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1. PURPOSE

This procedure provides the minimum requirements for training, indoctrination and documentation for [Name of Univesity].
Training and indoctrination is necessary to ensure students and researchers performing work for [Name of Univesity] possess the experience, knowledge, skills and abilities that are necessary to discharge their assigned responsibilities under the contract statement of work.
2. APPLICABILITY

This procedure applies to universities and their students, staff and any lower tier subcontractor/suppliers for work when specified by a contract or purchase order. Supplemental requirements may be specified for all or part of the work scope as determined to be appropriate by the university.
3. REQUIREMENTS

	Performer
	Responsibilities

	University
	Provide training to the students, staff and researchers as necessary to perform their research.

Maintain documentation of training and indoctrination.

Submit documentation of training and indoctrination to funding organization if requested or specified by contract.

Ensure all subcontractor/supplier personnel have the education, experience, training and qualifications to perform work safely and in compliance with the contract requirements.

Ensure required quality assurance training is completed and documented prior to allowing personnel to perform work.




4. TRAINING REQUIREMENTS
All [Name of university] personnel shall receive an initial orientation prior to performing any on-site or town work.

[Name of university] shall conduct and document NEUP funded research specific training in responsibilities and authority, general criteria, including applicable codes and standards, regulatory commitments, university procedures, and specified quality assurance program requirements for performing their assigned tasks. Indoctrination and training may be necessary for the following areas:
A. design output documents to include but not limited to, engineering drawings and technical specifications

B. work planning documents to include but not limited to, quality assurance requirements, job safety analyses, health and safety plans, and radiation control plans

C. work controlling documents to include but not limited to, test plans, procedures, , instructions, and contract scopes of work
D. installation and application instructions to include but not limited to, manufacturer’s recommendations or instructions

E. instrumentation use and calibration

F. use and control of laboratory notebooks

5. TRAINING DOCUMENTATION REQUIREMENTS
5.1 Documentation of Training 

Documentation of all completed training conducted by the [Name of Univesity] shall be maintained.
The [Name of Univeristy] will submit completed training information for university personnel as requested or if specified by contract scope of work.
Training documentation may be in hard copy or electronic.
Original training documentation shall be completed, maintained, and available for funding organization review during the full performance period of the contract.
6. QUALITY ASSURANCE TRAINING

[Name of University] personnel who work under a funding organization’s specified quality assurance requirements as specified in the contract scope of work shall receive indoctrination to that quality assurance program prior to performing any quality affecting work (see def.).
7. APPENDIXES

Appendix A, Documentation of Minimum CCR Elements

Appendix B, Required Quality Assurance Training and Indoctrination
Appendix A

Documentation of Training and Qualification 
Objective evidence of training and qualification is required to ensure valid achievement of Competence Commensurate with Responsibility (CCR) and to ensure that all regulatory and safety driven requirements have been met.

1. Training provided by the University
1.1
All training provided by the [Name of University] shall be maintained and controlled in accordance with the universities training records requirements.

2. Training provided by sources other than the University.

2.1
The university shall maintain documentation of training and qualifications provided outside the university throughout the period of performance of work.

2.2
Copies of training documentation shall be provided to the funding organization if requested or specified in the contract scope of work.

3. Verification of Education/Qualification
[Name of University] shall ensure university personnel are educated/qualified to perform the NEUP related research.  The following are examples of documentation that may be used to verify education/qualification:
3.1.1
Degree or diploma

3.1.2
Specialty school certificate of completion

3.1.3
Trade school certificate of completion

3.1.4
Training program certificate of completion

3.1.5
Documentation of completion of apprenticeship/internship program(s)

3.1.6
Local, State or Federal license

3.1.7
National consensus standards program completion record

3.1.8
Documentation of university training 
3.1.9
Written description of acceptable past performance endorsed by appropriate university faculty.

3.1.13
Description of relevant experience endorsed by appropriate university faculty.
Appendix B

Required Quality Assurance Indoctrination and Training 
The Quality Assurance training program focuses on providing employees with knowledge and skills necessary to perform tasks that meet acceptance and performance criteria for quality affecting work. 

The funding organization may specify specific training, qualification, and certification requirements for the quality assurance program and implementing procedures required for the university. Training and qualification requirements are established and periodically reviewed to ensure that requirements are reflective of the skills necessary to perform the work.

Prior to the initiation of any quality affecting work, [Name of University] shall submit to the performing organization an organizational structure detailing functional responsibilities, levels of authority, and interfaces for those managing activities affecting quality. 

[Name of University] personnel performing or managing activities affecting quality shall be indoctrinated to the funding organization’s quality assurance requirements if specified in the contract scope of work. Quality Assurance indoctrination shall be documented on a Read and Sign Training Record, or equivalent.

[Name of University] shall provide specific quality assurance training to affected personnel prior to the performance of affected work.
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