Qualification Matrix
1.0 Purpose

This procedure provides a methodology for generating qualification matrices to justify skill of the worker tasks.

2.0 Scope 

Organizations that use the Work Planning and Control for Experiments and Operations Subject Area to control internal work activities may use qualification matrices to justify skill of the worker tasks. 

3.0 Procedure

The purpose for establishing a qualification matrix is to provide a better understanding of what "skill of the worker" means for each group. The matrices move the skill of the worker decision making from being expert-based (i.e., "I know it when I see it") to a more defined standards-based position. The matrices also clearly establish the activities that the Work Control Coordinator does not have to screen.

1. Establish How Many Matrices will be Generated
The first step toward establishing the matrices is to determine how many are needed within a Department/Division. For example, the National Synchrotron Light Source (NSLS) Department has over fifty technicians in nine groups who provide services for various systems within NSLS. Therefore NSLS could have nine matrices that list the personnel for each group and jobs for which they are qualified to work as skill of the worker. The Chemistry Department has only nine technicians and therefore may only have one matrix to show who is qualified to do what activities.

2. Proposed List of Skill of the Worker Activities
For each proposed matrix, a list of proposed skill of the worker activities is generated by a group of subject matter experts (i.e., supervisor and workers). The Work Control Manager or the area Work Control Coordinator should lead a brainstorm session with the appropriate personnel to list and discuss proposed skill of the worker activities. These activities may be categorized or shown by

· Systems: i.e., qualified to work on certain systems 

· Tools/Equipment: i.e., use of machinery in a shop or certain tools 

· Materials: i.e., work with various epoxies, cryogens, etc. 

· Tasks: i.e., installing, removing, or fabricating whatever 

3. Establish Limitations on the Skill of the Worker Activities
After the group has agreed upon the list of skill of the worker activities, limitations should be established for the activities where reasonable boundaries are needed. Examples of limits are shown below for tasks by technicians in the Chemistry Department.

· Minor repairs to pressure regulators, and pressure testing to 3,000 PSIG gas or 5,000 PSIG liquid (Pressure Safety HP-HS5050). 

· Spot welding of nonhazardous materials using a welder with a maximum stored energy capability of 300 watt/seconds. 

· Equipment relocation of objects weighing up to 2,000 #, which require the use of a forklift (Forklift training HP-Q-001 & HP-1-001A). 

· Handling cryogens, specifically liquid Helium and Nitrogen, for the purpose of filling vacuum traps and maintaining cryogen levels in solid-state detectors and superconducting magnets (Cryogen safety training HP-OSH-025 or demonstrated experience). 

· Fabrication, modification, and repair/rebuilding of parts and equipment involving any nonhazardous material and accomplished using tools that the assigned personnel are qualified to operate safely (Machine Shop Safe Work Practices Training). 
Note: Four of these examples have training course requirements as part of the limitations.
4. Determine which Workers are Qualified for Each Skill of the Worker Activity
The final step in establishing a qualification matrix is to determine which technicians and crafts are qualified for each activity listed. Draw up the matrix with the skill of the worker activities on one axis and the worker's names on the other axis. Put an "X" into each box to show qualification by the name and activity. The activities can be abbreviated or shown by number on the axis from the established skill of the worker list. A qualification matrix for a technician group with 10 skill of the worker activities defined by systems, tasks, materials, or tools would look as follows.

	 
	Skill of the Worker Activity

	Personnel
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	T. Bell
	X
	X
	  
	X
	  
	X
	  
	  
	X
	  

	J. Doe
	 
	X
	 
	 
	X
	 
	X
	  
	X
	  

	T. Smith
	  
	X
	X
	  
	X
	X
	 
	  
	 
	  

	M. White
	  
	X
	X
	 
	X
	  
	 
	X
	X
	  


The qualification within any box can be shown as limited by putting an asterisk or indicator next to the "X" and then explaining the limitation in a footnote to the matrix. A common limitation is a trainee classification where certain activities must be done with a fully qualified person.

5. Work Activities not Listed as Skill of the Worker
The area Work Control Coordinator should screen all work activities not shown on the qualification matrix that are not covered by established SOPs or written work procedures.

6. Administration of the Matrices
Each matrix must be dated and signed by the person who generated the matrix and approved by the area Work Control Coordinator (WCC), or by the Work Control Manager as applicable. The matrices must be updated as the personnel roster changes or individuals become qualified for additional skill of the worker activities. The matrices should be maintained in the WCC's logbook for convenient reference.

7. Common Skill of the Worker Activities
If a group has several activities for which all personnel are qualified, it is permissible to list these activities as skill of the worker for all personnel and show the activities on a separate list if so desired. The matrix would then be used to show those tasks and jobs that only certain personnel are qualified to do without WCC screening. 

Each group is encouraged to list activities for which work permits will be required or considered. This will provide the WCCs with better screening guidelines specific to their area. 
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