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1.0 PPOSE (1

This procedure establishes responsibilities and directions for the
indoctrination and training of Headquarters (HQ) personnel working in
support of the Office of Civilian Radioactive Waste Management (C(M
Program.

2.0 SOOPE

This procedure applies to the indoctrination and training of HQ OCM
personnel, including consultants and direct support contractor personnel,
assigned to perform activities subject to quality assurance program
controls under the OCRFM Quality Assurance Program.

3.0 M EsS AM MM'lh WS

3.1 ME"KSLNI-R 

3.1.1 Quality Assurance Requirements Document (PD), DOE/RW-
0214.

3.1.2 Quality Assurance Program Description Doczlent (QAPD),
DOE/RW-0215.

3.2 ME uFITICKS

3.2.1 Classroan Trainin - A method of training characterized by
formal instruction presented in a classroom, environment by
a qualified instructor using a lesson plan. This
instruction may be a lecture, modified lecture, seminar or
workshop format.

3.2.2 Indoctrination - An orientation designed to familiarize
personnel with documents, requirements, regulations, and
policies applicable to assigned job activities.
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3.2.3 LearninQ Objective - A statement that specifies measurable
behavior that a trainee should exhibit after instruction,
including the conditions and standards for performance, when
necessary.

3.2.4 Maintenance of Proficiency - Those actions required to
sustain the ability to perform tasks in accordance with QA
Program Controls. Proficiency may be maintained by self
study, classroom training, or ongoing task performance.

3.2.5 Non-Permanent Personnel - Persons whose job assignment in
support of OCRWM is expected to be less than three (3)
months.

3.2.6 OA TraininQ Officer - That person who is directly responsible
for the development, coordination, and iplementation of the
indoctrination and training program.

3.2.7 Self-Studv - A method of training, used by an individual or a
group, in which the pace of training is controlled by the
trainee and guided by the program materials. This includes
mandatory reading assignments.

3.2.8 Supervisor - Any person who directs the activities of one or
more subordinates.

3.2.9 Training - A systematic process designed to assure that
personnel possess the knowledge and skills necessary to
perform assigned job functions. Achievement and maintenance
of proficiency in performing an assigned task is the desired
result of training.

3.2.10 Training Proqram - A planned, organized sequence of training
steps designed to prepare individuals to perform assigned
activities. This process produces documentation testifying
that personnel performing activities subject to quality
assurance program controls are proficient in the principles,
techniques, and requirements of the activity being performed.

3.2.11 Definitions of other quality assurance related terms may be
found in the Glossary contained in reference 3.1.1.

4 .0 _ _ _ _ _ _ _ _ _ _ _ _ _ _

4.1 DIFEC1Ul. CmTIC y o0 mLIT! ASSLZAMM

4.1.1 Developing and implementing an indoctrination and training
program for personnel performing activities subject to
quality program controls; and

4.1.2 Developing and maintaining this QAAP.
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4.2 gEmAD=ERS CThLIr ASSURANCE DIVISIO D MFOXTC. (CADD)

The H QMDD is responsible for supervision of the OA Training
Officer.

4.3 SUPEVISRS

Supervisors are responsible for:

4.3.1 Evaluating and detennining initial and continuing
indoctrination and training (I&T) needs of assigned
personnel;

4.3.2 Documenting and approving I&T requirements for personnel
within their organizations;

4.3.3 Providing signatory approval of corpleted I&T requirements on
the "Indoctrination and Training Matrix';

4.3.4 Ensuring that assigned personnel crplete requirements on a
timely basis, and providing quarterly updates of assigned
staff I&T status to the Q Training Officer; and

4.3.5 Reviewing and updating I&T requirements when the position or
job duties of new or previously assigned personnel change.

4.4 9L luRnI CCER

The OA Training Officer is responsible for:

4.4.1 Assuring that a systematic approach to training is developed
and implemented

4.4.2 Assuring that I&T requirements are identified;

4.4.3 Assuring that lesson plans are prepared and approved prior to
conduct of classroom training;

4.4.4 Developing an I&T schedule and distributing the schedule to
appropriate organizations;

4.4.5 Assisting supervisors to ensure that IT requirements are
fulfilled;

4.4.6 Maintaining and controlling access to and the packaging of
Privileged records;

4.4.7 Entering I&T documentation into the OC1M records management
system; and

U.S. DEPARTMENT OF ENERGY REV. 60
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4.4.8 Issuing periodic reports reflecting the status of the
Headquarters I&T program, notifying personnel, either
directly or via supervisors, of changes in I&T program
requirements, or other actions or information, as necessary.

4.5. rSnT rnRS

Instructors are responsible for:

4.5.1 Developing I&T materials; and

4.5.2 Conducting and documenting classroon training.

4.6 E

Employees are responsible for:

4.6.1 Carpleting all I&T assignments;

4.6.2 Documenting the campletion of I&T assignments; and

4.6.3 Providing quarterly updates of I&T activities to their
supervisor.

5.0 G o

5.1 fl0CnXM7Cff AD STPAREI P1IAM

5.1.1 I&T may include classroom training or self-study.

5.1.2 Lesson plans based on learning objectives shall be used to
conduct classrocra training. The lesson plan shall be used
to provide guidance and structure to the training program
and to assure consistent conduct of training activities.

5.1.3 Learning objectives for classroom training shall:

a) Identify training content; and

b) State the actions the trainee should be capable of
demnstrating and when appropriate, the conditions
under which the demnstration would take place, and the
standards of performance the trainee should be able to
achieve.

5.2 PmAPATICU Cl INDCCITISCI AND RAfnING FZCI1RI2TS

5.2.1 I&T requirements essential to the performance of assigned
tasks shall be identified on the I&T Matrix. For these
requirements, the eployee shall be required to cmplete
the assigned self-study and classroom training.

U.S. DEPARTMENtOF ENERGY REV. 60
WASHINGTON, DC: w
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5.2.2 The choice of whether to specify self-study or classroom
training to fulfill the requirements remains with the
supervisor, but should be based on a consideration of:

a) The complexity of the activity described;

b) The need for consistency of interpretation; and

c) The education, experience, and initial proficiency of
the employee.

5.3 PESONNEL fOTIIINPOnEZS

As a minimum, personnel shall receive indoctrination in the
following subjects:

a) General criteria, including any applicable codes, standards
and regulations, commensurate with their scope of work
responsibilities;

b) The purpose, scope and implementation of applicable quality
program documents, instructions and procedures; and

c) Program responsibilities and authority.

5.4 PERSONNEL TRAININ RECXIPUd2TS

5.4.1 Personnel shall receive training to achieve and maintain
proficiency for their position.

a) Achievement of proficiency in an assigned task shall be
accomplished prior to the initial performance of the
task.

b) Maintenance of proficiency shall continue for as long
as the individual is assigned to perform the task.

c) Individuals may perform a given activity subject to
quality program controls provided that documentary
evidence exists of training to the applicable
procedures governing the activity.

5.4.2 Personnel shall receive training necessary to maintain
proficiency and to accommodate changes in Program,
procedures, methods, job responsibility, or technology.

5.4.3 The extent and frequency of any training shall be
ca rnsurate with the scope, coplexity, and importance of
the activity requiring training.

U.S. DEPARTMENT OF ENERGY REV. 60
WASHINGTON, D.C.



OCRWM1 QA Procedure No.: Revision: Page:
ADMINISTRATIVE
PROCEDURE QP 2.1 2 6 of 14

5.4.4 Supervisors shall inform the Q Training Officer, by memo,
of any permanent and non-permanent personnel under their
supervision who are performing duties subject to QA Program
controls. Those performing such duties require an I&T
Matrix.

6.0 PROCDMP

6.1 ES ISEI1N IXN1~flAICN AND TRAmUTC3 REJIRD3MENT

Supervisors shall establish indoctrination and training
requirements for assigned personnel in accordance with Subsections
5.3 and 5.4.

6.2 PrE2APATIMC CF A NEW NRCX a MAITRIX RVISIN

6.2.1 The supervisor shall prepare an initial or revise an
existing I&T Matrix (Attachment I) whenever:

a) New personnel are assigned; or

b) Previously assigned personnel receive a new position or
changes to job duties within a position.

6.2.2 The I&T code shall be identified on the I&T Matrix by the
supervisor in accordance with the I&T Matrix instructions.

6.2.3 Any requirements which need to be added, deleted, or
changed from those required on the initial I&T Matrix shall
be identified by the supervisor on a revised matrix.

6.2.4 The supervisor, after listing I&T assignments on an initial
or revised matrix, shall forward the original I&T Matrix to
the eployee and a copy to the QA Training Officer.

6.2.5 The QA Training Officer shall review the I&T Matrix for
proper preparation and assure the requirements are entered
into the training database.

6.3 2PEAPEaICf 2 fDOCIRINTIIW AND TRANING WaTEI?' p

6.3.1 The assigned instructor shall prepare a lesson plan
(Attachment II) and forward it to the QA Training Officer
for approval.

6.3.2 Lesson plans shall be approved by the QA Training Officer.

6.3.3 Training materials shall be updated and revised lesson
plans approved as necessary, whenever applicable procedures
or learning objectives are revised.

U.S. DEPARTMENT OF ENERGY REV. 60
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6.4 SC UUIM CF IDOfTRnlI FID IATfNm AWIVIrEs

The OA Training Officer shall notify applicable personnel regarding
course offerings, location, and time in advance of scheduled
courses.

6.5 ClTIQN CF DCTPMnOII AND TRANI.) ASSrGNdE2

6.5.1 Employees shall complete all assigned self-study and
classroom training in a reasonable time after assignment.
While this reqirement is not meant to identify a specific
timeframe, employees should strive to complete self-study
assignments within thirty (30) work days, and classroom
assignments as soon as scheduling allows. In either case,
training requirements for a job duty shall be completed
prior to performing the duty.

6.5.2 Employees shall attend assigned classroom training.

6.5.3 Prior to attending classroom training the employee is
expected to read any applicable procedures for familiarity.

6.5.4 Employees shall sign an attendance record (Attachment III)
for classroom training.

6.5.5 The instructor shall forward the attendance record to the
QA Training Officer for entry into the training database.

6.5.6 The employee shall document the completion of self-study
requirements on the I&T Matrix by entering the date the
reading was done, the effective date of the revision (or
the revision number, if no effective date exists), and the
employee' s initials.

6.5.7 The employee shall document the completion of classroom
training by signing an attendance record at the time the
class is held. The eployee should also initial and date
the appropriate column on the I&T Matrix, but the initials
do not replace the signed attendance record.

6.5.8 After completing all self-study and classroom training
assignments on the I&T Matrix, the employee shall sign all
pages of the I&T Matrix and obtain the supervisor's
signature.

6.5.9 The supervisor shall review for accuracy and completion
and, when satisfied that all reqjuirements have been met,
sign all sheets of the I&T Matrix. The supervisor then
forwards the completed I&T Matrix to the OA Training
Officer.

U.S. DEPARTMENT OF ENERGY RE. 60
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6.5.10 The QA Training Officer shall review the IT Matrix for
completion and assure that the completion data is entered
into the training database.

6.5.11 Subsequent documentation of completed self-study and
classroom training shall be made on a separate I&T Matrix
and forwarded to the QA Training Officer, who shall assure
that the data is entered into the training database.

a) For changes in duties, supervisor, and organization,
and in the case of new training requirements, identify
as a Matrix Revision.

b) For cases where personnel need to temporarily take over
new duties (e.g., fill in for vacationing staff),
identify as a Matrix Pevision.

c) For status reporting, identify as a Quarterly Update.

6.5.12 The employee forwards, at the end of each quarter, a
Quarterly Update of the latest status to the supervisor,
who signs and forwards it to the QA Training Officer. In
those cases where personnel have had no I&T activity
during the quarter, supervisors may elect to forward a
mem to the QA Training Officer listing those personnel
and stating no new I&T has occurred since last quarter.

6.5.13 The QA Training Officer shall periodically issue reports
for information or action, and for review of essential
data for accuracy and completeness.

7.0 R&CORDS

7.1 Documentation generated as a result of this procedure shall be
collected and maintained in accordance with requirements specified
in QAAP 17.1, A Records Managewelt. The QA Training Officer is
responsible for collecting all documentation required by this
procedure and entering into the QA records management system. At a
minimum, cmpleted I&T Matrices, Attendance Records, and lesson
plans shall be considered QA records.

7.2 Individual IT Matrices are maintained and controlled as privileged
DOE System 80 records in the OCEM records management system.
Access to QA training records is limited to authorized personnel
and those provided access under a routine use as described in DOE
System 80.

8.0 ATThACEMS

8.1 Attachment I - Indoctrination and Training Matrix and Instructions

8.2 Attachment II - Lesson Plan and Instructions

8.3 Attachment III - Attendance Record

8.4 Attachment IV - QAAP 2.1 Flowchart

U.S. DEPARTMENT OF ENERGY REV. 8
WASHINGTON, D.C.

0



r I

AI'RCB I

I&T L=

O INMALtATRIX SHEET OF _o MATRIX REON Ca
(P-""" 'w mv*-) OFFICE OF CIVIUAN
o u~ificn amw RADIOACTIVE WASTE MANAGEMENT
O3 &mwm a U.S. DEPARN OF ENERGY
0 CRzYn age WASHINGTON, D.C.

o OUAMTRLY UPDATE

g ~ ~ ~a __ *- _ 4 *.fla
3 Formner Name: ( applicable) tl Wntal
Eloyee: latrk Date:

Posftion: Permanent 0 Non-Permanent 0
7 e I&T Codes
Orz _ion: C Classroom S Sel Studv Other

* 1w It Corletin

Course or Qeletel A Effect. c
Doc.x Chanoe I&T Date Compl.
(I an) TRI (A/=) Codes (or Rev) Date Initias

1i 14 For Quarterly Update:

Enmicyee Signaure Quarter st 13 2nd 0 3rd 0 4th 0 Year
16 16 II?

Supervisor Nare (Print or Type) Supervisor Signature Date:

REV. 691

U.S. DEPARTMENT OF ENERGY
WASHINGTON, D.C.

RE. GM



OCRWM OA Procedure No.: Revision: Page:
ADMINISTRATIVE
PROCEDURE WMP 2.1 2 10 of 14

AO~~Z (t'd)
IST Ma= :i:

Block Description

1. The type of Matrix being suritted.

* In4t4i Matri - supervisor establihes initial -rq-uir-nts

* Mavtix iai - An BrploYee' nmr ition, organization or supervisor has
dang, or osupervisor is adung, deleing, or changi- itn fmn the initial
reirements. Also used to i ty rqi s result frc trporary
duties or expansion of duties with the sate position.

* Quately te An I&T Matrix that is sdtmitted to provide qarterly status
of ocipleted tainin. This matrix is subitted at the end of each quarter
rgrdls of other matrices stted.

2. Self-exlanatory

3. Print or ty erployee name. No nicknames. if nme has changed, check aPropriate
box in blocc 1 and enter fonrer nate in parentheses.

4. Ihis block should b entered in M/DA/YR fonmat. Matrix revisions and quarterly
status matrices should reflect the sane date as the eaployee's "initial matrix."

5. Erployee's current position as it applies to OCRM. If an enployee holds two CtM
positions, submit separate initial matrices."

6. Place an X beside the appropriate entry.

7. OCR personnel enter branch number and nane. Contractors enter copany name.

8. IST cods to be used in block 11.

9. Enter ducment nber and tpic title, e.g. DOE/RW-O214 Qualty Assurance
Requirements Document. Each document or topic variation mst be entered sarately
i.e., Nclear Waste Policy Act and Nuclear waste Policy Act mendments be
listed as separate items. Mien assigning classroom training, list the clazs name
and the separate docurents (e.s. list as "Procurennt Module", followed by QAP
7.1, Control of Purca Se ices).

10. For matrix revisions, indicate whether the course or document is to be added (A) to
initial require nts, deleted (D) fron the requiernts, or changed (C) (e.g. to
change an IT Coda fron C to an S).

11. Enter codeas fron block 8 to indicate method required for cupletion.

12. Ccupleted by the eployee as follows:

A. Enter the effective date of the document read. Where no effective date is
listed, enter revision numter.

B. Enter the date read or the date of class attendance.
C. Employee initials to confirm ccrpletion of actions.

13. Employee signs to indicate cpletion of self-study/classrooa training.

14. Ccrpleted for "quarterly status" matrices only. Check the block for the
appropriate quarter and enter the year.

15. Self-explanatory.

16.1 17. Supervisor signs and dates to verify eployee completion of actions indicated in
block 12.

U.S. DEPARTMENT OF ENERGY REV. am90
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SoD~u~b~eN II (cont' d)

1FSCH1 PLAY

1. GENERAL INFOPMTICN

a. State title of the lesson plan.

b. Revision number of the lesson plan. Begin with Revision 0.

c. Identify author of lesson plan, normally the instructor.

d. Obtain review signature.

e. Obtain approval of the OCIM QA Training Officer.

2. COURSE DETAILS

a. Describe objective in behavioral terms, e.g., "At the conclusion of the
class, attendees should be able to accurately and completely fill out
an XYZ sheet."

b. Briefly summarize material to be covered in the course.

c. Identify terms that the instructor will define.

d. Identify documents that are appropriate to the topic.

e. Identify other courses attendees mst or should complete prior to
attending this course.

f. Identify classroom instruction methods (e.g., lectures, seminars,
workshops, question and answer sessions).

g. Identify the estimated length of the class.

3. COURSE OUTLINE

Instructor Prcnvlt - Identify the method of presentation (viewgraph, slide,
activity, etc.). As an option may also include instructional notes.

Outline - Identify material to be presented. Do not prepare a detailed
text that contains every spoken word but do include enough information
that another instructor could readily see the main elements and direction
of the course.

a. Identify how the effectiveness of the material transfer will be
evaluated.

b. Identify the audience or prerequisites for training. This identifies
the level of presentation.

U.S. DEPARTMENT OF ENERGY REV. &9
WASHINGTON, D.C.
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A!'1OXD III

OFFICE OF QILAN
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