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Foreword

The Department of Energy (DOE) Lessons Learned Handbook is a two-volume publication developed to
supplement the DOE Lessons Learned Standard (DOE Standard: Development of Lessons Learned
Programs (DOE-STD-7501-95)) with information that will assist organizations in developing or improving
thelr lessons learned programs. Volume | of the Handbook includes greater detail than the Standard in
areas such as identification and documentation of lessons learned. Volume | also contains sections on
specific processes such as training and performance measurement. Volume Il of the Handbook (this
document) contains examples of program documents developed by existing lessons learned programs as
well as communications material, functional categories, transmittal documents, sources of professional
and Iindustry lessons learned, and frequently asked questions about the Lessons Learned List Service. The

Lessons Learned Handbook is a living document that will be updated as new information and examples
become avallable,
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Appendix I
Program Description

Appendix | provides two examples of Lessons Learned Program Descriptions and one Program
Management Plan. The Program Description may be combined with Lessons Learned Management

Requirement and Procedures document (see Appendix Ilf) or be provided separately. The examples
provided Include the following:

O  Savannah River Lessons Learned Program, Semi-Annual Review of the Site Lessons Learned
Program, July 1-December 31, 1994: Attachment |, Site Lessons Learned Program Description and
Attachment [I, Site Lessons Learned Program History

o] DOE Richland Operations Office Lessons Learned Program, Draft Program Description, june 1995.

DOE Richland Opérations Office Lessons Learned Program, Draft Program Management Plan, june
1995,
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Appendix I-A

Savannah River Lessons Learned Program
Program Description
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ATTACHMENT I
" SITE LESSONS LEARNED PROGRAM DESCRIPTION

The Site Lessons Learned Program implements a systematic review of the operating experiences at Savannah
River Site facilities, similar DOE complex facilities, and commercial nuclear industry facilities for the purpose
of applying the lessons learned from those experiences.

The program is defined by WSRC Policy Manual 1-01, MP 4.19, Revision 1, Lessons Learned Program, and
is the responsibility of the Facility Safety Evaluation Section (FSES) in ESH&QA. Further clarification for
implementation of this program is provided in Management Requirements and Procedures Manual 1B, MRP
4.14, Revision 0, Lessons Learned Program. The program is administered by the Site Lessons Learned
Coordinator, who is appointed by the ESH&QA Division Vice President. A staff of technical reviewers assist
the Site Coordinator with the screening and dissemination of lessons learned information. Division Lessons
Learned Coordinators are appointed by their respective Division Vice Presidents and are matrixed to the Site
Coordinator. The Division Coordinators are responsible for implementing and directing their own Division
Lessons Learned Program which includes interacting with Division Safety Committees on lessons learned
issues. These programs will effectively evaluate issues disseminated by the Site Coordinator and will
implement appropriate corrective actions. The Site Coordinator tracks the evaluations and corrective action
implementations, and provides oversight of all Division Lessons Learned Programs.

The technical reviewers are appropriately qualified members of the Facility Safety Evaluation Section. FSES
obtains and screens for applicability approximately 7000 documents per year which includes sources from the
Institute of Nuclear Power Operations, the Nuclear Regulatory Commission, and the Department of Energy
complex including Savannah River Site (SRS). Items with potential lessons learned value to SRS facilities
are forwarded to the appropriate Division Lessons Learned Coordinators for evaluation of the information and
development of appropriate corrective actions.

The Division Lessons Learned Coordinators determine which departments in their divisions may need to take
action on the lessons learned documents they receive from the FSES reviewers. They monitor progress of the
evaluation, corrective actions, and report the status to the Site Lessons Learned Coordinator. In addition, these
coordinators screen their division occurrences for lessons learned that may apply to other divisions and report
their results to the Site Coordinator.

The Site Lessons Learned Coordinator administers the program and tracks the progress of required corrective
actions from Lessons Learned items. The more significant lessons learned items are discussed by the Site
Lessons Learned Committee which is chaired by the Site Coordinator, and whose members are all FSES
reviewers and Division Coordinators. From this meeting, decisions are reached on whether the issue should
be brought to the attention of the Site Safety Review Committee for possible further action. A hierarchy of
lessons learned documents has been established and facilitates the dissemination of lessons learned so as to
process the most urgent first and require Division responses only from the more significant items.

The following are the six (6) transmittals FSES utilizes to notify Divisions and Management of Lessons
Learned. They are listed in order of highest to lowest priority, with the lowest requiring no action.

I-5




Lessons Learned Handbook:
DOE-HDBK-7502-95

Site Lessons Learned Directive

This is the highest level of concern and indicates a generic sitewide problem which must be corrected. It will
have specific instructions for corrective actions as well as an identified time table for closure. The Directive
comes from the WSRC President's office. The QA Department within ESH&QA will independently verify
completion of corrective actions associated with directives. Directives are sent to appropriate Division Vice
Presidents for action and Division Coordinators for information only. The Division Vice Presidents or their
designee are responsible for reporting the results of their evaluation to FSES. FSES is responsible for tracking
Directives through closure.

SRS I.essons Learned Bulletin

The Bulletin is generally used for recurring sitewide events which have not been adequately addressed or for
high significance degradations at SRS. Division Coordinators are requested to evaluate and correct recurring
or high significance degradations and report the results of the evaluation to FSES. Bulletins are sent to
Division Lessons Learned Coordinators for evaluation and WSRC Level 5 and above managers for
information. All DOE-SR management, Branch Chiefs and above, are also sent the Bulletins for information
only.

Site Lessons Learned Notification

The Notification is used to identify significant issues which may affect one or more Divisions. The
Notification is sent to appropriate Division Coordinators for evaluation. The Division Coordinators are
required to report the results of their evaluations and corrective action implementation to FSES.

Site Lessons Iearned Program Special Information Notice

The Special Information Notice is used to provide helpful information sources for selected activities. This
information is sent to Division Coordinators for dissemination. Division Reviewers evaluate the need for
corrective actions. Response to FSES is not required. .

SRS Lessons Learned Digest

The Digest is used to disseminate SRS lessons learned information which is not considered significant enough
to warrant a formal request for evaluation, but does have value as a possible training resource. ‘ne Digest is
distributed to the Division Coordinators and all WSRC Level 5 and above managers. Division Reviewers
evaluate the need for corrective actions. All DOE SR Management, Branch Chiefs and above, are also sent
the Digests for information only.

FSES Weekly Newsletter

The Newsletter is used to disseminate commercial industry and DOE complex information relevant to SRS
personnel. Its primary purpose is to keep SRS abreast of outside industry and DOE issues and expectations.
The newsletter requires no action or response and is distributed to the Division Coordinators and an identified
mailing list.
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To further encourage the input of lessons learned information to FSES from individual employees, a telephone
hotline has been established to capture other lessons learned information which is not available through normal
document reviews.
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ATTACHMENT II
SITE LESSONS LEARNED PROGRAM HISTORY

Use of lessons learned information from operating experiences has long been considered a significant
contribution in a facility's effort for continuous improvement. At Savannah River Site, two separate lessons
learned programs, one for the nuclear reactors and one for the non-reactor nuclear facilities, were developed
in 1990. These two programs were merged and strengthened in March 1992, concurrent with the merging of
the former Reactor Safety Evaluation (RSES) Section into the Facility Safety Evaluation Section (FSES). In
May 1992, Management Policy 4.19 Revision 0, Operating Experience Review, was approved which
formalized this process and combined the efforts of the two programs. In June 1992, the former RSES group,
which handled Reactor Operating Experience Reviews took responsibility for the newly combined sitewide
program. A dedicated staff was assigned the responsibility of reviewing operational experiences from WSRC,
other DOE complex facilities, and nuclear industry for potential lessons learned information for all reactor and
non-reactor facilities and processes at SRS, with the goal of improving safety and reliability. FSES forwarded
applicable lessons learned information items to several lessons learned coordinators in various departments
across the site for evaluation and correction of identified problems. The program was effective in getting
lessons learned information distributed to departmental coordinators; however, it was determined that useful
information from onsite operational experiences was often slow in being disseminated to FSES for evaluation
of potential lessons learned. In addition, the lessons learned information disseminated by FSES was not always
being evaluated by all applicable divisions; furthermore, no formalized tracking system existed to ensure the
necessary accountability in the system.

On February 8, 1993, the WSRC President directed in a letter to his Senior Staff that lessons learned program
enhancements were to be implemented to ensure rapid dissemination of lessons learned information at SRS.
The directive mandated activities that would improve all aspects of the Site Lessons Learned Program.
Division involvement was increased by assignment of twelve Division Lessons Learned Coordinators
(DLLCS) by March 1, 1993. The DLLCs are responsible for disseminating the lessons learned information
sent to them from the Site Lessons Learned Coordinator to applicable personnel in their division, and for
rapidly communicating lessons learned information generated within their division to the Site Lessons Learned
Coordinator. Also in March 1993, the Site Lessons Learned Committee was formed. This committee is
comprised of all Division Coordinators, FSES lessons learned screeners, and the Site Coordinator. Its purpose
is to provide input to the Site Coordinator for issues which may require briefing to the Site Safety Review
Committee due to significance. In addition, FSES was reorganized to provide specific oversight of the lessons
learned program and to ensure accountability through detailed tracking of the status of items disseminated to
the DLLCS.

Briefings on the new Lessons Learned Program changes were given to all existing WSRC Safety Review
Committees during March 1993. In May 1993 changes delegated by the February 8 letter from the WSRC
President were incorporated and approved in Revision 1 of Management Policy 4.19 now called, Lessons
Learned Program. After approval of this policy, a Management Requirements and Procedures MRP 4.14,
Revision 0, Lessons Leaned Program, was generated which gives more detail on program requirements. This
MRP was approved and implemented on August 27, 1993.
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Appendix I-B

Richland Operations Office Lessons Learned Program
Program Description
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Draft DOE Richland Operations
Lessons Learned Program

Program Description

Introduction

The Department of Energy (DOE) Lessons Learned Program was developed as a formal program for
disseminating lessons learned across DOE. Lessons learned provide valuable information learned from
things that went wrong, and information learned from good practices which would pay off if they were
widely known. This Program will consolidate other similar programs which already exist at DOE,
providing a wide base from which to draw information. All lessons learned will be available to all of DOE
from a single source, in a single format.

Each DOE site will operate its own Lessons Learned Program, contributing individual lessons learned to
the DOE-wide program.

Objective

The Richland program will coordinate and centralize the collection and dissemination of Lessons Learned
at Hanford. Both inaterial developed at Hanford and material from other DOE sites will be available to
personnel at Hanford.

Scope

The Program includes all operations at Hanford, Washington, including DOE, its contractors, and its
subcontractors. Lessons learned will be collected from all available sources, including DOE, other
government agencies, and private industry.

General Description of the Program

Each contractor has a Lessons Learned Program (a contractor could have more than one) which collects,
reviews, and categorizes lessons learned. Lessons learned are submitted to a central coordinator at WHC

where it is entered into a system on the Internet and made available throughout DOE.

Each Lessons Learned Program has access, through Internet, to all lessons learned from the DOE
complex. Material will be distributed throughout each contractor organization according to subject.
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~ Appendix I-C

Richland Operations Office Lessons Learned Program
Program Management Plan
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Draft Lessons Learned Program Management Plan

DOE-RL

Brief Program Description

This Management Plan outlines a plan of action to get the Lessons Learned Program at Hanford
started.

At Hanford, each contractor has one or more Lessons Learned Program, each with a program
coordinator. Lessons learned will be compiled and reviewed by each program coordinator, then
sent to a central coordinator who will enter them into the DOE-wide database on the Internet. A
coordinator at RL will monitor the entire process at Hanford.

This Program depends on endorsement by management, both senior contractor management and
management of the organization sponsoring the Lessons Learned Program. This program is
intended to be integrated into day-to-day work.

Lessons Learned Program Staff and Responsibilities

Each Lessons Learned Program at Hanford will designate a program coordinator who will either
serve as point-of-contact or designate a point-of-contact for that Program. Each program
coordinator is responsible for assuring that lessons learned are collected, reviewed, categorized,
and made available to the DOE Lessons Learned Program in a format compatible with the DOE
Standard.

DOE-RL will designate a program coordinator, whose primary responsibility is to monitor and
coordinate the Lessons Learned Programs at Hanford. The RL program coordinator may also
contribute lessons learned to the DOE-wide Program, operating through the same channels the
other program coordinators at Hanford use. The RL program coordinator will establish
connections within RL to collect and disseminate lessons learned.

Training
Program coordinators shall be trained, through self-study or other means, so that they are

thoroughly familiar with the DOE Lessons Learned Program and can operate competently within
the DOE standard for this program.
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Implementation Plan

Each contractor will participate in the DOE Lessons Learned Program, either by operating
its own program or by participating in another organization's program. Organizations
within a contractor may operate separate programs, if necessary.

Each Program must designate a Program Coordinator.

Each Program Coordinator should write a Program Description for that program, or adopt a
Program Description from another Program. The Program Description should describe
how lessons learned will be used in training, engineering, operations, maintenance,
RadCon, and all other aspects of the organization's work.

Each Program Coordinator must write a Management Plan, with enough detail to get the
program started and keep it consistent with other DOE Lessons Learned programs.

Each Program Coordinator must develop a system for collecting, writing, reviewing, and
categorizing lessons learned. Lessons learned will be submitted to a central Coordinator,
who will enter them into the DOE Lessons Learned database on the Internet.

Each Program Coordinator must develop a system for disseminating lessons learned to the
appropriate people. ‘

The Program Coordinators, together, will develop promotional material for distribution
throughout Hanford. The promotional material will let Hanford personnel know that

material is available for their use.

The Program Coordinators and their managers shall develop general employee training
material.

Eventually, after the Program is operating, the Program Coordinators shall develop means
of assessing the effectiveness of the program.
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Appendix II
Project Inputs, Activities and Outputs

Lessons learned programs generally include two basic types of processes: a development process that
includes identification, documentation, validation, and dissemination of a lesson learned; and an
incorporation process that includes identification of applicable lessons learned, distribution to appropriate
personnel, and follow-up to ensure that appropriate actions were taken.

This appendix provides an example of a flow chart that depicts the flow of lessons learned information
(inputs, activities and outputs) in the Office of Nuclear Safety, Model Lessons Learned Program, dated July
1994, This chart can be used as a guide for developing or evaluating your own lessons learned
information flows.
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Office of Nuclear Safety, Model Lessons Learned Program

® L] [} [ 3
Project Activities
INPUTS ACTIVITIES QUTPUTS
DOE daily office reports
Commercial wire service - i
D:;T)ézmesw - Daily OE updates
ORPS database .
NRC dally events reports
— |  Analysisof -> Monthly OE updates
NS-40 site residents - | short-term events ‘
DOE facikty reps
Lead facility engineers P | Technical and
Site visits - Analysis of - engineering analysis
M&O contractors . long-term events reports*
DOE program offices
DOE field offices
Chemical Industry > Event | Assessment reports
S— assessments
DOE assessment reports
NRC documents* pv—— L Feedback ons®
« Information notices »: assessments
» Bufetins Weekly summary
* Generic lefters - Safely notices
— Safety bulletins
INPO documents* Jo- | Identification and NS gver letters
« SERs S—-— development of Event "
« SOERS generic issues vent reporis
EPRI reports*
Vendor reports® o= | Component- |
failure reporting . Equipment faiure
Config. management data - system reports*
Equipment failure data
Oral history -1 Orat history reports*
[ orat history data | | program v rep Kev
Periodic —Jp-
Ongoing ——J
Future i

* Denotes Inputs Into OE database
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Appendix III
Management Requirements and Procedures

In order to define how a lessons learned program will be implemented and administered, an organization
needs approved requirements and procedures. This appendix provides three examples which may be
used as guidance for developing lessons learned requirements and/or procedures.

0] Martin Marietta Energy Systems, Inc. Procedure Lesson Learned and Aleris Program, Revision 2,
QA-16.3, dated October 10, 1994.

0] Westinghouse Savannah River Company, Operations Oversight and Compliance, Administrative
Procedure Manual, Procedure No. OOCD-OCI-1.0, Rev. 0, dated January 31, 1995.

(0] Alr Force Directorate of Support Equipment and Lessons Learned Acquisition Logistics Division,
Lessons Learned Writing Guide, dated February 15, 1991.
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Martin Marietta Energy Systems
Proceduiré

Lessons Learned and Aleérts Prograin
Revisioii 2
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MARTIN MARIETTA ENERGY S8YSTEMS, INC.

PROCEDURE

LESSONS LEARNED AND ALERTS PROGRAM QA-16.3

Revision 2

Page 1 of 15

PURPOSE

APPLIES TO

OTHER
DOCUMENTS
NEEDED

WHAT TO DO

Quality

Managers
Division
Managers

This procedure defines the Energy Systems program
for identifying and disseminating positive and
negative operating experience (Lessons Learned and
Alerts), which may be applicable to other
organizations.

It also specifies the recommended and mandatory

actions to be taken in response to Red, Yellow, and
Green Alerts.

This procedure applies to all Energy Systems Sites
and Central Organizations. This procedure is
written to allow for direct implementation across
Energy Systems.

o QA-16.1, "Corrective Action Program”

o I0-101, "Records Management"

Assignment of Responsibilities

1. Assign an individual to be the Lessons Learned
Program Manager.

2. Assure Lessons Learned and Alerts are validated.

3. Designate individual(s) to coordinate
organizational alert responses, as needed.

4., Maintain awareness of operational incidents
external to Energy Systems by monitoring
bulletins and publications and develop Lessons
Learned on experiences potentially applicable to
Energy Systems operations.

FOR IXTERNAL USE ONLY
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QA~-16.3
Page 2 of 15

LESSONS LEARNED AND ALERTS PROGRAM
Revision 2

Division
Managers

All Employees

Originator

B. Originating Lessons Learned and Alerts

NOTE: Refer to Appendix A,

1.

"Lessons Learned and
Alerts Flow Diagram'.

Ensure that employees originate Lessons Learned
and/or Alerts from the Occurrence Reporting
System, the Maintenance Program, the Conduct of
Operations Program, the Corrective Action
Program, trend analysis activities, the review
of external operating experience and other
sources.

Identify and originate Lessons Learned from
positive and negative experiences encountered
during operations or during review of industry
experience which are potentially applicable to
Energy Systems organizations.

Initiate a draft on either a hard-copy input
sheet or electronic input sheet. See
Appendix C, "Lessons Learned and Alerts Input
Sheet Instructions®.

Ensure that the draft contains no classified
information.

IF there is any question as to whether the draft
contains classified information, THEN

a. Consult an Authorized Derivative
Classifier (ADC).

Ensure that classified information is
removed from the draft.

b.

c. Record the name of the ADC on the Lessons
Learned/Alert Input Sheet.

IF the draft Lessons Learned includes reference
to a manufacturer, THEN
follow the guidelines in Appendix D,
"Guidelines for Use of A Manufacturer’s Name
in the Lessons Learned System".

Forward the draft Lessons Learned or Alert to a
Validator who has technical expertise in the
subject matter of the draft.

FOR INTERNAL USE OMRY
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B. Originating Lessons Learned and Alerts (cont.)

Validator 7. Ensure that the subject matter of the
Lesson/Alert falls within your area of
expertise.

IF NOT, THEN
consult a qualified Subject Matter Expert to
assist in the validation.

8. Validate the draft Lessons Learned to ensure
that the experience, example, observation,
insight, or generic problem is potentially
applicable to other Energy Systems organizations
or personnel.

9. Review the draft for technical accuracy and
pre-existing Lessons/Alerts on similar
experiences.

10. Coordinate any required changes with the
originator.

11. IF the Lessons Learned or Alert is valid, THEN
forward the draft to the Site Lessons Learned
Program Manager.

IF NOT, THEN
return the draft to the originator with an
explanation as to why the Lessons Learned or
Alert is NOT wvalid.

Lessons 12. Review the draft Lessons Learned or Alert
Learned received from the Validator.

Program

Managers 13. IF the draft is an Alert, THEN

determine or verify the Alert classification
(Red, Yellow, Green).

14. Coordinate any required changes with the
Originator, the Validator, and/or the ADC.

15. IF the draft is an Alert, THEN
obtain approval of the draft from the Quality
Manager or designee.

l6. Forward the draft to the Energy Systems Lessons
Learned Program Manager.

FOR INTERMNAL USE ONLY
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B. Originating Lessons Learned and Alerts (cont.)
Energy Systems 17. IF the draft is an Alert, THEN
Lessons
Learned a. Obtain independent validation of the draft
Progran as a Red, Yellow, or Green Alerct.
Manager
b. Coordinate any required changes with other
Lessons Learned Program Manager, ADC,
validator, or Originator.
18. IF the draft is a Lessons Learned, THEN
issue the Lessons Learned by entering it into
the Energy Systems Lessons Learned Information
System.
19. IF the draft is an Alert, THEN
prcoess it in accordance with Section C of
this procedure.
¢c. Issuing Red, Yellow, and Green Alerts
Lessons 1. Distribute Green Alerts to Energy Systems
Learned organizations.
Program
Managers
Division 2. Review Green Alerts for applicability to their
Managers organization.

3. Incorporate the information in the Alert into
applicable programs or processes, as
appropriate.

Lessons 4. Distribute and direct that the Yellow Alert be
Learned reviewed for applicability to organizations.
Progran
Managers a. Indicate in the distribution whether a
documented response is required
AND

b. Time frame for response.
5. IF the Yellow alert requires a documented
response, THEN

process in accc. lance with Section D of this
procedure.

FOR INTERMAL USE ONLY
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Revision 2

Page 5 of 15

Energy Systems
Lessons
Learned
Program
Manager

Division
Managers

Lessons
Learned
Program
Managers

C. Issuing Red, Yellow, and Green Alerts (cont.)

6.

10.

Obtain the approval, for Red Alerts, of the
Energy Systems Vice President for compliance,
Evaluation, and Policy.

IF the alert is not approved as a Red Alert,
THEN
reevaluate the alert as a Yellow Alert.

Enter the Red Alert information into the Energy
Systems Action Management System (ESAMS).

Distribute the Red Alert specifying the time
frame for a response, which is normally 30 days.

Enter the Red, Yellow, or Green Alert in the
Energy Systems Lessons Learned Information
Systen.,

D. Responses to Alerts

1.

2.

Ensure review of the Alert for organizational
applicability as requested.

IF the alert is applicable, THEN
process corrective actions to be taken, in
accordance with the requirements of QA-16.1,
"Corrective Action Progran®.

Provide documented response to the Lessons
Learned Program Manager indicating whether the
Alert is applicable, and any actions to be
performed.

Compile the division/program responses into a
Site or Organization response.

Obtain the Site or Organization Manager’s
approval.

Forward the response to the Red and applicable
Yellow alerts to the Energy Systems Vice

President for Compliance, Evaluation, and
Policy.

FOR INTERNAL USE ONLY

I11-9




Lessons Learned Handbook:
DOE-HDBK-7502-95

NCE™. 173 oY

QA=16.3

Page 6 of 15

LESSONS LEARNED AND ALERTS PROGRAM
Revision 2

E. Applying Lessons Learned

NOTE: The Energy Systems Lessons Learned System is
accessed by selecting it from the Videotex
(VTX) Menu on Energy Systems computer
networks.

All Employees 1. Conduct word searches of the Lessons Learned

RECORDS

Lessons
Learned
Program
Managers

Information System to identify applicable
Lessons Learned

o When developing new programs or procedures
o Proposing new corrective actions
o Addressing adverse program trends to identify

methods previouslv proven effective in
addressing similar situations.

Records shall be maintained in accordance with
approved records inventory and disposition schedules
as specified in I0-101, "Records Management".

Records supporting Corrective Actions developed in
response to Red and Yellow Alerts are maintained in
accordance with QA-16.1, "Corrective Action
Program®.

1. Maintain records of organizational reviews of
Red and Yellow Alerts for applicability.

2. Maintain records of Site or Organizational
responses to Red and/or Yellow Alerts.

FOR INTERMAL USE ONLY :
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APPENDIXES Appendix A.

Appendix B.

Appendix C.

Appendix D.

Prepared by: :i2z27

Ted Haye

Lessons Learned and Alerts Flow
Diagram ’

Definitions

Lessons Learned and Alerts Input Sheet
Instructions

Guidelines for Use of A Manufacturer’s
Nafe in the Lessons Learned System

Corrective Action Support Staff

Approved by: ﬁ/ 7 {

Fred R. Mynatt, Vice President

Compliance, Evaluation, and Policy
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LESSONS LEARNED AND ALERTS FLOW DIAGRAM

Occurrence Maintenance Conduct of DOE Corrective Action Other
Reporting Program Program Operations Expenience Program Sourcas
|8 T 1 T T T
Qriainator
Dratt Lessons Learned or Alert

]

Authorized Oernivative Classifier

Perform Classification Review

1

Validator

Validate LL/Alert

No

Yes

LL Proaram

Manaaer

Coordinate Needed Changes With
Originator, Vatidator. and Classifier

Graen & Yellow

1

?

Red

Alert or LL

Lessons Learned

1

ES LL Proaram Manaaer

ES LL Proaram Manaager

ES LL Proaram Manaaer

Distribute Green & Yellow Alerts
for Review & Response

President, Distri

Obtain Approval of CEP Vice

bute Red Alert

Enter LL Into Lessons Learned
Information System (LLIS) Database

!

]

!

Qraganizations

Review Alert, ID Corrective Actions,
Respond to LL Program Manager

1

ES LL Precaram Manaaer

Enter Alert Into Lessons Learned
Information System (LLIS) Database
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DEFINITIONS

Division Manager - Division Manager, Division Director, Program Manager,
Organization Manager, i.e., a division-level manager of a program or
organization.

Green Alert - information derived from a positive Lessons Learned that has
the potential to be the basis of significant improvement in other
organizations.

Lessons Learned - an experience, example, observation, or positive insight
that constitutes a "good work practice® or defines and identifies the
solution to a problem which could be of benefit to other Sites or Energy
Systems organizations.

Lessons Learned Program Manager - the administrator for the Lessons
Learned and Alerts Program for Energy Systems or for a Site.

Originator - the individual who identifies and documents a proposed
Lessons Learned or Alert.

Other Sources -~ refers to sources of Lessons Learned external to Energy
Systems such as the DOE Weekly Operating Experience Summary or trade or
industry publications.

Red Alert - information that describes an issue or experience that
potentially has major environmental, safety, health, or quality
implications and requires a documented review for applicability, and if
applicable, a formal corrective action response.

Validator - a qualified subject matter expert assigned responsibility for
reviewing draft Lessons Learned and Alerts for technical accuracy,
classified information, validity, and potential applicability.

Yellow Alert - information concerning a situation posing sufficient risk
to require review and possibly corrective or preventive action by other
organizations.

FOR INTERNAL USE ONLY
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LESSONS LEARNED AND ALERTS INPUT SHEET INSTRUCTIONS

The following instructions explain how to complete the on-line Lessons

Learned Input Form.

The on- line input form may be accessed by typing

"A1FORMS" from any ALL-IN-1 Menu, then typing "1LL" and pressing <RETURN>.

1. TITLE

2. VALIDATORS
MATLNAME

3. CATEGORY

4. DATE
SUBMITTED

5. SUBCATEGORY

6. DATE
VALIDATED

Enter a brief description of the subject and press
<RETURN>. For example, for a lesson regarding a
potential leakage problem in forklift fuel pumps,
the title might be "Fuel Pump Leakage in Forklifts."
This will appear as the Lessons Learned title in VTX
and will be automatically inserted on the form.

Enter your validator‘’s mailname on the "Edit Message
Header" screen and press GOLD F. The Lessons
Learned Template will be displayed on your screen.

Enter the category that best indicates the general
subject area of the text of the Lessons Learned.
See Appendix D, Section B, for instructions on
finding the appropriate category.

NOTE: The "Other" category will be evaluated
periodically to determine whether any one
subject has received sufficient input to
justify a new category.

This is the date you submit the completed draft to
the Validator. The date should take the form
mm/dd/yy; ensure that the month designation is two
digits, e.g., 05/12/94.

Subcategories further define the subject area.
Enter the subcategory which best aligns with the
material contained in the Lesson. If none are
appropriate, propose a new subcategory.

The Lessons Learned Validator receives the draft and
first ensures that it falls within his/her area of
technical expertise. The validator then reviews the
Lesson for technical accuracy and pre-existing
lessons in the system containing similar
information.

Following the Validation review, the Validator
completes this field using the format mm/dd/yy.

FOR INTERNAL USE ONLY
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7. SITE The correct entry for this field is one of the

following: K=-25, Paducah, Portsmouth, X-10, ¥Y-12.

Central organizations may put their group’s name in
this field if the Lesson originated there. The
proper format is Centr. (space) (e.g.,
Centr. Quality).

8. DIVISION The name of the division which originated the Lesson
: Learned.
9. ORIGINATOR The name of the person composing the text of the

Lesson. The name should be in the following format:
(initialj.({initial). (space) ([last name]; e.g., J.D.
Doe.

10. VALIDATOR The name of the authorized Lessons Learned Validator
who reviewed the Lesson for the issues specified
under item 6 of this appendix. Use the format
(initial].{initial]. (space) ([last name].

11. LESSON Enter a one- or two-sentence summary of the content
LEARNED of the Lesson. The summary should state what

positive outcome could come from the use of the
information contained in the lesson. For example,
if the example bequn in item 1, of this appendix, is
continued, this field might state: "Downtime to
forklifts may be minimized with preventive
maintenance for possible fuel pump leakage."

12, PROBLEM/ A brief description of the issue which precipitated

ISSUE the Lesson. Continuing the example above, this
section might read as follows: "Forklifts have
been failing at an unacceptably high rate for the
last three months. Analysis of the failure
indicates that the fuel pumps are the cause of the
failures. Further investigation reveals pinholes
in the fuel gaskets which causes leakage;
degrading the performance of the pump and
eventually causing complete pump failure.®

FOR INTERNAL USE ONLY
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13. DISCUSSION

14. RESOLUTION

15. REFERENCES

16. KEYWORDS

17. CONTAINS NO
CLASSIFIED
DATA

APPENDIX C
Page 3 of 5

This section contains information on actions taken
in the investigation or background information
pertinent to the Lesson. For example; "The
manufacturer was contacted on 05/12/94 and reported
that several other customers have reported similar
problems. They have contacted the supplier for the
gaskets and have learned that a new formulation of
gasket material was tried approximately 18 months
ago. The new material apparently degrades at a
higher rate than the material previously used. The
forklift manufacturer is in the process of
identifying the forklifts containing the suspect
material and will initiate remedial action when this
information is available."

A description of what actions were taken to
successfully resolve the Issue/Problem as stated in
item 11 above. To continue the example; "The fuel
pump gaskets have been removed and replaced with
improved materials. The material was provided by
the manufacturer, and the labor costs to perform the
changeout have been billed to the forklift
supplier."

NOTE: If the Lesson arises from a positive
experience, you may elect to place the words
"Not Applicable -- This is a Positive Lesson'
in this field.

This field lists any documents used in the
investigation or resolution of the problem or issue.
If an Occurrence Report was generated regarding the
problem, the Energy Systems occurrence report number
must be entered in this field.

The VTX word search searches every word in each
Lesson, not simply the keywords. Keywords are
optional and may be used to convey related concepts
not explicitly stated in the Lesson.

This is an optional field to be used by the
validator. If, during review of the draft Lesson,
there is any question about whether classified
material is contained in the Lesson, the Validator
must obtain a review by an Authorized Derivative
Classifier (ADC) to ensure that no classified
material is entered in the system. If the ADC is
consulted, his/her name must be entered here.

POR INTERNAL USE ONLY
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18. OBSOLESCENCE
OF DATA

APPENDIX C
Page 4 of S

If the information in the Lesson is subject to
obsolescence, this must be noted here. Either the
Originator or the Validator completes this section,
noting the time interval after which the Lesson
should be reviewed for continued validity.

FOR INTERNAL USE ONLY
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LESSONS LEARNED TEMPLATE
Title:
Category: Date Submitted:
Subcategory: Date Validated:
Site: Division:
Qriginator: Validator:

Program Mar:

Lesson Learned:

Problem/Issue:

Discussion:

Resolution:

References:

Keywords:

Contains NO Classified Data

Authorized Derivative Classifier

Should this Lesson Learned t. reviewed periodically for obsolescence of data?
Yes No
[f YES, what should be the review intervai?

FOR INTERNAL USE ONLY
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GUIDELINES FOR USE OF A MANUFACTURER’S NAME
IN THE LESSONS LEARNED SYSTEM

PURPOSE: To avoid the possible appearance of slander of goods or
commercial disparagement, care must be taken when information
about manufactured goods or products is distributed on the
lessons leaned system (the "System"). The following guidelines
are intended to advise System originators, coordinators and
validators about the appropriate use of a manufacturer’s name
on the Systen.

USE OF MANUFACTURER'’S NAME:

Certain situations may warrant inclusion of a manufacturer’s name
when:

1. Worker safety an health could be affected;

2. A potential for property damage exists;

3. There is a demonstrated need to track the failure rate or
trending of problems associated with a particular type of goods
or products; or,

4. The manufacturer’s name is essential for utilizing the actual
lessons learned.

GUIDELINES: B

When it has been determined that a manufacturer’s name should be
referenced or included in a Lessons Learned, the following
guidelines should be followed:

1. State facts only and not opinions. (O
2. Draw NO CONCLUSIONS from the facts.

3. Describe the circumstances of the failure or shortcoming of the
goods or products in the Problem/Issue sectior.

4. Discuss the extent of the problem in the Discussion section.

5. Notify the manufacturer and relate the problem. If the
manufacturer undertakes corrective action (such as issuing
replacement parts), include a statement of that fact in the
Resolution section. Also, notify the appropriate department
personnel about the problem, i.e., quality assurance,
procurement or safety and health personnel. If appropriate,

include a contact’s name and telephone number in the References
section.

6. Document discussion with manufacturer.

FPOR INTERMAL USE ONLY
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SITE LESSONS LEARNED PROGRAM (U)
Approved by:

Manager, O0CD

1.0 PURPOSE

This procedure provides guidelines for systematically reviewing operating experiences of the
Westinghouse Savannah River Company (WSRC), the Department of Energy (DOE)
complex, and commercial nuclear industry facilities and processes for the purpose of
applying Iessons leamed from those experiences. This procedure also easures that screened
operating experiences that identify areas of concemn are tracked for comective actions with the
goal of improving safety and reliability at WSRC,

2.0 SCOPE

The requirements of this procedure apply to the screening, evaluation, and cotrective action
tracking for the types of information sources identified in Attachment 1 for possible
applicability to WSRC facilities in the areas of process safety, personnel safety and health.
Process safety not only includes conditions causing degradation of operations, but also those
conditions capable of negative impact on the environment and public confidence. The
lessons leamned from such reviews will be applied to promote the safe, effective operation of
WSRC facilities and enhance the safety and health of WSRC employees and the public.

3.0 TERMS/DEFINITIONS
3.1 Acronyms

ASLLC - Assistant Site Lessons Learned Coordinator

DLLC - Division Lessons Learned Coordinator

DOE - United States Department of Energy

ESH&QA - Environment, Saféty, Health and Quality Assurance
OCIS - Oversight Compliance Integration Section

GOCO - Government Owned Contractor Operated

INPO - Institute of Nuclear Power Operations

DOES NOT CONTAIN
UNCLASSIFIED CONTROLLED
NUCLEAR INFORMATION

Reviewing
Official:, Date:
(Name and Tite)
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4.0

3.2

NRC - Nuclear Regulatory Commission

ORPS - Occurrence Reporting and Processing System
LLG - Lessons Learned Group

SLLC - Site Lessons Learned Coordinator

SRS - Savannah River Site

SSRC - Site Safety Review Committee

WSRC - Westinghouse Savannah River Company

Definitions

Document Reviewer - For the purpose of this procedure, the individual assigned the
responsibility of screening the documents given in Attachment 1 for possible
applicability to WSRC facilities.

Lessons ILearned - Positive or negative impacts, their resolutions, and
implementation for operating experiences that affect process safety, personnel safety
and health of WSRC employees and the public,

Offsite - Refers to events or operating experiences that occur outside the WSRC

facilities which includes sources from the INPO Nuclear Network, the Nuclear

Regulatory Commission, and the DOE complex Unusual and Emergency
ces.

Onsite -"Refers to events or operating experiences which occur within the WSRC
facilities as reported through the DOE Occurrence Reporting Processing System.

Operating Experience - Documented accounts of events or occurrences.

sScreening - The process of evaluating the applicability of documents and the probable
effect of the event on WSRC facilities.

Site Safety Review Committee - A committee whose membership is comprised of

experienced WSRC managers. For the Lessons Learned Program, their
responsibility is to ensure appropriate corrective action on significant lessons leamned
issues is addressed. Significant lessons leamed issues are forwarded to the SSRC
by the SLLC.

Suspect Pant - An itemn whose characteristic or identity does not appear to be
authentic.

RESPONSIBILITIES

4.1

4.2

4.3

The Yice President and General Manager of ESH&QA, Westinghouse Savannah
River Company is responsible for designating the Site Coordinator for the Lessons
Leamned Program as required by References 7.1 and 7.6.

The Division Vice Presidents, Westinghouse Savannah River Company are
responsible for designating Division Lessons Learned Coordinators who are
matrixed to the Site Lessons Leamed Coordinator as required by References 7.1 and

7.6.
The Manager, Quality Assurance Department of ESH&OQA, is responsible for
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verifying completion of all Directives for cach Division and netification of results to
the Site Lessons Leamed Coordinator as required by Reference 7.9.

4.4  The Manager, Oversight Compliance Integration Section (QCIS), is responsible for:

4.4.1 Overall implementation of the Site Lessons Learned Program as defined by
MP 4.19, "Lessons Learned Program,” MRP 4.14, "Lessons Learned
Program,” (References 7.1 and 7.6) and this procedure

4.4.2 Providing staffing and procedures for the administration of the site level
functons of this program

4.4.3 Ensuring OCIS provides guidance to and oversight of WSRC Division
Lessons Learned Programs and procedures.

4.5  The Site Lessons Learned Coonfinator (SLLC) is responsible for:

4.5.1 Reviewing or assigning for review, the various documents listed in
Attachment 1

4.5.2 Assigning preparation of and approving Site Lessons Learned Directives,
SRS Lessons Learned Bulletins, Site Lessons Learned Notifications, Site
Lessons Leaned Program Special Information Notices, SRS Lessons
Leamed Digest, and the Lessons Learned Newsletter

4.5.3 Concurring on any items decmed potentially applicable, and any
recommendations which are generated by the document reviewers during the
review process. The SLLC has the final authority for dissemination of

lessons leamed material
4.5.4 Chairing the Site Lessons Learned Committee

4.5.5 Disseminating transmittal letters generated by this procedure ta the
appropriate WSRC Divisions

4.5.6 Assuring the overall Lessons Leamed Program is conducted effectively per
the intent of MP 4.19 and MRP 4.14

4.5.7 Notifying informally the Site Safety Review Committee of potential
significant lessons leamed items, and requesting them formally to review
items determined by the SLLC 1o be significant and candidates for uniform
sitewide corrective actions

4.5.8 Providing direction to and oversight of the Division Lessons Learned
Coordinators. The SLLC ensures that the Division Lessons Learned
Programs adequately support the Site Lessons Learned Program.

4.6  The Assistant Site Lessons Learned Coordinator (ASLLC) is responsible for:

4.6.1 Serving as administrator for all routine Site Lessons Learned Program
activities
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4.7

4.8

4.6.2 Developing and maintaining OCIS's Lessons Learned Program Procedures

4.6.3 Coordinating receipt of the documents listed in Aftachment 1 and assigning
their distribution for screening

4.6.4 Ensuring proper distribution of lessons leamed transmittals per Section 5.5

4.6.5 Trackingthe stafus of lessons leamed items transmitted for evaluation to the
Division Lessons Learned Coordinators. Ensuring items requiring a
response are entered into the “Lessons Learned Open Items Tracking

System”, and that tracking continues until all identified actions have been
completed. (Sec Attachments S and 6 for examples)

4.6.6 Interacting with all Division Lessons Learned Coordinators as appropriate to
discuss possible improvements to the efficiency and effectiveness of the
lessons learned effort, and to resolve any problems

4.6.7 Serving as a member of the Site Lessons Learned Committee and is the
Alternate Chairperson when the SLLC is not in attendance.

The QCIS Document Reviewers are responsible for:

4.7.1 Screening in a timely manner all assigned onsite and offsite documents for
possible applicability to WSRC facilities

4.7.2 Reviewing documents from the oversight activities within OCIS for
applicability to WSRC facilitics and submitting them into the Lessons
Learned Program

4.7.3 Documenting the screening results using the form represented by Attachment
2 when required

4.7.4 Serving as members of the Site Lessons Leamed Committee
4,7.5 Preparing appropriate lessons leamed transmittals for review by the SLLC

4.7.6 Reviewing the daily log of the Technical Operations Center and notifying the
SLLC of events which have potential sitewide significance

4.7.7 ‘Tracking, and maintaining computer databases as directed by the SLLC,

WSRC Division Lessons Leaed Coordinators (DLLC) are responsible for:

4.8.1 Daily review of their respective Division Occurrence Reports for potential
applicability to other WSRC Divisions, and transmitting lessons leamed to
the ASLLC for final determination and possible dissemination.

4.8.2 Serving as members of the Site Lessons Leamed Commitiee

4.8.3 Serving as designated points of contact for their Division for lessons learned
information formally transmitted for evaluation by the SLLC
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4.9

4.10

4,11

4.12

4.8.4 Determining which departments in their Divisions need to evaluate and
respond to transmittals from the SLLC

4.8.5 Tracking Division responses to transmittals from the SLLC
4.8.6 Reporting to the SLLC on a matrix basis

4.8.7 Submitting periodic reports to the SLLC on the status of lessons leamed
items in their Division

4.8.8 Serving as members of the Division Indepeadent Safety Review Committees

4.8.9 Serving as linison between the Site Lessons Learned Program and the Facility
Operations Safety Committees as required by References 7.1 and 7.6.

The Site Lessons Learned Committee is responsible for:

4.9.1 Identifying unfavorable SRS trends in the areas of operational safety,
personnel safety and health

4.9.2 Idcntifying significant lessons learned issucs and notifying the SLLC for
possible dissemination to the Site Safety Review Committee for their review
and possible further corrective action as required by References 7.1 and 7.6.

The Site Safety Review Committee (SSRC) is responsible for:
4,10,1 Reviewing significant lessons learned items sent to them by the SLLC

4,10.2 Reporting the results of their reviews to the SLLC so that any additional
corrective actions can be tracked. Significant lessons leamed items are
submitted to the SSRC utilizing the form shown in Attachment 3

4.10.3 Keeping WSRC senjor management (Division Managers and above) informed
on sitewide issues which are considered significant and are generated from

this program

4,104 Periodically reviewing the performance and effectiveness of the Site Lessons
Leamed Program as required by References 7.1 and 7.6.

The Systems Engincering Suspect Parts Propram Manager is responsible for:

4.11.1 Evaluating suspect/counterfeit iterns transmitted by the SLLC for site
applicability, and recommending actions for appropriate items

4.11.2 Reporting the results of the evaluation to the SLLC as required by Reference
7.10. .

The Lessons Learned Group (LLG) Secretary is responsible for:

4.12.1 Maintaining a computer log of all documents screened per Attachment 2
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4.12.2 Maintaining a file of all material screcned and the docurnenied results of the
screening.

5.0 PROCEDURE

5.1

Overview of the Site Lessons Leamned Program

The Site Lessons Learned Program implements a systematic review of the operating
experiences at Savannah River Site facilities, similar DOE complex facilities, and
commercial nuclear industry facilities for the purpose of applying the lessons Iearned
from those experiences. The program has also been referred to as the Operating
Experience Review Program in the past.

The program is defined by WSRC Management Policies, Manual 1-01, MP 4.19,
n and WSRC Management Requirements and Procedures,
Manual 1B, MRP 4.14, Lessons Leamed Program, and is the responsibility of the
Oversight Compliance Integration Section {OCIS) in ESH&QA. The program is
administered by the Site Lessons Learned Coordinator. A staff of technical
reviewers assist the Site Coordinator with the screening and dissemination of lessons
leamed information. Lessons Leamed Coordinators from each Division, matrixed to
the Site Coordinator, have the responsibility for implementing and directing their
own Division Lessons Learned Program. These programs will effectively evaluate
issues disseminated by the Site Coordinator and will implement appropriate
corrective actions. The Site Coordinator tracks the evaluations and corrective action
implementations, and provides oversight of all Division Lessons Leamned Programs.

The OCIS technical reviewers, who report to the Site Lessons Leamed Coordinator,
are appropriately trained, OCIS obtains and screens for applicability approximately
7000 documents per year which includes sources from the Institute of Nuclear Power
Operations, the Nuclear Regulatory Commission, and the Department of Energy
complex. Items with potential lessons leamed value to SRS facilities are forwarded
to the appropriate Division Lessons Leamned Coordinators for evaluation or
information, based on screening criteria.

The Division Lessons Learned Coordinators, appointed by the Division Vice
Presidents, determine which departments in their divisions may need to take action
on the lessons leamed documents they receive from the OCIS. They monitor
progress of the evaluation, corrective actions, and report the status to the Site
Lessons Learned Coordinator. In addition, these coordinators screen their division
occurrences for lessons leamed that may apply 1o other WSRC Divisions and report
their results to OCIS. WSRC Divisions participating in the Site Lessons Learned
Program are shown in Attachment 4.

The Site Lessons Learmned Coordinator administers the program and tracks the
progress of required lessons learned item evaluations and corrective actions. The
more significant lessons learned items are discussed by the Site Lessons Learaed
Committec, whose members are all QCIS reviewers and Division coordinators, and
decisions are reached on whether the issue should be brought to the attention of the
Site Safety Review Committee. A hierarchy of lessons learned documents has been
established to help identify the relative significance of the items and assist in the
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development of appropriate corrective actions. Figure 1 presents an overview of
information reccived and disseminated by OCIS.

5.2  Acquisition of Offsite and Onsite Information

5.2.1 The ASLLC shall be the point of contact for acquiring sources of information
of the types listed on Attachment 1, as well as items submitted by the
Division Lessons Leamned Coordinator.

5.2.2 The ASLLC will ensure the assignment of the information to appropriate
OCIS Document Reviewers for applicability assessment.

5.3  Sércening for Applicability

5.3.1 The OCIS Document Reviewer determines the document applicability to
WSRC facilides using the guidelines in Attachment 2.

5.3.2 Results of the review are documented on Attachment 2, for required items,
and ultimately returned to the LLG secretary by the ASLLC for logging and
filing.

5.3.3 If the document is determined to either be applicable, but no corrective actions
required, or not applicable to WSRC facilities, then the results are recorded as
per Attachment 1 guidelines for documentation and forwarded to the ASLLC
for filing.

5.3.4 If the document meets the screening criteria for suspect parts as provided in
Attachment 2, then, the OCIS Docament Reviewer will inform the SLLC.
The SLLC will transmit the item to the Systems Engineering Suspect Parts
Program Manager for evaluation. The results of this evaluation along with
any recommendations will be sent to the SLLC. If dissemination is required,
then the appropriate transmittal in Section 5.5 will be utilized.

5.3.5 If the document is determined to be applicable or potentially applicable to
WSRC facilities and has potential for corrective actions, Attachment 2 is
completed and sent to the SLLC, and the actions of Section 5.4 are taken if
the SLLC agrees with the applicability determination. The SLLC has the final
authority for dissemination of lessons leamned material.

5.3.6 If the OCIS Document Reviewer believes that immediate attention is required,
the SLLC shall be notified immediately. The SLLC will determine the
appropriate method of ransmitting the information, which could include
telephone calls or person to person visitation.

5.4  Dissemnination to WSRC Divisions and Management

5.4.1 If the SLLC concurs that a lessons learned item may require a uniforn
sitewide corrective action and has sufficient significance, the SLLC discusses
the issue with the Site Safety Review Committee chairperson to determine if a
Directive should be issued by the WSRC President (Section 5.5.1). If the
chairperson concurs, the SLLC prepares form OSR 25-143, Staff Summary
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5.5

5.4.2

543

5.44

5.4.5

5.4.6

5.4.7

Sheet, in preparation for formal review by ESH&QA, SSRC, and the WSRC
President after proper Division and SSRC approvals are obtained. The
SSRC chairperson arranges for discussion of the issue with the WSRC
President. Upon approval, the SLLC issues the Directive and begins
tracking. After the item is closed out by all Divisions, the SLLC notifies the
Manager of Quality Assurance to begin an independent verification that all
Divisions have completed the required actions.

If the SLL.C concurs that a lessons leamned item has potential applicability and
sufficient significance for any of the WSRC facilities, then the SLLC
provides a letter, utilizing the transmittal hierarchy of Sections 5.5.1-3,
requesting the appropriate Division to; .

5.4.2.1 perform an applicability evaluation of the item for all Departments
within the Division and, »

5.4.2.2 determine any needed comrective actions and,
5.4.2.3 report the results of the evaluation to the SLLC per section 5.5.

Normally these items are sent to all WSRC Division Coordinators, but
response is only required by those Divisions designated by the SLLC,

Information potentially applicable or otherwise useful but deemed not to
require formal evaluation, may be disseminated per the transmittals in
Sections 5.5.4-6.

Any screened information deemed to require immediate attention or
notification, shall be transmitted by the SLLC using the fastest means
available and the Site Safety Review Committee will also be notified, Itis the
SSRCs responsibility to keep senior management (Division Managers and
above) informed of the status of appropriate significant sitewide issues.

For items evaluated to have a potential need for sitewide corrective actions
and sufficient significance, the SLLC will complete Attachment 3 (OCIS
portion) and transmit it to the SSRC chairperson. The chairperson will
perform the SSRC review, initiate appropriate corrective actions, complete
the form, and transmit the results back to the SLLC documenting closure of
the item. :

The SLLC will notify the SSRC informally (e.g. phone call, All-In-One) of
lessons leamed items detected by the program which may develop into major
issues. The SSRC may then initiate its own investigation and inform senior
management.

Scction 5.5 details the transmiual process utilized for disseminating
information. .

Lessons Learmned Transmittals

“The following arc the six transmittals utilized to notify Divisions and Senior
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Management of lessons leamned. They are listed in order of highest to lowest
significance. Items transmitted via 5.5.1 - 5.5.3 require a formal response to the
SLLC.

5.5.1 wmmu The highest level of concern which indicates
a generic sitewide problem which must be corrected. It will have specific

instructions for corrective actions as well as an identified time table for
closure. The Directive, signed by the WSRC President, is addressed to
Division Vice Presidents for action. The Division Vice Presidents or their
designees are responsible for reporting the results of their cvaluation to the
Site Lessons Learned Coordinator. The Site Lessons Learned Coordinator is
responsible for tracking directives unti] closure. Before a Directive can be
considered completed, closure must be independently verified by the Quality
Assurance Department and results reported to the SLLC in writing,

5.5.2 SRS Lessons Leamed Bulletin - The Bulletin is generally used for recurring
sitewide events which have not been adequately addressed or high
significance degradations at SRS. Division Coordinators are requested to
cvaluate and initiate appropriate corrective actions and report the results to the
SLLC. Bulletins are sent to Division Lessons Learned Coordinators for
evaluation and WSRC Level 5 and above managers for information.
Bulletins are also sent to all DOE-SR Managers and Directors for

information.
5.5.3 Site Lessons Learned Notification - The Notification is used to identify

significant issues which may affect one or more Divisions. The Notification
is sent to Division Coordinators for evaluation and implementation of
appropriate corrective actions. The Division Coordinators are required to
report the results of the evaluation and corrective actions to OCIS.

5.5.4 Site Lessons Learned Program Special Information Notice - The Special
Information Notice is used to disseminate informational sources for selected
activities which may not require corrective action, but represent particularly
useful training resources. This information is seat to Division Coordinators
for further dissemination, Division reviewers evaluate the need for corrective
actions.

5.5.5 SRS Lessons Leamed Digest - The Digest is used to disseminate lessons

learned information (SRS experience only) from documents or oocurrences
which are not considered significant enough 1o warrant a formal request for
evaluation, but do have value as a possible training resource. The Digest is
distributed 1o the Division Coordinators and all WSRC Level S and above
managers. Division reviewers evaluate the need for corrective actions. The
Digest is also sent to all DOE-SR Managers and Directors for information.

5.5.6 Lessons Learned Newsletter - The Newsletter is used to disseminate DOE
complex and commercial nuclear industry information relevant to SRS

personnel. Its primary purpose is to keep SRS abreast of industry and DOE
complex issues and expectations. The newsletter does not require a response
and is distributed 1o the Division Coordinators and an identified mailing list.
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5.6  Dissemination to DOE-HQ

All transmittals (excluding the Lessons Learned Newsletter) issued by the Site
Lessons Leamned Program are disseminated to the Defense Program Lessons Leamed
Coordinator and the EH Lessons Leatned Coordinator at DOE-HQ. All transmittals
are sent through the required MRP 3.25 review (using OSR Form 14-357) before
sending the items offisite, )

5.7  Tracking

All Directives, Bulletins, and Notifications are tracked by the Site Lessons Learned
Program. A computer database is utilized to track the status of these ransmittals for
ali divisions. Information tracked includes personnel evaluating the item, results of
the evaluation, corrective actions developed, and completion dates for corrective
actions.

Division Coordinators must initially respond to the SLLC within thirty days of the
issuance of the transmittal. Nommally, because of the brevity of time, this initial
response will not close the issue. Therefore, once each quarter (10th of January,
April, July, and October) the Division Coordinator provides to the SLLC a
comprehensive report of all transmittal items which have not been previously closed
out. This tracking system enhances the effectiveness of the Lessons Learned
Program’through increased accountability in the site and division/department level
acﬁvitics.edE?ch thirty day report and quarterly report submitted by the DLLCs will
be reviewed for:

5.7.1 Determination of applicability to all of the division/department contacts,

5.7.2 Adequate justification for non applicability for any divisidn/dapamnem €ONtacts,
5.1.3 Adequate corrective actions including expected completion dates, and

5.7.4 Adequate justification for no comrective actions being necessary.

Tracking will begin with the transmission of the item to the selected Division
Lessons Learned Coordinators. The system will be used to alert the Site Coordinator
when 30-Day Reports are delinquent. All corrective actions reported by the Division
Coordinators will be tracked through completion of the sction. Completion will be
reported in writing by the Division Coordinator in the Quarterly Report following
completion of the corrective action. Anitern will be considered open at the site level
until all Division Coordinators have reported it as being complete.

The tracking system will be used to develop statisties for the Semi-Annual Lessons
Learned Reports. Auachments 5 and 6 show examples of the statistics that will be
maintained through the tracking system.

5.8  Review of Other Documents

On occasion, items may be sent 1o OCIS for lessons learned evaluation (not part of
Attachment 1) which may have potential applicability to WSRC facilities. These will
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be screened and distributed to WSRC Divisions on a case-by-case basis at the
discretion of the SLLC.

5.9  Lessons Leamed Personnel Qualifications

OCIS Document Reviewers and Checkers shall have 2 bachelors degree in the
physical sciences or engineering with a minimum of 5 years nuclear industry
experience and shall be trained in the use of this procedure. Reference 7.7 lists
training requirements that must also be met for Document Reviewers and Checkers.

5.10 Site Lessons Leamned Committee

Meetings are held periodically between the SLLC, DLLC, and the OCIS Document
Reviewers to discuss the status of transmittals in Section 5.5.1 through 5.5.3 which
helps the SLLC determine if any of these issues need to be reviewed by the SSRC.
This meeting is designated as the Site Lessons Learned Committee Meeting. DLLCs
also discuss any problems they are having and actions are formulated to resolve these
problems.

QCIS develops and mails the meeting agenda, chairs the meeting, and issues meeting
minutes upon approval by the SLLC.

5.11 Site Safety Review Cormmittee

The SLLC attends the SSRC meetings, presents lessons learned issues to the
committee for further review, and provides 4 periodic status of the Lessons Leamned
Program. Lessons leamned items may be informally sent to the SSRC chairperson by
the SLLC; however, items determined to require SSRC review are sent by the SLLC
to the SSRC chairperson utilizing Attachment 3. The SSRC chairperson is
responsible for evaluating items for sitewide applicability and need for corrective
action, The chairperson completes the Attachment 3 form with the evaluation results
and transmits it to the SLLC for final closure, If further action becomes necessary,
then the SLLC works with the SSRC chairperson to complete the action.
Additionally, Directives must be approved by the SSRC prior to submittal to the
WSRC President.

5.12 Employee Input

A telephone hotline, H-LINE, (644-5463) has been established and publicized to
encourage all SRS employees to submit lessons learned items to OCIS for their
revicw and possible dissemination. There are valuable lessons leamed which have
not been documented and it is the intent of this hotline to tap this resource.

5.13  OCIS Oversight

OCIS will periodically monitor the Site Lessons Learned Program by reviewing
Division procedures, evaluations, corrective action development and implementation,
etc., for the purpose of improving program cffectiveness and consistency. Results
of the oversight effort will be documented in special reports or the Semi-Annual
Lessons Leamed Reports.
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5.14 Effectiveness Reviews

Independent effectiveness reviews of the Lessons Leamed Program are required to
help ensure adequate implementation. The independent review of this program will
be done triennially by WSRC organization chosen by the WSRC President. The
review of the WSRC Division Lessons Learned Programs will be done as a part of
the Annual Self Assessment Program,

6.0 RECORDS RETENTION

7.0

6.1  The Lessons Learned Package shall consist of the reviewed document, completed
Attachment 2 (if required) and any other pertinent information used in the disposition
of an item. A copy of the completed Attachment 2 form along with the document
reviewed and transmittals are retained in OCIS files for two years.

6.2 A computer database composed of logs, similar to the Attachment 2 form,
summarizing each Lessons Learned document review is maintained by the LLG
secretary. ’

6.3 Theoriginal Attachment 2 form shall be retained by Site Central Files for the life of
the plant.

REFERENCES

7.1  WSRC Management Policies Manual, WSRC-1-01, MP 4.19, "Lessons Leamed
Program”

7.2 DOE 5480.19, "Conduct of Operations Requirements for DOE Facilities”

7.3  DOE 5000.3B, "Occurrence Reporting and Processing System”

74  WSRC 1Q, "WSRC Quality Assurance Manual”

7.5 WSRC Management Requirements and Procedure, Manual 1B, MRP 4.09,
“Savannah River Site Issue Management”

7.6 WSRC Management Requirements and Procedure, Manuat 1B, MRP 4.14, “Lessons
Leamed Program”

77  Letter ESH-FSE-930573, Dated 6/16/93, "SRTC/AL-TSA-92 Action Closure, SA-
91\

7.8  WSRC Management Requirements and Procedure, Manual 1B, MRP 3.25, "Release
and Management of Scientific and Technical Information™

7.9  Letter from A. L. Schwallie to R. T. Begley, ET AL, WSR-93-0022, Dated 2/8/93,

“Site Lessons Leamed Program”
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7.10 WSRC Engincering and Engincered Services Procedure, Manual 1E, "Suspect Parts
Identification Program (SPIP)"

8.0 ATTACHMENTS

Attachment 1 - Types of Information to be Screeaed.

Attachment 2 - OCIS Lessons Learned Screening Form.

Attachment 3 - Potential Lessons Learmed to be Reviewed by Site Safety
Review Commitiee Screening Form

Attachment 4 - Divisions Participating in the Lessons Leamned Program

Atiachment § - Sample Tracking Chart Site Lessons Leamed Corrective Actions

Attachment 6 - Sample Tracking Chart Site Lessons Leamed Program Statistics

TABLES
8.7  Figure 1 - Flowchart of Transmittals from the Sitewide Lessons Learned Program
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ATTACHMENT 1
TYPES OF INFORMATION TO BE REVIEWED
RESPONSIBLE : SCREENING
SOQURCE GROUP HE EQRM USED
DOE LG Emergency and Unusual Occumence Reports Note 1
(all DOE facilities)
"SRS Div. Coord. All WSRC Occurrence Repoits Note 2
(Off-Normal, Unusual, and Emergency)
NRC LLG Bulletins Au 2
1LG Information Notices Aun 2
LLG * Selected NUREGs An 2
116G * Regulatory Guide changes A 2
and additions
LLG Generic Letters A2
LLG * SECY Letters A2
11G * Policy Statements Au2
PO LLG Nuclear Network Information Items Note 1
LLG Significant Operating Experience Reports Au2
LLG Significant BEvent Reports An2
LLG Significant.by Others Att2
OTHER 11.G * Vendor Bulletins An2
LG * Chemical Engineering A2
11LG _ *Chemical and Enginecring News A2
11LG ¥ Process Safety Progress Att2

* QOnly items that are potentially applicable to WSRC facilitics are screened as determined by the
Document Reviewers from title/synopsis screening. Those items determined to be not applicable
are not entered into the Lessons Learned Program.

Nate 1: These documeats do not require a second check and will use Antachment 2 form only for
potentially applicable items. Not Applicable items will be entered into the computer
database.

Note 2: Each Division is responsible for maintaining and filing their screening of WSRC occurrence
reports. Only reports transmitted by OCIS will have a completed Attachment 2 form.
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ATTACHMENT 2 -
OCIS OPERATING EXPERIENCE REVIEW
SCAEENING AND DATA COLLECTIONS EOpus
Ocautrance fRapan Patl Pant2 {mpacts '
Number: {Repod Rumbar ] Baquence Humber 1 Nurbe 1

Oocument The  [Tia of Docurment

Briel Descaption: [Desenption of Document including 2 ustification for applicabuy of nonapplcabiy

Date Discoveesd: [ ) Tna Olscavered [ ] 24“90‘\” {Type (Unusuat, HRG, N00) |

4°Other’, gve  [eywords are sotered hace i
daescription:
oy TS OSA Mo
Salety Significanca; Typs Viclation: .
ton-Saisty Significance. D D # none, mark Hooe box.
: Othar violation
description:
I
{anial [t \[iizdes ] [Tees ) Ras ) ReR] ] FJy EIw
00sy [ 311 O Oy O
e [ 1! 3 O3 OOy Ow
Fosd 33 . Oy Os
tenerto:  [Filw £ Letiscis Genersted ] Lettesto: | —
Lener Numb . {FSES Lenee Number 1 Letter umb 1 J

LearDate, (1172453 i LenerDate: [}

Commants: {Transmual Used e Ditectve, Bukatn, HNodxcanon eic. H the sem s 2pphcable, “x” | and raquass action chack this
box, #the dem 15 appicable, %", check thug bax, I the Lem s not applicatia, 727, input the cause code nomber 1

thal S baca
1s a Root Cause Regort Necessany? | l Yes { i No Was tha Root Causa Analfysis Acceptable? D Yas { I ]
Note. ¥ the OR is an Emergency o Unusual, ar has potennalor  Was a Contact tMade? D Yas D to

actuat significance cf A-E. 2 100t C2U3S 14DOM 15 08CESI Y.

< v
Commanis. ]
i
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The following guidelines will be used to help the document reviewer to determine
whether any of the information contained in the document being screened is
applicable to WSRC facilities: . .

- Do WSRC facilities utilize the same equipment (safety, production, monitoring, etc.) described
in the document being screened?

- Do WSRC facilities employ the same designs described in the document being screened?

- Do WSRC facilities utilize a similar administrative or management control system described in
the document being screened?

- Do WSRC facilities use, store, or produce the same or similar chemicals/products described in
the document being screened? :

- Are the same activities or operations described in the document being screened present at any of
the WSRC facilities?

- Do WSRC facilities follow the same regulations/codes/standards described in the document
being screened?

- Is there the opportunity for a similar problem or situation to exist within any of the WSRC
facilities?

The following codes will be used for all items determined to be "not applicable” to
WSRC Facilities:

1. NRCregulatory issue applicable only to licensees.
No SRS facility safety potental,
Systems, conditions and/or processes not applicable to SRS facilities.

Failure of site specific administrative controls or systems.

b

Occurrence unique to a specific facility.

6. No lesson to be learned from this event.

The following guidelines will be used to help the document reviewer to determine

whether any of the information contained in the document being screened is a

suspect part: '
- Failure by the supplier to identify a refurbished or remanufactured pan as such

- Counterfeiting or imitation of a part with the intent to deceive
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Manufacturing defects that can Iead to malfunctions of a part in an application for whx:h it was
designed or specified

When material substittion is made and not so documented,
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ATTACHMENT 3
POTENTIAL LESSONS LEARNED TO BE REVIEWED BY SSRC
{Completed by OCIS)
Item Number:
Title/Issue:

Recommended to SSRC:
Date: Priority:
Requested Action by SSRC:

(Completed by SSRC Secretary)
SSRC Response:

Meeting Date:
Committee Direcled Action:
Discussion/Follow up Actions:

Closure:
Date Closed/Memo:
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Instructi ( leting Attact 3
OCIS SECTION:

Item Number -- A sequential number starting with the year (i.e. 93-1)
Title .- Title of the potential issue

Date - Date sent to the SSRC chairperson

Priority -~ Defines whether an item can be deferred until the next meeting or action is required
sooner

Requested Action -- Defines the reason the committee is reviewing the item (i.e. review for
possible directive/bulletin, general review, efc.)

SSRC SECTION:
Meeting Date - Date the issue was initially discussed

Directed Action -- Defines what committee action is consistent with the Lessons Learned
Program (i.e., will be issued in a directive, bulletin, notification, or other means).

Discussion/Follow-up Actions -- For those issues that cannot be resolved in one meeting,
this will provide a space to define how they will be resolved.

CLOSURE:

Date Closed/Memio -- The date and letter number which closes the issue.
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ATTACHMENT 4

DIVISIONS PARTICIPATING IN THE LESSONS LEARNED PROGRAM
1. Administration and Logistics Division
Chief Financial Officer Division
Economic Development Division

2

3

4. Engineering and Construction Services Division
5. Environment, Safety, Health and Quality Assurance
6. High Level Waste Division

7. Human Resources Division

8. Internal Oversight Division

9. Nuclear Materials Processing Division

10. Operations Training and Assessment Division
11. Reactor Restart Division ’

12. Safepuards Security and Emergeacy Services
13. Savannah River Technology Center

14. Site Services Division

15. Solid Waste and Environmental Restoration
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ATTACHMENT 5

ITEM# ITOPIC DIVISION CORRECTIVE ACTIONS DUE DATE
N.94-05-1 |Heat Tracing Tepe Misapplication S50 {Required Reading (CSWE) _ } COMPLETE
RD A walkdown will be performed (o ses if condition exists. {(FS)} TR1O4
N-94-05-2 | Beta Smear Counter Calibration SSh {Inspected Planchers, no breaches found (ANALAB) COMPLETE
N-94-06-1 |Hiyster Lift Truek Retrofit Kit HLW  {Two Hyster Lift Trocks Identified, retrofit kits on arder 22885
SRTC |Onc Hyster Lift Truck identifisd, retrofit kiton order (TNX) 202885
EPD  |Searched equipment, no such tracks found  (Construction) COMPLETE
N-94-08-4 | Sealed Tank Voltage Regulators ADMIN {Searched database, none found, none issued COMPLETE
HLW _|Search indicatsd thet none existin HLW COMPLETE
RD  [Search indicated thet sone existinRD COMPLETE
N-94-08-5 {Square-D Instrument potential forme] ADMIN |Searched performed, one found, in good shape COMPLETE
S$D  [Required Reading (CSWE) COMPLETE
N-94-08-6 |Powell Flanged Gate Valves NMPD  |Sesrched of dambases and spare parts, 2 found and removed COMPLETE
SWER |Determine if any of the Fowell valves exe made in China (SW) 82954
ADMIN |Search found 298 valves, walkdown showed none from China COMPLETE
. HLW  {Perform MEL search 9154
8944  |Degraded System Support Poles ADMIN |Inspecied inventory of suppert poles by CSWE (Stores) COMFLETE
HLW  |H-Ares completed pole inspection, results forwarded to Power Dept. § COMPLETE
$5D  {Reguired Reading (CSWE) COMPLETE
SWER |Polesto be inspectod (SW) 93094
RD | Develop PM inspection schedsle to inspect poles 973094
SRTC |SRTC walkdown complete, defective poles Jocated COMPLETE
B.94-5  |Followup on Acid Line Failure SRTC  |Identified system pipes, 1o establish NDE inspection (TNX) 211094
B94-6  |Incomrect Breathing Air Piping RD  |Perform walkdown and repair as necessary (FS) 81554
SRTC  {Completed review and walkdown of Breathing Air System (773) COMPLETE
SSD  {Required Reading (CSWE) COMPLETE
NMPD | Walkdown BA system and verify Verification Records  (Sep) 9M6/94
NMPD | Walkdown HP boltle stations and verify Verification kecords (Trit) 920194
D-94-1 Polycasbonate Bowls ADMIN Removed 63 bowls from stores COMPLETE
HLW  [Replaced 26 bowls with metal bowls COMPLETE
_ EPD__ [Removed 11 bowls from service, replaced 34 bowls with metal bowls COMPLETE
SWER _[Replaced 2 bowls with metal bowls o | comrLETE
_NMID IRemoved | bowl from sesvice, replace 112 bowls with mctal bowls 81598
SSD__|Replace 178 bawls with metal bowls P, COMPLETE
SSES _{Completely enclosc 2bowls IR 11T
RD __ |Rtemoved 204 bowds frum scrvice, replace 103 bowls wub meutbowls | unsms
SRTLC  {Removed 11 bowls from service, replace 102 bawls with mets! bowls 0895
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ATTACHMENT ¢
DIVISION NMPD | SW&ER
# of Items Transmitted to the DLLC ) 45 43
Items not responded to by end of guarter 0 0
Ttems under going cvaluation by Division Contacts 20 9
Items Closed 25 (56%) 34 (TI%)}
Items Determined Not Applicable by the DLLC 8 0
Trems Closed by Division Contacts - 17 34
# of Items Transmitted to Division Contacts by end of the quarter 37 43
Ytems with No Corrective Actions determined by end of the quarter 21 32
Items with Corrective Actions determined by end of the quarter 16 1t
Ttems with Corrective Actions closed 12 9
Tterns with Corrective Actions averdue 0 0
DIVISION COORDINATOR NMPD | SWRER
Required Reports Submitted on Division Daily Occurrences, % 1 9% 93%
Number of 30 Day Reports required ‘ 45 43
Number of 30 Day Reports submitted 45 43
Number of 30 Day Reports submitied more than 10 days late 0 0
Average 30-Day Report response time, days 30 3
Quarterly Reports submitted (2) 12 YES 28 YES | 1n VES 2 VES
Quarterly Reports (2) submitted on time, (< 10 days late) 1R YES 24 YES| 15t YES 2od VES
Site Lessons Leamed Committee Meecting Aucndance, % . 100% 83%
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GUIDE FOR WRITING POTENTIAL LESSONS (PLL)

INTRODUCTION

In order to establish control and ensure consistency in the Lessons Learned program, PLLs are
submitted through ALD/LSE. The PLL must be structured into the proper format in accordance with

this writing guide before receiving final approval. PLLs may be submitted on plain bond paper or on AF
Form 1251, "Potential Lessons Learned Submittal Record" (Atch 1).

This guide was prepared to give writers of potential lessons an insight into the proper format and
instructions necessary for writing good lessons. The guide emphasizes the need to properly complete the AF
Form 1251. The form included in this guide may be locally reproduced. Potential lessons may contain
reference to programs, weapon systems or contractors associated with those programs/weapon

systems.

BACKGROUND

A lesson learned is defined as "a recorded experience of proven value in conducting future programs
or modifications." To realize this value, a lesson must be recorded and entered into the data base before it can
be applied in any learning process. The sources of these lessons are numerous - program offices, labs,
reports, product improvement efforts, and flightline, intermediate, and depot maintenance personnel,
headquarters managers, etc. After PLLs are submitted to ALD/LSE, functional specialists (validators)
analyze the experiences and provide the research necessary to document whether the lesson should be
recorded in the data base. Validated lessons are entered into the data base where they can be retrieved
electronically and applied in other programs.

CRITERIA

The first question that an individual writing a lesson must ask is "Can someone else learn from my
experience?" Answering this question involves an analysis of the potential lesson based on the criteria.that a .
potential lesson must be beneficial, valid, and applicable. %

To be beneficial, it must have a readily recognized impact within the Air Force, and it should provide
a helpful reminder to the reader. In other words, there must be a reasonable possibility that a
designer/manager will repeat the same mistake. However, a lesson does not necessarily have to be about a
problem or a mistake. It can be a positive lesson concerning an innovative technique or a new design that can
save money and man-hours, or improve supportability/reliability.

To be yalid, a potential lesson must be factually and logically correct. For example, it is valid to say
that "significant cost savings have been realized through use of the impingement spray technique for final
cleaning of precision piece parts." This statement is supportable because documentation was submitted with
the lesson. However, a design or process that is merely thought to be superior but which has never been
tested does not constitute a proven experience of value in conducting future programs.

Finally, a potential lesson must be applicable. It should not tell the manager/designer to "build a

simulator system to the lowest life cycle cost." No one is going to consciously bring an insupportable system
into the Air Force inventory. This unfortunate phenomenon usually results from a multitude of uninformed
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decisions during the acquisition process. For this reason, the lesson must identify a specific management or
design decision which has a potential for reducing support costs. On the other hand, the lesson must not set
forth an action which cannot be applied. For example, changes in a specific accounting or contracting
technique may occasionally seem advantageous to the Air Force. However, if such a change is inconsistent
with existing law or regulations, then it would not constitute an applicable lesson within the Air Force.

A potential lesson that fails to meet any of the three foregoing criteria should not be submitted.
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INSTRUCTIONS FOR COMPLETING AF FORM 1251
TOPIC:
Use a brief topic (one to two lines) that accurately describes the contents of the lesson.
LESSON LEARNED:

One or two sentences stating the single most important finding. This Statement must show a "cause
and effect" relationship.

PROBLEM:

A concise, general statement (preferably no longer than one or two sentences) describing what went
wrong. If writing a positive lesson, enter "none."

DISCUSSION:

Describe the situation, giving a complete, concise account of the findings as they relate to the
specific situation, procedure or design. This account is usually one to three paragraphs in length.

RECOMMENDED ACTION:

This part of the lesson must provide the reader with a course of action and tell who should take the
action (program manager, contracting officer, etc.), when the action should be taken (i.e., during what
program phase (concept exploration & definition, engineering & manufacturing development, production &

deployment, etc.) If it is an acquisition or logistics-related lesson). This statement should identify
"what,who,when."

**NOTES: If acronyms are used, be sure to spell them out the first time they are used.

If additional space is needed for pertinent information, attach a Sheet to the AF Form 1251.
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EXAMPLES
Wiien writing potentlal lessons, writers seent to have the most difficulty writing the LESSON
LEARNED and RECOMMENDED ACTION statements. The following are examples of both the correct
and incotrect way to write thiose portions of potential lessons.
EXAMPLE OF A CORRECT LESSON LEARNED STATEMENT
LESSON LEARNED:

Inadequately designed heat removal systems and lack of status monitoring of critical equipment
cooling can result in data errors and equipment failure or damage.

(Shows a "cause and effect" relationship.)
EXAMPLE OF AN INCORRECT LESSON LEARNED STATEMENT
LESSON LEARNED:
There should be one Quality Assurance organization for the entire project.
(Statement is very vague and c'loes not show a "cause and effect" relationship.)
EXAMPLE OF A CORRECT RECOMMENDED ACTION STATEMENT

RECOMMENDED ACTION:

Prior to entering full scale development, the Deputy Program Manager for Logistics/Technical Order

Management Agency (DPML/TOMA) should prepare plans for the acquisition of technical orders. To
accomplish this, the DPML/TOMA must draw upon knowledgeable, experienced personnel, both within and

outside of the program. The prime points of contact to assure proper consultation are HQ USAF/LEYE. HQ
AFSC/PLIM or ALD/LSG.
(Tells "when, whd, what" should be done.)
EXAMPLE OF AN INCORRECT RECOMMENDED ACTION STATEMENT
RECOMMENDED ACTION:
Implement a policy or letter of direction defining Aerospace COE standards for construction projects
and-allowing AFQA to "help" document the work being formed. Include this with the SOW for all high tech

construction projects down to the subcontractor level.

(Does not say who should implement policy or "when" it should be done. Also, the acronyms were not
spelled out.)
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APPENDIX IV
COMMUNICATIONS MATERIAL

Appendix IV provides an example of material that can be used to communicate information about a
lessons learned program. The document provided is a Lessons Learned Program Guide used to
communicate key points and contact information regarding the Martin Marietta Energy Systems (now

Lockheed-Martin) Lessons Learned Program. Articles, flyers and other materials can be effectively used to
inform staff about the program and to encourage participation.
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Lessons Learned
Sharing Experiences with Others

For detailed requirements of the Lessons Leamed and Alerls Program,
refer to QA-16.3

What are Lessons Learned?

“Lessons Learned” are experiences, examples, observations, or positive insights
that constitute a *good work practice or define and identify the solutionto an
issue which could be of benefit to other Energy Systems organizations or DOE
Sites.

What is an Alert?

An "Alert" is a Lessons Learned from a significant issue or experience that has
environmental, safety, health, or quality implications, or which identifies a
significantimprovement area. An Alert may require management action and
feedback to ensure that the problem or issue has been resolved, or that the
improvement has been incorporated.

Why do we issue Lessons Learned or Alerts?

Lessons Leamed and Alerts are documented and issued to provide a method
ofsharing experienceswith othersto hopefully avoidrepeating similarproblems/
mistakes andto share proactive approaches to improve efficiency and avoid
potential problems. Wide sharing of your problems or successes may help
someone else avoid asimilarsituation in the future—and it may help reduce our
operating costs.

Who can generate a Lessons Learned?

Anyone can and should!!
If you have found an approach to handling a situation which others may
benefit from, have experienced a significant problem or been involved in a
hazardous situation--or know of one which has occumed, you can initiate a
Lessons Learned using information contained in this guide or by contacting
one of the Lessons Learned Program Managers.

Lessons Learned Program Guide
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What are typical sources of Lessons Learned?

- Ddlly activities and experiences
- Occurrence and Incident Reports
- Within MMES
- From other DOE Contractors
- Assessment Issues
- Operational Readiness Reviews
- Performance or process improvement initlafives
- Govemment and Industry experiences
- Technical perodicals and bulletins
- Project completion evaluations

How do | submit a Lessons Learned?

To submit a Lessons Leamed, complete the Lessons Leamed form which can be

~ obtalned by either contacting a Lessons Leamed Program Manager or thru ALL-IN-1 by
typing "‘A1FORMS®. After you have compiled the information, it will be valldated by a
technical expert In the area to which the Lesson pertains prior to actual enfry In the
Lessons Leamed Information System. Be sure to have it evaluated for classificalion
PRIOR to entry on any computer system.

Helpful tips for writing a Lesson

- Be consise and brief in the description of the Lesson and
recommendations

- Include examples which indicate scope of applicability

- Ildentify sources for additional information or reference

- Spell out acronyms

- Include contact person for follow-up information

- Obtain classification review prior to entry on any computer system

Refer to the Lessons Leamed Form Instructions in VIX for additional details.

Printing a Lessons Learned

To print a Lesson Learned or any of the information contalned in the Lessons Leamed
Information System, enter a <GOLD S> followed by a <GOLD W> and the Lesson or
Information you are cumrently viewing will be printed. See the VTX End User Help option
on the main VIX menu for additional information on printing from VX

Lessons Learned Program Guide
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How do | find previously issued Lessons Learned?

AliLessonsLearned and Alertsare enteredinto the LessonsLeamed Information
System, whichis available via VTX on MMES computer networks. These lessons
may be helpful when developing new programs or procedures, proposing
new corrective actions, oridentifying methods previously proven effective for
similar situations. To access historical lessons:

- Logon to your MMES computer account

- Atthe system $ prompt, type VIX

- Selectthe Energy Systems Lessons Leamed option from the VIXmenu

The Lessons Leamed Information System has several options you can
choose from:
. Lessons Leamed Word Search provides the capability to locate lessons
contalning a word you supply.
Lessons Leamed Category Search provides the capability to locate lessons
from a predefined list of categories.
. Last 30 Days Entries provides a listing of new Lessons Leamed.
Lessons Leamed Program Confacts provides a current listing of the Lessons
Learned Help contacts and divisional coordinators.
Validators by Organization provides a listing of technical personnel who are
approved to valldate new Lessons Leamed.
Lessons Leamed Input Form Instructions provides guidance on completing
the Lessons Leamed Fomm to submit a new lesson.
Blank Lessons Leamed Input Form provides a form which can be printed to
submit a new lesson.
8. Printing a Lessons Leamed provides instructions on how to print a hard-copy
of a Lessons Leamed.
9. Help in Using the Lessons Leamed System provides step-by-step Instructions-
for using the Lessons Learned System.

—

o o Be N

N

Need more information?

If you need additional information regarding the Lessons Learned Program, or
have an experience which you believe should be shared with others via a
Lessons Learned, consult the Lessons Leamed and Alerts Program Procedure.,
QA-16.3, or contact one of the Lessons Learned Program Managers:

ERWM: R. K. Gupta (4-1057) Y-12 & MMES: J. C. Bell (6-8011)
ORNL: A. L Wachs (4-2343) Central Org:  P. L. Johnson (4-9365)
or send an e-mail to LESSONSLRND

10
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OFFICIAL USE ONLY
LESSONS LEARNED FORM
Title:
Category: Date Submitted:
Subcategory: Date Validated:
Site: Division:
Originator: Validator:
Program Manager:
Lesson Leamed:
Problem/Issue:
Discussion:
Resolution:
References:
Keywords:
Contains NO Classifled Data
Authorized Derivative Classifier
Should this Lesson Leamed be reviewed periodically for obsolescence of data?
Yeos No
If YES, what should be the review interval?
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APPENDIX V
AIR FORCE LESSONS LEARNED VALIDATOR'S GUIDE

Appendix V provides an example of a lessons learned validation process that has been implemented as
part of the Air Force Lessons Learned Program. The Air force Validator's Guide was prepared to provide
validators with the proper format, instructions and samples for validating potential lessons learned. It also
includes criterla for determining what is and what is not a valid lesson learned.
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AIR FORCE LESSONS LEARNED PROGRAM

"Fingertip Accessibility to Experience"
(FATE)

LESSONS LEARNED VALIDATOR'S GUIDE

Published by
THE AIR FORCE LESSONS LEARNED PROGRAM MAY 1993

ADDRESS INQUIRIES TO:
ASC/CYN, BLDG 17
2060 MONAHAN WAY
Wright-Patterson AFB, OH 45433-6503
DSN: 785-3454
COMMERCIAL: (513) 255-3454
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INTRODUCTION

In order to establish control and ensure consistency in the program, potential lessons learned (PLL}) are
submitted through ASC/CYM. PLLs may be submitted on plain bond paper, on AF Form IZ51 {available
from ASC/CYM). Upon receipt, PLLs wilt be assigned by the Lessons Learned (LL) staff to the project
(validation) office having primary functional responsibility for the area covered by the PLL. The project
(validation) office will designate 2 functional specialist (validator) to analyze, validate and rewrite (if
necessary) the lesson. Also, we receive lessons that have been written and validated by offices with which
we have established a Memorandum of Agreement/Letter of Agreement. These lessons require no further
validation. The PLI must be structured into the proper lessons learned format (see page 7) in accordance
with this guide before receiving final approval from senior level management (ColV/GH-15).

This guide was prepared to give validators the proper format, instructions and samples for validating
potential lessons. The guide emphasizes the need to properly complete the AFLC Form 8013 {"Lessons
Learned Worksheet"), the validation check list, and attach pertinent information as back-up material. The
AFLC Form 8015 must contain a summary of all the information gathered by the validator in the process
of researching the potential lesson to determine its validity. Samples of the three types of lessons {Lesson
Learned, Rewrite and No Lesson Learned) are included in this guide.
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GUIDE FOR VALIDATING POTENTIAL LESSONS LEARNED

BACKGROUND

A lesson learned is defined as "a recorded experience of proven value in conducting future programs and
modifications." To realize this value, a lesson must be recorded, validated and entered into the data base
before it can be applied in any learning process. The sources of lessons are numerous - program offices,
labs, reports, product improvement efforts and flightline, intermediate and depot level maintenance
personnel, etc. Functional specialists (validators) analyze these potential lessons and conduct the research
necessary to document whether a lesson is valid. Validated lessons are entered into the data base where
they can be retrieved electronically and applied to other programs. Potential lessons may contain
references to programs, weapon systems or contractors associated with those programs/weapon systems.

CRITERIA

The first question an individual researching a potential lesson must ask is "Can someone else learn from
this experience?" Answering this question involves an analysis of the potential lesson based-on the criteria
that it must be beneficial, valid and applicable.

To be beneficial, it must have a readily recognized impact within the Air Force. It should provide a helpful
reminder to the reader. In other words, there must be a reasonable possibility that a designer or manager
could repeat the same mistake. However, a lesson does not necessarily have to be about a problem or a
mistake. It can be a positive lesson (Best Practice) concerning an innovative technique or a new design
that can save money and man-hours or improve supportability/reliability.

To be valid, a potential lesson must be factual and logical. For example, it is valid to say that "significant
cost savings have been realized through the use of the impingement spray technique for final cleaning of
precision piece parts." This statement is supportable because documentation was submitted with the lesson
learned. However, a design or process that is merely thought to be superior, but which has never been
tested, does not constitute a "proven experience of value in conducting future programs."

Finally, a potential lesson must be applicable. It should not tell the manager/designer to "build a simulator
system to the lowest life cycle cost." No one is going to consciously bring an insupportable system into the
inventory. This unfortunate phenomenon usually results from a multitude of uninformed decisions during
the acquisition process. For this reason, the lesson must identify a specific management or design decision
which has a potential for reducing support costs. On the other hand, the lesson must not set forth an action
which cannot be applied. For example, changes in a specific accounting or contracting technique may
seem advantageous to the Department of Defense (DOD). However, if such a change is inconsistent with
existing law or regulations, then it would not have applicability within the DOD.

A potential lesson that fails to meet any of the three foregoing criteria should be treated as a "no lesson
learned." If the lesson meets all the criteria and is not already documented in the data base, it should be
validated as a "lesson learned." If the lesson is similar to one that is already contained in the data base, it
may be added to the existing lesson as a "rewrite" to help substantiate it or added to the lesson folder as
additional back-up information.

A validation check list will be included with each PLL that is forwarded for validation. The validator will'
complete the check list and return it along with the completed AFLC Form 8015.

In the process of validating a potential lesson, the validator will determine the adequacy of
policy/regulations covering the lesson learned content and ensure any inadequacies are corrected.

{
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INSTRUCTIONS FOR COMPLETING AFLC FORM 3015
Fill in the appropriate blocks as follows:
*NOTE: Blocks 1 and 8 are completed by ASC/CYM..
*1. LESSON NUMBER: (Assigned. by ASC/CYM).
2. STATUS: (Examples of the following types can be found in this guide).

Lesson Learned - This block will be checked if the validator determines that this is a valid lesson..

Lesson Rewrite - This block will be checked when the validator adds information from the potential
lesson to a similar lesson found during a data base search. (The existing lesson will be included in the file).

No Lesson Learned - This block will be checked when the potential lesson does not meet the criteria (is.
not valid) or is a duplicate of a lesson already in the data base.

3. TOPIC: Use the topic shown on the PLL or change it to better reflect the content of the PLL.

4. IMPACT AREAS: Enter the impact area(s) and impact area number(s) to which the lesson
pertains. More than one area may be used on the same lesson. The impact areas are listed on Atch 1. If
the lesson is a "No Lesson Learned," leave this space blank.

5. ENTER IN ACQUISITION MODEL YES  NO FUNCTIONAL AREA
FM/PK/XR/EN/DO/AL: Mark appropriate block. If you feel it should be in the Air Force Acquisition
Model circle the appropriate functional area(s). Those selected will be forwarded to the appropriate
functional area for a final decision.

6. PROGRAM PHASE: Enter the phase of a program during which the lesson can best be applied.
The five program phases are: Concept Exploration & Definition (includes Pre-conceptual),
Demonstration & Validation, Engineering & Engineering & Manufacturing, Development, Production &
Deployment and Operations & Support. If the lesson is a "No Lesson Learned" or is non-acquisition or
non-logistics related, enter "N/A."

7. VALIDATOR: Enter your name, office symbol and telephone extension. When rewriting a
lesson, include the name of the original validator, as well (if available).

*8. SOURCE OF ORIGIN (of the potential lesson): This refers to the original submitter of the PLL
and is entered by ASC/CYM.

9. REFERENCES: List people contacted and documents used as sources of information during your
research. Include full names, office symbols, addresses.and DSN numbers. It is the validator's
responsibility to seek out other functional experts within, as well as outside their organization to ensure the
validity of the information in the potential lesson. Documents reviewed and persons contacted should be
commented on in block 10-3 (Analysis Section). The lesson submitter should be contacted, whenever
possible, to discuss the content of the PLL. You must also enter this information for a "No Lesson
Learned"

Yaeta
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10. ANALYSIS: List comments on the course of your research and analysis of the potential lesson.
Complete the block as follows:

A. The validator will search the data base to determine whether any similar lessons are on
file. If no lessons-are found, write "NONE" in block 10-A.

B. If an identical or similar lesson is found, list the number(s) and comment on the
applicability of the lesson(s) in block- 10-B.

C. Summary of the Analysis:
(1) This will be used as historical back-up material when needed.

(2) A concise statement of émy pertinent discussions of the subject with the lesson
submitter, system program office, equipment specialist, system manager, item manager, engineer, deputy
program manager for logistics, integrated logistics support manager, contracting specialist, etc.

(3) Comment on any documents listed in Block 9 (References). When any document or
excerpt from a document is included in the lesson folder as back-up material, it must be referred to as Atch
1, Atch 2, etc.

(4) Comment on any lesson(s) found when the data base was searched. Decide at this
point if your potential lesson is identical to an existing lesson or determined to be not valid (No Lesson
Learned); to be combined with an existing lesson (Rewrite); or accepted as a valid Lesson Learned (see
Block 2, Status).

NOTE: A copy of the completed AFLC 8015 (showing the validator's name) will be provided to
the submitter of the lesson when he/she is notified of the disposition of the submitted potential lesson.

11. Signature of Project Officer/Validator: Validator will sign this block.
12. Date: Date validator completes the form.

13. Director/Project Office Coordination: Signature of validator's supervisor (no lower than directorate
level). Signature verifies supervisor's approval.

14. Date: Date supervisor signs the form.
15. Senior Level Management Approval (Col/GM-15). Signature verifies approval.
16. Date. Date Senior Level Manager approves validator's analysis.

17-19. Used by project office to inform ASC/CYM that the potential lesson should be rerouted to another
organization for validation, and where it should be rerouted to.
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IMPACT AREAS
IMPACT AREAS (ALPHA LISTING)
AS OF 1 MAY 1993

AUTOMATED INFORMATION SYSTEMS
AVIONICS

BLUE TWO VISITS

COMPOSITES

COMPUTER RESOURCES (SUPPORT)
CONFIGURATION MANAGEMENT
CONTRACT ADMINISTRATION
CONTRACTING

CORROSION CONTROL

DATA MANAGEMENT

DESERT SHIELD/STORM

ENERGY MANAGEMENT
ENGINEERING

ENGINEERING DATA (TECH. DATA)
ENVIRONMENTAL MANAGEMENT
EXPERT SYSTEMS/Al

FACILITIES

FACTS (Fasteners, Actuators etc.)
FOREIGN MILITARY SALES
FUNDING (LOGISTICS SUPPORT)
HAZARDOUS MATERIALS

HUMAN FACTORS ENGINEERING
IDENTIFICATION

LIFE CYCLE COST

LOGISTICS ASSESSMENT
LOGISTICS MAT. INFO. SUPPORT
LOGISTICS SUPPORT ANALYSIS
MAINTENANCE CONCEPT (PLANNING)
MANPOWER REQUIREMENTS
MANUFACTURING

MATERIALS

MODIFICATION PLANNING
OPERATIONAL REQUIREMENTS
OPERATIONS

ORDNANCE

PACKAGING, HANDLING, STORAGE + TRANSP
PERSONNEL

PROGRAM CONTROL

PROGRAM MANAGEMENT
PROGRAM MANAGERS CONCERNS
PROGRAM MAT. RESP. TRANSFER
PROPULSION SYSTEMS
PROVISIONING

Lessons Learned Handbook:
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QUALITY ASSURANCE
RELIABILITY & MAINTAINABILITY
REPAIR TECHNIQUES
SAFETY
SECURITY
SOFTWARE :
SOFTWARE MANAGEMENT
SOURCE SELECTION
SUPPLY SUPPORT
SUPPORT EQUIPMENT
SURVIVABILITY
SYSTEMS INTEGRATION (HARDWARE)
SYSTEMS INTEGRATION (MANAGEMENT)
TECHNICAL ORDERS (TECH. DATA)
TECHTAP
TECHTIP :
TEST AND EVALUATION

. TEST EQUIPMENT
TOTAL QUALITY MANAGEMENT (TOM)
TRAINERS/SIMULATORS
TRAINING AND TRAINING SUPPORT
TREATIES
WARRANTIES

NOTE: The assignment of IMPACT AREA is at the validators call and may be more than one area.
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FORMAT FOR LESSONS LEARNED
*NOTE: The potential lesson must conform to the following format (AF Form 1251, Jan 90, may be used
to submit lessons). The potential lesson may contain references to weapon systems or programs and
contractors associated with those weapon systems/programs.

TOPIC: (Use a brief topic (one or two lines) that accurately describes the content of the lesson.)

LESSON LEARNED: (One or two sentences stating the single most important finding. It must show &
"cause and effect" relationship.)

PROBLEM: (A concise statement (preferably no longer than one or two sentences) describing what went
wrong. If writing a positive lesson, enter "NONE.")

DISCUSSION: (Describe the situation, giving a complete, concise account of the findings as they relate to
the specific situation, procedure or design. This account usually consists of one to three paragraphs.

RECOMMENDED ACTION: (This part of the lesson learned must provide the reader with a course of
action and tell who should take what action (program manager, contracting officer, etc.). Show the
program phase (when) (Conceptual Exploration & Definition, Engineering & Manufacturing
Development, etc., if it is an acquisition or logistics related lesson) in which this lesson should be applied.
This block should answer the questions "WHO, WHAT, WHEN .")

NOTES: If acronyms are used, be sure to spell them out the first time they are used.

If the Lesson Learned statement does not show a cause and effect relationship or if the Recommended
Action statement does not answer the questions 'who, what and when,' the validator will rewrite those

portions of the lesson to conform to this format.

We requested our legal department to review the Air Force Lessons Learned Program for the need to
comply with the Arms Export Control Act. Our consultations with them and our experience has
demonstrated that the data contained in the data base does not meef the- criteria or intent of the Act.

In order to broaden the base of availability of the program to our customers, each validator/writer is
responsible to ensure that no Classified or For Official Use Only data is included im their lessons Learned
submissions. The validator/writer of potential lessons must ensure that the proposed lesson(s) can not
matrix with other data to allow an unauthorized disclosure of sensitive data. The US Government assumes
no liability for direct patent infringement, or contributory patent infringement, or the misuse of technical
data.

The US Government does not warrant the adequacy, currency, or completeness of the technical data. The-
US Government assumes no liability for loss, damage, or injury resulting from manufacture, or use for any
purpose or any product, article, system, or material involving reliance of any or all technical data furnished
in response to the request for technical data.

The US Government does not sponsor nor promote any companies or products mentioned in the database.
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APPENDIX VI
FUNCTIONAL CATEGORIES

One or more functional category(s) should be assigned to each lesson learned prepared for electronic
dissemination. The functional category(s) indicate the general subject area(s) of the lesson learned and
facilitate indexing and accessing lessons learned information and analysis of related lessons. The
functional categories that have been selected for the DOE Lessons Learned Program may be expanded or
reduced, as necessary, to meet the needs of each individual organization.

The lessons learned functional categories are consistent with the categories established under the new
DOE Directives Classification System. These categories are based on criteria developed for the Malcolm
Baldridge Award. The Malcolm Baldridge Award recognizes U.S. companies that excel in quality
management and quality achievement. The Award was initiated on August 20, 1987, when the President
signed Public Law 100-107, the Malcolm Baldridge National Quality Improvement Act.

The Malcolm Baldridge Award is presented annually to up to six companies. The exact criteria used to
evaluate the applicants have been refined each year, with the trend toward requiring more detailed
information in fewer, but more important, areas. Many companies view the Malcolm Baldridge criteria as
a useful diagnostic tools for evaluating the effectiveness of their management practices.

The application of the Malcolm Baldridge criteria to the DOE Directives Classification System supports the
Department's strategic goal of improving its management practices. This goal is included in the DOE
strategic plan and is part of a 1995 performance agreement signed between the President and the
Secretary of Energy.

The old DOE Directives Classification System was based on a 1977 Department of Transportation model
that contained 51 main categories. The new model contains 5 main categories. These categories cover
key areas of DOE business and provide a consistent framework for categorizing DOE activities. Some of
the categories also include subcategories that support a lower level of detail. The lessons learned
functional categories are consistent with the Malcolm Baldridge criteria at top levels. The lower levels
have been aitered slightly to address lessons learned categories that were not covered in the Directives
Classification System.

To avolid the burden of using two separate classification systems, it is recommended that sites develop
systems that include the DOE functional categories provided below. Attached is the most recent version
of the DOE directives classification system and a cross-walk of old DOE Orders to the new classification
system. However, because this classification system is still evolving, it is important to obtain the most
current list from DOE's Office of Human Resources and Administration when developing lessons learned
programs and to keep functional categories current as the categories/subcategories change.
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DIRECTIVES CLASSIFICATION SYSTEM
100 LEADERSHIP/MANAGEMENT PLANNING

110  Organization and structure. Includes directives on authorities, functions, and internal
relationships.

120 Planning. Includes process for determining how best to do work, including strategic planning,
institutional and program planning, implementation planning, and economic analysis and forecasting.
This category does not include performance measurement, goal setting, and development of objectives.

120  General

121 Strategic Planning

122 Institutional Planning

123 Economic Forecasting
124 Implementation Planning

130 Budget. Includes the financial budgeting process. Staffing budgets are covered under the
Human Resources area.

130 General

131 Field Budget Process

132 Headquarters Consolidation Process
133 OMB Budget Process

134 Congressional Budget Review

135 Budget Execution

136 Allotments and Reprogramming

140 External Relationships. Includes overall processes for public relations, congressional relations,
intergovernmental affairs and agreements.

140  General

141 Public Relations

142 International Relations

143 Congressional and Domestic Intergovernmental Affairs

150 Emergency Management and Planning. Includes succession planning and planning for
operational emergencies.

150 General

151 Public Affairs in Emergencies

152 Governmental Emergencies

153 Operational, Energy, and External Emergencies

200  INFORMATION AND ANALYSIS

210 Performance Measures and Analysis. Includes establishment of contractor milestones and
Incentives, performance indicators, and tracking/trending.
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220  Assessments. Includes all types of audits, oversight, appraisal programs, and accident
investigations.

220 General

221 Inspector General Relations
222 GAO Assessments

223 Special Program Assessments
224  Accident Investigation

225 Audits and Appraisals

230 Reporting. Includes all cross-cutting reporting programs such as occurrence reporting. Reporting
requirements tied to a single area such as budgeting are covered under that category.

230 General

231 Safety and Health Reporting Requirements
232 Occurrence Reporting

233 Interagency Reporting Requirements

240 Records Management. Includes forms management, records disposition, and records
management.

240 General
241 Records Management
242 Forms Management

250 Standardization. Includes all aspects of how DOE issues policy, rules, directives, other
requirements, technical standards, and formal guidance both internally and to contractors; and how
exemptions are processed.

250 General

251 Policies, Orders, Notices, Manuals, and Guides (DOE Directives)
252 DOE Standards

253 Procedures

300 HUMAN RESOURCES

310 Human Resources Planning and Management. Includes staffing, planning, and budgeting; EEO;
and affirmative action programs.

310 General
311 EEO
312 Staffing Budgeting

320 Federal Employment. Includes employee recruitment, selection, placement, pay-setting, and
reductions in force for various types of employment.

320 General N
321 Employment



330

Lessons Learqed Handbook:
DOE-HDBK-7502-95

322  Pay Administration and Hours of Duty

323 Promotion

324 Priority Placement

325 Position Classification

326 Employee Suitability and Position Sensitivity

327 Employment Reductions in Senior Executive Service

Federal Employee Performance and Recognition. Includes performance appraisals, awards,

disciplinary actions, and removals for poor performance or cause.

340

330 General

331 Performance Appraisal
332 Incentive Awards

333 Work Force Discipline

Federal Employee Well-being and Satisfaction. Includes insurance and retirement, employee

counseling and medical programs, drug testing, employee pa