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HAO STAC Operating Discipline
	Scope
	This procedure is used by all Dow employees and contractors on the expected use of the STAC Cards or Job Procedures. 
The expected use of the STAC Cards or Job Procedures is the two methods most commonly used to document hazards that have been identified.   The Safety Task Analysis Card program is utilized within each Site to insure that all jobs are thoroughly thought out and done in a safe method.  A Safety Task Analysis Card (STAC) must be completed for all jobs/task performed by Site personnel.  All Dow employees must exercise good judgment when determining whether their work has the potential to cause a safety or environmental incident.

	Categories and attributes 
	__________________Categories                                   /  Attributes (Operating/Other)                                              

( Critical   ( Emergency   ( Operating   ( Other   /  ( Routine   ( Non-Routine

	EH&S Goal
	To improve hazard awareness through the use of the STAC Card process.

	Quality considerations
	This procedure does affect the quality of our EH&S Performance. 

Completing a STAC Card will meet the requirements set by Dow corporate, business, site and personal goals.

	Expectation
	All Dow employees to utilize the STAC Card for Operations/Maintenance or the STAC Card for Administrative employees for consistency.

Exception: Workers performing Demo Work may use a STAC Card issued by the Global Demolition EH&S Team.

	References / Definitions
	While performing this procedure, refer to the following (documents, procedures, drawings, etc.): STAC  for Administrative employees, STAC for Operations and Maintenance employees

Some common terms/abbreviations used in this procedure are defined below:


STAC – Safety Task Analysis Card 

    NWT – Natural Work Team

· SPOTTER   A person, outside of a vehicle, who is interacting with the vehicle while it is in motion (e.g., personnel performing atmospheric monitoring of vehicles into classified areas would be considered a spotter)

· VEHICLE  Includes trucks, mobile equipment, rigs, cranes, excavation equipment, forklifts, etc.

	
	Continued on next page


HAO STAC Operating Discipline, Continued
	Who is responsible
	The following table list the job roles and their duties: 

	Roles
	Responsibilities

	Plant Leader  
	· Assigns only trained and qualified personnel.

· Supplies them with needed supplemental information.

· Assures that this procedure is followed.

	EH&S Team
	· Follows this procedure.

· Perform reviews for quality and compliance 

· Reiterate expectations to employees when minimal expectations not met

· Verify STAC card metrics

	Dow Employees
	· Follows this procedure.

	Contractors
	· Follow the STAC Training Process located in the Houston Area Contractor Administration Manual


	STAC Card Expectations
	Listed below are the expectations when completing a STAC.  

	Step
	Action

	1 
	Operations, Maintenance and Administrative employees must turn in the minimum requirement of STAC for each week worked as determined by their Leader.

	2 
	STAC cards cannot be typed or photocopied – they must be legibly handwritten

	3 
	All questions/spaces on the card must be addressed or marked as non applicable (N/A)

	4 
	There shall be 3 to 4 specific tasks listed

	5 
	Walking and driving (unless you ride in with someone) should always be listed as a separate task

	6 
	A specific hazard must be listed for each task listed

	7 
	There must be at least one control or elimination method per each hazard


	
	Continued on next page


HAO STAC Operating Discipline, Continued
	STAC Card Directions/ Instructions Procedure
	All Dow employees and contractors follow these steps to fill out a STAC Card which shall include, but is not limited to the following:

	Step
	Action

	1 
	Name of individual completing the STAC card

	2 
	Job description

	3 
	Free text section including 3 columns:

· tasks

· hazards

· hazard control or measures

This is where the user shall register each task with the respective hazards and control measures. A STAC is ‘incomplete ‘when these free text columns are not filled in. 


	
	Continued on next page


HAO STAC Operating Discipline, Continued
	Process Requirements
	Listed below are the requirements for the STAC Card process 

	Step
	Action

	1 
	STAC cards are required for  field and administrative work as determined by the Leader

	2 
	Field workers and administrative workers are required to complete the  minimum number of STAC cards per week as determined by the Leader

	3 
	When a new job is performed within that day, a new STAC card should be completed for that specific job or the current STAC must be updated.

	4 
	STAC required for office work may utilize it is a different form with items specific to an office environment task.

	5 
	The STAC will be submitted to plant/area designated person, i.e. Operations Leader, Maintenance Supervisor, WPL, etc.

	6 
	The EH&S team or designated team will Analyze the submitted STAC cards for meeting expectation and quality. As a best practice a scoring system may be used to score the cards. STAC Scoring guide below. 

	7 
	The STAC cards failing expectation and quality will be communicated to the person submitting the STAC card.

	8 
	STAC Cards will be discarded following the monthly reviews at a maximum.


	STAC Scoring Guide
	The following scoring guide can be used as a best practice to score cards

	Score
	Description

	0
	No STAC

	1
	Minimum expectations met. Person has a STAC. At least 1 task is listed with at least 1 hazard and at least 1 method of elimination, prevention or protection from the hazard listed.

	2
	Person has a STAC with at least 3 tasks listed, at least 3 hazards listed and at least 3 methods of elimination, prevention or protection from the hazard listed.

	3
	Person has a STAC with at least 3 tasks listed, at least 5 hazards listed and at least 5 method of elimination, prevention or protection from the hazard listed.
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HAO STAC Operating Discipline, Continued
	Vehicle/Equipment Spotting STAC Card Expectations
	A STAC must be completed whenever spotting vehicles/equipment occurs. See Appendix A for the requirements for spotting/escorting vehicles/equipment within the site.

	Related Documents
	List related and supporting documents here, if applicable:

	Document and Records Management
	The current procedure is filed in the Document Management System, Electronic component, under Procedures.  

A hardcopy of this procedure is located in (applies only if hardcopy is kept):

____________________________.

	Validation
	This procedure was originally validated as the best known way to do this job by:

_Dewey Miles / ________________________
_11/09/2009__________

(Name/Job Title)
(Date)

	Owner/Approver
	The last revision of this procedure was approved by:

_Tamara Coppens / Responsible Care Leader_
_11/09/2009__________

(Name/Job Title)
(Date)

	MOC
	MOC# ________________
Date Approved : _11/09/2009_

	Review history


	The following information lists at least the last two reviews to this document, and all reviews that were done in the last 12 months.

	Date
	Reviewed By
	Comments

	11-09-09
	Donna Coyle
	Reviewer

	11-09-09
	Tamara Coppens
	Approved

	
	
	


	Revision history


	The following information documents at least the last 3 changes to this document, with all the changes listed for the last 6 months.

	Date
	Revised By
	Changes

	9-15-09
	Dewey Miles
	New policy leveraged from another site.

	11-5-09
	Donna Coyle
	Add STAC Scoring

	11-11-09
	Donna Coyle
	Revised STAC Scoring

	12-8-09
	Donna Coyle
	Revised minimum STAC per week requirement

	12-23-09
	Donna Coyle
	Revised minimum expectations to be determined by the Leader; made changes to clarify process and make it more generic for use throughout the Hub

	4-12-10
	Dewey Miles
	Added spotting vehicles/equipment requirement


	
	


Appendix A

	Walk Through

The driver and the spotter must walk through the route prior to performing the task to assess the following:

Yes  No

 FORMCHECKBOX 
    FORMCHECKBOX 
 Can the distance of reversing the vehicle be eliminated or minimized?

Describe actions taken___________________________________________________________________________________________________

 FORMCHECKBOX 
    FORMCHECKBOX 
  Are there any hazards along the route that would interfere with safe completion of the job?

Describe actions taken ___________________________________________________________________________________________________

 FORMCHECKBOX 
    FORMCHECKBOX 
  Can the route be modified to make the task safer? 

Describe actions taken ___________________________________________________________________________________________________

 FORMCHECKBOX 
    FORMCHECKBOX 
  Can the route be cleared of workers (pedestrians) within 8 feet (2.5 m) of the moving vehicle?  If not, do not proceed and get supervisor’s approval?

Describe actions taken ___________________________________________________________________________________________________

	IF any of the following agreed upon communication plan or individual’s responsibilities are not met, STOP IMMEDIATELY

obtain Second level (Supervisor) approval if ANY of the responsibilities CANNOT be met

	Communication Plan

· Apart from verbal communication, the driver and the spotter must agree to communicate via one of the following:

 FORMCHECKBOX 
 Hand signals (consider high visibility gloves) 

 FORMCHECKBOX 
 Two-Way Radios (if allowed)

 FORMCHECKBOX 
 Lights

 FORMCHECKBOX 
 Hand held Air Horn

 FORMCHECKBOX 
 Other:__________________

Note:  Verbal only communication is not an acceptable method

· Consider having only the spotter, or only the vehicle, moving at one time in order to maintain visual contact 

	Spotter’s Responsibilities

As the SPOTTER on this job I WILL:

· Position myself to enable the driver to maintain visual contact with me 

· Never cross the path of travel of a moving vehicle

· Maintain a minimum 8 ft (2.5 m) distance from moving vehicle

· Wear a high visibility vest 

· Wear the PPE requirements for the area

· Communicate to the driver to STOP immediately if I spot any unexpected hazards

· Never ride on the vehicle while it is moving

· Keep the route free of people that don’t need to be there

	Driver’s Responsibilities

As the Driver on this job I WILL:

· STOP immediately if  I lose visual contact with the spotter 

· STOP immediately if instructed by the spotter

· STOP immediately if anyone comes within 8 ft (2.5 m) of my vehicle

· Operate the vehicle so my speed does not exceed the walking pace of the spotter 

· Communicate the blind spots of the vehicle to the spotter

· Turn my radio and any other distractions off in the cab of my vehicle

· Make sure my window(s) are open to receive spotter communications 

· Make sure my windows and mirrors are clear to ensure good visibility

	I understand the communication plan and my responsibilities

Spotter’s Name _________________________________ 
Date: _________
	I understand the communication plan and my responsibilities

Driver’s Name _________________________________ 
Date:__________
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