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TRAINING PROGRAM CONTENTPRIVATE 

1.0
Objective

The objective of this surveillance is to evaluate the effectiveness of the contractor's program for establishing the content of training programs.  The process to be evaluated includes (1) determining the tasks individuals must perform; (2) specifying the required knowledge, skills, and abilities for performing tasks; (3) selecting knowledge skills and abilities for training; and (4) selecting appropriate training settings.  The Facility Representative reviews records and interviews personnel to evaluate the effectiveness of the process.  The Facility Representative evaluates compliance with DOE requirements and implementation of best practices.

2.0
References

2.1
DOE 5480.18A, Accreditation of Performance-Based Training for Category A Reactors and Nuclear Facilities

2.2
DOE 5480.20, Personnel Selection, Qualification, Training, and Staffing Requirements at DOE Reactor and Non-Reactor Nuclear Facilities

2.3
DOE-STD-1070-94, June 1994, Guidelines for Evaluation of Nuclear Facility Training Programs


2.4
10 CFR 830.120, Quality Assurance


2.5
48 CFR (DEAR), Department of Energy Acquisition Regulations


2.6
EH-2 Independent Office of Oversight Appraisal Process Protocols


2.7
DOE O 5480.19, Conduct of Operations

3.0
Requirements Implemented

This surveillance verifies implementation of guiding principle #3 of  48 CFR 1970.5204 as well as core expectation #6 from DOE G 450.4-1A Volume II Appendix E .


CE II-6: Clear and unambiguous roles and responsibilities are defined and maintained at all levels within the facility or activity.  Facility or activity line managers are responsible and accountable for safety.  Facility or activity personnel are competent with the responsibility for safety.

4.0
Surveillance Activities

This surveillance is focussed on training for personnel at all DOE facilities to ensure personnel posses the experience, knowledge, skills, and abilities that are necessary to discharge their responsibilities.  


The principles of applying a systematic approach to training should be used for a cross-section of training programs for various positions including operators, maintenance technicians, radiological control technicians, technical staff, etc.  


The Facility Representative selects a specific training program for conducting this surveillance.


In performing this surveillance, the Facility Representative completes the following activities:


1.
Review the bases for the Training Program.

· This process should start with the ISM system description.  The assessor should be able to clearly determine a rigorous flow down of requirements from the DEAR clause defining a program (policy statements, procedures, training manuals etc.) that systematically ensures personnel posses the experience, knowledge, skills, and abilities that are necessary to discharge their responsibilities.  


2.
Interview Trainees.


3.
Interview Supervisors.


Surveillance Guideline

TRAINING PROGRAM CONTENT

Activity One - Review Training Program

Note: Core expectations are defined in Appendix E of the ISM guide, DOE G 450.4-1 and are carried through the DOE ISMS Verification Handbook DOE-HDBK-3027-99.  FRs routine activities are predominately a form of phase II verification that evaluates the status of implementation at the facility, activity, or process level.  Nomenclature such as "CE II-6" stands for Core Expectation number six for a phase II review.  As such, DOE G 450.4-1A, Appendix E, section 2.2.6 is shortened to CE II-6.

Yes  No   N/A 
___  ___  ___
1.
Have clear unambiguous roles and responsibilities been defined and maintained for all levels within the organization? [48 CFR 1970.5204-2 (b) (2), CE II-6]

___  ___  ___
2.
Do position descriptions defining the roles and responsibilities of management clearly state that line management is responsible for the protection of employees, the public, and the environment? [48 CFR 1970.5204-2 (b) (1), CE II-6]

___  ___  ___
3.
Do position descriptions clearly define requirements (entry and working level) including physical abilities, education, technical skills, and experience necessary for job performance [DOE O 5480.20A, CE II-6]?

___  ___  ___
4.
Do support and line personnel- workers as well as managers- have core competencies defined?  Does the training program content include modules, lesson plans, learning objectives etc clearly defining expectations regarding these core competencies? [CE I-8]

___  ___  ___
5.
Has a systematic analysis (needs or task analysis) based on clearly defined roles and responsibilities been completed to identify the tasks performed by the trainee? [CE II-6, EH-2 Safety Management Template Guiding Principle #3, Criterion 3]

___  ___  ___
6.
Have the required knowledge, skills, and abilities to perform the identified tasks been defined? [CE II-6]

___  ___  ___
7.
Have trainees, supervisors, and subject matter experts provided input on the required knowledge, skills, and abilities? [CE II-6]

___  ___  ___
8.
Are the core competencies and task lists based on current roles and responsibilities, facility mission, and ongoing activities? [CE II-6]

___  ___  ___
9.
Is there a clearly defined process to ensure core competencies and task lists are updated periodically to reflect changes in procedures, facility systems/equipment, job scope and advances in technology and the training program modified/updated accordingly? [CE II-5, EH-2 Safety Management Template Guiding Principle #3, Criterion 3]

___  ___  ___
10.
Is there a clearly defined process established to ensure lessons learned and feedback from specific jobs and evolutions is incorporated into training programs? [CE II-5, EH-2 Appraisal Guide, appendix X]

___  ___  ___
11.
Are indicators of worker performance utilized to update training programs and establish training priorities (i.e. multiple RWP violations, multiple instances of procedure non-compliance)? [CE II-5, EH-2 Appraisal Guide, appendix X]

___  ___  ___
12.
Does the training program integrate the concepts of ISMS throughout?  Are personnel specifically trained on ISMS? [CE II-6]

___  ___  ___
13.
Does the training program instruct personnel on how to identify hazards while they are in the field and what processes they should follow to address the hazards they identify? [CE II-6, 10 CFR 830.120 (B) (1), DOE 5480.19 Chapter 11, section c.4] 
___  ___  ___
14.
Does the training program address the actual competence of personnel based on performance; can they safely and effectively perform their work assignments, and evaluate whether workers will meet management's expectations during the conduct of work? [CE I-8, CE II-6, EH-2 Safety Management Template Guiding Principle #3, Criterion 3, 10 CFR 830.120,  (A) (2), 10 CFR 830.120 (B) (1)]

Activity Two - Interview Trainees

___  ___  ___
1.
Can all trainees (workers, supervisors, and managers) clearly state their roles and responsibilities relative to safety as defined in their employer's ISMS and identify where they are documented? [48 CFR 970.5204-2 (b) (2), CE II-6]

___  ___  ___
2.
Do workers indicate they feel empowered to have a strong questioning attitude and provide feedback to their managers and supervisors? [DOE G 450.1A, Volume 1 Chapter III, section 4.5.1]

___  ___  ___
3.
Can workers clearly describe the process by which they provide feedback to their managers?  Do they feel it is effective? [48 CFR 970.5204-2 (c) (5)]

___  ___  ___
4.
Can managers clearly describe the process defined in their ISMS to consider and dispose of recommendations for improvement, including worker suggestions (information from assessments, lessons learned programs, external oversight and enforcement)? [DOE G 450.1A, Volume 1 Chapter III, section 4.5.3, 48 CFR 970.5204-2 (c) (5)]

___  ___  ___
5.
Are there elements of trainees' job or specific tasks where they receive no training, but feel that training is needed?

___  ___  ___
6.
Are training settings appropriate for the material covered?  (Classroom training covers required knowledge, laboratory training addresses skills, and on-the-job training strengthens abilities to perform tasks)

___  ___  ___
7.
Do personnel feel training has been sequenced properly in order for them to derive maximum benefit?

Activity Three - Interview Supervisors

___  ___  ___
1.
Do supervisors and managers feel personnel are able to perform their jobs more effectively following training?  If not, what measures have they taken to improve the process? [10 CFR 830.120 (C) (1), DOE O 414.1 3. A (2)]

___  ___  ___
2.
Are there essential tasks or elements of employees' jobs that are not addressed in current training? [10 CFR 830.120 (C) (1), DOE O 414.1 3. A (2)]

Special Classifications:

Field Worker Supervisors:

Note:  Field Worker Supervisor is any person who directly supervises work in the field.  Common terms at Hanford are Person in Charge (PIC), Job Sponsor, and Craft Supervisor.

___  ___  ___
1.
Do Field Worker Supervisors have specific training and qualifications demonstrating they have competence commensurate with the responsibilities? [DOE G 450.4-1A Volume 1 Chapter III section 4.7, 48 CFR 970.5204-2 (b) (3), 10 CFR 830.120 (B) (1), DOE O 414.1 B.1.b (1)]

Note:  This should include a qualification card or similar documentation stating that field worker supervisors have demonstrated competency in the following areas, as a minimum:

· Pre-job briefings

·    Development and use of Job Hazards Analysis (identifying and controlling hazards)

· Work package/procedure development and use

· How the job control system functions (look ahead meetings, committed schedule meetings, plan of the day meetings, integrated scheduling meetings etc.)

· Change control practices for work documents and procedures

· Stop work authority

· Management/how to be a supervisor.  i.e. Conflict resolution, effective time management, planning a job evolution etc.

· Detailed knowledge of permits utilized on site (excavation, hot work, energized electrical equipment, confined space etc)

· Detailed training and qualification on the use of locks and tags for energy isolation.

· If overseeing sub-contractor work (FDNW and its sub-tier contractors) detailed training on the bargaining agreement; flow down of ES&H requirements through the Statement of Work, Task Order, Project Execution Plans etc; detailed training on any company specific work control documents such as FDNW Safe Work Practices

USQ Reviewers:
___  ___  ___
1.
Are all individuals involved in technical aspects of the organization familiar with the requirements of 5480.21 and able to identify potential USQs during the course of carrying out their normal responsibilities? [DOE O 5480.21 section 7.d]

Note: The USQ review process should be integrated into all technical aspects of the contractor organization responsible for design, engineering, maintenance, inspection, operations, and assessment of the nuclear facility or activity.

NOTES/COMMENTS:
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CONTRACTOR MANAGEMENT DEBRIEFED AND RESULTS:

Signature:  ___________________________________
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