Environmental Energy Technologies Division Facility Notebook



EETD Facility Notebook Cookbook
(or the basics you need to update your Facility Notebook)

Notes:
For forms, provide the information that the form is requesting whether you use the form or an alternative.  You may use other documentation to provide the information if you wish, but you should place or reference this information in the appropriate section.

Electronic versions of the Facility notebook pages and forms are available.  The primary importance set of forms are available on-line on the EETD EH&S Web Site.  Contact the Division Safety Coordinator for other pages and forms.

* Indicates facility information considered to be of primary importance in EETD.  This primary set of information should be the minimum that is kept up to date, and all facility staff should be familiar with this.

Information to be provided
Section
	Key Personnel ......................................................................................................……..……

*Key Personnel, Form 1a.

List only key personnel that perform vital functions for the Facility.  E.g., students could be excluded if they don't perform quality assurance or ES&H functions.  Functions such as purchases of LBNL stores items and common supplies need not be indicated.


	1.2

	Descriptive Information ......................................................................................…………..

*MSDS, CMS, & HEAR Online Access Instructions, Form 1b.

•
*Instructions to access the online Material Safety Data Sheet.  (Optionally include hard copies of MSDS’s for the Facility’s most common or hazardous chemicals.)

•
*Instructions to access the Chemical Inventory in the online Chemical Management System (CMS) (accessible to the PI and authorized proxies).  (Optionally include a hard copy of the Facility chemical inventory.)

•
*Instructions to access the online Hazards, Equipment, Authorizations, and Review (HEAR) database.

Optionally slot or reference the Facility Floor Plan into this section.


	1.5

	Facility Hazards ...................................................................................................…………..

*Facility Hazards, Form 1c.

This form now references the Hazards, Equipment, Authorizations, and Review (HEAR) database at http://ehswprod.lbl.gov/hear.  The online HEAR database has replaced the old Hazard Assessment Guide Table.  This online inventory of each Facility’s hazards, equipment, and authorizations is updated by the PI or designated person at least annually (typically during the Self-Assessment process), or whenever there are significant changes.  Documents resulting from this review and listing of hazards (such as AHD’s, RWA’s, and SSP’s) are found in Sect. 3.2.2.


	1.6

	Required Reading ................................................................................................…………..

*Required Reading Signature Sheet, Form 2a.

Having your staff read the safety documents associated with the research facility and sign the signature sheet is an important step towards making sure they conduct their work safely.


	2.1

	Individuals Qualified to Train Others ...............................................................…………..

*Individuals Qualified to Train Others, Form 2b.

The information on this form is important as it pertains to On-the-Job Training (OJT), which is relevant to most research facilities.


	2.2

	Trained Individuals .............................................................................................…………..

Slot or reference the training records (such as Training Profiles) for Facility personnel in this section.  Access to on-line training records at http://training.lbl.gov is adequate.


	2.3

	Facility- and Task-Specific Training .................................................................…………..

*Facility and Task-Specific Training, Form 2c,


or PUB-3000, Chap. 24, Appendix A, On-The-Job Training Form, 


http://www.lbl.gov/ehs/pub3000/CH24_AppA.html
Examples of Facility or Task Specific On-The-Job Training might include:

•
Critical or hazardous procedures

•
Critical or hazardous equipment operation (including machine tools)

•
Critical maintenance or calibration training

•
Location of fire extinguishers, exits, evacuation routes, and emergency shut-offs


	2.5

	Operating Procedures .........................................................................................…………..

Attach (or reference) significant equipment operating and technical procedures, or reference the location of your equipment manuals.


	3.1.1

	Hazard Information ............................................................................................…………..

The HEAR database (see Sect. 1.6) will help determine what documentation you need for this section.  The following documents are examples of what you would include or reference in this section:

•
*Activity Hazard Documents (AHD)

•
*Radiological Work Authorization (RWA)

•
*Specific Safety Procedures (SSP)


	3.2.2

	Spill Response and Decontamination .................................................................…………..

*A general Spill Response Plan is attached, Form 3aa.

You may need to supplement this plan with other details specific to your operation.


	3.2.3

	List of Emergency Notifications .........................................................................…………..

*List of Key Personnel to Notify In Case of Emergency, Form 3i.


	3.5.2

	Self-Assessment ...................................................................................................…………...

*Slot or reference your latest Self-Assessment Checklist for your facility in this section.


	5.1
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