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1.0 PURPOSE AND SCOPE


(7.1.1, 7.1.3)

This procedure outlines work hour limit requirements and responsibilities for controlling employee fatigue when working extended work hours (overtime) and assigning employees to work alone.  This procedure addresses potential hazards that arise outside the scope of normal work planning and therefore supplements the job hazard analysis process (TFC‑ESHQ‑S_SAF‑C-02).  This procedure implements Administrative Control (AC) 5.6, “Organization,” from HNF-IP-1266.
This procedure applies to the employees of the Tank Farm Contractor (TFC) and its subcontractors.  This procedure does not apply to emergency response activities.  Time recording practices (TFC-BSM-AC-C-01) and overtime compensation requirements (HNF-IP-0842, Volume 14, Section 3.3 and TFC-BSM-HR_AT-C-04) are not covered by this procedure.  (7.1.4)
2.0 IMPLEMENTATION

The procedure is effective on the date shown in the header.

3.0 RESPONSIBILITIES


Responsibilities are contained within Section 4.0.

4.0 PROCEDURE

4.1 Extended Work Hours (Overtime)


(7.1.1, 7.1.3)
	Any Employee
	1.
	Do not work beyond the limits listed below unless a specific exemption is approved in accordance with this procedure.   (7.1.1, 7.1.3)
· Do not work continuously for more than eighteen hours in any 24‑hour period.

· Do not work more than a total of 26 hours in any 48-hour period.

· Do not work more than 72 hours in any seven-day period.

· Do not work more than fourteen days consecutively without at least two consecutive days of rest before the next work day.

NOTE:  Travel time and time taken for non-working lunch breaks should be excluded when calculating hours worked.



	Commercial Motor Vehicle Drivers
	2.
	Do not work beyond the limits listed below.   (7.1.2)  There are no exemptions to these limits.

· More than ten hours, following eight consecutive hours off duty; or for any period after having been on duty fifteen hours, following eight consecutive hours off duty.

· For any period after having been on duty 60 hours in any seven consecutive days (applies to commercial vehicles which do not operate every day of the week); or for any period after having been on duty 70 hours in any eight consecutive days (applies to commercial vehicles which operate every day of the week).


	Line Manager of the affected employee(s)
	3.
	Schedule employee(s) to work extended work hours within the constraints of steps 1 and 2 and based on the following priority:

· Working extra hours on a scheduled day off
· A two- to four-hour extension of work on a scheduled work day
· Six-hour extension of work on a scheduled work day
· Eight-hour extension on a scheduled workday (exception: 12‑hour shift workers).



	Employee
	4.
	When scheduled or directed to work extended hours:

a. Confirm that working the extended hours will not exceed any of the limits identified in step 1.
b. If the limits will be exceeded, inform the line manager before working the extended hours.
NOTE:  If working a shift, refer to Table 1 for guidance on ensuring your shift does not exceed the working hour limits.


	Line Manager of the Affected Employee(s)
	5.
	If scheduling employee(s) to work extended work hours exceeds the constraints of step 1, consider the following factors before requesting an exemption:

· Could the employee create a risk to themselves or others as a result of fatigue?

· Can the added workload be shared with other qualified employees within the same classification to reduce the burden on an individual employee?


	
	
	· Is it vital that work be performed on overtime?  (That is, will there be an adverse affect on safety, health, or the environment if employees working for extended periods do not continue the task).

NOTE:  This list is not all-inclusive and should be used as a guide to the factors to be considered when deciding to extend employee work hours.


	
	6.
	If requesting an exemption, document the request:

a. Describe the circumstances requiring exemption(s) to the work hour restrictions.

b. Summarize the work scope complexity and related hazards.

c. Identify specific control measures to be enacted to reduce or mitigate the fatigue hazard both during the work activity and ensuring safe travel home.

NOTE:  E‑mail documentation is acceptable.  No exemption shall be requested or granted greater than 10% above the applicable limit.  See Table 1 for maximum extension limits.



	
	7.
	Route the request for approval to the director of the organization to which the affected employee belongs.



	Director of the Affected Employee(s)


	8.
	Review the exemption request:

a. If the request is rejected, inform the requester.

b. If the request is granted, document the approval.

NOTE:  E-mail documentation is acceptable.  Director-level management may not grant extensions beyond 10% of the applicable limit. See Table 1 for maximum extension limits.



	Line Manager
	9.
	Communicate the fatigue hazards and controls (from step 5.c) to the employee(s) prior to commencing work.


4.2 Working Alone

(7.1.1, 7.1.3)

	Line Manager
	1.
	Analyze each work assignment and evaluate the hazards to decide whether it requires the presence of two or more employees to ensure worker safety.

NOTE:  It is impossible to provide a list of all jobs that may warrant the assignment of more than one employee to ensure worker safety.  
The following activities represent examples of typical two or more person assignments:

· Working within a permit-required confined space ( TFC‑ESHQ‑S_IH‑C‑04).

· Applying a safety monitor system (“spotter”) for fall protection (TFC-ESHQ-S_IS-C-04).



	
	
	· Performing hot work outside of a designated shop area (HNF‑IP‑0842, Volume 9, Section 5.8).
· Working in atmospheres requiring the use of a supplied breathing air system ( TFC-ESHQ-S_IH-C-05).
· Work involving heavy machinery or equipment operations at isolated locations (hoisting or lowering heavy loads on cable tool drilling rigs;  TFC‑ESHQ-S_IH-C-05).
· Working with toxic, hazardous, or high-pressure chemicals (HNF‑IP‑0842, Volume 9, Section 4.38).


	
	2.
	If clarification or guidance is needed for the analysis, consult with the appropriate Safety and Health Support organization.



	
	3.
	If the analysis determines the risks inherent in the work do NOT require assigning two or more people to ensure worker safety, perform the following before work begins:

a. Establish the means of communication with the employee.


NOTE:  Communications media may include radio, telephone, cellular phone, or face-to-face (scheduled check-ins).

b. Establish the specific frequency of communication with the employee.

c. Determine actions to take if the employee does not respond to communication attempts.



	
	4.
	Contact the employee at the frequency established to verify his/her well‑being.


5.0 DEFINITIONS

No terms or phrases unique to this procedure are used.

6.0 RECORDS

The following records are generated during the performance of this procedure:
· Exemption request and approval.
The requesting director is responsible for record retention and retirement in accordance with TFC‑BSM-IRM_DC-C-02.
7.0 SOURCES

7.1 Requirements

1. Occupational Safety and Health Act of 1970, OSHA Section 5(a)(1).  (Contract)

2. 49 CFR Part 395.3, U.S. Department of Transportation, Federal Motor Carrier Safety Regulations, “Hours of Service of Drivers – Maximum Driving and On Duty Time.” (Contract)

3. DOE O 440.1A, “Worker Protection Management for DOE Federal and Contractor Employees,” Attachment 2, Section 1. (Contract)

4. HNF-IP-1266, “Tank Farm Operations Administrative Controls.”

7.2 References

1. HNF-IP-0842, RPP Administration.

· 
· 
· Volume 9, Section 4.38, “Storing and Handling Chemicals.”

· Volume 9, Section 5.8, “Controlling Hotwork.”
· 
· Volume 14, Section 3.3, “Salaried Non-Exempt Overtime and Shift Differential.”

2. TFC-BSM-AC-C-01, “Time Keeping.”
3. TFC-BSM-HR_AT-C-03, “Personal Time Bank and Other Absences.”

4. TFC-BSM-HR_AT-C-04, “Exempt Overtime and Shift Differential.”
5. TFC-BSM-IRM_DC-C-02, “Records Management.”

6. TFC-ESHQ-S_IH-C-04, “Confined Space.”

7. TFC-ESHQ-S_IH-C-05, “Respiratory Protection.”

8. TFC-ESHQ-S_IS-C-04, “Fall Protection.”
9. TFC-ESHQ-S_IS-C-05, “Hoisting and Rigging.”
10. TFC-ESHQ-S_SAF-C-02, “Job Safety Analysis.”
11. HNF-SD-WM-TSR-006, “Tank Farms Technical Safety Requirements.”
Figure 1.  Extended Working Hours.
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Figure 2.  Working Alone.
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Table 1.  Guide for Rolling 7-Day Schedule 12 Hour Shifts.
Maximum Overtime Allowed

Rules:
1) No more than 18 hours (19.8 with exemption) in 24 hours


2) No more than 26 hours (28.6 with exemption) in 48 hours


3) No more than 72 hours (79.2 with exemption) in rolling 7-day period

	Work day in 7 day rolling schedule
	1
	2
	3
	4
	5
	6
	7

	Maximum time allowed

(any shift worked)
	19.8 
	8.8
	19.8
	8.8
	19.8
	8.8
	0


To answer a question about any other combination of allowed overtime, please contact your safety professional who will assist you with the calculation.
Table 2.  Maximum Extension Limits.

	Work period
	Any 24 hour period
	Any 48 hour period
	Any 7 day period
	14 consecutive days

	Normal limit
	18 hours
	26 hours
	72 hours
	14 days requires 2 days rest prior to next work day

	Director approval
	19.8 hours
	28.6 hours
	79.2 hours
	15.1 days requires 2 days rest prior to next work day
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