Approved by 
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SAFETY GUIDE 
IN THE USE OF ATOMIC ENERGY "RECOMMENDATIONS FOR ADMINISTRATIVE CONTROL WITHIN THE SYSTEM OF ACCOUNTING AND CONTROL OF RADIOACTIVE SUBSTANCES AND RADIOACTIVE WASTE IN AN ORGANIZATION".

(RB-119-17)

I. General

1. The safety guide in the use of atomic energy "Recommendations for administrative control within the system of accounting and control of radioactive substances and radioactive waste in an organization" (RB-119-17) (hereinafter referred to as the Safety Guide) has been developed in accordance with Article 6 of the Federal Law of 21 November 1995 No. 170-FZ "On the use of atomic energy" for the purpose of securing the compliance with the requirements of the Federal rules and regulations in the field of atomic energy use "General rules of accounting and control of radioactive substances and radioactive waste in an organization" (NP-067-16) approved by the order of the Federal Environmental, Industrial and Nuclear Supervision Service dated November 28, 2016 N 503 (registered with the Ministry of Justice of Russia on December 21, 2016, registration N 44843, the official Internet portal of legal information http://www.pravo.gov.ru, December 22, 2016).

2. This Safety Guide contains recommendations of the Federal Environmental, Industrial and Nuclear Supervision Service on conducting administrative control in organizations within the system of accounting and control of radioactive substances (hereinafter - RSb) and radioactive waste (hereinafter - RW).

3. This Safety Guide is intended for use by organizations engaged in accounting and control of RSb and RW in production, use, storage, transportation of RSb, nuclear materials (except for nuclear materials which are accounted for exclusively in the system of state accounting and control of nuclear materials), formation, processing, conditioning, storage and disposal of RW, including storage and processing of spent nuclear fuel.

4. The requirements of the Federal Rules and Regulations in the area of atomic energy use may be implemented through the use of any other techniques (methods) different from the ones specified in this Safety Guide subject to substantiation of the selected techniques (methods) for safety assurance.

II. Organization and implementation of administrative control

5. Administrative control within the RSb and RW accounting and control system in organizations dealing with RSb, RW (hereinafter - administrative control), is carried out to prevent, detect and eliminate violations of the established procedure of accounting and control of RSb, RW and includes verification of compliance with the established procedure of accounting and control of RSb, RW in the organization as a whole and in its structural units.

The established procedure means requirements and procedures for accounting and control of RSb, RW, established by the legislation of the Russian Federation in the field of accounting and control of RSb, RW, as well as organizational and administrative documents of the organization itself, its parent organizations (operating organizations) and the atomic energy use regulatory authority.

6. It is recommended that the head of the organization or a person authorized by the head of the organization (hereinafter, the head of the organization) be entrusted with the duties of administrative control.

7. The list of officials authorized to exercise administrative control at the level of the organization is recommended to be put into effect by an administrative document of the head of the organization. This list is recommended to include representatives of the organization's management, representatives of the centralized service (structural unit), which is entrusted with the functions of accounting and control and provision of reporting documents, established in the state system of accounting and control of RSb and RW.

8. It is recommended to perform administrative control at the level of the organization and its structural units.

9. At the level of the organization, it is recommended that administrative control be carried out by representatives of the organization's management included in the list of officials authorized to exercise administrative control. It is recommended that administrative control be exercised over a centralized service or a person who is entrusted with the functions of organization and implementation of accounting and control of RSb and RW at the level of the organization and the provision of reporting documents (hereinafter, unless specified otherwise, the service for accounting and control of RSb and RW), as well as the structural units in which the handling of RSb, RW is carried out.

10. At the level of structural units, it is recommended that administrative control should be carried out by persons included in the list of officials authorized to carry out administrative control, as well as the heads of structural units where RSb, RW are handled.

11. Administrative control should be carried out through scheduled and unscheduled inspections.

12. administrative control in the form of scheduled inspections is recommended to be carried out in accordance with the schedule approved by the head of the organization, which is recommended to be sent to the structural units handling RSb, RW.

13. It is recommended to carry out administrative control in the form of unscheduled inspections if there is information about violations of requirements in the field of accounting and control of RSb, RW in the structural units, as well as in other cases by decision of the head of the organization.

14. For a large scope of administrative control, it is recommended that a commission be appointed by order of the head of the organization. It is recommended to appoint a person from the list of officials authorized to exercise administrative control as the chairman of the commission. It is recommended for the commission to include measurement specialists, persons responsible for accounting and control of RSb, RW in the organization, as well as in structural units that are not currently subject to administrative control of other specialists.

15. When performing administrative control, it is recommended to conduct inspections in the following areas:

compliance with the general requirements for accounting and control of RSb, RW in the organization and in its structural units;

keeping of accounting documentation in structural units;

submission of reporting documentation in the service for accounting and control of RSb and RW;

procedure of organization and implementation of inventory-taking of RS and RAW in structural units;

procedure for application of access control means;

selective reconciliation of accounting data and actual availability of RSb, RW at their locations, carrying out of confirming measurements, examination of measurement procedures used for accounting and control of RSb, RW, and control of verification of measuring instruments;

control of investigation of causes and circumstances of violations in accounting and control of RSb, RW, procedure of their documentation and taking necessary measures;

availability of documents for training and assessment of personnel knowledge;

16. In the area of administrative control over compliance with the general requirements for accounting and control of RSb, RW in the organization and in its structural units it is recommended to implement the following activities:

check of availability of the organizational and administrative document on creation of a centralized service (appointment of a structural unit) or assignment of a person responsible for accounting and control of RSb and RW in the organization, submission of reporting documents established in the state system for accounting and control of RSb and RW;

check of existence of an obligation to provide information to the state system for accounting and control of RSb and RW in the provision on a centralized service (structural unit) or in the job description of the person responsible for accounting and control of RSb, RW in the organization;

check of the availability of instructions for accounting and control of RSb, RW in the organization, approved by its head (the check takes into account that, if there are specific documents that reflect the issues to be included in the instructions of the organization, it is allowed to specify the relevant references in the instructions);

check of availability in the structural unit of instructions on accounting and control of RSb, RW  approved by the head of the organization;

checking that the following accounting units are used at accounting and control of RSb, RW:

for closed radionuclide sources - a separate source, a package of closed radionuclide sources of the same type, having only one certificate until the package is disassembled;

for a depleted uranium product - a separate product;

for an RSb in the form of a separate product - a separate source;

for RSb, except for individual products - certain amount of radioactive preparation in package, or a batch of RSb of homogeneous radionuclide composition;

for RW, except spent closed radionuclide sources - a package, batch of RW of homogeneous radionuclide composition, preserved storage;

for RW as a spent closed radionuclide source - a separate source or a package with immobilized closed radionuclide sources;

for RSb in spent nuclear fuel - removable part (core of transport reactor), irradiated fuel assembly, irradiated fuel element;

check of the content of the administrative document of the head of the organization for carrying out inventory-taking of RSb, RW (in particular, that an inventory commission has been appointed, the terms of preparation and implementation of inventory-taking, as well as the time (hours, minutes) after which it is prohibited to move RSb, RW for the period of inventory-taking (except for continuous technological processes) without written permission of the chairman of the inventory commission, including sending and receiving);

check of the availability of the Provision on RW Inventory-Taking in the organization, as well as having this provision approved by Rosatom (when handling highly active RW in the organization);

checking that reporting documents are prepared and executed on the basis of accounting documents, inventory records, that there is a system for preparing and forwarding of reporting documents that meets the requirements of the Rosatom order of September 28, 2016 N 1/24-NPA "On approval of reporting forms in the field of state accounting and control of radioactive substances, radioactive waste and nuclear materials not subject to accounting in the system of state accounting and control of nuclear materials whose activity is greater than or equal to minimum significant activity or whose specific activity is greater than or equal to minimum significant specific activity established by federal norms and rules in the field of atomic energy use, the procedure and terms of reporting";

checking that corrections were made by submitting new reporting documents (if there were corrections to the reporting data);

check of providing each newly formed RSb batch or separate source with a certificate (in case the organization is engaged in manufacturing or disassembling of the RSb batch for further delivery to other organizations).

17. It is recommended that the following measures be taken in the area of administrative control over compliance with the requirements of keeping reporting documents in structural units:

checking the availability of RSb, RW certificates (forms), RSb, RW accounting registers in the structural units, as well as compliance of the information provided in them with the requirements of regulatory and guidance documents in the field of accounting and control of RSb, RW;

checking that the results of operations with RSb, RW are documented in a timely manner;

checking that RSb are deregistered upon:

completion of process operation related to consumption;

expiration of the assigned service life, operation period;

their loss;

process losses (for production facilities);

decrease of activity to values below the minimum significant ones established by regulatory acts of the state system for accounting and control of RSb and RW;

reclassification as nuclear materials;

reclassification as RW with concurrent registration of RW;

handover to another organization;

checking that RW is deregistered in accordance with the procedure established in the organization in cases of:

delivery of radioactive waste to other organization;

loss of RW;

decrease of activity to values below those established by regulatory acts of the state system for accounting and control of RSb and RW;

checking that making changes (corrections) was exercised with specification of the date and surname of the person who made the changes (corrections), with the wrong entry legible (if changes (corrections) were made to the accounting documents);

checking whether the certificate or a separate document contains the category of closed radionuclide source by potential radiation hazard;

checking that closed radionuclide sources of categories 1 and 2 have individual certificates;

checking that closed radionuclide sources of category 2, if it is technically impossible to apply individual numbers thereto, have group certificates;

checking that, if the manufacturer's certificate (its copy) is used, the new number of closed radionuclide sources in the certificate is attested by the seal of the consignor company;

checking of the storage life of accounting documents: for RSb - 10 years after reclassification of RSb or their handover to another organization, and indefinitely - for RSb located in the organization; for RW and spent nuclear fuel - 10 years after handover of RW or spent nuclear fuel to another organization or deregistration of RW due to their processing or decay of radionuclides and indefinitely - for RW and spent nuclear fuel located in the organization; for radionuclide discharges and releases - 10 years if allowed values are not exceeded, and indefinitely - if allowed values are exceeded.

18. In the area of administrative control over compliance with submission of reporting documentation in the service for accounting and control of RSb and RW, it is recommended to carry out the following activities:

checking the submission of reporting documentation of structural units on the results of inventory-taking of RSb, RW to the service for accounting and control of RSb and RW;

checking the submission of reporting documentation by the service for accounting and control of RSb and RW to the relevant information analysis center;

checking sending notifications on shipment and readiness for receipt of RSb, RW;

checking that, if there were corrections to the reporting data, new reporting documents have been submitted.

19. In the area of administrative control over compliance with the general requirements for accounting and control of RSb, RW in the organization and in its structural units it is recommended to implement the following activities:

examination of inventory-taking certificates for:

presenting the results of the check of keeping of accounting documents;

information about checks of actual availability of RSb, RW according to the data on available quantities;

availability of main stocktaking results in accordance with the forms established by Rosatom State Corporation;

introducing the revealed violations and shortcomings, as well as measures and proposals undertaken to eliminate them;

checking that the inventory-taking revealed the actual availability of RSb, RW and verified its compliance with the list of available quantities;

checking that the inventory-taking involved confirming measurements, their scope being determined by the measurement program developed in the organization;

checking the periodicity of scheduled inventory-taking of RSb, RW:

for RSb - in structural units where activities with RSb are performed, including spent nuclear fuel (at least once in 12 calendar months);

for radioactive waste - in structural units performing activities with radioactive waste (at least once in 60 calendar months);

checking the grounds and procedure for carrying out unscheduled inventory-taking.

20. It is recommended that the following measures be taken in the area of administrative control over compliance with the requirements of the procedure for application of access control means:

checking that the use of the sealing devices is defined in the RSb, RW accounting and control instructions or in the program of application of the sealing devices, and their handling is defined in the program of application of the sealing devices;

checking the availability of organizational and administrative document on the appointment of the person responsible for the organization of work on application of sealing devices in the organization, the person responsible for accounting and storage of sealing devices in the organization, the persons responsible for accounting and storage of sealing devices in the structural units responsible for handling sealing devices in the structural units;

checking the availability and maintenance of a log of sealing devices and a log of installation and removal of sealing devices;

checking that the condition of the sealing devices is examined more often than the frequency of inventory-taking, and the results of such examinations are documented;

checking that the sealing devices applied comply with national standards;

checking that the sealing devices are installed in the places of access to rooms, chambers, boxes, containers and other equipment that have RSb, RW, it being impossible to get access to RSb, RW bypassing the sealing device.

21. In the area of administrative control over selective reconciliation of accounting data and actual availability of RSb, RW at their locations, carrying out of confirming measurements, examination of measurement procedures used for accounting and control of RSb, RW, and control of verification of measuring instruments, it is recommended to take the following measures:

selective checking of the availability of RSb, RW at their locations, selective reconciliation of accounting data and the actual availability of RSb, RW;

checking availability of valid metrological verification stamps on measuring tools used in the RSb, RW measurement system, and (or) certificates of state verification (corresponding marks in the record cards  for measuring tools);

checking the availability of a measurement program that includes a list of measurement methods (instructions), measuring instruments, standard samples, requirements for measurement accuracy, a list of sampling procedures and forms for presenting results, as well as the regularity of reviewing this program - at least once every 5 years;

checking whether the organization has measurement procedures (instructions) specified in the measurement program, and they are properly executed in the form of separate documents;

checking that the list of measuring instruments used in the RSb, RW measurement system contains the type of measuring instruments and their modification;

checking the availability of a measurement quality control program containing a schedule for calibration or verification of measuring instruments, plans for revision and re-certification of measurement methods and standard samples, and plans for internal operational control over the measurement quality;

checking that the program provides control over the quality of measurements to confirm the convergence, reproducibility of results and their errors;

checking the availability of metrological certification of methods for performing these measurements (if the organization performs accounting measurements).

22. In the area of administrative control of investigations into the causes and circumstances of violations in the accounting and control of RSb, RW, the procedure for documenting them and taking the necessary measures, it is recommended to carry out the following activities:

checking the documentary registration by the RSb and RW accounting and control service of the violation and its participation in the further investigation of this violation (if the organization had violations in the accounting and control of RSb, RW);

checking that the following information is specified when documenting the fact of violation in the accounting and control of RSb, RW:

date and time of detection of violation;

the structural unit of the organization where the shortage (surplus) or violation was detected;

description of the detected shortage (surplus) or violation;

description of the circumstances, event, or series of events that made it possible to detect the shortage (surplus) or violation;

alleged causes of the shortage (surplus) or violation;

quantitative and qualitative characteristics of RSb, RW that are associated with the shortage (surplus) or violation;

measures taken and a follow-up plan to prevent such violations in future;

checking the implementation of the follow-up plan to prevent similar violations.

23. In the area of administrative control over the availability of documents for the personnel training and examination of knowledge, it is recommended to perform the following activities:

checking the availability of appropriate permits for the right to conduct work in the field of atomic energy use;

checking documents confirming the frequency of training, professional development and examination of knowledge of officials and personnel engaged in accounting and control of RSb, RW, at least once every three years;

checking documents confirming the frequency of retraining or advanced training of officials responsible for accounting and control of RSb, RW, at least once every five years.

24. A list of questions for each specific check is recommended to be determined by decision of the head of the organization. In addition to the questions described in paragraphs 16 to 23 of this Safety Guide, the check may include additional questions related to the organization and maintenance of accounting and control of RSb, RW.

III. Documentation of the results of administrative control

25. The results of checks within the framework of administrative control should be formalized in the administrative control report (hereinafter referred to as the Report), which should contain:

date and time of check;

full name and position of the Chairman and members of the commission or authorized official who carried out the check;

checked subdivisions;

completed administrative control arrangements;

detected violations of the requirements of the RSb and RW accounting and control guidelines and instructions for their elimination (if any).

The recommended template of the Report is given in Appendix 1 hereto.

26. The Report is recommended to be signed by all members of the commission or the authorized official who conducted the check; the report is approved by the head of the organization.

27. The Report is recommended to be brought to the notice of the head of the centralized service or the person who is responsible for organizing and implementing accounting and control at the organization level and providing accounting documents established in the RSb and RW state accounting and control system to the heads of the structural units checked, against signature.

28. The Report is recommended to be drawn up in one copy. It is recommended to keep the original Report in the file of the service for accounting and control of RSb and RW. It is recommended to send copies of the Report to the structural units that have been checked.

29. If violations of the requirements of the RSb and RW accounting and control guidelines are detected during administrative control, it is recommended to draw up a plan to eliminate violations of the requirements of the guidelines identified during administrative control (hereinafter referred to as the Plan).

The recommended template of the Plan is given in Appendix 2 hereto.

30. The responsibility for drawing up the Plan is recommended to be assigned to the head of the structural unit where violations of the requirements of the guidelines in the field of accounting and control of RSb, RW were found, or to the head of the service for accounting and control of RSb and RW - if violations are detected in the service.

31. The plan is recommended to be approved by the head of the organization, and for a Plan drawn up by the head of a structural unit, it is recommended to have it approved by the head of the service for accounting and control of RSb and RW.

32. The Plan should reflect measures to eliminate violations  of requirements of regulatory documents in the field of accounting and control of RSb, RW, the time frame for eliminating these violations, as well as parties responsible for the implementation of these measures.

33. The implementation of the Plan is recommended to be organized by the head of the structural unit where violations of the requirements of the guidelines in the field of accounting and control of RSb and RW were found, under the supervision of the head of the service for accounting and control of RSb and RW.

34. If the Plan is implemented by the service for accounting and control of RSb and RW, it is recommended to assign the organization of its implementation to the head of the service under the supervision of the head of the organization.

Appendix N 1 
to the safety guide in the use of atomic energy "Recommendations for administrative control within the system of accounting and control of radioactive substances and radioactive waste in an organization" approved by Order of the Federal Environmental, Industrial and Nuclear Supervision Service 
dated February 10, 2017 No. 50

(recommended sample)

APPROVED by

_________________________________

position

_________________________________

Full name

________________________________

signature of the head of organization

______________, 20___

Report

on performance of administrative control

in ___________________________________

structural unit checked

"__" __________ 20___        ____ hrs ____ min.                N ________

This Report is drawn up to certify that from ___________, 20__ till ___________, 20__ the commission consisting of:
	Commission Chairperson:
	

	
	position, full name

	Commission Members:
	

	
	position, full name

	
	

	
	position, full name


carried out administrative control of the state of accounting and control of RSb and RW <1>.

1. The following activities were carried out during the administrative control (specify the activities carried out according to paragraphs 16 to 23 hereof) __________________________

2. In the course of administrative control, the following violations of the requirements of the guidelines in the field of accounting and control of RSb and RW were identified (it is recommended to indicate the detected violations with references to the provisions of the legislation of the Russian Federation in the field of accounting and control of RSb and RW) _________________________________________________________________

3. A plan for the elimination of identified non-compliances is to be submitted by ____________, 20__.

	Commission chairperson:
	
	
	

	
	signature
	
	Full name

	
	
	
	

	Commission members:
	
	
	

	
	signature
	
	Full name

	
	
	
	

	
	signature
	
	Full name


Head of the centralized service for accounting and control of RSb and RW:

	READ and UNDERSTOOD
	
	
	

	
	signature
	
	Full name


Head of structural unit:

	READ and UNDERSTOOD
	
	
	

	
	signature
	
	Full name


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

<1> If the administrative control is carried out  by an authorized official without a commission, the words "commission consisting of" and "commission chairperson" are crossed out, and a dash is put in "committee members" lines.

Appendix N 2 
to the safety guide in the use of atomic energy "Recommendations for administrative control within the system of accounting and control of radioactive substances and radioactive waste in an organization" approved by Order of the Federal Environmental, Industrial and Nuclear Supervision Service 
dated February 10, 2017 No. 50

(recommended sample)

APPROVED by

_________________________________

position

_________________________________

Full name

________________________________

signature of the head of organization

______________, 20___

Plan for 
eliminating violations of the requirements of the regulatory documents, 
identified in the course of administrative control

______________ 20__ 

	No.
	Identified violations (with references to paragraphs of regulatory documents)
	The person responsible for eliminating the violation, full name, position
	Due dates for elimination of violations
	Completion sign-off
	Notes

	1
	2
	3
	4
	5
	6


Note. Columns 5 and 6 are filled in by the head of the centralized service for accounting and control of RSb and RW of the organization.

Head of structural unit:

	
	
	
	

	
	signature
	
	Full name


AGREED UPON WITH 

Head of the centralized service for accounting and control of RSb and RW:

	
	
	
	

	
	signature
	
	Full name


