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	Overview
	The SRCSD utilizes an Access Request (AR) to document communications for the safe and efficient performance of contracted tasks.  The AR process requires that the contractor, prior to initiating work, provide a written description of the type and location of work, description of the work, anticipated hazards and hazard mitigation measures.  Designated representatives of the SRCSD review AR submittals and identify and communicate any additional site specific requirements to the contractor before allowing contracted activities to occur.

	
	

	
	

	Purpose of Procedure
	This Plant Procedure establishes guidelines for using Access Requests (AR) for contractor activities that could impact plant functions. 

	
	

	
	

	Types of Work Requiring an Access Request


	An Access Request is required when contractor activities involve/may involve:

· Hot work (e.g. welding, grinding, cutting)

· Transport and/or use of  machinery or equipment weighing 40,000 lbs. or more
· Mobilization/demobilization

· Tie-ins, shutdowns, or interruption of any system, process or utility
· Restricting the movement of District personnel or vehicles (e.g. roadways, walkways, doorways, etc.)

· Dewatering of any structure, tank, vessel, or piping
· Earthwork (e.g. excavation, trenching, grubbing etc.)

· Modification or demolition of any facility/structure
· Confined space entry
· Testing of equipment, piping or process
This list is not all inclusive and District representatives should confirm with the SRCSD Safety Office when unsure if a proposed contracted task requires an AR.  Most work by a contractor in the Process Area will require an AR.

	
	

	
	

	Exceptions to AR Process
	These guidelines are not applicable to:

· Work completed by the plant teams with plant staff.
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	Exceptions to AR Process, cont’d
	· Routine service contract work. (e.g. fire protection system maintenance, air compressor maintenance, boiler testing, etc.
· Emergency work – work which if not done in an expedient manner
            will result in a substantial probability of:
-Employee or public exposure to serious unhealthful and/or unsafe conditions; or

- Significant property damage; or

- Significant violation of plant discharge requirements.

	
	

	
	

	Types and Location of Access Request Forms
	There are two types of AR forms - one for Capital Improvement Projects (CIP) and one for Non-Capital Improvement Projects.  The AR forms for each type are located on the SRCSD Safety Website under “Forms”.

	
	

	
	

	Steps Required for Processing  of CIP Access Requests
	This table describes the steps required to process CIP Access Requests.

	
	
	
	
	

	
	
	Step
	Who Does It
	What Happens

	
	
	1. 
	RE
	Provides AR forms to contractor.

	
	
	2. 
	Contractor
	Completes parts 1 & 2, signs and returns the AR to the RE.

	
	
	3. 
	RE
	Makes appropriate comments, signs, and forwards AR to Operations Support.

	
	
	4. 
	Ops Support
	Coordinates reviews with Safety, Operations, and applicable Process Teams.

Note:  Safety shall notify the RMP/PSM Manager of any AR task impacting the Chlorine/Sulfur Dioxide or Digester Gas Systems.

	
	
	5. 
	Ops Support
	Returns the approved AR to RE.

	
	
	6. 
	RE
	Records the date of receipt of the approved AR and returns a copy of the AR to the contractor.

	
	
	7. 
	Contractor
	Reviews comments and, if necessary, seeks clarification and resolution of any additional requirements prior to initiating work.

	
	
	8. 
	RE 
	Files a copy of the completed AR with contract documents.

	
	
	9. 
	Contractor
	Initiates work.

	
	


	
	

	Steps Required for Processing Non-CIP Access Requests
	This table describes the steps required to process Non-CIP Access Requests.

	
	
	
	
	

	
	
	Step
	Who Does It
	What Happens

	
	
	1. 
	District Rep.
	Provides AR form to Contractor.

	
	
	2. 
	Contractor
	Completes parts 1 & 2, signs on page 2, and returns the AR to the District Representative.

	
	
	3. 
	District Rep.
	Coordinates reviews with Safety, Shift Operations and applicable Process Teams.  Approves AR with appropriate comments.
Note:  Safety shall notify the RMP/PSM Manager of any AR task impacting the Chlorine/Sulfur Dioxide or Digester Gas Systems.

	
	
	4. 
	District Rep.
	Forwards approved AR to Contractor.

	
	
	5. 
	Contractor
	Reviews comments and either signs page 3, acknowledging compliance with additional requirements, or seeks clarification and resolution prior to signing.

	
	
	6. 
	Contractor
	Returns signed copy of AR to District Rep.

	
	
	7. 
	District Rep.
	Provides copies of AR to Shift Operations Manager, affected Process Team leaders and Operations Support prior to the start of work.
Retains AR until completion of project and then files in Engineering Section files.

	
	
	8. 
	Contractor
	Initiates work.

	
	
	
	
	

	
	

	Time Required for Processing an Access Request
	Generally, the contract specifications allow 14 days for review and processing of the properly completed AR; however, efforts should be made to complete AR processing sooner than the allowable duration to expedite implementation of the work.

	
	

	
	

	Implementation and Coordination of Work Activities Covered by AR’s
	Work shall not start without an approved AR

· The assigned Operations Support staff person is responsible for coordinating work implementation for CIP Projects. 

· The Project Manager (or District Representative) or his/her designee is responsible for coordinating all Non-CIP work.

	
	

	
	

	Questions
	Questions regarding this procedure should be directed to the SRCSD Safety Office.
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