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STANDARD OPERATING PROCEDURE

FOR

PREPARING JHA/SOP’S





1.	Purpose:



Procedure for developing and writing a SOP.



THE USE OF THIS PROCEDURE IS MANDATORY



Background:



In order to provide a unified system for developing and writing a SOP, the following procedure shall be used.



3.	References:



a.	PWC Occupational Safety and Health Program Manual, PWCNORVAINST 5100.33E.



4.	Tools and PPE:



a.	PWC SOP Outline Document (Microsoft Word 6.0 format).SOPFORM.DOC.



5.	Procedure:



a.	Review mishap/injury reports. Determine procedures that are used by your code/work center which appear to have a potential hazard within and outside of your code/work center.



b.	Search the PWC SOP database for existing SOP’s that may apply to the new task to avoid duplications.  Review any SOP that could be adopted for this application and submit task specific revisions the Responsible Code for incorporating into the next release of the SOP.  The revised SOP once issued shall be use for new task.  If no SOP exists that can be applied to the new procedure, a SOP shall be developed.



c.	Conduct a job hazard analysis.  Break down complex procedures into simple tasks and perform a job hazard analysis on each task (limit number of steps to less than 15 steps).



d.	Use form PWCNORVA 5100/28 included in the PWC SOP Outline Document to write up the job hazard analysis.



Prepare a SOP from the basic steps and recommended procedures from the job hazard analysis as follows:





	Sheet  1  Cover Sheet:  The cover sheet shall be completed by editing Outline Document as follows:



TITLE:  Name of the SOP/JHA.



Example:  Industrial Asbestos Inspection



(2)	PROCEDURE NUMBER:  The three digit Code number of the cognizant supervisor plus a Trade/ Discipline designator, and serial number.



	EXAMPLE: 400EV.003	400	=	Code 400 (ENGINEERING)

		EV	=	System designator as listed below

		.003	=	Series Number



	The Code number shall be as follows: 



000�COMMAND�600�UTILITIES��300�FACILITY MANAGMENT�700�TRANSPORTATION��400�ENGINEERING�800�MATERIAL��500�MAINTENANCE�900�ENVIRONMENTAL��



	The Trade/Discipline designator shall be as follows: 



A�Architectural�M�Mechanical/HVAC��AC�Air Conditioning/Refrigeration�MAT�Material Handling��AD�Administrative�MOB�Mobile Facilities��AL�Alarm Systems�P�Pavement��B�Boiler and Unfired Pressure Vessel�PL�Plumbing/Piping��BF�Cross Connection Control & Backflow Devices�PW�Piers and Wharves��C�Civil�R�Roofing��COM�Communication Systems�S�Structural��E�Electrical, General�SS�Sewer Systems��EH�Electrical, above 600 Volts�ST�Storage Tanks��EL�Electrical, below 600 Volts�STM�Steam��EQH�Equipment, Heavy Duty�T�Tools��EV�Environmental�TEL�Telephone��FP�Fire Protection�V�Elevator & Vertical Transportation Equipment��FS�Floating Structures�VH�Vehicles, Heavy Duty��G�General�VL�Vehicles, Light Duty/Passenger��H�Hydrographic�W�Weight Handling Equip., Cranes, and Lifts��HAZ�Hazardous Material�WTR�Water Systems��



(3)	PREPARER:  Signature of the preparer of the SOP.



(4)	APPROVED:  Signature of Division Director.



(5)	SAFETY PROFESSIONAL: Signature of the appropriate OSH representative.



(6)	DEPARTMENT HEAD: Signature of the Department Head/Regional Manager for the system/service involved.



(7)	CO/XO/GROUP HEAD: Signature of the Commanding Officer or designated representative.



(8)	LAST REVISION:  The revision block shall remain blank at the initial issue.  Subsequent revisions shall include the first printing date of the final draft for the most recent revision.  Anytime a SOP is revised, it shall have a NEW cover sheet and requires signature by all parties involved.





	Sheet  2  SOP Body:  The body of the SOP shall be completed by editing the Outline Document as follows:



(1)	Edit the body of the SOP with the information as outlined in each section in the Outline Document.



(2)	Prepare a SOP from the basic steps and recommended procedures from the job hazard analysis.





	Sheet  3  JOB SAFETY ANALYSIS:  The job safety analysis shall be completed as follows:



(1)	The JOB SAFETY ANALYSIS form PWCNORVA 5100/28 shall be used to make a Job Hazard Analysis (JHA) of any task to be performed.  THIS FORM SHALL BE COMPLETED BEFORE THE SOP IS WRITTEN.



(2)	Determine procedures that are used by your code/work center which appear to have a potential hazard within and outside of your code/work center.



(3)	Conduct a job hazard analysis.  Break down complex procedures into simple tasks and perform a job hazard analysis on each task (limit number of steps to less than 15 steps).





	Sheet  4  PWCNORVA SOP DATABASE ENTRY FORM:  This form shall be completed for inputting new SOP’s into PWC’s SOP database.



(1)	Fill out the form as per the fields indicated on the form.  This form shall be removed from the final draft of any SOP prior to submitting the SOP for approval.



(2)	Upon final approval and release of the SOP for use, submit the completed form and a photocopy of the SOP cover sheet with all signatures to Code 09A.  NO SOP WILL BE PUT ON THE DATABASE WITHOUT A COPY OF THE AUTHORIZATION SIGNATURES ON FILE.



(3)	Submit an electronic copy of the SOP to Code 09A for entering into the database.  The electronic copy shall include the typed names and dates of the authorization signatures on the cover sheet and the DATABASE ENTRY FORM shall be deleted.  Submit the file on 3 ½” floppy or e-mail as an attachment.





	Numbering of pages:



(1)	The pages of the SOP shall be numbered starting with the SOP body page.  This shall be page number 2 of  x, the following page shall be page 3 of x, etc. where x is the total number of pages including the cover sheet but not the DATABASE ENTRY form.



(2)	Each page (Except cover sheet) shall have the SOP number in the upper right hand margin.





	Approval and Issuing SOP’s:



NOTE: THE ORIGINAL COVER SHEET SHALL BE RETAINED WITH ALL SIGNATURES DURING THE ENTIRE APPROVAL PROCESS (DO NOT REPRINT AFTER CORRECTIONS)



(1)	Prior to printing a final draft for submission, delete the DATABASE ENTRY form and all sheets that follow the JHA form.  Upon completion of the SOP, the person who prepared the SOP shall sign and date the cover sheet under “PREPARER:” and submit it to their immediate supervisor for review.



(2)	The supervisor shall indicate any changes required, if necessary, and return to the preparer for correction.  After corrections, if any, are made the supervisor shall sign and date the cover sheet under “APPROVED:”.  The approved SOP shall be submitted to the Code Safety Coordinator.



(3)	The Safety Coordinator shall review the SOP for compliance with safety regulations.  If no corrections are required for safety compliance, the Safety Coordinator shall submit the SOP to Code 09A for review.



(4)	If Code 09A has no corrections, the Safety Representative for the Code shall sign and date the cover sheet under “SAFETY PROFESSIONAL:” and return the SOP to the Safety Coordinator.



(5)	The Safety Coordinator shall submit the completed SOP to Department Head/Regional Manager for review.  Upon review, if no changes are required, the Department Head/Regional Manager shall sign and date the cover sheet under “DEPARTMENT HEAD:”.



(6)	For command level SOPs, the Department Head shall be responsible for submitting the completed SOP to Command Office for review.  Upon review, if no changes are required, the Commanding Officer or designated representative shall sign and date the cover sheet under “CO/XO/GROUP HEAD:” and return to the Department Head for distribution.





	Revisions:



(1)	If the SOP requires modifications at some future date, the recommended changes should be submitted to the preparer for updating the SOP.  The preparer should review the proposed changes with their immediate supervisor and the Code Safety Coordinator before proceeding with any corrections.



(2)	Revised SOP’s shall follow the approval procedure as outlined above.



(3)	If the original preparer is no longer available to make the updates to the SOP, the supervisor or Responsible Code shall reassign this task as needed.



The text shall be marked in the left hand margin beside the affected area to show the changes made in this revision.  The PWC SOP Outline Document has been set up to automatically mark revisions as the document is edited.  All new SOP’s shall have the revision marks cleared before printing the final draft (see instructions below).  The first revision of a SOP shall retain all revision marks generated during the editing of the SOP.  Also subsequent revisions shall have the existing revision marks cleared before editing begins and the new marks generated during editing shall be retained for the next release.



CLEARING REVISION MARKS IN MICROSOFT WORD 6.0:  Click on “Tools” on the menu bar, then click on “Revisions…”.  In the Revision dialog box click on “Accept All”.  Click on “Yes” when asked “Do you want to accept all revisions in XXXXXXXX.DOC?”.  Click ”OK” to close the revision dialog box.



CLEARING REVISION MARKS IN MICROSOFT WORD 97: :  Click on “Tools” on the menu bar, then highlight “Track Changes”, and then click on “Accept or Reject Changes…”.  In the Accept or Reject Changes dialog box click on “Accept All”.  Click on “Yes” when asked “Do you want to accept all remaining changes without reviewing them?”.  Click ”Close” to close the Accept or Reject Changes dialog box. 





6.	Training, Certifications, Calibrations and Record Keeping;



a.	All employees tasked to develop a JHA/SOP shall be trained in this SOP and shall be provided with a copy of the PWC SOP Outline Document.



b.	The Code  Safety Coordinator shall be available to assist anyone who is tasked with preparing a SOP.



c.	Each Code shall retain the original hard copy of each SOP for which the work center has been designated as the “Responsible Code” and shall make copies of same available upon request.
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PWCNORVA SOP DATABASE ENTRY FORM



JHA/SOP Number (20 Characters Max.):	000AD.001	





JHA/SOP Title (100 Characters Max.):

		PREPARING JHA/SOP’S	

			



Responsible Code (15 Characters Max.):	09A	





Trade/Discipline for this JHA/SOP (50 Characters Max.):

		General	





Work Type (50 Characters Max.):

		Safety	





First Issue Date (10 Characters Max.):	02/17/1998	





Last Revision Date (10 Characters Max.):	00/00/0000	





Preview JHA/SOP (JHA/SOP’s DOS file name, as a MS Word document):

		000AD001.DOC	





Summary of JHA/SOP (255 Characters Max.):

		Procedure for developing and writing a SOP	
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