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OPPORTUNITIES FOR IMPROVEMENT

1.0 Scope

This procedure applies to the identification, documentation, evaluation, and implementation of opportunities for improvements identified by individuals within          the Battelle Decontamination and Decommissioning Operations (DDO) Program.

2.0 Purpose

The purpose of this procedure is to encourage and provide methods for DDO program individuals to suggest ways of accomplishing work on the Battelle Columbus Laboratories Decommissioning Project (BCLDP) in a better, safer, more effective and efficient manner (i.e., opportunities for improvement). This procedure also describes a process for line management to use for the evaluation, disposition, and implementation of suggested improvement opportunities. This procedure amplifies and implements Section 19 of the DDO Quality Manual (Reference 3.1.2).

3.0 References, Definitions, Developmental Resources
3.1 References

3.1.1 DOE Order 414.1A, Quality Assurance
3.1.2 DDO Quality Manual
3.1.3 PR-AP-17.1, Operations of the Project Records Management System
3.2 Definitions




Refer to the BCLDP Procedures Dictionary for definitions of the following terms:

	Improvement Opportunities (or Opportunities for Improvement)
Effective Process/Activity
	Efficient Process/Activity
Process Owner


3.3 Developmental Resources

None.

4.0 General

4.1 Striving for continuous improvement is an important part of everyone’s job. Management must create an environment that encourages individual staff members to constantly seek and suggest new and more innovative ways to accomplish work in a better, safer, more effective and more efficient manner.

4.2 The effectiveness of this procedure will depend heavily on management fostering a “no-fault” attitude toward the suggestion of improvement opportunities by individual staff members. It is also critical to the effectiveness of this procedure that responsible line management provides timely and objective dispositions of staff improvement suggestions.

4.3 The effective use of this procedure is to be encouraged by management through a system of recognition and rewards for appropriate staff improvement suggestions. Options here range from existing Battelle systems (such as the key contributor program) to recognition at the program and department level (e.g., a congratulatory notice in the weekly calendar, meals and refreshments, and staff association gifts).
5.0 
5.1 

5.2 











6.0 Procedure
The Program Manager shall ensure that all aspects of the DDO program are planned and performed in a manner that fully embraces a total quality management philosophy as set forth in References 3.1.1 and 3.1.2 This includes supporting and monitoring the effectiveness of the staff improvement opportunity process described in this procedure.

6.1 Identifying and Documenting Suggested Improvements
6.1.1 All DDO Staff, including part time personnel, consultants, and staff members on loan to DDO from other Battelle organizations, are encouraged to identify and report any condition observed that appears      to indicate that a process, activity, or product can be improved. Upon identification of an opportunity for improvement, prompt reporting is recommended because the earliest suggestion date will be used in determining the identifying individual.

6.1.2 DDO Staff are encouraged to bring conditions of this nature to the attention of the appropriate supervisor or manager and/or are encouraged to document their suggestions on form DDO-367 (Suggestion for Improvement). See Exhibit 1 for guidance on determining the appropriate-ness of suggested improvement opportunities. If form (DDO-367) is used, DDO Staff shall complete items 1-7, request and obtain a suggestion for improvement number from the DDO Quality Manager and enter this number as item 11, send the original of this form to the DDO responsible line manager for evaluation and action, and send a copy of the form to the DDO Quality Manager so that the progress of the suggestion can be tracked and the improvement program effectiveness can be evaluated. If form DDO-367 is not used, the DDO Staff member, to be credited with and benefit from an opportunity for improvement, must request and obtain a suggestion for improvement number from the DDO Quality Manager, send the original suggestion to the DDO responsible line manager for evaluation and action along with the issued number, and send a copy of the suggestion and issued number to the DDO Quality Manager to allow for suggestion tracking and improvement program effectiveness evaluation.
6.1.3 DDO Management and Staff are to work together by:

· Actively participating in and maintaining day-to-day involvement in the improvement opportunity process
· Suggesting and documenting opportunities for improvements in accordance with the provisions of this procedure

· Promoting a culture in which every employee is motivated to seek new and innovative ways of “doing things better”(i.e. opportunities for improvement)
· Fostering a “no fault” attitude to encourage personnel to seek and suggest opportunities for improvements

· Objectively evaluating and responding to each improvement suggestion submitted
· Scheduling and implementing actions established in response to suggested improvements.
6.2 DDO Management Evaluation of Improvement Suggestions

6.2.1 The responsible DDO Manager (or delegate) shall evaluate improvement opportunities submitted by individual staff members performing work on the DDO program. He/she shall use, but is not limited to, the following guidance in making the evaluation:

6.2.1.1 The description of the current condition and the suggested improvement shall be sufficiently accurate and complete to permit a meaningful evaluation to be made. If necessary, the responsible DDO Manager (or delegate) shall work with the suggestion initiator to clarify the content and intent of the proposed suggestion.

6.2.1.2 The suggested improvement shall comply with the appropriateness criteria set forth in Exhibit 1.

6.2.1.3 The suggested improvement must have a high probability of accomplishment.

6.2.1.4 The cost and type of resources (or estimate) required for the implementation of the suggested improvement shall be determined.

6.2.1.5 The suggested improvement must be cost effective when evaluated in a cost versus benefit analysis.

6.2.2 The responsible DDO Manager shall interact and consult with the individual submitting the suggestion, the process owner, and other responsible DDO individuals as necessary during the evaluation of suggested improvements.

6.2.3 When additional information is needed to objectively evaluate a suggested improvement, the responsible DDO Manager shall use existing DDO assessment systems (e.g., self-assessments, independent assessments, walkdowns, etc.) to obtain the needed information.

6.2.4 To be considered for recognition or awards, one of more of the following requirements must be met:

6.2.4.1 The suggested improvement must enhance DDO safety and/or environmental protection programs.

6.2.4.2 The suggested improvement shall add value to the involved process, activity, or product.

6.2.4.3 There must be apparent cost-effective actions (known solutions) that can be taken to achieve immediate improvement of the present condition.

6.3 Disposition of Suggested Improvements

6.3.1 After completion of the evaluation, the responsible DDO Manager shall disposition the suggested improvement within a reasonable time period (30 working days after the submission date entered as item 3 of DDO-367 is considered adequate although additional time may be required) and record appropriate information in block 8 of DDO-367. When appropriate, the disposition shall include the identification of any actions taken, or to be taken, in response to the suggested improvement. A schedule should be included for those actions identified and/or actions to be taken at a later date.

6.3.2 The responsible DDO Manager shall sign and date DDO-367. The original of the form shall be submitted to DDO Project Records, a copy returned to the originator, a copy retained by the responsible DDO Manager, and a copy forwarded to the Quality Manager. The responsible DDO Manager or designee shall personally review the disposition with the originator.

6.4 Implementation of Improvement Actions

The responsible DDO Manager shall take appropriate action to assure that scheduled actions are implemented in a timely manner consistent with budget constraints and other program priorities.

6.5 Identification, Logging, Tracking, Statusing, and Reporting

When requested, the DDO Quality Manager shall issue an identification number for each suggested improvement (this number is placed in the upper left hand corner of form DDO-367 or somewhere in the opportunity for improvement text by the DDO Staff member); enter the number, originator, and date into a logging system; track the status of improvements processed; and periodically report on the effectiveness of the improvement program. The DDO Quality Department Staff shall maintain the system for logging and statusing of DDO staff improvement suggestions and for periodically reporting on the effectiveness of the improvement program.
7.0 Records

The following records, generated from the implementation of this procedure, are to be submitted to Project Records in accordance with Reference 3.1.3:

· Completed DDO-367 forms.

8.0 Forms, Exhibits, and Attachments
8.1 Forms

· DDO-367, Suggestion for Improvement
8.2 Exhibits
· Exhibit 1, Guidance for Determining the Appropriateness of Suggested Improvement Opportunities.
8.3 Attachments

None.
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EXHIBIT 1

GUIDANCE FOR DETERMINING THE APPROPRIATENESS

OF SUGGESTED IMPROVEMENT OPPORTUNITIES
APPROPRIATE:
Improvement opportunities related to the following types of subjects/areas are considered to be appropriate for processing per this procedure:

· Enhances safety or environmental protection

· Saving in man-hours and/or materials

· Increased process effectiveness

· Increased process efficiency

· Improved working conditions

· Increased customer satisfaction

· Elimination of manual/plan/procedure/work instruction inconsistency and redundancy

· Increased “user-friendliness” of procedures/work instruction
· Improved organizational interfaces
· Improved product quality

NON-APPROPRIATE:
Improvement opportunities related to the following types of subjects are not appropriate for processing per this procedure:

· Battelle policy

· Wages

· Benefits

· Personal problems

· Job classifications

· Non-conforming conditions that should be documented and processed on a Non‑Conformance Report (NCR)

· Events/unusual occurrences, adverse conditions, and radiological deficiencies that may violate program requirements. Problems of this nature should be documented and processed as appropriate on an Event Report, Assessment Action Report (AAR), Corrective Action Report (CAR), Radiological Awareness Report (RAR), or other appropriate reporting system.

· 
