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DEVELOPMENT AND CONDUCT OF TRAINING

1.0 PURPOSE THIS IS A
RED STAMP

This procedure describes the process for:

identification of training needs,

identification and qualification of instructors,

o training materials development, review/approval, and revision

o documentation of the Training Program,

and establishes standards and practices for the conduct of training intended
to satisfy the Yucca Mountain Project training requirements. This procedure
implements the Yucca Mountain Project Training Management Plan.

2.0 APPLICABILITY

This procedure applies to training and indoctrination conducted by and for
Yucca Mountain Project Office (Project Office), T&MSS Staff, MACTEC, and
DOE/NV matrix support personnel after the effective date of this procedure.
All training and indoctrination developed and presented under previous
procedural systems shall remain in effect and valid.

3.0 DEFINITIONS
89061200086 890402

3.1 TRAINING PDR WASTE
WM-11 PDR

Instruction provided to personnel to develop and dimonstrate initial
proficiency in the application of selected requirements, methods, and
procedures, and to adapt to changes in technology, methods, or job
responsibilities. Training may be accomplished by reading assignment,
indoctrination, or formal classroom training.

3.2 INDOCTRINATION

Orientation briefings and reading assignments provided to personnel for
familiarization with programmatic and work oriented documents and policies
applicable to the assigned activity.

APPROVED BY
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3.3 PROFICIENCY TRAINING

Training and qualification specified by the responsible manager that is
required for the employee to effectively perform assigned quality affecting
activities. This training requires evaluation and documentation of
proficiency where as Indoctrination (familiarization) training does not.

3.4 FORMAL CLASSROOM TRAINING

Indepth instruction provided to personnel to develop and demonstrate
proficiency or skills and knowledge in a specific quality affecting task,
activity or area of responsibility. Formal classroom instruction may consist
of internally or externally developed and presented training sessions,
classroom sessions supplemented by hands-on workshops, on-the-job training,
other instructional methods, or combinations thereof. Evaluation of
proficiency is required for successful completion of formal classroom
training.

3.5 SPECIAL TRAINING ASSIGNMENT (STA)

A Special Training Assignment is training assigned to provide skills and
knowledge in addition to those already possessed. Special Training
Assignments qualify personnel for specialized tasks such as Readiness Review,
Surveillance, etc. STAs may also be used to irove performance when deemed
necessary by the cognizant manager.

3.6 LESSON PLAN

An approved instructional plan for conducting a training session to
accomplish behavioral objectives and specific awareness or proficiency goals.

3.7 TRAINING MATERIALS

Training materials include, but are not limited to lesson plans, viewgraphs,
tests, visual aids, audio visual material, training manuals, and other items
utilized in the development and presentation of a training course.

3.8 ASSISTANT PROJECT MANAGER (APM) TRAINING REPRESENTATIVE

An individual designated by the cognizant Assistant Project Manager (APM)
to represent the APM Department Managers in coordinating the Departmental
training requirements and to act as liaison with the T&MSS training
organization.
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3.9 T&MSS TRAINING COORDINATOR

An individual within the T&MSS training organization who provides assistance
in the development, scheduling and presentation of training assignments by
Project Office, T&MSS and MACTEC staff.

3.10 PROJECT OFFICE TRAINING COORDINATOR

The person charged with supervision of Project-level training for the Project
Office. The Coordinator is a member of the Project Control Branch, Project
Operations and Control Division. Although not an equivalent position the
Project Office Training Coordinator provides for the Project Office, the same
functions as the AMP Training Representative does for T&MSS.

3.11 SUBJECT MATTER EXPERT (SME)

A subject matter expert is an individual competent in the training area of
concern.

3.1-2 INSTRUCTOR

A Subject Matter Expert' who has been assigned to develop/present training -
and is qualified in accordance with this procedure.

3.13 MANAGER

Any person who supervises or directs the activities of other personnel.
Managers include T&MSS and MACTEC Management staff and Yucca Mountain Project
Office Project Quality Manager, Division Directors, and Branch Chiefs.

4.0 RESPONSIBILITIES

4.1 T&MSS TRAINING MANAGER

The T&SS Training Manager is responsible for:

1. Approval of all indoctrination and formal classroom training lesson
plans and materials and major revisions to the same.

2. Receipt, storage, and control of approved training materials for use
of the Project Office, T&MSS and ACTEC.

3. Planning, scheduling and announcing training to be conducted.

4. Developing and conducting instructor training.



YUCCA MOUNTAIN PROJECT OFFICE

QUALITY MANAGEMENT PROCEDURE
Title DEVELOPMENT AND CONDUCT OF TRAINING

Effective Date 3/31/89

4.2 ASSISTANT PROJECT MANAGERS (APMs)

1. Each Assistant Project Manager is responsible for assigning and
supporting a Training Representative for Departments under his/her
cognizance. APMs are responsible to assure that managers under
their direction designate and assign training to their staff in
a timely manner.

4.3 YUCCA MOUNTAIN PROJECT OFFICE/T&MSS/MACTEC MANAGERS

Managers are responsible for:

1. Assigning qualified SEs/Instructors to develop and present training
for which they have responsibility and providing time for the
designated instructor to complete training assignments.

2. Assuring that their staff personnel attend assigned training
courses.

3. Notifying the T&MSS Training Manager in writing whenever
new or refresher training needs are identified.

4. Identifying and assigning required training for their respective
staff menbers.

5. Reviewing and approving lesson plans, training materials, and major
revisions to the same that are developed by personnel under their
supervision.

4.4 APM TRAINING REPRESENTATIVES

Training Representatives are responsible for:

1. Acting as liaison with the assigned Training Coordinator in the
development, scheduling, and implementation of the requested
training.

2. Keeping managers within their assigned APH organization appraised
of training status.
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4.5 SUBJECT MATTER EXPERT (SME)/INSTRUCTOR

SME/Instructor is responsible for:

1. Developing training materials.

2. Making revisions to lesson plans and training materials as
necessary.

3. Ensuring that attendance records are completed and transmitted
to the training records center in a timely manner.

4. Ensuring the proper administration of examinations or tests.

5. Returning all training course materials to the Training Coordinator
for safekeeping.

4.6 T&MSS TRAINING COORDINATOR

The Training Coordinator is responsible for:

1. Interfacing with the Training Representatives to identify
instructors and schedule required training.

2. Assigning course/lesson numbers to all lesson plans.

3. Assisting assigned instructors in the proper development of
lesson plans.

4. Coordinating review of training materials.

5. Conducting a training review of training materials for format,
definition of objectives and validity of exam questions, when used.

6. Coordinating approval of formal training courses.

7. Arranging for classroom reservations, course announcements,
attendance records, and all other administrative activities related
to record keeping.
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5.0 PROCEDURE

5.1 IDENTIFYING TRAINING NEEDS

5.1.1 The need to provide training shall generally be identified one of
four ways:

o required by a Project governing document.

o formal needs analysis.

o corrective action to address program deficiencies

o assigned by responsible manager.

5.1.1.1 Trainina Required by a Project Governing Document

Training required by a Project Governing Document such as a management plan
or quality assurance requirement shall be incorporated into the training
curriculum in a timely manner.

5.1.1.2 Formal Needs Analysis

The job training needs analysis is the basis for identifying he minimum
training needs for each job position involving quality affecting activities.
After the initial analysis and concurrence by the cognizant manager, training,
shall be assigned and scheduled to meet the Project Office, T&MSS and MACTEC
training requirements.

5.1.1.3 Corrective Action to Address Program Deficiencies

When program deficiencies identify the need for improved or additional
training, the training shall be incorporated into the training curriculum and
individuals shall be trained in a timely manner.

5.1.1.4 Assigned by Responsible Manager

Any time a need arises for additional training, not the result of a program
deficiency, it shall be assigned by the responsible manager. The training
may be assigned because of the needs identified above or for employee
development, productivity improvement, or any other purpose the manager deems
appropriate.
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5.2 REQUESTS FOR TRAINING

5.2.1 Assignment of Traininc

After identifying training needs, the responsible manager shall assign
training to the employee by using either the Yucca Mountain Project
Office/T&MSS Training Assignment form (Figure 3) for initial training or the
Special Training Assignment form (Figure 4) for additional training or
refresher training. The assignment form shall be forwarded to the T&MSS
Training Manager, after completion of reading assignments, for scheduling of
formal classroom training.

5.2.2 Request for Trainina Assistance

If the responsible manager determines that assigned classroom training does
not exist, he/she shall initiate a memorandum to the T&MSS Training Manager
requesting course development assistance from the training organization and
designating a SME/instructor to develop and present the training.

5.3 IDENTIFICATION AND TRAINING OF INSTRUCTORS

The manager requesting internal development of training shall, at the time
of making the request, designate a competent subject matter expert from
his/her organization to develop and/or present the training. Instructors are
qualified as follows:

5.3.1 Qualification of Yucca ountain Project Office/T&MSS Instructors

Instructors from within the Project Office, TMSS or MACTEC who perform
formal classroom training for quality affecting activities shall be qualified
Subject Matter Experts and shall complete the T&MSS Instructor Training
Course prior to performing instructor duties.

5.3.1.1

The cognizant manager shall complete Section I of the Instructor
Qualification Form (Figure 1) stating the individual's qualification as a
Subject Matter Expert. The manager shall forward the completed form to the
T&MSS Training Manager.
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5.3.1.2

The T&MSS Training Manager shall schedule the instructor candidate to attend
the T&MSS Instructor Training Course as soon as possible after receiving the
completed form. This course shall include, as a minimum, instruction on
lesson plan preparation and Project training course records. After
completion of the course, the T&MSS Training Manager shall complete Section
II of the Instructor Qualification Form and file the form in the individual's
qualification and training file. The T&MSS Training Manager shall forward
the completed Instructor Qualification Form for Project Office or MACTEC
Instructors to the respective Training Coordinator.

5.3.2

Instructors from other than Project OfficeT&MSS/MACTEC, who provide training
to quality affecting activities for Project Office, TSS or MACTEC staff,
shall provide documentation of their instructor qualifications approved by
respective Participant training organization.

5.4 DEVELOPMENT OF FORMAL CLASSROOM TRAINING

Formal classroom training development includes as a minimum:

selection of the method of training

o development of the training materials

review and approval of the training materials and,

o revision and maintenance of the training materials

5.4.1 Method of Training

This procedure indentifies three basic methods of providing training for
personnel performing quality affecting activities. These methods are:
reading assignment, indoctrination, and formal classroom training.

5.4.1.1 Reading Assignment

Reading assignment is the minimum acceptable level of training on the Yucca
Mountain Project. A reading assignment may be made to familiarize personnel
with the programmatic and work oriented quality affecting documents and in
special cases to establish initial proficiency. Completion of reading
assignments shall be acknowledged, documented in writing and become a part of
the official training record. When reading assignments are used to establish
initial proficiency, evaluation of proficiency (workshops, written
examination, interview, etc.) shall be documented and become part of the
individual's training file.
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5.4.1.2 Indoctrination

Indoctrination consists of reading assignments and orientation briefings
intended to familiarize personnel with programmatic and work oriented
documents applicable to the assigned quality affecting activity.
Indoctrination may be accomplished by use of a mandatory reading list, by
group classroom presentations, by video presentations, or other instructional
methods. When group classroom presentations are the method of training, the
indoctrination shall be documented on an attendance record and shall be
conducted in accordance with an approved lesson plan that specifies, as a
minimum, training objectives, scope, methods of implementation.
Indoctrination courses may be taught by any staff member who possesses
sufficient knowledge and expertise in the subject as determined by the
responsible manager.

5.4.1.3 Formal Classroom Training

Formal classroom training, as stated in Section 3.0, Definitions, is
instruction provided to personnel to develop and demonstrate proficiency
or skills and knowledge in a specific task or area of responsibility. Formal
classroom training requires an approved lesson plan which specifies, as a
minimum, training objectives, scope and method of implementation. Lesson
plans are developed using the format shown in Figure 6 or equivalent. Formal
classroom training also requires a Training Attendance Record, and a Course
Critique.

5.4.2 Developing Training Materials

5.4.2.1 Request for Training Assistance-

After receiving a memorandum requesting training assistance, the T&MSS
Training Manager shall ensure that a training course in this subject does not
already exist. Then the T&MSS Training Manager shall assign a Training
Coordinator to work with the subject matter expert/instructor in developing
the course.

5.4.2.2 Lesson Plan Development

The Training Coordinator shall consult with the assigned instructor to assure
that the training lesson plan meets the identified training objectives, and
is consistent with the T&MSS lesson plan format in Figure 6. The Training
Coordinator shall track the development, scheduling, and approval of the
planned course.
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5.4.3 Review and Approval of Trainina Materials

When the training materials have been completed, the instructor shall review
the lesson plan for content and format, sign and date the cover page.

5.4.3.1 The Lesson Plan is forwarded to the Training Coordinator who shall
review the training package to ensure that training objectives are met, that
exam questions are valid, that any required support materials or training
aids are identified, and that a course/lesson number has been assigned.

5.4.3.2 When satisfied that the lesson plan package is complete, the
Training Coordinator signs concurrence and forwards the Lesson Plan to the
responsible manager for review and approval. If the responsible manager
determines that a technical review of the lesson plan is appropriate, he/she
should assign this task to an individual knowledgeable in the subject. After
the manager approves the lesson plan, it shall be forwarded to the T&MSS
Training Manager for review and approval.

5.4.4 Control of Trainina Materials

Approved originals of all training materials shall be maintained in the TMSS
Training Center. Examinations and exam keys, if used, are issued to
instructors upon request prior to each course and are returned to the T&MSS
Training Manager following the examination. All examinations and examination
keys shall be stored in locked files and shall be released only by the
Training Manager or Training Coordinator.

5.4.5 Revision of Training Materials

5.4.5.1 Minor revisions (i.e., editorial and informational updates) may be
incorporated by the responsible manager or designee without a formal review
cycle. All revisions to training materials shall be entered on the
Historical Record Sheet (Figure 6, Page 2 of 4) and verified by the Training
Coordinator.

5.4.5.2 Major revisions to lesson plans are made by the assigned lesson
instructor (or an SME authorized by the cognizant manager). The instructor
shall enter all revisions on the Historical Record Sheet and sign and date
the sheet. The same review of lesson plans is required for a major revision
as was required for the initial training material. A Training Coordinator
shall review and approve all major changes of lesson plans and sign and date
the Historical Record Sheet below the instructor's signature.
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5.5 CONDUCT OF TRAINING

5.5.1 Managers shall inform the TMSS Training Manager of training to be
conducted for their organizations six weeks in advance whenever possible.
Included should be the title of the course, time, date, location, attends,
and the name of the instructor.

5.5.2 The TMSS Training Manager shall send scheduled employees a written
announcement two weeks prior to the scheduled course whenever possible. The
announcement shall state the title, time, date, and location of the training.

5.5.3 Each instructor has the responsibility for adequate preparation. The
general rule of thumb is four (4) hours of preparation per contact hour of
class.

5.6 ADMINISTRATION OF TESTS

A performance evaluation will be given for formal classroom training.
Examinations may include quizzes, tests, performance evaluations or other
graded materials. All examinations shall be conducted in accordance with the
following directions:

5.6.1 Exam materials sall be approved with the lesson plan they are
supporting.

5.6.2 Instructors shall ensure that examination materials are controlled
in a manner to prevent them from being compromised.

5.6.3 A proctor shall be present in the room at all times during an
examination or test.

5.6.4 Trainees shall not remove examinations from the exam room.

5.6.5 Trainees taking exams shall not use text books, notes, or any other
reference material while testing is in progress, unless specifically
permitted by the instructor.

5.6.6 Passing score for exams is 70%. Those trainees not achieving a
score of 70% or greater shall be required either to retake the training or,
with permission of the T&MSS Training Manager, to retake the exam after
additional preparation.

5.6.7 Personnel may challenge a training course by taking the final exam
instead of attending training when a test is requested in writing by their
responsible manager. A score of 70% is required to pass.
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5.7 TRAINING WAIVER

The manager to whom a staff member reports for supervision and assignment of
work may submit a Waiver of Training (Figure 2) to exempt that staff member
from part or all of a specific training assignment. This form when
completed, shall become part of the employee's training file and shall serve
as documentation that Project Office/T&MSS/MACTEC personnel are qualified to
perform quality affecting activities. When training is to be waived adequate
justification must be provided on the waiver form by the requesting manager.

6.0 REFERENCES

6.1 QMP 02-01 Qualification, Proficiency, Indoctrination, and Training of
Waste Management Project Office Personnel, Revision 1

6.2 QP 17-01 Quality Assurance Records, Revision 0

6.3 Yucca Mountain Project Training Management Plan, Rev. 1

7.0 FIGURES

The forms and figures identified in this procedure are typical and/or sample
forms as identified by the TMSS Training Manager as necessary to capture
data and information relevant to the successful implementation of the Yucca
Mountain Project Training Plan. Forms identified herein may be modified and
other forms not identified here may be developed and utilized at the
discretion of the T&MSS Training Manager without reference to this or any
other procedure.

7.1 Figure 1 - Instructor Qualification Form (Typical)

7.2 Figure 2 - waiver of Training (Typical)

7.3 Figure 3 - Training Assignment (Typical)

7.4 Figure 4 - Special Training Assignment (Typical)

7.5 Figure 5 - Training Attendance Record (Typical)

7.6 Figure 6 - Sample Format for T&MSS Formal Classroom Training Lesson
Plan (Typical)
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8.0 QA RECORDS

The following records generated as a result of this procedure are QA Records
and shall be controlled and protected in accordance with QMP 17-01, QA
Records.

8.1 Approved Formal Classroom Lesson Plans and Revisions

8.2 Approved Indoctrination Lesson Plans

8.3 Exam Questions and Exam Keys

8.4 Exam Results

8.5 T&MSS Attendance Sheets

8.6 Instructor Qualification Form

8.7 Records of Waiver of Training
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Figure 1 - Instructor Qualification Form (TYPICAL)
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Figure 2 - Waiver of Training (TYPICAL)

3/10/89
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Figure 3 - Training Assignment (Page 1 of 5)
(TYPICAL)
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Figure 3 - Trainina Assignment (Page 2 of 5)
(TYPICAL)

N-AD-076 ev. 1
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Figure 3 - Training Assignment (Page 3 of 5)
(TYPICAL)
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Figure 3 - Training Assignment (Page 4 of 5)
(TYPICAL)
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Figure 3 - Training Assignment (Page 5 of 5)
(TYPICAL)
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Figure 4 - Special Training Assignment (TYPICAL)
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Figure 5 - Training Attendance Record (TYPICAL)

YUCCA MOUNTAIN PROJECT
TRAINING ATTENDANCE RECORD 2/89

15.
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Figure 6 - Sample Format for TMSS Formal Classroom Training Lesson Plan
(Page 1 of 4)

TYPICAL
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Figure 6 - Sample Format for T&MSS Formal Classroom Training Lesson Plan
(Page 2 of 4)

TYPICAL
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Figure 6 - Sample Format for T&MSS Formal Classroom Training Lesson Plan
(Page 3 of 4)

TYPICAL
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Figure 6 - Sample Format for T&MSS Formal Classroom Training Lesson Plan
(Page 4 of 4)

TYPICAL


