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Employee Competence and Quality Management System Training

Office of Human Resources

May 2004

Supervisors/PDL’s/PM’s:  This training module presents a summary of the responsibilities of the Office of Human Resources, Supervisors, Product Design Leads, Product Managers and employees.  This module should be used in tandem with 

GPG 3410.2.  Please note that some new requirements have been established with the release of version G of GPG 3410.2.

	Who Is Responsible?
	Responsible for What?
	Quality Record
	 Located Where?

	Office of Human Resources (OHR)


	1. Employee Qualification Process 

· Carry out qualification process for new hires and reassignments involving an occupational code change

· Maintain personnel records, including position descriptions 
	Standard Form (SF50) -- Notification of Personnel Action (documents the initial qualification for the position)

SF52 -- Request for Personnel Action (documents the qualification) 

Position Description
	Official Personnel Folder (OPF)  --Office of Human Resources



	
	2. Provide the supervisor with GSFC Form 17-112 when new or reassigned employees enter on duty
	GSFC Form 17-112 -- Required Quality Management System Training Form
	Employee Performance Folder (EPF) – Supervisor’s Organization Files (maintained by supervisor --may be held by branch or higher level manager)

	
	3. Provide advice and guidance to supervisors on determining performance effectiveness
	N/A
	N/A

	Who Is Responsible?
	Responsible for What?
	Quality Record
	Located Where?




	
	Employee Qualification Process

1. Create, update, and maintain current position descriptions
	Copy of Position Description
	Employee Performance Folder (EPF) – Supervisor’s Organization Files (may be held by branch or higher level manager)



	
	2. Generate a SF-52 (Request for Personnel Action) to initiate hiring or reclassification of position
	Standard Form (SF) - 52 - Request for Personnel Action (documents the qualification) 


	OPF – Office of Human Resources



	
	Quality Management System (QMS) Training

3. QMS On-the-job Training (OJT):
· Identify, provide, document need for and completion of OJT

· Complete initial record of OJT within 30 days of the employee’s appointment (for all employees appointed or reassigned on or after 

1/4/99)
	GSFC Form 17-112 - Required Quality Management System Training Form
	EPF – Supervisor’s Organization Files



	
	4. QMS Task-Specific Training:

· Identify needed training relevant to supervisor’s organization

· Document need for and completion of training

· Ensure employees receive training prior to performing tasks
	GSFC Form 17-112 - Required Quality Management System Training Form
	EPF – Supervisor’s Organization Files



	
	5. Determine Performance Effectiveness
Determine skill/competency gaps or needs and communicate these to employees
	N/A (Implicit in Performance Appraisal Process)
	N/A




	Who Is Responsible?
	Responsible for What?
	Quality Record
	Located Where?

	Supervisor (continued)
	6.   Ensure only qualified employees perform work
	N/A
	N/A

	
	7. Performance Management

· Conduct and maintain performance plans, annual and mid-year performance appraisals, including a linkage of performance elements to NASA or GSFC strategic goals.  

· Observe employee performance

· Assess training effectiveness and employee competence

· Have discussions with employees regarding performance, training, or other actions needed to address competency needs and ensure their awareness of their contribution to quality objectives.
	GSFC Form 17-110 - GSFC Employee Performance Communication System (EPCS) 

or

GSFC Form 17-111 – Performance Appraisal For GESTA Bargaining Unit Employees Under EPCS 
	 EPF – Supervisor’s Organization Files

	
	8. Obtain performance/training input from PDL’s/PM’s (if applicable)
	GSFC Form 17-110 - GSFC Employee Performance Communication System (EPCS)

or

GSFC Form 17-111 - Performance Appraisal For GESTA Bargaining Unit Employees Under EPCS
	EPF – Supervisor’s Organization Files




	Who Is Responsible?
	Responsible for What?
	Quality Record
	Located Where?

	Supervisor (cont’d)
	9. Conduct annual and mid-year performance appraisals 
	GSFC Form 17-110 - GSFC Employee Performance Communication System (EPCS) 

or

GSFC Form 17-111 - Performance Appraisal For GESTA Bargaining Unit Employees Under EPCS
	EPF – Supervisor’s Organization Files

	Product Design Lead (PDL)/

Product Manager (PM)

A manager or leader with overall responsibility for managing the product design/implementation activity (such as an Instrument or Project Manager)


	1. With respect to QMS Task-Specific Training:

· Identify needed training relevant to PDL/PM’s organization

· Document need for and completion of training

· Ensure employees receive training prior to performing tasks
	GSFC Form 17-112 - Required Quality Management System Training Form 

GSFC Form 17-115 – Attendance Form for Internal Training (optional use)
	Kept in PDL/PM’s organization files.  

	
	Determine Performance Effectiveness

2. Ensure that only qualified employees perform in-scope work relevant to PDL/PM’s organization
	N/A
	N/A


	Who Is Responsible?
	Responsible for What?
	Quality Record
	Located Where?

	 PDL/

PM (continued)



	3. Observe employee performance
	N/A
	N/A

	
	4. Maintain communication with supervisor to provide performance effectiveness feedback and alert them when different skills/competencies are needed or competencies are not achieved
	GSFC Form 17-110 - GSFC Employee Performance Communication System (EPCS) 

or

GSFC Form 17-111 - Performance Appraisal For GESTA Bargaining Unit Employees Under EPCS
	EPF - Supervisor’s Organization Files



	Employee

 
	1.   Determine need for QMS training in concert with supervisor or PDL/PM
	GSFC Form 17-112 - Required Quality Management System Training Form 
	EPF – Supervisor’s Organization Files



	
	2. Attend and complete QMS On-the-job Training (OJT) and QMS task-Specific training as identified by parent and supported organization
	GSFC Form 17-112 - Required Quality Management System Training Form

or

GSFC Form 17-115 - Attendance Form for Internal Training (optional use)
	GSFC 17-112: EPF Supervisor’s Organization Files

GSFC 17-115: PDL/PM’s Files

	
	3.  Hold and provide documentation of valid training certification
	Training Certificates
	Held by employee
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