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TRAINING
1. PURPOSE

The purpose of this WSP is to establish the procedures to identify training needs, to provide for the training of personnel performing services directly affecting WSTF products and management system processes, and to document all the training conducted at WSTF or elsewhere directly affecting WSTF products and management system processes. 

2. REFERENCES

a. 
b. MSM Section 4.1.1., "Training"
c. Office of Personnel Management (OPM) "Qualifications Standards Handbook"

d. WSI 18-SW-0001, "WSTF Training Database Manual"

e. WSP 05-0011, "Retention and Disposition"

f. WSTF Form 415, "Training Record," see net:\WSTF-All\forms\WSTFForm\WSTF415
g. WSTF Form 419, "WSTF Training Data Base Maintenance Request (DMR)," see net:\WSTF-All\forms\WSTFForm\WSTF419
h. WSTF Form 543, "WSTF–New Hire Orientation Check-Off List (SWT-001)," see net:\WSTF-All\forms\WSTFForm\WSTF543
i. WSTF Form 544, "WSTF–New Hire Orientation Check-Off List (SWT-02)," see net:\WSTF-All\forms\WSTFForm\WSTF544
j. WSTF Form 551, "Training Certification or Qualification Equivalency Form," see net:\WSTF-All\forms\WSTFForm\WSTF551
k. WSTF Form 573, “WTDB Dis-enrollment Request,” see net:\WSTF-All\forms\WSTFForm\WSTF573
3. ATTACHMENT

a. WSTF Training Points of Contact by Organization    

4. DEFINITIONS

a. Category Official – Individual designated by management to verify that personnel have successfully completed training and demonstrated proficiency for a specific function.

b. Certification – Demonstrated proficiency to a standard recognized outside of WSTF.

c. Competency: Competence – The demonstrated ability to apply knowledge and skills. The state or quality of being well qualified.  Having the ability to perform a specific role or function.  Characterized by a combination of knowledge, skills, and behavior.
d. 
e. Instructor – Individual designated by management to conduct training.

f. Position Description – A generic phrase used to describe job descriptions, job specifications or job requisite.

g. Qualification – Documented acknowledgement by the employer that the employee is competent to perform a given role or function at a defined level of proficiency or efficiency.
h. Senior Representative – Designated contractor representative in the absence of an on-site contractor Human Resource Representative.
i. 
j. Training – Instruction, discipline, drill, or practice designed to impart proficiency or efficiency. 
k. Training Database Administrator – Responsible contractor authorized to manage the WSTF Training Data Base (WTDB) software including but not limited to, providing and maintaining employee training status, trends, and effectiveness reports.
l. Training Coordinator – Responsible contractor authorized to make necessary changes to the WSTF training program, provide assistance for development and delivery of training, and maintain training records.
m. Training Point of Contact – Individual assigned by WSTF contractor(s) or organization to coordinate training requirements, offered courses, and training records with the Training Coordinator.
n. WSTF Training Data Base (WTDB) – A database that contains training, qualification, and certification requirements and also training, qualification, and certification records of employees.

5. PROCEDURES

a. Personnel performing work affecting product quality shall be competent on the basis of appropriate education, training, skills and experience.    
(1) WSTF employees are trained based on the necessary competencies for their position or job function(s).  
(2) Individuals defined as competent at WSTF have demonstrated the ability to apply their knowledge and skills and demonstrate appropriate behavior in the performance of their job and, as a result, are qualified to perform specific functions at WSTF.
(3) Records of WSTF training, qualification, or certification provided to WSTF employees, by WSTF instructors or off-site instructors that affect how work is performed at WSTF and directly affecting the WSTF Management system will be maintained on the WTDB.  
(4) Training records of WSTF employees that are recorded in other accredited institutions training databases such as SATERN, NASA Safety Training Center-NSTC, FEMA do not need to be duplicated in the WTDB.

(5) WSTF contractor Human Resource Offices or Senior Representatives must notify the Training Database Administrator when an employee transfers between contractors at WSTF so that the employee’s training record can be restored.  If notification is not received, the affected employee’s training record will become inactive.  
(6) If an individual is rehired at WSTF after being gone more than one year, he/she must take New Hire Orientation Parts I & II.
b. The NASA Manager will appoint a Training Officer.

c. The NASA Manager's Office will maintain:

(1) OPM "Qualifications Standards Handbook," which identifies the occupational requirements for NASA positions at WSTF.

(2) Records of all NASA positions and personnel assignments at WSTF.

(3) WSTF NASA Personnel Register (supplied by JSC) listing the educational degree and date and current position assignment of each NASA employee at WSTF.  This listing verifies that NASA employees possess the qualifications to satisfy the position requirements set forth in the OPM “Qualifications Standards Handbook.”

d. The Contractor Human Resources Office or Senior Representative will:

(1) Maintain documentation of applicable company position descriptions and employee qualifications which contain the following:

5. Position Descriptions

5. Acceptance of employee qualifications to fill a specific position description

(2) Coordinate retrieval of personnel records for contractor personnel.

e. NASA Office Chiefs and Contractor Department Management will ensure:
(1) Competency requirements for personnel performing work affecting product quality within their organization are defined.  These requirements will be provided to the Training Coordinator to be documented in the WTDB.  

(2) Resources are available to provide training or to take other actions necessary to satisfy the competency requirements. 

(3) Training syllabi and materials developed by their organizations are approved and reviewed annually.  

(4) A Category Official is identified for each training or qualification category.  The Category Official's name is provided to the Training Coordinator to be documented in the WTDB.  
(5) Instructors are identified for each training category.  The instructors’ names are provided to the Training Coordinator to be documented in the WTDB. 

(6) WTDB category equivalency for off-site training will be recorded using WSTF Form 551.  WSTF Form 551 will be provided to the Training Coordinator to be documented in the WTDB.
(7) Training, qualification, or certification requirements for non-WSTF employees are specified in the appropriate purchase order, customer agreement, or contract.  The names of employees performing work at WSTF that are required to participate in WSTF generated courses as specified in an appropriate purchase order or customer agreement will be provided to the Training Coordinator and kept on file.
(8) At a minimum, at least one training point of contact for each contractor will be identified and communicated to the Training Coordinator.  See Attachment A for a list of Training POC's.  This list shall be reviewed and updated annually.  Training points of contact will be trained and documented in the WTDB, category "Department Training Point of Contact."

f. NASA Safety & Mission Assurance (S&MA) will:

(1) Ensure the WTDB is maintained and reflects 
(2) WSTF employee training and qualification or certification status.
(3) Ensure documentation which substantiates the data base information is properly filed and retained in accordance with WSP 05-0011, “Retention and Disposition.”
(4) Ensure an internal audit of the training process is performed annually.

g. The Training Officer will:
(1) Advise the NASA Manager on training matters. 

(2) Coordinate with NASA Office Chiefs/Contractor Department Management to populate Attachment A, WSTF Training Points of Contact by Organization [reference paragraph 5.e.(7)].

(3) Meet with the Training Coordinator and Training Database Administrator upon request to discuss and work training issues.   

h. Training Coordinator will:

(1) Perform day to day activities to ensure the WSTF training program reflects the training conducted for WSTF.

(2) Coordinate with the Training Database Administrator the maintenance of the WTDB.
(3) Coordinate with the Training POC in each organization for class schedules, if applicable.
(4) Provide technical assistance on WTDB issues and general assistance for development and delivery of training.

(5) Validate training rosters that have been entered in the WTDB upon receipt of the instructors completed training documentation.

(6) Be responsible for record retention per WSP 05-0011, "Retention and Disposition".

(7) Track and enter WSTF Form 543, "WSTF–New Hire Orientation Check-Off List (NH-I)" and WSTF Form 544, "WSTF–New Hire Orientation Check-Off List (NH-II)", WSTF Form 551 "Training Certification or Qualification Equivalency Form," and WSTF Form 573, “WTDB Dis-enrollment Request”.
NOTE:  WSTF Form 544 can be entered into the WTDB by the instructor.
(8) Review Attachment A at least annually.

i. Training Database Administrator will:

(1) Prepare monthly and quarterly reports detailing training status, trends, and effectiveness.  Submit the report to the NASA & Contractor Managers, NASA Office Chiefs, Contractor Department Management and Supervisors, and WSTF Training Points of Contact by Organization (see Attachment A).
(2) Prepare a weekly overdue training report for NASA and Contract Management who have overdue employees.  The data for this report is generated by the WTDB which calculates overdue training and flags the training as expired.  This report is delivered by e-mail.
(3) 
(4) Manage the WTDB software.

(5) Validate WSTF training documents entered into the WTDB (by Training Coordinator, Training POC’s, or Instructors).
j. Category officials will:

(1) Ensure that active training category syllabi, competency requirements, instructional materials and instructors are current.  The Training Coordinator will notify Category Officials by e-mail annually to review categories for accuracy.  If changes are necessary, Category Officials will submit WSTF Form 419 with updates to the Training Coordinator.  If no changes are required, the Category Official will reply by e-mail to the training Coordinator that the categories have been reviewed and no changes are needed.
(2) Ensure new training is developed as required to include a syllabus, competency requirements, training materials and qualified instructors.
(3) 
(4) Verify, by signing the training record (WSTF Form 415), that individuals listed on the roster have met the defined competency requirements for the category and are, therefore, qualified in the given category.  If someone does not meet the competency requirements, the category official shall remove that individual from the roster by marking a line through the name and initialing next to the change.

(5) Forward changes to training, qualification, and certification requirements in training syllabi or materials to the responsible NASA Office Chief/Department Management for approval using WSTF Form 419.

(6) Forward the approved WSTF Form 419 to the Training Coordinator to be documented in the WTDB.

k. Training Points of Contact will:

(1) Ensure training status and scheduling is accurately reported to the Training Coordinator.

(2) Coordinate organization specific training requirements with the Training Coordinator.

(3) Assist the Training Coordinator in the implementation of the WSTF training program in their respective organization.
(4) Enter the completed training roster from the instructor (WSTF Form 415) in the WTDB and turn into the Training Coordinator for validation.  
(5) Forward signed WSTF Form 419 to the Training Coordinator for posting.
(6) Perform an annual review of department employees' training records.  Report to the Training Coordinator, by e-mail, verification of employee training for accuracy or discrepancies.  The WTDB will be updated to reflect the report.

l. Instructors will:
(1) Coordinate course syllabi material and schedule with the Category Official and the Training POC in their organization.
(2) Instruct those assigned courses in accordance with posted training schedule.
(3) Verify, by signing the training record (WSTF Form 415), that individuals listed on the roster completed the training.  If someone signs a training roster but does not attend enough of the training to receive credit, the instructor may, at his/her discretion, remove that individual from the roster by marking a line through the name and initialing next to the change.
(4) Provide the completed training record and ancillary documentation to the Training POC in their organization or directly to the WSTF Training Coordinator.  
(5) Recommend changes to syllabi competency requirements and materials to the Category Official using WSTF Form 419.  
m. Documentation

(1) Record retention per WSP 05-0011, "Retention and Disposition" is the responsibility of the Training Coordinator.

(2) WSTF Forms 415 and 544 can be entered into the WTDB by the Training POC in each organization or the instructor.  WSTF Forms 543, 419, 551 and 573 will be entered into WTDB by the Training Coordinator.  
(3) When WSTF Employees attend an off-site training or a training taught by an off-site vendor, a copy of their training certificate or a sign in sheet from that company is acceptable in place of the WSTF Form 415.

(4) When doing annual category updates, emails stating what changes to make to categories are sufficient in place of the WSTF Form 419 (DMR) due to the volume of changes requested.
(5) When entering an employee into the TPS/DR Final Signature Authorization training category, an email from the employee’s Manager/Supervisor is sufficient.
(6) When entering Propulsion or MD Medical Exam categories, a memo or email is sufficient.
(7) The Training Coordinator or Training Database Administrator will verify roster entry and validate the roster.

(8) Official training records at WSTF reside with the contractually responsible contractor.
6. RESCISSIONS

None.

ADVANCE \X 252.0 
ADVANCE \X 252.0Original Signed by:








Alton B. Luper
ADVANCE \X 252.0Chief, Safety & Mission Assurance

Attachment A:


WSTF Training Points of Contact by Organization

NASA


Patsy Segura – RA, RC, RD, RF, RH

Nina Cardenas – NS3

FOSC (EASI, North Wind Inc., Fiore)

Communications


Dennis “Alfred” Henderson

Construction


Tomi Segotta


Engineering


Tiana Pena

Environmental


Harold Harrison


Institutional Safety

Denzil Burnam

Logistics



Ronnie Esparza

Maintenance & Operations
Sonya Randall


Program Management

Dolores Puentes


WSSH



David Arrey

Emergency Services

J.R. Heimbecker

NTEC (Jacobs, ERC, MEI, GeoControls)

Business Office


Gail Bennett


S&MA



Terry Torrison

Laboratories


Denise Barrett


Hardware Processing

Sonja Woods

Propulsion


Stacie Wingfield

Ray's Old Fashion Grill


Margaret Ruiz/Juan Tiscareno
URS Washington Division
Nina Cardenas

Wackenhut

Leslie Richard 

Lockheed Martin 

Mario Enriquez
Occupational Medicine Occupational Health

Kelsey Seybold


Kathy Stevens

Wyle



TBD
* All other permanent contractors may call Mandy York regarding questions related to this program.
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