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RECORD OF AUDITOR/LEAD AUDITOR QUALIFICATION

(See hstructions on Reverse Side)

1.

Name

Date

QUALIFICATION POINT REQUIREMENTS

CREDITS

EDUCATION - University/Degree/Date
= Undergraduate Level
= Graduate Level

4 Credits Max

EXPERIENGE - Company/Dates
= Technical and

Nuclear industry or

Quality Assurance or
Nuclear Auditing

9 Credits Max

PROFESSIONAL ACCOMPLISHMENT - Certificate/Date
= Registration
- Society

2 Credits Max

MANAGEMENT - Justification/Evaluation/Date
Explain

Evaluated by: (Name and Tile)

Date

2 Credits Max

QUALIFICATION POINTS AWARDED

Total Credits

AUDIT OR TRAINING GOURSES
Course Title or Topic:

Date

AUDIT COMMUNICATION SKILLS
Evaluated by: (Name and Tie)

Date

AUDIT PARTICIPATION (Uso Continuation Shoot)

10.

ON-THE-JOB TRAINING and/or ORIENTATION (Explain)

EFTTEN

Evaluated by
(Signature and Date)

.

EXAMINATION

Date

[ Not Applicable sudtery [ Passed-Ratified by:

12.

QUALIFICATION  [J AUDITOR [J LEAD AUDITOR

Certified by:

Date Certified

(Signature and Tits)

13.

ANNUAL EVALUATION (Signature and Date)

(Cortification is valid for a poriod of one yoar fromlatost ovaluation dato.)

Distribution (after certfication and yearly recertfcation): Person ertfied & DDO Files (wiaitachments)

Date

Made by
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PROCEDURE APPROVAL PAGE

Prepared by:
T. J. Welch
Date

Quality Assurance Specialist

This procedure, QD-AP-2.4, entitled Auditor Qualification and Certification, has been reviewed and approved by the following.  

Approved By:
G. H. Eriksen
Date

Quality Manager/Functional Manager

M. E. Jackson
Date

Regulatory Compliance and Environment,

Safety, and Health Oversight Manager

N. J. Gantos, Program Manager
Date

Decontamination and Decommissioning Operations

J. F. Poliziani (Acting)
Date

Radiation Technical Support Manager

AUDITOR QUALIFICATION AND CERTIFICATION

1.0 Scope

This procedure describes the process for qualifying and certifying auditors to evaluate Battelle Decontamination and Decommissioning Operations (DDO) activities.

2.0 Purpose

The purpose of this procedure is to establish requirements for the qualification, certification, and training of DDO audit personnel for the performance of quality audits and assessments in accordance with Reference 3.1.1 and to implement appropriate portions of Section 2.0 of the DDO Quality Manual (Reference 3.1.2).

3.0 Reference, Definitions, and Developmental Resources

3.1 References

3.1.1 QD-AP-18.1, Independent Programmatic Assessments

3.1.2 DD-MN-01, DDO Quality Manual

3.1.3 PR-AP-17.1, Operation of the Project Records Management System

3.2 Definitions

Refer to the Battelle Columbus Laboratories Decommissioning Project (BCLDP) Procedures Dictionary for definitions of the following terms:

Audit

Auditor-in-Training (Auditor-Trainee)

Observer
3.3 Developmental Resources

None.



4.0 General
Not applicable.

5.0 Procedure

5.1 Training for Auditor and Lead Auditor Candidates

5.1.1 The Quality Manager shall determine one or more of the following methods, as applicable, to develop auditor candidate competence for performing various audit functions.
5.1.1.1 Participating in training programs to provide general and specialized training in audit performance. General training shall include fundamentals, objectives, characteristics, organization, performance, and results of quality auditing. Specialized training shall include methods of examining, questioning, evaluating, and documenting specific audit items and methods of closing out audit findings.

5.1.1.2 On-the-job training, guidance, and counseling for auditor candidates on DDO auditing procedures and practices. This shall be done under the direct supervision of a lead auditor, and includes planning, performing, reporting, and follow-up actions involved in conducting audits.

5.1.1.3 Orientation to provide a working knowledge and understanding of applicable codes and standards and audit procedures for implementing audits and reporting results.

5.1.2 The BCO VP ESH&Q shall certify the DDO Quality Manager as a lead auditor. The Quality Manager shall certify and recertify all other lead auditors and auditors and evaluate lead auditor/auditor candidate communication skills prior to certification. The Quality Manager is also responsible for assuring that consultants who perform audits for DDO are qualified and certified by means that are equivalent to and satisfy the intent of this procedure. The Quality Manager shall evaluate the training needs of each prospective lead auditor. Based on this evaluation, lead auditor candidates shall receive training in the following areas to the extent necessary to assure their competence in auditing skills:
5.1.2.1 Knowledge and understanding of applicable codes, standards, regulations, and regulatory guides.

5.1.2.2 Training in the general structure of quality assurance programs as a whole and the applicable elements.

5.1.2.3 Training in auditing techniques of examining, questioning, evaluating, and reporting; methods of identifying and following up on corrective action items; and closing out audit findings.

5.1.2.4 Training in audit planning in the quality-affecting functions for projects and activities being conducted by the DDO.

5.1.2.5 Training on the job to include applicable elements of the audit program and functioning in a lead auditor capacity under the direct supervision of a certified lead auditor.

5.1.3 For training to be conducted outside of Battelle, the Quality Manager shall schedule the training, select the course leader from an external source (e.g., training school or consultant), and designate personnel to attend the course. Copies of the certificate for satisfactory course completion shall be provided to the BCLDP Training Department and to the Quality Manager for the individual’s auditor qualification file.
5.2 Qualification and Certification of Audit Personnel

5.2.1 Qualification of Auditors—One or more of the following requirements shall be satisfied by an individual prior to being qualified as an auditor:

5.2.1.1 Participation as an auditor-trainee in a minimum of one DDO quality audit within the previous three years.

5.2.1.2 Participating in training on general practices of quality auditing.

5.2.1.3 Possession of adequate audit skills, as evaluated by the DDO Quality Manager.

NOTE:
Accumulation of credits is optional for auditors (see Section 5.4).

5.2.2 Qualification of Lead Auditors—The following requirements shall be satisfied by an individual prior to being qualified as a lead auditor:

5.2.2.1 Accumulation of 10 credits under the scoring system discussed in Section 5.4.

5.2.2.2 Participation in at least five quality audits as an auditor or auditor-trainee within the previous three years, one of which must have been a nuclear quality assurance audit performed within the year prior to his/her qualification.

5.2.2.3 Participation in training in auditing principles and those applicable standards, codes, regulations, etc.

5.2.2.4 Possession of adequate audit skills, as evaluated by the Quality Manager.

5.2.2.5 Capability to communicate effectively both in writing and orally as attested to by the DDO Quality Manager.

5.2.2.6 Achievement of a passing score of at least 80% on a lead auditor examination as discussed in Section 5.3.
5.2.3 Auditors shall be certified to participate in audits, and lead auditors shall be certified to participate in and lead audits. This certification shall document the following:

5.2.3.1 Employer’s name

5.2.3.2 Auditor’s/lead auditor’s name

5.2.3.3 Date of certification or recertification

5.2.3.4 Basis of qualification

5.2.3.5 Signatures of individuals responsible for on-the-job audit training

5.2.3.6 Signature of individual responsible for certification/recertification. These Battelle DDO audit personnel certifications shall be documented on DDO-069.

5.3 Examinations for Lead Auditor Candidates

Lead auditor candidates are required to pass an examination administered or approved by the Quality Manager or the BCO VP ESH&Q for certifying the Quality Manager as a lead auditor. This exam shall consist of questions of general and DDO-specific auditing procedures and practices. The exam may be written, oral, practical, or a combination of the three. The Quality Manager shall determine the type of examination (written, oral, practical, or any combination of the three types) based on demonstrated ability, achievement, experience, or education. Reexamination of those failing to attain a passing grade may be scheduled no sooner than two weeks after the original exam. Partial or complete retraining may be required prior to reexamination as determined by the DDO Quality Manager. Once the exam has been passed, this information shall be noted in Box 7 of form DDO-069. The Quality Manager shall retain confidential files to preserve the integrity of any exams administered at or received by Battelle.

5.4 Scoring System for Auditor Qualification (DDO-069)

5.4.1 Education (4 credits maximum):

5.4.1.1 Associate degree from accredited institution

· 1 credit for degree in any discipline or

· 2 credits if the degree is in engineering, physical sciences, mathematics, or quality assurance.

5.4.1.2 Bachelor’s degree from accredited institution

· 2 credits for degree in any discipline or

· 3 credits if the degree is in engineering, physical sciences, mathematics, or quality assurance.

5.4.1.3 Master’s degree from accredited institution

· 1 additional credit for degree in engineering, physical sciences, business management, or quality assurance.

5.4.2 Experience (9 credits maximum):

5.4.2.1 Technical experience (5 credits maximum)—Score 1 credit for each full year in engineering, manufacturing, construction, environmental science, earth sciences, mathematics, or quality assurance.

5.4.2.2 In addition, supplemental credits may be scored in accordance with one of the following options:

· 1 additional credit if 2 years of this experience have been in the nuclear field or

· 2 additional credits if 2 years of this experience have been in quality assurance or

· 3 additional credits if 2 years of this experience have been in nuclear quality assurance or

· 4 additional credits if 2 years of this experience have been in nuclear quality assurance auditing.

5.4.3 Other Credentials of Professional Competence (2 credits maximum):

· 2 credits for certification of competency in engineering, science, or quality assurance specialties issued and approved by a state agency or national professional or technical society. Examples include Registered Professional Engineer, Registered Engineer in Training, Registered Geologist, American Society for Quality (ASQ) Certified Quality Engineer, and ASQ Certified Reliability Engineer.

5.4.4 Rights of Management (2 credits maximum):

The Quality Manager may grant up to 2 credits for other performance factors applicable to auditing, such as leadership, sound judgment, maturity, analytical ability, tenacity, past performance, and quality assurance training courses.

5.5 Maintenance of Qualification

5.5.1 Auditors and Lead Auditors shall be required to maintain their proficiency through one or more of the following: participating in at least one audit per year; review and study of codes, standards, procedures, instructions, and other documents related to quality assurance programs and program auditing; and participation in training programs. Auditors and Lead Auditors shall also compile information in accordance with this procedure to support their own annual recertification.

5.5.2 Lead auditors who fail to maintain their proficiency for a period of two years or more shall require retraining in accordance with the requirements of Section 5.1.2, re-examination in accordance with Section 5.3, and participation as an auditor in at least one DDO quality audit before they can be recertified. Recertification will be documented on a new DDO-069 and will be clearly annotated as being a recertification.

5.6 Termination of Certification

Battelle DDO certification of auditor and lead auditor shall be terminated upon termination of employment with Battelle or when an auditor or lead auditor has not maintained his/her qualifications, as determined by the Quality Manager, or BCO VP ESH&Q.

5.7 Requirements of Observers/Technical Specialists

Observers/Technical Specialists without formal auditor certification may be selected to accompany the audit team. However, they shall be indoctrinated in DDO audit procedures, audit documents (such as the audit plan and checklist) and manuals and procedures to be audited. An auditor or lead auditor shall accompany observers during the performance of the audit. 
5.8 Qualification of Subcontract Lead Auditors

5.8.1 The Quality Manager shall contact prospective subcontract lead auditor applicants and request resumes of their lead auditor capabilities.

5.8.2 The subcontract lead auditor candidates shall be requested to provide evidence of lead auditor education, training, experience, and professional accomplishments.

5.8.3 The subcontract lead auditor candidates shall be requested to provide copies of their company lead auditor certification if applicable.

5.8.4 The Quality Manager shall evaluate subcontract lead auditor candidate credentials to assure qualification requirements for a DDO lead auditor and for applicability to the activity to be assessed.
5.8.5 The Quality Manager shall provide a hiring recommendation to the DDO Program Manager.
5.8.6 

5.9 


5.10 
5.10.1 
5.10.1.1 
5.10.1.2 
5.10.1.3 
5.10.1.4 
5.10.1.5 
5.10.1.6 
5.10.2 
5.10.2.1 
5.10.2.2 
5.10.2.3 

5.10.3 
5.10.3.1 
5.10.3.2 
5.10.3.3 
5.10.3.4 
5.10.3.5 
5.10.3.6 
5.10.4 
5.10.5 
5.11 
5.11.1 
5.11.1.1 
· 
· 
5.11.1.2 
· 
· 
5.11.1.3 
· 
5.11.2 
5.11.2.1 
5.11.2.2 
· 
· 
· 
· 
5.11.3 
· 
5.11.4 

5.12 
5.12.1 
5.12.2 
5.12.3 
5.13 

5.14 
5.14.1 
5.14.2 
5.14.3 
5.14.4 
5.14.5 
6.0 Records

6.1 Records of personnel qualifications for auditor and lead auditor shall be established, documented, and maintained. A file for each auditor or lead auditor shall contain records of the individual’s qualifications, educational degrees, course certificates, training attendance, and applicable examination results.

6.2 The Record of Auditor/Lead Auditor Qualification (DDO-069), course certificates, training attendance, and applicable examination results shall be classified as quality records.

6.3 Auditor qualification documents shall be entered into the DDO records system when approved by transmitting a copy to the Project Records Management System in accordance with Reference 3.1.3.

6.4 
6.5 
7.0 Forms, Exhibits, and Attachments

7.1 Forms

· DDO-069, Record of Auditor/Lead Auditor Qualification

7.2 Exhibits

None.

7.3 Attachments

None.
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12.

13.

Auditor/Lead Auditor Qualification Instructions

Name/Date

Education

Experience

Professional
Accomplishment

Management

Qualification Points
Awarded

Auditor Training
Course

Audit Communication
Skills

Audit Participation

On-the-Job Auditor
Training and/or
Orientation

Examination

Qualification

Annual Evaluation

Enter name of person to be certified and date form is filled out.

Enter name of university(ies) attended, degree(s) obtained, date of
degree(s), and number of credits awarded.

Indicate employment experience (may be supplemented with
attachment of resume or additional sheet) and number of credits
awarded.

Enter type of certification or registration, name of

awarding agency, date of certification or registration, and number of
credits awarded.

Statement by Quality Manager or DDO Program Manager regarding
special performance factors applicable to auditing and number of
special credits awarded. Typed/printed name or signature of
evaluating manager and date are required.

Enter total number of credits awarded.

Enter course title(s) and attendance date(s).

Indicate evaluation and acceptability of communication

skills. Typed/printed name or signature of Quality Manager and date
are required.

Enter location(s), type(s) of audit, and date(s) of audits on
Continuation Sheet.

List type of on-the-job training and/or orientation completed
satisfactorily, e.g., preparation of audit notification letter

checklist and/or report; participation in audit (as auditor-trainee),
working knowledge and understanding of NQA-1, applicable
supplements and audit procedure, etc. Signature of instructor,
auditor, or lead auditor who actually conducted training is required.

Indicate if examination was waived or passed, examinations required
for Lead Auditors only. Typed/printed name or signature of Quality
Manager and date are required.

Check type of qualification. Signature and title of Quality Manager or
DDO Program Manager and date of certification are required.

Signature of Quality Manager or DDO Program Manager and date of
evaluation are required to indicate annual evaluation was satisfactory
and certification is extended for a period of one year from the date of
the latest evaluation.
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