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Purpose/Scope

This procedure «  :ribes the process for implementing a new or revised regulatory permit
that is issued to Pacific Northwest National Laboratory (PNNL) or Battelle. In accordance
with the PNNL Standards Based Management System (SBMS), regulations driving
regulatory permits have Records of Decision (RODs) that document how the requirements
of the regulation are implemented. However, regulatory permits usually contain more
specific requirements that implement the driving regulation. According to SBMS,
regulatory permits associated with driving requirements are to be referenced in the ROD
for the driving regulation, or a ROD can be generated for each regulatory permit.

Because of the fluid nature and complexity of most regulatory permits, the Environmental
Management Services Department (EMSD) has elected to generate RODs for a group of
regulatory permits (e.g., air permits) and manage the regulatory permit requirements via a
Per—** Implementation Matrix (PIM). This allows EMSD to document the regula /-

)ermit implementation method, identify the responsible organization, and indicate the
compliance status while keeping all information accurate and up to date.

Therefore, the primary purposes of this procedure are to

¢ meet the requirements of the SBMS, Requir~=~*3 ** nt subject area ROD
process for managing regulatory permits

e provide a complete and systematic method for documenting how regulatory permit
requirements are implemented (subject areas, procedures, project operating procedures
and test plans, etc.) and evaluate compliance with these requirements

e document the organization responsible for implementing specific regulatory-permit
requirements.

Applicability

This procedure applies to the EMSD Subject Matter Experts (SMEs) responsible for
permit compliance and the Effluent Management (EM) Technical Group Lead.

Note: In some cases, regulatory permit conditions are the same as the regulatory
requirements and hence are covered by RODs for the regulatory requirement.
In cases where it is not efficient to generate a PIM for the entire regulatory
permit, the management-system owner may elect to complete a ROD for
only the requirements that are above and beyond the regulatory requirement
(e.g., RCRA permit).

Responsible Staff

EMSD SME—The EMSD SMEs are responsible for facilitating and evaluating laboratory
compliance with the regulatory permits in their respective areas. SMEs have the primary
responsibility under this procedure for completing and finalizing the PIM.

Technical Group Lead—The Technical Group Lead of the responsible SMEs is
responsible for approving the PIM and ensuring that the required actions are complete and
documented.
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Definitions

Wovd Definition

Standards Based Online Laboratory-wide policies, standards, procedures and

Management System guidelines. Standards, procedures and guidelines are based on

(SBMS) input from affected organizations, staff, and other
stakeholders; external requirements documents (including
orders, directives, and federal, state and local laws); and
Battelle policy.

Subject Matter Expert  The EMSD staff members that are qualified and trained to
fulfill the assigned role as expert and interpretive authc  yin
a defined regulatory area or discipline.

PIM Permit Implementation Matrix: A document itemizing the
requirements imposed by a regulatory permit and tracking the
responsibility and methods for implementing them.

Regulatory Permit Any liquid-discharge pent , air-discharge permit, notice of
construction, Resource Conservation and Recovery Act
(RCRA) permit, Department of Health exemption letter,

U.S. Environmental Protection Agency approval letter,
septic-system registration, or any other environmental permit
or authorization issued by an external regulatory agency to
PNNL and assigned to the Environmental Management
System that specifiesr uirements for the laboratory to
implement.

Hazards Assessment/Mitigation Summary

There are no specific hazards associated with this procedure. Specific hazards. ioc ed

with regulatory permit implementation will be addressed in the regulatory permit

implementation documentation (i.e., procedures, subject areas).

Prerequisi

All SMEs and designated staff must read this procedure before completing the = M.

Work Instructions

For each regulatory permit issued to PNNL or Battelle and managed by EMSD, the SMEs

or designated staff must perform the following activities.

7.1 PIM Preparation and Documentation

Complete the PIM form (see Attachment A) as described below. One PIM is required to
be completed for each final regulatory permit.
|

Note: Complete the PIM in a manner and on a schedule that meets the specific
permits conditions. For some permits, all implementing documents
must be in place and all requirements met before the permitted
activities may begin. For other permits, requirements are implemented
prior to and during the effective period of the permit.

— —_ ————
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Record the appropriate regulatory permit implementation documentation (i.e.,
procedures, subject areas) by citing the specific reference or refer to the ATS
numt __ where they can be located.

. Venfy the information provided on the PIM. Record verification by entering the

name of the responsible SME or cognizant manager(s) who performed the
verification.

Obtain concurrence (e.g. e-mail) from the Technical Group Lead on the PIM.

Conduct a briefing including a summary of the permit, requirements, and r  :vant
action items for the affected cognizant manager (e.g. PLM or BM) and
Environmental Compliance Representative (ECR) of the responsible organization.
As determined by the EMSD SME, additional staff shall attend the briefing and
may include the project managers, the line managers, operations managers, and
workers.

Enter any additional action items required, and update existing action items based
on inputs obtained during the briefing, as appropriate.

Document the duration, attendees, and description of the briefing on the Briefing
Document Form.

Obtain signature approval of the cognizant manager(s) as determined by the
EMSD SME.

Obtain signature approval of the EM Technical Group Leader on the PIM.

Attach the completed Briefing Document Form to the briefing materials presented
and submit the information to the PNNL Laboratory Training Coordinator.
Attendees will receive credit for the briefing in their training records.

Place the approved PIM and applicable supporting documentation into the EMSD
Records Inventory and Disposition Schedule/File Index (RIDS), and provide a
copy to each cognizant manager for the permitted activity.

Enter the regulatory permit and the PIM in the web-based Permit Information

Implementing a P.___it Modification or Renewal

Review and update the previously approved PIM by performing steps described in
section 7.1 when a permit is modified or renewed.

8.0 Records

e The permit

e The

completed PIM

e Effluent Managemer* "ermit Information Tracking System

e Briefing Document Form

9.0 Database/Electronic Media Entry

e PITS entries



















