[bookmark: _GoBack]Here is an email template Requestors should use to send to their sJHA to Subcontractors.
Note:  Requestors should cut and paste the text below into an email, insert the tailored information, and then send it to the Subcontractor for them to complete and return.
To <<insert subcontractor email address>>

Below are the steps that you must complete in order to be authorized to perform your scope of work at LBNL.
1. Use the following web link to access your Subcontractor Job Hazards Analysis (sJHA).  Note:  First time users will need to use the “New User Login” feature. Link to your sJHA:  <<insert sJHA_LINK from top right of Section 1. Identification here>>
2. Review the information in Section 1 (Identification) of the sJHA and make any needed changes.
3. Complete Section 2 (Questionnaire) of the sJHA following the “Instructions to Subcontractors for Completing the Questionnaire” near the top of the page.  Add, delete or edit worker information in the Worker List.  Save the sJHA.
4. Notify the Requester that you have completed Section 2 (Questionnaire) by activating the button on the bottom of the Section 2 (Questionnaire) labeled “Notify the Requester”. 
5. Complete LBNL General Employee Radiation Training (GERT) within the past 24 months. To complete GERT, go to How to Complete GERT Online Without an LDAP Password.
6. Review the LBNL EH&S Orientation for Subcontractors, Vendors and Guests which can be accessed at EH&S Orientation for Subcontractors, Vendors and Guests. 
7. Attend a pre-job meeting (usually takes place on the same day that the scope of work begins) with the Requester.  At the pre-job meeting you will discuss the sJHA and related safety documents, sign a printed copy of the sJHA and any required Permits.
8. Proceed to safely perform the scope of work per the controls identified on the sJHA.
9. Notify the Requester if your scope of work changes or you have any safety concerns.
Note: In addition to the sJHA, some work hazards identified on the Questionnaire (e.g. energized electrical work or lock-out/tag-out) will also require an LBNL Permit before the subcontractor’s work can begin.  Contact the Requester to determine if your work will require a LBNL Permit.
If you have questions regarding the safety requirements to work at LBNL, contact the Bill Wells at (510) 486-6325 or mail to:  whwells@lbl.gov or <<insert requestor email address>>.

