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DOCUMENT HI STORY LOG

St at us
(Basel i ne/
Revi si on/ Docunent Effective
Cancel ed) Revi si on Dat e Description

Docunent converted from MSFC-P18.1 to a

Basel i ne 5/ 14/ 99 Directive. Previous history retained in system
as part of canceled or superseded | SO Docunent
files.

Revi si on A 10/ 5/ 99 Organi zati on Code changed from COOL to CDOL.

P.4 f. NPG 7120.5A NASA Program and Proj ect
Managenment Processes and Requirenents was added.
1.5 Ofice was changed to Departnent. MSFC
organi zati ons Enpl oyee and Organi zati onal

Devel opnent Office and Human Resources O fice
provides civil service personnel position

rel ated education and training for

adm ni strative and technical skills was changed
to The Human Resources Departnent deternines the
qualification of the enployee.

1.9 Ofice was changed to Departnent.

2.1 Ofice was changed to Departnent.

3. Procedures Ofice was changed to Departnent.
Add 3.2 to 3. Procedure:

Devel opnental Progranms, such as the

Academi ¢/ Ful | - Ti me Study, Leadershi p/ Executi ve,
Prof essional Intern, etc: are described in the
Enpl oyee and Organi zational Devel opnent
Department Level 4 Docunents. For the Prograns
that interface with the Center, call letters
providing information and instructions for

i nput/response are periodically issued to

al | / appropriate organi zations.

Modi fy first paragraph in 3. Procedure to 3.1
Actionee/ Action changes from3.1 thru 3.15 to
3.3.1 thru 3.1.15.

Notes 2. Add cancelled to MM 5310. 3.

Added 3.3, 3.3.1, 3.3.2, and Figure 1 Industrial
Saf ety Training.

Added 3.4 Program & Project Managenment Processes
and Requirenents.

Revi si on B 8/ 18/ 00 P.4: deleted MM 3000.1; added paragraph 3.2:
“Centerwi de nmandatory training will require a
menor andum from the Center Director”; changed
“all” to “responsible” in paragraph 3.5, fourth
sent ence; del eted paragraph 4 in the Appendi x;
del et ed docunent MPG 8715.1; and renunbered Fl ow
Di agram

Revi si on (¢} 4/ 23/ 01 Added 1.4, Conpetency, and renunbered renai nder
of section; added “conpetency level” to 2.3.1.

Revi si on D 8/1/ 2003 3.5 Deleted: (IDP) shall be devel oped; Added:
(I1DP) strongly encouraged and supported.

3.1.3 Deleted: For quality & safety
certification; 4.1.4 Added physician signature
and MSFC Form 4083/4083-2 for certification

i nstructions.
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PREFACE

P.1 PURPCSE

The purpose of this procedure is to neet the requirenents of
MPD 1280.1, “Marshall Managenment Manual ,” and to establish and
deliver training prograns for personnel perform ng services
directly affecting quality. Records of training, qualification,
or certification shall be maintained in accordance with this
procedure.

P.2 APPLICABILITY

This Marshall Procedures and Guidelines (MPG is applicable to
projects and activities within the scope defined by MPD 1280. 1.

P.3 AUTHORI TY

MPD 1280.1, “Marshall Managenent Manual”

P.4 APPLI CABLE DOCUMENTS

a. WPD 1280.1, “Marshall Managenent Manual”

b. MPG 1280.6, “Internal Quality Audits”

c. MAN 3410.1, “Personnel Certification Progrant

d. MG 8715.1, “Marshall Safety, Health, and Environnental (SHE)
Pr ogr ant

e. NPG 7120.5, “Program and Project Managenent Processes and
Requi r enent s”

P.5 REFERENCES
None
P.6 CANCELLATI ON

MPG 3410. 1C dated April 23, 2001

Oiginal signed by
Axel Roth for

David A. King
Di rect or
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DOCUMENT CONTENT

1. DEFI N TIONS

1.1 Certification Examner. The qualified person(s) designated
to devel op or adm nister the training and exans necessary to
achieve qualification for skill and proficiencies required for a
specific position’s criteria and/or certification.

1.2 Certification (Personnel). The act of verifying and
docunenting that personnel have conpleted required training,

medi cal requirenments as required, and have denonstrated specified
proficiency.

1.3 Certifying Oficer. The person(s) designated to certify
personnel to perform specific functions requiring specific skills
(e.g., heavy equi pnent operation, etc.).

1.4 Conpetency. Properly qualified, capable.

1.5 Human Resources Departnment. The Human Resources Depart nent
determnes the qualification of the enployee.

1.6 Instructor. An individual designated by nmanagenent to
devel op and adm ni ster training.

1.7 Position Description. A docunent used to describe the
duties and requirenents of a position.

1.8 Supervisor. The person who directs and eval uates the work
of a group of subordi nate enpl oyees. For the purpose of this
instruction, team | eaders are not consi dered supervisors.

1.9 Training. Instruction, discipline, drill, or practice
designed to inpart proficiency or efficiency.

1.10 Training Coordinator. The Enpl oyee and Organi zati onal
Devel opnent Departnent person(s) designated to provide the
adm ni strative functions of training, scheduling, procurenent,
and docunent ati on.

1.11 Training Data base. A data base where the course
cat al og/ syl | abus and records of enployee certification training
are retained.

1.12 Acronyns.
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1.12.1 Marshall Space Flight Center (MSFC)

1.12.2 On-the-Job Training (QJT)

1.12.3 Safety and M ssion Assurance (S&VR)

2. RESPONSI BI LI TI ES

2.1 Human Resources Departnent will determ ne the qualification
of the enployee and maintain the Qualification Wrksheet, MSFC

Form 375, which docunents verification of qualification of
personnel to perform specific tasks.

2.2 Enployee will:
2.2.1 Register, attend, and conplete training.

2.2.2 Submt verification docunents (e.g., MSFC Form 4083) to
certifying officer.

2.3 Supervisor wll:

2.3.1 ldentify conpetency |evel and docunent any skills or tasks
requiring training and docunent the required devel opnental
assignments, QJT, or training courses that prepare the enpl oyee
adequately for those skills or tasks.

2.3.2 Determne if certifications are required per MN 3410.1,
or applicable MSFC policies and process specifications.

2.3.3 Ensure other necessary training, proficiency exam nations,
and QJT are provided, acconplished, and docunent ed.

2.3.4 Contact training coordinator to schedule required
traini ng.

2.4 Certifying Oficer wll:

2.4.1 Review and approve detailed certification/training
requirements for quality-sensitive functions as defined in MA
3410.1, and approve requests for deviations of training or
certification requirenents.

2.4.2 Review qualification docunents and certify enpl oyees.
2.4.3 Enter records into Certification Database.

2.4.4 \Wen necessary, submt a record of training to the
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trai ni ng coordi nator/supervisor on a quarterly basis.

2.4.5 Consult with supervisor approximately 6 nonths prior to
expiration of certification.

2.4.6 Approve courses.

2.5 Training Coordinator wll:

2.5.1 Provide training prograns for NMSFC personnel perform ng
services directly affecting quality, and determne if the course
syllabus is in the course catal og.

2.5.2 Coordinate devel opnent of new training course(s) with
certifying officer, and nmaintain appropriate training records.

2.6 Certification Examner wll:

2.6.1 Review training consultants’ courses for technical
adequacy, and ensure that training neets m ni num proficiency
requirenments.

2.6.2 Develop course syll abus.

2.6.3 Conplete course roster which indicates a
satisfactory/unsatisfactory rating.

2.6.4 Ensure that the course is developed in accordance with the
certification requirenents.

3. PROCEDURE

3.1 It is the responsibility of the supervisor to determ ne
whet her specific training and/or certification is necessary
before an enployee is allowed to performcertain functions that
are a part of his or her overall position and to docunent such
determ nations. |In sonme cases, training and certification are
prerequisites for assignment to a position. Only in such cases
will a training/certification check be a part of the
qualification determ nation perforned by the Human Resources
Departnment prior to filling the position. Training and skills
certification will be acconplished as outlined bel ow
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Acti onee Acti on
Human 3.1.1 Determines the qualification of the
Resour ces enpl oyee and maintains the Qualification
Depar t ment Wor ksheet, MSFC Form 375, which docunents

verification of qualification of personnel
to perform specific task.

Super vi sor 3.1.2 Uilizes MSFC Form 4333, or substanti al
equivalent, to identify any skill or task
requiring training, and to docunent the
requi red devel opnental assignnents, QIT, or
trai ni ng courses.

Super vi sor 3.1.3 Determines if certifications are required
per MANV 3410.1 or applicable MSFC policies
and process specifications. Ensures other
necessary training; QT is provided,
acconpl i shed, and docunented, along with
proficiency exam nations.

Super vi sor 3.1.4 Maintains a |ist of operations that require
certification and special training in the
respective organization, coordinates
certification requirenents with the
certifying officer, and requests deviations
of training or certification requirenents.

Certifying 3.1.5 Reviews and approves detail ed

Oficer certification/training requirenents for
gqual ity-sensitive functions as defined in
MAI 3410.1, and approves requests for
deviations fromtraining or certification
requirenments.

Super vi sor 3.1.6 Contacts training coordinator to schedul e
required training.

Trai ni ng 3.1.7 Determnes if the course is in the course

Coor di nat or catal og/syllabus. [If yes, go to Step

3.1.8; and if no, go to Step 3.1.13.
Enpl oyee 3.1.8 Registers, attends, and conpl etes training.
Certification 3.1.9 Reviews training consultant’s courses for

Exam ner techni cal adequacy, devel ops course
syl | abus, ensures that the training net
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m ni mum proficiency requirenents, and
conpl etes course roster which indicates a
satisfactory/unsatisfactory rating.

Enpl oyee 3.1.10 Submts verification docunments

(e.g., MSFC Form 4083) to certifying

of ficer.
Certifying 3.1.11 Reviews qualification docunents, certifies
Oficer enpl oyees, enters records into

Certification Database, and when necessary
submts a record of training to the
trai ni ng coordi nat or

Certifying 3.1.12 Notify supervisor/enpl oyee approxi mately 6
Oficer nonths prior to expiration of certification
(return to Step 3.1.6).

Trai ni ng 3.1.13 Coordi nates devel opnent of new training
Coor di nat or course(s) wth certifying officer and

mai ntai ns appropriate training records.

Certification 3.1.14 Ensures that the course is developed in
Exam ner accordance with the certification
requirenents.

Certifying 3.1.15 Approves course. Go to Step 3.1.8.
Oficer

3.2 Centerwi de nmandatory training will require a nmenorandum from
the Center Director. Any MSFC enpl oyee who fails to conplete
mandat ory training should be informed by his or her supervisor
during the enployee’ s performance eval uati on.

3.3 Devel opnental Prograns, such as the Academ c/Full Tine
Study, Leadershi p/ Executive, Professional Intern, etc., are
described in the Enpl oyee and Organi zati onal Devel opnent
Departnment | evel 4 docunents. For the prograns that interface
with the Center, call letters providing information and
instructions for input/response are periodically issued to

al | / appropriate organi zati ons.

3.4 Industrial Safety Training is an inportant factor in
preventing injuries at the Center. |In sone cases, Federal

regul ations require safety training for enployees perform ng
specific jobs. At a mninum all NASA enpl oyees shoul d receive
appropriate training at the tinme of initial job assignnent and
periodically as needed. Additional training may be necessary for
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enpl oyees who are reassi gned, or whenever new equi pnent,
procedures, or chemcals are introduced, or to inprove current
enpl oyee work habits. Enployee training is docunented and
records are kept for as long as the enployee fills that position.

3.4.1 The supervisor is responsible for identifying enployees
who need the specialized training listed in Figure 1

3.4.2 The Industrial Safety Departnent maintains a |list of
specialties that require safety training (Figure 1).

RAI NI NG SPECI ALI TY [ Ref erence
. New Enpl oyees [29 CFR 1960

New Supervisors [29 CFR 1960]

NEW SES Manager s

Safety & Health Commttees [29 CFR 1960]

Test Area Access

l oni zi ng Radi ation [29 CFR 1910. 96]

T
1
2
3.
4. Building Manager/ Area Lead Trai ni ng
5
6
7
8

Laboratory Safety [29 CFR 1910. 1450]

9: Lockout / Tagout Affected/ O her Enployees [29 CFR 1910. 147]

10. Open Surface Tanks [29 CFR 1910. 94]

11. Personal Protective Equi pment (PPE) [29 CFR 1910. 132]

12. Scaffolds [29 CFR 1910. 28]

13. Wbodwor ki ng Machines [29 CFR 1910. 213]

Figure 1

3.5 NPG 7120.5 requires that Prograni Project manager and
program proj ect personnel shall participate in a m ninmmof 40
hours of project managenent or skills devel opnent training
annual | y and encourages themto participate in an additional 40
hours of devel opnent activities. |Individual Devel opment Pl ans
(I1DP) are strongly encouraged and shoul d be supported by
responsi bl e project nmanagers/ personnel.

4. RECORDS

4.1 Responsible organizations will retain records in accordance
with their appropriate docunmentation. The m ni num docunentati on
which wi Il support personnel certification will consist of:

4.1.1 The docunented certification requirenents (training plan,
tests [oral, witten, proficiency]), and specifications for each
oper ati on;
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4.1.2 The recertification intervals for each operation as
necessary;

4.1.3 A list of personnel currently certified for each
oper ati on;

4.1.4 A physician’s signature attesting to the operator’s
physical abilities as required by the certification
specification. The MSFC Form 4083 and 4083-2 wi || provide
specific instructions in obtaining certification.

4.1.5 Records of specific QJT required for the position shall be
mai nt ai ned by the supervisor for as long as the enployee fills
t hat position.

4.1.6 Any training where a MSFC Training Form59, training
course roster, or course conpletion certificate is submtted and
mai ntai ned in the training database.

4.2 The m ni mum docunentation which will support personnel
qualification for each position is MSFC Form 375.
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APPENDI X

A.1 NOTES

A.1.1 Internal audits of the overall personnel
certification/qualification training and mai ntenance programw | |
be conducted in accordance with MPG 1280. 6.

A.1.2 Mrshall Wrk Instruction (MANV) 3410.1 will be used to
train and certify manufacturing and i nspection personnel
perform ng manufacturing, assenbly, and test of flight and
flight-associ ated hardware.

A.1.3 Safety training and certification requirenments are
provided in MN 3410. 1.

A.1.4 Training (such as QJT) and/or certification, in addition
to basic qualifications which are prerequisites for performng
specific tasks, shall be determ ned by the supervisor. |If
specific training is required, supervisors are required to
docunent that training is necessary only for enpl oyees who begin
perform ng such functions after Septenber 1, 1997, except for
enpl oyees perform ng functions subject to certification.

A 2 FORMS

A. 2.1 WMSFC Form 59, “Request for Approval of Training”
A 2.2 MFC Form 375, “Qualification Wrksheet”
A. 2.3 MSFC Form 4083, “Personnel Certification”

A. 2.4 NMSFC Form 4333, “Training Requirenents Pl an”
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