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FOREWORD

This Yucca Mountain Site Characterization Project (YMP) Training Marage-
ment Plan (TMP) has been approved by the Yucca Mountain Site Characterizat:cn
Project Office for implementation, through procedures, by YMP parrticipant
srjanizations. The TMP supplements and reinforces Section 15.0 of the
Project Management Plan, YMP/88-2, by setting forth requirements and
providing juicance cn elements of the training process such as develcpment
responsitilities, cperating practices, performance measurement, and
documentation. The TMP also describes the objectives, responsibilities, anad
interrelationships of those YMP organizations that provide, or are depencent
upon, a program of employee qualification, orientation, indoctrinat.cn, and
other training.

Approved by:

b g mtic € E(‘a,«.cl«»c,( T 214

Carl P. Gertz, Project Manager Date
Yucca Mountain Site Characterization
Project Office

/Lﬁc.vﬁu.«k\ %Jtut{ F-214

Maxwell B. Blanchard, Deputy Project Manager Date
Yucca Mountain Site Characterization
Project Office

7, .2//?3

Date/ 7

E. Carol Rehkop,
Yucca Mountain Si
Project Office

TrpAning Officer
Characterization
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1.0 INTRODUCTICN
1.1 PYRPOSE

The Training Management Plan (TMP) cefines the unique applicaticn z¢ a
Systematic Approach to Training (SAT) for development of the Training Prsgram
for the Yuica Mcuntain Site Chacazterization Project (YMP). The Training
Pregram groduces Zocumentation thar Fersonnel perforaing activities sucles:
to quality program csntrols are quaiified in the principles, techniques, and
requirements of -he activity to ke performed. Through training both safery
and quality are incorporated into each jeb task by teaching correc:
procedures and emphasizing mandatory compliance to procedures. The TMP
identifies the (1) :interface relat:zaships, (2) organizational structures,
(3) objectives, and (4) responsibilities of the individual organizations
“nich provide, or degend Jpon, a program of employee qualification,
crientation, indoctrination, and staer training.

1.2 TRAININC MISSION

The training mission is to support the YMP commitment to excellence with
3 training program that provides for incoctrination and training of personnel
Lo ensure that suitable proficiency is achieved and maintained.

1.3 TRAINING MANAGEMENT PLAN OVERVIEW

The TMP includes all activities associared with employee qualification,
orientation, indoctrination, and training necessary to enable individuals =2
perform specific job tasks in a complex and highly requlated work envircn-
ment. The TMP requires establishment of management controls in the areas :°
{l1) training records management, (2) training schedules, (3) training
materials development and contfiguration control of approved training
materials, (4) evaluations of training effectiveness, (5) resource planning,
and (6) types of records to be maintained, and limitations of access.

1.4 TRAINING MANAGEMENT ORGANIZATION

Management of the training development process is the responsibility c¢¢
the Yucca Mountain Site Characterization Project Office (YMPO) Training
Officer who reports to the YMPO Ceputy Project Manager. Fiqure 1-1
illustrates the relationships of the YMPO training organizations. Specific
applications of the TMP are carried out by a designated Training Manager in
each YMP participating organization.
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KEY TRAINING MANAGEMENT POSITIONS

Prsiect Manager

The YMPO Project Manager has overall responsibility and authorzity fir
<ne canduct of work on the YMP as presented in the Project Management Plan.

The :ff-:e sf <he Project Managerz, through the YMPQ Deputy Project Maniger J
and ¥YM2C Training Sfficer, has oversight of the training mission. Zireczicn 3
is p'”llded tnzsugh plans, polic:ies, and procedures, and written direct.ves

of <he YMPO Project Manager or his designee.

Training Sfficer

The TMPO Training Officer zeports to the YMPO Ceputy Project Marager and
ne 1.S. Cepartment of Energy (CCE) YMPO functicnal interface for

a:a:ng. The position is delegated full responsibility and authority to

o} Ld overall direction for YMP training and to establigh training pol:Zy
E”SJ:21q =hat the training programs fcr YMP personnel comply with requlatory
regqu.rerents and YMPO COE gcais.
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Tra.n.ag Manager

The Training Manager is the individual authorized by the YMPO Training
Cfficer to operate the YMPO Training Center and to provide orientation,
indoctrination, and other training for the YMPO and other YMP contractor
personnel located in Las Vegas, including those personnel supporting the
Office of Civilian Radiocactive Waste Management (OCRWM) Quality Assurance
{QA) Program. The Training Manager has also been endorsed to conduct fie’Z
training at the Yucca Mountain site. h

As directed by the YMPO Training Officer, the T&MSS Training Manager :s
delegated full responsibility and authority to develop and ixplement a
training process that (1) includes a SAT for YMPO and YMPO support staff
working to the OCRWM QA Program, and (2) complies with Federal, State, QA,
and requlatory cequirements ard YMPO DOE goais.

Participant Trainiag Managers

The Technical Project Officer (TPO) for each participant organization
may delegate responsibility for -raining. The YMP Participant Training
Manager, or equivalent, may be delegated full responsibility and authority Ty
t“e fMP Participant TPO for the development and implementation of a trainirg

rcgram that (1) meets the guidelines set forth by the YMPO Training Officer
‘or a SAT within the participant organization, and (2) complies with Federal,
State, QA, and requlatory requirements and DOE goals.

1.5 TRAINING MANAGEMENT PLAN DOCUMENTATION

Documentation includes appropriate objective evidence of (1) individual
qualification and training records, (2) lesson plans and otner training
materials, (3) classroom attendance records, (4) required self-study
assignment confirmations, (5) instructor qualifications, (6) training

BS-7
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assessments, and (7) remedial action documents, as applicable. Documents are
processed and maintained in accordance with the YMP Records Management

Blan, YMP/CC-0016. The scope and content of such records are governed by the
Privacy Act of 1374.

.4 TRAINING DEVEZLOPMENT PROCESS CEFINITIONS

Aralysis - The phase of the SAT that assesses performance requirements or
Aeficiencies, determines the needs that are best satisfied through training,
and orcduces task performance data that serves as the foundation for training
grogram des.3n, development, and implementation.

Baseline Training/Maintenance Required - Baseline training/maintenance
zrequiced 15 -he employee’s training assignments that are required to be
maintained as assigned documents or activities are revised or changed.

Briefing - A method of documented instruction, not requiring an approved
.esson plan, for disseminating instructions or information to a group in an
informal setting.

Classroom Training - Structured formal instruction presented in 2 classroom
envirorment by a qualified instructor using a lesson plan. This instruction
may be a lecture, or modified lecture, or seminar format.

Continuing Training (Maintenance) - A systematic program of instruction

. designed to maintain proficiency and improve incumbent job performance.

Design - The phase of the SAT in which products of the analysis phase are
used to develop specifications for training program development and
implementation; includes developing job performance measures, selecting
training setting, developing learning objectives and tests, determining
expected trainee entry-level skills and knowledges, and formulating the
training plan.

Cevelopment - The phase of the SAT that involves establishment of learning
activities, selection of media and methods, review and selection of existing
course material, development of new material, and the tryout and revision of
course material.

Evaluation - The phase of the SAT in which indicators (e.g., operating
experiences, employee performance, job requirements, etc.) are monito;ed.
assessed, and used to maintain and improve the performance of a training
program.

Formal Instruction - An in-depth instruction provided to personnel to develop
and maintain proficiency in the application of selected requirements,
methods, and procedures, and to adapt to changes in technology, methods, or
job responsibilities. Formal instruction requires a lesson plan and
evaluation to ensure that specified objectives are met. Evaluations may be
achieved in writing, through demonstzation, or by verbal answers.

B5-8



n

YMP/91-27, Rev. 0 YMP/91-27, Rev. )

Implementation - The phase of the SAT in which the training program is put
into operation; includes implementing the training plan, preparing for and
conducting training, conducting in-training evaluation, and documenting
training.

cndoctrinaticn - A method of training acccmplished by briefings, seif-stugy,
CLlassre-cm iascouc-ion, or a combinaticn provided to familiarize perscnrel
w#ith documents, requirements, regu.ations, and policies applicable t2
assigned job activities.

Inivial Training - A systematic program of training and indoctrinaticn
designed to assure that personnel possess the knowledge and skills necessary
to perform assigned job functions. Achievement of proficiency :in performing
an assigned task is the desired result of initial training.

Iast-uctor - An individual who is gqualified to develop and conduct tralining,
and evaluate trainee’s accomplishment of learning objectives.

Laboratory Training (Workshop) - A method of instruction in which the
training setting allows more than one condition of job performance t> be
simulated. This permits application of course material by the trainee in a
hands-on environment.

Learning Objective - A statement that specifies measurable behavior that a
trainee should exhibit after instruction, including the conditions of and
standards for performance.

Lesson Plan - An approved instructor’s document that outlines instructor ans
trainee activities, learning objectives, lesson content, and resources
necessary for the conduct of training.

Maintenance of Proficiency - Those training actions required to sustain tre
ability to perform tasks in accordance with QA Program controls. Profic:ency
may be maintained by self-study, classroom training, or ongoing task
performance.

New Employee - A person recently hired or transferred for permanent or
temporary assignment to the YMP and who requires YMP training.

Non-Permanent Personnel - Persons whose job assignment in support of OCRWM :s
less than 90 consecutive days in duration.

On-the-Job Training - A method of instruction in which the trainee achieves
learning objectives through structured training conducted in the job
environment .

Orientation - Formal or informal indoctrination conducted to familiarize
re-sonnel with topics that may not be related to QA or reqgulatory
requirements, but may be of general interest and value in enhancing job
performance.

Position Description - Documentation of the duties to be performed and the
minimum qualifying experience, education, and professional training required
for a position, synonymous with job description.

B5-9
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Position Qualification Evaluation - A position qualificaticn evaluation :is a
documented review by the supervisor to determine that an employee meets the

minimum qualification requirements of the assigned position. This may te
performed in the hiring process.

proficiency - Proficiency is an erployee’s capability to demonstrate the
cognitive process and/or the manual skills required to meet the conditions
and standarzds cf performance of an assigned task.

Privileged Record - A record that contains nonsecurity-classified informaticn
and requires protection against unauthorized disclosure.

Self Study - A methcd of imstruction in which the pace of trairing is
controlled by the trainee and guided by the program materials. This
methcd does not satisfy the requirements of a SAT unless evaluation of
learning objectives i1s performed.

Supervisor - Any person who directs the activities of one or mure
subordinates. The supervisor is responsible for performing the subordinzte’s
qualification evaluation and for assigning training to the subordinate.

Systematic Approach to Training - A training approach determined by
management that establishes training requirements based on the furctions an
individual employee is required to perform. The determined method should
identify (1) assignment of initial and continuing training, (2) learning
objectives if applicable, and (3) documentation of measurement and
achievement of learning objective upon completion of formal instruction.
Self-study training may be included in the SAT.

Task - A well-defined unit of work having an identifiable beginning and ernd,
with two or more discrete actions executed during performance.

Trainee - An individual who has not completed his/her assigned training
requirements.

Training - Formal instruction, direction, or indoctrination that provides the
knowledge, skill, and proficiency required for an individual to become and to
remain qualified. Training may be accomplished through classroom
instruction, formal on-the-job instruction, self-study, or other methods of
instruction. Training may include baseline/maintenance required, initial

training, or continuing training.

Tzaining and Qualification Records - Those records containing information
generated as a result of implementing personnel qualification, indoctrination
and training, and certification procedures that provide evidence that DOE and
contractor personnel have adequate education, training, and experience to
perform activities subject to program requirements. These records are

maintained as privileged records under DOE System 80 of the Privacy Act.

Training Officer - The individual who i3 directly responsible for the
development, coordination, and implementation of the indoctrination and
training program. The Training Officer is responsible for ensuring that the
DOE System 80 program for privileged records is maintained. The Training
Officer’s actions and responsibilities may be delegated.
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Training Program - A planned, organized sequence of documented training steps
designed to prepare an individual to perform assigned activities and to
maintain that individual’s proficiency in performing those activities.

asalification (Personnel) - The characteristics or abilities gained =hrough
-raining, experience, c¢r both that enable an individual to perform a required
function.

gquaiified Party - A competent person or organization recognized as
<rowledgeakble to perform certain functions.

feal-rime Training - A method of indoctrination accomplished prior to
cerforming quality affecting activities that familiarizes personnel in the
requirements of documents that are not part of an individual’s baseline
training/maintenance required. This method of indoctrination requires :he
individual to read and understand the document prior to performing the
nen-baselined activity. Real-time training is only required for individuai:
ttesting to performing a quality affecting activity by full signature on a
<A record and is not required for Procedure Compliance Documentation forms corc
cmpletion of Self-Study forms.

Refresher Training - Refresher training is supplementary periodic training
designed to ensure maintenance cf knowledge and skills necessary to meet or
exceed established performance standards.

B5S—-11
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2.0 TRAINING MANAGEMENT OBJECTIVES
2.1 QVERVIEAW

The YMPO Trairing Officer sets policy and defines objectives fcr the
Training Cevelopment Process. tong- and short-range objectives td te
ach:eved ty -he training process are determined by the YMPO Training Qfficer
w1th inpus from the training maragers and respective TPOs. To facilitate
jcal setting, pericdic meetings of training managers, or their
representatives, will be conducted for the purposes of information exchange,
delikeration of policies and practices, program unification, and general
Training Development Process improvement.

2.2 TRAINING OBJECTIVES

Training objectives identified by the YMPO Training Officer are as
fcllows:

1. Meet regulatcry requirements and DOE goals.
2. Develop and implement a SAT at all organizational levels.

3. Provide, or assist management in establishing, a measurable basis
for determining individual training requirements.

4. Ensure effectiveness of training through objective standards of
performance measurement.

5. Support management and staff in effectively achieving and
maintaining required performance levels.

2.3 TECHNICAL OBJECTIVES

Technical objectives are framed in the applicable regulatory
requirements and DOE Orders. Of primary importance are the criteria for
preparing personnel for the complexity and hazard potential which may be
encountered to meet mission objectives. Technical objectives identified by
the YMPO Training Officer are:

1. Establish a controlled structure of SAT training requirements.

2. Establish a baseline of topics and skills categories related to each
job function which must be mastered by the individuals assigned to
that job. Further, ensure individuals can recognize and avoid
hazards associated with each job.

3. Maintain current status of the achievement and maintenance of
baselined skills and knowledge by individuals.

B5-12
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4. Assess the effectiveness of training disciplines based on
performance feedback.

of approved training materials which provides the flexibilizy <2
adapt to changing fMP requirements.

2.4 SCHITULZ CBJECTIVES

The effectiveness of the training function is directly related =2
=:meiiness of the instructiaznal scnedule. It is a fundamental goal cf
YMPO Training Officer o closely al:ign the YMP curriculum with the T™MP
milesrones established by YMP management. To achieve this end, the £zlltwing
:tsectives have been :.dentified ty the Training Officer:

ne

ne

-
-

i. Establish a baseline cf training courses offered on a reqular basis.

~ 2. Provide assistance to managers and supervisors in identify:ing

specific training needs t5 accomplish YMP goals. -

3. Focus training schedules to ensure personnel are qualified to

~ perform job-related tasks prior to the initiation and execution of
—_ the tasks.
4. Develop a curriculum of maintenance and refresher courses to
coincide with the performance of job-related tasks.
-~ S. Ensure instructors ace gualified and neecded training resources are
in place to support schecuied YMP work activities.
o

2.5 COST/BENEFIT OBJECTIVES

- The YMP Training Program is gdesigned to produce cost-effective
instruction and qualification by integrating training activities with other
tusiness processes. Training needs are to be based on the job to be
cerformed, rather than setting forth requirements for general exposure of ai.
YMP personnel to policies, plans, and prccedures that may not impact the
duties of many. To this end, the following cost/benefit objectives are
identified:

1. Minimize costly errors or cmissions, use training aspects that are
designed not only to familiarize the trainee with specific
instructions to perform a job, but also to give the trainee an
adequate background in the rationale for doing work in the
prescribed manner and the consequences of certain actioms.

2. Centralized training facilities and resource pooling are to be used

whenever practicable to provide optimum exposure cf training courses
at least cost for such items as lesson preparation, facilities,

B5-13
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instructor qualificacion, classroom materials, travel, and other
direct expenses associated with training.

3. Use of remote training such as videotaped instruction sessions and
other techniques o offset rhe costs of bringing a large numcer :f
trainees requiring specific courses to a central location. An
instructeor may te made available fcr remote classes of 12 or mere
ceop.e.

{. In all cases, the instructional methods shall be chosen t3 provide
inirial and contianuing training suitable to satisfy the reguiatcry
requirements and management objectives with an emphasis on the
value-added concepc.

2.5 YJICCA MOUNTAIN SITE CHARACTSRIZATION PROJECT OFFICE SYSTEMATIC
APPROACH TO TRAINING OBJECTIVES

The YMPO Training Officer has directed the Training Manager to meet the
following objectives in applying a SAT to YMPO and associated training:

1. Perform systematic evaluation of jobs identified to meet the mission
cbjectives.

2. Derive learning objectives from job analyses that describe the
desired performance of training candidates after training.

3. Base design and implementation of training on identified learning
objectives.

4. Methodically evaluate trainee mastery of required learniag
obiectives.

S. Assess the effectiveness of the training process and systematica..y

revise the training regimen where inefficient or substandard resu.ts
are discovered.

BS—14
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3.0 TRAINING DEVELOPMENT RESPONSIBILITIES
3.1 TRAINING CFFICER

The TMPO Training Officer is delegated complete responsibility and
author.ty -0 conduct orientation, indoctrinaticn, and initial and csntinuing
training £oz <he YMP. The 'YMPO Training Officer establishes the train:n
policy and requ:za2ments for the DOE and all contractors and matrixed suppc::
agencies perfcrming w#ork at the YMP. Primary areas of management attentisn
saciude:

1. Providing direction to the Training Manager for support of YMPO
training goals. This direction includes the commitment to a SAT:
that is, use of training feedback loops and training needs analysis,
and support in the evaluation of participant training prcgrams and
training needs.

2. Interfacing with DOE Headquarter’s personnel for determination and
coordination of training needs.

J. Providing programmatic direction and policy for the YMP training
programs.

4. Ensuring that field training support is provided for by the Training
Manager.

5. -Interfacing with other YMP participants to ensure attainment of “MZ
training goals.

3.2 TRAINING MANAGER

The Training Manager has been directed by the YMPO Training Officer =2
apply a SAT to the development and implementation of a training program.
This program will comply with all QA, and requlatory requirements, and DOE
goals. Under direction from tha DOE, the Training Manager:

1. Has overall responsibilitv and authority for implementation of the
training program for YMPO and support personnel (site and field).

2. Has overall responsibility and authority for all administrative
duties associated with the YMPO Training Center.

3. Is responsible for interfacing with other managers, as necessary, :o
ensure compliance with training requirements and implementation of
training programs.

4. Is responsible for interfacing with the YMPO Training Officer and
providing support with the following:

Assessing participant trainirng programs to ensure compliance with
requlatory requirements and DOE goals

B5-15
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. Pproviding training to participants on selected subject matters

v

£ -
-~we

Providing support in the development of video productions
training

Coordinating participant training, as requested

3.3 YUCCA MOUNTAIN SITE CHARACTERIZATION PROJECT PARTICIPANTS

fach YMP participant is responsible for defining its own training
requirements. The TPO for each respective organization has overall
accountability for establishing the individual training requirements and 2
SAT within that organization. Designated participant training managers Will
interface with the YMPO Training Officer to coordinate applicable
implementation of this plan. [In scme 1nstances, when participants empisy cne
or more subcontractors, responsibility for training of subcontraccor
persennel remains with the YMP participant TPO. Participants shall prov.de
rhe Training Officer with documentaticn of implementation or alternatives, as
applicable, of the following activities:

1. Developing training materials.
2. Scheduling training activities.

3. Ensuring acceptable qualification of instructors and training
program development staff.

4. Conducting proper delivery of classroom and other methods of
training.

S. Evaluating trainee mastery of training assignments.

6. Qualifying and/or certifying trainees successfully completing
assigned training modules, as appropriate.

7. Managing and controlling training records in accordance with
requiremeats of the Project Records Management Plan and DCE System
80 Requirements (see Section $.3).

8. Evaluating the effectiveness of Zle training development process and
attending to corrective acticns where necessary.

‘BS-16
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4.0 OPERATING PRACTICES
4.1 TRAINING CENTER

As directed by the YMPO Training 2fficer, the YMPO Training Center and
s.-e Offize Training Center are operated by the Training Manager. The
f3-il--ies 3re used fsr qualification, orientation, indoctrinaticn, and
=rain:ng cf cesscanel. A staff of imstructors, training coordinators, and
-raining recsrds personnel repori to the Training Manager to carry out the
:=plementation of the TMP. Facilities include classrooms, films and
audic-visual equiprent, and access to computer terminals for conducting
scf-ware application training. The YMPO Training Center also maintains
--ain:ng records generated by the YMPO and Site Office zraining locaticn

4.2 YUCCA MCUNTAIN SITE TRAINING

Training at the Yucca Mcunza:in Site Cffice is conducted by YMPO Training
Zenter gersonnel in support of the Site Manager. Site training is designed
ro meet the unique requirements of YMP personnel whose work is performed on
tre site. The curriculum is centered around site safety, environmental,
security, and radiolcgical considerations, commonly called General Employee
Training, and applies to personnel from all YMP organizations. Some
Project-wide training is also provided by the Training Center staff at the
request of the Site Manager.

4.3 PARTICIPANT TRAINING

Orientation, indoctrination, and training activities are performed Ty
{MP participants at their respective locations, with coordination and
guidance by the YMPO Training Officer. The training programs of the parti-
cipant organizations are to conform to the guidelines of this TMP, following
an SAT format. Training for specific work to be performed is the
responsibility of the participant TPO. Training content and schedules are
managed by the respective training managers or their designees.

4.4 TRAINING RESOURCE POOLING

A major consideration for the conduct of Project-wide training is to
corimize the cost effectiveness and efficiency of training activities. All
YMP organizations are encouraged to share training resources whenever it is
practical to ¢¢ so. An inventory of available classroom instruction,
videotapes, films, and other training materials may be compiled by the
MPO Training Officer —o provide an integrated catalog of training assets.

B5-17
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4.5 COORDINATION OF TRAINING MANAGEMENT PLAN ACTIVITIES

The training mission must be compatible with the YMP mission, thus
ccordination of activities is a key item for implementing the TMP. Tle
vMp0 Training Officer will conduct evaluations of scheduled priacipal
:raining activities using milestones established for the YMP to schedule
-ra:n:ng de.iverables. The training schedule may te used as one cf the
perfsrrance measurerent criteria applied by the YMPO Training Qfficer in
assessing the prcgress of TMP implementation. Other elements of training
coordination may include periodic training representative meetings, site
visitations, preparation of a newsletter highlighting training activities and
acccmplishments, and participation in focus groups and councils for Total
Quality Management.

B5-18
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S.0 PERFORMANCE MEASUREMENT CRITERIA
5.1 TRAINING ASSESSMENT

The YMPO Training 0fficer will conduct assessments of each training
srgan:izatica to determine the effectiveness of implementation of this
cian. The pragrams wh:ich implement this plan will be assessed based cr zhe
app..cap:iity cf each comporent in the planned prccesses to the scope of Wik
gerformed by the participant. Assessment teams will be determined by the
IMPO Tzaining Officer. Assessment teams will be determined by the YMPQ
Tcaining Officer. Prearranged assessment objectives will te determined
rerween the Training Cfficer and the cognizant TPO and used as the basis <
-ne Training Assessment ?lan (see example plan in Attachment I).

~w
e

5.2 TRAINING EFFECTIVENESS

The following are some of the general categories which may be used to
determine TMP implementation effectiveness:

1. Use of a systematic method f~: identifying and selecting tasks for
initial qualification, and continuing training for individuals to
parform their job functions, one which provides flexibility to adapt
to changing job conditions.

2. Established learning objectives keyed to job task analyses which
focus on skills and knowledge needed to perform each function.

3. Clearly defined goals, objectives, responsibilities, interfaces, and
authorities for the training organization.

4. Methods that are in place to conduct reqular evaluation of tra:.nee
performance after training using appropriate measurement standards
and objectives.

wn

Techniques that are established to sSystematically gauge the quality
of the training program and make adjustments, as appropriate, where
feedback shows improvements may be made.

5.3 TRAINING COMPLIANCE

Compliance with the laws, regulations, and orders governing the YMP
ensures that the training program is designed to satisfy concerns that YMP
activities are performed with maximum regard for worker and public safety,
while ensuring collection and retention of designated data. Key evaluation
eiements that make up training compliance criteria are the following:
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1. Functional task analysis methods are adequate to develop
comprehensive and appropriate learning objectives.

2. Identified learning objectives contain actisns, corditions, and
standards for job gerfczmance that relate directly to the 7eguidter;
{i.e., Cccupaticnal Safety and Health Administrationm, U.S. Envi-
rsamental Protecticn Agency, Mine Safety and Health Administzation,
etz.) aand A requirements for the job.

3. Training addresses appropriate subject matter, is organized and
sequenced in instructional settings appropriate to the funcricnal
~asks, and records are produced and maintained for each trainirg
activity.

A process 1s in place o provide remedial training if the need 53
wdentified.

A

(¥3)

n-ernal and external evaiuations of training performanca are
stematically performed, and continuing monitoring of staff
structor qualifications is supported by management.

R TII

¥4
!

~
n

5.4 TRAINING REMEDIAL ACTIONS

/

—

Any remedial actions identified during the normal course of training
administration, during internal or external evaluations, or assessments ¢t
training programs must be documented and corrected in a timely manner.
Suggested corrective actions and objective evidence of corrective measures
raken will be documented. Remedial actions may take several forms but
generally are concerned with the following:

1. Maintenance of current training requirements as the conditions
affecting job qualifications on the YMP change.

2. Procedures for adjusting learning objectives as job performance
requirements change.

3. Re-evaluation of lesson plans, training materials, and instructisnal
methods based on changing training needs.

4. Requalification training and additional or expanded disciplines to
correct for substandard performance trends.

5. Training program enhancement based on instruction critiques and_
irternal and external feedback of training procedures and practices.
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6.0 TRAINING DOCUMENTATION
6.1 EMPLOYEE EDUCATION AND EXPERIENCE VERIFICATION RECORDS

fducation and experience verificaticn for each :individual is the
caspensibility of each respective organization involved with the YMP.
c-cument3-izn 2f =nis verification is maintained Dy the appropriate
farticipant crganizatiin.

6.2 EMPLOYEE ORIENTATICON, INDOCTRINATION, AND TRAINING RECCRCS

Tach training organization is responsible for generating and maintaining
-=mp.ete records for the training received by each individual. These recor3ls
-ay conzain sensitive information cdefined by DOE System 80 of the Privacy Act
~¢ 1974 and will te maintained and disclosed as described in Sectior 6.3
te.ow. Typical training records may include self-study confirmations,
~lassrocm attendance rosters, evaluaticns and evaluation results,
certifications, and specialized qualification records. The training
srganization also maintains records of lesson plans, training materials,
pracedures, plans, and policies governing the conduct of the Training
Cevelopment Process. Records resulting from participant training activities
are to be protected and processed in accordance with the requirements
contained in the YMP Records Management Plan. These records will be
submitted to the records system in accordance with DOE System 80,
Administrative Procedure 1.18Q, Records Management: Las Vegas Record
Source Responsibilities, or submitted in accordance with participant recor:ds
procedures, as appropriate.

6.3 INSTRUCTOR QUALIFICATION RECORDS

Records for training staff personnel and subject matter experts who
canduct formal classroom instruction are to be maintained by each training
crzganization.

6.4 QUALITY ASSURANCE QUALIFICATION RECORDS

Qualification of QA Auditor and Quality Control (QC) Inspector
certification is the responsibility of the QA organization. Records of QA
suditor qualification and QC Inspector certification may be maintained by a
»raining organization in the individual employee’s training file.
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6.5 QUALITY ASSURMNCE TRAINING AND QUALIFICATION RECORDS
(U.5. DEPARTMENT OF ENERGY SYSTEM 80)

QA records that coatain cersonnel training and qualification information
1ncluding certification recorcs, shal. be collected and managed as a specia.
system of records (DCE System 80 of the Privacy Act of 1974) by the YMPC and
each 7¥P par:zicipant’s records management system.

COE System 80 records are generated in accordance with applicable YMPC
and participant procedures that include documentation of (1) Indoctrination
and Training, (2) Verification cf Personnel Qualification/Certification, and
fualification/Certification of Audit Personnel.

SOt System 80 records shall be maintained for review during the
gerformance of audits and surveirllances by DOE, and observed by Nuclear
Requiatory Commission, affected state and local governments, and other
Federal Government agencies.

Access of DCE System 80 records shall te limited to authorized training
organization staff, supervisors, recozds management personnel, and QA audit
and surveillance personnel who verify compliance with QA program
requirements.

Other requests for access to training files shall be directed by the
originator to the Freedom of Information Officer or the Director, Office of
Quality Assurance, OCHEWM, as appropriate.

YMPO and participant procedures implementing DOE System 80 shall address
the specific training and qualification records subject to System 80
requirements and additional instructions on identification, transmittal,
maintenance and storage of these records, in addition to access control per
System 80 requirements.

6.6 TRAINING ASSESSMENT AND PEMEDIAL ACTION DOCUMENTATION
Applicable records of training program assessment findings, recommended

corrective actions, and objective evidence of remedial actions taken are TO
te maintained by the affected training organization.
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ATTACHMENT I

ZXAMPLE 17 A TRAINING ASSESSMENT 2LAN

.y e v
- L
=g R

T2 2azzass the svera ! affectiveness tf 3 Systematls Apprsacn T Triialng ans
LTEacst oo otne gualiiizat:icns anz grsficiencies of ndividuals wnc cerfcm
zuacity-aifecting activities.

AAEAS P ASSESSMENT
.. ‘Fersonnel Qual:fizat.icn
A, Init:ial

managers establish a matrix ¢ <ra.rins

.. EZnsure ail. Zepar:zzent
§ 2z =nelr sectisn and review 1T at least

requirement
nnuaily.

-

3. ‘fFroficiency Maintenance (Feedback lcop)

1. TInitial randcm :interview with management to determine 1mpact
on performance after training.

2. Evaluate particigant’s critiques and determine impact <o
classroom presentaticn and instructor adequacy.

3. On random basis, evaluate instructor performance.
i1i. Documentation Requirements

1. Evaluate lesson Plans to ensure behavioral cbjectives are
stated and satisfacrorily met.

2. Ensure Subject Matter Expert concurrence with content
presentation.

3. Ensure correctness c¢f documentation by a document review
process.

4. Evaluate "Orientaz:ion™ content to ensure latest informatisn
is provided.

III. Management Interface

1. Interface with management as necessary to establish policies
conducive to achieving effective and timely training.
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