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August 31, 1990
to: CMP Operations Personnel

cc: Glen Sauls
Rick Wittman

re:  Sightseeing on Chloroform Expansion Construction Site

In order to reduce work disruptions at the new project site, we need to
restrict the number of sightseers that wander through the area,
particularly the new control room. Most of the construction will be done
on hard-money contracts and we don’t want to give any contractor the
opportunity to claim that we interfered with his ability to do the job
planned. Please do everything possible to confine visits to hours when
work is shut down. This includes visits for the purpose of training.

We do encourage people to make safcty inspections of the job, however.
For that reason, anyone visiting the construction site, without being
invited by a project team member, will be required to turn in a job safety
inspegtion card. This will allow people to satisfy their curiosity while
tmipg a valuable service at the same time.
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P 300

JULY, 1990
CMP_POLICY - FAILURE TO MEET NEW SYSTEM TRAINING REQUIREMENTS
PURPOSE:

TO INSURE THAT AN ADEQUATE NUMBER OF OPERATING PERSONNEL ARE TRAINED ON
NEW SYSTEMS PRIOR TO STARTUP, AND THAT ANY ACTION THAT IS TAKEN TO ADDRESS
A FAILURE TO MEET REQUIREMENTS 1S CONSISTENT, CLEAR, AND UNIFORM,

MINIMUM NUMBER OF TRAINED PERSONNEL:

NO NEW SYSTEM (FPROCESS EQUIPMENT OR CONTROL SYSTEM) WILL BE STARTED UP
UNLESS THE MINIMUM NUMBER OF OPERATING PERSONNEL DEEMED NECESSARY BY
SUPERVISION HAVE SUCCESSFULLY COMPLETED TRAINING REQUIREMENTS. THIS WILL
NORMALLY BE A MINIMUM OF ONE PERSON PER SHIFT, AND USUALLY MORE (ONE $.0.5.
AND ONE 0.5.). RESERVE PERSONNEL TO PROVIDE COVERAGE FOR ABSENCE SUCH AS
VACATION OR ILLNESS WILL BE CONSIDERED IN DEVELOPING THE MINIMUM TRAINED
PERSONNEL REQUIREMENTS. NO SHIFT WILL BE ALLOWED TO OPERATE WITH LESS THAN
THE MINIMUM TRAINED PERSONNEL REQUIREMENTS BEING MET FOR ALL APPLICABLE
SYSTEMS. IT IS ACCEPTABLE TO MEET MINIMUM COVERAGE RESTRICTIONS WITH
OVERTIME COVERAGE FROM THE POOL OF PERSONNEL WHO HAVE COMPLETED
APPLICABLE TRAINING REQUIREMENTS,

FAILURE TO MEET TRAINING DEADLINES POLICY:

THE TARGET DATE FOR PASSING TRAINING REQUIREMENTS WILL NORMALLY BE
SEVERAL WEEKS PRIOR TO THE STARTUP OF A SYSTEM, BUT THERE MAY BE EXCEPTIONS
HAVING SHORTER LEAD TIMES. ALL PERSONNEL WHO HAVE NOT SUCCESSFULLY
COMPLETED TRAINING REQUIREMENTS BY THE TARGET DATE WILL BE WARNED BY A
LETTER, WHICH WILL REMAIN ON FILE FOR ONE YEAR. PERSONNEL WHO THEN HAVE
NOT MET THE TRAINING REQUIREMENTS PRIOR TO THE DEADLINE (NORMALLY, BUT NOT
ALWAYS, THE STARTUP DATE FOR THE SYSTEM) WILL RECEIVE A LETTER OF
REPRIMAND, WHICH WILL REMAIN ACTIVE FOR ONE YEAR. THE LETTER WILL SPECIFY
THE TRAINING DEFICIENCY(S) AND ESTABLISH A VERY STRINGENT TRAINING AND
TESTING SCHEDULE, WHICH IF NOT FOLLOWED WILL RESULT IN THE PERSON BEING
RATED NMRIJ (NOT MEETING THE REQUIREMENTS OF THE JOB) AND BEING PLACED ON
PROBATION UNTIL SUCCESSFULL COMPLETION OF THE REQUIREMENTS OR FURTHER
DISCIPLINARY ACTION OCCURS.

PERSONNEL WHO ARE MAKING SERIOUS EFFORTS TO MEET REQUIREMENTS WILL BE

SHOWN FAR MORE LENIENCY THAN THOSE WHO ARE MERELY PROCRASTINATING OR
GIVING PASSIVE RESISTANCE.

TARGET DATE . (QCToBER 1, 1990

L]

DeaoLive DATE : (CToBeR 12,1990
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Tuesday, July 31, 1990

To:
Master Number:

ce: CMP Personnel File
Non-Exempt Employment Department

Warning - Failure to Complete Training Assignment by Target Date
You are hereby warned that you have failed to successfully complete the following
training modules by the targeted completion date:

* insert module name(s) and number(s) and target date

The deadline for complctibn of this assignment is ¥*insert deadline date*,

If you have not successfully completed this assignment by that date, you will be
officially reprimanded and given a strict compliance schedule for completing the
assignment, Reprimands are reviewed during the performance rating process and
will normally result in a person’s rating being lowered. It is highly unlikely that a
person who has been reprimanded will improve his current rating.

Please make your supervisor aware if any extraordinary circumstances exist which
may have caused you to fail to complete this assignment.

We are confident that you will give your full cooperation to correct this deficiency.

1. B. Smartt
CMP Training Supervisor

DO A 033307
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Tuesday, July 31, 1990

To:

re:

Master Number:

cc: CMP Personnel File
Non-Exempt Employment Department

NOTICE OF REPRIMAND - Failure to Complete Training Assignment by
Deadline

You are hereby reprimanded for failing to successfully complete the following
traiping modules by the deadline:

* insert module name(s) and number(s) and target date

be reviewed during the performance rating process and will

This reprimand will
It is highly unlikely that yon will be

normally result in your rating being lowered.

able to improve your current rating.
[ 4

You must preciscly comply with the following schedule to avoid being

placed on  probation asad rated NMRI:

*  jschedule 8 meeting to discuss this reprimand with your
supervisor (or his backup) within five days.

*+ attend the mecting, and with your supervisor, develop a plan
that will allow you to complete the assignment by the final

deadline.

*  gsuccesmsfully complete the assignment by *insert final deadline®

If you deviate from this schedule, you will be immediately rated NMRJ (Not Meeting
the Requirements of the Job) and placed on probation until the requirements are

satisfied or until further disciplinary action occurs. Further disciplinary action

can include demotion, reassignment, or termination.

Please make your supervisor aware if any extraordinary circumstances exist which

may have caused you to fail to complete this assignment.

We are confident that you will give your full cooperation to c¢orrect this deficiency.

I. B. Smartt
CMP Training Supervisor
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Tuesday, July 31, 1990

To:
Master Number:

¢c: CMP Personnel File
Non-Exempt Employment Depariment

re: NOTICE OF PROBATIONARY EMPLOYMENT STATUS

You are hereby notified that, effective immediately, you have been placed on
probation and rated NMRJ (Not Meeting the Requirements of the Job) for failing to
comply with the schedule given in your letter of reprimand dated ®insert
reprimand letter date®.

While rated NMRJ, you will not be cligible for merit increases, contingent
performance awards, special recognition awards, or other bonuses. Furthermore,
you will not be comsidered for promotion or for job opportunities outside CMP.

Youn must preciscly comply with the following schedule ia order to
retarn to acccptable job performance status:

* gschedule a meeting to discuss this disciplinary action with your
supervisor (or his backup) within five days.

* attend the meeting, and with your supervisor, develop a plan that includes
specific actions and due dates that will allow you to return to acceptable job

performance  status,

*  follow the agreed upom corrective action schedule, unless prior approval is
obtained from your supervisor.

*  gschedule and attend progress meetings with both your supervisor and a
training supervisor on no longer than ecight week intervals,

If you deviate from this schedule, you will be subjected to further disciplinary
action, which could include demotion, reassignment, or termination.

Plcase make your supervisor aware if any extraordinary circumstances exist which

may have contributed to your unacceptable performance. We would also encourage
you to discuss this situation with a representative from the Non-Exempt
Employment Department. The Employee Assistance Committece and the Divizion’s

counselor are available for your use, as well

This is an extremely serious matter that demands your immediate and undivided
attention. We will cooperate in any ressonable manner to resolve the problem, but
the burden is upon you to aik for assistance.

I. B. Smartt
CMP Training Supervisor
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TAGGTING PSSV 'S FOR REMOVAL/INSTALLATION
When the PS5V to be wcrked on has a three-way valve to isolate it, only

A

one tag is to ba used to correctly tag out the PSV. The bleed valve
;;;;;;_;;;-é;—;;ggzgj only the three—-way valve. The correct proc dure
for the operater following the job is listed in the CMP PSV
REMOVAL/INSTALY ATION PROCEDURE which is attached to this notice

Plrase read and follow this procedure when working the PSV job.

phD/JC
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CMP Pressure Relief Valve Removal/installation Procedure
(Blinding the off line PSV)"

+ This procedure is to be used within the Chloromethanes Plant when removing a PSV from a
system when it is necessary that the open piping, left after the PSV removal, be blinded to
prevent moisture intrusion or leaks to the atmosphere.

1. A plant operator will be with the craft people any time a PSV is removed or installed. It is
imperative that the operator ensure that the system will be adequately protected once a
PSV is removed. This is usually accomplished by insuring that only one PSV is removed
at a time. if there are any questions, plant supervision should be contacted pror to PSV
removal. e

; VA
e BLEC

2. The plant operator will do the following: = pel' Lo "

a. lsolate and red tag the thres way valve in the proper position for the removal of the
b. Make sure, in the company of the craft people, that the PSV is safe to work on.
c. Write the safe work permit for the job.

3. The PSV will then be removed by the craft people and the following will be done
immediately to prevent the entrance of moisture into the system:
a. Ablind flange will be installed in the open-ended flange.
b. The plant operator will close the bleed valve and install a blind flange or screwed plug .
in that bleed valve.

4. The PSV will be reinstalled within five (5) working days from the time it is returned from
the PSV shop. (The normal time spent in the shop is four to five days.)

5. To install the PSV, the plant operator will do the following:
a. Check the red tag master to insure that the PSV is still properly tagged.
b. Insure that there has been no pressure build-up in the system and that it is safe to
reinstall the PSV. This will be done in the company of one of the craft people.
¢. Write the safe work permit for the job.

6. The PSV will then be installed as follows:
a. The blind flange will be removed by the craft peopie and the PSV reinstalled.
b. The operator will close the bieed valve and install ablind flange or screwed plug in

that bleed valve.
c. The plant operator will then remove the red tags and properly clear the red tag
master.
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