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1.0 PURPCSE

This procedure defines specific Site Access Requirenents for all DOE enpl oyees
wor ki ng at the East Tennessee Technol ogy Park (ETTP) for the O fice of

Envi ronnental Managenent (EM). Additional Technical Training is also
recomended for DOE ETTP Site enpl oyees in technical job functions.

Thi s procedure does not detail the requirenents and procedures that are
described in referenced Orders. Exanples of such procedures are:

. Techni cal Qualification Program

. Trai ni ng Request and Approval

. Admi ni strative issues of Training
2.0 SCOPE

This procedure applies to all DCOE ETTP Site enpl oyees. Staff fromthe Ofice
of Environment, Safety, & Quality and other organi zations within EM who work
at the ETTP Site nust conply with, at minimum the Site Access Training

Requi renents in this procedure.

3.0 REFERENCES AND DEFI NI TI ONS
3.1 REFERENCES

3.1.1 DOE Order 360.1, Training.
3.1.2 RO Order 360 Rev. 1, Training

3.2 DEFI NI TI ONS

I ndi vi dual Devel opnent Plans (1DP): Plans designed for enployees to
identify training needs and opportunities to enhance job performance.
Each enpl oyee’s I DP nust be subnmitted as required by the ORO Training &
Devel opnent Division. The IDP information will be utilized to create

t he annual ORO Training Pl an.

Site Access Training Requirenents - Initial and recurring training
courses required for enployees to enter the ETTP Site and facilities
within the Site. See Attachment 1.
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Technical Training - Basic training reconmended for DOE ETTP Site
enpl oyees in technical positions. This includes engi neers and
scientists. See Attachnment 2 for training conpletion form

RESPONSI BI LI TI ES
DCE ETTP SI TE MANAGER

4.1.1 Shall ensure that the training of enployees described in this
procedure is carried out.

4.1.2 Shall appoint the DOE ETTP Site Training Coordi nator.

4.1.3 Should provide on-the-job orientation as needed for new
enpl oyees.

DOE ETTP SI TE TRAI NI NG COORDI NATOR

4.2.1 Should ensure that all enployees are schedul ed for and conplete
the courses listed in the Site Access Training Requirenments, and
as necessary, the Techni cal Training.

4.2.2 Shall serve as the point of contact for the DOE ETTP Site with
DCE- ORO and contractor training organi zations.

DCE EMPLOYEE

4.3.1 Shall prepare his/her Individual Devel opment Plan as required by
the ORO Training and Devel opnment Divi sion

4.3.2 Shall ensure that he/she has conpleted all training needed to
enter a facility or area on-site.

4.3.3 Should conplete training request forns and attend courses as
requested and approved.

4.3.4 Shall informthe DOE ETTP Site Traini ng Coordinator of Site Access
and Techni cal Training conpleted.

5. 0 PROCEDURE

5.1

Trai ni ng needs and requirenents are determ ned.

5.1.1 DOE ETTP Site Training Coordi nator shall develop the Site Access
Training roster based on current Site Access Training Requirenents
to track training conpletion dates.

5.1.2 Al enployees shall provide their current conpletion status for
Site Access Training and, if applicable, Technical Training.
Enpl oyees shall provi de docunentation of course conpletion to the
DCE ETTP Site Trai ni ng Coordinator.
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5.1.3 The Site Access roster should be nonitored by the DOE ETTP Site
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Trai ning Coordinator to ensure the DOE ETTP Site and support
personnel maintain required training.

The DCE ETTP Site Trai ni ng Coordinator should inform enpl oyees of
upcom ng traini ng needs.

Enpl oyees should prioritize their training needs, giving priority
to courses specified as Site Access Trai ning Requirenments. These
courses should be taken sufficiently early so that the enpl oyee's
job effectiveness is not jeopardi zed when Site access is needed.

dual Devel opnent Plans (I DPs) are created and approved.

DCE ETTP Site enpl oyee shall develop an initial version of the IDP
and update the plan as requested by the ORO Trai ning & Devel opnment
Division. The IDP should include training needed to achieve or

mai ntain the Site Access Requirements and Technical Training. The
| DP may al so include other devel opnental opportunities of interest
to the enpl oyee.

DCE ETTP Site enpl oyee shall consult with the DOE ETTP Site
Manager on the further devel opment of his/her IDP, and shoul d

i ncorporate recomendati ons nade by the DOE ETTP Site Manager to
enhance the enpl oyee’s job effectiveness, professional

devel opnent, and possibilities for pronotion.

DCE ETTP Site enpl oyee shall submt the IDP to the DOE ETTP Site
Manager, and the DOE ETTP Site Manager shall approve the final
| DP.

ng i s obt ai ned.

DCE Enpl oyee may consult with the DOE ETTP Site Training
Coordi nator to determ ne the schedul e of required training.

DCE ETTP Site Enpl oyee should conplete and submt a Training
Request (OR F 3410.4) to the DCE ETTP Site Manager for approval .

DCE ETTP Site Manager should ensure that priority has been given
to the Site Training Requirements in the training schedule, shall
approve the Training Request form (paper or electronic versions)
and forward the formto the ORO Trai ni ng & Devel opnent Di vi si on.

DCE ETTP Site enpl oyee should attend approved training. Unforseen
ci rcunst ances may cause the enpl oyee to reschedul e the course.

Upon successful course conpletion, DOE enpl oyee should conplete

the Training Evaluati on Formand submits it to the ORO Training &
Devel opnent Di vi si on.
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5.3.6 The DCE ETTP Site Manager should sign form DCE F 3410. 4, Request,
Aut hori zation, Agreenment, and Certification of Training to verify
the conpletion of training for DOE Site Enpl oyee and submt it to
the ORO Training & Devel opnent Division.

5.3.7 DOE Enpl oyee shall provide copies of docunentation verifying the
conpletion of any training requirenment to the DOE ETTP Site
Trai ni ng Coor di nat or .
6.0 RECORDS
6.1 Upon receiving verification of training conpletion, the DOE ETTP Site
Trai ni ng Coordinator should update the Site Access Training roster to
reflect current conpletion and/or renewal dates.

6.2 The O fice of Chief Counsel shall track enpl oyee conpletion of the
Annual Et hics Trai ni ng.

6.3 The Defense Prograns, Safeguards & Security Division shall track
enpl oyee conpl etion of the Annual Security Briefing and the Computer
Security Training.

7.0  ATTACHMENTS

Attachment 1 - ETTP Site Access Training Requirenents
Attachment 2 - ETTP Technical Training
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Attachment 1

East Tennessee Technol ogy Park
Site Access Training Requirenents

The followi ng four training courses are necessary for all enpl oyees who
requi re access to the ETTP.

. Ceneral Enpl oyee Training (GET) or Park Worker Training (PW)
Requal ify every two years

. Et hi cs Trai ni ng
Requal i fy annual ly, tracked by ORO Chi ef Counse

. Security Briefing
Requal i fy annual ly, tracked by ORO Safeguards & Security

. Conput er Security Training
Requal i fy annual ly, tracked by ORO Safeguards & Security

The following three training courses are required on an individual basis for
enpl oyees accessing treatnent, storage, and disposal (TSD) facilities and/or
radi ol ogi cal areas. Enployees are responsible for neeting the access
requirenents for the areas and facilities they need to enter

. Hazar dous Waste Qperations 40-hour or 24-hour Training
Ref resher required annually

. Radi ol ogi cal Worker I1 Training
Requal ify every two years

. Respirator Fit Test and Training
Requal i fy annual Iy
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Attachnment 2

East Tennessee Technol ogy Park

Techni cal Training

Narme:

Posi ti on:

This training is recormended for all technical
DCE ETTP Site enpl oyees:

o a0 kW

Tr ai ni ng/ Cour se

CERCLA Renedi al | nvestigation/
Feasi bility Study Wrkshop

Fundanent al s of DOE Operations, Conduct
of Operations

Introduction to Heal th Physics
Envi ronnental Laws & Regul ati ons
Medi a Conmuni cation Skills

Procurenent and Assi stance
PRS 17 Contract Adm nistration for
Techni cal Representatives

Proj ect Managenent Skills
PMC 10 Project Planning and Managenent
Core Overview Program (80 hours)
or
PGV 01 Program Managenment Overvi ew
(40 hours)

Verification requires:

1.
2.
3.

Certificate,

Dat e
Conpl et e

(scientists and engi neers)

Verification

Initials of enployee if certificate is unavail able, or
Initials of DOE ETTP Site Manager if the course is waived by education or

experi ence (WBEE).
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