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	Overview


	Purpose:
	To describe the procedure for the selection of employees who participate in the NNSA SC OTS TQP-Like Program and their qualification development and qualification processes. 

The NNSA Technical Qualification Program User’s Guide (December 2004) may be used to provide guidance to participants, supervisors, and qualifying officials when detailed instructions to complete a process step are required.  These documents and other supporting documents are available on the Service Center Intranet (http://scweb.na.gov/training).

	Scope:
	The provisions of this process apply to all NNSA SC OTS TQP-Like Program participants.  

	Metrics:
	This process is measured by tracking the number of competencies completed by each incumbent and the number of incumbents completing their qualifications.



	Process Diagram 

	Selection of TQP-Like Program Incumbents and Qualification Development and Qualification Processes
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	Process Steps / Work Instructions (Maps to Process Diagram)

	Step
	Who Does It
	What Happens

	A
	Supervisor
	Supervisors identify positions to be in the NNSA SC OTS TQP-Like Program. 

	B
	Supervisor
	Supervisors determine to what extent to include General Technical Base Qualification Standard (GTBQS) competencies in the position-specific qualification standard for non-technical employees, (for, example certain OTS program analyst positions).  Supervisor may elect to include the entire GTBQS as a separate document, select competencies from the GTBQS to be included in a separate document, or select competencies from the GTBQS to be included in the position-specific qualification standard.  The entire GTBQS will be included in the position-specific qualification standard for technical positions.

	C
	Supervisor (LCDD Analyst) 
	The supervisor conducts a task analysis.  The supervisor may request assistance to complete the task analysis from the TQP Manager or can conduct the task analysis independently.  The supervisor/analyst reviews the position description to identify the major duty areas and tasks of the position.  

	D
	Supervisor/Incumbent
	Using the Systematic Approach to Training methodology and criteria, the incumbent and the supervisor collaboratively evaluate the approved tasks to determine which ones should be analyzed to identify competencies and evaluation elements.  This information is provided to the analyst, if applicable.  (This information is also used to identify continuing training requirements.)  The criteria used to evaluate the tasks are:
· the consequence of improper task performance

· the task performance difficulty

· the task performance frequency

Each task is numerically scored and the tasks that score within a specific range are recommended for analysis.

The supervisor/analyst combines the task evaluation and analysis results to outline the methods and references used during the position analysis, identify position duties and tasks, and identify the tasks that should be analyzed.  The supervisor and incumbent review and approve the final document after resolving any concerns regarding the results.  In signing the document, the supervisor and incumbent attest that its contents are accurate and authorize its use as the basis for the next process, standard development.

	E
	Supervisor (LCDD Analyst)
	The supervisor/analyst develops the position-specific qualification standard.  The objective of developing the qualification standard is to define the competencies required to perform a task and to identify the specific knowledge, skills, and abilities that are used to evaluate an incumbent’s competence.

The supervisor/analyst may use approved qualification standards to select competency statements and supporting skill and knowledge statements that are applicable to the task.  Other competency statements and supporting skill and knowledge statements are developed using references and input from the incumbent and supervisor.  

If the qualification standard and card are developed by an analyst, the supervisor and incumbent should review the standard.  The supervisor and incumbent finalize the qualification standard and associated card.  The supervisor sends the approved qualification standard and associated card to the TQP Manager for the qualification standard master file.  Finally, the supervisor determines the qualification due date, normally eighteen month after the qualification standard and card are issued to the incumbent.

	F
	Supervisor
	The supervisor nominates an SME who has sound judgment, good communication skills, and technical competence to be a qualifying official (QO).  The supervisor evaluates the individual for the desired qualities based on examinations of technical knowledge, on-the-job observations, job performance evaluations, and other personal interviews with the individual.  The supervisor must take into consideration the QO responsibilities and the individual’s technical and personal skills, knowledge, experience, and past performance.

A supervisor may nominate SMEs at NNSA or other individuals who have operations and program knowledge in certain competencies to serve as QOs.  The supervisor may serve as a QO for his/her direct reports.

	G
	Supervisor
	The supervisor issues the position-specific qualification standard to the incumbent.

	H
	Supervisor/Incumbent
	The incumbent and supervisor conduct the initial self-evaluation.  The incumbent will assemble his/her background records (training, education, qualification, and previous experience).

Using the guidelines in Table 6.1, Guidelines for Determining Qualification Requirement Equivalence, of the TQP User’s Guide, the incumbent will review and compare his/her background with the qualification standard to identify any experience, education, previous qualification, or previous training that is equivalent to the qualification requirements established for the position.

If the incumbent determines that his/her background satisfies the qualification standard requirements, he/she shall complete the following:

· Enter the appropriate learning method code in the learning method block for the competency on the qualification card

· Initial and date the qualification card in the space provided

The incumbent should identify and store the applicable documentation that supports completion of the competency (exams, classes completion certificates, etc.) in his/her individual training and qualification record.

	I
	Supervisor/Incumbent
	The incumbent and supervisor determine the best method for learning to take place, which may include formal training, computer-based learning, self-study, mentoring, and on-the-job training, for satisfying a competency.  Many times competencies can best be learned through self-study, mentoring, and other less-structured learning experiences.  The incumbent should work with the supervisor, the TQP Manager, and the appropriate QO to obtain the materials required for these types of learning activities.

The incumbent and supervisor should also determine the method that will be used to evaluate the competency.  Once determined, the learning activities and evaluation methods are added to the incumbent’s individual development plan (IDP) and qualification card.

	J
	Supervisor
	The supervisor transmits the incumbent’s name to the TQP Manager, who enters the incumbent into the TQP-Like Qualification Progress Matrix as a TQP-Like Program participant.  This transmittal should include the incumbent’s name, position title, the date the standard was issued, the expected completion date, the total number of competencies in the standard(s), and the number of remaining competencies after self-evaluation.

	K
	Incumbent/QO
	The incumbent completes remaining competencies.  When an incumbent has met the knowledge and skill requirements identified in the qualification standard for a competency statement, he/she will document completion as follows:

· Indicate the learning method in the learning method block of the accompanying qualification card, using the abbreviations listed on the card

· Initial and date the qualification card in the block provided

The incumbent should identify and store the applicable documentation that supports completion of the competency (exams, class completion certificates, etc.) in his/her individual training and qualification record.  The QO verifies incumbent knowledge and skills and signs and dates the qualification card.
Incumbents will enter their qualification progress in the TQP-Like Qualification Progress Matrix via the NNSA SC Intranet.  

	L
	Supervisor
	The supervisor conducts the final qualification activity.  When all qualification competencies are completed, the incumbent will present the completed qualification card, qualification standard, and all objective evidence that supports completion to his/her supervisor for review. 

The supervisor will review the incumbent’s qualification standard, qualification card, and qualification record to determine that the incumbent has completed all of the qualification requirements and that the record is complete.

The supervisor will decide on a final qualification activity to determine overall competence.  The final qualification activity may consist of a comprehensive written examination, an oral examination, a site/facility walkthrough, a final evaluation interview or some combination of these options.  

	M
	Supervisor
	The supervisor transmits a copy of the signed qualification card to the TQP Manager, who will review and issue a certificate of qualification.  (If preferred, the supervisor or site may issue the certificate.)

	N
	Supervisor
	The supervisor develops a continuing training program for the incumbent.  The continuing training program requirements and activities should be specific to each individual.

Each continuing training program should include training selected to accomplish the following:

· Improve on performance weaknesses identified in the initial qualification process

· Address new or revised DOE Orders or NNSA Policy Letters and site or facility procedures, manuals, or policies

· Address new requirements or changes to current programs

· Meet proficiency requirements

· Review of engineering and/or scientific fundamentals

· Learning of advanced engineering and/or scientific topics

· Increase technical knowledge in pertinent areas

The continuing training program should consist of fixed and flexible components that are documented in the incumbent’s IDP.

The fixed portion of a continuing training program is used to maintain proficiency by providing a structured review of topics selected from the initial training and qualification program.  The fixed portion of the continuing training program identifies those training needs that are required by (1) federal, state, or local law, (2) DOE Directive or other governmental regulation requirements, or (3) training that is mission and organization specific.

The flexible portion of the continuing training program is used to correct actual or potential weaknesses of personnel and to train on operating experiences, modifications, and procedural changes.  

The flexible portion identifies those individual training needs to enhance incumbent skills and development.  This component of the continuing training program should include training items that have been identified as the result of performance evaluations, changes to the facility, and subsequent changes to its operating procedures, changes to position duties, tasks, competencies, and/or qualification standards.  

The incumbent is also expected to participate in other activities to support ongoing learning, such as corporate lessons-learned programs and other efforts to foster awareness of DOE/NNSA accidents, near misses, etc., and their implications for the incumbent’s assigned responsibilities.


	Requirements and Supporting Information


	Requirements
	DOE O 360.1B, Federal Employee Training, establishes requirements for Federal employee training, education, and development.

DOE M 360.1-B, Federal Employee Training Manual, establishes requirements for improving Federal workforce performance.

	Related Processes / Process Descriptions
	Selection of Technical Qualification Program Participants and Initial Qualification Process Description

Technical Qualification Program Qualifying Official Process Description

Technical Qualification Program Continuing Training and Requalification Process Description  

	Forms
	Qualification Cards, Certificate

	Records
	The original completed Qualification Standards, Qualification Cards, and Certificate will be retained by the participant; the TQP Manager will retain a copy of the completed Qualification Cards and Certificate. A copy of the position task evaluation documentation will be retained by the TQP Manager and the original will be retained in the participant’s records. 

	Other
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