*Subcontractor Access Procedure* 

Key Points of Contact 

Subcontract Access Coordinator (SAC) – DeAnn Maddox (757-269-7135) or

Email   subcontractor-registration@jlab.org
Or Karen Bartek (757-269-7739)

Email    subcontractor-registration@jlab.orgJaw

Badging Office – Dreamie Newsome (757-269-7546) and Jennifer Barnett (757-269-7387)

VISA Office – Sue Ewing (757-269-7687)

VARC Front Desk – Tara Wilkerson (757-269-7598)

*Step 1* 

Project Manager provides the Subcontractor Access Coordinator (*SAC*) with the following information at the same time the procurement request is sent to procurement 

*Project Name* 

*Designated sponsor (s)* – this is the JLab SOTR and safety inspector that is assigned 

*Minimal training requirements* (Training that everyone will need for the project) 

Training to work on the Accelerator Site 

SAF 100C (for construction) or SAF100S (for service) 

SAF 800 GERT or SAF 801 RAD Worker 1(for work inside tunnel or halls) 

SAF 103 ODH (for work in tunnel, halls, or service buildings) 

SAF 132 Tunnel Awareness (for unescorted work in tunnel) 

Training to work on the Campus – (outside of the accelerator fence)

SAF 100C (for construction) or SAF100S (for service) 

SAF 800 GERT (for work in the CTF, EEL, or Test Lab) 

SAF 103 ODH (for work in the CTF, EEL, or Test Lab) 


*Building Access-- Options for entry into JList* 

Campus-Daytime 

Accelerator Daytime 

Campus-After Hours 

Sitewide-All Hours 

VARC/CC-Daytime 

ARC Building – All hours 

*Step 2* 

Upon subcontract award Procurement forwards the following information to the *SAC* for entry into JList 

Prime subcontract number 

Prime subcontractor name 

Prime subcontract Award date 

Prime subcontract Completion Date (Badges will automatically expire 45 days after the contract completion date) 

Upon receipt of completed Standard Form (SF) 1413 <https://www.acquisition.gov/far/current/html/FormsStandard44.html#wp1176921> from the Prime subcontractor Procurement forwards the information to the SAC for entry into JList. (This is for Construction Contracts Only) 

In addition, the SAC will enter the information received under Step 1 into JList. 

*Step 3* 

Each subcontractor staff working at or visiting the site shall register online at the following link: https://www1.jlab.org/mis/cis/jris_reg_form/new_reg_form.cfm?cebaf_type=CONTRACT%20SERVICES 

Each subcontractor registrant shall provide the following information on the form: 

Name (Last, first, middle) 

Individual’s home address 

Individual’s phone number 

Date of Birth 

Citizenship 

Country of birth 

If not a US Citizen do you have a valid green card 

Project Name 

Contractor Name 

Will you have a vehicle on-site? If yes the vehicle tag number 

*Step 4* 

SAC shall process pending subcontractor registration forms daily. The process shall include verification that each registrant’s name is on the subcontractor provided staff list. Once the individual is verified, the SAC will accept the registration form. Subcontract number, minimal training requirements, sponsor’s name, JLab type, and building access data fields will automatically populated. 

*Step 5* 

Folders are prepared for each registrant by the *SAC* to maintain the following documents 

Printed registration form (to be verified and sign by applicant) 

Copy of applicants drivers license 

*Step 6* 

Individuals shall attend onsite training no sooner than two weeks prior to starting work at Jefferson Lab. On-line training shall be taken following completion of online registration. 

SAF100c and SAF100s training classes are normally offered at 8:30 AM each Monday ay or by special arrangement in VARC Bldg (628 Hofstadter Road). Individuals shall arrive no less than 15 minutes ahead of time and present a valid U.S. or State issued photo identification card. Non-US citizens shall present a valid work Visa. Subcontractors should notify the JLab SOTR at least 24 hours in advance as to the names of individuals attending training class during that week. SOTRs shall pass this information to the SAC 

VARC Front Desk staff has individuals sign the registration form and Standards of Conduct prior to attending the SAF100c and SAF 100s training course.   A copy of their identification is placed in their folder. 

A Training Roster is prepared indicating course name, date, and printed instructor name. The instructor signs the roster and presents it to DeAnn Maddox or Karen Bartek. 

All minimal training must be completed prior to issuance of an ID badge and/or start of work on site. 

*Lab Access Badges* 

For those individuals needing a Lab Access Badge, upon completion of the minimal training identified for their contract, the VARC front desk will contact the badging office to confirm individual has met the minimum requirements to obtain a badge. 

The Badging office will prepare the badge and provide it to the individual once all requirements have been verified. 
E-Verify Requirement
In accordance with the Far E-Verify Clause 52.222-54 Employment Eligibility Verification requirement each company working on a federal site must enroll as a Federal Contractor within 30 calendar days of contract award or date of contract modification.  Please provide the Company Verification Page to the Contracting Officer once obtained.  All staff persons working on the contract must be E-Verified.
The link below will direct you to the Department of Homeland Security web page which explains E-Verify and has a tab for enrollment
http://www.uscis.gov/portal/site/uscis/menuitem.eb1d4c2a3e5b9ac89243c6a7543f6d1a/?vgnextoid=e94888e60a405110VgnVCM1000004718190aRCRD&vgnextchannel=e94888e60a405110VgnVCM1000004718190aRCRD   
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