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Add — “Assessments and Action Items Meeting”.
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This procedure applies to the Directorate, Department, and Division managers.

Introduction

Management Assessments are a tool for a Directorate, Department, or Division to evaluate the

effectiveness of a management system and associated processes.

Each of these organizations

could consider conducting an assessment on organizational performance, strategic planning,
personnel qualification, staffing, skills mix, communication, cost control, mission objectives, and
effectiveness of previous assessments and associated actions. Examples of routine management
assessments include the quarterly Laboratory Management Review Meeting (LMR) and the
monthly Assessment and Action Items Meeting. TCR-QA-025 R1-001

Each PPPL Department Head is required to perform at least one documented management
assessment for his or her area of responsibility annually.

Online training on conducting management assessments is available from HR e-Learning.

Definitions

Management A periodic introspective self-analysis, conducted by management, to evaluate
Assessment management systems, processes, and programs ensuring the organization's
work is properly focused on achieving desired results. (DOE G 414.1-1B)

Management A framework of processes and procedures used to ensure that an organization

System can fulfill all tasks required to achieve its objectives. Examples of
management systems are the Quality Management System, Environmental
Management System, Occupational Health & Safety Management System,
Engineering Design Management System, or Training Management System.
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Project A set of interdependent activities planned to meet a common objective or

mission need, which has defined start and end points; is undertaken to create
a product, facility, or system; and contains interdependent activities planned
to meet a common objective or mission.

Process Any set of activities that has a defined purpose, an initiating event, established

inputs, identifiable stakeholders, and expected outputs. The process may be
contained within a single or several organizational units.

Reference Documents

* DOE O 414.1D, Quality Assurance, Criterion 9, Management Assessments, “Ensure that
managers assess their management processes and identify and correct problems that
hinder the organization from achieving its objectives.”

* PPPL Assurance System Description

¢ PPPL Institutional Quality Assurance Plan

Procedure

A. Performing a Management Assessment

Note: Attachment 1 provides a flow diagram for this procedure.

Responsibility Action

Cognizant 1. Identifies a Management Assessment to be performed, the scope of the

Manager assessment (e.g., facilities, organization, process, project, systems,
other), the objectives of the assessment, individual(s) responsible for
performing the assessment, the expected date for the results, and any
other desired information.
Note: Attachment 1 provides a flow diagram for this procedure.

Assigned 2. Performs the assessment and documents the results.

Individual Note: Attachment 2 provides sample questions by topical area.
Attachment 3 contains a generic format for documenting the results.
Note: The Management Assessment can be performed as part of another
meeting, such as a Department Staff Meeting, as long as the results are
documented.

Cognizant 3. Determines if corrective actions are necessary, and if so, by whom, and

Manager when.

4. Determines the distribution for the assessment report. Distribution
should include the ATIs of any procedure affected by corrective actions.
5. Monitors completion of the corrective actions.
Printed copies of this document are considered UNCONTROLLED Information Only
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Responsibility Action

6. Updates report to include the corrective actions completed. Maintains
records documenting the management assessment and the completed
corrective actions.

B. Training (section required for all procedures)

Head, QA 1. Provides training as follows:

a. Target Audience: anyone wishing or needing to know more about
performing a management assessment;

Instructor: Online or from Head, QA

Training Method: Online at http://hr.pppl.gov/OnlineTrainingList.htir

Frequency: Once only

b. Target Audience: Supervisors
Instructor: Self-guided

Training Method: Read only via standard Email distribution of
procedure updates from Best Practices to all supervisors

Frequency: Once only

Head, QA 2. Notifies the Human Resources Training Office of the training so that they
will be aware of the training requirements and be able to provide
assistance and guidance in the course development, implementation,
tracking, and maintenance.

Attachments

1. Management Assessment process flow diagram
2. Sample questions for management assessments
3. Template for Management Assessment reports
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copies. The official document is at http://bp.pppl.gov/PPPL_docs.shtml The
Best Practices and External  Affairs Department maintains  the signed originals.



PPPL

PRINCETON PLASMA
PHYSICS LABORATORY

PROCEDURE

No. QA-025 Revl1

Attachment 1

Management Assessment Process Flow diagram

Page 1 of 1

TCR-QA-025 R1-001

Management Assessment - Overall Process
e) — Working with staff
B ® Identifies g wi ' Determines
L5} Functional Areas Identifies a MA to determines istributi Updates report to
] ) distribution of the S ’ Records
I appropriate - indicate corrective f
o under own be performed, type report. If desires to associated
= = responsibility for of assessment, corrective actions distrit;ute may do Ly Monitors corrective actions taken. with
iola) i indivi 7| for identified €, may actions Maintains file for
o= potential |nd|V|<;IuaIs to issues. Assians so at this time or management management
9] -g Management perform it, and due ues. Assig when all correction 9 assessments
5 0 Assessments (MA) date for report actlor&s with due actions are taken. assessments.
note 1 ates.
T ( ) ' 7y
» Performs Assigned
8 = Management
c 3 Assessment (see Documents the Implements
o3 attachment 2 for | » P )
5S> sample questions results corrective actions
<¢(IJ -g for each type of
- assessment)

Note: Two sources of suggested areas for assessments are:

PPPL Integrated Assessment Schedule, found at:
http://spportal.pppl.gov/bp/iap/Lists/Assessment%20Plan/CalenderView1.aspx
Required and recommended independent audits found at:
http://www-local.pppl.gov/qa/QAReqd RecAudits/Req-RecAud%203-2-12.pdf
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Facility Management Assessment

1. Is the facility appropriate for the work being performed (e.g., mission, functions, ES&H,
etc.)?

Is the layout of the facility appropriate from a human factors perspective?

3. Are there cost-effective changes that could improve the efficiency of the facility (e.g.,
research productivity, energy, environmental, etc.)?

Organizational Management Assessment

1. Does the organization have the appropriate staff and skill mix for the activity? If not, what
actions should be taken to resolve the issues?

2. Is the organization capable of providing the services requested for the activity? If not, what
can be done to resolve the issues?

3. Are the organizational interfaces appropriately identified and established to maximize
efficiencies across organizational boundaries?

Project Management Assessment

1. Is the project’s scope adequately defined? Are the customer’s expectations known and
documented? Are the estimating, schedule and cost profiles realistic?

Are sufficient personnel with the required competencies assigned to the project?
Are risks identified, mitigated, and managed appropriately?
Is the change control process established?

Aol

Are the trends of the performance metrics satisfactory (e.g., schedule performance index and
cost performance index)? If not, what actions should be taken?

6. Are there other issues that could have an impact (e.g., records, configuration control, testing,
inspections, etc.) ?

Process Management Assessment
1. How effective is the process?
What are the strengths of the process?
What are the weaknesses of the process? How significant are these weaknesses?
What improvements to the process or other actions can be taken to resolve these weaknesses?

A

Can process be more efficient and effective? If so, how?

Management System Assessment
1. Are the requirements for the management system well-defined? Do they include requirements
imposed by DOE, state and federal regulations, etc.?
Does the management system, as implemented, satisfy the requirements?

3. How well does the management system, as a whole, perform? What are its strengths? What
are its weaknesses? What can be done to resolve these weaknesses?
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Supervisory Responsibilities and ISM

1. What is the supervisory chain from Division Head to group level?
a. Group functions and members?
b. Group head backups?

2. What are the supervisory responsibilities at the
a. Division level
b. First line supervisor level
c. Group(s) level

3. Who enforces safety and operations training?
Who monitors worker performance on the job?

5. What meetings are held to support supervisory roles?

Printed copies of this document are considered UNCONTROLLED Information Only
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Note that a template for Management Assessments is available via the PPPL Forms and Manuals
webpage (http://www-local.pppl.gov/forms.html). There are two versions. One is locked, making it
easier for the user to tab from one input field to another. The second is unlocked, providing the
capability for the user to download the format and modify it, as desired.

Organization:

Name of Director, Department, or Division Head Requesting the Assessment:

Name of Management Assessment:

Type of Assessment: (Facility/Organization/Project/System/Program/Process/Other)

Objective of the assessment:

Name of individual(s) performing assessment:

Due date for assessment report:

Questions asked and associated answers:

Corrective actions to be (scheduled) or have already been taken (completed), by whom, and
when:
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