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1.0 INTRODUCTION
1.1 Purpose

This procedure describes the process for utilizing the web automated employee job task analysis
(EJTA) to establish employee medical qualifications and monitoring based on the job
requirements, hazards, exposures, and overall risk associated with the assigned work scope.

The EJTA is a type of questionnaire that documents who an employee is, what they do, and
where they perform their job. This includes the types and estimated levels of potential exposures
to physical, chemical, ergonomic, and biological hazards that they are likely to encounter in their
work over the coming year. In the EJTA system, the analysis includes automatic program
recommendations based on questionnaire answers. Results of an EJTA are used to schedule
medical exams, return to work, fitness for duty, and applicable work restrictions. The EJTA
satisfies requirements of the Americans with Disabilities Act and the U.S. Department of Energy
(DOE) Worker Protection Requirements, Title 10 Code of Federal Regulations (CFR), Part 851.

This is an Integrated Safety Management System (ISMS) implementing document.
1.2 Scope

This procedure applies to Central Plateau Cleanup Company (CPCCo) employees and
subcontractor work activities performed under the CPCCo contract.

This procedure does not apply to vendors or the Occupational Medical Service Provider (OMSP).
Vendors are defined as contractors that provide only “commercial items” as defined under the
Federal Acquisition Regulations (FAR) and are not exposed to hazards on the Hanford Site
(e.g., radiological, beryllium, hazardous waste) while providing their service.

The EJTA does not document historical exposures or represent potential exposures in case of

an accident, incident, or abnormal event. It is not an exhaustive list of all chemical or physical
exposures that may be encountered. Workers may document past exposures on the

1.3 Applicability

This procedure is applicable to CPCCo employees and subcontractors who perform work on site.
An employee does not report to the work site without a current active EJTA in place. The process
for completion of subcontractor EJTAs is contained in Appendix A.

1.4 Implementation
This procedure is effective upon publication.
2.0 RESPONSIBILITIES

Responsibilities associated with this procedure are identified in the process steps.
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3.0 PROCESS
3.1 Development and Revision of EJTA

Actionee Step Action
NOTE: e Access to the automated EJTA can be obtained by contacting the CPCCo
Employee Job Task Analysis Technical Authority or

e Process for subcontractor EJTAs is in Appendix A.

Managers or 1. COMPLETE initial EJTA upon hire for each employee in
delegate accordance with the EJTA instructions that are part of the
automated system or can be accessed at.

e Quick start and user guide available at bottom of EJTA
homepage.

a. PLACE the EJTA into Ready status.

2. REVISE EJTA when employees’ essential job functions, physical
job requirements, or the needed medical qualifications are
altered as a result of job transfer or fundamental change in job
requirements or hazards encountered.

3. UPDATE the employees' EJTAs annually.

¢ So that occupational surveillance examinations can be
scheduled/performed and medical clearances do not expire.

o EJTAs expire 365 days from the date last sent to Medical.
When EJTAs are updated, the annual period will reset to the
last date sent to Medical.

4. ENSURE a Safety and Health (S&H) Professional has reviewed
and concurred with the preparation of the EJTA.

o ACTIVATE the EJTA.

S&H 5. PROVIDE input regarding the potential exposure hazards (PEH)
Professional section of the EJTA.

e During this review, applicable exposure information is
reviewed to evaluate exposure levels using a graded
approach.

¢ Information to be considered includes previous EJTAs,
baseline hazard assessments, previous monitoring data, and
representative monitoring data.

Manager 6. PROVIDE employees the opportunity to discuss the EJTA with
the S&H Professional.
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Actionee Step Action
Employee 7. REVIEW EJTA

AND DISCUSS concerns with Manager and/or S&H Professional.

Manager 8. INCORPORATE appropriate employee and S&H Professional
input into the EJTA.

9. IF employee disagrees with the EJTA,
THEN FACILITATE a resolution meeting with the employee and
S&H Professional.

10. NOTIFY AND INCLUDE the HAMTC Health Advocate and the
HAMTC Safety Representative (or equivalent union
representative) in the resolution meeting for bargaining unit/
building trade employees.

11. FOLLOW the electronic workflow process described in the online
help system.

12. OFFER a copy of the EJTA to the employee.

13. INACTIVATE the EJTA when employee separates from the
company or is on disability.

3.2 After Completion of EJTA

Actionee Step Action
Manager 1. ENSURE employee reports for medical qualification and
monitoring examinations as scheduled by the OMSP.

2. VERIFY medical qualifications and training before authorizing the
employee to work.

S&H 3. ASSIST managers and OMSP in interpreting EJTA information to

Professional determine employee placement in medical qualification
examinations and medical monitoring programs, and the need for
additional workplace hazard controls.

Human 4. DETERMINE the necessary accommodations or actions if the
Resources OMSP determines an employee is not capable of performing the
Department specified essential job functions and physical job requirements.
POC

5. COMMUNICATE recommended accommodations/actions to
manager and employee.
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4.0 FORMS
None

5.0 RECORD IDENTIFICATION

All records are generated, processed, and maintained in accordance with
CPCC-PRO-IRM-10588, Records Management Processes.

Records Capture Table

Name of Record Submittal Responsibility Retention Responsibility

Employee Job Task Analysis Responsible Manager IRM Service Provider
(EJTA)

6.0 SOURCES

6.1 Requirements

10 CFR 851, Worker Safety and Health Program
6.2 References

CPCC-PRO-IRM-10588, Records Management Processes
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Appendix A - Employee Job Task Analysis for Contractors

Subcontractors’ employees who do not have HLAN access or ability to interact with the EJTA
automated system will initiate the EJTA through the BTR as described in this appendix.

Request the Contractor company complete the Site OMSP’s New Hire Scheduling Form and
submit to OMSP for each worker the contractor proposes to work on site and who has not
previously supported CPCCo. The OMSP forms are available through the CPCCo Safety
Reference Documents external webpage at the following link:

The subcontractor will work with the BTR and the responsible project safety and health
professional to perform a preliminary hazards assessment to identify anticipated
chemical/physical hazardous exposure(s) likely to be encountered during performance of the
subcontracted work.

The safety and health professional or EJTA preparer will prepare an initial EJTA in the
automated system and will forward to the BTR.

o If the subcontractor employee has HLAN access, the BTR signs as the manager in the
electronic system and the EJTA will be routed through the electronic system to the employee
and Safety Representative.

o If the subcontractor employee does not have HLAN access the BTR will print a hard copy,
sign as the manager and provide the hard copy to the subcontractor employee for signature.
The EJTA Preparer or Health and Safety Professional will Agree in the electronic system
once the employee’s review and signature on the hard copy has been received. The Safety
and Health Professional will sign on the hard copy and will need to activate the EJTA to the
Site OMSP. The hard copy of the EJTA will need to be scanned and sent into *Records.

The Site OMSP Scheduler processes the EJTA, schedules the exam, and contacts the
subcontractor with the medical surveillance appointment date and time. If the subcontractor did
not need to submit a New Hire Form, the subcontractor will contact the Site OMSP once the
EJTA has been submitted to schedule the exam. The subcontractor ensures that workers report
for medical qualification and monitoring examinations as scheduled by the OMSP.

The remaining expectations of the EJTA process in this procedure will be completed with the
BTR or an assigned manager fulfilling the role of the EJTA manager. These expectations
include:

¢ Revise the EJTA when employee functions or medical surveillance requirements change,
including transfer with in CPCCo to a different work scope or work site.

e Review/Update the EJTA annually.

e Involve and gain agreement from the employee and the responsible safety and health
professional. Utilize the resolution process if there is disagreement.

o Hardcopy with employee’s signatures are kept and uploaded to Integrated Document
Management System (IDMS) through *Records.

¢ Inactivate the EJTA when the subcontractor is no longer supporting CPCCo work scope.
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