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OBJECTIVE

UPON COMPLETION OF THE TRAINING AS SPECIFIED IN THIS MANUAL, THE TRAINEE

WILL HAVE THE KNOWLEDGE, SKILLS AND ABILITIES NECESSARY TO PERFORM AS A

PROFESSIONAL OPERATOR IN PLANT B.
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PREFACE

PPG - Lake Charles utilizes on-the-job training for operators. This
training manual is proviéed for use in conjunction with the on-the-job
program. The content of the manual was compiled with cooperation- and
assistance from operators and unit supervisors. It is intended to be
used as a guide in learning the general skills associated with the job.
’

The training technique used in the manual is a step=by-step building
block approach. The building blocks are training modules which contain
the tasks that must be learned to perform the job safely and effi-
ciently. Although the modules are arranged in logical sequence for

learning, the order may be changed depending on operating conditions.

Each module contains a learning exercise in the following form:

OBJECTIVE ~ A statement outlining the intended results of the module.

RATIONALE - An introductory section explaining why you need to learn

each task and how the task applies to the job.

LEARNING ACTIVITIES - Exercises that tell what to do in order to learn

that part of the job. They include information that must be read and

learmned.
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PROGRESS CHECK - An informal examination designed to aid you and the

on-the-job trainer or supervisor in determining your progress in learn-

ing the individual facets of the job.

TASK DETAILING - A reference list of the subtasks necessary to perform

the tasks in the module,

YOUR ON-THE-JOB TRAINER, LEAD OPERATOR AND SUPERVISOR WILL ASSIST YOU
DURING YOUR TRAINING PERIOD. HOWEVER, YOU ARE THE PERSON MOST RESPON-

SIBLE FOR YOUR LEARNING.,

Read the Objective and Rationale. If you have any questions about the
task or why it is dome, ask your on-the-job trainer or supervisor. Once
the task and the reasons you perform it are clear to you, g0 on to the

learning activities.

The first part of the Learning Activities will provide you with or refer
you to information that must be learnmed in order to correctly and safely
perform the task. Your on-~the-job trainer will help you with the second

part which is the practical application of the information to the job.

When you become confident that you can perform the task, ask your
trainer for the Progress Check. The on-the-job trainer will assist you
in completing the check, but it is your responsibility to know the
material required to perform it. If the results are not satisfactory to
you or the trainer, the Progress Check may be repeated after additional

study. When the progress check is completed, the trainer or supervisor
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will sign the form. The signature means simply that the Progress Check
has been completed. It should not be interpreted as an endorsement of
your performance. You will sign the Progreés Check form as an indica-

tion that you have completed it,

Qualification Standards for this job are listed in the last section of
the training manual. Your job performance will be measured using these

standards as a guide., You must meet these standards to qualify for this

job.

The final evaluation of your performance will include several items, the

most important of which will be your performance on the test given at

the completion of your training.

THIS MANUAL IS NOT INTENDED TO COVER EACH AND EVERY ASPECT OF THE JOB.

IT CONTAINS THE BASICS OF THE JOB AND WILL BE MODIFIED AS NECESSARY.

Listed below is the suggested timetable for the completion of this
manual. This schedule need not be strictly followed, but is furnished

as a guide.

HMODULE COMPLETION TIME IN WORKING DAYS
#1
#2
#3
#4 — CONFIDENTIAL:
Subiect to Protective Order .
# of 14th Judicial District Cour
No. 91-1145
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#6
#7

- #8

#9
_#10
10 Modules Working Days
There is a reminder of the estimated completion time at the beginning of

each module.

NOTE:
The generic pronoun "he" is used throughout this manual for the sake of

convenience, There is no intent to discriminate by sex.
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CONCERNS FOR YOUR FUTURE

Three important concerns for your future are Safety, Environmental
Control and Energy Conservation. How you handle them directly affects

PPG's profitability.

SAFETY is the personal responsibility of each employee. He has a re~
sponsibility to his family, to his fellow workers, and to his employer
by whom he is paid to work safely. In the performaﬁce of his duties, he
will be expected to observe safe practice rules as well as instructions

relating to the efficient handling of his work.

ENVIRONMENTAL CONTROL is both an important national consideration and a

serious concern of PPG Industries. In order to maintain an environment
that is healthy and in compliance with government requirements, all PPG
employees must assume a personal responsibility for preventing spills <

and emissions, which would contaminate the environment,

ENERGY is not only an exhaustible natural resource, it is a major and
ever-increasing expense to PPG. It increases in cost with consumption
such that each unit of energy used increases the cost of all our energy.
All employees are expected to recognize and take steps to elimina?e
waste and use efficiently that energy necessary to properly and effi-

ciently complete his assigned task,

These concerns can be managed successfully with the full cooperation of

every emplovee.
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INTRODUCTION

In your years of experience as an operator at PPG Industries, Lake
Charles Complex you have become familiar to a great degrée with our
various processes, In your previous gxperience as an operator, your
jobs have been primérily task oriented. You were responsible for
performing a series of extremely significant, important tasks. In your
job as a Lead Operator, your basic orientation will be to the total job.
You will be responsible for coordinating the individual taskg of the

operators on your shift in such a way that the total job runs smoothly.

Because of your responsibility as a Lead Operator to oversee the entire
job, it is necessary that your specific duties be well defined. As the
title implies, your position is one of leadership. You have responsi-
bilities in overseeing or leading the activities in the area as well as

certain hands-~on tasks you will be required to perform. Your promotion

to Lead Operator indigates a good degree of skill'énd ability as an

operator. However, the leadership aspects of your job, the people part
of your job, may be new to you. The concept of total job responsibility

may also be new to you.

Your job responsibilities will include the overseeing of the unit,
product specifications, pefsonnel safety, energy conservation, environ-
mental protection and to a great degree, you will have an influence upon
our product cost, equipment life and ultimately the profitability of our
operations. Some of your responsibilities will be carried out through
other people. Your responsibilities with people will include such
CONFIDENTIAL:
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things as overseeing, leading, delegating, motivating, task assignments,
communications, personnel safety, job coaching and the coordination and

following of certain maintenance activities.

This manual 1is designed to give you the training, ability and self-

confidence that you will need to meet these new tasks.

CONFIDENTIAL:®
Subject to Protective Order
of 1l4th Judicial District Court

gL 008067 No. 91-1145




TRAINING MODULES

The following pages are a series of modules designed to aid you in
learning your job. These modules are arranged in a logical order to
help you learn. There will be occasions when, because of varying
operating cond;i.tions, you will want to change the sequence of the
modules. In the event these conditions occur, it may be beneficial to
go to the module that pertains to the situation. 1If this becomes the

case, please do so.
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MODULE #1

LEARNING YOUR WAY AROUND

Time required to complete this module will vary with the experience that

you had in this unit.
OBJECTIVE.

Upon completion of this module, you will be able to perform all of the
tasks related to the jobs of the operators assigned to the area for

which you are responsible, in time of upset or emergency.

RATIONALE

As a Lead Operator, you will be responsible for some process equipment
which you do not operate personally. You will be responsible for all of
the process equipment in your areas. From time to time the operators
assigned to your area will need help with their process equipment. This
help could include troubleshooting, or actual hands-on assistance with
some of the equipment. Because you share with them the responsibility
for this equipment, it will be necessary for you to know the process

equipment assigned to the operators in your area.

In order to establish and maintain your proficiency in operating the
equipment assigned_to you, it will be necessary for you to read the
material that the company has provided for you in the operating manuals,
SOP manuals and training manuals related to other operating jobs in the
CONFIDENTIAL:
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Waste Treatment units. Because critical incidents do occur from time to
time, it is absolutely necessary that operating personnel develop and

maintain the highest degree of proficiency possible.

LEARNING ACTIVITIES

1. Ask your trainer to point out for you those publications, such as
operating manuals, SOPs, instruction books and training manuals,
located in your control room that pertain to the operation of the

units,

2. Briefly look over these documents, read the table of contents, and

become familiar with the way in which material is organized.

3. Discuss with your trainer the content of the materials which were

pointed out to you in Learning Activity #1.

4.  Equipment layout and location is discussed in each of the training
manuals provided for the B, C and D level operators in your area,
Ask your supervisor for a copy of the manuals and go through them
reading and performing the Learn;ng Activities and Progress Checks
placed therein. NOTE: If you have recently worked these jobs you
may ask your supervisor for permission to skip this Learning

Activity,
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PROGRESS CHECK

WASTE TREATMENT LEAD OPERATOR
MODULE #1
Ask your trainer or supervisor to check your respomse to the following:
1. Point out for your trainer the various publications in your control
room that pertain to operations and list for him the basic subjects
covered in each of these publicationms,
2. Perform all the Progress Checks in the Training Manuals for the

operators in Waste Treatment control room.

has completed this Progress Chlieck,

(Trainee's name)

COMMENTS :
Supervisor or Trainer
l.t
Trainee
2.
Date
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MODULE #2

LOCK AND TAG PROCEDURES

Time required to complete this module should be approximately one day.

OBJECTIVE

Upon completion of this module, you will be able to follow the company

lock and tag procedures.

RATIONALE

Safety is a major concern in the Lake Charles Complex. 1In order to
prevent the unsafe and inappropriate operating of equipment, a tag out
and lock out procedure has been devised which will help insure the
safety of people working on equipment. This procedure inéludes isola~-
ting equipment at control points, identifying the control points with
tags and in some cases locking the control point. Control points may be
defined as any point at which electricity or marerial might be put into
a piece of equipment. This would include electrical breakers, valves,
steam lines,.instrument air lines, and product lines. By using a series
of tags and locks to prevent these control points from being operated we
can insure a great degree of safety. This is a major part of your

responsibility as a Lead Operator.

An important part of the lock and tag procedure is to insure that a

vessel or other piece of equipment is cleared properly before tagging.
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This means that the vessel should be completely evacuated, air swept,
drain lines open (check for flowvof air or water), water washed or
whatever is required in order to render the equipment safe for mainte-
nance work. All energy sources, including instrument air, to keep a
valve from being stroked for example, hydraulic wvalves on hydraulic
systems and compressed springs must be tagged. Also blinds are con~

sidered control points and must be tagged.

As Lead Operator, assuring the safety of those individuals in your area
is an extremely important part of your work. Failure to follow the
prescribed safety procedures, which are well thought out, can result in

injury to people and serious damage to equipment.

LEARNING ACTIVITIES

1. Read the LOCK AND TAG PROCEDURE in the Task Detailing of this

‘module.

2. Read Safety Bulletin No. 10 in the Task Detailing of this module,

3. If you have any questions about this procedure that you have just
read, discuss them with your -trainer or supervisor. If at this
time or any future point, there is something about this procedure
that is not clear to you, do not hesitate to contact your supervi-

sor or Plant Safety Coordinator/Safety Supervisor.

4. Describe to your trainer the lock and tag procedures.
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5. Now that you understand the procedure, ask your trainer to point
out the various starter ho;ses and other control points on the
major pieces of equipment that you might be tagging. Because it is
impossible to commit all of these control points to memory, par-
ticularly in your early days on the job, -it will be necessary for
you to trace the piping and closely examine each piece of equipment

that you tag.

6. In the tagging procedure, it is extremely important to understand
that the owner's tag and or locks go on first and come off last.
Personal tags go on last and come off first. Your personal tags
must be placed on any vessel you may enter or work on personally to
prevent untagging by another operator. Simulate tagging a vessel

you will enter.
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_ PROGRESS CHECK

WASTE TREATMENT LEAD OPERATOR

MODULE #2

Ask your trainer or supervisor to check your response to the following:

1. Describe for your traimer the lock and tag procedures.

2. Whose tag and/or lock goes on first and comes off last?

3. Whose tags go on last and come off first?

has completed this Progress Check.

(Trainee's name)

COMMENTS : -
Supervisor or Trainer
1.
Trainee
2.
Date
3.
Sub CONFIDENTIAL:
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TASK DETAILING

LOCK AND TAG PROCEDURE

PuEEose

The Lock and Tag Procedure is a safety system used to prevent accidents
and injury. The purposes of the system are: To establigh and maintain
safe conditions for a particular job or  situation, and to clearly

determine the end of the job or situation.

Definitions

l. Owner - As used in this procedure, the word signifies the depart-
ment which controls and operates the equipment or device in
question., Usually, this is the Operations Department, but can also
include Laboratory, Maintenance, or any other department that owuns,
operates, and controls equipment. Owner's representative is a
Supervisor, Lead Operator, or equivalent person in the department

controlling the equipment.

2. Control Point - The device which controls the energy source to the

device being worked on. Normally, an electric switch, but can also
include air switech or actuators, valves, blinds, and similar

devices,

3. Safety Lock - A padlock used by equipment owner to lock switches
and electrical controllers. These locks shall be keyed alike for
each olant and keys maintained at each control room or work

station. _ CONFIDENTIAL:
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Construction Safety Lock - A padlock used by Construction Field

Engineers or Project Engineers to lock switches and/or control

points in areas under construction where electrically-driven

equipment has been energized, but has not been turned over to an
Operations Department. These locks will all be keyed alike, but
different from standard safety locks. These locks and keys will be

maintained by Field Engineering.

Locking Bar - A device that fits in the lockout hole of a switch
and prevents the working of the switch or controller once a lock

has been placed on the bar,

Do Not Operate Tag - This tag is to be used by equipment owner

only. It is used to clear and isolate equipment and must be in
place before Personal Tag or Supervisor's Clearance Tags are

placed.

Personal Tag (Blue and White "Candy Stripe") - This tag is for the.

personal protection of Service Mechanics, Apprentices, Laborers, or

any other non-supervisory personnel.

Personal Tag (Red) - This tag is used for the personal protection

of supervisory personnel. It is not to be used to clear a job for

work,

Instrument Shut-0ff Tag - This white, cardboard tag is used nrimar-

ily to indicate that an instrument is out-of-service. It may also
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10.

11.

12.

13.

be used to protect the worker in the field who may be injured if a

valve is stroked or other instrument operations occur. It must be

signed by the Mechanic and the Lead Operator.

Maintenance Supervisor's Clearance Tag (Blue) - A blue tag with

white letters. This tag must be attached by the Maintenance
Supervisor to all control points tagged by equipment owner before
work begins by the Maintenance Department personnel. It will be

signed and dated with a pager or telephomne number listed.

Field Engineer's Clearance Tag (Orange) - This is an orange tag

with black letters and is used by Field Engineering to protect
Construction personnel. When work is done in an operating unit,

this tag will be attached after equipment "owner" locks and tags.

Unit Clearance Tag (Yellow) - This tag is used by ewner's represen-

tative to isolate and clear specific sections of a unit or train of

equipment. This tag is always hung in conjunction with an approved'

checklist of isolation points.

Boil Qut Tag - These are yellow plastic tags with the words "BOIL
OUT". They are used in Plant A and C Caustic Departments to
isolate a specific portion of equipment. This tag is hung by an
Operations representative with a Maintenance Supervisor after each -

item on a boil out checklist has been cleared.
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The standard Lock and Tag Procedure to be followed 1in all cases is

outlined as follows:
Procedure

1., This procedure applies to all equipment being worked on except
spare equipment in storage areas or shops. The "owner" shall shut
down, de-energize, drain, purge, and otherwise make safe the

equipment to be worked on.

2. The "owner" shall place all control points in the "safe" position.
He will first lock=out all electrical starters, switéhes, etc,, and
then attach a "DO NOT OPERATE" tag on the lock-out bar. This tag
mst be signed and dated. The "owner" will then tag out all other

(non-electrical) control points. Each starter sgswitch must be

tested by actually attempting to start the pump, agitator, etc.,

before "releasing" the equipment to Maintenance "as safe".

Should it be required to actually remove the wiring to a motor, an
electrician must make a voltage test on the motor leads prior to
disconnecting them. This test is in addition to the starter switch

test.

3. The Maintenance Supervisor responsible for the work to be performed
will then inspect and attach a Maintenance  Supervisor Clearance Tég

to each control point locked and/or tagged by equipment “owner".
CONFIDENTIAL :
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4, After the Maintenance Supervisor Tag is in place, each repairman
tags with his own Personal Tag in all Jlocations locked and/or
tagged by equipment "owner". He then attempts to "start" any
locked out electrical equipment. Before attempting to start .any
electrical eqpipment as a test, the person who is going to press
the start button must be absolutely certain that no one is in a
position where he can be injured if the equipment in question does
start. For example: If an attempt is made to start the agitator
within a vessel, the person who is gg;ng to make that test must be
positive that no people are inside the vessel and take steps to

prevent anyone from entering the vessel until the test is complete.

5. VUnder no circumstances may the pushbutton or control switch be

locked and tagged as a substitute for locking the control points.

6. Since Personal Tags signify that an individual is actually working
on the cleared job, each individual must remove his Personal Tags
when he changes jobs, or leaves at the end of the working day.
Incomplete jobs will be indicated by the presence of the Mainte-

nance Supervisor Clearance Tag.

7. Equipment "owner" cannot remove any locks or "DO NOT OPERATE" Tags
until all Personal Tags and Maintenance Supervisor Clearance Tags

have been removed.

Note: This rule specifically applies to testing work done as a
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10'

ll.

12.

part of the job. For example: If motor rotation is to be
checked before coupling to a pump, all locks and tags must
be removed by the responsible parties before energiziug the

circuit even momentarily.

IN EVERY CASE, THE OWNER'S LOCK GOES ON FIRST AND COMES OFF LAST.

One employee shall not hand or remove another employee's Personal

Tag.

When the job is complete, all Personal Tags must be removed. The
Maintenance Supervisor Clearance Tag cannot be removed until all

Personal Tags have been removed and all personnel accounted for,

This Lock and Tag Procedure applies to all jobs, including routine

work, log book, and work done by Shift Repairmen.

DO NOT OPERATE Tags can be hung and removed only by an owner's ,

representative, such as a Supervisor, Lead Operator, or equivalent.

Maintenance Supervisor Clearance Tags or Fleld Engineer Clearance
Tags may be removed by another person with the same job respon-

sibilipy after it has been determined that it is safe td do so.
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SPECTAL CASES

1. When it is not feasible to lock out electrical equipment, an
alternate procedure will be approved by both the "owner's" rep-
resentative and the Maintenance Department General Foreman ox Field

Engineer.

2, Trouble-shooting and diagnostic work, by its very nature, may
require the system to be energized for testing. Work such as
checks with volt meters, circuits to ground, current checks, and
gimilar determinations made by Electricians to locate the source
and nature of an electrical malfunction will not require electrical
lockout., When the work requires a "dead" circuit and the Electri-
cian is out of sight of the main disconnect, the lockout procedure

must be observed.

3. There are areas thch do not have clearly defined "owners", such as
Administration Bﬁiiding, Cafeteria, Employee Relations Building,
temporary offices, and similar installations. These areas will
each have "owner" designated by the responsible division head to
function for the purposes of this prgcedure. The Safety Department
will maintain the list of designated "owners" and provide copies to
all Maintenance Planners and Shift Superintendents. For situations
arising outside of regular hours, or where the designated "owner"
is unavailable, the Shift Superintendent will act as "owner" and

place locks and tags on control points.
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Emergency Restoration To Service ~ Equipment which has been left

locked and/or tagged may be returned to service only after adequate
precautions are taken to assure no injury to personnel or damage to

equipment.

a. Maintenance Department or other repairmen Personal Tags may be
removed by the appropriate Maintenance Shift Supervisor after
he has personally determined no persons are working on the

equipment,

b. Operations locks and tags may be removed by the appropriate
Operations Shift Supervisor after he has inspected the equip-

ment to determine its operational readiness.

c. Each such incident shall be reported in narrative form by the
Shift Superintendent outlining the steps taken. Copies of this
report shall be sent to the ﬁaintenance Superintendent,
"Owners'" Department Superintendent, and Manager of Safety and

Health.

This procedure applies to all plant electrical equipment 69KV and
below, but does not include 110 volt 1lighting and instrument
control circuit breaker panels. In the case of 110 volt lighting
and instrument controls, the minimum standard requires tagging by

only the mechanic involved.
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6. When repairs to an instrument require that a process line be

opened, the standard Tagging Procedure shall be followed.

7. The Tagging Procedure for routine work performed on (a) flow and
pressure transmitters, and (b) field mounted controller impulse

lines shall be as follows:

The white, Instrument Shut Off Tag will be used to isolate this
equipment. One tag will be placed on the control board near the
controller/indicator, and another will be placed on the field

instrument by the equipment'"owner". Each tag will be signed by

both the equipment "owner" and the workman,

Any impulse line or instrument air supply lines to a specific piece
of equipment under the control of the workman will be tagged with
an employee's Personal Tag while the job is in progress and removed

when the equipment is returned to service,

The Instrument Shut Off Tag which is hung in the field will be
removed by the workman and returned to equipment owner when the job
is completei As in all cases, when a question exists as to appli-
cation of this or any other safety procedure, contact your supervi-

sor for Job Safety Instruction (JSI).

8. For work performed at the Sulphur or Starks Brine Fields, a Brine
Field Supervisor shall hang the required Clearance Tag (Blue for

Maintenance job; Orange for Comstruction job). AlJl other elements
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of the standard Lock and Tag Procedure shall be followed as writ-

ten.

UNIT CLEARANCE PROCEDURE

For large, repetitive jobs where many tags must be hung, the Unit
Clearance Procedure has been developed. The main parts of the procedure

are:

l. Pre-planned checklist of lock and/or tag points. The checklist
must include a concise writeup and/or sketch which specifically
defines the scope and intent of that particular unit clearance
procedure and lists the specific equipment on which it is safe to

work,
2. Unit Clearance Tag
3. Maintenance Supervisor Clearance Tag
4, Tag Ring
5. Pefsonal Tag
6. Annual Review and Update
This procedure has limited application, and its use must be approved and

reviewed annually by the "owner" General Foreman, Maintenance General
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Foreman, and the Plant Safety Coordinmator. This group must also approve
any changes in the scope or checklist. Minutes of these review meetings
must be distributed to the participants, the "owner" Superintendent, and

to the Manager of Safety and Health.
Currently approved locations are:
" 1. Per-Tri Reactor Outage
2. OHC II Reactor Outage
3. VCM OHC Reactor Qutage
Procedure
1. "Owners" representative clears equipment using the prepared
checklist. ‘Each item on the 1list is checked off and initialed.
Then, the checklist is signed and dated. Owmer's representative
locks out equipment where appropriate and hangs a Unit Clearance

Tag on each control point.

2. The owner's representative will post the checklist and the tag ring

in a prominent place at the job site.

3. Maintenance Supervisor, accompanied by the Operations Supervisor,

reviews the checklist, initialing each point, hangs a Maintenance
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Supervisor's Clearance Tag on each control point, and signs and

dates the checklist.

Repairmen who begin work will each hang a Personal Tag on the tag
ring. Having done this, he is clear to work on any equipment
isolated by Unit Clearance Tags and Maintenance Supervisor's
Clearance Tags. All rules relative to Personal Tags (such as the
requirement to pull them when changing jobs or leaving at the end

of the day) apply to Unit Clearance Tagging.

Unit Clearance Tag is equivalent to owner's DO NOT OPERATE Tag.
A repairman may, if he chooses, tag any control point which is
already tagged with Unit Clearance Tag and Maintenance Supervi-
sor's Clearance Tag. Control points which are not tagged must
be tagged by owner's representative and Maintenance Supervisor

before repairmen hang Personal Tags and begin work.

ExaERle 1

A control valve is to be removed. The repairman hangs his.

Personal Tag on the Tag Ring and then finds the block valves
isolating the control valve are already tagged with Unit
Clearance Tags and Maintenance Supervisor Clearance Tags. The
repairman is clear to begin work on the control valve without

any additional tagging.
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Example 2

A pdﬁp is to be repacked. The repairman hangs his Personal fag
on the Tag Ring, but finds no tags on the block valves isolat-
ing the pump. Under these circumstances, the repairman must
refer to the unit clearance checklist to see if that pump is
included. If not, the standard tagging procedures must be
followed. (The owner's representative and the Maintenance
Supervisor must clear the pump, lock and tag control points,

then the repalrman may hang his Personal Tag and begin work.,)

For unit clearance jobs of more than 24 hours duration, the
Operations Supervisor and the Maintenance Foreman shall review the
gituation every 24 hours to verify that no changes have occurred
which would render the system unsafe and shall so signify by

initialling and dating the checklist,
Basic principles in this procedure are these:

a. Hanging a Personal Tag on the Tag Ring is to indicate an

individual is working within the unit clearance area.

b. Even though clearance procedures are in use, equipment that
bears no tag is not approved for work. Standard tagging

procedure must be followed in these cases.

¢, While unit clearance procedures are in use, "owner" may not
change conditions by purging, flushing, valving equipment, or

similar actions which affect the "cleared area".
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d. Maintenance Supervisor may not remove any of the tags until all

Personal Tags have bheen removed from the Tag Ring by

individuals.

e, "Owner" may not remove Unit Clearance Tags and put any portion
of the unit in service until Maintenance Supervisor's Clearance
Tags have been removed and the Maintenance Supervisor has

signed the checklist indicating completion.

RELATED PROCEDURES

This Lock and Tag Procedure does not reméve any requirement outlined in
other safety procedures, such as Burning and Welding Permits or Tank
Entry Permits. In cases of overlap, the requirements of each applicable
procedure must be satisfied. If a question exists, contact the job

supervisor for proper Job Safety Instructions (JSI).
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SAFETY BULLETIN NO. 10

OPENING VESSELS TO ATMOSPHERE

PuEEose

These guidelines are designed to prevent the mixing of air with flam-
mables in a confined space, as when a process vessel is opened. It is
. assumed that ignition sources will be available, therefore, flammable
mixtures inside tanks and vessels under maintenance or repair are to be

avoided.

Scoge

These guidelines apply to process vessels in Plant B, and to similar
equipment in other parts of the Lake Charles Complex, where, in the

judgement of the owner General Foreman, they are appropriate.

Exceptions

Vessels covered by other procedures are exempted from these guidelines.
Examples are Caustic evaporators (boil-out procedure) and vessels where

Tank Entry Permits are to be issued.

Guidelines

1. Drain all flammable liquids from the vessel.

2. All lines containing flammables that connect to the vessel must be

blocked and tagged. CONFIDENTI)\L
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3. Nitrogen purge the vessel before any flanges, valves, etc, are
opened to the atmosphere and maintain a nitrogen flow to the vessel

at all times, sufficient to keep air from entering.

4, If the requirements in Item 3 cannot be met, the vessel must be
nitrogen purged to remove flammables, and all lines connecting to
the vessel which are sources of flammables must be blinded., The
vessel must then be air purged and tested to insure that the

contents are not flammable.
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MODULE #3

SAFETY ALARMS

Time required to complete this module should be approximately 1/2 day.
OBJECTIVE

Upon completion of this module, you will be able to operate the safety
alarms iﬂ your unit and react properly to safety alarms operated by

others,
RATIONALE

Some risk is involved in every area of life. At times risk of danger to
both people and equipment 1is greater than at other times. In order to
minimize exposure of personnel im. our complex to greater than normal
risk, certain safety alarm devices have been installed, These devices
have beeﬁ designe& to warn of increasing potential hazard. These alarms

are both auditory and/or visual,

Safety alarms are activated in control rooms. When activated, they
indicate all non-operating personnel should evacuate the area immediate-
ly. As a Lead Operator, you are responsible not only for proper opera-
tion of these alarms, but to insure personmel in .the area heed these
alarms. Alarms which affect your area are listed in the Learning Acti-

vities of this module along with the proper response to the alarms. As
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you read these Learning Activities and perform the activities suggested

therein, be aware of the extreme importance of these alarms.

LEARNING ACTIVITIES

SL 008093

Evacuation horns are located throughout the plant., These horns are
designed to evacuate an entire plant area and should be activated
when hazardous conditions exist in a geographical area that is
larger than your immediate unit. Plant evacuation alarm; may be
activated by switches located in control rooms in Plant B, in Plant
A South Liquefaction control room, Plant C Chlorine control room
and the Main Guard station. The official company policy concerning
the use of evacuation horns is found in safgty bulletin #7 which is
located in the Task Detailing of this module. Read this Task

Detailing.

A description of all four evacuation horn signals is printed on the
back cover of the plant telephone book as well as posted on most
telephones throughout the plant. Ask your trainer to point out

these evacuation signals and read them carefully.

Read the evacuation signals on the back of the plant telephone book

or sticker on a plant telephone to your trainer.

Read the evacuation  procedure on the back cover of the plant

telephone. book.
P CONFIDENTIAL:
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5. Discuss this evacuation procedure with your trainer.

6. Unit sirens are designed to evacuate a particular unit., Switches
for unit sirens are located throughout the various units. Company
policy relating to sirens is contained in Safety Bulletin #7. Read
and discuss with your trainer the section of Safety Bulletin #7

which pertains to unit sirens.

7. Switches for these sirens are located throughout your unit. Ask

your trainer to point out the various locations of siren switches

in your area.
8. Point out to your trainer the location of unit siren switches.

9. It is extremely important for you to understand that unit siren
alarms require the evacuation of non-operating personnel only. In
event iﬁ is necessary to use the unit evacuation siren, you should
check the area to insure all operating personnel are accounted for
as well as all non-operating personnel have left the area. As a
Lead Operator, it is your responsibility to make decisions as to
when to sound the unit evacuation alarm. In making this decision,
there are two considerations, first of all there is consideration
of maximum safety of employees. When there is a real or potential
danger, do not hesitate to sound this alarm. When you evacuate an
area, all the people in the area leave their jobs and leave the
area, The other consideration is cost. This costs the company

money, therefore, we do not want to sound this alarm unnecessarily.
CONFIDENTIAL:
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If it is difficult to make the decision as to whéther or not to
sound the alarm, remember it 1is better to be safe than sorry, -
therefore, sound the alarm. Discuss with your trainer circum-
stances under which the alarm should and should not be sounded.
Once a unit evacuation siren 1is sounded, it should not be turned
off until the hazard is clearéd. Turning off the siren is a signal
to those people that have evacuated that it is safe to return to
the area. Remember, unit evacuation voids all safety permits, they
must be reissued, Discuss with your trainer the criteria for the

use of unit sirens.
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PROGRESS CHECK

WASTE TREATMENT LEAD OPERATOR

MODULE #3

Ask your trainer or supervisor to check your response to the following:

1. Point out to your trainer the location of safety alarm switches in

your area.

2, State the criteria by which these alarms are to be activated.

has completed this Progress Check.

(Trainee's name)

COMMENTS :
Supervisor or Trainer
]..
Trainee
2.
Date
SubjectCSNFIDENTIAL=
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TASK DETAILING

SAFETY BULLETIN NO, 7

Purgose

To establish a uniform way of using evacuation horms, unit sirens and
strobe lights to indicate different types of potential emergencies

within operating units, and to set forth a testing schedule.

1. Evacuation Horn

a. Policy - The horns will be tripped under the guidance of a lead
operator or supervisor whenever a .real or potential danger
exists that would involve a hazardous condition in areas
outside the immediate process area. The switches may be
tripped by the control room switch or by calling the main guard

station.

The horns sound for two minutes and are then fo be turned off
by the guard. The guard will sound an "all clear" only when

instructed by the Shift Superintendent or Emergency Control

Coordinator.

b. Location - The switches are located in control rooms and the

main guard station.

c. Testing - The horns are tested on a weekly basis each Sunday

morning at 10:30 AM coordinated by the security guard office.
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General evacuation horn audibilities, as well as, observations
on specific horn locations are made. Specific horn obser-
vations are made on a rotating basis by security/safety so that
each general plant horn is monitored at least monthly for

proper operation.

Horns or buzzers installed inside buildings will be considered

the individual departments responsibility.

A report of this test, along with any functional problems, is
" made by the guard on duty, and a copy given to the Shift Safety

Coordinator for inclusion with the Sunday log sheets.
2. Sirens

a. Policy - When an abnormal operating condition poses a real or
potential hazard within the process area, a siren will be
tripped. The siren will remain on until the hazard has cleared
or suitable barricades have been established to prevent acci-
dental entrance to the affected area. The Lead Operator is
responsible for turning off the siren after checking the area.
All non-essential personnel leave the unit area while siren is

on.

b. Location - Siren trip switches are normally located in the

control room. Where the contrel room is remote or 1is not

CONFIDENTIAL:
Subject to Protective Order
of l4th Judicial District Court

SL 008098 No. 91-1145

- 32 -




readily identifiable from the area, then a remote control

switch(s) can be used.

3. Road Lights (Stroboscopic)

a. Policy - The lights are to be turned on under the guidance of
the lead operator whenever any harmful material may affect a
road directly‘or via the sewer system. Any spills into the
Plant B sewer system have the potential to be released at

locations distant from the source of the spill,

The road lights should come on automatically whenever the

Plant B evacuation is sounded.

Lights are to be left on until the hazard no longer exists.
The lights will be turned off when approval has been received

from the Shift Superintendent.

b, Location -~ The switches for the road lights are located in the
control rooms of units that have a potential to feed hazardous
material into the sewers or are located near non-controlled

roads.

c. Testing - The Shift Supervisor of Plant BI and BII will conduct
strobe light tests on the 11 to 7 shift each Sunday. The

report sheet will be completed by the Shift Supervisor and
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forwarded to the Shift Safety Coordinator for inclusion with

Sunday log sheets.

4. Start~Up Lights

a. These lights are used to keep parts of units isolated during
potentially hazardous times; i.e., OHC, P/T, H2 compressors,
etc. The lights are turned on and off under the guidance of
the lead operator. The areas are checked for personnel before
the lights are turned on and will remain on until the system is
lined out in a stable condition, Lights and/or barricades are

to be located so aceidental entrance canmot occur.,

b. Testing - Since these lights are not emergency devices, docu-

mented testing is not required.
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MODULE #4

ENVIRONMENTAL PROCEDURES
Time required to complete this module should be approximately 1/2 day.
OBJECTIVE

Upon completion of this module, you will be able to handle an environ-

mental upset according to the accepted procedure.

RATIONALE

Protection of the environment has a high priority. Federal and state
law decrees environmental protection., It is PPG's policy to operate

within guidelines acceptable to federal and state agencies.

As part of this compliance, you wil; be responsiblé for proper actiom in
the event of a release. When certain materials are released to the
environment, a health and safety hazard can exist. It is imperative
that action be taken to reduce releases and when they occur, report them

to supervision.

LEARNING ACTIVITIES

1. Read the procedure in this module for incinerator loss.

2. Read the "Spill Reporting Procedure" in this module.
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3. Read Safety Bulletin No. 12 in the Task Detailing of this module.

This Safety Bulletin pertains to PCBs.

CONFIDENTIAL:
Subject to Protective Order
6F l4ath Judicial District Courk
SL 008102 Ho. 91-1145
- 36 -




PROGRESS CHECK

WASTE TREATMENT LEAD OPERATOR
MODULE #4
Ask your trainer or supervisor to check your response to the following:

1. In your own words, give the action to be taken in the event you

cannot send vents to the incinerator.

2. In your own words, give the "Spill Reporting Procedure.”

has completed this Progress Check.

(Trainee's name)

COMMENTS :
Supervisor or Trainer
1.
Trainee
2,
Date
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TASK DETAILING

SPILL REPORTING PROCEDURES

1. Why should releases of chemicals or oils be reported?

A. So that corrective action can be taken to eliminate or minimize
unnecessary exposure to employees and/or citizens outside the
plant.

B. Federal regulations require the notification of the Coast
Guard's National Response Center upon visual sighting of an oil
spill or hazardous/toxic release into enviromment (air, water,
surface, or subsurface.)

NOTE Federal regulationsqrequire that employees of a facility
be informed of the BMP (Best Management Practice) and environ-

mental upset reporting rules.
2. BMP (Best Management Practices)

Best Management Practices are the most practical effective measures
or combinations of measures which will prevent or minimize the
potential for réleases of 0ils and hazardous and toxic chemicals to
the environment. Practical measures include gemeral programs such
ag training, security, preventive maintenance, etc. Practical
measures would also include physical structures such as dikes,
curbs, level indicators, pressure gauges, etc. Overall, the Lake

Charles complex meets these BMP requirements.
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3. Who should report an environmental upset to the National Response

Center?

The Environmental Control Department personnel have been designated
as the individuals responsible for contacting the National Response

Center.

4. What is the reporting procedure for an employee sighting an envi-

ronmental upset?

The employee sighting a release is required to notify his immediate
supervisor, Production Lead Operator, or Shift Superintendent. Tt
is also the responsibility of the employee to take the necessary
safest action to prevent or reduce the amount of spilled material
reaching the waterways. Maintenance supervisors, in addition to
taking appropriate action to abate the spill, will report the
occurrence to the affected Operations supervisor and assist in the

preparation of written report forms.

5. What information should be given when reporting an environmental

upset?
A, What chemical was released (if knowm).

B. Approximately how much was released (if known).

C. What is being done to clean up or comtain the release.

“ dicial pj .
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(TASK DETAILING)

INCINERATOR LOSS

The Louisiana Department of Environmental Quality (DEQ) has taken over
the regulatory function from the Federal EPA as far as VCM vent trips

are concerned. Under the new guidelines, we no longer have the 40-min-

ute grace period to restore vents after a trip. The DEQ is looking at

the number of trips we experience, the pounds of VCM emitted, and the

overall percentage of time the vents are in the incinerators.

Since each VCM containing vent trip is now a 'reportable' incident, we

must do our best to keep these vents in the incinerators.

1. Make changes in the vent system gradually, if possible. Don't
surge the system with rich vents or nitrogen. Warn WIU that
something is coming their way.

2. Record all vent trips on the new sheets provided for the VC-I,
TE-II, VCM=-II and WIU areas. This will help in our record-
keeping for the quarterly reports to the State and will help to
identify problem areas.

3. Report any vent trips over one hour long to supervision (Shift
Supervisors on back shifts). These must be reported to the
State immediately.

4. In the event of a long-term vent loss, a management decision

will be required as to whether or not we'll shut down; i.e., we
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are not required to start an orderly shutdown after 40 minutes

under the new guidelines,

5. Restore the vénts as quickly as possible after a trip. Delays
will count against us in the categories of pounds emitted and
time of incineration.

6. Anything such as transfers or clearing of vessels that can be

put off until later should not be donme.

Generally, for non-VCM/VDCM vents, when vents cannot be incinerated,

operations should take the following steps:

1. The supervisor on duty ﬂforeman/shift supervisor) should be
informed immediately of by-passes expected to exceed one hour's
time or resulting from significant operating problems.

2. Operators at WIU must be informed immediately of incinerator
by-passes.

3. Operators should take every available step to reduce by-pass
time, regardless of the four-hour time limit. This does not

include rate reductions unless instructed by supervision.
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TASK DETAILING

PCBs (POLY-CHLORINATED BIPHENYLS)

WORK PRACTICES AND TRAINING GUIDE

PURPOSE:

The purpose of this safety bulletin is to explain what hazards are
associated with occupational exposure to poly-chlorinated biphenyls
(PCBs) and the proper work practices and protective equipment needed for

employee protection while working with materials contaminated with PCBs.

PCBs At Lake Charles Plant

PCBs are present at Lake Charles only as low-level contaminants in some
insulating oils, and as trace impurities in some Plant B bottoms mate-
rials (VCM -tars). We do not have any locations or equipment which

contains pure PCBs, or that are highly contaminated with PCBs.

. PCBs In General

1. What are PCBs?

"PCBs" is short for polychlorinated biphenyls. PCBs are produced
by attaching one or more chlorine atoms to a biphenyl molecule. In
pure or high concentration, PCBs have a heavy, liquid, oil-like
consistency. Some of the properties which make them useful
include: a high degree of chemical stability, low solubility in
water, low vapor pressure, low flammability; high heat capacity and

low electrical conductivity.

: cti
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2. Why are PCBs harmful to the environment and to human health?
PCBs are harmful to the environment because they do not easily
break apart into new chemical arrangements, or in other words, they
are not 'bio-degradable', as most chemicals are. Instead, they
tend to bio-accumulate in the body tissues of fish, birds, and
other animals through the food chain. This can become a health
problem for humans if they eat quantities of animals that have PCBs

concentrated in their flesh,

Documented tests in laboratory animals have shown that PCBs can
cause: reproductive failures, gastric and nerve disorders, skin

sores, tumors and other health effects.

Occupational contact should also be avoided. While most health
effects occur because of ingesting (eating) materials heavily
contaminaged with PCBs, they can enter'the body in other ways.
Inhaling vapors or mists which are heavily .contaminated with PCBs
is the major cause of occupational exposure. Skin contact must

also be avoided.
3. Legislation involving PCBs.

The U. S. Environmental Protection Agency is the group most respon-
sible for laws and rules concerning PCBs. The EPA has banned
further production of PCBs. They also regulate how PCBs and PCB

contaminated materials may be handled and disposed of.
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Work Practices For PCB Contaminated Equipment

While there are neither pure PCBs nor materials highly contaminated with
PCBs at Lake Charles, the following protective practices must he
observed when handling contaminated insulating oils or VCM bottoms
materials.

1, General

a) Skin contact should be avoided. If it does occur, the affected
area should promptly be washed with soap and warm water.

b) In case of spill, oily clothing should be removed promptly,
placed in a bag, and given to the emﬁloyee's supervisor. The
supervisor will then determine the appropriate course of action
depending on the amount of soiling present (i.e., whether to
have the clothes laundered or replaced--Note that leather which
has become soiled cannot be cleaned adequately and must be
replaced.) For assistance with this determination contact the
Plant Industrial Hygienist (Ext. 4881).

¢) Tobacco products and food stuffs must not be allowed to become
contaminated with PCB-contaminated materials.

2. Personal Protective Equipment

a) Eye Protection ~ Standard safety glasses for all routine work.

Chemical goggles must be worn for any work which entails risk
of splash or spray. This material is an eye hazard. Immediate
flushing with water and prompt medical attention is required
should eye contact occur.

b) Hand Protection - PVC chemical gloves~-must be worn. Neoprene,

leather, or cotton gloves do not provide adequate protection

and therefore are prohibited.
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¢) Foot Protection ~ Normal safety shoes are adequate for routine

work, Where spills or splashes are anticipated, disposable
latex boot covers must be worn (available from safety repair
shops). Boot coverings are also required where large
leaks/spills result in standing in contaminated oil or tars, or
whenever impervious body clothing is required. Do not use

Neoprene boots or shoes.

d) Skin Protection ~- For small jobs which may entail seeps or

drips of contaminated oil, or VCM tars—-hand protection )PVC
gloves) should suffice, For jobs which may entail splash of
contaminated materials, entry into transformer cases, handling
cooling fins or other electrical service equipment which may be
oil soaked, or VCM tag buggy equipment which may be

contaminated--impervious clothing and boot covers must be worm.

Approved impervious clothing is Polyethylene laminated Tyvek

disposable coveralls -- afailable from safety repair. Standard
Tyvek coveralls from the warehouse ARE NOT suitable. Neither
are neoprene slicker suits.

e) Respiratory Protection - When working with contaminated trans-

former or insulating oil--for routine work in open,

well-ventilated areas and the oil is at ambient temperature, no

respiratory protection 1is required. When working in confined
areas such as within a transformer at ambient temperature,
adequate ventilation must be provided and full-face organic

vapor cartridge respirators (MSA-'Ultra Twin') must be worn.
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Where ventilation cannot be provided, or where oil temperature

is above 122°F (50°C) air line respirators must be worn.

When working with VCM tag buggy contents-organic vapor car-
tridge respirators must be worn, and employees should position

themselves upwind of the work when possible.

3. Disposal and Clean Up Of PCB Contaminated Material

a)

b)

¢)

Personal Protective FEquipment = Contaminated gloves, boot
coverings; 6veralls, clean-up rags, étc., should be placed in a
double plastic bag (with top tied). Notify the Environmental
Control Department (Ext. 4831) for instructions on proper
disposal,

Contaminated Tools - Tools should be cleaned using a solvent

wetted rag. Persons doing this must wear gloves. When fin-
ished, both rags and gloves should be disposed of as above (a).
If tools must be soaked in a solvent bath, the contaminated
solvent must not be used for anything else and must be promptly
disposed of in special drums (call Environmental Control for
instructions).

Questions concerning disposal of other contaminated equipment
or material should be directed to the Environmental Control

Department (Ext, 4831).
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MODULE #5

OVERSEEING
Time required to complete this module should be approximately 1 day.
OBJECTIVE

Upon completion of this module you will be able to quickly implement

proper task assignment to individuals on your crew.
RATIONALE

As suggested by your job title, "Lead Operator", you will provide
leadership for your crew. To lead is to guide by going first, or to
give direction to. There will be times when you will be required to
work with others in your crew and then you will lead by going first.

Other times you will only need to give direction.

The function of a LEADER is to change opportunities and demands into
strategies and goals. As you coordinate the activities of your crew,
keep in mind the opportunitigs to improve efficiency, safety and make
everyone's job more pleasant through smooth operation. You should set
goals for yourself and thereby lead your crew to set high standards for
their personal job performances. You should also show them the best
methods for getting the job done. Because you are accountable for the

operations on your shift, monitoring the process is important.
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Delegation
To delegate is to employ the aid of another by assigning responsibility

or authority. In your job as Lead Operator you are responsible for all
operation in your area during your shift. To aid you in this responsi-
bility the company has published Operating Manuals, S5.0.P.s, and your
supervisors will give you both written and oral instructions from time
to time. These instructions become your responsibility. Many of the
tasks assigned in these instructions will be performed by other opera-
tors on your crew. There is a sense in which you have delegated this
responsibility to them, in that they will be performing the task for
which you are responsible. You should follow up on all work in the
area. This follow up could range from asking simple questions to deter-
mine if work is dome, to very close observation and/or more detailed

instructions.

Delegation also includes assignment of authority. You have tﬁe
authorit§ to direct the operations on your shift and to make recommen-
dations to supervision.

SL 008114
Directing the operation means you should make operating decisions within
the scope of the instructions given by supervision. This authority can
be delegated to otﬁers on your crew by letting them make decisions
pertaining to their particular job. Examples of this can include such
things as when to quit fighting a bad instrument and call an instrument
mechanic, or at what time during the shift should major equipment be

switched. Because you are responsible, you may need to have some input

- into decisions made by others on your crew. An example of this may be
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that an automatic valve 1is not working properly, and after several
attempts to control on manual and switch back to automatic control have
failed, and you and others have made a complete observation of the
equipment involved, you might say, "should we call an instrument man now
or try one more time?" You have delegated some authority while main-

taining reasomnable control of the situation.

You will hold your crew responsible for their operations and should also
delegate to them reasonable corresponding authority. Most men will work
better if they feel they are more than an extension of a machine. You-
should use delegation as a tool to help, and allow your crew to feel
they are an important part of a big team., This will tend to improve job

attitudes and efficiency.

A third element in delegation is accountability. When you assign a task

to a member of your crew, that individual becomes accountable for the

performance of that task. lIt is important to remember that your
accountability to your supervisors can NOT be delegated. In delegation
new accountability is created. Any previous accountability cannot be
altered.

SL 008115
It is important for a leader to be informed. One who is able to answer
questions will usually be looked to for leadership. Giving accurate

information establishes authority and ability in the minds of others.

Delegation is a part of the bigger concept of coordination. Before
delegation, you should be sure that you have collected enough informa-

tion to know how this will effect other aspects of tQﬁDﬁBerations.

) IDENTIAL:

; Protectjye
Of 14th Judicia) Districgrd@r
- 49 - Nor, DY 1140 Courkt




You should reread all Job Training Material for all jobs in your area.
The responsibility for all operations in your area during the shift is
yours, It will be necessary for you to be informed as to what is

happening in 7our area.

You must be familiar with the instructions given by supervision to each
and every operator on your shift. This will require that you read all
operating instructions, S$.0.P.s, and operating logs in your area each

shift and monitor the entries made by your crew during the shift.

Communications

Communications are a NECESSARY part of your job., The following rules

and aids will be helpful,.

1. All communications have a single basic purpose --- establishing or
improving understanding between you and someone else, If you keep
this in mind you'll avoid the most serious pitfalls.

2, The acceptance of your communications will always stand or fall by

the sincerity of your actions.

Aids for Sender

1. Be sure of what you want to say. Put things in logical order.

2. Become aware of thoughts and feelings. Feel comfortable in expres-

sing your feelings.

3. Be aware of the receiver.

No. o9]-
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Draw on your experience with the person receiving. Try to catch

receivers in a frame of mind to listemn. Try to find common ground.

Talk to him in his language. Watch for and accept his feelings.

4. Focus on the message —— ask for feedback.

Aids for Receivers

1. Be tuned in.
Don't start planning your reply before it is time.

Pay attention.

2. Interpret and evaluate.
Avold preconceptions, be aware of sender, be aware of your own
feelings - possible barriers,

Be aware of any underlying message.

3. Interact with Sender.
If sending is interrupted, make arrangements to get it all.

Ask for clarification when needed.

4, React - give feedback.

Paraphrase or ask questions to be sure you understand full message.

Rewarding and Correcting

As the leader of your crew there will be times when you will find it
necessary to reward or correct one or more members of your crew.

Rewards for work well done can build morale and improve attitudes. If
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given properly, correction can reduce improper behavior, including bad

operating habits,

There are right and wrong ways to give both rewards and correctionms.
The following guidelines can make a big difference in attitude and

performance of your crew.

Rewards - As a Lead Operator your ability to reward a member of your
crew verbally is important. When a member of your crew does a good job,
let him know. The following guidelines will be helpful:

1. Make the reward fit the act,

2. Reward publicly.

3. Be sincere,

4. Be sure that good work comes to the attention of the area and

shift supervisors.
5. Reward immediately after the good deed.
6. DO NOT ignore good work or treat it as expected.

7. Be specific and focus on behavior.

Correcting

When a worker does not do his job properly, corrective action may be

necessary.

The following guidelines will be helpful:
1. Don't overdo it. It is not always necessary to correct a
person every time a mistake is made.

2. Get the facts before taking actiom.
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3. Focus on future behavior.
4, Be constructive,
5. Don't correct in front of others.
6. Don't get emotional.
7. Concentrate on actions, not persons.
8. Don't imply intentional mistakes.
9. Don't stand solely on authority.
. 10. End on a positive note,.
11. Don't wait, always let your people know where they stand.

12. Be specific, take one thing at a time.

General

In addition to the responsibility for the actions of personnel on your
shift, you may be required to perform some of the duties of the sub-
ordinate operators on your shift in time of an emergency. These emer-

gencies can be things such as loss of power, feed or major equipment.

Don't over operate. Take time to find out what is happening. Don't be
indecisive. Let crew ﬁembers participate in decisions when practical.

Make decisions promptly. Don't be afraid to shut something down.

NOTE: The material in this module is introductory to much you will
learn in the next six modules of this manual. After you complete this
module, proceed to the next module. You may want to refer to this
module from time to time.
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LEARNING ACTIVITIES

1, Ask your foreman to discuss with you his ideas about your role as a
coordinator and over-seer of the area. As he talks to you take
some notes and ask quesﬁions to be sure that you understand his
ideas. Write a statement expressing your ideas about your rela-
tionship to the other members of your crew. Ask your foreman to
check your statement to see if it is consistent with the rationale

in this module. .

2. Ask yourself what attitude you would want someone to have when

asking you to do something.

3. Authority is a necessary element in organization. Without authori-
ty disorganization is a probable result. As the Leader of the crew
you will find your personal attitude toward authority will have an

s effect on the attitudes of your crew toward authority. Atti-

tudes are learned and therefore can be relearned, If your atti-

tude toward authority is negative, give some time to positive
thinking about authority on the job, focusing on the need for

authority and your role as a Leader.

4, As overseer/coordinator it will be necessary at times for you to
make job assignments. Simulate an emergency and list the job

assignments.necessary:

5. Leadership is a job for a mature person. Maturitv, among other

things, is the ability to see thi@gs the way other people see them.

As you deal with people on your job, make a strong effort to under-
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stand how they see the job situation. Discuss these efforts with

your trainer.

6. In -the rationale of this module, there are communication aids for
senders and receivers. Reread and discuss these aids with your

trainer., Start using them now in all of your communications.

7. Reread and discuss with your trainer the Rewards and Corrections

section of the Rationale.

CONPIDENTIAL,,

o} Protective Order

ial Distpri
No, 91_1145r10t Court

SL 008121




PROGRESS CHECK

N WASTE TREATMENT LEAD OPERATOR

MODULE. #5

Ask your trainer or supervisor to check your response to the following:

1. List the guide line for Rewarding and Correcting.
2, List job assignments necessary for a specific task in your area.
3. State the element of maturity in Learning Activity #6.

4., Why can attitudes he relearned?

has completed this Progress Check.

(Trainee's name)

COMMENTS :
Supervisor or Trainer

1.

Trainee
2.

Date
3.
4.
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MODULE #6

LISTENING

Time required to complete this module will be approximately.l/2 day of

classroom training and one week of on-the-job practice.
OBJECTIVE

Upon completion of this module, you will be able to engage in active
listening and be able to use confirming and clarifying skills appro=-

priately,
RATTONALE

This is the first module of several where you.will learn or improve your
skills in handling people. Your job as Lead Operator is largely
involved in dgalings with other people. Watch during a shift and notice
how very mych time and energy you spend interacting with others. Some-
times you interact directly, and sometimes indirectly, but a lot of your
job dinvolves people. As part of your training, therefore, several

modules will address people related issues,

This first module is in that position because it has a high potential
for quick payoff. If you can listen in a skilled manner, you are in a
good position as a Lead Operator. You will be able to take in a great

deal of information, sort it for relative importance, and make better
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decisions.  This module is designed to provide you with this kind of

improved listening skills.

LEARNING ACTIVITIES

It will be necessary for you to contact the'Training Specialist for

these Learning Activities,
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PROGRESS CHECK

WASTE TREATMENT LEAD OPERATOR
MODULE #6
Ask your trainer or supervisor to check your response to the following:
l. Your test administrator will present you with four situations and

you are to demonstrate your listening skills by responding in an

appropriate manner,

has completed this Progress Check.

(Trainee's name)

COMMENTS :
Supervisor or Trainer
1.
Trainee
Date
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MODULE #7

COMMUNICATING EXPECTATIONS

Time required to complete this module will be approximately 1/2 day of

classroom training and one week of on-the-job practice.
OBJECTIVE

Upon completion of this module, you will be able to communicate your
expectations in such a wéy that operators act as if they understand what
you intend and act as if they are willing to perform as you intend. You

will be able to write clear concise notes in logs.
RATIONALE

Most of us believe we can communicate so others understand and most Lead
Operators would say they treat peopie right. At the same time, peéple
in lead positions find themselves saying ". . . But I told him . . .ﬁ
and whatever it was did not get done, or was not donme right. Many times
we assume people understand us and too many times that assumption is
wrong. This module is designed to enable you to be more sure that your

communication is clear, whether spoken or written.

Another facet of communicating expectations has to do with motivating
others. Not only is it necessary to make the message clear and under-
standable, but it is also important to communicate in such a way that

others are left with feelings of respect, responsibility, and a
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willingness to cooperate, Exercises provided with this module are aimed

at improving your skills to communicate in this manner.

LEARNING ACTIVITIES

1. Your first assignment is to view a film called The One Minute

Manager. This film was originally made for managers but it has
" been found to be very useful to anyone responsible for a high
degree of coordination, such as a Lead Operator. Parents even find

it useful for dealing with their children.

Of course, some parts will be more useful than others. In this
module the main focus is on communicating expectations. Therefore,

you need to look for information relating to that topic.

2. Written communications differ from oral in the communicator is not
necessarily present to answer questions when the message is
received. Therefore the following technique should be followed.
The message must contain an adequate view of the situation. For
example:

a. A maintenance note reporting equipment shutdown for maintenance
should contain information about the equipment operation which
resulted’ in the shutdown including temperatures, pressures,
vibrations, noises, amperes, etc. Statements like "needs to be
fixed" or "won't run" are inadequate because they don't contain
detailed information which enables the reader to pinpoint the

exact problem with this complex equipment.
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b. Entries in the log book should contain sufficient information
to give an overview of operations on the shift, plus detailed

information about major abnormalities.

An important pump is not working. How would you record this in a
log book? You don't know, no detail is given. Neither would the

people trying to fix the pump.

An operator reports, on his last round smoke was coming from the
motor housing on an important pump. He switched to the spare. How

would you report this?

3. Now, you are ready for some classroom training and practice in
communicating expectations. Talk with your trainer and supervisor
to .arrange time for you to attend the seminar on communicating
expectations.

When you have completed that training and the assignments with it,
and feel that you are ready, ask for the progress check.
CONFIDENTIAL:
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| PROGRESS CHECK

WASTE TREATMENT LEAD OPERATOR

MODULE #7

Ask your trainer or supervisor to check your response to the following:

1. One of the operators on your shift has consistently failed to main-
tain housekeeping the way you want her to. Pretend your trainer is
that operator and demonstrate your ability to communicate your

expectations.

2. fou are about to take over as Lead Operator. The person who had
the job before you was basically lazy. As a result, things are not
in good working order. The operators take shortcuts that are not
always all right, not evéu safe sometimes. They sit around a lot
and leave a lot for the next shifé. Demonstrate how you would

communicate your expectations to the group.

3. You have been asked to initiate a major shutdown in your unit, You
have a procedure that has been approved by supervision. Demon-
strate

how you would communicate the information to your operators.

4, Because a freeze is expected, you have started preparations on your
shift. Demonstrate how you would communicate your expectations for
continuation of this preparation to the next shift,
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5. Describe an equipment malfunction you have seen. Write this as you
would in the maintenance log book, Then, write the necessary

remarks that should be placed in the Lead Operators log book.

has completed this Progress Check.

(Trainee's name)

COMMENTS :
Supervisor or Trainer

]-l

Trainee
2.

Date
3.
4.
5.
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MODULE #8

GIVING CREDIT

Time required to complete this module will be approximately 1/2 day of

classroom training and one week of on-the~job practice.

OBJECTIVE

Upon completion of this module, you will be able to recognize when
rewarding is in order and deliver it in such a way as to improve perfor-

mance and increase productivity.

RATIONALE

Too often people in charge fail to give credit when it is due. Although
these leaders usually appreciate good work and effort, they fail to let
anyone know it. There are all sorts of reasons for this kind of neglect
and there is an obvious remedy for it. This module is designed to sell
you on the idea of giving praise when it is deserved and to help make it

easier for you to do it.

LEARNING ACTIVITIES

1. Review the one minute praise sections from the One Minute Manager.

2. Read the following information about people's psychological needs:
| CORFTDENTIAL:
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PSYCHOLOGICAL NEEDS
First, it is important to recognize people do, in fact, haée needs. Of
coufse there are needs other than psychological. There are physical
needs ~-- need for food, need for liquid, for air, need for rest, Take
away any one of these essentials for living and death occurs. These:
physical needs can be summed up as the need to live. Once it is estab~

lished that we are going to fill these needs, that we are going to live

a different get of needs become important -- the psychological needs.

The fulfillment of psychological needs determines your emotional health
and happinese. It is by working with these needs that a Lead Operator

can motivate others.

A respected psychologist, Abraham Maslow, explained human needs in five
categories. He arranged them in a hierarchy something like this:

1. Self approval

2. Recognition - approval of others

3. Social needs - need to be liked - loved

4, Security needs

5. Physical needs

They generally happen and must be filled from the bottom up. When
physical needs are filled, security needs become important. Security
needs include things like job security, knowing your house is there,
that you can make your car payment. These are the first level of
psychological needs and they can be considered to include some aspects

of physical needs. Once you are sure you are going to live, you may
C '
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worry about the lives of those you are responsible for. In any case,
when people fesl safe and reasonably secure, the first two levels are
satisfied and the social needs become highly important. A person needs
to feel that somebody likes him or her, that he or she is socially
acceptable., Each of us has a need to be loved and thought well of. The
man who says he doesn't care whether people 1like him is mentally
unhealthy, or a liar, or both (assuming his needs for physical survival

and security are met).

Not only acceptance but recognition, too, is a basic need. Once we know
we are liked, we need to be singled out -- noticed as "special" for some

accomplishment or attribute. We need to be appreciated.

The very top level need becomes important only when all the other needs
are fulfilled -~ at least that is what Dr. Maslow said. This need has
to do with personal or self-approval. It is not something anyéne feels
all the time and it is hard to describe. The need to feel self-approval
in this sense can be fulfilled when a person does something he or she is
gréatly proud of and does not care whether anyone else even knows about
it. Or it can be fulfilled when a person experiences a beautiful sunset
and does not need to share the wonderment with anyone else . . . just
having it gives that person a feeling of fulfillment. This need is omne
thit can be met only by individuals. It comes from within. Companies
cannot give eegloyees self-approval. Companies can, however, help meet
security, social, and recognition needs so the individual can reach the

top level of need fulfillment.
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As a Lead Operator, you can help fill the social and recognition needs

of other employees. This is how you motivate people.

With your supervisor and trainer, arrange time to attend the

.seminar on giving credit. Before you go, complete the "Survey of

Assumption", then read '"McGregor's Model"., Be sure to take it to

the seminar.

SURVEY OF ASSUMPTIONS

TRUE FALSE

The average human being has an inherent

dislike for work and will avoid it if he/she

can.

Spending physical and mental effort in work is

as natural to mankind as play or rest.

Company control and threat of punishment are

not the only ways to get employees to work for
company goals. People will use their own
self-control to reach company goals they

believe in.

Because people are human and dislike work,
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7.

they have to be controlled, coerced, directed,
or threatened with punishment to get them to
put forth enough effort to make quality

products,

The average person prefers to be directed,
wishes to avoid responsibility, has relatively

little ambition, and wants security above all.

What makes people work better is related to

what they get for working better. The most
important rewards (other than money) are those
that give people self-respect and a feeling of

becoming a better persomn.

The average human being learns, proper condi-
tions, not only to accept respomsibility, but

to seek 1it.

Most people can use their imagination and help

solve company problems.

Right now, companies seem to use only a part

of the thinking abilities of their employees.
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MCGREGOR'S MODEL

Theory X - Theory Y

The first time many of us got to know X and Y was in Algebra class. 1In
the 1960's, they took on a different meaning in many companies. 1In

1960, Douglas McGregor, a Behavioral Scientist, published The Human Side

of Enterprise,

In this work, McGregor was trying to get people to exaﬁine the reasons
underlying the way they treated other people, He described two very
different sets of beliefs people had about other people, These were
beliefs people had, assumptions about people, that led to the style they
used as leaders (or as fathers, mothers, etc.,). These ‘two sets of
assumptions came to be known as X and Y. People could be described as

theory X people or theory Y people,

McGregor believed the way those in positions of authority behaved could
be understood by knowing something about their assumptiﬁns about people.
He felt these assumptions or beliefs affected leaders in such a way that
their effectiveness or ineffectiveness could be determined by the
beliefs. Furthermore, he found some organizations had set up policies
that caused people to be less, rather than more, motivated to do a good

job.

Theorz X

McGregor described the traditional beliefs about mankind as X. He felt

they were based on the following assumptiomns:
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- The average human being has an inherent (inborn) dislike for

work and will avoid it 1f possible.

- Because of this inborn dislike for work, people have to be

coerced, pushed, or threatened to get them to work.

-~ The average human prefers to be directed, does not want respon-

sibility, has relatively little ambition, and wants security

above all.
(This does not sound like what Maslow discovered, does it?)

0f course, these assumptions are not set out anywhere or even stated,.
Some poeple just believe this way. Almost no one ever examines his
beliefs. Most people just act as 1if their beliefs about human nature

are true and correct and require no study or questioning.

This set, of assumptions about people may result in very different styles
of leading people. We may see a "hard" or "soft" approach. One theory
X leader may drive his men at their work because he thinks they are lazy
and this is the only way to get things done. Another may look at his
people in the same way, but he may think the way to get lazy people to

work is to be nice to them, to coax them into working.
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Theory Y
McGregor described the assumptions of theory Y people something like the

following:

Using physical and mental effort for work is as natural as play

or rest,

Humans will use self-control to get things done when they have
a commitment. External control and threat of punishment are

not the only way to get things done.

Commitment to objectives is dependent on rewards associated
with their achievement. The most important rewards are those

that satisfy needs for self-respect and personal improvement.

The average human learns, under proper conditions, not only to
accept, but to seek responsibility.

Many people, not few people, have the capacity to exercise a
high degree of imagination, ingenuity, and creativity to solve

company problems.

Under the conditions of modern industrial life, the abilities

of the average human are only partially used.

It is important to realize this is not a soft approach to leading

people. It is actually a very demanding style . . . . it sets high
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standards for all and expects people to meet them. While we can under-
stand and agree with some of these ideas, it is far more difficult to
put them into practice. A leader will have to risk allowing subordi-
nates to experiment with activities for which they may have 1little
capability. But the learning and growth resulting from this opportunity

may be worth the risk.

The focus of theory Y is on man as a growing, developing, learning

being, while theory X views man as static¢, fully developed, and capable

of little change. Theory X sets the parameters of employees' achieve-

ments by determining their potentialities in light of negative assump~
tions, Theory Y allows people to test the limits of their capabilities
and uses errors for learning better ways of operating rather than as
clubs for forcing submission to the system. Theory Y structures work so
that an employee can have a sense of accomplishment and personal growth.
The motivation comes from the work itself and provides a much more

powerful incentive than the 'externals' of theory X.

A suggestion for your consideration is to make the same assumptions
about others you make about yourself, and then act in the appropriate

manner. You might be pleasantly surprised.

Look at the survey you just completed. Are you more inclined toward X

or Y theory? Most people are, in fact, in between the extremes. . . and

i

they can vary in different situations. Sometimes some people are lazy

and have to be coerced. Most of the time, however, they will work if
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they know how and if the rewards are worth it. (Notice both Maslow and

McGregor stressed this importance of self-respect and recognition.)

When you have completed the training and feel confident, ask for the

Progress Check.
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PROGRESS CHECK

WASTE TREATMENT LEAD OPERATOR
MODULE #8
Ask your trainer or supervisor to check your response to the following:

During the past’ several days you have had an opportunity to work with
the other operators and to observe their work. In this time you have
had opportunities to "catch them" doing something right. Describe to
your trainer four instances when you have given someone credit for doing
something right. In your descriptions, tell the following:

1; What was happening?

2, What the person or people did right?

3. How you delivered the praise and what you said?

4. How the person or people responded at that time?

‘5. Whether the good'pérformance continued/increased or what?
Answer the following questions regarding each instance:

l. Did you praise the behavior (with true feelings)?

2. Did you do it soon?

3. Were you specifie?

4. Did you tell the person what they did right?

5. And how you felt about it?

6. Did you encourage the person (with true feelings)?

7. Shake hands . . . . or touch them in some way?
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MODULE #8

has completed this Progress Check.

(Trainee's name)

COMMENTS :
Supervisor or Trainer
1.
Trainee
2.
Date
3.
4.
5'
6.
7.
8. ,
9.
10.
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MODULE #9

CORRECTING

Time required to complete this module will be approximately 1/2 day of

classroom training and one week of on-the-job practice,

OBJECTIVE

Upon completion of this module, you will be able to recognize when
correcting is in order and deliver it in such a way as to improve

performance and increase productivity.
RATTONALE

When people do not perform as well as you think they should, they need
correcting. Generally, people do not set out to do things badly. They
do not normally-seek out ways to get chewed out. When they do perform
badly, then, we'usﬁally assume they need some kind of correcting so they
will know how to perform properly and they will believe in the impor-
tance of doing things right. This module is designed to enable you to

do that kind of correcting in private.

LEARNING ACTIVITIES

1. Review all the correcting (one minute reprimand) information from

the One Minute Manager. Think about McGregor's discoveries and
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Maslow's motivational hierarchy of needs. How can these concepts

be tied into correcting?

NOTE: As a member of the hourly work force you are not allowed to
give formal reprimands. However there may be occasions where words
of correction are necessary. Hopefully, these corrections will

eliminate the need for further corrective action by supervision.

2. The remainder of this module requires only that you participate in
the correcting seminar and carry out the assignments. Check with

your supervisor and trainer to arrange a time,

When you have completed all requirements and feel ready, ask for

the Progress Check.
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PROGRESS CHECK

WASTE TREATMENT LEAD OPERATOR
MODULE #9
Ask your trainer or supervisor to check your response to the following:

During the past week you have had an opportunity to deliver one-minute
corrections. Describe two of these incidents to your trainer. Include
the following: -

What led up to the incident?

How you handled it?

How the other person or people reacted?

Did you do it in private?

Answer these questions for each incident:
Did you correct the behavior (not the persom)?
Did you do it soon?
Were you specific?
Did you tell the person what they did wrong?
And how you felt about it?
Did you encourage the person (with true feelings)?
Shake hands?

Did you do it in private?
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MODULE #9

has completed this Progress Check.

(Trainee's name)

COMMENTS:

Supervisor or Trainer

Trainee

Date

10.

11,

12,
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MODULE #10

RESOLVING CONFLICT

Time required to complete this module will be approximately 1/2 day of

classroom training and one week of on-the-=job practice.
OBJECTIVE

Upon completion of this module, you will be able to describe how to-
recognize conflict and describe appropriate intervention to resolve it

in as positive a manner as possible,

RATIONALE

In coordinating work behaviors of others, you are bound to encounter
conflict. It will occur between yourself and others and between others
in such a way work and/or morale are affecéed. This module is designed
to help you develop some skills in recognizing and resolving it

positively.

LEARNING ACTIVITIES

Arrange time to attend the conflict resolution seminar. When you have

completed all of it and feel ready, ask for the Progress Check.
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PROGRESS CHECK

WASTE TREATMENT LEAD OPERATOR
MODULE #10
Ask your trainer or supervisor to check your response to the following:

1. One of the women on your shift questions your every request. She
argues when you ask her to do anything, routine or otherwise. The
two of you are clearly in conflict. Describe the way you would

attempt to resolve it.

2, One of your experienced operators is supposed to be tréining his
replacement in order to take a move up. The replacement can never
answer your questions about operations., He says he asks the
experienced operator but gets no answers., The experienced operator

says the replacement doesn't try and is lazy.

Could this be a conflict situation? If so, describe how you would

attempt to resolve it.

3. Maintenance has promised to repair a pump all week. You need it

now. No one is working on it, They do this sort of thing often.

Does this sound like a conflict situation? Why? If it were a

conflict, how could you aﬁtempt to resolve it?
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4, Your trainer will present you with a real situation that has

oécurred in your unit, Handle it,.

has completed this Progress Check.

(Trainee's name)

COMMENTS:
Supervisor or Trainer
1.
Trainee
2l
Date
3I
4.
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MODULE #11

TRAINING

Time required to complete this module will be approximately two,
half-day

sessions of classroom training and one week of on-the-job practice,

OBJECTIVE

Upon completion of this module, you will be able to recognize the need
for training and apply training skills in such a way that learning will

take place.
RATIONALE

When people are not doing what they should, many of us say "they need
training”. Sometimes they do but many times they need something else.
This module is designed to help you tell the difference and to train

properly when that is what is needed.

LEARNING ACTIVITIES

l.  Robert Mager and Peter Pipe have written an important book that
explains how to figure out when training is needed and when some-

thing else is needed. It is called Analyzing Performance Prob-

lems or You Really Oughta Wanna. Ask your trainer to show you a
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slide summary of the book. View it, Then arrange to attend the
firgt one-half day seminar.

2. Now that you can tell when people need training, &ou need to
bone-up on how to train them. You will be using what is often
called the "4-Step Method". The steps include, roughly, tglling
the trainees, showing them how, letting them try, and straightening
out where they go wrong. In the next one-half day seminar, you
will learn all about it and practice some yourself. Arrange with

your supervision and trainer to participate in the seminar,

After that, and when you feel ready, ask for the Progress Check.
This is the last of your people-handling modules. When you take
this Progress Check, be sure to remember all you have learned about

listening, communicating, rewarding, correcting, and negotiating.
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PROGRESS CHECK

WASTE TREATMENT LEAD OPERATOR

MODULE #11

Ask your trainer or supervisor to check your response to the following:

1. Your trainer will present you with two potential training problems.
Decide whether they really are training problems and tell how you
would handle each. Think first, do your analysis, make your plan,

then tell and/or show the trainer all.

has completed this Progress Check.
(Trainee's name) ;

" COMMENTS :
Supervisor or Trainer
1!
Trainee
Date
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QUALTFICATION STANDARDS

LEAD OPERATOR

1. Wears proper safety and personal protection equipment and follows
safety rules and helps insure safety rule compliance of others in

his area.

2. Monitors area to help insure adequate housekeeping and issues

necessary instructions for housekeeping.

3. Insures safety of persomnel and equipment for maintenance work by
verifying equipment is shutdown, isolated and cleared, followed by

proper lock out and/or tag procedures,

4, Monitors area to protect the environment and helps insure compli-
ance -
with company and government regulations such as spill reporting

procedures,

5. Maintains a knowledge of current operations by reading logs,
observing and talking with operators, maintenance personnel, super-

visors and other involved personmnel.

6. Keeps others informed as to the condition of operatioms of the area
by making specific, accurate descriptive entries in logs and with

oral communication.
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Insure safe efficient operations and maintenance efforts by coordi-

nating maintenance activities, monitoring progress of maintenance

and inspecting completed maintenance activities to prevent redos,

In the absence of unit supervisor, takes charge of start-up or
shutdown of major equiphent and insures that all critical tasks are

safely covered,

In an upset, quickly makes decisions, personnel assignments and

gives instructions necessary to effect rapid return to normalcy.

Assists operators on the shift in making difficult or non-routine
operating decisions including troubleshooting and hands-on

operating.

Takes an active part in training and continued development of
operators assigned to the shift.

2

Follows written and oral instructions given by supervision.

Looks for ways to improve operations in order to increase effi-
ciency

and profitability,

Monitors area operations to insure safe, continuous and effective
operations with specified manpower and with specified operating

parameters.
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