340.02SA

07/12/07
Supplemental Instructions for Completing

 Form 340.02S, “Employee Job Function Evaluation”

For

SUBCONTRACTOR WORKERS

The following information is provided as supplemental instruction to assist management in the completion 340.02S forms.  These instructions provide additional information on certification, surveillance, and job requirements/function categories.

Subcontractor Submittal Instructions:
USE THE TAB KEY TO MANEUVER THROUGH THE FORM
1. Complete the form ensuring that the Job Title, Form Prepared By, Work Manager, Work Org, Work Location, Work Phone Number, and Mail Stop are completed.

2. Enter the name of the BEA Subcontract Field Representative/Construction Field Representative (SFR/CFR) or BEA Work Manager for Staff Augmentation as the “Work Mgr” in the appropriate field.

3. Complete the form appropriately for the job requirements of the contracted work scope.

4. If a surveillance is required, a contractor Industrial Hygienist or Company Manager must verify that the enrollment criteria is met.

5. Per 10 CFR 851, the employee’s POC is to supply “Current and Past Restrictions, Hazards and Exposures” to Occupational Medical Program (OMP) as appropriate enabling Medical to better perform their Medical Evaluation

6. Convert the completed form to PDF format and save using the following scheme: 

xxxxxx-yy-nnnnnn.pdf 

where xxxxxx is the Contract Requisition Number,

yy is the contract release number (if applicable), 

nnnnnn is the first four letters of the worker’s last name and first and middle initials, and
Examples: “500207-10-hebepr.pdf” or “509222-smitlm.pdf”

7. Email the form PDF file to SWO@inl.gov. 

8. The Subcontracted Work Office (SWO) will review or have the form reviewed for compliance with the requirements of the job and conditions of the job area.

9. If the 340.02S is NOT acceptable, the SWO will return the form to the submitting subcontractor for correction.

10. If the 340.02S is acceptable, the SWO coordinator will prioritize and send to the OMP office for scheduling.
Job Requirements/Function;  
An essential function is a core duty which the employee must be able to fulfill, with or without accommodation, required by the job position. These essential functions will be used during the interview to help describe the job so the applicant has a reasonable understanding of the job duties/expectations. During the interview, the applicant will be asked to confirm that s/he is able to perform the essential functions of this job with or without accommodation.
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Certification Exams;

DOT Driver -
individual who will:  

· Operate a commercial motor vehicle intrastate. 

· Transport non-hazardous waste intrastate.
· Operate a commercial vehicle that has a GVW rating of 26,001 lbs or more.

· Operate a commercial motor vehicle interstate.

· Transport interstate material  

· Transports hazardous material interstate or intrastate. 
For further information see RD-1001
Firefighter - individual with assigned duties and responsibilities within the Fire Department providing rescue, emergency duties, fire suppression, and related activities. NOT APPLICABLE TO BEA SUBCONTRACTORS
Fissile Material Handler – individual certified by management to manipulate or handle significant quantities of fissionable materials, or manipulate the controls of equipment used to produce, process, transfer, store, or package significant quantities of such material, (or any person who supervises these activities).
Hoisting and Rigging – individual who operates: cab operated, pulpit-operated, floor-operated and mobile cranes, operators of forklift, trucks and riggers.

Human Reliability Program (HRP) - individual who is a candidate for or certified in the HRP program as required by 10 CFR 712. NOT APPLICABLE TO BEA SUBCONTRACTORS
NDE Test Inspector, QA inspector – individual certified to perform nondestructive examinations: radiographic, magnetic particle, ultrasonic liquid penetrant, eddy current, gas leak, and any other special examination techniques of a nondestructive nature used in quality assurance.
Nonreactor Nuclear Facility Operator – individual who is responsible for performing operations associated with safety systems, operating support systems which could affect safety systems, or conducting activities with radioactive materials, or who supervises these activities.

Reactor Operator – individual who manipulates the controls or directs others to manipulate the controls of a nuclear reactor.

Respirator User – individual who will use respiratory protection equipment as part of their job function.

Security guard – an unarmed individual who is employed for, and charged with, the protection of classified matter or government property. NOT APPLICABLE TO BEA SUBCONTRACTORS
SPO II - ½ mile run required -  a Defensive Security Inspector authorized under 10 CFR 1046 to carry firearms and to make arrests without warrants and who is employed for, and charged with, the protection of classified matter, special nuclear material, or other government property, and who must meet a stringent physical fitness standard. NOT APPLICABLE TO BEA SUBCONTRACTORS
SPO II/III - 1 mile run required – an Offensive Security Inspector who, in addition to the Defensive Security Inspector functions, is assigned to “response force” duties, including pursuit and assault functions, and who must meet a more stringent physical fitness standard. NOT APPLICABLE TO BEA SUBCONTRACTORS
Testing Designated Position (TDP) – individual who holds a Testing Designated Position as specified in 10 CFR 707, requiring membership in a drug testing pool.  
Testing Designated Position Advanced Test Reactor (TDP/ATR) – individuals who are allowed unescorted access to the control area of ATR. NOT APPLICABLE TO BEA SUBCONTRACTORS
Surveillance Exams;

FOR BEA STAFF AUGMENTED WORKERS:  A CONTRACTOR REPRESENTATIVE MUST VALIDATE THAT THE ENROLLMENT CRITERIA HAS BEEN MET BEFORE THE EMPLOYEE IS ENTERED INTO A SURVEILLANCE PROGRAM.
Asbestos Worker (past or current) – individual that works with asbestos and 1) wears a negative respirator, or 2) has exposures greater than the PEL/TLV, or 3) is engaged in Class I, II, and III work a combined total of > 30 days per year. 
Note:  All individuals enrolled into asbestos medical surveillance remain in the surveillance for the duration of their employment at the INL for continued monitoring.

Asbestos (self identified exposure) – individual that is not a past or current “asbestos worker” whose work history shows the individual may have been exposed to airborne concentrations of asbestos at the INL.
Benzene – individual that works with benzene and  1) exposure are greater than the Action Level (AL) 30 days/yr, or 2) exposures are greater than the PEL/TLV 10 days/yr, or 3) have previous exposure to 10 ppm 30 days/yr prior to December 10, 1987.
Active Beryllium Worker – individual that is assigned to ongoing work activities where measurable exposures to airborne beryllium are present. 

Note:  Workers are moved to the “previously exposed beryllium worker” surveillance when the employee no longer performs beryllium work activities.

Previously Exposed Beryllium Worker – individual who was exposed or potentially exposed to beryllium while performing past work activities.
Note: Workers remain in the previously exposed beryllium worker program for the duration of their employment at the INL in order to receive continued monitoring.
Cadmium – individual that works with cadmium and 1) exposures are greater than the AL for > 30 days/yr, or 2) have previous exposures above the AL, and have more than 60 aggregated months of working with cadmium.
Carcinogens – individual who is 1) assigned to work with any of the following carcinogens; 2-Acetylamino fluorine, 4-Aminodiphenyl, Benzidine, Bis-chloromethyl Ether, 3,3 – Dichlorobenzidine, 4 – Dimethylaminoazo-Benzene, Ethylenimine, Methylchloromethyl Ether, ( - Napthylamine, ( - Napthylamine, 4 – Nitrobiphenyl, N – Nitrosodimethylamine, ( - Propiolactone,  or 2) is assigned to work in a regulated carcinogen control area, or 3) is assigned to work with a carcinogen, other than those identified above, where exposures are greater than the AL for > 30 days/yr.
Formaldehyde – individual who works with formaldehyde and 1) exposures are greater than the AL or STEL, or 2) the individual shows signs or symptoms of overexposure, or 3) individual has been exposed during an emergency.

Hazardous Waste Operator/HAZWOPER – individual working on a HazWoper Site that 1) is exposed to levels greater than the PEL/TLVs for > 30 days/yr, or 2) wears a respirator for > 30 days/yr, or 3) was injured on site, or became ill, or shows signs/symptoms due to possible overexposure, or  4) is a member of a HazMat (Incident Response) team.
Hexavalent Chromium (Cr VI) – individual who works with Cr VI and is 1) exposed to Cr VI above the Al for > 30 days/yr, or 2) is experiencing signs or show symptoms of the adverse health effects associated with Cr VI exposure, or 3) is exposed to Cr VI in an emergency. 

Laser Operator – individual who works with Class 3b or Class 4 lasers.

Lead – individual who works with lead and is exposed above the AL for > 30 days/yr.  
Lead - Baseline Draw - individuals who may be exposed to lead above the AL for one or more days require a baseline blood draw.  This blood draw does not constitute enrollment into the lead medical surveillance program and should not be initiated by selecting “lead” on the 340.02S form.  Individuals requiring baseline blood lead draws should be coordinated through direct contact with the Occupational Medicine Program.   
Noise – individual who is exposed to noise at levels > 85 dBA (as an 8-hour TWA).
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