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DECONTAMINATION AND DECOMMISSIONING OPERATIONS


TRAINING DEPARTMENT ADMINISTRATIVE PROCEDURE


THE PERSONNEL TRAINING AND QUALIFICATION RECORDS SYSTEM
Battelle

505 King Avenue

Columbus, Ohio 43201

Procedure Status:

[X]
Non-Critical Procedure

[  ]
Critical Procedure—Procedure

Qualification Packet (PQP) Required
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AU - Author AP - Approved CE - Certified CO - COMPLETED

IN - Indoctrinated NC - Not Current QU - Qualified i}
2/28/2001 N Procedure Qualification Page -1
' (ﬁy Name)
- Procedure # Rev # Critical -  Procedure Title' Qual Date Status .
CEMP-JN3C00001 No NTS WASTE PROFILE CEMP- » 9/13/2000 IN
) JN3C00001
DD-0OP-065 4.0 Yes CONTROL AND MAINTENANCE OF 5/24/1999 QU
HEPA FILTERED VACUUM CLEANERS
DD-OP-090 4.0 Yes DDO HOISTING AND RIGGING 11/06/2000 QU
REQUIREMENTS WHEN OPERATING '
bD—OP-lOZ 1.0 Yes REMOVAL OF HOODS AND DUCTS 11/07/2000 QU
DD-OP-110 ) 1.0 Yes REMOVAL OF PIPING AND PLUMBING 11/07/2000 QU
. SYSTEMS ‘
DD-OP-116 2.0 Yes REMOVAL OF ELECTﬁICAL SERVICE, 8/06/1999 QU
. ' WIRING, AND CONDUIT
DD-0OP-215 3.0 © Yes OPERATION OF HAND-HELD POWER 10/20/2000 QU
TOOLS
DD-OP-216 1.0 Yes USE OF SUSPENDED PERSONNEL 11/06/2000 QU
' PLATFORMS '
DD-0P-217 0.0 Yes OPERATION OF HURST CUTTERS 4/01/1998 QU
HP-AP-19.0 4.0 No CONTROL OF PROTECTIVE CLOTHING 11/13/2000 QU .
HP-OP-011 4.0 No RELEASE OF MATERIALS FROM 8/23/1999 QU
CONTROLLED AREAS .
HP-OP-014 3.0 No . CONTROL OF RADIOACTIVE 8/20/1999 QU
MATERIAL
HP-OP-019 2.0 No RADIATION AND CONTAMINATION 8/23/1999 QU
SURVEY TECHNIQUES
HP-0OP-023 2.0 No HEPA VENTILATION AND 10/18/1999 QU
ENGINEERING CONTROLS
HP-OP-131 5.0 No OPERATION AND CALIBRATION OF 10/06/1999 QU
THE NUCLEAR ENTERPRISE DELTA 3
HP-OP-201 1.0 No HOT PARTICLE CONTROL 4/17/1998 QU
HS-AP-02.0 0.0 No BARRIER AND BARRICADE 11/07/2000 QU
] REQUIREMENTS
HS-AP-05.0 0.0 No PERSONAL PROTECTIVE EQUIPMENT 11/07/2000 QU
PROGRAM
Ré-OP-OOZ 5.0 No SELECTION AND USE OF 8/31/2000 Qu
' RESPIRATORY PROTECTION
RS-0P-020 2.0 No OPERATIONS AND MAINTENANCE OF 11/13/2000 QU
» BCLDP COMMUNICATION SYSTEMS .
SC-8SP-006 2.1 No SAMP. OF SEDIMENT & SLUDGE FOR 11/07/2000 QU
‘ CHEMICAL & RADIOLOGICAL
WA-OP-020 7.0 No IDENTIFICATION, SEGREGATION, 9/16/1999 . QU
SEPARATION AND DOCUMENTATION
WA-OP-030 4.0 No - PACKAGING, MARKING, & LABELING 3/12/1999 . QU
OF RADIOACTIVE AND RADIOACTIVE
WA-OP-062 . 0.0 No LOW-LEVEL WASTE CERTIFICATION 9/13/2000 QU

FOR THE NEVADA TEST SITE
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THE PERSONNEL TRAINING AND QUALIFICATION RECORDS SYSTEM

1.0
Scope

This procedure applies to the system for collecting, collating, tracking, and preserving all decontamination and decommissioning operations (DDO) training, indoc​trination, and qualification records including those for health and safety courses and for professional development courses.

2.0
Purpose
The purpose of this procedure is to describe the system and associated responsibilities for handling training records. This process provides quick, accurate information on the status of the training/indoctrination/qualification of individuals to perform Battelle Columbus Laboratories Decommissioning Project (BCLDP) activities.

3.0
References, Definitions, and Developmental Resources

3.1
References
3.1.1
TD-AP-2.0, Indoctrination, Training, and Qualification

3.1.2
PR-AP-17.1, Operation of Project Records Management System


3.2
Definitions


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



Certification


Qualifier



Indoctrination




Responsible Manager



On-The-Job Training (OJT)


Trainer



Procedure Qualification Packet (PQP)
Training



Qualification




Training Manager

3.3
Developmental Resources



None

4.0
General

4.1
Information in the Training Information Management System (TIMS) database is an accurate representation of official (signed and dated) training records and may be used to verify the qualifications of BCLDP personnel. The Project Records Management System (PRMS) contains the official, original records and may be consulted to reconcile any discrepancies found in the database.


4.2
The TIMS database is used to support surveillance and maintenance and decontamination and decommissioning operations by quickly providing individual qualifications by procedure, staff member, or both. 

4.3
The TIMS database is not an historical record; only current qualifications are maintained. Refer to the PRMS for historical records.
5.0
Procedure

5.1
Prior to conducting a training course, the Instructor submits appropriate training materials for signature approval to the Training Manager and the Functional Area Manager.


5.2
Upon completion of the training, the Instructor verifies and assembles originals of training documents (attendance sheets, indoctrination/qualification sheets, written examinations, etc.) into a package and submits the package(s) to the Training Manager or his/her designee who forwards it to the records system (TD‑AP-2.0). 


5.3
The Training Manager or his/her designee enters the information by a personal ID number, individual name, course or procedure number, revision number, and date of training into the TIMS database. Entries shall be made as necessary to keep the database current.


5.4
The Training Manager or his/her designee submits training documentation to PRMS.


5.5
The Training Manager uses the database to extract information as needed. Exhibits 1 and 2 are example reports of training and qualifications completed by a staff member. To verify this information, hard copy records may be checked in the PRMS.


5.6
The Training Manager issues printouts of the database quarterly. Copies of the printout shall be issued to the Quality Manager, the Remedial Action Manager, and to others as needed or requested.


5.7
The Project Records Manager shall assure that training records are handled as specified in PR-AP-17.1 and stored securely in the PRMS.


5.8
The Quality Manager shall periodically evaluate the system described in this procedure for effectiveness and conformance to requirements.

6.0
Records

6.1
Records are maintained for all employees completing course training requirements and training activities related to indoctrination/qualification, re-qualification, or job-enhancing training in the performance of their duties and tasks.


6.2
The Training Manager or designee maintains training records on the TIMS database and in individual training files in the Training Office. Paper documentation of these records is forwarded to the PRMS for storage. The following records, where appropriate, are kept in the individual training file: 
· Record of Procedural Indoctrination/Qualification

· Outside agency certifications

· Training records from other companies

· Skill demonstrated or written exam.

6.3
Form DDO-O85, Procedure Requal/Qualification Form, is retained as proof of qualification on procedures.


6.4
Form DDO-080, Group Form for Procedure Requal/Qualification, is retained as proof of qualification by several individuals on one procedure.


6.5
Training documentation is kept in accordance with applicable requirements of the project as a minimum requirement. Training documentation shall be maintained in TIMS until superseded by more recent training. Superseded retraining records shall be deleted from TIMS, but shall not be deleted from PRMS files.


6.6
Individuals who have completed training at off-site locations are responsible for submitting documentation to the Training Manager for evaluation, credit, and entry into the training database.
7.0
Forms, Exhibits, and Attachments


7.1
Forms
· Form DDO-080, Group Form for Procedure Requal/Qualification (See Reference 3.1.1)
· Form DDO-085. Procedure Requal/Qualification Form (See Reference 3.1.1)


7.2
Exhibits
· Exhibit 1
Report of Training Completed by Staff Member

· Exhibit 2
Report of Procedures Qualifications by Staff Member


7.3
Attachments



None

EXHIBIT 1
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Training Completed by Staff Member

EXHIBIT 2
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Name : Job Title: Section: Company :
Course # Course Description Date Taken Training Status
BCO-0913 BCO ES&H ORIENTATION . 6/20/2000

BCO-0014 BCO HAZARD COMMUNICATION (HAZCOM) 6/20/2000

GET-100 BCLDP ES&H ORIENTATION i 7/17/2000

GET-110 QA ORIEN&A&ION 6/21/2000

GET-110R - QA ORIENTATION REFRESHER 7 10/31/2000

GET-130E RADIATION WORKER (EXAM ONLY) 6/22/2000

HS-120 BCLDP HAZARD COMMUNICATION (HAZCOM) 7/17/2000

HS-121 LABORATORY CHEMICAL HYGIENE TRAINING 12/20/2000

HS-141 PORTABLE FIRE EXTINGUISHERS N 10/09/2000

HS-230R HEARING CONSERVATION PROGRAM REFRESHER TRAINING 7/24/2000

HWO-100 - . 40-HR HAZARDOUS WASTE OPERATIONS (VENDOR) ©1/08/1994

HWO-100R 8-HR REFRESHER FOR HAZWOPER (VENDOR) 1/26/2001
\




Procedure Qualifications by Staff Member
