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1.0 OBJECTIVES

The objective of this standard operating procedure (SOP) is to establish a consistent method and
format for the use and control of documentation generated during daily field activities. Field
notes and records are intended to provide sufficient information that can be used to recreate the
field activities, as well as, the collection of environmental data. Information placed in these
documents and/or records shall be factual, detailed and objective.

2.0 SCOPE AND APPLICABILITY

This procedure will be used during all field activities, regardless of the purpose by all project
team personnel and subcontractors who conduct field investigations. These activities may
include, but are not limited to, all types of media sampling (soil vapor, soil, groundwater,
wastewater, etc), utility clearance, well installation, sample point locating and surveys, site
reconnaissance, free product removal, remediation, and waste handling.

3.0 RESPONSIBILITY

The Project Manager (PM), or designee, will have the responsibility to oversee and ensure that
field documentation is collected in accordance with this SOP and any site-specific or project
specific planning documents.

The field sampling personnel will be responsible for the understanding and implementation of
this SOP during all field activities, as well as, obtaining the appropriate field logbooks, forms and
records necessary to complete the field activities. Field personnel shall ensure all field activities
are documented completely at the end of each field day. Field personnel are responsible for
tracking the location of all field documentation, including field logbooks. Field personnel are
responsible for assuring that the original documentation (or copies of the field log book, if needed
for another project at the same site), are filed at the end of the field project or during a long
project (greater than month) every couple of weeks.

4.0 REQUIRED MATERIALS
The materials required for this SOP include the following:

* Bound field logbooks, and
»  Black waterproof and/or indelible ink pens

¢ Field Forms

5.0 METHODS

This SOP primarily includes the documentation procedures for the field logbooks. However,
procedures discussed in this SOP are applicable to all other types of field documentation
collected, and should be universal in application. Details of other field records and forms (e.g.
boring logs, sample labels, chain of custody records, and waste containment labels are discussed
in the specific SOP associated with that particular field activity (e.g. borehole drilling, sample
handling, investigative derived waste), and not covered in detail in this SOP.
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5.1 Field Logbooks

Field personnel will keep accurate written records of their daily activities in a bound logbook that
will be sufficient to recreate the project field activities without reliance on memory. This
information will be recorded in chronological order. All entries will be legible, written in black
waterproof or indelible ink, and contain accurate and inclusive documentation of field activities,
including field data observations, deviations from project plans, problems encountered, and
actions taken to solve the problem. Each page of the field logbook will be consecutively
numbered, signed and dated by the field author(s). Pages should not be removed for any reason.

There should be no blank lines on a page. A single blank line or a partial blank line (such as at
the end of a paragraph) should be lined to the end of the page. If only part of a page is used, the
remainder of the page should have an "X" drawn across it.

In addition to documenting field activities, field logbooks will include, but are not limited to, the
following:

e Date and time of activities,

* Site location

*  Purpose of site visit,

e Site and weather conditions,

* Personnel present, including sampling crew, facility/site personnel and representatives
(including site arrival and departure times),

*  Subcontractors present,

» Regulatory agencies and their representatives (including phone numbers, site arrival and
departure times),

* Level of health and safety protection,
*  Sampling methodology and information,
* Sample Locations (sketches are very helpful),

* Source of sample(s), sample identifications, sample container types and preservatives
used, and lot numbers for bottles and preservatives (if applicable and if not recorded on
other forms or in a sample control logbook),

* A chronological description of the field observations and events,

* Specific considerations associated with sample acquisition (e.g., field parameter
measurements, field screening data, HASP monitoring data, etc.) (if not recorded on
another form),

* Wastes generated, containment units (including volumes, matrix, etc), and storage
location (if not recorded on another form),

* Field quality assurance/quality control samples collection, preparation, and origin (if not
recorded on other forms or in a sample control logbook),
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e The manufacturer, model and serial number of field instruments (e.g., OVM, water
quality, etc.) shall be recorded, if not using a calibration form. Also, source lot # and
expiration date of standard shall be recorded if calibrated in the field.

*  Well construction materials, water source(s), and other materials used on-site (if not
recorded on another form).

* Sample conditions that could potentially affect the sample results,
e If deviating from plan, clearly state the reason(s) for deviation,

* Persons contacted and topics discussed,

*  Documentation of exclusion zone set-up and location,

*  Documentation of decontamination procedures, and

e Daily Summary.

Field situations vary widely. No general rules can specify the extent of information that must be
entered in a logbook. However, records should contain sufficient information so that someone
can reconstruct the field activity without relying on the collector's memory. Language used shall
be objective, factual, and free of personal opinions. Hypothesis for observed phenomena may be
recorded, however, they must be clearly indicated as such and only relate to the subject
observation.

Logbooks will be assigned to a specific sampling team. If it is necessary to transfer the log book
to alternative team member during the course of field work, the person relinquishing the log book
will sign and date the log book at the time of transfer.

Field logbooks should consist of a bound book, in which the insertion or removal of pages will be
visibly noticeable after the logbook has been assembled. Logbooks can be prepared by gluing or
laminating pages together cither at the left side or top of the page. If inclement weather is
expected, logbooks may have plastic laminated front and back covers to protect the interior pages,
and should not be broken apart for coping. Loose-leaf binding, such as comb binding is not
considered hard binding. To maintain the integrity of the logbook, pages should be consecutively
numbered prior to use. Logbook pages can be of any format, and may include blank pages for
recording or field forms that are used for specific tasks. As an alternative, commercially bound
and consecutive page numbered field logbooks may also be used.

5.2 Photographs

Photographs provide the most accurate demonstration of the field worker’s observations. They
can be significant to the field team during future inspections, informal meetings, and hearings.
Photographs should be taken with a camera-lens system having a perspective similar to that
afforded by the naked eye. Telephoto or wide-angle shots cannot be used in enforcement
proceedings. Some industrial clients do not permit photographs on their sites. In industrial
settings, confirm with the project manager that photographs are allowed.

A photograph must be documented if it is to be a valid representation of an existing situation.
Therefore, for each photograph taken, several items shall be recorded in the field logbooks:
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= Date and time photograph taken;

= Name of photographer;

=  Site name, location, and field task;

=  Brief description of the subject and the direction taken; and

= Sequential number of the photograph.

5.3 Additional Field Forms/Records

Additional field records may be required for each specific field event. The use of these records
and examples are described in other SOPs specific for the activity (e.g. Borehole Logging SOP,
Groundwater Sampling and Purging SOP, etc.). These other records may include:

* Borehole Logs during drilling,

*  Well Construction and Development records,

*  Groundwater Purge and Sample Collection Records,

*  Water Level Monitoring,

* Investigation Derived Waste (IDW) Tracking Records,
e Instrument Calibration Records, and

* Health and Safety Monitoring Records and sign-off sheets.

Prior to field activities, the field sampling personnel will coordinate with the Project Manager, or
designee, to determine which additional records will be required for the specific field task. These
additional records will be maintained in a field file or a three-ring notebook throughout the
duration of the field activities, or included in a specially prepared site-specific notebook. If the
field notebook is being created, the forms may be part of the laminated book.

6.0 CORRECTIONS

If an error is made in the field, logbook corrections will be made by drawing a single line through
the error, entering the correct information, and initialing and dating the change. Materials that
obliterate the original information, such as correction fluids and/or mark-out tapes, are prohibited.
All corrections will be initialed and dated. Some projects require that a brief reason for the
change must also be added where the correction was made. Ask the Project Manager, if this
requirement is necessary.

7.0 DOCUMENTATION REVIEWS

Periodically, the Project Manager, or designee, will review the field logbooks pertaining to the
activities under their supervision. The elements of this review will include technical content,
consistency, and compliance with the project plans and SOPs.  Discrepancies and errors
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identified during the review should be resolved between reviewer and author of the field
documentation. Corrections and/or additions of information shall be initialed and dated by the
field author or reviewer.

8.0 FIELD RECORD BACKUP

Periodically, the Project Manager, or designee, will determine if and when field logbooks and
records need to be photocopied. Photocopies will be maintained in the project files, and can be
used as backup in the event that the original field logbook or records are lost or damaged.

9.0 DOCUMENTATION ARCHIVE

At the completion of the project, all original field logbooks and records will be store in the project
files in accordance with project procedures. Typically project files lifetimes are controlled and
spelled out in contractual agreements with clients. Typically, project files are archived after
project finalization and kept indefinitely in archive.
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