C-2000 

NIH Required Coordination and Permits



1.0 Purpose

This procedure defines the steps for initiating coordination with NIH community and facility authorities and obtaining permits for a project site.

2.0 Applicability

This procedure applies to all NIH Projects.

3.0 Responsibilities

The Project Officer is responsible for determining the need for any of the above and initiating action to acquire necessary approvals.

4.0 Procedures

4.1 LAN/Telecommunications and Security:

4.1.1 The PO shall ensure during design that the designer ascertains and advises PO if there is any Security, Data, LAN, or Telecommunications cabling which may be affected by the planned construction activity.

4.1.2 The PO notifies the AO to coordinate the LAN/telecom-munications and security access requirements before and during construction.  If Data, LAN or Telecommunications will be affected by the planned construction activity, CIT will need access to the site either just prior to or in the initial phase of construction in order to disconnect and remove the cabling.  In order to clarify the scope and timeframe requirements of the anticipated cabling removal effort, the PO notifies the AO to initiate a telecom-munications request through the CIT Help Desk allowing for 15 calendar days in advance notice.  AO shall request Help Desk to identify and assist in contacting the organization(s) responsible for the existing cabling and develop a cable disconnection/removal plan in coordination with the PO.  Where cabling is present that is not the responsibility of CIT, one of the CIT Infrastructure Sections will identify and contact the appropriate party; e.g., the Network Infrastructure Section would contact the IC Local Area Network Coordinator if IC LAN cabling is present.  The PO confirms with the IC, AO, and LAN coordinator technical and installation schedule implications of LAN.  

4.1.3 The PO coordinates hardware (locks, keys, and card key systems) and CCTV with the AO and the Division of Physical Security Management to set the standards for building security requirements before and during construction.  Individual ICs may enhance the security to their individual areas.  The AO is informed and made aware of these requirements.

4.2 Industrial Radiography:

The use of a radiation source to perform a test or examination, such as inspecting welds or locating reinforcing in a concrete slab.

4.2.1 The PO advises the contractor that the following conditions shall be met:

· Schedule radiography at times of lowest occupancy of adjacent areas, buildings or other public spaces

· Maintain a complete record of exact time-on and time-off for source for each radiograph

· Contractor shall use maximum shielding, including maximum use of lead shot bags.

4.2.2 The PO requests that the contractor provide the following information about the proposed radiography:

· Plans showing exact locations of planned uses and adjacent occupied public spaces.

· Proposed schedule (date and time) of use. 

· Calculation of doses at potentially occupied public points.

· Specifications of radiation source(s), including nuclide and source activity, collimator(s), and shielding to be used.

4.2.3 The PO completes the Radiography Approval Request Form and attaches the information provided by the contractor and forwards the completed form with attachment to the Radiation Safety Branch (RSB).  The RSB reviews the information and works with the PO and the contractor to assure that necessary precautions and coordination take place.

4.2.4 The RSB approves the Radiography Approval Request Form and returns it to the PO when it determines that the radiography has been properly planned and coordinated.  The RSB typically has a two-day response time on Radiography Approval Requests.

4.2.5 When the approved form is received from the RSB, the PO advises the contractor that he may proceed with the radiography, subject to any conditions noted on the approval form.  The PO files the Radiography Approval Request Form in the project file.

4.3 Requests for Fire Protection and Utility Shutdowns: 

4.3.1 PO initiates and submits shutdown requests electronically to the Technical Support Team allowing 15 calendar days advanced notice.  PO receives approval and notifies the Facility Manager.  Only NIH maintenance staff is authorized to shut down utilities; contractors are not permitted to do so.

4.4 Work to be Performed Outside Normal Working Hours:

4.4.1 PO initiates and submits Outside Normal Working Hours Form via hard copy to Division of Police and provides a copy to the contractor for his records.  
4.5 Temporary Use of NIH Roads, Sidewalks, or Parking Lots:

4.5.1 PO initiates and submits the Temporary Use of NIH Roads, Sidewalks, or Parking Lots Form and submits it to Site Selection Center for review and approval allowing advance of 5 working days notice. PO receives approval and any conditions and ensures implementation by the contractor.   

4.6 After-Hours Emergency Response – Utility Oriented:

4.6.1 The Central Call-In Desk Team http://des.od.nih.gov/msWeb/ receives notification of an after-hours emergency on a project site and calls the appropriate maintenance unit (Building Management Team, Clinical Center Management Team or Utilities Operations Branch) to stabilize the problem until the next regular business day.  If the emergency involves a chemical spill or release of hazardous/deleterious substances to the environment – the Division of Environmental Protection shall also be notified.

4.6.2 If the unit is unable to stabilize the problem, the unit notifies the on-call Division of Property Management Emergency Coordinator (EC).  The EC assesses the situation and assumes control.

4.6.3 The EC determines whether the problem is the responsibility of the Contractor, and the best method to stabilize the problem (Contractor, Shops, IDIQ). The EC may contact the Project Officer at this point for input and assistance.

4.6.4 If it is decided that the problem is the responsibility of the Contractor, the EC (and/or the PO if involved) contacts the on-call Contracting Officer (CO) and gets approval to proceed in correcting the problem.

4.6.5 The EC (and/or the PO if involved) contacts the responsible Contractor and directs that they respond and stabilize the problem.

4.6.6 If the Contractor cannot or will not respond in the time frame required, or if it is determined that the problem is not the responsibility of the Contractor, the EC (and/or the PO if involved) determines the best alternate method of stabilizing the problem, and contacts the Shops or the IDIQ Contractor and requests that they respond and stabilize the problem.

4.6.7 The next regular business day, the PO takes steps to have any remaining work performed in order to permanently resolve the problem. The PO also determines whether the Contractor should be back-charged for any work done to stabilize and resolve a Contractor-caused emergency.

4.7 Emergency Response – (other than utility related – anytime):

4.7.1 As soon as an emergency situation is detected (by either a contractor or Project Officer) the Div. Of Fire Rescue Services (Fire Department) shall be notified as the first responder.  The Fire Department will “stabilize” the situation if possible or recommend stabilization actions to the project officer or his/her contractor.

4.7.2 If the emergency involves a chemical spill or release of hazardous/deleterious substance to the environment, the Division of Environmental Protection (DEP) will be notified by the Fire Department and will respond to the site.  Additional “clean-up” or stabilization measures may be recommended by the DEP.

4.7.3 The Project Officer/Contracting Officer is expected to direct his/her contractor to follow through on recommendations by the fire department and Division of Environmental Protection.

4.7.4 Upon request, the DEP will provide a report of environmental release.

4.8 Excavation Near Controlled Utilities:

4.8.1 PO coordinates contacts Utilities Operations Branch. 

5.0 Related Procedures

C-2050, Environmental Permitting/Approvals

C-2060, Dealing with Asbestos Material

C-2080, Staging Mobilization Plan Acceptance Process

6.0 Relevant Documents

LAN / Telecommunication and Security Related Documents:

· CIT LAN Master Plan

· IC Checklist —Project Quality Assurance 

· IC LAN Master Plan 

· NIH Key Receipt

· NIH Key Request

· NIH Telecommunications Request

Radiography Approval Request Form 

Fire Protection and Utility Shutdowns

Work to be Performed Outside Normal Working Hours Form

Temporary Use of NIH Roads, Sidewalks, or Parking lots Form

Hazardous Open Flame Permit


NIH Emergency Response Plan
7.0 Records

Radiography Approval Request Form

Fire Protection and Utility Shutdown Request Form

Work to be Performed Outside Normal Working Hours Form

Temporary Use of NIH Roads, Sidewalks, or Parking lots Form

Emergency Release Report 



