[bookmark: Overview]
	Organizational Knowledge Program Description

	Document Number:
	SRF-04-PD-001
	Effective Date:
	DD May 2025

	Revision Number:
	4
	Periodic Review Date:
	DD May 2028

	Document Owner:
	Megan McDonald
	Department Owner:
	SRF Operations




[bookmark: _Purpose]Purpose

The purpose of this program is to ensure that organizational knowledge deemed pertinent to the Quality Management System (QMS) is available to all employees within the SRF Operations organization. This Organizational Knowledge Program documents the strategy used to ensure that knowledge acquired by SRF Operations is indexed and available to the organization.

Scope

The Organizational Knowledge Program applies to all the knowledge-based documents used as references by the organization, e.g. equipment manuals, facility information, photos, assembly notes and tech notes.

Program Description 

[bookmark: _Hlk197942298]Overview
The SRF-04-PR-001 Organizational Knowledge Procedure describes the types of information used by SRF Operations for facilities and projects and maps out the plan to identify and index information deemed relevant to Organizational Knowledge.
[bookmark: 3.2_Knowledge_Capture]Knowledge Capture
The SRFOPS department already has many things in place to capture and store such knowledge- based documents. Examples are listed below:

DocuShare: DocuShare is a document storage software. The SRF department uses DocuShare to store documents related to projects and facility related documents.
Pansophy: Pansophy is a computer system that stores data entered during production
PRIMeS: PRIMeS (Project Inventory Management System) stores inventory data entered during receipt
Shared hard drives: The JLab computer group provides available hard drive space to staff for general use. This includes the J:, K:, L:, M: and O: drives. Access varies depending on the user’s preferences. Some of the drive locations are available to a wide range of SRFOPS staff.
Document Repository & E-Sign: This is an online database used across the lab for storing revision-controlled drawings, specifications, and statement of work documents. This system is managed by the computer center.
Paper: Some travelers, procedures, and equipment manuals are hard copy and are stored in various locations. In some cases, it makes sense to scan hard copies to make them electronic for a wider viewing audience.

[bookmark: 3.3_Organizational_Knowledge_Register]Organizational Knowledge Register
The document SRF-04-RF-001 Organizational Knowledge Register will capture locations for knowledge-based documents used within SRFOPS. This will serve as a quick reference for department staff to access knowledge-based documents.
The Group and Work Center Leads are responsible for storing documents in acceptable locations. The documents must be available for a wide range of SRFOPS personnel. The Organizational Knowledge Register is designed to aid SRFOPS staff in finding knowledge-based documents.
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The Organizational Knowledge Register is intended to be widely used, and, with user input, will become more extensive as time goes on. The Organizational Knowledge Register will be approved for periodic updated versions as required. The Organizational Knowledge Register will be maintained and updated periodically to ensure updated and improved listing of knowledge- based documents.

Program Monitoring Methods

Participation Metric
A metric of the Organizational Knowledge Register will be kept to aid in tracking changes. This metric will be. This will show items deleted and added. It will be presented during Management Review.


Responsibilities and Authorities

<Key roles and their function within the program>

	Role
	Responsibility

	Work Center Leads & Group Leads
	The Work Center Leads and Group Leads will be responsible for providing the locations of work center documentation to SRFOPS staff. In addition, they will be required to maintain access by informing the Organizational Knowledge Process Owner of any changes to document locations in order to keep the Organizational Knowledge Register up to date.

	Organizational Knowledge Process Owner
	The Organizational Process Owner will be responsible for ensuring the program is on track with the desired intent, that it is widely available to the SRF staff.




[bookmark: TSP1004][bookmark: Section5Reviews][bookmark: Refdocacronymns]References

	Document No.
	Title

	SRF-01-ML-001
	SRF Operations Quality Manual

	SRF-04-PR-001
	Organizational Knowledge Procedure

	SRF-04-RF-001
	Organizational Knowledge Register




Release and Revision History

	Rev #
	Major Changes
	Revision Date:

	1
	Initial version
	31-Mar-2021

	
2
	Adjusted the Work Center Leads in section 3.3 and 5 to include Group Leads and fixed the document numbers in the reference section
	
31-Mar-2022

	3
	Adjusted title to read Organizational Knowledge Program Description and removed section 4.1
	31-Mar-2023

	4
	Updated Template (VDB) (SRF-07-FM-001 QMS Process Program Description Template, R2)
	05-Apr-2025



Approvals

	Approved by:
	Name:

	Document Owner
	Megan McDonald

	Quality Representative
	Ashley Mitchell

	SRF Department Head 
	Tony Reilly




Document Processor Instructions:
· Put valid dates everywhere DD is found and verify they are accurate
[image: ]	[image: ]

[image: ]	[image: ]

· Attach DocuShare Approval Picture here
SRF-07-FM-003 Word Document Template, R1	Print Date:4/3/2025	Page 4 of 6[image: A black text on a white background  Description automatically generated]




SRF-04-PD-001 Organizational Knowledge Program Description, R4		Page 1 of 2[image: A black text on a white background  Description automatically generated]




Page 1 of 2
image2.png
.geff;gon Lab




image3.png
} E SRF Institute at Jefferson Lab





image1.jpg
Controlled version of this document is maintained online.
User must ensure use of correct and current revision.





