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3.2 TRAINING MANAGER

The Training Manager is the Technical & Management Support Services
(T&MSS) Training Manager, and as directed by the Training Officer, is
delegated full responsibility and authority to develop and implement a
training program that includes a systematic approach to training for Project
Office and Project Office support staff working to the OCRWM QA Program which
will comply with QA and regulatory requirements and DOE goals.

3.3 SUPERVISOR

The supervisor is the director/manager responsible for determining an
employee's qualification evaluation and assigning initial and additional
training for personnel within his/her cognizance.

3.4 POSITION DESCRIPTION

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

3.5 QUALIFICATION

Qualification is the measurement of characteristics or abilities that
are gained through education, training, or experience against the position
description that qualify an individual to perform a required function.

3.6 POSITION QUALIFICATION EVALUATION

A position qualification evaluation is a documented review by the
supervisor to determine that an employee meets the minimum qualification
requirements of the assigned position. This may be performed in the hiring
process.

3.7 PROJECT OFFICE SUPPORT

Project Office support personnel are made up of DOE/Nevada (NV) matrix
support personnel, T&MSS support personnel, and MAC Technical Services
Company (MACTEC) personnel working to the OCRWM Quality Assurance (QA)
program.

3.8 INDOCTRINATION

Indoctrination is a method of training accomplished by orientation
briefings and/or self-study, which are provided to familiarize personnel with.
documents, requirements, regulations, and policies applicable to assigned job
activities.
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3.9 TRAINING

A formal instruction, direction, and/or indoctrination that provides the
knowledge, skill, and proficiency required for an individual to become
qualified. Training may be accomplished through classroom instruction, formal
on-the-job instruction, self-study, or other methods of instruction.
The training process documents that personnel performing activities affecting
quality are qualified in the principles, techniques, and requirements of the
activity being performed.

3.10 BASELINE TRAINING

Baseline training is the employee's indoctrination and training
assignments required to be maintained as assigned documents or activities are
revised or changed.

3.11 INITIAL TRAINING

Initial training is training or indoctrination assigned by the
supervisor to a new employee.

3.12 SYSTEMATIC APPROACH TO TRAINING

A Systematic Approach to Training (SAT) is a method by which management
determines training requirements by function to be performed by each
individual. This determination includes initial and continuing baseline
training.

3.13 NEW EMPLOYEE

A new employee is a person recently hired or transferred for permanent
or temporary assignment to work on the Project and who is identified as
needing indoctrination and/or training.

4.0 RESPONSIBLE PARTIES

The following Project Office and Project Office support personnel
individuals are responsible for activities identified in Section 5.0 of this
procedure:

1. Training Officer

2. Training Manager
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3. Supervisor

4. Employee

Note: Responsibilities of the Training Officer, the Training Manager,
and the Supervisor may be delegated to support staff.

5.0 PROCEDURE

NOTE: A flowchart of the following processes described in this
procedure is attached as Figure 1.

RESPONSIBLE PARTY STEPS PROCEDURE

DETERMINATION OF INDOCTRINATION AND TRAINING

Training Officer 1. Ensure a systematic approach to the
determination of applicable
indoctrination and training for
personnel performing activities
affecting quality. This includes
training needs identified by
DOE/Headquarters (HQ) and supervisors.

2. Provide programmatic direction and
policy for the Project Office Training
Program.

3. Provide direction to the Training
Manager for support of Project Office
training goals. This direction includes
a Systematic Approach to Training and
support in the evaluation of Participant
training programs and training needs.

Training Manager 4. As delegated by the Training Officer,
has overall responsibility and authority
for the development and implementation
of the Project Office training program
for Project Office and Project Office
support personnel.

5. Administer assigned training to
employee, notify the supervisor of
training status/completion of training,
and notify the supervisor of new
procedures for evaluation of employee
training needs.
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RESPONSIBLE PARTY STEPS PROCEDURE

6. Develop and maintain a tracking system
of training requirements for affected
employees.

INDOCTRINATION AND QUALIFICATION TRAINING

Supervisor 7. Obtain a position description from
Personnel or designee and conduct a
documented evaluation of new employee's
qualifications against the requirements
of the position description. Document
evaluation on the Position Qualification
form (Attachment 1).

8. Assign new employee initial and baseline
training and indoctrination. Employee's
shall receive indoctrination in: (a)
general criteria; (b) QA program
elements; and (c) job responsibilities
and authorities. Document assignment on
Training Assignment (Attachment 2 and
3). Enter assignment completion date of
no more than 30 working days from date
of hire or transfer.

NOTE: Personnel performing support to the
Project Office for a period of less than
90 days are not required to comply with
the indoctrination and qualification
training requirements of this procedure
unless they are performing activities
affecting'quality. As a minimum, such
personnel shall be trained to the
applicable document governing the work
to be performed.

9. Forward Position Qualification, position
description, and Training Assignment to
the Training Manager.

Training Manager 10. Enter assigned training into tracking
system.

11. Supply employee with Training
Assignment.
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RESPONSIBLE PARTY STEPS PROCEDURE

12. Obtain verification of education and
experience from Personnel or designee
and place documentation in employee's
training file.

13. Monitor assignment completion date, and
provide notification to the employee and
cognizant supervisors of overdue
completion of training assignment if
applicable.

14. Schedule employee for existing training,
or develop training according to
QMP-02-09, Conduct and Development of
Training.

Employee 15. Complete Training Assignment within the
30 working day completion date. May
perform work to activities affecting
quality providing employee has
documented evidence of training to the
applicable document governing the work
performed.

16. Forward completed Training Assignment to
the Training Manager.

Training Manager 17. Enter completion-of-employee's training
in tracking system.

18. Document completion of training on
Position Qualification.

19. Forward copy of Position Qualification
to cognizant supervisor.

20. Place completed Training Assignment and
Position Qualification in employee's
training file.

NOTE: The approval signature on a Project
document satisfies documentation for
completion of Training.
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RESPONSIBLE-PARTY STEPS PROCEDURE

MAINTENANCE OF TRAINING RECORDS

Supervisor 39. Notify Training Manager in writing when
an employee under their cognizance
terminates employment.

Training Manager 40. Enter termination of employee in
tracking system, and submit training
records in accordance with Step 38.

6.0 REFERENCES

NOTE: Refer to the latest revision of the documents listed below unless
otherwise stated.

6.1 REQUIREMENTS DOCUMENTS

OCRWM Quality Assurance Requirements Document, DOE/RW-0214

OCRWM Quality Assurance Program Description Document, DOE/RW-0215

Project Management Plan (YMP/88-2)

6.2 INTERFACE DOCUMENTS

Project Glossary, MP/89-15

QMP-02-09, Development and Conduct of Training

QMP-17-01, Records Management: Record Source Requirements.

QAAP 16.1 Corrective Action Requests

7.0 FIGURES AND ATTACHMENTS

Figure 1, QMP-02-01 Flowchart

Attachment 1, Position Qualification

Attachment 2, Training Assignment and Instructions

Attachment 3, Training Assignment Continuation Sheet and Instructions

Attachment 4, Completion of Reading Assignment
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8.0 RECORDS

The following documents used or generated in the implementation of this
procedure have been identified as QA Records and shall be processed in
accordance with QMP-17-01, Records Management: Record Source Implementation:

1. Completion of Reading Assignment

2. Individual's Training file consisting of the following records:

A. Position Qualification

B. Training Assignment

C. Documentation of verification of education and experience

D. Position Description

Additional records of training are filed per title of training.
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