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1.0 Purpose

Prior to being allowed unescorted access to any area
 at Jefferson Lab, individuals are minimally required to have at least one safety-related skill (SAF 100 ES&H Orientation).  Depending on the hazard issues of the area(s) to be accessed, and the job responsibilities assigned – more skills are required.  This appendix defines who is responsible for identifying appropriate courses and how to maintain currency.

2.0 Scope

This appendix applies to anyone at Jefferson Lab who is issued an access badge.  Anyone who does not have authorized access to an area is required to be escorted.  See ES&H Manual 1400 Communicating Safety to Visitors for more information.  
For the purpose of this document the term “Skill Requirements List (SRL)” includes:  required knowledge, skills, medical monitoring requirements (see ES&H Manual 6800 Appendix T1 Medical Monitoring), Welding Certification, and other mandates/documentation that Jefferson Lab requires to maintain the environment, equipment, and the safety and health of individuals under its authority.  (These terms are collectively referred to as “skills.”)
The process steps for this procedure are performed in coordination with ES&H Manual Chapter 4100 Safety Skill and Communication Requirements (Link to be established upon approval of document.)
3.0 Responsibilities

NOTE:
Management authority may be delegated at the discretion of the responsible manager.
3.1 Everyone at Jefferson Lab
· Apply the knowledge and skills acquired from courses at all times. 
· Take and maintain currency in all assigned Skill Requirements List (SRL) courses.  
3.2 Supervisor/Subcontracting Officer’s Technical Representative (SOTR)/Sponsor
· Understand and abide by Jefferson Lab’s hiring and course requirements.  (See Human Resources for more information.)

· Ensure everyone under your authority receives and maintains the skills Jefferson Lab requires to perform the work assigned.

· Establish and review the SRL of individuals under your authority at least annually.
3.3 Training Manager 

· Maintain and allow access to SRL records – including expiration date(s).  

4.0 Process Steps
4.1 Identifying Appropriate Courses

Jefferson Lab has developed a Job Task Analysis tool to assist the Supervisor in identifying skill requirements in accordance with the responsibilities of the assigned work.  This tool then develops a SRL for each individual.  The SRL is then regularly reviewed and updated to reflect current work assignments.  
4.2 Minimum Requirements for JSA Employees and Users
Options for acquiring these minimum skills are offered via the Internet, from on or off-site.  “ES&H Orientation” and “Annual Security Awareness” are required for the Jefferson Lab access badge to be/remain activated.

· “ES&H Orientation” is the minimum requirement to qualify for an access badge at Jefferson Lab.  This course is normally provided on the first day at the Laboratory, but may be completed from off-site at any time.  The course introduces newcomers to the ES&H culture of the Laboratory, the Integrated Safety Management System, and the most common hazards they may encounter.  
· “Annual Security Awareness” is required to be taken annually, normally in January, by all employees, users, and contract staff. 
· “Standards of Conduct” (includes the Conflict of Interest form) must be completed annually by all JSA employees.
	Subcontractors are required to have either: “ES&H Orientation for Construction Subcontractors” or “ES&H Orientation” (see the appropriate SOTR for more information).


4.3 Maintaining Currency
Required skills may be assigned an expiration date.  Prior to a skill’s expiration, the individual and the direct supervisor receive notification of pending expiration.  The following actions then occur:
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At a minimum Supervisor’s review the JTAs of individuals under their authority annually and at any time a work assignment is altered.  Jefferson Lab requires this in order to ensure all SRLs accurately reflect the skills required. 
5.0 Revision Summary 
Revision 2 – ##/##/## – Incorporated requirements and responsibilities from “ES&H Manual Chapter 3220 Communication of Hazards to Employees and Users.”

Revision 1 – 03/26/08 – Updated to reflect current laboratory operations.
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