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Qualification for Critical Procedures

1.0 Scope

This document establishes the responsibilities and requirements for qualifying personnel on Decontamination and Decommissioning Operations (DDO) critical procedures. This includes DDO staff, subcontractors, consultants, and other Battelle employees.

2.0 Purpose

The purpose of this procedure is to identify the processes by which personnel are qualified on critical procedures as required in TD-AP-2.0 (Reference 3.1.1).

3.0 References, Definitions, and Developmental Resources

3.1 References (Use the latest revision of each reference.)
3.1.1 TD-AP-2.0, Indoctrination, Training, and Qualification 

3.1.2 
3.1.3 QD-AP-05.1, Preparation of Procedures

3.1.4 QD-AP-06.1, Document Control

3.1.5 PR-AP-17.1, Operation of the Project Records Manage System
3.1.6 
3.2 Definitions

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

Critical Procedure

Procedure Qualification Packet (PQP) 

Qualification

Qualifier

Responsible Manager
3.3 Developmental Resources

None

4.0 General

4.1 Procedures shall be designated critical or non-critical on the cover of the procedure.
4.2 Qualification on critical procedures is used only for those procedures deemed critical by the procedure authors and Responsible Managers, using the definition in the BCLDP Procedures Dictionary. This process involves the same steps as qualification on non-critical procedures per TD-AP-2.0 (Reference 3.1.1), but uses the instructions in the PQP that may involve a checklist that must be checked off, an exam, and/or a set of questions to be answered by the candidate. The PQP more stringently evaluates the candidate’s knowledge and performance on the critical procedure.

4.3 Procedures that have associated PQPs shall be marked with a pound sign (#) on the Index for DDO Procedures, Plans, and Manuals. Copies of PQPs are kept in the Document Control Office and in other locations to be determined.

4.4 The Responsible Manager shall review qualification records prior to making assignments within their areas of responsibility to ensure that all staff assigned to perform work activities have the required qualifications and that these qualifications are documented.

5.0 Procedure

5.1 Developing Procedure Qualification Packets for New Procedures

5.1.1 When an Author writes a new procedure, the Author and the Responsible Manager designate the procedure as critical or non-critical on the front cover of the procedure. The Author routes the new procedure through the system for review and approval per QD-AP-05.1 and QD‑AP‑06.1 (References 3.1.2 and 3.1.3).
5.1.2 If the procedure is critical, the Author writes a PQP for it (Exhibits 1 and 2). The Responsible Manager approves the PQP by signing the cover sheet. The Responsible Manager may also identify staff to be qualified on the critical procedure. The Author may conduct the training and qualify staff.

5.1.3 The Author sends the approved critical procedure and the PQP (printed copies and electronic media copies) to the Training and Project Records Manager.

5.1.4 The Training and Project Records Manager approves the PQP and sends the original to Document Control to be filed with the procedure. Document Control distributes the new procedure and the Training Department distributes the PQP. New critical procedures will not be distributed without a PQP on file.
5.2 Revising Procedure Qualification Packets 

5.2.1 When a critical procedure is revised, the accompanying PQP must also be revised before the procedure is distributed. If the revisions in the procedure do not affect the PQP, then the cover page and the headers of the PQP need only be changed to reflect the new procedure revision number. The Responsible Manager approves the revised PQP by signing the cover page.

5.2.2 The Author sends the approved revision of the procedure and the revised PQP (printed copies and electronic media copies) to the Training and Project Records Manager.

5.2.3 The Training and Project Records Manager approves the revised PQP and places a copy of it along with the original revised critical procedure in the Document Control files. Document Control distributes the revised procedure and the Training Department distributes the revised PQP. Revised critical procedures will not be distributed without a revised PQP on file.
5.3 Qualifying Staff on Critical Procedures
5.3.1 The Candidate reads the procedure for which he/she is to be qualified.

5.3.2 The Qualifier obtains a copy of the PQP from the Responsible Manager or the Training Department. The Qualifier must be qualified on the procedure and is responsible for knowing the standard of performance for the steps and tasks in the procedure. 

5.3.3 The Qualifier reviews the Prerequisite Information section of the PQP to ensure that the Candidate has the prerequisite experience and training required to perform the procedure. If he/she is unsure of the candidate’s status, the Qualifier should check the candidate’s training record.

5.3.4 The Candidate reviews the procedure to refresh his/her understanding of it. The Qualifier reviews the important steps and the performance and safety standards and criteria with the Candidate. The Qualifier also encourages the Candidate to ask questions and ensures that all questions are answered.

5.3.5 Unless otherwise stated in the PQP, when the Candidate is ready to be qualified (he/she has observed a qualified staff member perform the procedure and has performed it himself/herself under supervision), the Qualifier observes the Candidate performing the steps and tasks of the procedure. As the Candidate successfully completes each step to its performance standard or criteria, the Qualifier marks the step on the Performance Checklist. As the Candidate successfully completes each group of steps, the Qualifier marks the task complete. At the completion of the procedure’s performance, the Qualifier signs and dates the Performance Checklist for inclusion with the Candidate’s training records. In some cases, a checklist is not used as the qualifying mechanism. The instructions for each PQP direct the Qualifier on the requirements for qualifying a candidate.

5.3.6 The Qualifier asks the Candidate the questions in the Questions List. The Qualifier should use this time to discuss any important points that he/she feels the Candidate does not understand. The Qualifier should be convinced that the Candidate thoroughly understands the procedure.

5.3.7 PQPs may be used while observing and questioning the Candidate. The Performance Checklist or other appropriate documentation (e.g., exam results) must be marked, signed, dated, and submitted as part of the Candidate’s training record.

5.3.8 The Qualifier, the Candidate, and the Responsible Manager sign the bottom portion of DDO-085, Procedure Requal/Qualification Form, to document the Candidate’s qualification on the procedure. DDO-080 may be used for group qualifications.

5.3.9 The Responsible Manager or Qualifier attaches the Performance Checklist or other appropriate documentation to the completed DDO‑085 or DDO‑080 for each Candidate and submits these to the Training Manager’s Office for entry into the database.

6.0 Records

6.1 The following records are generated by the implementation of this procedure:

· DDO-080, Group Form Procedure Requal/Qualification
· DDO-085, Procedure Requal/Qualification Form

· Signed and dated Performance Checklist and/or other designated documentation

6.2 All qualification documents are filed and controlled as Project Records after entry into the Training Information Management System (TIMS) database in accordance with reference 3.1.4.
7.0 Forms, Exhibits, and Attachments
The latest revision of each form is to be used and can be obtained from the Project Records Management Office.

7.1 Forms

· DDO-080, Group Form Procedure Requal/Qualifications (see Reference 3.1.1)

· DDO-085, Procedure Requal/Qualification Form (see Reference 3.1.1)

7.2 Exhibits

· Exhibit 1, Guidelines for Preparing a PQP

· Exhibit 2, Example Procedure Qualification Packet (PQP)

7.3 Attachments

None


EXHIBIT 1

Guidelines for Preparing a PQP

1.
INSTRUCTIONS
The Instructions page is a pre-written set of steps to be used by the Qualifier. You only need to insert the procedure number and name in the first (unnumbered) paragraph.

2.
PREREQUISITE INFORMATION
The Prerequisite Information section includes any experience or training the candidate must have before performing the procedure in question. These may include required training such as Respirator Training or Confined Space, the skill to operate or use equipment required by the procedure (laboratory equipment, electric saws, etc.), or previous qualification on procedures used with the current procedure. Check the procedure for additional information. Other prerequisites may be implicitly or explicitly contained in the steps of the procedure itself. The information in this section answers the question: What must the candidate know or be able to do before he/she can perform this procedure?

3.
DOCUMENTING PERFORMANCE 
The Qualifier must develop a method for documenting the ability of the candidate to perform the procedure. A checklist is often used for documentation. This is a list of tasks and steps directly derived from the procedure. The Performance Checklist includes each task and step from the procedure preceded by an underline; the underlines are used by the Qualifier to mark the task or step complete. In cases where more than one action are included in a single entry on a procedure, the checklist should break the actions into individual steps so each one can be independently observed by the Qualifier. The checklist also includes a signature and date block at the end of the task list for the Qualifier’s use during the qualification process.

If the procedure does not lend itself to a checklist as a means of documenting performance, other methods may be used. For example, a candidate may be required to attend a course and successfully complete an examination. This method is used for qualifying staff on RS-OP-002, Selection and Use of Respiratory Protection Equipment. 

4.
QUESTIONS
This section lists the questions that the Qualifier asks the candidate to ensure that the candidate thoroughly understands the procedure. These questions should cover the most important points in the procedure, including the knowledge as well as the process(es) required by the procedure. The questions should cover the procedure well enough that, after questioning the candidate, the Qualifier is sure that the candidate understands the most important points.

EXHIBIT 2

Example Procedure Qualification Packet

PROCEDURE QUALIFICATION PACKET

for

ANALYTICAL LABORATORY TECHNICIAN

using

RL-TP-005

Preparation of Environmental Water and Air Samples

and Routine Smears for Gross Alpha and Beta Counting

January 2001

Approved:


G. Farnung


    Date

Radioanalytical Laboratory & Environmental Operations Manager

Approved:


R. Baruth


    Date

Training Manager

EXHIBIT 2 (continued)

INSTRUCTIONS
Use this Procedure Qualification Packet to qualify staff to perform procedure RL-TP-005, Preparation of Environmental Water and Air Samples and Routine Smears for Gross Alpha and Beta Counting, effectively and safely. Administer this packet in the following manner:

1. Review the Prerequisite Information section to ensure that the candidate has any prerequisite experience and training required to perform this procedure.

2. Have the candidate read the procedure and review with him/her the steps and the performance and safety standards and criteria.

3. Observe the candidate performing the task and the steps of this procedure. As the candidate successfully completes each step, mark it on the Performance Checklist. As the candidate completes each group of steps, mark the task as complete.

4. Ask the candidate the questions in the Questions List. Use this time to discuss any important points in this procedure that you feel the candidate does not fully understand. You may also want to reiterate any information or techniques that are particularly important to the successful performance of this procedure. NOTE: The candidate must answer all questions correctly to demonstrate a thorough understanding of this procedure. Discuss all questions answered incorrectly, and ask all questions in the list at a later date until all questions are answered correctly.

5. When the candidate has demonstrated both an understanding of this procedure and the ability to perform it successfully, have the candidate sign and date DDO-085, Procedure Requal/Qualification Form. Sign and date this form yourself, attach a completed Performance Checklist, and send it to your supervisor for approval. 

PREREQUISITE INFORMATION
To perform this procedure safely and adequately, the candidate should have the following prerequisite knowledge or demonstrated capabilities:
1. The candidate can safely use and/or operate special laboratory type tools and equipment. 

2. The candidate has successfully completed the core courses for the BCLDP program as well as any special training required by the Work Instruction and/or plan(s) that govern this work.

3. The candidate is qualified on procedures RL-AP-1.0, Administrative Operating Procedure for the Radioanalytical Laboratory; RL-QAP-1.0, Radioanalytical Laboratory Quality Assurance Program Plan; and DD-92-02, Radioanalytical Laboratory Chemical Hygiene Plan. 

EXHIBIT 2 (continued)
PERFORMANCE CHECKLIST
____
1. Water Sample Preparation - Suspended (Insoluble) Fraction
____
Determined the initial filter paper weight and recorded the value on the sample weight form (Sample Preparation Record Sheet DDO-021). Assembled the membrane filter holder and tared paper filter on the filter flask.

____
Poured sample into an appropriately sized graduated cylinder to obtain a measured volume of the water sample (normally 100 - 500 mL). Recorded volume on DDO-021.

____ 
Transferred this water to the filter funnel. Added vacuum as needed to aid in the filtration process.

____
After the sample solution was filtered, washed the graduated cylinder twice with 1N HNO3 wash, once with deionized H2O, adding to the filter funnel after each wash.

____
Washed the filter funnel with 1N HNO3 wash, and then rinsed with deionized H2O.

____
Disassembled the filter holder and placed the paper in a 2-inch-deep planchet marked with the appropriate sample identification. Treated the filtrate as described in Section 6.4.1.

____
Dried the filter paper in a desiccator overnight.

____
Weighed the sample paper and recorded the gross weight on DDO-021; then glued the paper into the deep planchet.

____
Calculated the net filter paper weight and recorded the sample weight on DDO-021 as the weight of the insoluble fraction.

____
Returned the planchet to the desiccator and retained for counting using the gas-flow proportional counter.

____
2. Water Sample Preparation - Dissolved (Soluble) Fraction
____
Transferred the filtrate from Step 6.3.6 to a beaker. Rinsed the flask twice with 1.0N HNO3 and added to the beaker. Evaporated the aliquot to near dryness on a hot plate. If water samples were suspect or known to contain chloride salts, those chloride salts were converted to nitrate salts before the sample residue was transferred to a stainless steel planchet. Added 10 mL 1N HNO3 to the beaker and swirled to dissolve the residue. Transferred the aliquot concentrate in small portions to a tared concentric ringed planchet, evaporating each portion to dryness. Recorded the tared planchet weight on the Sample Preparation Record Sheet (DDO-021).
EXHIBIT 2 (continued)

____
Dried the sample residue in a drying oven at 105C for at least 1 hour, cooled in a desiccator, and weighed. Recorded the sample weight and then calculated the net sample weight. Recorded the values on the Sample Preparation Record Sheet (DDO-021). Stored the sample residue in a desiccator until ready for counting.
____
If there was evidence of hygroscopic salts in sample counting planchets, they were flamed to a dull red heat with a Meeker burner or equivalent for a few minutes to convert the nitrate salts to oxides before weighing and counting.
____
Counted the suspended and dissolved sample fractions for alpha and beta activity in accordance with procedures RL-TP-020 and RL-CP-022 (References 3.1 and 3.2, respectively). If the sample is to be recounted for verification, the planchet(s) were stored in a desiccator.

____
3. Routine Smear and Air Filter Sample Preparation
____
Placed smears or air filters on shallow planchets and recorded the sample information on DDO-020 and DDO-046. Performed analysis in accordance with procedure RL-TP-020.

Candidate’s Name    

       Print Name






Signature

Qualifier’s Approval  






Date


EXHIBIT 2 (continued)
QUESTIONS

Instructions: Read each question to the candidate and have him/her respond to it. Ask for more detail or ask related questions if you are unsure that the candidate understands the important points in this procedure.

1. What form is used to record weight?

2. What is the maximum weight of dissolved water solids in an aliquot of water sample for a beta only determination?

3. How is a sample paper held to a planchet?

4. What procedure is used to prepare a dissolved (soluble) fraction?

