to assist the D/S Electrical Coordinator, each of those individuals shall be designated as an Alternate Electrical Coordinator.  As delegated by or in the absence of the Electrical Coordinator, an Alternate Electrical Coordinator may have similar responsibilities and authority.  

 

3.   Division/Section Heads shall also designate one or more competent persons in their organization as qualified to approve the Electrical Hazard Analysis / Work Permit.  

FESHM 5052.4 ASBESTOS MANAGEMENT PROGRAM
 

Division/Section (D/S) Heads are responsible for:

 

· Assuring that ESH-SEP is notified of any Class I-IV work that needs to be performed.

· Assuring the D/S SSO is notified of any projects (i.e. boiler/furnace work, work on pipe insulation) involving the disturbance of known or presumed ACBM.

· Assuring that all presumed ACBM is identified in the asbestos inventory, and a response action has been selected.  This inventory shall be updated annually.

· Assures that Fermilab employees or subcontractors whose work may disturb ACBM are informed of its presence, location and quantity.

· Assuring visual inspection of friable ACBM is performed annually.  Results shall be maintained in a surveillance log.

· Assures that Fermilab personnel whose work may cause them to disturb ACBM or who may be potentially exposed to asbestos fibers receive asbestos awareness training upon initial assignment.

FESHM 5064 OXYGEN DEFICIENCY HAZARDS (ODH)
Division/Section heads or their designees have the responsibility of implementing the requirements of this chapter.  This includes appointment of qualified persons to review, approve, and maintain documentation for ODH risk assessments under the control of their organizations; maintain records of reliability of ODH-associated equipment; and maintain records of incidents which have resulted in an oxygen deficient atmosphere.

Under procedures of 6064-

3.1. If an area cannot be engineered to satisfy requirements leading to an ODH Class of 2 or lower, the Division/Section Head responsible for the area must submit a written exception request to the Director or Director’s designee. The request should include a justification and an evaluation of hazards, procedures, and safety measures. The request must be approved by the Director or designee before operations contributing to oxygen deficiency hazards are begun.

9.2. If, for purposes other than rescue, entry must be made into an oxygen deficient area or an area suspected to present unusual oxygen deficiency hazards, the Division/Section Head responsible for the area must submit a written request to the Director or Director’s designee which includes a justification and outlines hazards, procedures, and safety measures. The request must be approved by the Director or designee before entry.

FESHM 5071 ENVIRONMENTAL BIOLOGICAL HAZARDS AT FERMILAB
Pets, other than guide dogs, are not permitted in the interior of buildings. Specific exception may be made on a case-by-case basis for other buildings by the division/section head responsible for the building.  At their discretion, division/section heads may also exclude pets from certain outdoor areas in order to protect property or equipment under their management.  Pets are permitted in other areas but must be kept under control so as not to interfere with people or endanger wildlife.  Questions about pets in the on-site housing should be addressed to the Housing Office.

FESHM 5120    FERMILAB ENERGY CONTROL PROGRAM   LOCKOUT/TAGOUT
5.2 Deviations from the requirements of this Chapter shall only be permitted with the written approval of the area Division/Section Head.  Such deviations are often formalized in written procedures that are approved by the area Division/Section Head. 

8.xx •    Obtain written approval from the area Division/Section Head or designee for the alternative removal of the lockout and/or tagout devices. 

18. xx Documentation related to deviations to the requirements of this Chapter, to periodic inspections, to transfers of responsibility between lead authorized employees, or to the alternative removal of locks and tags shall be kept on file at the Division/Section office, the D/S ES&H Department, or other suitable locations.  Such documentation shall be retained for the calendar year plus three additional years. 

FESHM 5201      USAGE OF COMPUTERS IN CALCULATIONS AFFECTING 
ENVIRONMENT, SAFETY, AND HEALTH 
Division/Section Heads have responsibility for maintaining an awareness of the use of computers in that affect environment, safety and health in their organizations. They are responsible to take steps to assure that those who make such use of computers within their organization implement the policy set forth in this chapter by performing such calculations in a manner that provides reliability and verifiability using techniques exemplified by those specified here.

FESHM 6010  ELEMENTS OF THE FIRE PROTECTION PROGRAM
Division/Section Heads
 
Heads of divisions and sections are responsible for the implementation and continuing operation of the fire protection program within the areas for which they have responsibility.  This includes assuring that all assessments, inspections, tests, and maintenance of fire detection and suppression equipment are conducted by support organizations in accordance with the requirements hereafter set forth.  General facility audits or audits of inspection reports, irregularity reports, or other documentation (e.g., using the Tripartite Assessment process) can be conducted to ensure compliance with the various elements of the Fire Protection Program.
 
For all fire protection system designs, it is the responsibility of the landlord division/section to assure that reviews are performed which assure that a satisfactory level of protection is being provided, that the installation is satisfactory, that acceptance tests are adequate to assure proper operation of the fire protection system, and that the system has been properly tested.
 
Division and Section personnel must periodically audit their fire protection systems through the Tripartite Assessment process.
FESHM 6014 FIRE WATCH

Division/Section Heads are responsible for assuring that when detection /suppression systems are disabled, a fire watch appropriate to the situation/facility is established.  This responsibility must be communicated through the management levels to include Building Managers, Senior Safety Officers, Task Managers, Construction Coordinators, Service Coordinators, and designees.

FESHM 6020.3 STORAGE AND USE OF FLAMMABLE GASES

PROCEDURES FOR APPROVAL 

1. Risk Class 0 

The risk analysis shall be reviewed by the Fire Hazard Subcommittee or by an independent reviewer appointed by the Division/Section head. A copy of the independent review shall be sent to the FHS. Approval by the Division/Section head is required before the introduction of flammable gas into a system. 

2. Risk Classes I and II 

The risk analysis and the installed system shall be reviewed by the Fire Hazard Subcommittee or by an independent reviewer appointed by the Division/Section head. A copy of the independent review shall be sent to the FHS for concurrence that the requirements of this chapter have been met. Approval by the Division/ Section head is required before the introduction of flammable gas into a system.

9. Welding permits shall not be issued for areas within ten meters of the equipment containing flammable gas unless approved in advance by the responsible Division/Section head or designee. 

6030 Fire protection systems
The SSO or designee shall authorize long-term disablements by using the Fire Detection/Suppression System Long Term Disablement Request Form and follow the procedures outlined in this chapter.  (The form requires the signature of the division/section head.)
FESHM 7010   ES&H Program for Construction – Fixed Price

The D/S head is also responsible for ensuring a qualified CC is assigned

FESHM 7011 ES&H Program for Construction – Time & Materials ACTIVITIES (Other Than Fixed Price)
The D/S head is also responsible for ensuring a qualified TM is assigned.

FESHM 7020 SUBCONTRACTOR SAFETY- OTHER THAN CONSTRUCTION
Division/Section Head
· Ensure the requirements of this chapter are implemented within their area of responsibility.
· Assign a qualified service coordinator.
· Maintain project documentation for a period of six (6) years from project completion date.

FESHM 8010 ENVIRONMENTAL MANAGEMENT SYSTEM
All Division/Section Heads are responsible for:

· Assigning an Environmental Officer (EO) as representative to the Environmental Protection Subcommittee (EPS).

· Supporting the efforts of the EO in determining significant aspects for projects originating from within the Division or Section (D/S).

· Supporting the EP Subcommittee in developing and implementing Environmental Management Programs by assigning subject matter experts, as needed, to Environmental Management Program Panels.

· Ensuring that all subordinate documents developed by their D/S are consistent with and in support of the Director's Environmental policy and identified significant environmental aspects and that they meet control requirements.

· Ensuring that all environmental consequences of their organization’s operations are recognized and understood.

· Ensure that periodic internal assessments of processes are conducted to determine compliance status and identify pollution prevention opportunities (Appendix E).

FESHM 8030 Chemical Releases SPILL PREVENTION AND RESPONSE

Division/Section Heads are responsible for:
· Assessing processes in their areas for vulnerabilities from chemical hazards and identifying opportunities for removal of these chemicals. 

· Developing local spill plans for response to chemical spills and or releases from their equipment and/or in their areas when chemical hazards cannot be removed. 

· Ensuring that the appropriate data on their facilities or processes is entered into the Cooling Water Discharge and Drain databases. 

· Cleanup and disposal of waste associated with spills occurring in their areas. 

· Making the decision to employ a remediation contractor and procurement of contractor services for events where their D/S is the responsible party.  The plan for remediation must include consultation with Fermilab’s ES&H Director and the landlord in cases where the landlord is not the responsible party. 

· Conforming to requirements contained in FESHM 3010 for an incident occurring within their organization. 

 
FESHM 8040.1 POLYCHLORINATED BIPHENYLS
Divisions/Section Heads shall ensure compliance with applicable regulations by developing and maintaining a program to:
•     Identify and mark all equipment or materials containing PCBs in accordance with applicable requirements (40 CFR 761.40).  Mark PCB waste with both PCB and IL Special Waste labels.
•     Maintain an inventory of all PCB-containing equipment, including description (manufacturer, model, serial #), location, and quantity of PCBs (weight or volume and concentration)
•     Expeditiously characterize any electrical equipment suspected to contain PCBs.
•     Ensure that personnel who work with or are responsible for PCB-containing equipment are trained to comply with applicable requirements.
•     Impose protective measures and containment, as practicable, to prevent or minimize human exposure and the impact of a release or spill of PCBs into the environment.
•     Report any uncontrolled PCB spill or release into the environment to the Communications Center via the 3131 emergency telephone number and to the Senior Laboratory Safety Officer immediately upon discovery; report minor leaks to division/section environmental personnel or Senior Safety Officer.  Clean up spills in accordance with 40 CFR 761, Subpart G.  Spill cleanup must be performed by qualified (i.e., HAZWOPER-trained) employees or subcontractors.
•     Ensure that property purchased by Fermilab is free of PCBs unless specifically approved by the Laboratory Director.
FESHM 8040.3 TOXICS RELEASE INVENTORY (TRI) REPORTING PROGRAM
Division/Section Heads shall ensure compliance with applicable regulations by: 

· Compiling and transmitting to the ES&H Section an annual list of all TRI chemicals in their areas that are “otherwise used” as defined by the regulations in quantities at or above the TRI reporting thresholds 

· Determining, in consultation with the ES&H Section, and documenting the applicability of potential regulatory defined “exemptions” to TRI chemical reporting. 

· Ensuring that their D/S Environmental Officer or a designee attends regular EPA sponsored TRI training. 

· Ensuring that the list of TRI chemicals, as described above, in their D/S is submitted to the ES&H Section by June 1 for the previous calendar year. 

FESHM 8050 Domestic Water protection
Divisions and Sections Head
            - initiating timely requests for supply system design or modification to the Facilities Engineering Services Section Engineering Group.
            - allowing no one within their organization, or contractor, to effect changes to the Laboratory domestic water supply system, regarding new or proposed installations, without prior review and approval of plans or drawings by the FES Section.

            - allowing no one within their organization, or contractor, to establish, maintain, or permit to be established or maintained, any connection whereby an auxiliary or emergency water supply, other than the Laboratory potable water supply or distribution system, may enter the potable water supply or distribution system, unless the method of connection, alternative water supply, and use of the alternative supply have been approved by the FES Section.

FESHM 8060 NATIONAL ENVIRONMENTAL POLICY ACT REVIEW
Division/Section Head shall:

· Ensure that Project Initiators are aware of their responsibility for NEPA compliance.

· Provide resources as necessary to support Project Initiators and NEPA Reviewers in fulfilling their responsibilities.

· Ensure that all Division/Section NEPA Reviewers annually review the NEPA FESHM chapter and any additional Division/Section specific NEPA procedures and are thereby qualified to assist Project Initiators.
FESHM 9010 Traffic safety
Division/Section Heads shall enforce the progressive disciplinary measures identified in this chapter, unless the citation is invalidated through the Appeals Process (see Appendix A).  It is the responsibility of each Division and Section Head to ensure that only authorized personnel use government-supplied vehicles and that these drivers are reminded to wear seat belts and obey traffic rules whether driving on or off the Fermilab campus while on official Fermilab business.  Finally, it is the responsibility of each Division or Section Head initiating an activity that presents a temporary obstruction of roadway traffic to see that the special safety provisions identified in Appendix C are carried out.
++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++
From Fermilab Radiological Control Manual Chapter 1 Part 3.

                 Division/Section Heads:

 

a.    Shall be responsible for maintaining elements of the Radiological Control Program (which are not the responsibility of the SRSO) within the division/section.

 b. Shall clearly establish the roles, responsibilities and authorities of division/section   personnel within the framework of this Manual.

 c.   Shall ensure adherence to the Fermilab Radiological Control Manual.

 d.    Shall inform the Director and the SRSO of any serious violations of the Radiological Control Manual in a timely manner.  

 e.    As applicable, shall ensure that beamline and experiment operating parameters are within the bounds specified by the appropriate Safety Assessment Document(s) (see Fermilab ES&H Manual Chapter 2010).

 f.     As applicable, shall maintain records of beamline intensity and radiation measurements as dictated by the SRSO.  Record controls and retention shall meet the requirements in Chapters 5 and 7 of this Manual.

 g.    As applicable, shall implement a program for proper control and characterization of radioactive waste generated within their division/section.  This program shall be consistent with Laboratory policy, and DOE and disposal site protocols.

 h.    With the written concurrence of the SRSO, may appoint one or more Radiation Safety Officers or designated points of contact for radiation safety matters within their organization.   R.P. Form 14 should be used to document this concurrence.
 i.    Support, within financial, operational, and other management constraints,    opportunities for continuing training of radiation protection staff within the division/section commensurate with their duties. 
++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++
PPD ESH 000

THE PPD ES&H MANUAL

All PPD ESH Documents are approved by the Division Head

PPD ES&H Manual PPD_ESH_001

PARTICLE PHYSICS DIVISION OPERATING MANUAL
REVIEW AND APPROVAL RECORD INTEGRATED SAFETY MANAGEMENT (ISM)
Approve JHA’s as required.
"PPD Approvers" are appointed by the Division Head and include:

Electrical Coordinators,

Scaffolding Competent Person,

Task Managers, Construction Coordinators,

Mechanical Engineering Approvers,

Radiation Safety Officer,

Environmental Protection Officer,

Senior Safety Officer

IV. Responsibilities of PPD ES&H Review Committees

As detailed in PPD_ESH_006, "ES&H Reviews for Experiments", all experiments within

PPD shall be subjected to a safety analysis and review by an ES&H Review Panel appointed by the Division Head.

The PPD Senior Safety Officer and the Division Head approve all ORCs and pORCs.
PPD_ESH_006

ES&H REVIEW OF EXPERIMENTS
RESPONSIBILITIES 

The Particle Physics Division Head or designee, develops the charge to the Comiittee; establishes the level of review needed; and names committee members in consultation with' Division/Section Heads, Department Heads, and LSC Subcommittee Chairs, as appropriate.

The Accelerator Division Head and the Particle Physics Division Head are both required to sign the Operational Readiness Clearance form before an experiment is allowed to receive beam. This is a positive means to ensure that both divisions are aware of operating conditions and parameters for each experiment and have agreed that the appropriate procedures, safety equipment, and run conditions are in place and functional before the start of the experiment.:
PPD-ESH-011

Particle Physics Division Self Assessment Plan (SAP)

2.1 Division Head:
· Approves this procedure and reviews it triennially for adequacy.

· Provides an annual report to the Laboratory Director and the ES&H Director on the results of the self-assessment program, including those actions identified in the Annual ES&H Plan.

· Approves subject matter and scope for Tripartite assessments and communicates them to the ES&H Section.

· Provides personnel who are appropriately experienced, trained, and impartial to participate in assigned Tripartite assessments. In the event that the knowledgeable individuals in the Division are not sufficiently independent of the activities being assessed, the Division Head will secure the participation of independent and impartial employees from another Division/Section. 
· The Division Head may also provide personnel for Tripartite teams assigned to other organizations as requested.

· Conducts periodic walkthrough inspections of PPD spaces.
PPD_ESH_013

CASE MANAGEMENT PROCEDURE
2.1 Division Head:

· Approves this procedure and reviews it triennially for adequacy.

· Provides an annual report to the Laboratory Director and the ES&H Director on the results of the self-assessment program, including those actions identified in the Annual ES&H Plan.

· Approves subject matter and scope for Tripartite assessments and communicates them to the ES&H Section.

· Provides personnel who are appropriately experienced, trained, and impartial to participate in assigned Tripartite assessments. In the event that the knowledgeable individuals in the Division are not sufficiently independent of the activities being assessed, the Division Head will secure the participation of independent and impartial employees from another Division/Section. The

· Division Head may also provide personnel for Tripartite teams assigned other organizations as requested.

· Conducts periodic walkthrough inspections of PPD spaces.
PPD_ESH_014

ES&H REVIEW OF EXPIRED EXPERIMENT DECOMMISSIONING AND

DISMANTLEMENT

The Particle Physics Division Head or designee, develops the charge to the panel; and names the panel chairs in consultation with Division/Section Heads, and Department Heads, as appropriate

The Principal Investigator (PI) is assigned by the appropriate Division Head to serve as the lead investigator in establishing the principal controls necessary to accomplish the experiment decommissioning, with assistance from PPD ES&H, as needed. This individual will also serve as the main point of contact during all decommissioning activities.

PPD_ESH_015

POLICY ON CONTROLLED ACCESS AT THE MESON TEST BEAM FACILITY (MTEST)
The MTEST Access Coordinator (MAC) is assigned by the head of the Particle Physics

Division.
PPD_ESH_018

ELECTRICAL WORK PERMITS

Any permits involving work on energized electrical systems must be authorized by the designated PPD Electrical Coordinator AND the Particle Physics Division Head AND the Directorate.
PPD Administrative Procedure PPD_ADMIN_006

PARTICLE PHYSICS DIVISION OPERATING MANUAL

REVIEW AND APPROVAL RECORD

Division Head must approve Employee Temporary Reassignment within PPD

PPD Administrative Procedure PPD_ADMIN_007
Travel Authorization Policy

Division Head must approve foreign & domestic travel
PPD Administrative Procedure PPD_ADMIN_015  

WAREHOUSE STORAGE REQUEST FORM
Division Head must approve all request for warehouse storage
PPD_ADMIN_018

Purchase Order Guidelines
· Modified contracts are paper documents (they are not entered into MMS) and must be submitted to the Division Office for approval regardless of dollar amount.

· In addition to the Laboratory ProCard restrictions, the purchase of any type of furniture or clothing must have Division Office approval.

PPD Administrative Procedure PPD_ADMIN_020

PARTICLE PHYSICS DIVISION OPERATING MANUAL

REVIEW AND APPROVAL RECORD

PPD RESTRICTIONS ON PURCHASES AND CHANGES TO PROCARDS

Division Head must Approve Pro Card applications
PPD Administrative Procedure PPD_ADMIN_023
PPD POLICY ON LOAN AGREEMENTS

The requestor must obtain prior approval from the PPD Division Head for each new loan oraddition to any existing loan.

PPD_ADMIN_024

PPD Administrative Procedure PPD_ADMIN_024

PPD EMPLOYEE RECOGNITION SAFETY AWARD PROGRAM
The total amount of awards is determined each year by the Division Head. The Division Head will determine the amount of an individual award.

PPD Administrative Procedure PPD_ADMIN_026

PPD Guest and Visitor Procedures

The relevant Department Guest & Visitor Manager (Department Head or designee) proposes a guest appointment or the coverage of visitor expenses, specifying the terms of the proposed arrangement, itemizing the cost by using the Guest & Visitor Request form and certifying that this is within their budget.

++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++
From IQA Manual
PROGRAMS, DIVISIONS, SECTIONS and CENTERS
Associate laboratory directors and the heads of each program and divisions/sections/centers are responsible for quality in their respective organizations.  As appropriate for their areas of responsibility, they use the graded approach to establish additional or more specific performance quality requirements than those established in the IQA, while avoiding any unnecessary duplication of documentation or effort. They are responsible for the performance and sponsoring of assessments to facilitate the achievement of the organizational mission, objectives, and performance requirements.  They ensure that their division’s/section’s/center’s activities are conducted in accordance with the principles and requirements of the IQA.  

Each division/section/center appoints a Quality Assurance Representative (QAR) as a point of contact for implementation of the QA Program.

Appendix B
Each document requiring Division Head approval is listed below. Documents are listed in alphabetical topical order. Following the description is an ordered list of initials of the Research Division Head designees in order of preference/approval. The initial list is:

DH
Division Head

DDH
Deputy Division Head

AS
Associate Head 

There is no preferred authorizing person among the group of initial separated by a slash "/". Some examples:

(AS, DH/DDH) indicates that Associate Head is the preferred approver, and the Division Head OR Deputy Division Head is the backup.

(DH/DDH,AS) indicates that Division Head OR Deputy Division Head are the preferred approvers of this document, and Associate Head for ENGINEERING SUPPORT is the backup.

DOCUMENT/APPROVAL LIST

Blanket work permit authorization [ref FESHM 2020].(DH/DDH)

Crane lifts exceeding load rating [ref FESHM 5021]. (AS,DH/DDH)

Director's exceptions:


Pressure vessel engineering note [ref FESHM 5031TA] . (DH/DDH,AS)


Vacuum vessel engineering note [ref FESHM 5033] . (DH/DDH,AS,)


Variance from DOE ES&H standard [ref FESHM 1020TA] (DH, DDH)

Engineering notes:


Pressure vessel engineering note. (AS, DH/DDH)


Vacuum vessel engineering note [ref FESHM 5033] . (AS, DH/DDH)

Incident reporting 


5000.3b  [ref FESHM 3050]. (DH/DDH/AS)


Permission to resume operation of beamline/experiment after shutdown for procedural violation. (DH/DDH/AS)

Operating approvals


Flammable gas detection system approval. (DH/DDH,AS)


ODH detection system approval. (DH/DDH,AS,)


Operation of facilities approval [ref FESHM 2010]. (DH/DDH)


ORC approval. (DH/DDH,AS)


Run condition approval. (DH/DDH,AS)

Permits:


Deviations from lock and tag procedures [ref FESHM 5120]. (AS,DH/DDH)


Lock and/or tag removal when authorized employee is not available [ref FESHM 
5120]. (DH/DDH)


Visitor entry to confined spaces that require annual permits [ref FESHM 5063].  (DH/DDH/AS)


Fire system disablement. (DH/DDH/AS)


Flammable gas detection system bypass permit. (AS,DH/DDH)


ODH head bypass permit. (AS,DH/DDH)


Work on energized AC distribution systems >130 V to ground or 250 V terminal to terminal [ref FESHM 5042]. (DH/DDH, AS)

Reassignment of person's ES&H responsibility between divisions by MOU [ref FESHM 1030]. (,DH/DDH/AS)

Reviews:


Cryo systems [ref FESHM 5032]. (AS,DH/DDH)


ORC approval. (DH/DDH,AS)


Piping systems (>150 psi gas, >1500 psi liquid) [ref FESHM 5031.1]. 
(AS,DH/DDH)

SAR/SAD documentation approval [ref FESHM 2010]. (DH/DDH)

Self Assessment Plans for Departments. (DH/DDH,AS)

Stop work order -  Approve restart of work after stop work order [ref FESHM 1030TA]. (DH/DDH/AS)

Task Orders. (AS,DH/DDH)

Tenant/Landlord memorandum of understanding approval. (DH/DDH,AS)

Travel Authorizations (domestic and foreign). (DH,DDH,AS)

Work permit authorization [ref FESHM 2020]. (AS,DH/DDH)

