[image: image1.png]


UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

KANEOHE BAY, HAWAII 96863-3002
                                                                                                                                           IN REPLY REFER TO:

                                                              BaseO 8020.16

                                                              SO

                                                              2 Dec 1999

BASE ORDER 8020.16

From:  Commanding General

To:    Distribution List

Subj:  DEVELOPMENT, REVIEW AND IMPLEMENTATION OF AMMUNITION AND EXPLOSIVE  

       STANDARD OPERATING PROCEDURES (SOP)

Ref:   (a) NAVSEA OP 5 Vol 1

       (b) NAVSEAINST 8023.11

Encl:  (1) SOP Review Checklist

1.  Purpose.  To set forth the development, review and

implementation for ammunition and explosive aboard Marine Corps Base

Hawaii (MCBH) per references (a) and (b).'

2.  Information.  Enclosure (1) is the SOP review checklist that

addresses all nine elements required by reference (b).

3.  Action.  Host and Tenant commands that conduct Ammunition and

Explosive operations are required to develop, review, validate and

approve Standard Operating Procedures (SOP's).  All Host and Tenant

commanders are authorized to sign and implement SOP's after they are

reviewed and approved by the installation Explosives Safety Officer.

4. Certification.  Reviewed and approved this date.

                                     M. L. OLSON

                                     Deputy Commander

DISTRIBUTION: A

                                                                BaseO 8020.16

                                                                2 Dec 1999

SOP VALIDATION CHECKLIST

SOP Title:___________________________________SOP#:___________________________

Location SOP USED:___________________________________________________________

Person(s) Validating SOP:____________________________________________________

                         ____________________________________________________

Date:_________________   ____________________________________________________

                         ____________________________________________________

-----------------------------------------------------------------------------

Introduction: The subject of this instruction is: Standard Operating Procedures for the processing of Expendable Ordnance at Navy and Marine Corps Activities.  The instruction provides guidance for the initial preparation or revision of SOP's.  It also requires a review of SOP's by the immediate supervisor of the process prior to restarting an inactive process or annually.  To this end, this checklist was developed as an adjunct to the validating process in accordance with the NAVSEA instruction.  Please note: SOP's expire 4 years from date of approval and require review by all elements 

involved in the SOP development and the Commanding Officer approval

prior to reissue.

-----------------------------------------------------------------------------

Directions: Place a check mark in the appropriate Yes/No block.  A "No" response, may require corrective action!

1.  Record of approval

  Yes       No

 [___]
[___]

a.  Does the SOP contain a record and spaces for

                          signature and date for those persons who

                          develop and reviewed the SOP?

 [___]
[___]

b.  Does the SOP contain a record and space for

                          the Commanding Officer's approval?
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2.  Supervisor'.s Statement

 Yes       No

[___]     [___]

a.  Does the SOP contain a record signed by the

                          unit supervisors) stating he/she understands

                          his/her duties and responsibilities regarding

                          the SOP?

[___]     [___]

b.  Does the statement signed by the supervisor

                          contain, as a minimum, the following

                          confirmations?

[___]     [___]

c.  Does the cognizant supervisor sign this

                          statement upon his/her annual review?

[___]     [___]

    i) He/she has read and understands the SOP?

[___]     [___]

    ii) He/she concurs that the SOP can be

                              accomplished is a sound manner?

[___]     [___]

    iii) He/she has ensured that all personnel

                               assigned to the process are qualified

                               have read and understand the SOP?

[___]     [___]

    iv) He/she has ensured all personnel assigned

                              to the SOP have signed the worker's

                              statement?

[___]     [___]    
    v) He/she will make an annual review of the

                             SOP during recurring processing?

[___]     [___]

    vi) He/she will cease operations if

                              unexpected hazardous conditions are

                              found?

[___]     [___]

    vii) He/she will cease operations if

                               deviations are to the SOP are necessary?

ENCLOSURE (1)
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3.  Worker's Statements

                

a.  Does the SOP contain a signed record that

                          indicates:

 Yes       No

[___]     [___]

    i) The worker clearly understands his/her

                             duties regarding the operations in the

                             SOP?

[___]     [___]

    ii) The worker has read the SOP?

[___]     [___]

    iii) The worker has received the hazard

                               control brief?

[___]     [___]

    iv) The worker will follow the SOP unless

                              he/she discovers an unidentified

                              hazard or doesn't understand?

[___]     [___]

    v) The worker will stop the processing

                             and notify his/her immediate

                             supervisor of any problems?

4.  Stems-By-Step Procedures

 Yes       No

a.  Does the SOP contain clear and concise

[___]     [___]

    step-by-step instructions for performing the

                          process?

[___]     [___]

b.  Are SJP's, DMWR's, TM's and OP's technical

                          manuals excerpts inserted in the SOP?

[___]     [___]

c.  If excerpts from the documents above are

                          incorporated into the SOP, do they lend to a

                          smooth and logical flow in the process?

[___]     [___]

d.  If these other documents are used in the SOP

                          are they reviewed on an annual basis?

[___]     [___]

e.  Does the SOP contain any technical

                          instructions for which changes are expected

                          to be routine?

[___]     [___]

f.  If e. above was yes, are the allowable

                          variations within the limit documented in the

                          SOP?

                                                                ENCLOSURE (1)
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5.  Diagrams

                

a.  Does the SOP contain diagrams of the

                          operating building or site showing the

                          locations of various safety related items

                          with respect to the work station such as:

 Yes       No

[___]     [___]

    i) Fire extinguishers?

[___]     [___]

    ii) Fire suppression systems?

[___]     [___]

    iii) Eye wash stations?

[___]     [___]

    iv) Emergency showers?

[___]     [___]

    v) First aid kits?

[___]     [___]

    vi) Spill cleanup kits?

[___]     [___]

    vii) Ventilation systems or stations?

[___]     [___]

    viii) Explosive and personnel limits?

[___]     [___]

    ix) Evacuation routes/emergency exits?

[___]     [___]

b.  Does the SOP have processing diagrams that

                          provide amplifying information regarding the

                          step by step procedures and flow of materials

                          through the various processing stages?

6.  Equipment List

 Yes       No

[   ]     [___]

a.  Does the SOP provide a list of all the

                          approved tools, equipment, items and supplies

                          which are or may be used in the processing?

[___]     [___]

b.  Does the SOP provide a list of all safety

                          equipment including personal protective

                          equipment and systems which must be in place

                          and working properly in order to protect the

                          safety of personnel, equipment, facilities

                          and the environment?

ENCLOSURE (1)
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7.  Hazards, Hazards Control and Hazard Control Briefings

 Yes       No

[___]     [___]

a.  Does the SOP contain a Type I hazard control

                          briefing that addresses the process and

                          describes the hazards and control methods

                          briefings?

[___]     [___]

b.  Is a Type I briefing presented to the worker

                          or trainee as a prerequisite to personnel

                          certification?

[___]     [___]

c.  If the response to a. or b. above was no, do

                          workers receive comparable training to

                          qualify them for certification IAW OPNAVINST

                          8023.2?

[___]     [___]

d.  Does the SOP contain a Type II hazard control

                          briefing?

[___]     [___]

e.  Is the Type II briefing presented at the

                          prior ,to starting the job? Monthly? Or when

                          the SOP is changed?

[___]     [___]

f.  Are records maintained of each briefing

                          conducted?

                

g.  Does the SOP list:

[___]     [
___]

    i) And explain the nature of each hazard and

                             hazardous material which may be used,

                             produced or encountered?

[___]     [___]

    ii) The hazardous materials used or consumed

                              in the processing and how to deal with

                              hazardous waste?

[___]     [___]

    iii) The measures required to avoid or

                               minimize exposure of the worker,

                               equipment, facility or environment to

                               each hazard or hazardous material?

[___]     [___]

    iv) The symptoms which indicate unacceptable

                              exposure of the worker, equipment,

                              facility or environment to each hazard or

                              hazardous material?
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 Yes       No

[___]     [___]

    v) The remedial actions required to relieve

                             the immediate symptoms and restore the

                             worker's health should exposure to an

                             unacceptable hazard or hazardous material

                             occur?

[___]     [___]

    vi) The actions required to decontaminate and

                              restore the equipment and facility to a

                              safe working condition should exposure to

                              unacceptable hazard or hazardous material

                              occur?

[___]     [___]

    vii) Information contained on Material Safety

                               Data Sheet?

8.  Emergency Response and Contingency Plans

                

a.  Does the SOP provide the worker with the

                          following information:

 Yes       No

[___]     [___]

    i) A list of the potential mishaps that could

                             occur during the processing which would

                             require immediate action to control?

[___]     [___]

    ii) A single point of contact the workers

                              should notify in case of an emergency,

                              accident or incident?

[___]      [___]

    iii) A list of initial and follow-up actions

                               that the worker should take for each of

                               the identified potential mishap?

9.  Security

                

a.  Does the SOP contain information for the

                          worker for the maintenance of:

 Yes       No

[___]     [___]

    i) Physical security?

[___]     [___]

    ii) Accountability?

ENCLOSURE (1)
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 Yes       No

[___]     [___]

    iii) Disposition, and control of expendable

                               ordnance end items and inherent

                               components?

[___]     [___]

    iv) Hazardous materials?

[___]     [___]

    v) Tool and equipment items?

[___]     [___]

b.  Does the SOP instruct the worker in measures

                          to prevent unauthorized disclosure of

                          classified information?

                                                                ENCLOSURE (1)
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