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U.S. DEPARTMENT OF ENERGY
EAST TENNESSEE TECHNOLOGY PARK
OPERATING MANUAL

NO: PSO-8.2
REV: 4 
EFFECTIVE DATE: Dec. 3, 1999 

TITLE: CORRECTIVE ACTIONS SUPERSEDES:
NO.              REV:   3 

APPROVED: Donna M. Perez PREPARED: T. L. Connor

1.0 PURPOSE

To define the process for developing, tracking, and closing
corrective actions that are 1) prepared by the DOE East Tennessee
Technology Park (ETTP) Site Office (PSO) or 2) prepared by the
contractor in response to the PSO.

2.0 SCOPE

Applicable to all DOE ETTP Site Office personnel.

3.0 REFERENCES AND DEFINITIONS

3.1  REFERENCES

3.1.1 DOE-NE-STD-1004-92, Root Cause Analysis Guidance       
      Document

     3.1.2 PSO Procedure PSO-10.3, Walk-Throughs

3.2 DEFINITIONS

Corrective Actions: Measures taken to rectify the direct,
contributing, and root causes of deficiencies such that the
deficiencies will no longer exist or recur.

     
     Findings: Negative practices that are deviations from a      
     requirement.

Root Cause: The most basic reason or reasons for an effect
which, if corrected, prevents occurrence/recurrence.

4.0 RESPONSIBILITIES

4.1 DOE ETTP Site Manager
     

4.1.1 Shall approve corrective actions prepared by the PSO.
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4.1.2 Shall approve the request for contractor               
           corrective actions, the corrective actions that are    
           received, and changes to those actions.

     4.1.3 Shall receive updates on the status of corrective      
           actions (PSO-prepared and contractor-prepared).

4.2  DOE ETTP SITE OFFICE PERSONNEL

4.2.1 Shall develop corrective actions to address            
           findings reported on the PSO in assigned program       
           areas.

4.2.2 Shall request through the DOE ETTP Site Manager that   
      the contractor submit corrective actions for 

           PSO-identified contractor findings.

4.2.3 Shall review corrective actions from the contractor.

4.2.4 Shall provide corrective actions approved by the DOE   
      ETTP Site Manager, for the PSO and for the contractor, 
      to the Action Tracking System.

4.2.5 Shall review, at least monthly, both PSO-prepared and  
      contractor-prepared corrective action status in their  
      program areas and provide current status to the        
      Action Tracking System.

4.2.6 Shall determine completion of corrective actions on    
      the PSO in their program areas.

     4.2.7 Shall verify closure of corrective actions on the PSO  
           for other office personnel when requested. 

4.3  ACTION TRACKING SYSTEM PERSONNEL

4.3.1 Shall receive approved corrective actions from the     
      responsible Program Manager for input to the Action    
      Tracking System.
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     4.2.2 Shall generate evidence files for all corrective       
           actions on the PSO with information supplied by the    
           responsible Program Manager

4.2.3 Shall provide each Program Manager a monthly           
      printout of the inputted corrective action status,     
      both PSO-prepared and contractor-prepared, in their    
      areas of responsibility.

*****************************************************************

NOTE: Section 5.0 is to be used only for corrective actions  
           prepared by the PSO.

*****************************************************************

5.0 PROCEDURE FOR CORRECTIVE ACTIONS PREPARED BY THE PSO

This section of the procedure addresses only corrective action
status and tracking for corrective actions prepared by the PSO. 
See Section 6.0 for corrective actions prepared by the contractor
in response to the PSO.

5.1 FINDINGS ON THE PSO 

5.1.1 Findings on the PSO are generally identified through   
      various assessments, such as those performed by Oak    
      Ridge Operations or DOE Headquarters on a periodic     
      basis or due to special circumstances.

 
5.2 CORRECTIVE ACTION DEVELOPMENT

5.2.1 Corrective actions shall be developed by the           
      responsible Program Manager for all findings generated 
      on PSO activities.

5.2.2 Root cause methods such as those in Reference 3.1.1    
           may be utilized in development of the corrective       
           actions.
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     5.2.3 A schedule for completion of corrective actions shall  
           be determined in accordance with priority and funding.

     5.2.4 The PSO Program Manager responsible for the corrective 
           actions shall be indicated.

5.2.5 The DOE ETTP Site Manager shall approve corrective     
           actions on the PSO.

5.3 TRACKING OF CORRECTIVE ACTIONS

5.3.1 Findings and approved corrective actions shall be      
           provided to the Action Tracking System personnel by    
           the responsible PSO Program Manager.

5.3.2 An evidence file shall be prepared for all corrective  
      actions on the PSO to provide traceable evidence of    
      corrective actions and their closure.  The evidence    
      file shall include a “Description of Corrective        
      Actions” with the type of information shown in         
      Attachment 1, an ”Evidence Summary for Closeout of     
      Finding” with the type of information shown in         
      Attachment 2, and references to or copies of           
      supporting material.

5.3.3 Action Tracking System personnel shall provide each    
           Program Manager with a monthly printout of the status  
           of corrective actions specific to the Program Manager. 
            

5.3.4 The responsible Program Manager shall review the       
           status of corrective actions on the PSO at least       
           monthly, determine if adequate progress has been       
           made toward completion, and provide an update for the  
           Action Tracking System.

5.3.5 The DOE ETTP Site Manager shall be apprised of the     
           status of corrective actions.
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5.4 CORRECTIVE ACTION COMPLETION

5.4.1 A signature by the responsible Program Manager on the  
           “Evidence Summary for Closeout of Finding” sheet in    
           the “Preparer’s Signature” block (See Attachment 2.)   
           signifies completion of all corrective action steps    
           for the corrective action plan.

5.5 CORRECTIVE ACTION VERIFICATION AND CLOSURE

5.5.1 An independent verification and closure of PSO         
      corrective actions shall be performed.

5.5.2 The verifier shall not be the Program Manager for that 
           corrective action.

5.5.3 The verifier shall determine if the PSO                
           corrective actions listed as completed should be       
           closed.

5.5.4 Satisfactory verification and closure of PSO completed 
      actions shall be indicated by signature on the         
      “Evidence Summary for Closeout of Finding” in the      
      “Verifier’s Signature” block. (See Attachment 2.)

5.5.5 Upon closure of PSO corrective actions, the            
           responsible Program Manager shall request closure in   
           the Action Tracking System.

*****************************************************************

 NOTE:  Section 6.0 is to be used only for corrective actions 
            prepared by the contractor in response to the PSO.

*****************************************************************

6.0 PROCEDURE FOR CORRECTIVE ACTIONS PREPARED BY THE CONTRACTOR  
     IN RESPONSE TO THE PSO 

This section of the procedure addresses only corrective action
status and tracking for corrective actions prepared by the
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contractor in response to the PSO.  See Section 5.0 for
corrective actions prepared by the PSO.

6.1  FINDINGS ON THE CONTRACTOR 

     6.1.1 See Reference 3.1.2 for generating findings on the     
           contractor and obtaining approved contractor           
           corrective actions. 
 
6.2 TRACKING OF CORRECTIVE ACTIONS

6.2.1 Approved corrective actions prepared by the contractor 
      shall be provided to the Action Tracking System        
      personnel by the responsible PSO Program Manager.

6.2.2 Action Tracking System personnel shall provide each    
      Program Manager with a monthly printout of the status  
      of corrective actions specific to the Program Manager. 

6.2.3 The responsible Program Manager shall review the       
      status of corrective actions prepared by the           
      contractor at least monthly, determine if adequate     
      progress has been made toward completion, and provide  
      an update for the Action Tracking System.

6.2.4 Evidence of completion for contractor-prepared         
           corrective actions is maintained by the contractor.

6.2.5 The DOE ETTP Site Manager shall be apprised of the     
      status of corrective actions.

6.3 CORRECTIVE ACTION CLOSURE AND PSO VERIFICATION

6.3.1 After the contractor has reported corrective actions   
      closed, the PSO Program Manager shall verify closure   
      and notify the Action Tracking System personnel.       
      Verification may be accomplished by sampling           
      corrective actions, if appropriate.    
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7.0 RECORDS

7.1  Record documentation generated as a result of this procedure 
     is maintained in accordance with the Site Office             
     Administration Manual.

7.2  Records include:

     - Evidence for closure of PSO-prepared corrective actions,   
       including “Description of Corrective Actions” and
“Evidence         Summary for Closeout of Finding”
     
     - Closure data from Action Tracking System for PSO-prepared  
       and contractor-prepared corrective actions

8.0  ATTACHMENTS

Attachment 1 - Description of Corrective Actions 
Attachment 2 - Evidence Summary for Closeout of Finding
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Attachment 1
                                                                 
Example -

Description of Corrective Actions

Title: PSO Self-Assessment

Date Performed: October, XXXX

Finding Number(s): XXXX

Finding(s): Position descriptions do not completely
reflect current assignments.

Finding discussion: Position descriptions are not complete
based on current assignments and program
areas. 

Corrective Actions:

1. Develop an approved list of position descriptions for the 
PSO (Assigned to X. XXXXX, Due XX/XX/XX)

Prepared:                               Date:                   

Approved:                               Date:                   
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Attachment 2
                                                                 

Example - 

Evidence Summary
for

Closeout of Finding

                                                                 

Title: PSO Self-Assessment

Date performed: October XXXX

Finding Number(s): XXXX

Finding: Position descriptions do not completely reflect
current assignments.

                                                                 

The following are evidence of corrective actions that have been
performed, or included for reference, to closeout the corrective
actions for the finding(s) stated above:

Items In File Items Referenced

Description of Corrective
Actions

Site Office Administration
Manual

Approved Memorandum of 
May XX, XXXX, “Position
Descriptions”

The corrective actions for this finding have been completed.

Preparer’s Signature:                        Date:          

I have reviewed the completed actions for this finding, and have
determined that this finding is closed.
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Verifier’s Signature:                        Date:          


