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Management of Change Guidance
F.1	Scope
This guidance addresses considerations for the following: 
how How operators manage changes to procedures, tools, standards, and other changes to the operator qualification (OQ) program;
how How these changes are incorporated into the qualification and evaluation methods for individuals performing covered tasks;
the The methods employed to communicate changes to the individuals performing covered tasks, whether operator employees or contractors.
F.2	Purpose
The OQ rule [49 CFR § 195.505(f) Qualification Program] requires that the operator communicates changes that affect covered tasks to individuals performing those covered tasks. To perform this effectively, the operator should have a change management methodology so that it knows when changes are occurring, what changes have an impact on covered task performance, the relative significance of the change and how it affects the continued qualification of individuals, and mechanisms to effectively communicate changes to qualified individuals. 
The purpose of this annex is to provide guidance for uniform administration of a management of change process for OQ programs. Consideration of the following characteristics is important to determine whether the requirements of the rule have been met:
1)	Iidentification of the methods used to communicate changes to affected individuals;
2)	Mmeans of ensuring that affected personnel are kept up-to-date on current requirements of the OQ program;
3)	Cchanges to the OQ plan and revisions to the plan are made and communicated to affected stakeholders.
F.3	Management of Change Considerations
Does the operator’s OQ program identify how changes to procedures, tools, standards, and other elements used by individuals in performing covered tasks are communicated to the individuals, including contractor individuals, and how these changes are implemented in the evaluation method(s)?
The types of changes that a management of change procedure addresses may include the following:
technologyTechnology;
equipmentEquipment;
proceduralProcedural;
organizationalOrganizational.
Consideration should be made for both permanent or temporary changes. The process should incorporate planning for the effects of the change for each of these situations:
· Does the operator’s program identify changes that affect covered tasks and how those changes are communicated, when appropriate, to affected individuals?
· Does the operator’s program identify and incorporate changes that affect covered tasks?
· Does the operator’s program include provisions for the communication of changes (e.g. who, what, when, where, and why) in the qualification program to the affected individuals?
· Does the operator incorporate changes into initial and subsequent evaluations?
· Are contractors supplying individuals who perform covered tasks for the operator notified of changes that affect task performance and thereby the qualification of these individuals?
Operators shall consider how changes to their operations and maintenance procedures, systems, and equipment may affect their OQ program.
The operator should periodically identify changes that need to be communicated to its workers and addressed in its OQ program.
The operator should ensure that the person responsible for managing the OQ program is:
aware Aware of the need and the importance of ensuring qualified personnel are prepared for changed conditions;
communicating Communicating changes affecting covered tasks to the individuals who perform the task;
fully Fully aware of the written OQ program provisions to address and manage changes to its systems;
adjusting Adjusting evaluations for affected tasks if changes have occurred that trigger this provision;.
Documenting the communication of the change.




