DEPARTMENT OF THE NAVY
NAVAL SUPPLY SYSTEMS COMMAND

5450 CARLISLE PIKE NAVSUPI NST 12410. 16A
PO BOX 2050 SUP 40
MECHANICSBURG PA 17055-0791 SEP 13 1996

NAVSUP | NSTRUCTI ON 12410. 16A

Subj :  GUI DANCE FOR COMPETENCY BASED CERTI FI CATI ON ( CBC)
TRAI NI NG PROGRAM FOR FLEET AND | NDUSTRI AL SUPPLY
CENTER ( FI SC)

Encl: (1) New Enpl oyees | ndoctrination Program

(2) Skill Levels for Various Operational Tasks

(3) List of Applicable References

(4) Typical Conpetency Based Certification Training

Pr ogr am Agr eenent
(5) Typical Operations Task Check-Of Form
(6) Conpetency Certificate

1. Purpose. To provide general guidance for the devel opnent of
a formalized training programthat will enable enpl oyees to
acquire the required special skills and know edge of a Fuel

Di stribution System Wrker/ Qperator. (Quidance contained herein
must be suppl enented to nmeet each activity's specific
requirenents.

2. Cancel | ati on. NAVSUPI NST 12410. 16

3. Background. The conplexity of fuel operations demands fully
trained and qualified personnel.. The Naval Supply Systens
Command has established goals and objectives to enhance and
upgrade the quality and productivity of its Fuel Distribution
System Wor ker/ Operat or enpl oyees. A nmajor elenent of this effort
is the devel opnent of a formalized training program This

trai ning program nust conformto industry and professionally
accepted practices/procedures and be of sufficient detail to
ensure that an individual enployee at a specific work center
possesses the know edge and skills required to successfully
performthe requisite tasks. To acconplish this, the training
program nust be carefully planned, systematized, organized,

i npl enment ed, nonitored and docunent ed.

4. Di scussi on

a. General. The Conpetency Based Certification is an
enpl oyee enhancenent programthat will communicate to the
enpl oyee the certification and perfornmance standards required for
t he assigned work center. It provides training to neet the
requi renents and tracks the enpl oyee's progress through training
to certification. The tasks and standards addressed in the CBC
shoul d support and reflect the individual goals and objectives
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under the Basic Performance Appraisal Program (BPAP). The
training material devel oped as an integral part of this plan
shal | support the total CBC Program and, therefore, have a
favorabl e i npact on the enployee's acconplishnents in the BPAP.

b. New Fuel Departnment Enpl oyee I ndoctrination.
Participation in the CBC Training Programis a condition of
enpl oynent and should be so stated in position descriptions and
vacancy announcenents. A new "worker trainee" wll initially
receive a specific nunber of hours of instruction under "new
enpl oyee i ndoctrination" (see enclosure (1) for m ni num
st andards) and upon conpletion of this indoctrination will enter
t he CBC process.

c. Conpetency Based Training. New enpl oyees who have
conpleted their indoctrination training and enpl oyees al ready
working at the termnal will undergo CBC training. This training
process will begin with an in-depth briefing of the CBC Program
by the enpl oyee's supervisor. During this time, the enpl oyee
wll receive a training plan (a series of operational tasks) for
t he assigned work center. The training plan will be site
specific. It should, however, be based on the skill |evels for
vari ous operational tasks outlined in enclosure (2) and operating
standards addressed in the manual s/instructions listed in
encl osure (3).

Once the training plan has been reviewed by the enpl oyee, the
enpl oyee and hi s/ her supervisor will devel op a schedul e for
conpleting the training plan. Normally, the tine required to
conplete a given training plan will not exceed 6 nonths. |In
addition to defining a schedule, the enpl oyee and supervisor wll
review the type of training (e.g., classroom on-the-job, etc.)
required to conplete the training plan. After this review
process has been conpleted, the enployee and hi s/ her supervisor
will sign an agreenent which defines the operational tasks in the
training program and specifies the tine required to conplete the
program A typical training programagreenent is provided in
encl osure (4).

After satisfactorily conpleting the training for a given
operational task, the enployee will be required to denonstrate
proficiency in performng required tasks (e.g., gauging a tank)
defined in the training plan. As proficiency is denonstrated,
the enpl oyee's supervisor will sign and date the operational task
check off form A typical operational task check off formis
provi ded as enclosure (5). Once proficiency has been
denonstrated in a given task, the enployee will be expected to
i ndependently performthe task when assigned by the supervisor.

d. Conpetency Based Certification. Wen the enployee has
successfully denonstrated proficiency in all the requisite skills
defined in his/her training plan, the enployee's first line
supervisor wll recommend himher for certification. Upon
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recei pt of the recommendation, the departnment head will review
all records pertaining to the enployee's CBC training and, if
warranted, certify the enployee as being eligible for pronotion
to the next higher skill level. A conpetency based certification
(enclosure (6)) will be issued to certify successful conpletion
of the skill level. This certification is required prior to the
enpl oyee's pronotion to the next higher skill |evel.

Failure to attain initial certification in the tinme specified in
the training plan will result in additional renedial training
until such time as the enployee is certified. |[If the enployee is
unabl e to denonstrate proficiency in the skills defined in

hi s/ her training plan, the enpl oyee may be renoved/reassi gned at
the discretion of managenent. Federal Personnel Manua

procedures and gui dance shall be utilized for any personnel
actions taken.

e. Refresher Training. Once certified, the enpl oyee's
performance will be nonitored by the work center supervisor to
ensure satisfactory performance of assigned tasks (e.g.,
inventory, quality assurance, security, waterfront operations,
tank truck operations, fuel operations, barge off-I|oading
operations, etc.). The training coordinator will review feedback
fromthe work center supervisor and program appropriate refresher
training to ensure the continued conpetency of the enployee.

f. Training Records. Auditable individual training records
w Il be maintained to nonitor and docunment the certification
process. After a training plan has been conpleted, a conpetency
certificate will be placed in the enployee's Oficial Personnel
File (OPF) and noted on his/her performance appraisal.

5. Action
a. Fleet Industrial Supply Centers shall:

(1) Develop a standard indoctrination programfor all new
Fuel Departnent enpl oyees.

(2) Develop a standard site specific training plan for
appropriate work centers.

(3) Ensure that the supervisor and training coordinator
have received the necessary personnel and technical training
required to certify enpl oyee perfornmance.

(4) Ensure that all enployees currently enployed at the
full performance |evel of their positions are afforded the
opportunity to gain the know edge and conpl enentary skills for
certification.

(5) Ensure BPAP standards sufficiently match and refl ect
the requirenments of the qualification guide for the job. Were a
sufficient match does not exist, both the BPAP and the training
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pl an shoul d be adjusted to adequately reflect the know edge and
skills necessary to denonstrate successful perfornmance.

(6) Have the training coordinator, in conjunction with
the first line supervisor, Fuel Departnent Superintendent and
Director, certify that the enpl oyee has denonstrated the required
know edge/skill of the job and has been observed successfully
perform ng on the job.

(7) For each enployee so certified, the enployee's
supervi sor and the Fuel Departnent Training Coordinator,
Superintendent and Director will sign and issue to that enployee
a certificate of conpletion of the requirenment of the CBC
Pr ogr am

(8) The Fuel Departnment Director or designee wll
review update the training and certification program annually or
whenever there is a major change of operations or equi pnent.

b. Human Resources O fice shall
(1) Collect data and nmake the required reports.

(2) Ensure certification/qualification data is properly
entered in the enpl oyee's OPF

6. Effective Date. This instruction is effective upon receipt.

SZZzl

E. R CHAMBERLI N
Vi ce Commander

Di stribution:
SNDL FKM® (FI SC Code 700); FKML1

Copy to:

SNDL C21; FKML2 ( NAVPETOFF); FL4

NAVSUP 40 (15 copies); SUP 35C (5 copies); 09A; 091; 91;
NAVI CP Central Files M)852 (15 copies)

Order from

Naval Inventory Control Point
Cog “I” Materi al

700 Robbi ns Avenue

Phi | adel phia, PA 19111-5098

St ocked: 25 copies
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NEW EMPLOYEE | NDOCTRI NATI ON PROGRAM

1. An orientation programis required for all new enpl oyees.
Thi s program shoul d i ncl ude:

a. Alist of all instructions, manual s and gui dance
enpl oyees are required to read and understand. At a m ni num
this list should include an operations manual ; instructions for

safety, security and fire protection; and adm nistrative gui dance
for scheduling matters |ike | eave and overti ne.

b. A famliarization tour of the facility. The tour should
be conducted by the i medi ate supervisor and include: fire
departnment, security office, fuel pier, punping stations, fuel
t anks, mai ntenance shops, nedical facilities, admnistrative
office, pipeline |locations, water treatnent facility, fuel
| aboratory and truck | oadi ng racks.

c. An explanation to all new enpl oyees, before starting
wor k, about the location of fire alarmstations, speed limts on
the fuel facility, parking areas for private vehicles, reporting
accidents to the supervisor, security of the fuel facility,
aut hori zed snoki ng areas, and procedures for assigning a new
enpl oyee to a work center to work al ongside qualified personnel
until successfully conpleting the personnel qualification
standard for a work center and grade. As part of this
expl anation, the enpl oyee should be given a card with enmergency
phone nunbers for fire departnment, security office, fuel contro
center and nedical facility.

NOTE: Before perform ng any work, new enpl oyees nust be
t horoughly indoctrinated in the fornmal safety program

Encl osure (1)
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SKILL LEVELS FOR VARIOUS OPERATIONS TASKS*
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OPERATTIONAT, TASKS

HELPER
(WG 6/7)

WORKER
(WG 8/9)

OPERATOR
(WG 10/11)

PIPELINES/MANIFOLDS AND
APPURTENANCES (i.e., expansion
joints, low point drains, etc.)

Identify appurtenance
Configuration of pipelines/
manifolds

Operation of appurtenances
Function of appurtenances
Inspection/maintenance
Document/report deficiencies
Program corrective action
Safety, environmental
protection, and emergency
procedures

LOADING ARMS

Location and configuration
Operation of loading arms
Theory of operation
Inspection/maintenance
Document/report deficiencies
Program corrective action
Safety, environmental
protection, and emergency
procedures

OIL/WATER SEPARATORS

NOTE:
*Operational task marked by an “x” within Helper, Worker or
Operator column indicates level at which knowledge of task is

It is understood that the individual is
responsible for also demonstrating proficiency in this task at a
higher competency level.

first required.

Location and configuration
Operating/Cleaning
Inspection/maintenance
Document/report deficiencies
Program corrective action
Safety, environmental
protection, and emergency
procedures

X

L]

KX

L

Encl osure (2)
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SKILL LEVELS FOR VARIOUS OPERATIONS TASKS#*

OPERATTONATL, TASKS

HELPER
(WG 6/7)

WORKER
(WG 8/9)

OPERATOR
(WG 10/311)

PIPELINES/MANIFOLDS AND
APPURTENANCES (i.e., expansion
joints, low point drains, etc.)

- Identify appurtenance

- Configuration of pipelines/
manifolds

- Operation of appurtenances

- Function of appurtenances

- Inspection/maintenance

- Document/report deficiencies

- Program corrective action

- Safety, environmental
protection, and emergency
procedures

LOADING ARMS

- Location and configuration

- Operation of loading arms

- Theory of operation

-~ Inspection/maintenance

- Document/report deficiencies

- Program corrective action

- Safety, environmental
protection, and emergency
procedures

OIL/WATER SEPARATORS

- Location and configuration

- Operating/Cleaning

- Inspection/maintenance

- Document/report deficiencies

- Program corrective action

- Safety, environmental
protection, and emergency
procedures

NOTE:

WM

bl

KX

i

*Operational task marked by an “x” within Helper, Worker or
Operator column indicates level at which knowledge of task is
first required. It is understood that the individual is
responsible for also demonstrating proficiency in this task at a

higher competency level.

Encl osure (2) 2

163
a

R
a

R

a



NAVSUPI NST 12410. 16A
13 Sep 96

SKILL LEVELS FOR VARIOUS OPERATIONAL TASKS*

HELPER WORKER OPERATOR
OPERATIONAT, TASKS : (WG 6/7) (WG 8/9) | (WG 10/11})

STRAINERS/FILTERS

- Identify components

- Operate/Drain/Clean

- Theory of operation

- Inspection/maintenance

- Document/report deficiencies X

- Program corrective action - X ®

- Safety, envirommental a
protection, and emergency
procedures X

nNw
Eg

INJECTION SYSTEMS

- Type and location of systems X

-~ Operations

- Theory of operation

- Inspection/maintenance

- Document deficiencies

- Program corrective action

- Safety, environmental
protection, and emergency
procedures X

X XX

E

(a

WEIGHT-HANDLING EQUIPMENT
(i.e., cranes, hoist, etc.)

- Use of equipment

- Operation of equipment

~ Inspection of equipment X (R

~ Document/report deficiencies (a

- Program corrective action

- Safety, environmental
protection, and emergency
procedures x

L

Col

NOTE:

*Operational task marked by an “x” within Helper, Worker or
Operator column indicates level at which knowledge of task is
first required. It is understood that the individual is
responsible for also demonstrating proficiency in this task at a
higher competency level.

3 Encl osure (2)
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SKILL LEVELS FOR VARIOUS OPERATIONAL TASKS*

HELPER WORKER OPERATOR
OPERATIONAL TASKS (WG 6/7) (WG 8/9) (WG 10/11)

BARGES

‘= Configuration of piping,
valves, manifolds, etc. X

~ Connecting/disconnecting
hose/loading arms b'4

- Start/stop engines and pumps

- Issue/receipt operations

- Maintain operations log

- Inspect barges and
appurtenances X (R

- Document/report deficiencies %

- Program corrective action X (A

- Safety, environmental
protection, and emergency
procedures X

XXX

OPERATTIONS
ISSUE/RECEIPT VIA TANK TRUCK

- Configuration of truck
loading rack

- Operational SOP

- Inspect truck

- Spotting truck

-~ Connecting/disconnecting
bonding cables and hoses

- Aligning valves

- Issuing/receiving fuel

- Verification of quality
received X (A

- Safety, environmental
protection, and emergency
procedures X

- Designate system alignment

- Document of issue/receipt

- Inspection of loading rack

-~ Document/report deficiencies X

KK XN

MMM

WK

(€:3

NOTE:

*Operational task marked by an “x” within Helper, Worker or
Operator column indicates level at which knowledge of task is
first required. It is understood that the individual is
responsible for also demonstrating proficiency in this task at a
higher competency level.

Encl osure (2) 4
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SKILL LEVELS FOR VARIOUS OPERATIONAL WRSKSW

HELPER WORKER OPERATOR
OPERATIONAT, TASKS (WG 6/7) (WG _8/9) (WG _10/11)

ISSUE/RECEIPT VIA TANKER/BARGE

- Configuration of pier,
piping, manifolds, loading
arms and other appurtenances

- Operational SOP

-~ Line handling

- Connect/disconnect hoses/
loading arms X

- Connect/disconnect hotel
services x

- Safety, environmental
protection, and emergency
procedures X

- Aligning valves/piping X

- Gauging shore tanks before
and after issue/receipt b4

- Witness tanker gauging, water
cuts, temperature x

- Take tanker samples and line
sampling X

- Monitor issue/receipt
operations (i.e., manifold
pressure, line inspection,
hose watch, flow rates) bl

- Maintain operations log

- Coordinate communication

- Develop operational order

- Designate system alignment

- Select fueling points and
spot tanker/barge X

- Fill out Coast Guard check
off

- Verify quality received

- Verify quantity issued/
received

- Prepare documentation

- Pre and post equipment
inspection P4

- Document/report deficiencies b4

XXX

X ™
x X X N

Pt

NOTE:

*Operational task marked by an “x” within Helper, Worker or
Operator column indicates level at which knowledge of task is
first required. It is understood that the individual is
responsible for also demonstrating proficiency in this task at a
higher competency level.

5 Encl osure (2)
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SKILL LEVELS FOR VARIOUS OPERATIONAL TASKS*

HELPER
(WG 6/7)

WORKER
(WG 8/9)

OPERATOR
(WG 10/11)

-

NOTE:

OPERATIONAY. TASKS

ISSUE/RECEIPT VIA PIPELINE

Configuration of piping,
valves and manifolds
Operational SOP

Operation of valves

Safety, environmental
protection, and emergency
procedures

Align valves/piping

Gauge tanks before and
after issue/receipt
Monitor issue/receipt
operations (i.e., line
pressure, line inspection,
flow rate, etc.)

Maintain operations log
Take line samples

Maintain communication and
points of issue and receipt
Develop operations order
Select tanks to be used for
issue/receipt

Verify quality received
Verify guantity received/
issued

Pre and post inspection of
equipment

Document/report deficiencies

INTRATERMINAL TRANSFERS

Configuration of piping and
valves

Operational SOP

Operate valves

Ssafety, environmental
protection, and emergency
procedures

XXX

L

woX N

X X

*Operational task marked by an “x” within Helper, Worker or
Operator column indicates level at which knowledge of task is

first required..

It is understocd that the individual is

responsible for also demonstrating proficiency in this task at a
higher competency level.

Encl osure (2)
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OPERATIONAL TASKS

HELPER
(WG 6/7)

WORKER
(WG 8/9)

OPERATOR
(WG 10/11)

Align valves

Gauge tanks before and after
transfer

Monitor transfer (line
inspection flow rate)
Maintain operations log
Select tanks and determine
system alignment

Verify quantity transferred
Pre and post inspection of
equipment

Document/report deficiencies

INVENTORY CONTROL

PHYSICAL INVENTORY

Identify inventory egquipment
and meters

Record meter reading
Gauging, water cut and
temperature procedures
Automated inventory systems
Calibration of inventory
equipment & meters

Safety, environmental
protection, and emergency
procedures

INVENTORY CONTROL

NOTE:
*Operational task marked by an “x” within Helper,

PHYSICAL INVENTORY

Identify inventory equipment
and nmeters

Record meter reading
Gauging, water cut & temp-
erature procedures

Automated inventory systems

L

X

X

Worker or

Operator column indicates level at which knowledge of task is

first required.

It is understood that the individual is

responsible for also demonstrating proficiency in this task at a
higher competency level.

Encl osure (2)
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SKILL LEVELS FOR VARIOUS OPERATIONAL TASKS#*

OPERATTIONAT, TASKS

HELPER
(WG 6/7)

WORKER
(WG 8/9)

OPERATOR
(WG _10/11)

Calibration of inventory
equipment and meters
Safety, environmental
protection, and emergency
procedures

QUANTITY CALCULATION

Calculation of gross volumes
Converting gross volumes to
net volumes

Calculation of variance for
issue/receipt and inventory

QUALITY CONTROL

NOQOTE:

*#*Operational task marked by an “x”

first required.

SAMPLING

Tank truck sampling
procedures

Tanker /Barge/Pipeline
sampling procedures
Storage tank sampling
procedures

ANALYSIS

Properties of petroleum
Visual inspection (i.e.,
color & appearance)
Perform basic acceptance
tests - Type C
Specification tests
Interpretation of test
results

within Helper, Worker or
Operator column indicates level at which knowledge of task is

It is understood that the individual is

responsible for also demonstrating proficiency in this task at a
higher competency level.

Encl osure (2) 8
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OPERATTIONAT: TASKS

HELPER
(WG _6/7)

WORKER
(WG 8/9)

OPERATOR
(WG 10/11)

NOTE:

SAFETY & FIRE PROTECTION SAFETY

Safety precautions (i.e.,
color & appearance)
Health hazards associated
with petroleum

Basic first aid and CPR
Accident reporting

Use of safety equipment
Entering confined spaces
Principles of gas free
engineering

FIRE PROTECTION

Fire prevention procedures
Selection and use of fire
extinguishers

Fire evacuation procedures
Reporting fires

Inspection of fire equipment

ENVIRONMENTAL PROTECTION

SPILL CONTROL

0il spill prevention
procedures

Clean up of oil spills
Report oil spills
Inspection of tank contain-
ment reservoir

Deployment of oil boom
Operation of oil spill
equipment

Documentation of oil spills
Notification procedures

»

WX X R I

"uoKox

x x

X XX

*Operational task marked by an “x” within Helper, Worker or
Operator column indicates level at which knowledge of task is

first required.

It is understood that the individual is

responsible for also demonstrating proficiency in this task at a
higher competency level.

Encl osure (2)
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SKILL LEVELS FOR VARIOUS OPERATIONAL TASKS#*

OPERATTIONAT, TASKS

HELPER
(WG _6/7)

WORKER
(WG 8/9)

OPERATOR
(WG 10/11)

RECLAMATION OPERATION

- System operation
- Environmental permit
reporting

EMISSION CONTROL

system
- Theory of systems operation

MAINTENANCE
PREVENTIVE MAINTENANCE

-~ Use of tools
- Scraping and painting

- Equipment maintenance (i.e.,
valves, vents, pumps, etc.)

- Programming maintenance

- Documenting maintenance

- Safety, environmental
protection, and emergency
procedures

INSPECTIONS

Zone inspections

Cold weather inspections
Severe weather inspections
Annual inspection survey

NOTE:

- Operation of emission control

- Ground & facility maintenance

MoK X

"o

E

*Operational task marked by an “x” within Helper, Worker or
Operator column indicates level at which knowledge of task is
first required. It is understood that the individual is
responsible for also demonstrating proficiency in this task at a

higher competency level.

Encl osure (2)
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M L- HDBK- 200

NAVEDTRA 10883
NAVEDTRA 43288

NAVFAC MO- 230
NAVFAC P-908

NAVSUP Manual |,
Vol |1

NAVSUP PUB 546

NAVSUP PUB 558
(Revi sion 1)

NAVAI R 00-80T- 109

NAVFAC DM 8
NAVFAC DM 22
NAVFAC DM 25
NAVFAC DM 26

APl STD 650

APl PUB 1003

APl RP 1102

APl STD 1104
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LI ST OF APPLI CABLE REFERENCES
BASI C FUEL MANUALS

DOD Managenent of Bul k Petrol eum Product s,
Nat ural Gas and Coal

MIlitary Standardizati on Handbook Quality
Surveil | ance Handbook for Lubricants and
Rel at ed Products

Fundamental s of Petrol eum

Personnel Qualification Standards for
Avi ation Fuel Operations Ashore

Mai nt enance Manual, Petrol eum Fuel Facilities
Gl Spill Pollution Control Mnua

Supply Ashore

Pil ferage of Petrol eum

Fuel Managenent Ashore

Aircraft Refueling NATOPS Manual
DESI GN MANUALS

Fire Protection Engineering
Petrol eum Fuel Facilities
Waterfront Operational Facilities
Har bor si de and Coastal Facilities

APl PUBLI CATI ONS

Wl ded Steel Tanks for Ol Storage

Precautions Against Electrostatic lIgnition
During Loadi ng of Tank Mbdtor Vehicles

Steel Pipelines Crossing Railroads and
H ghways

Wel di ng of Pipelines and Related Facilities

Encl osure (3)
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APl RP 1107 Pi pel i ne Mai ntenance Wl di ng Practices
APl STD 2015 Safe Entry and C eaning of Petrol eum Storage

Tanks

M LI TARY MANUALS AND SPECI FI CATI ONS

NAVSEA S9086- CH STM 030 Gas Free Engi neering Program

M L- STD- 101 Col or Code for Pipeline and Conpressed
Gas Cylinders

M L- STD- 109 Qual ity Assurance Terns and Definitions

M L- STD- 161 | dentification Methods for Bul k
Pet r ol eum Products Systens

M L- STD- 457 Frequency for Inspection and C eani ng of
Tanks

M L- STD- 45662 Petrol eum Lab Cali bration System

(Calibration Requirenents)

M L- HDBK- 210 Conversion Factors and Logistics Data
for Petrol eum Pl anni ng

M LI TARY | NSTRUCTI ONS

NAVSUPI NST 4750. 1 Aut omat ed Fuel Mai ntenance System
(Series)

NAVSUPI NST 6240. 2 Gl Pollution Prevention Control and
(Series) Abat ement at Bul k Fuel Facilities
OPNAVI NST 4020. 25 Controlling and Accounting for G ound
(Series) Fuel s

OPNAVI NST 5100. 23 Navy COccupational Safety and Health
(Series) (NAVCSH) Program Manual

OPNAVI NST 5090. 1 Envi ronmental and Nat ural Resources
(Series) Prot ecti on Manual

CODE OF FEDERAL REGULATI ONS (CFR)

29 CFR 1910 Labor Regul ations; OSHA St andards

33 CFR 154 U S. Coast Guard Regul ations; Regul ation
of Gl Spills

40 CFR 112 Envi ronnental Protection Regul ations

Encl osure (3) 2
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NFPA 30
NFPA 45

NFPA 77
NFPA 321

NFPA 385

NFPA 407
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NATI ONAL FI RE PROTECTI ON ASSOCI ATI ON PUBLI CATI ONS

Fl anmabl e and Conbusti bl e Li qui ds Code

Fire Protection for Laboratories Using
Chem cal s

Static Electricity

Basic C assification of Flanmabl e and
Conbusti bl e Li qui ds

Tank Vehicles for Flammabl e and
Conbusti bl e Li qui ds

Aircraft Fuel Servicing

SI TE SPECI FI C PUBLI CATI ONS

Site Specific Instructions

Site Specific Notices

Site Specific standard operating Procedures (SOPs)
Site Specific Operations Manual

3 Encl osure (3)
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TYPI CAL COVPETENCY BASED CERTI FI CATI ON
TRAI NI NG PROGRAM AGREEMENT

| have discussed this training plan and Conpetency Based
Certification Programw th ny supervisor and | acknow edge the
followng facts pertaining to this plan:

| will be required to denonstrate a proficiency in the
operational tasks attached to this plan.

The starting date of ny participation in this programis
___(date) and | agree to conplete the prerequisites for
certification prior to __ (date) .

Compl etion of this training plan and subsequent certification
IS a prerequisite to pronotion to the next higher grade |evel.

A witten report will be submtted to the term nal
superintendent should there appear to be a need for plan
alteration, |ack of adequate progress, additional training or
removal fromthe program

Failure to conplete this training plan on schedule may result
in arequirenent for renedial training. Should renedial training
be required and | fail to satisfactorily conplete this training
within the prescribed tine, | may be subject to personnel action
i ncludi ng renoval or reassignnent in accordance with applicable
FPM r egul ati ons.

Any changes to this agreenment nust be requested in witing and
approved by the Fuel Departnent Director

Tr ai nee Dat e Super vi sor Dat e

Superi nt endent Dat e Director Dat e
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FUEL DISTRIBUTION SYSTEM WG-5413 (Series)

NAME OF TRAINEE

TASK - GAUGING

CHECK OFF LIST
OPERATIONAL TASK
Trainee Trainer
Date Initial Initial
Innage Gauge
a. Read
b. Procedures
c. Log
Ullage Gauge
a&. Read
b. Procedures
c. Log
Water Cut

Temperature Reading

* SAMPLE *

Supv.
Date SAT UNSAT Sign.
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COMPETENCY CERTIFICATE

Name Series/Grade

This certificate is a record of satisfactory completion of designated Competency
Based Certification (CBC) work center requirements. By signing this
certificate, the certifying officials indicate that the named employee has
demonstrated mastery of all the competencies required for the work center. The
certifying officials' responsibility includes a review of the CBC booklet
(check-off/sign-off sheets) to ensure that all required signatures are present.
The reviewing officials' signature indicates that corresponding training has
been provided and that the certification process has occurred. Upon completion,
a copy of the certificate shall be placed in the employee's Official Personnel
File.

I certify that the named employee has successfully demonstrated proficiency in
all skills required for this work center and recommend certification as a
(title) (grade) .

SUPERVISOR/DATE

Based upon my review of the individual's CBC training records (emplovee)
is recommended for final certification as {title) {grade) .

Asst. Director Date  Operations Foreman Date Maint. Foreman Date

I have reviewed qualification records for {emplovee) and based on this
review and recommendations of the work center Supervisor and Operations/
Maintenance Foreman, I hereby certify him/her as a (title) {grade) .

DIRECTOR, FUEL DEPT./DATE

Encl osure (6)
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