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Purpose

The purpose of this procedure is to establish guidelines assuring that all health, safety, and environmental procedures developed by HSE Solutions, Inc. are of outstanding quality and are totally compliant with pertinent regulations and industrial standards. The purpose is also to assure that procedures integrate effectively with the client’s administration, and that they are concise.

Scope

This procedure applies to all HSE Solutions, Inc. full-time and part-time employees.  Failure to follow this procedure may result in disciplinary action, and may include termination of employment.

Procedure

1. Research

Thorough and meticulous research is critical for good procedure development.  The following guidelines should be followed:

A. If the procedure is to be a compliance document download applicable regulations, preambles, and any other applicable files, such as fact sheets, compliance directives, and letters of interpretations from applicable regulatory agencies. These may be found at the OSHA, EPA, NRC, or DOT WEB sites.  The URLs of those WEB sites include www.OSHA.gov; www.EPA.gov; www.NRC.gov; and www.DOT.gov. Note that each Web site has information from the Federal Register, which can also be used.

B. The HSE Solutions, Inc. WEB site may have an internal list of WEB information sites in the LINKS section (for additional data). Check the WEB site for such information.

C. Consult WEB sites for NFPA, ASHRAE, WHO, NIOSH, NSC, AIHA, ACGIH for pertinent, additional sources of references, publications, and information.

D. Contact fellow employees asking for any worthy hard or electronic information files.

E. Obtain from the client pertinent Standard Operating Procedures (SOPs), Job Hazard Analyses (JHAs), old health, safety and environmental (HSE) procedures, related HSE procedures, corporate guidelines or directives, and the facility organization chart, including committees.

F. Familiarize yourself with the general manufacturing process(s) of the client’s facility.

2. Outline

Develop an outline to organize your research data and information into a logical format and to assure good customization.  The general format to use is:

A. Purpose

Statement of reason for the procedure and what will it accomplish.

B. Scope

Statement of whom the procedure affects and what is to be the outcome if the affected persons do not adhere to the procedure.

C. Definitions

Alphabetically listing of technical words and a clear definition for each.

D. Required Documents

List of documents (forms, permits, worksheets, checklists, etc.) required by the procedure.

E. Responsibilities

Customized list of those who will be responsible (accountable) for certain aspects of the procedure.

F. Procedure

Written, clear, concise and logical steps and measures to be followed. When followed, these steps must be compliant and create a safe work place, satisfying a corporate directives and guidelines. The steps should be sufficiently clear to prevent an undesirable event.

G. Exceptions

Include any list of exceptions to the procedure, the reason and any solutions.

3. Development

Procedures will be based on sound facts and reasonable methods.  The responsibilities must be consistent with the client’s organization.  It should be noted that Plagiarism is illegal and will not be tolerated.

4. Review

Procedures will be reviewed by a peer, and approved by a professional (CIH, CSP, Registered Health Physicist, PE, PhD, CHMM, etc.) that also has experience in the realm for which the procedure was written.  Procedures may require additional review by union officials, committees, and other plant personnel.  Such reviews will be predetermined in conjunction with client desires.
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