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U.S. DEPARTMENT OF ENERGY
FUNCTIONAL AREA QUALIFICATION STANDARD
[Name of Functional Area]
PURPOSE
DOE M 426.1-1A, Federal Technical Capability Manual, commits the Department to continuously strive for technical excellence.  The Technical Qualification Program (TQP), along with the supporting technical qualification standards, complements the personnel processes that support the Department’s drive for technical excellence.  In support of this goal, the competency requirements defined in the technical qualification standards should be aligned with and integrated into the recruitment and staffing processes for technical positions.  The technical qualification standards should form the primary basis for developing vacancy announcements, qualification requirements, crediting plans, interview questions, and other criteria associated with the recruitment, selection, and internal placement of technical personnel.  The U.S. Office of Personnel Management (OPM) minimum qualifications standards will be greatly enhanced by application of appropriate materials from the technical FAQSs.

The technical qualification standards are not intended to replace the OPM qualifications standards or other Departmental personnel standards, rules, plans, or processes.  The primary purpose of the TQP is to ensure that employees have the requisite technical competency to support the mission of the Department.  The TQP forms the basis for the development and assignment of DOE personnel responsible for ensuring the safe operation of defense nuclear facilities.

APPLICABILITY

The [insert Functional Area] FAQS establishes common functional area competency requirements for all DOE [insert Functional Area] personnel who provide assistance, or direction, guidance, oversight, or evaluation of contractor technical activities that could impact the safe operation of DOE’s defense nuclear facilities.  The technical FAQS has been developed as a tool to assist DOE program and field offices in the development and implementation of the TQP in their organization.  For ease of transportability of qualifications between DOE elements, program and field offices are expected to use this technical FAQS without modification.  Needed additional office/site/facility-specific technical competencies should be handled separately.  Satisfactory and documented attainment of the competency requirements contained in this technical FAQS (see the Federal Technical Capability Program [FTCP] Directives and Standards page at http://www.hss.energy.gov/deprep/ftcp/directives/directives.asp for an example of the [insert Functional Area] FAQS qualification card) ensures that personnel possess the minimum requisite competence to fulfill their functional area duties and responsibilities common to the DOE complex.  Additionally, office-/site-/facility-specific qualification standards supplement this technical FAQS and establish unique operational competency requirements at the Headquarters or field element, site, or facility level.

It should be noted that the competencies of management and leadership, general technical knowledge, regulations, administrative capability, and assessment and oversight are all embodied in the competencies listed in this standard.  All of these factors have a bearing on safety.  Although the focus of this standard is technical competence, competencies such as good communication, recognized credibility, ability to listen and process information, and the ability to guide an effort to get it right the first time are recognized as important aspects of safety.

IMPLEMENTATION
This FAQS identifies the minimum technical competency requirements for DOE personnel.  Although there are other competency requirements associated with the positions held by DOE personnel, this FAQS is limited to identifying the specific, common technical competencies required throughout all defense nuclear facilities.  The competency requirements define the expected knowledge and/or skill that an individual must meet.  Each of the competency requirements is further described by a listing of supporting knowledge and/or skill statements.  The supporting knowledge and/or skill statements for each competency requirement are provided to challenge the employee in the breath and depth of his/her understanding of the subject matter.  In selected competencies, expected knowledge and/or skills have been designated as “mandatory performance activities.”  In these competencies, the actions are not optional.
The terms “shall,” “must,” and “will” denote mandatory requirements in this standard.  “Should” denotes a recommended practice that is not required.  “May” denotes an option.  
The competencies identify a familiarity level, a working level, or an expert level of knowledge; or they require the individual to demonstrate the ability to perform a task or activity.  These levels are defined as follows:

Familiarity level is defined as basic knowledge of or exposure to the subject or process adequate to discuss the subject or process with individuals of greater knowledge.

Working level is defined as the knowledge required to monitor and assess operations/activities, to apply standards of acceptable performance, and to recognize the need to seek and obtain appropriate expert advice (e.g., technical, legal, safety) or consult appropriate reference materials required to ensure the safety of DOE activities.
Expert level is defined as a comprehensive, intensive knowledge of the subject or process sufficient to provide advice in the absence of procedural guidance.

Demonstrate the ability is defined as the actual performance of a task or activity in accordance with policy, procedures, guidelines, and/or accepted industry or DOE practices.

Headquarters and field elements shall establish a program and process to ensure that DOE personnel possess the competencies required by their position, including the competencies identified in this technical FAQS.  Documentation of the completion of the requirements of this standard shall be included in the employees’ training and qualification records.  Satisfactory attainment of the competency requirements contained in this technical FAQS may be documented using the example [insert Functional Area] FAQS qualification card that can be obtained from the Federal Technical Capability Program Directives and Standards page at http://www.hss.energy.gov/deprep/ftcp/directives/directives.asp. 
Equivalencies should be used sparingly and with the utmost rigor and scrutiny to maintain the spirit and intent of the TQP.  Equivalencies may be granted for individual competencies based on objective evidence of previous education, training, certification, or experience.  Objective evidence includes a combination of transcripts, certifications, and in some cases, a knowledge sampling obtained through written and/or oral examinations.  Equivalencies shall be granted in accordance with the TQP plan of the site/office/Headquarters organization qualifying the individual.  The supporting knowledge and/or skill statements and mandatory performance activities should be considered before granting an equivalency for a competency.  
Training shall be provided to employees in the TQP who do not meet the competencies contained in this technical FAQS.  Training may include, but is not limited to, formal classroom and computer‑based courses, self-study, mentoring, on-the-job training, and special assignments.  Departmental training will be based on appropriate supporting knowledge and/or skill statements similar to the ones listed for each of the competency requirements.  Headquarters and field elements should use the supporting knowledge and/or skill statements as a basis for evaluating the content of any training used to provide individuals with the requisite knowledge and/or skill required to meet the technical FAQS competency requirements.

EVALUATION REQUIREMENTS

Attainment of the competencies listed in this technical FAQS shall be documented in accordance with the TQP plan or policy of the site/office/Headquarters organization qualifying the individual and the requirements in DOE M 360.1-1B, Federal Employee Training Manual, and DOE M 426.1-1A.

The qualifying official or immediate supervisor should ensure that the candidate meets the background and experience requirements of this FAQS.  Unless stated otherwise within the program or site TQP plan, attainment of the competencies listed in the [insert Functional Area] FAQS should be evaluated and documented by either a qualifying official or immediate supervisor (note: if the immediate supervisor is not an [insert Functional Area], it is expected the supervisor will consult with a qualified [insert Functional Area]) using one or a combination of the following methods: 
· Satisfactory completion of a written examination 
· Satisfactory completion of an oral examination 
· Satisfactory accomplishment of an observed task or activity directly related to a competency 
· Documented evaluation of equivalencies (such as applicable experience in the field) without a written examination.
Field element managers/Headquarters program managers shall qualify candidates as possessing the basic technical knowledge, technical discipline competency, and position-specific knowledge, skills, and abilities required for their positions.  Final qualification should be performed using one or a combination of the following methods:
· Satisfactory completion of a comprehensive written examination. The minimum passing grade should be 80 percent.

· Satisfactory completion of an oral examination by a qualified Senior Technical Safety Manager (STSM) or a qualification board of technically qualified personnel that includes at least one qualified STSM.

· Satisfactory completion of a walkthrough of a facility with a qualifying official for the purpose of verifying a candidate’s knowledge and practical skills of selected key elements.
Guidance for oral interviews and written exams is contained in DOE-HDBK-1205-97, Guide to Good Practices for the Design, Development, and Implementation of Examinations, and DOE-HDBK-1080-97, Guide to Good Practices for Oral Examinations.
For oral examinations and walkthroughs, qualifying officials or board members should ask critical questions intended to integrate identified learning objectives during qualification.  Field element managers/Headquarters program managers or designees should develop formal guidance for oral examinations and walkthroughs that includes:
· Standards for qualification
· Use of technical advisors by a board
· Questioning procedures or protocol
· Pass/fail criteria
· Board deliberations and voting authorization procedures
· Documentation process
INITIAL QUALIFICATION AND TRAINING
Qualification of [insert Functional Area] personnel shall be conducted in accordance with the requirements of DOE M 426.1-1A.

DOE personnel shall participate in continuing education and training as necessary to improve their performance and proficiency and ensure that they stay up-to-date on changing technology and new requirements.  This may include courses and/or training provided by:

· DOE
· Other government agencies

· Outside vendors

· Educational institutions

Beyond formal classroom or computer-based courses, continuing training may include:

· Self-study

· Attendance at symposia, seminars, exhibitions

· Special assignments

· On-the-job experience

A description of suggested learning activities and the requirements for the continuing education and training program for the [insert Functional Area] FAQS are included in Appendix A of this document. 

DUTIES AND RESPONSIBILITIES

The following are the typical duties and responsibilities expected of personnel assigned to the [insert Functional Area] Functional Area:

A. [List appropriate duties and responsibilities] 
Position-specific duties and responsibilities for [insert Functional Area] personnel are contained in their office/site/facility-specific qualification standard and/or position description.

BACKGROUND AND EXPERIENCE

The OPM Qualification Standards Operating Manual establishes minimum education, training, experience, or other relevant requirements applicable to a particular occupational series/grade level, as well as alternatives to meeting specified requirements.

The preferred education and experience for [insert Functional Area] personnel are:

1.
Education:

[At a minimum the OPM requirements for the position should be listed, e.g., Federal Fire Engineers are required to meet OPM standards for Occupational Series 804.] 
2.
Experience:

Industrial, military, Federal, State, or other directly-related background that has provided specialized experience in [insert Functional Area].  Specialized experience can be demonstrated through possession of the competencies outlined in this standard.

REQUIRED TECHNICAL COMPETENCIES

The competencies contained in this standard are distinct from those competencies contained in the General Technical Base (GTB) Qualification Standard.  All [insert Functional Area] personnel must satisfy the competency requirements of the GTB Qualification Standard prior to or in parallel with the competency requirements contained in this standard.  Each of the competency requirements defines the level of expected knowledge and/or skill that an individual must possess to meet the intent of this standard.  Each of the competency requirements is further described by a listing of supporting knowledge and/or skill statements that describe the intent of the competency statements.  In selected competencies, expected knowledge and/or skills have been designated as “mandatory performance activities.” In these competencies, the actions are not optional.
Note:
When regulations, DOE directives, or other industry standards are referenced in the FAQS, the most recent revision should be used.  It is recognized that some [insert Functional Area] personnel may oversee facilities that utilize predecessor documents to those identified.  In those cases, such documents should be included in local qualification standards via the TQP.

[Competencies should represent the minimum technical competencies that a qualified individual in the subject matter of the standard is required to perform.  Competencies are defined as those an individual in the functional area must possess to ensure that DOE defense nuclear facilities and programs are operated in accordance with applicable safety, health, and environmental requirements.  Competencies from the General Technical Base Qualification Standard should not be repeated unless the level of knowledge is being raised, e.g. from familiarity level to working level.]
General Technical

[Competencies regarding basic technical knowledge in the Functional Area, beyond the education requirements above, should be listed here.]
1.   [Insert Functional Area] personnel shall demonstrate a [familiarity, working or expert] level knowledge of [insert the specific competency requirement]. 
Supporting Knowledge and/or Skills:

a.
[The supporting knowledge and skills statements should be written to be easily adaptable to evaluation objectives, i.e., observable, measurable, repeatable, etc.  Skill statements should performance-oriented, and contain actions verbs, e.g. perform, analyze, participate, evaluate, etc.  See DOE-HDBK-1078-94, Chapter 3.0, Design, and Appendix 11, “Guidelines for Writing Learning Objectives” for ideas.]
b.
[For demonstrate the ability, the supporting knowledge and skills should emphasize skill statements with actions verbs, e.g. perform, analyze, participate, evaluate, etc.]
Mandatory Performance Activities:  [insert if required]
a.
[The Mandatory Performance Activities are performance factors that would have the candidate perform a specific task, preferably in the field, to demonstrate an understanding of the associated competency.  For example, Lead or participate in an assessment of a site or facility’s implementation of Integrated Safety Management.]
Regulatory

[Competencies regarding the regulatory or DOE standards applicable to the subject area should be listed here.]
2.
[Insert Functional Area] personnel shall demonstrate a [familiarity, working, or expert] level knowledge of [fill in the competency requirement].
Supporting Knowledge and/or Skills

Management, Assessment, and Oversight

[Competencies regarding management, assessment, and oversight skills should be listed here.  Each Functional Area Qualification Standard should have at least one competency regarding assessment or oversight skills necessary to oversee contractors.]
3.
[Insert Functional Area] personnel shall demonstrate a [familiarity, working, or expert] level knowledge of [fill in the competency requirement].
Supporting Knowledge and/or Skills

Other

[Competencies deemed critical that do no fit under any of the other headings are listed here.]
APPENDIX A

CONTINUING EDUCATION, TRAINING, AND PROFICIENCY PROGRAM

The following list represents suggested continuing education, training, and other opportunities that are available for DOE personnel after completion of the competency requirements in this technical FAQS.  It is extremely important that personnel involved with this program maintain their proficiency primarily by regularly demonstrating their competency through on-the-job performance, supplemented with continuing education, training, reading, or other activities, such as, workshops, seminars, and conferences.  The list of suggested activities was developed by the subject matter experts involved in the development of the FAQS and is not all-inclusive.

Based on the knowledge and experience of the subject matter experts, it is suggested that the following activities support the maintenance of proficiency in the [insert Functional Area] Functional Area after completion of the competencies in the standard and other requirements of the TQP.

LIST OF CONTINUING EDUCATION, TRAINING, AND OTHER ACTIVITIES
1. Continuing technical education and/or training covering topics directly related to the [insert Functional Area] area as determined appropriate by management.  This may include courses/training provided by DOE, other government agencies, outside vendors, or local educational institutions.  Continuing training topics should also address identified weaknesses in the knowledge or skills of the individual personnel.

2. Actively perform the duties of [insert Functional Area] specialist at a DOE facility a minimum of [XX] hours per year.

3. Attend seminars, symposia, or technical meetings related to [insert Functional Area].

4. Engage in self-study of new regulations, requirements, or advances related to [insert Functional Area].
5. Participation in practical exercises such as emergency or operational drills, simulations, or laboratory-type exercises.
6. Specific continuing training requirements shall be documented in Individual Development Plans (IDPs). 

[Other elements may be substituted for the ones above by the subject matter experts for the particular functional area.]
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