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                                Lawrence Berkeley National Laboratory

Employee Institutional Requirements

(Effective 10/01/07)


	Name:
	
	Division/Dept:
	

	Job Title:
	
	Job Code:
	

	Supervisor:
	
	
	


Consistent with the business, research, and ethical practices of Lawrence Berkeley National Laboratory (LBNL), employees are expected to understand and comply with institutional requirements established at the LBNL.  Compliance is evaluated as part of the annual Performance Review and Development (PRD) process.  Any questions regarding these standards should be addressed with your supervisor.  The institutional requirements are as follows:

Environmental, Health, and Safety (EH&S)

Employees must perform work in a manner that protects the health and safety of yourself, your fellow employees, and the public, and preserves the quality of the environment by following your Division Integrated Safety Management (ISM) Plan.   Every employee should be able to cite at least one positive action completed in the past year to improve safety, protect the environment or prevent an accident or injury at LBNL.  Additionally, you are expected to:

· Have a current Job Hazards Questionnaire (or equivalent) on file

· Complete required training

· Work safely to prevent accidents at all times

· Adhere to the Lab’s “Stop Work” Authority at http://www.lbl.gov/ehs/pub3000/CH01.html#_Toc407015329
Additional EH&S Expectations for Managers, Supervisors and Mentors of Students:

Managers, Supervisors and Mentors of Students are accountable for creating a safe workplace and for working diligently to reduce accidents by the employees and students you supervise.  You are to model safe behavior and provide leadership in EH&S by:

· Completing courses applicable to your role as a safety line manager, including:

· EHS0020  ES&H for supervisors-non science Div.

· EHS0022 Ergonomics for Supervisors  

· EHS0026 ES&H for Supervisors, Managers, & Pl’s-Science Div.

· EHS0027  Effective safety walk-around training

· Ensuring that your staff and students actively incorporate safety into their work.

· Inspecting work areas and activities on a regular basis, relating safety concerns to staff, and implementing corrections.  Major findings and corrective actions must be entered in CATS.

· Routinely discussing hazards of the work and means of controlling those hazards.

· Gathering information to insure that the controls are being followed.  

· Eliciting suggestions from staff for improving safety in the work environment.

Diversity

Employees at all levels of the organization are expected to work effectively within our diverse culture by promoting and supporting an environment in which all employees are valued, respected, and included. Managers and Supervisors have the additional responsibility to enhance this development by modeling and fostering this commitment among all team members and staff.

Property

Employees at all levels are accountable for all government property assigned to and accepted by them for official Laboratory use. Each employee must acknowledge acceptance of this accountability by signing an accountability statement which is attached to the listing of the property assigned to the employee. Employees must exercise the same degree of care that a reasonably prudent person would use to protect their private property from loss, damage, misuse, and misappropriation. Employees must be able to locate all property assigned to them upon request.

	Employee Signature

	Date


Note: Your signature indicates that you have read, understand, and will comply with these Institutional requirements.
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