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DISCLAIMER

THE FOLLOWING STANDARD OPERATING PROCEDURE PROVIDES GENERAL GUIDANCE FOR BRC CONTRACTORS FOR TECHNICAL ISSUES ADDRESSED DURING ENVIRONMENTAL SITE INVESTIGATION AND REMEDIATION ACTIVITIES.  IT IS NOTED, HOWEVER, THAT EACH SITE IS UNIQUE AND THESE GUIDELINES ARE NOT A SUBSTITUTE FOR COMMON SENSE AND GOOD MANAGEMENT PRACTICES BASED ON PROFESSIONAL TRAINING AND EXPERIENCE.  IN ADDITION, INDIVIDUAL CONTRACT TERMS MAY AFFECT THE IMPLEMENTATION OF THIS STANDARD OPERATING PROCEDURE.  BRC CONTRACTORS RESERVE THE UNRESTRICTED RIGHT TO CHANGE, MODIFY OR NOT APPLY THESE GUIDELINES IN THEIR SOLE, COMPLETE, AND UNRESTRICTED DISCRETION TO MEET CERTAIN CIRCUMSTANCES, CONTRACTUAL REQUIREMENTS, SITE CONDITIONS, OR JOB REQUIREMENTS.
INTRODUCTION

The field logbook is a controlled document that contains information about all major on-site activities associated with investigation and remediation projects. The field logbook serves as the primary documentation of all field activities and events. Information recorded in the field logbook is described in Section 4.0, Methods. Site-specific procedures described in project work plans supersede this Standard Operating Procedure (SOP). Some site conditions and/or client requirements may necessitate deviations from this SOP. 

The site logbook is initiated at the start of the first on-site activity (e.g., initial reconnaissance survey or site walk). Entries are made each day field activities occur. The site logbook is part of the permanent project file maintained by Basic Remediation Company (BRC) Contractors, and is submitted to the project manager, who sends it to the project file at the completion of field activities. The site logbook may be admitted as evidence in cost recovery or other legal proceedings, so it is critical that this document be properly maintained.

DEFINITIONS

Field Logbook
The field logbook (also called field notebook) is a bound, waterproof notebook with consecutively numbered pages that cannot be removed. 

RESPONSIBILITIES

Field logbooks are issued to field team members by the field team leader (FTL) or Project Manager. Each field team member in possession of a field logbook is responsible for keeping it current, accurate, straightforward, and relevant (see Section 4.0, Methods), and for submitting the field logbook to the FTL or Project Manager when the field work is completed. The Project Manager or designee reviews the field logbook for completeness, legibility, and relevance at the end of the field effort. 

METHODS

During each field day, all site activities, personnel, visitors, and problems are recorded in the field logbook. The following paragraphs include lists of types of information included, when applicable, and methods for maintaining the field logbook.

The cover of each site logbook contains the following information:

· project name

· client name (BRC)

· BRC Contractors project number

· project manager’s name

· applicable work plan (s)

· sequential book number

· start date

· end date

The beginning of each daily entry includes the following:

· date

· day of week

· location

· personal protective equipment (PPE) level

· start time

· weather

· personnel

· subcontractors

· visitors

· equipment

· BRC Contractors job number and cost code for that day’s activities

Daily site logbook entries include but are not limited to the following, as applicable:

· arrival and surveying, decontamination, inspection, or other field activity

· equipment calibration

· materials used

· sampling activities and methods

· sample numbers, dates, times, locations, and analyses

· sketches of work locations, sample locations, excavations, etc.

· sketches of well construction details

· sample shipment information (chain-of-custody form numbers, carrier, time)

· start and completion times of each work activity

· storage and disposal of wastes

· field measurements

· health and safety issues (PPE level, time of tailgate safety meeting, etc.)

· unusual events

· accidents and near misses

· work progress

· work problems

· corrective actions

· variations from project plans or standard procedures

· communication with the client or others

· communication with the project manager or other BRC Contractors staff

· references to other project logs (purge, sample, equipment calibration, quality control, photograph, equipment, borehole, construction, development, etc.)

Because the site logbook and its contents are admissible as evidence in legal proceedings, the following guidelines are also important:

· Unnecessary or irrelevant information or opinions are not recorded.

· Language used in the site logbook is always professional.

· Pages are not removed from the site logbook.

· All entries are in waterproof blue or black ink.

· The person entering information signs each page on which information is recorded.

· Blank portions of pages, and pages that have been inadvertently left blank, are crossed out and signed.

· The words “End of Day” and the signature of the person making the entry appear at the end of each daily entry.

· The field logbook is reviewed and signed by the FTL or Project Manager when the field work is completed.
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