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Objective

The objective of thisprocedure is toidentify a commonprotocol for the
certification and training of personnel performing activities directegrogedures
prepared by Electric Transportatiépplications(ETA). This procedureshall not
supersede othetraining requirements thamay beimposed by acontract or
subcontractfacility (e.g., location-specific Hazard Communication training).
Rather, this procedure shall supplement those requirements.

Purpose

This procedure identifies acceptable methods for the developmentpogsetion
and retention of documents preparedupport ofperformance testing afehicles
provided to Electric TransportatioApplications for testing to thetechnical
requirements of EV America.

Documentation

Documentation addressed by thmocedure shall be consistent, easy to
understand,easy toread, andreadily reproducible. This documentatioshall

contain enough information to "stand alone"; that is, be self-contained to the

extent thatall individuals qualified to review itould be reasonably expected to
reach a common conclusion, withabé need to reviewdditional documentation.
Storageand retention of recordshall becompleted as described in Procedure
ETA-ACO001, "Control, Close-out and Storage of Documentation.”
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Prerequisites

4.1

4.2

4.3

4.4

4.5

All documentation required to document trening required by this or
other procedureshall becompleted, approved and issued prior to the
testing it addresses being commenced. At no sinadithese procedures be
utilized prior to their noted effective date.

Individuals assigned to perform an actiatntrolled by an ETA prepared
procedureshall havethe backgroundecessary tsupport theparticular
activity. This backgroundmay bethrough formal education, training, or
"on-the-job" training.

Individuals assigned to perform an actiatntrolled by an ETA prepared
procedureshall havareceived training aridr indoctrination in thaactivity.
This applies to all personnel, including contract and subcontract.

Prior tocommencing any activity, a ragng of the personnehvolved in
the activity shall be held to discuss the following:
4.4.1 Test purpose; and requirements;
4.4.2 Test requirements;
4.4.2 Personnel requirements;
4.4.3 Test methodologies;
4.4.4 Expected contingencies and Exceptions, including:
4.4.4.1 Rasons
4.4.4.2])ustifications
4.45 Methods required to ensure safety
Individuals involved in activities which include the potential for exposure to

hazardousnaterials or substancesall receive specific trainindor those
hazards.
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5.0 Personnel Requirements

5.1 Individuals involved in an activitgontrolled by an ETA Procedushall
understand thectivity, the methodologiegvolved, andthe normal and
accepted practices associated with that activity. Timelbaduals shall also
be cognizant of requirements to mitigate off-normal occurremdesh
may become manifest during the covered activity.

5.2  Individuals involved in an activitgontrolled by an ETA Procedushall
participate in abriefing or training in that activityprior to their
participation in theactivity. This requirementmay be met by group
briefings, lectures, training sessions or one-on-one discussions.

5.3  Briefings will normally be performed by the Program Manager, Test
Manager, or the appropriate TeBhgineer. At aminimum, assigned
personnel shall be briefed on the following:

5.3.1 The test being conducted,
5.3.2 The specific steps of the procedure;
5.3.3 The parameters which are being measured,
5.3.4 The anticipated results of the test;
5.3.5 Allowable exceptions, if any, and their bases.
5.3.6 Safety requirements
5.4  If the potential for exposure to hazardousterials exists, then lariefing
shall be held whicladdresses thspecific materials and theassociated

hazards. Thishall include but not belimited to, hazard communication
training.

5.5 Individuals conducting briefings/training sessionsllwormally be the
Program Manager, Test Manager or the appropriate Hmgiheer.This
individual shall be familiar with the procedure in question.

5.6  Wherver abriefing or training session isonducted, abriefing form
(Appendix A) shall bdilled out, and signed byhe individual conducting
the session, and eaatdividual who was in attendancdhis document
shall be retained in accordance with procedure ETA-ACO0L1.

5.7  Onebriefing form (Appendix A)shall becompleted for each subject area
addressed, even if rtiple topics are covered at tlsame briefing session.
[Example: If onegroup ofindividuals receives briefings awo unrelated
topics at thesame sessiofe.g.,Skid Pad Testing and Rougtoad Course
Testing), two briefing sheets shall be completed; one for each topic.]

5.8  These briefing forms shall be retained in accordance with ETA-ACO001.
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Glossary

6.1

6.2

6.3

6.4

6.5

6.6

6.7

6.8

6.9

6.9

6.10

6.11

Certification - The process of validating a person's qualifications to perform
a certain activity ogroup ofactivities. A person shouldot becertified to
perform a task without being qualified to do so.

On-The-Job TrainingOJT) - Training that is accomplisheoutside of a
classroom or structurddarning environment. Skillsught"in the field" to

one crafts-person by another more experienced or senior crafts-person are
examples of OJT (such as how to run a lathe or drill press).

EffectiveDate - The date, aftevhich aprocedurehas been reviewed and
approved, that the procedure can be utilized in the field for official testing.

Program Manager - As used in tlpsocedure, thendividual within
Electric Transportatiopplications responsibléor oversight of the EV
America Performanc@&est Program. [Subcontrastganizationsnay have
similarly titled individuals, but they are not addressed by this procedure.]

Qualification - The process anndividual completes inestablishing
competence in a stated area of expertise. A parsn be qualified to
perform a task without being certified as such.

Shall -Iltemswhich require adherence without deviatidhall statements
identify binding requirements. A go, no-go criterion.

Should - Items which require adherence if at all possible. Should statements
identify preferred conditions.

Team Leader - Thadividual responsibléor the approving the review of
the test results.

Test Director - Thendividual within Electric Transportatioipplications
responsiblefor all testing activities associated witthe EV America
Performance Test Program.

TestEngineer - Thendividual(s) assigned responsibilitlgr the conduct of
any giventest. [Each contractor/subcontrac&itould have at least one
individual filling this position. Ifso, they shall be responsiblfr adhering
to the requirements of this procedure.]

TestManager - Thendividual within Electric Transportatiodpplications
responsiblefor the implementation ofthe test program foany given
vehicle(s) being evaluated tthe requirements of the E\America
Performancél'est Program. [Subcontragtganizationsnay have similarly
titled individuals, but they are not addressed by this procedure.]

Training - The endeavor amdividual undertakes t@achieve qualification
and certification in a specific area of expertise.
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7.0 References

7.1 ETA-AC001, Revision 2 - "Control, Close-out andStorage of
Documentation.”

7.2  ETA-ACO002, Revision 2 - "Procedure for the Control of Test Conduct.”
7.3  DOE Order 5700.6C - "Quality Assurance Program Basic Requirements."
7.4  EV America Technical Requirements
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