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1.0 l

7he purose of this procdure is to establishf sspecific responsibilites and
directio for irdoctination and txalnir of pe=nl wiorkl to the Ocm
Quality Assurance (QA) Program.

2.0 SO=

Iis procedre applies to the Quality Assurance trination aid trinim
of oam personel, including consultants and otract support personnel
wforklci to the OCRIM Quality Assurance Program.

3.0 REF=ENES AND EEINaO?

3- * 1

3.1.1 "Quality Assuranr Rei for the Civilian Radioactive Waste
Management Program", (QAR) DOE-0214, 1988.

3.1.2 "Quality Assurance Program fsiption for the Civilian Radioactive
Waste Managemnt Program", (QAD) DOE/RW-0215, 1988.

3.2 LEE

3.2.1 Ibe definitions of stariards term my be found in the Glossary
conained in reference 3.1.1.

3.2.2 Job and Task Analysis - A systematic method of obtainin an indepth
urderstaidin of a specific position by breakirg the job into finite
tasks ard elements.

3.2.3 - As used in this procedure, a person wAio directs the
activities of one or re subordinates.

3.2.4 rinaidmtrix - A document used to identify irdoctrination and
training rquirements for a specific individual or job position.

3.2.5 OA TraininM Officer - fIhat person who is directly responsible for the
development and coordination of the OCEM Quality Assurance
Irdoctrination and Training Program.
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3.2.6 Non-Permanent - Persons whoose j assigrmPnt in support
of OaWM is expected to be less than three miths.

.*0 _MP BI=IE

4.1 ASSOCRTAE DIRECR. FOR EAM A =lNNISTRATION AND RI;SURCS MANAGEMENT

The AIA, or designee has respnibility for:

4.1.1 Peviei and coaru with the QMP;

4.1.2 Overall development and axlnation of an Of irdoctrination and
traini program; and

4.1.3 D entation of supervisory duties in Section 4.3.

4.2 DIRE1R. OFFICE OF QUAITY ASSURANCE (OOA)

The Director, OQA, or designee is reponsible for:

4.2.1 Develcpment aid iplenentatin of specific QM indoctrination and
training ir ;

4.2.2 Developnent and maintenarce of this QWAP;

4.2.3 Implementation of supervisory duties outlined in Section 4.3, below;
aid

4.2.4 General supervision of the QA Training Officer.

4.3 S

Supervisory personnel, or designees, are responsible for:

4.3.1 Fstablisbment of idoctrination and training requirements for
applicable quality-affecting positions within their respective
organizti ;

4.3.2 Assuring that personnel within their organizations are identified
for apropriate indoctrination and training;

4.3.3 Assuring that personnel within their respective organization receive
appropriate indoctrination and training; and
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4.3.4 Prviding classro inst subject matter within the
superVisor's area of responsibility.

4 .*4 OA TRAINI FF

lhe oa0 Qh Training Officer, or designee, is responsible for:

4.4.1 Assurin that irdoctrinatim and training requi sptin the
OWME Q Program are idenified;

4.4.2 Develoirg a Q i trin ation and training schedule;

4.4.3 Overseeing the develcpient of Q Indoctrination and training
materials;

4.4.4 Providin reports to the Associate Director, OPARM, Director, OQA
and other OtI management an the satus of reading assignments,
classro instruction ad lementation of the QA irdoctrination and
traiixq program; and

4.4.5 Ditering QA indoctrination and trainin doc.mentaticn into the OCW
records management system.

4.5 NSU

Instruction personnel are responsible for:

4.5.1 -Devecping QA indoctrination aid training materials;

4.5.2 cl classrom instruction and recrding atterdance; and

4.5.3 Assessing the assimilation of infortion presented and evaluating
this with the Training Officer.

5.0 GENERL

5.1 OA INDOCfrRNATIN AND M G -

5.1.1 Irdividuals perfoming activities affecting quality shall be
irdoctrinated and trained, as arpriate, to assure a thorough
um.erstarding of the OtM Q Program and inplementing procedues.

5.1.2 Iioctrination and training reqirements a orting the OCM Program
shall be required upon initial implementatin of this procedure and
whenever personel are initially assigned to OC4M Hcadiarters.

5.1.3 Iidoctrination and training requirements suporting the OWM Program
shall be required whenever a now QP or new implementing line
procedure is issued.
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5.2 INDOCTRINATION~ SUBJEC WiTTER

5.2.1

5.3 IN

Peronnel shal be irdoctrinated in the follinr subjects as they
relate to the individual's assigned responsibilities:

a) General criteria, including any applicable code, stardards
ard regulations; and the purpose, scope and implementation of
quality-related manuals, and procedures;

b) Applicable quality assurance program elents; ard

c) Job responsibilities and authority.

5.3.1 sralnir shall involve classroo irti ad shall be provided,
as necessary, to:

a) Achieve initial proficiency;

b) Maintain proficiency; and

C) A ate dharres in Q& program, procedures or ietbods, job
responibility, or technology.

5.3.2 Ihe extent of trainin shall be tt with the followirg:

a) Ihe scpe, czpplexity and nature of the activities; and

b) Mhe education, e re and initial proficiency of the person.

5.4 nENIMLf = RS

5.4.1 Irdividuals asigned to perform activities affectir quality shall
be familiar with the followin applicable OCRM documents, as a
mini :

a) Quality Assurante Pequirements document;

b) Quality Assurance Program Descriptisn dooument;

c) Quality Assurance Administrative Procedures appropriate for
their scope of work and responsibilities;

d) Applicable codes, national consensus stardards, and Federal
regulaticns cmrmensurate with their scope of work and
responsibilities; and
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e) Other jdb-specific dmtents, as may be identified by their
st M nor.

5.4.2 Ir-pezmanent personnel shall reoeive in*otriaticn and trainidr
aqrpriEate to their specific tasks. Indoctrination ard training
requireiOnts m Irting the OCR( Qh Program shall be doented on
the idividual 's Training Matrix. Non-permanent personnel are not
subject to position Training Matrix rejui s.

5.5 IN N ME=IO

5.5.1 Irdctrlnation smll be acxcmplished by ne or nre of the following,
as apropriate:

a) Reading Program documents sscte with their job
respoibility; and/or

b) ins ion.

6.0 E

6.1 El

6.1.1 Supervisors, with assistance frum the OCEM QW Training Officer,
shall establish basic irdoctrination ard traini requirernts
miorting the OaSM Q Program for eaci job position. Miniciu
requirei~nts for the position shall be doo..ented on attad-ment I.

6.1.2 Superisor shall establish specific irdoctrination and trainirg
reqiiruiznts s4Forting the oCEM Qa Program for eadh person on their
staff. This shall be accomplished by entering the erployee's name
and any additional requrements, as aaite, on attacent I.

6.2 EAING ASSIGNME~RM

6.2.1 Eaci employee shall read the stardard and specific job-related
docmnmnts identified an attacnment I. 7he revision or date of the
document read shall be identified along with the date of the reading
and the enployee's initials.

6.2.2 Mme servisor shall sign and the eiployee shall initial and then
sign the Indoctrination and Training Matrix (Attadcment I), after
assigned materials have been read.

6.3 RE}ARATIoN FM CIASSR1oM INSflUcrIW

6.3.1 The OCRWX QA Training Officer shall prepare, on at least a quarterly
Xbasis, a tentative schedule of QA indoctrination and training
curses.

U.S. DEPARTMENT OF ENERGY
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6.3.2 gm OaCRI QA Training Officer shall request fan cognizant
Ervisors the a ointt of classrocm inst r. Followirq

their aoint , the OIM Q&A Traini3 Off dall finalize the
quarterly QA irndoctrinaticn and trainirq sdiedule.

6.3.3 lnstrctors, with assistance fra the Oa (FL Trainin Officer,
sdhall prepar a Lesson Plan (Attadent III) and all presentation
matals necessary to suport classroa QX indoctrinatica and

ainingcuses.

6.3.4 ¶Ihe OM QA0 TraLinin Offier shall distribute, prior to eah OA
irdocrination and traininy ccrse, written notification of the
curse, class location, class sdiedule and regaired atterdees.

6.4 CLASSR4 JNsrn^:rIw

6.4.1 Emiloyees shall attend Q& indoctrination and training classes,
identified on their Training Matrices, at the ti they are
sdeued.

6.4.2 Clasrxn instruction shall proceed as identified in the apprved
lesson Plan (Attadment III).

6.4.3 Employees shall sign an Attendance Record (Attadent II) upon
ccppletion of eachi Q irdoctrimation and traininr cla uihi they
attend. The instruct shall forward the Atterdance Record to the
OaRR Oh Training Officer who shall process it as a QA record, alorn
with the lesson Plan, in acordarnc with Section 7.0, below.

6.5 C-fM EUAIIIPIICN

6.5.1 Renever perscnnel certification is required, an examination shall
be develqped to evaluate the eiployee's; oehnsion of and ability
to apply the body of krwledge presented during Q traing.

6.5.2 Examinations required for certification of audit personnel shall be
prepared and Omdcted in acoordance with OAP 18.1, "Certification
of Audit Personnel". Other certification examinations shall be
prepared and corducted in accordance with the specific QWAP requiring
certification.

U.S. DEPARTMENT OF ENERGY
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6.5.3 At the discretion of the Oam QA Trainirq Officer, personE not
reuirin certifiction may be either subject to mination or
reaweted to participte in other farm of evaluation. The
evaluations shall be designed to either assess the adequacy of Q&
Indoctrination and traln corse material, the effectiveness of
instr s, the attentiveness of the clas, or a ccbinaticn
thereof. Suci evaluations, when required, shall be docmmnted ard
used to lzprove classrdm instruction, materials and tedmiques.
The evaluation report shall referenos the applicabe class Attexdance
Record and related QA, i r tion and tin 8ation and
shall be processed as a Qa record in acrdance with Section 7.0
below.

6.6 ADDITIAL IN IN AND TRAIINI

6.6.1 At the discretion of the OCM Q& Trainint Officer, job and task
analysis techniques may be used to ae job positions and upgrade
Txainin Matrices associated with the positions or iprove

instruin m als associated with cirses required for the
positions. Ihe results of sch analyses shall be documented.

6.6.2 EBployees Fhall receive additional indoctrination whenever there is
a sdignifin dhaze to either the QAR or QAPD documents.

6.6.3 Employees 1hall receive additional indoctrination or training,
arparable to that reqzired initially, whenever there is a
significntdharge to a document identified in their Trainin matrix.

edgaCrdles of significan, employees shall be required to read all
charges to doctzents identified in their Traininq Matrix, and
document on an action ara Matrix. 7he matrix should
be Provided to the OC$WN QA Ttaininq Officer an a quarterly basis.

6.6.4 The need for either additional indoctrinaticn or training shall be
evaluated whenever an employee is assigned to a new position or the
employee's position d ri is revised. Oe results of the
evaluation shall be do on the employee's Trainirg Matrix.

6.6.5 Individual employee s training matrices shall be reviewed annually
by the cognizant supervisor.

7.0 Qsr Assu Rmm

7.1 1

Dl=nentation generated as a result of this procedre shall be collected and
maintained in acrdance with requirements specified in QgAP 17.1, "QA Records
Management." fhe OEM QCA Training Officer is responsible for collecting all
doanentation required by this procedure and e*tering it into the records
managenInt system described in QaAP 17.1. At a minimum, atta ts I, II, III
and IV are czrsidered QA Records.
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8.0

8.1

8.2

8.3

8.4

ATlACE r I - Irdxoctriati and Tralni Matrix

AalSME2r II - Attrliance Pecord

ATAaiqw im - iesson Plan

ATUOMM= IV - QWAP Flnoart
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I

SHEET OF

OFFICE OF CIVILIAN
RADIOACTIVE WASTE MANAGEMENT

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

INDOCTRINATION AND TRAINING MATRI

EMPLOYEE DATE

POSITION PERMANENT NON-PERMANENT

ORGANIZATION

DOCUMENT OR TOPIC ASSIGNED BEUIRED ING
CODE I REVISION DATE READ INITIALS

*ASSIGNED I&T CODES REQUIREMENTS ESTABLISHED

I- Classroom instruction w/o exam SUPERVISOR DATE:
T- Classroom instruction with exam l
R- Required reading _

REQUIRED INDOCTRINATION AND TRAINING COMPLETED

SUPERVISOR: DATE: EMPLOYEE: (DATE:
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PM
COVER

It

I

A. GENERAL flR5T6=N

1. issan PIw T=E
2. REVISIO NME _

3. Author: Date:
(PrintedNae

4. Reviewed: _Date:

(Pinted N ) (Signature)
CONMAT 8UPERVISOR

S. Approved: Date:
(Printed Name) (Signature)

oCMK TMUnmM CCER

B. CIMRSE

1. Course cbjectives

2. Summary of course

3. Terms to be Defined

4. Dcu nation to be discussed

5. Prerequisites for attexfing Curse (if any)

6. Instruction methods and materials

7. Instructional materials

U.S. DEPARTMENT OF ENERGY
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ATZADET Im (Ocrt'd)

IESSO PlAN INS MONS

A. GENERAL 27E0*CN

1. State title of corse

2. Begin with Revision 0

3. Identify author of lesson Plan, norally the instructor

4. Obtain aproval of the cognizant tediical supervisor

5. Obtain approval of the OaM TEainiM Officer

B. COURSE ITS

1. Describe objective in behavioral terms, e.g., "At the conclusion of the class,
atte-dee should be able to acarately and cczpletely fill out an XYZ Flrm."

2. Briefly state material to be covered in the course.

3. Identify ithat the instructor will be definirg.

4. Identify dxmrnts that the class will be receiving instruction on preparirg.

5. Identify other corses atterdees iust complete prior to atterdirq this course.

6. Identify classr instnuction mthiods (e.g., lectures, workshcps, structured
question and answer sessions).

7. Identify I materials and eqNdpnt (e.g., viemgrapbs, hadouts,
films, slides, etc.).

C. mn0i=

Instructor Pxayt - Identify the time allotted for each new item (viewgraph,
slide, activity, etc.)

Course Outlin - Identify material to be presented. Refer handouts, etc. and
how they will be used and what will be said. Do not prepare
a detailed text that contains every spoken word but do include
enuh information that another instructor could readily give
the same course. If viewgraphs, harndots or other materials
are used, copies sdhold be attadhed to the Iesson Plan.

U.S. DEPARTMENT OF ENERGY
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rwEPLAN

I-N BID

Lesson Plan Page - of

COURSE ampI

Instructor 0 ourse Otline
Promt I

- 3
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ATTACHMENT IV
INDOCTRINATION AND TRAINING

6.0 QA Trainina Officer 6.6.1 -6.6.6 Supervisor
ESTABLISH INDOCTRINATION|

| AND TRAINING PROGRAM |
IDENTIFY ADDITIONAL
I&T REQUIREMENTS FOR
INDIVIDUAL STAFFI Supervisor &

QA Training Officer6.1.1-6.1.2
ESTABLISH TRAINING REQUIREMENTS

FOR SPECIFIED JOB POSITIONS/DOCUMENT I
ON POSITION TRAINING MATRIX

6.2.1 -T ,Employee
I COMPLETE READING ASSIGNMENTS I

I6.2.2 Supervisor

DOCUMENT COMPLETION OF
READING ASSIGNMENTS

JR R t - LA A I OA Tralylina Officer & Inalructor'.V. |-w.s.S

DEVELOP CLASSROOM TRAINING MATERIALS
AND DISTRIBUTE INDOCTRINATION AND
TRAINING SCHEDULE

9-4-1-6-A- 4 Instructor
-* _ * * _ * _ * _ b

CONDUCT INDOCTRINATION

AND/OR TRAINING
-

6.4.3 It Instructor
VERIFY AND DOCUMENT
ATTENDANCE

a-s-i-as- 4 Instructor
VERIFY ASSIMILATION

IAS AP PROP RIATE

B.6.3 QA Training Officer

DOCUMENT
INDOCTRINATION
AND/OR TRAINING
COMPLETION
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