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PROCEDURE APPROVAL PAGE
Prepared By:
R. Baruth, Training and Project Records Manager
Date     

This procedure, TD-AP-2.0, Indoctrination, Training, and Qualification, has been reviewed and approved by the following.

Approved By:
M. Jackson, Independent
 Oversight Manager
Date
J. Poliziani, Acting Radiological Technical
Date

Support Manager

N. Joseph Gantos, Program Manager
Date

Decontamination and Decommissioning Project

G. Farnung, Functional Manager
Date

R. Friedman, Quality Engineering Manager
Date

INDOCTRINATION, TRAINING, AND QUALIFICATION
1.0 Scope

This document establishes the responsibilities and requirements for indoctrination, training, and qualifying personnel who perform or monitor work for the Battelle Columbus Laboratories Decommissioning Project (BCLDP). These personnel include Decontamination and Decommissioning Operations (DDO) staff, subcontractors, and consultants; electricians and maintenance staff; and other Battelle employees. 

2.0 Purpose

The purpose of this procedure is to identify the responsibilities and requirements to provide for current indoctrination, training, and qualification, as necessary, of personnel performing and monitoring BCLDP work activities. This procedure implements portions of the BCLDP Training Program Plan (Reference 3.1.1) and Section 2.0 of the DDO Quality Manual (Reference 3.1.2).
3.0 References, Definitions, and Developmental Resources

3.1 References
3.1.1 DD-93-04, Battelle Columbus Laboratories Decontamination and Decommissioning Training Program Plan

3.1.2 DD-MN-01, DDO Quality Manual

3.1.3 QD-AP-16.1, Corrective Action

3.1.4 MA-AP-20.1, Management Walkdowns
3.1.5 
3.1.6 TD-AP-3.0, Qualification for Critical Procedures

3.2 Definitions

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

	Certification
	Qualifier

	Indoctrination
	Reentrant Employee

	On-The-Job Training (OJT)
	Responsible Manager

	Procedure Qualification Packet (PQP)
Qualification
	Trainer
Training


3.3 Developmental Resources

None.
4.0 General

4.1 All staff members, subcontractors, and consultants are required to have appropriate and documented indoctrination or training for the tasks assigned to them. They should keep personal copies of their training records, including certificates and a printout of qualifications. Printouts are available from the Training Department.

4.2 DDO Responsible Managers shall identify the indoctrination, training, and qualification required for their full- and part-time staff. Managers shall complete DDO-358 , Training Requirements Form, for staff with potential access to radiologically controlled areas. Managers shall assure that employees are trained to the most current revision of any given procedure.
4.3 Employees, including subcontract staff and those transferred and loaned from other Battelle departments, shall follow the guidelines listed below. The DDO Training Program has established minimum training requirements for D&D staff members potentially working in a radiological area. These minimum training requirement are:
4.3.1 ES&H Orientation (GET-100) - This course is required of new BCLDP staff, including subcontractors and provides guidance on safety and health policies and overall safety requirements. Responsible Managers may exclude this course for individuals who are not exposed to a hazardous environment (e.g. staff or consultants who do not go into the field). Requirements are documented on DDO-358, Training Requirements Form.
4.3.2 Abbreviated ES&H Orientation (GET-101) - Selected staff who work in offices may complete this abbreviated course in lieu of GET-100 (e.g. secretaries, administrative assistants). GET-100 may serve as an alternate for GET-101.
NOTE: Individuals who joined the BCLDP prior to December 10, 1992, and completed the BCO Safety Orientation and Hazard Communication (BCO-0013/0014) meet the BCLDP requirement for GET-100 and HS-120. Administrative staff may complete GET-101 or BCO-0013 in lieu of GET-100. 

4.3.3 Quality Orientation (GET 110) - This course indoctrinates new DDO staff, including subcontractor and Battelle loaned staff, in the DDO Quality Assurance Program and Quality Department Administrative procedures. Responsible Managers may exclude this course for  individuals who are working under an evaluated and approved (by DDO Quality Engineering) quality program separate from the DDO Quality Program, or for individuals whose work does not affect the quality of the DDO objectives as evaluated by the Responsibility Manager. 
4.3.4 
4.3.5 Hazard Communication (HS-120) – HS-120 is required for all DDO staff, including subcontractor staff who have chemicals present in their work areas and who need to go into controlled areas unescorted. (See NOTE under Section 4.3.2)

4.3.6 General Employee Radiation Training (GET-120) – Get-120 is required for general workers who enter Controlled Areas and encounter radiological barriers, postings, or radiological materials. Additional training is necessary for unescorted entry into Radiological Areas. 
4.3.7 Radiation Worker Training (GET-130) – Get-130 is required for the radiological worker to enter and perform “hands-on” work in Radiological Areas, Radioactive Material Areas, High and Very High Radiation Areas, Contaminated Areas, and Airborne Radioactivity Areas without an escort. This course consists of one day of instruction followed by a half day in which participants take an exam and complete a dress out. 
NOTE: Individuals who are qualified radiation workers from other sites may take GET-130E (Rad. By Exam), or GET-130 via the computer. Both approaches include information on site specific and DOE information and the examination from GET-130. Staff must also demonstrate their ability to use DDO Radiation Work Permits, Survey Documents, protective clothing, and site requirements for dosimetry.
4.4 Other specific training may be required by the Responsible Manager or as dictated by site-specific health and safety plans and work instructions.

4.5 Only properly qualified personnel will be authorized to perform work activities, processes, and procedures. Indoctrination, training, and qualification on procedures shall be completed by individuals prior to working without direct supervision on tasks controlled by those procedures. Staff may work on a task prior to formal qualification provided they are being supervised by a qualified individual.

4.6 All indoctrination, qualification, training, and refresher activities shall be documented by individuals and/or groups using the methods of Section 5.0 of this procedure.

4.7 Responsible Managers shall ensure that employees’ qualifications are current and renewed at the frequency specified. In most cases, renewal is required by the end of the calendar quarter in which the original training took place. Each quarter, the Training Department shall notify employees and managers regarding refresher training that is due to be completed. Listed below are renewal requirements for BCLDP procedures.

4.7.1 Reading only of revised procedures for which employees were previously qualified.

4.7.2 Triennial (i.e., every three years) re-qualification for technical procedures.

4.8 Reentrant Employees

4.8.1 Reentrant employees are defined as Battelle staff and subcontractor employees who leave the BCLDP for a period of time and return within two years.

4.8.2 Such employees are treated as current employees, but any qualifications that have lapsed must be renewed as in Section 4.7.

4.8.3 Employees who are away from Battelle for more than two years should be treated as new employees and be required to complete the minimum training requirements as stated in Section 4.3, unless otherwise waived by the Training Manager and the employee’s Responsible Manager.

4.9 Training Exemptions
4.9.1 Individuals who have certain skills, knowledge, or abilities or who have completed courses equivalent to BCLDP courses may be granted training exemptions. Individuals must complete DDO‑351 (Training Exemption Form), attach appropriate documentation (e.g., a certificate of course completion or a college transcript), and submit this to the Responsible Manager. 

4.9.2 Upon approval, the Responsible Manager forwards the package to the Training Manager so the individual may receive credit in the Training Information Management System. DDO‑351 and attached documentation are then filed in the Training Record System.

4.10 Program Evaluation

The Quality Manager periodically evaluates the DDO Training Program. The Quality Manager (or designee) also conducts indoctrination in the DDO Quality Program and selected quality administrative procedures.

5.0 Procedure

5.1 General

5.1.1
When hiring a full-time Battelle staff member for the BCLDP, the Hiring Manager completes a Battelle Staff Requisition Form.  This form identifies required qualifications, critical job functions, and ergonomic/occupational exposure conditions. Upon hiring the new employee, the Hiring Manager shall provide the following documentation to Project Records:

a. 
b. 

5.1.2 Before the new employee is hired, the Hiring Manager is responsible for verifying or requesting Human Resources to verify that the resume and/or job application is factual and documenting this on form DDO-531, New Hire Documentation Review.
5.1.3 Upon hiring the new employee, the Hiring Manager shall provide the following documentation to Project Records:
a. a copy of the job requisition
b. a copy of the resume or job application (removing any confidential information)
c. Form DDO-531, New Hire Documentation Review

d. Form DDO-357, Employee Status Form

5.1.1 For full-time subcontractors working on BCLDP activities, the Battelle Contract Technical Representative shall identify any required qualifications in the statement of work for the contract. The Subcontractor Site Manager shall attest and provide documentation that their employees meet all qualifications prior to reporting to the work site. The Responsible Manager shall complete DDO-358, Training Requirements Form for employees with the potential to work in radiologically controlled areas to identify needed training requirements to begin work for the BCLDP.
5.1.2 The Responsible Manager shall evaluate training requirements for all groups or workers under his/her control, including short-interval subcontractors, and complete appropriate documentation. A basis shall be provided when specified training requirements are less than the minimum requirements set forth in Section 4.3 of this procedure. The Responsible Manager shall complete DDO-358, Training Requirements Form for staff with the potential to work in radiologically controlled areas to identify needed training requirements to begin work for the BCLDP.
5.1.3 The Responsible Managers shall review indoctrination, qualification, and training records prior to making work assignments and ensure that all personnel (including subcontract and non-professional staff) within their areas of responsibility have the documented and required qualifications to perform assigned activities. Records are available from the Training Department.

5.1.4 The Responsible Manager documents changes to an employee’s job status (e.g. change in job position/title, change in reporting relationship, etc.) on form DDO-357, Employee Status Form and sends it to the Training Department. The Data Analyst enters and tracks the information in the training database.
5.1.5 For any work subsequently identified as requiring corrective action (see QD-AP-16.1, Reference 3.1.3), the actions may include immediate instruction or revocation of the qualifications of the person(s) responsible for improper performance until re-qualification is attained.

5.2 Classroom Instruction

5.2.1 The Training Manager assists the Responsible Managers in determining the training required and approves training materials and instructors. The Training Manager approves and schedules training, conducts post-course evaluations, oversees entry of training information into the database, and submits training documentation to the Project Records Management System. Classroom training is announced through a quarterly training calendar. Individuals register for courses by completing DDO-210 (Registration for Training Courses).

5.2.2 Trainers are responsible for developing appropriate training materials (see Section 5.2.3) and for ensuring that training document originals (e.g., DDO-349, Attendance Record) are completed, signed by the trainee, and submitted to the Training Manager. Trainers must have good communication skills and have the technical qualifications for the material they teach. Technical qualifications include both theory and practical experience. Trainers who qualify staff on procedures must be qualified on these procedures prior to instructing others.

5.2.3 Trainers must submit a copy of their training materials to the Training Manager prior to making the presentation. As a minimum, the training materials include
· DDO-517 (Training Materials Approval Page)

· Course Purpose and Objective

· Outline of Instruction

· Handouts (including viewgraphs and tests if used)


· 
· 
· 
5.2.4 The Training Manager reviews the training materials, interviews the instructor, or observes a dry run of the course. Upon successful review, the Training Manager and other appropriate staff sign DDO-517. Instructor approvals are also documented on DDO-517. This form and the training materials are sent to the Training Records System. 

5.2.5 Attendance at all classroom training sessions shall be documented on DDO-349. The Trainer signs the attendance form and submits it to the Training Department along with other appropriate documents used in class.

5.2.6 The Training Manager evaluates the quality of training to assure that both new and existing courses meet the needs of the DDO project.

5.2.6.1 New Courses. The Training Manager or designee attends all or a portion of the new course to observe the instruction and the trainees’ responses to it. DDO-370 (Management Walkdown) is completed for new courses and/or for new instructors of existing courses. In addition, trainees complete DDO-088 (Course Evaluation Form) for new courses.

5.2.6.2 Established Courses. The Training Manager reviews established courses at least every two years by distributing DDO-088s to trainees. Informally, the Training Manager may conduct follow-up interviews with trainees and/or trainers for appropriate courses. Training is updated whenever the Training Manager, DDO Responsible Managers, or staff identify needed improvements.

5.2.7 The Training Manager or designee enters training information into the training database, files copies of designated documents in the Training Records System, and sends the originals to the Project Records Management System. The Project Records Manager maintains the training documentation in the Project Records Management System and provides requested manuals, plans, and project documents to staff and management as requested.

5.3 Procedure Revision Qualification

5.3.1 Individuals are required to read new revisions of procedures for which they were previously qualified within thirty (30) days of the issue date for the new revision.

5.3.2 The individual carefully reads the revised procedure and asks questions about its safety requirements or performance. In group indoctrination sessions, the Responsible Manager or appropriate staff member may present the content of the revised procedure and lead a discussion of it.

5.3.3 The individual initials and dates the appropriate portion of DDO-085 (Procedure Indoctrination/Qualification Form). For group sessions, DDO‑080 (Group Form for Procedure Requal/Qualification) may be used.

5.4 Critical Procedure Qualification

Individuals who qualify staff on critical procedures must follow procedure TD‑AP-3.0 (Reference 3.1.6). A critical procedure is a procedure whose incorrect performance poses an immediate or direct threat or danger to decontamination and decommissioning workers or members of the public. 

5.5 Non-Critical Procedure Qualification

Individuals may be qualified on a non-critical procedure either by demonstrating the steps of a given procedure or by their experience performing a like procedure at another site.

5.5.1 An individual who has performed a like procedure at another site may be considered qualified at the discretion of his or her manager. The Responsible Manager signs DDO-085 and submits it to the Training Manager’s office per the usual process for procedure qualification.

5.5.2 An individual may be qualified on a procedure by demonstrating the steps of the procedure. The qualification steps are listed below:

5.5.2.1 The Qualifier, staff who qualify individuals on procedures, must be qualified on the procedures prior to instructing others. The Qualifier is responsible for knowing the standard of performance for the steps and tasks in the procedure and for ensuring that training document originals (DDO-085 or DDO‑080) have been completed, signed by the trainee, and submitted to the Training Department.

5.5.2.2 Prior to qualification, the individual must read the procedure. 

5.5.2.3 The individual observes a qualified staff member performing the procedure and may perform parts of the procedure himself or herself, under the guidance of the qualified staff member. The individual should be sure that he or she thoroughly understands the procedure and can perform it.

5.5.2.4 The Qualifier observes the individual performing the tasks and steps of the procedure, being sure that these are performed thoroughly and accurately and to the standards and criteria in the procedure. The Qualifier also asks questions until he or she is sure that the individual understands all important aspects of the procedure.

5.5.2.5 At the successful completion of the qualification, the Qualifier and the individual complete DDO‑085. The individual’s supervisor also signs the form. 

5.5.2.6 The Qualifier sends the completed form to the Training Department. The Training Manager or designee enters the information into the database, files copies of the designated document in the Training Records System, and sends the original to the Project Records Manager.

5.6 Procedure and Document Indoctrination

5.6.1 Indoctrination is a method where individuals document that they have read and understood a particular procedure or document (and revisions thereof) by completing DDO-350 (Reading Assignment Acknowledgment). 

5.6.2 Indoctrination may also include classroom training and/or small group discussion about a procedure or document. Completed DDO-350s are submitted to the Training Department for entry into the database.

6.0 Records

All indoctrination and training documents, required reading, and qualification and certification documents shall be sent to the Training Department. The Training Department enters the appropriate information into the training database and files duplicate copies into the Training Records System. Original copies of documentation and records are sent on a monthly basis to the Project Records Manager to be filed in the Project Records Management System.

7.0 Forms, Exhibits, and Attachments

7.1 Forms

· DDO-080, Group Form for Procedure Requal/Qualification

· DDO-085, Requal/Qualification Form

· DDO-088, Course Evaluation Form

· DDO-210, Registration for Training Courses

· DDO-349, Training Attendance Record

· DDO-350, Reading Assignment Acknowledgement
· DDO-351, Training Exemption Form

· DDO-357, Employee Status Form
· DDO-358, Training Requirements Form
· DDO-370, Management Walkdown (See Reference 3.1.4)

· DDO-517, Training Materials Approval Page

· DDO-531, BCLDP New Hire Verification
7.2 Exhibits

None.
7.3 Attachments

None.
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PROCEDURE REQUAL/QUALIFICATION FORM

Name Company Badge No.

Qualification or Revision Change

3-Year Re-Qualification Re-Qualification

Procedure Number Revision (Attach PQP for (Supervisor’s
Number || Critical Procedures) Approval only)
Date Initials Date Initials
Qualifier's Approval:
(Print Name) (Signature) (Date) -

Supervisor's Approval:

(Print Name) (Signature) (Date)

RETURN TO TRAINING OFFICE (A-4-084)

DDO-085, Rev 11 9/00 (rm)
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COURSE EVALUATION FORM

COURSE NAME and NUMBER

DATE
Scale: 5 (High) - 1 (Low)

1. Overall value of the workshop: 5 4 3 2 1
2. Relevance to my needs: 4 3 2 1
3. Scope and coverage of material: 5 4 3 2 1
4. Effectiveness of instructor:

Instructor: 5 4 3 2 1

Instructor: 5 4 3 2 1
5. Areas of workshop that were most useful:
6. Topics that should be de-emphasized or expanded:
7. Usefulness of the handouts:
8. Constructive suggestions for improving the workshop:

DDO-088 Rev. 2

Return to A-4-084

Name (Optional)

09/00 (xrb)





Registration for ESH&Q Training Courses
	    Attendee Information  (Please Print)


Full Name









Room   


BMI Badge No.  




Section  



Phone  


Battelle Manager or Battelle Point of Contact*  

Employer/Address/Phone No.(if non-Battelle)*

*(This information is very important if attendee is a non-Battelle staff member)
	    Course Information


Course Title










Course No.



Charge Number (Required for HS-150, HS-151, HWO-100R)  








Date(s)   




Time





	    Signature/Approvals


  Attendee's Signature




Date 


  Supervisor/Manager's Signature

 

Date
          (Please type/print legibly supervisor's name)

	    Acknowledgment from Training Department  (This is your confirmation)


[ ]
You have been registered for the above listed course being held at 

[ ]
You have NOT been registered for the above listed course.



[ ] Course is full.
(
[ ] Course is cancelled.

 



Processed By







Date 

	Please submit to Training Department, A-4-084   (4-4939 or 4-7489)


DDO-210, Revision 9
12/02 (rm)
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ATTENDANCE RECORD

Course Title/Number  




Date/Time/Location





Session Length/Instructor




Content/Objective of Course




	
	Badge No.
	Employer/

BCLDP/BCO
	Name (print)
	Signature
	Pass/

Fail 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


ADVANCE \d7

 INSTRUCTOR'S SIGNATURE 






  DATE  



DDO-349, Rev 5












(10/95 rm)
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READING ASSIGNMENT ACKNOWLEDGEMENT

Full Name:

Company:

(please print)

I have read and I understand each of the documents listed below, each being acknowledged separately

by my signature and date.
Document Rev. Date Sienature
Number No. Read g

DDO-350, Rev. 7

Return to A-4-084

9/00(tb)
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TRAINING EXEMPTION FORM

Individuals may be exempt from BCLDP courses due to knowledge and skills acquired through previous course work or work experience. Exemptions may be granted, at
the discretion of the appropriate Responsible Manager, for completed equivalent courses, professional experience, or college or advanced degrees in subjects directly
applicable to the assigned work area. Complete this form, attach documentation, such s a certificate of course completion or college transcript, and submit to your
Responsible Manager. NOTE: Exemptions for radiation safety courses must be approved by the Radiological Technical Support Manager.

Course(s) from which you should be exempt:

Explain briefly why you should be exempt:

Documentation attached:

b -~ e

Submitted by:

(Print Name) (Signature) (Date)

Approved by: (RTS Manatger must approve for radiation courses)

(Print Name) (Signature) (Date)

Issue Date: Expiration Date:

Return to Training Department Room A-4-084

DDO-351, Revision 4 ' 09/00(rm)
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EMPLOYEE STATUS FORM

This form is to be completed by managers for new employees as appropriate or for changes to employee's status.  Please type or print legibly.  Send form to Training Department, Room A-4-084

	I.
NEW EMPLOYEE


Employee Name:
      
Section Number: 
     
Room Number:
      
Phone Number: 
     

Employer (Company): 
     
Battelle Manager/POC (Point of Contact): 
     

Job Title:
      
	II.
CURRENT EMPLOYEE – Change of Status


 FORMCHECKBOX 

Change Employee’s Manager to: 
     
 FORMCHECKBOX 

Change to a New Job Title (Complete form DDO-358) 











               (Job No. Assigned by Training Department)

 FORMCHECKBOX 

Change to a Job Title that already exists:


Job No.
     
Title
     
 FORMCHECKBOX 

Add additional job number(s) for employee:


Job No.
     
Job No.
     
Job No.
     
 FORMCHECKBOX 

Delete job number(s) for employee:




Job No.
     
Job No.
     
Job No.
     
Reporting Managers Signature







Date
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GROUP FORM

 

 

 

PROCEDURE REQUAL/QUALIFICATION

 

 

 

Procedure No.  

 

 

 

 

 

 

 

 

Rev. No. 

 

 

 

Date  

 

  

 

 

 

 

 

 

Name

 

(please print)

 

 

 

 

Qualification or

 

 

3

-

Year Re

-

Qualification

 

 

(Attach PQP for

 

 

 Critical Procedures)

 

 

 

Revision Change 

 

 

Re

-

Qualification

 

 

(Supervis

or

=

s 

 

 

Approval only)

 

 

 

 

 

 

 

 

 

Initial 

 

 

 

Initial

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Qualifier's Approval:

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(Print Name)

 

 

 

 

 

 

 

(Signature)

 

 

 

 

           

 (Date)

 

 

 

Supervisor's Approval:

 

 

 

 

(Print Name)

 

 

 

 

 

 

 

(Signature)

 

 

 

 

            (Date)

 

 

 

 

 

RETURN TO TRAINING OFFICE (A

-

4

-

084)

 

DDO

-

080, Rev 5

 

9/00(rm)

 


III.  TRAINING DEPARTMENT USE ONLY:

Changes Completed in SHES: 






Signature

        Date

DDO-357 Rev. 0









01/02(rm)
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ATTENDANCE RECORD

 

 

Course Title/Number

 

 

 

 

              

 

Date/Time/Location

 

 

 

 

 

Session Length/Instructor

 

 

 

 

Content/Objective of Course

 

 

 

 

 

 

 

 

Badge No.

 

 

Employer/

 

BCLDP/BCO

 

 

Name (print)

 

 

Signature

 

 

P

ass/

 

F

ail

 

 

 1.

 

 

 

 

 

 

 

 

 

 

 

 

 

 2.

 

 

 

 

 

 

 

 

 

 

 

 

 3.

 

 

 

 

 

 

 

 

 

 

 

 

 

 4.

 

 

 

 

 

 

 

 

 

 

 

 

 

 5.

 

 

 

 

 

 

 

 

 

 

 

 

 

 6.

 

 

 

 

 

 

 

 

 

 

 

 

 

 7.

 

 

 

 

 

 

 

 

 

 

 

 

 

 8.

 

 

 

 

 

 

 

 

 

 

 

 

 

 9.

 

 

 

 

 

 

 

 

 

 

 

 

 

10.

 

 

 

 

 

 

 

 

 

 

 

 

11.

 

 

 

 

 

 

 

 

 

 

 

 

12.

 

 

 

 

 

 

 

 

 

 

 

 

13.

 

 

 

 

 

 

 

 

 

 

 

 

14.

 

 

 

 

 

 

 

 

 

 

 

 

15.

 

 

 

 

 

 

 

 

 

 

 

 

16.

 

 

 

 

 

 

 

 

 

 

 

 

17.

 

 

 

 

 

 

 

 

 

 

 

 

18.

 

 

 

 

 

 

 

 

 

 

 

 

19.

 

 

 

 

 

 

  

 

 

 

 

 

 

20.

 

 

 

 

 

 

    

 

 

 

 

 

 

INSTRUCTOR'S SIGNATURE 

 

 

 

 

 

 

 

 

 

 

  DATE  

 

 

DDO

-

349, Rev 5

 

(10/95 rm)

 


TRAINING REQUIREMENTS FORM

Functional Area:  








Job Title:









Job No. 














      (New Numbers Assigned by Training Dept.)

NOTE: 
To add or delete a requirement from an existing Job Title, use an “A” for add or a “D” for delete next to the requirement for both courses and procedures.

I.
BASIC COURSE REQUIREMENTS


GET-100

ES&H Orientation



GET-101

ES&H Orient.- Admin. Staff



GET-110

QA Orientation



GET-120

General Employee








Radiation Training



GET-130

Radiation Worker








Training



GET-140

Specialized Radiation Worker 








Training



DOT-004

DOE TMD Basic Hazardous








Materials (Mods 1-10)



DOT-005

DOE TMD Basic Hazardous








Materials (Mod 11)



DOT-006

DOE TMD Basic Hazardous








Materials (Mod 12)



EP-200

Bloodborne Pathogens




HS-100

Respirator Training



HS-101

SCBA Training



HS-120

HAZARD Communications



HS-121

Laboratory Chemical Hygiene



HS-140

Fire Extinguisher Hands-on



HS-141

Portable Fire Extinguisher



HS-150

First Aid 



HS-151

CPR 



HS-230

Hearing Conservation


HWO-100
40-Hr Hazwoper

Other: 















II.
BASIC PROCEDURE REQUIREMENTS  (List only those documents that are required for an employee to be qualified or indoctrinated on for this job position.)
Qualification Required:

Indoctrination Required:
III.
Additional Information (Add any pertinent information or explanation)

Functional Area Manager:



/
/
/


Print
Sign
Date

Training Manager:




/
/
/


Print
 Sign
Date

DDO-358, Rev. 7

01/03(rm)
[image: image11.png]$%Battelle

. - . Putting Technology To Work

TRAINING MATERIALS APPROVAL PAGE

TITLE:
REVISION: DATE:
PREPARED BY: / DATE:

Print Sign
MANAGEMENT or PEER REVIEW:

/
Print Sign DATE

TRAINING APPROVAL OF LESSON PLAN:

/
Print Sign DATE

INSTRUCTOR APPROVAL:
I have observed the person(s) listed below and have evaluated their communication skills to be adequate:

Instructor(s) Training Manager’s Approval
1. Date:
2. Date:
3. Date:

This Training Materials Package Includes:

1 Course Purpose/Length 1 Copies of Vugraphs
d Course Objectives d Student Handouts
[ Outline of Instruction L1 Test

[ Instructor's Notes O Other:

DDO-517, Rev. 1 9/00(rm)








BCLDP New Hire Verification Form

Complete this form for new employees hired to work full-time on the Battelle Columbus Laboratory Decommissioning Project (BCLDP).

New Employee: 





Start Date: 







Print
Position:













Print
Hiring Manager: 














Print

Company:

( BCLDP
( Subcontractor 














Company Name

Documentation Reviewed (Check all that apply)

( Resume
( Job Application
( Other 






Verification:

A.
The education and experience stated in the above document(s) meet the minimum requirements for the job title listed on this form.

Hiring Manager: 





/







Signature



Date

B. 
I have confirmed the information on education and experience in the above documents with the previous employer(s) and/or school.

Hiring Manager or HR Representative 



/




                                                                

Signature

Date

DDO-531, Rev. 0
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Training Exemption Form


�DDO-358


Employee Status Form
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