2% Fermilab

Director’s Policy

October 2013

Issues Management Policy

Management System: Quality

Author

T.J. Sarlina Policy.

Revision History

Description of Change
First release of new Issues Management

Revision No. & Date
Revision 001
October 2013

WARNING: This policy is subject to change. The current version is maintained on the Directorate website.
[Using a search engine on the internet such as Google could produce an outdated/unsupported document]

Page 1 of 4




# Fermilab | !ssues Management Policy October 2013

TABLE OF CONTENTS
1.0 INTRODUCTION . ..ot e e ettt e e e et e e e ettt e e e e e e e aae e eeeeeenennaannns 3
2.0 DEFINITIONS ..o ettt ettt e e e e e e e e e e e e e e e e e, 3
2. L DS G P e e et e e ———— 3
2.2 FESHM ..o 3
2 TR 1] 1 < 3
2.4 TTTACK AGMINISTIAIOFS. ...t mnnennmnnnne 3
2.5 ITTACK ISSUE OVVNEES ...ttt emnnennnnnnen 3
3.0 RESPONSIBLILITIES ...ttt e e e et e e e e e e e e e, 3
3.1 Quality ASSUIANCE IMBNAGET ........eiuiiiieiieiete ittt sttt b e b bbb ene s 3
3.2 HTTACK A NISIIAOTS. ..ttt ettt et e e e e e e e e e e et e e e e e e e e e eeeeens 3
3.3 ITTACK ISSUE VUM .ttt ennnnnnee 3
B0 POLICY e e et a e e e e e ———————— 4
B0 REFERENCES . ..ottt ettt e e e et ettt e e e e e e e ettt e eeeeeeeeee e reeeeeeeaeneaees 4

Page 2 of 4
WARNING: This policy is subject to change. The current version is maintained on the Directorate website.
[Using a search engine on the internet such as Google could produce an outdated/unsupported document]



# Fermilab | !ssues Management Policy October 2013

1.0 INTRODUCTION

This policy identifies iTrack as the mandatory laboratory-wide issues management system for
documenting reviews, findings, recommendations, nonconformities, and other issues.

2.0 DEFINITIONS

2.1 D/sICIP
Division/Section/Center/Project

2.2 FESHM
Fermilab Environment, Safety, and Health Manual

2.3 Issue
Findings, recommendations, and nonconformities that require action and are the result of
reviews, tours, assessments, inspections, and audits conducted throughout the laboratory.

2.4 iTrack Administrators
Has administrator rights in iTrack, performs the data entry for defined issues, and also has
rights to assign issues to iTrack Issue Owners.

2.5 iTrack Issue Owners
Is the owner of an issue as assigned by the iTrack Administrator, and has administrator rights
in iTrack to update and closed assigned issues.

3.0 RESPONSIBLILITIES

3.1 Quality Assurance Manager
e Manage, improve and administer iTrack
Maintain and improve the strategy for implementing iTrack
Work with D/S/C/P heads to improve iTrack usage
Guides personnel in programs and operations to assist in using iTrack

3.2 iTrack Administrators
e Enters defined issues into iTrack as they occur
e Assigns issues to the appropriate D/S/C/P’s with coordination and approval from
applicable D/S/C/P’s management

3.3 iTrack Issue Owner
e Updates iTrack with evidence of actions taken to resolve issues
e Ensures issues are tracked through to completion
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4.0

5.0

POLICY

Per DOE and registrar requirements, Federal regulations, and State laws Fermilab is required to
conduct (not limited to) reviews, tours, assessments, inspections, and audits which result in
findings, recommendations, nonconformities, and issues that require formalized tracking. Going
forward within this policy all findings, recommendations, nonconformities, and issues shall be
referred to as “issues”.

Formalized tracking of issues ensures that information regarding the issue is documented, and
that parties are held responsible for their actions regarding resolution to the issue. iTrack is the
one laboratory-authorized method for electronically and formally tracking all issue types found
at Fermilab. The iTrack Procedures and Risk Assignment FESHM chapter 12030 describes the
reviews, tours, assessments, inspections, and audits that generate issues, and how iTrack is used
to formally track them.

To ensure iTrack information is accurate and kept current within the electronic system, iTrack

Administrators and iTrack Issue Owners are responsible for the content that is entered into
iTrack and for ensuring all issues are tracked through to completion.

REFERENCES

FESHM: http://esh.fnal.gov/xms/FESHM

iTrack: https://www-esh.fnal.gov/pls/cert/iTrack.html
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