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1.0 PURPCSE

To provide guidance for DOE East Tennessee Technol ogy Park (ETTP) Site
Ofice (PSO personnel during the performance of an external assessnent

on PSO activities at the ETTP Site. Exanples of these assessnents include
t hose performed by other Cak Ri dge Operations organi zati ons and DCE
Headquarters on the PSO

2.0 SCOPE

Applicable to all DOE ETTP Site O fice personnel.

3.0 REFERENCES AND DEFI NI TI ONS
3.1 REFERENCES

3.1.1 PSO Procedure PSO 8.2, Corrective Actions
3.2 DEFINTIONS

No definitions are needed for this procedure.

4.0 RESPONSI BI LI TI ES
4.1 DOE ETTP SI TE MANACER

4.1.1 Shall designate the PSO Assessnent Coordi nator for the specific
assessnent.

4.1.2 Should receive briefings on pre-assessnment activities and conduct
of the assessnent.

4.1.3 Shall approve the corrective actions needed as a result of
the assessnent teamis final report.
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4.2 PSO ASSESSVENT COORDI NATOR
4.2.1 Shall coordinate PSO activities related to the external assessment.
4.2.2 Shall docunent inportant PSO activities.

4.2.3 Shall arrange for a pre-assessment discussion with the assessnent
team | eader to obtain needed i nformation.

4.2.4 Shall brief the DCE ETTP Site Manager on inportant pre-assessnent
activities, conduct of the assessnent, and post-assessnent
activities.

4.2.5 Shall coordinate activities with any OGak Ri dge Operations
personnel who nmay be involved with the assessment.

4.2.6 Shall provide inportant updates on the assessnment to
the PSO staff.

4.2.7 Shall coordinate the PSO factual accuracy review of the
assessnment draft report.

4.2.8 Shall coordinate devel opment of corrective actions and submit
themto the DOE ETTP Site Manager for approval and transmittal to
t he assessing office.

4.2.9 Shall ensure that the corrective actions are tracked in
accordance with Reference 3.1.1

4.3 DOCE ETTP SI TE OFFI CE PERSONNEL

4.3.1 Shall performthe responsibilities of the PSO Assessnent
Coor di nat or when designated by the DOE ETTP Site Manager.

4.3.2 Shall support the activities of the person who is designated as
t he PSO Assessnent Coor di nat or.

5.0 PROCEDURE
5.1 PRE- ASSESSMENT ACTI VI TI ES

5.1.1 The DCE ETTP Site Manager shall designate the PSO Assessnent
Coordi nator for the specific external assessment.

5.1.2 The PSO Assessnent Coordi nator should arrange for a
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pre-assessnent briefing with the assessnent team | eader to cover
the foll owi ng areas, for exanple:

- Schedul ed dates of the assessnent
- Organi zation performng the assessnent

- Scope of the assessnment (e.g., programs, projects, operations,
and if only PSO or both PSO and contractor)

- Expected team nmenbers
- Advance listing of docunents needed by the assessnent team
- Logistics for the team

- Clearances, training required, and other information for certain
areas of the site

5.1.3 The PSO Assessnent Coordinator shall brief the DOE ETTP Site
Manager on pre-assessnent activities.

5.1. 4 The PSO Assessnent Coordinator shall provide pre-assessnent
i nformation to PSO staff involved in the assessment.

5.1.5 If the assessnent teamis unfamliar with the ETTP, the PSO
Assessment Coordi nator should arrange for a tour

.2 LI Al SON AND | N- BRI EFI NG FOR ASSESSORS
5.2.1 The PSO Assessnent Coordinator should provide a briefing for the
assessors upon their initial arrival at the site. The briefing
may i ncl ude:

- Listing of PSO personnel nanes, nunbers, and | ocations for ease
of cont act

- Copi es of any requested docunentation, properly marked and in
sufficient quantity for each of the assessors

- Training requirements for anticipated entry into restricted-
access areas and points of contact

- Basic orientation and | ayout of the ETTP
- Wl cone and introduction by the DOE ETTP Site Manager

- Tine set aside for the assessnment teamto ask questions about PSO
activities prior to the start of the assessnent.
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5.3 ASSESSMENT ACTI VI TI ES

5.3.1 The PSO Assessnent Coordi nator shoul d provi de support and |iaison
activities as requested by the assessnent team | eader

5.3.2 The PSO Assessnent Coordinator should brief the DOE ETTP Site
Manager at |east daily during the conduct of the assessnent. The
foll owi ng may be i ncl uded:

- Status of the content and scope of findings and concerns
di scovered by the assessnment team

- Status of PSO personnel availability and activities related to
t he assessnent team

- Any itens found by the assessnment teamthat require i mediate PSO
action

- Any changes in the assessnent schedul e or additional support
request ed.

5.4 POST- ASSESSMENT ACTI VI TI ES

5.4.1 The PSO Assessnent Coordi nator should request a copy of the
assessnment teami s draft report for a PSO factual accuracy review.

5.4.2 The PSO Assessnent Coordi nator should distribute the draft report
to each participating or affected nmenber of the PSO for review and
comrent .

5.4.3 The PSO Assessnent Coordi nator should conpile comments received
fromthe PSO staff into a usable formfor the assessnment teamto
consider in their final report.

5.4.4 The PSO Assessnent Coordi nator shall coordi nate the devel opnent of
corrective actions which address the findings stated in the fina
assessnment report and submit themto the DOCE ETTP Site Manager for
approval and transmittal to the assessing organization

5.4.5 The PSO Assessnent Coordi nator shall track the corrective actions
in accordance with Reference 3.1.1.

5.4.6 The PSO Assessnent Coordinator shall performfollowup |iaison
or support activities until all corrective actions are cl osed.

6.0 RECCRDS
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.1 Record docunentation generated as a result of this procedure shall be
mai ntai ned in accordance with the Site Ofice Adm nistration Manual

.0 ATTACHMENTS

None.

Page 5 of

5



