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1.0 Purpose & Scope

This document describes the SHSD Industrial Hygiene Group (IHG) program for exposure

monitoring record and controlled document filing and retention. Its purpose is to establish a

policy to:

- Identify records and documents that need to be maintained.

- Consolidate historic and new records into secure areas and electronic storage media.

- Ensure proper retention of records and documents.

- Organize records to facilitate retrieving & long-term archiving.

- Meet all regulatory and contractual requirements for records management & comply with
DOE, OSHA, and EPA data recording/recordkeeping requirements for critical records.

- Comply with the ESH&Q Records Management Procedure DH-ADM-002 and SBMS
Records Management.

2.0 Responsibilities

2.1 This procedure is administered through the SHSD Industrial Hygiene Group and
records are maintained for long term storage and retrieval by the IH Group.

2.2 The Industrial Hygiene Group, Safety & Health Representatives, ESH
Representatives, and other groups generating IH records and controlled documents are
responsible for marking records with the appropriate filing code and submitting/filing
records for storage according to Section 6.
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3.0 Definitions

Controlled Document: documents that are approved by authorized personnel, reviewed and

revised for adequacy, and then distributed to specific staff and/or to appropriate locations
[SBMS].

Databases

. Compliance Suite: database for exposure assessment sample information. Maintained by
the SHSD Field Services Group for analysis and sampling planning. Covers monitoring
from 2003 to present.

« IH_Air, IH_Noise and IH_Asbestos: Microsoft Access databases of chemical & NIR
exposure monitoring, noise area survey and dosimetry, and asbestos airborne fiber
analysis. Maintained by the IH Group for record retrieval and storage. Covers the
period of 1970s to present.

Images of existing records: scanned images of exposure monitoring data, bulk sample

analysis, and memorandum. Covers IH records from the early 1950s to present. They are

maintained in the following formats:

. Adobe Acrobat: optical character recognition scanned images stored in the .pdf format.
They are searchable with widely distributed software.

. Laserfiche: Conversion of the .pdf into the .tiff format. Images are searchable and
retrievable with proprietary software within a database architecture.

Record: information of any kind and in any form (e.g., paper, photographs, microfilms, and
electronic media), created, received, and maintained by individuals and the Laboratory as

evidence of its functions, policies, decision, procedures, operations, or other activities
[SBMS].

Reference copies:  unofficial records maintained by staff for personal reference. This
includes: copies of original documents, text and images copied or downloaded from external
sources that increase the individual’s knowledge of a subject, copies of governmental
regulations, consensus standards, textbooks, and references.

Working copies: unofficial records of documentation maintained by staff for personal
reference. This includes: preliminary drafts of documents prior to distribution, notes and
calculation on scrap paper used in generating hazard assessment reports, copies of reference
material from external sources used to develop thoughts and opinions eventually expressed
in formal memorandum. These may be discarded when no longer needed by the generator.

4.0 Prerequisites None.

5.0 Precautions None
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6.0 Procedure

6.1 Reference Copies: Personnel may keep copies of any record or document. These are
not considered the official copies. Those items can be discarded when no longer
needed. Those records do not need to comply with the following procedure. Official
copies are those that reside in the IH Group’s or BNL’s centralized files.

6.2 Exposure Monitoring records
6.2.1 Personnel conducting exposure monitoring, dosimetry, direct reading meter
measurements, qualitative or quantitative evaluations of exposure, area surveys,
surface sampling, and bulk analysis, provide the IH Group Records Custodian
with:

« Hand-written or typed copies of integrated sampling forms (IH75100 9.5)
and Chain-of-custody forms (IH51200 9.5) in paper or electronic format;

« Typed direct-reading meter forms (IH60500 9.12), surface wipe sample
forms (IH75190 9.3), XRF forms (IH103900 9.4), and bulk sample forms in
electronic format;

« Copies of photos, meter log printouts, and summary reports in electronic
format;

. IH60200 Attachment 9.2 in electronic format as Word® document.

6.2.2 IH Group Records Custodian

« Maintains electronic records of exposure monitoring (e.g. field sampling
forms, chain-of-custody forms, analytical lab analysis reports, meter log
printouts, and summary reports) as the official record. The records are stored
in pdf and tiff formats and stored on the SHSD Shared
Drive:\\BnInt2\shsd\Industrial_Hygiene\IH_Data.

« Records key information concerning the sampling event into the appropriate
IH Record Retrieval database. Attachment 9.2 is used by the IH Group to
assist input into the IH Group databases.

«  Transfers paper copies of exposure monitoring records (e.g. sampling forms,
chain-of-custody, lab analysis reports, meter printouts, and summary reports)
to the BNL Records Holding Area for long-term retention processes.

6.3 Memorandum that document IH aspects of BNL operations
6.3.1 Personnel who create or receive non-exposure related memorandum/emails:

« Assign a file code to the record. The codes are determined from the list in
Attachment 9.1. The format is IHnn with the nn based on Subject Area
code. Example: A memo recommending a specific Asbestos control
procedure is given the following file code: 1H88.

« Provide an electronic copy of records they create to the IH Group Records
Custodian.
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« Provide a paper or electronic copy of IH records they receive for other
sources to the IH Group Records Custodian for scanning and storage.

6.2.2 The IH Group Record Custodian
« Maintains the official record of memorandum in the proper SHSD Shared
Drive: \\BnInt2\shsd\Industrial Hygiene IHnn folder.
«  Transfers paper copies of memorandum to the BNL Records Holding Area
for long-term retention processes.

6.4 I1H Program Controlled Documents

Personnel who create controlled documents (such as SBMS Subject Areas, SOPs, and

training material) store the official copy as follows:

« IH Group SOPs and IH program controlled documents: The generator stores the
document electronically in the SHSD Shared Drive: \\BniInt2\shsd\Industrial
Hygiene. Distribution is done by posting on the SHSD web pages.

« Training: The Office of Training and Qualification Programs maintains the official
record of training material.

« Subject Areas: SBMS maintains the official record for Subject Area files.

6.5 Audit, Assessment, Surveillance records
Personnel who generate records regarding assessments, audits, and surveillances::
« Attach Corrective Action Plans, Assessment Reports, and evidence of closure to the
ATS system assessment files. This is the official record.
« Reference copies of records relating to audits, assessments, and surveillances may
be stored electronically in the SHSD Shared Drive: \\BnInt2\shsd\Assessments.

6.6 I1H Group records compatibility with BNL requirements
The IH Manager and IH Group Records Custodians:
« Maintain a list of file codes (Attachment 9.1) in compliance with ESH Directorate
requirements;
« Enter information on IH records in the ITD Foremost system.

7.0 Implementation and Training

7.1 Training on this procedure is documented using Attachment 9.3, the Job Performance
Measure Completion Certificate. Qualification on this JPM is required on a 3 year
basis.

8.0 References

8.1 BNL Records Management Subject area
8.2 ESH&Q Records Management Procedure DH-ADM-002
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9.0 Attachments

9.1 IH Group Files Codes

9.2 Sample of the Exposure Monitoring Records: Record Control Sheet
9.3 Job Performance Measure

10.0 Documentation

Document Development and Revision Control Tracking

Prepared By:
(signature/date on file)

R. Selvey  3/29/05
Certified Industrial Hygienist

Reviewed By / Date:
(signature/date on file)

S. Wiley 4/08/05
SHSD Records Manager

Approved By / Date:
(signature/date on file)
R. Selvey 04/12/05

Industrial Hygienist Group Leader

ESH Coordinator/ Date:

Work Coordinator/ Date:

SHSD Manager / Date

none none none
QA Representative / Date: Training Coordinator / Date: Filing Code:
IH60.05
none none
Facility Support Rep. / Date: Environ. Compliance Rep. / Date: Effective Date:
04/13/05
none none
ISM Review - Hazard Categorization Validation: IMPLEMENTATION:
L] High L] Formal Walkthrough Training: JPM & BTMS tracked
L] Moderate B Desk Top Review Procedure posted on SHSD SOP Web
X' Low/Skill of the craft [J SME Review page
Name / Date:
Revision Log

Purpose: [] Temporary Change [] Change in Scope [] Periodic review [X] Clarify/enhance procedural controls

Changed resulting from: [] Environmental impacts [] Federal, State and/or Local requirements [] Corrective/preventive
actions to non-conformances [X] none of the above
Section/page and Description of change: Rev1: Minor changes to Section 7 text to include the JPM. Added Attachment 9.2 to link
to OHSAS 18001 OSH record list. Added Attachment 9.3 the Job Performance Measure form.
SME Reviewer/Date: (signature on file) R. Selvey 07/05/06

Purpose: [] Temporary Change [] Change in Scope [] Periodic review [X] Clarify/enhance procedural controls
Changed resulting from: [] Environmental impacts [] Federal, State and/or Local requirements [] Corrective/preventive
actions to non-conformances [X] none of the above
Section/page and Description of change: Rev2: Added a new code for Nanomaterials to Attachment 9.1. Also added a footnote
within Attachment 9.1 regarding SHSD HP80.6 as an alternative file code for OHSAS 18001 files.

SME Reviewer/Date: (signature/date on file) R. Selvey 09/21/06

Purpose: [] Temporary Change [] Change in Scope [] Periodic review [] Clarify/enhance procedural controls
Changed resulting from: [] Environmental impacts [] Federal, State and/or Local requirements [] Corrective/preventive
actions to non-conformances [] none of the above
Section/page and Description of change: Rev3: Major revision to reduce complexity of the storage method and emphasize the
electronic medium as the official record.

SME Reviewer/Date: R. Selvey 10/14/09 (signature/date on file)

Purpose: [] Temporary Change [] Change in Scope [] Periodic review [X] Clarify/enhance procedural controls

Changed resulting from: [] Environmental impacts [] Federal, State and/or Local requirements [] Corrective/preventive
actions to non-conformances [] none of the above
Section/page and Description of change: Rev4: Added Exposure Monitoring Record: Record Control form. Modified 6.3 and 6.4.
SME Reviewer/Date: R. Selvey 03/11/10 (signature/date on file)
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Purpose: [] Temporary Change [] Change in Scope [] Periodic review [X Clarify/enhance procedural controls
Changed resulting from: [] Environmental impacts [] Federal, State and/or Local requirements [] Corrective/preventive
actions to non-conformances [] none of the above

Section/page and Description of change: Rev5: Text changes in Section 6. Modified Attachments 9.2 and 9.3

SME Reviewer/Date: Rev 5.0 R. Selvey 08/03/11 (signature/date on file)

Purpose: [] Temporary Change [] Change in Scope [] Periodic review [X] Clarify/enhance procedural controls

Changed resulting from: [] Environmental impacts [] Federal, State and/or Local requirements [] Corrective/preventive
actions to non-conformances [] none of the above

Section/page and Description of change: Rev6: Significant text changes in Section 3 and 6. Modified Attachments 9.2 to be a
sample with the usable copy as an electronic version on the SOP web page. Delete Attachment 9.3. Update 9.4 JPM (9.3) to
reflect changes in Section 6.

SME Reviewer/Date: Rev 6.0 R. Selvey 08/24/11 (signature/date on file)
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Attachment 9.1

IH Group File Codes

IH10 Administrative Records
10 | Credit Card Records; Purchase Requisitions; ILRs; Budget Planning; Hire | 3 years
Records; Salary Administration
1H20 Management Records
20 | Employee Goals; Performance Appraisals; Organization Charts; 3 years
Personnel Records
IH30 Internal IH Group Committees/Meetings Records
30 | Staff Meeting Agenda/Minutes; Status Reports of IH Activities 3 years
1H40 IH Program Audits/Appraisals/Assessments
41 | Internal Appraisals/Assessments (SHSD of IH Programs) 10 years
42 | External Audits/Appraisals/Assessments (BSA, BHSO, DOE, other) 10 years
IH50 Industrial Hygiene Program
51 | Control and Calibration of Measuring/Test Equipment 75 years
52 | Standard Operating Procedures (SOP’s) 75 years
IH60- Hazard & Control Programs
100
62 | Ventilation/Toxic Exhaust System Design/HEPA 75 years
71 | Personal Protective Equipment 75 years
72 | Respiratory Protective Equipment 75 years
74 | Nanomaterials 75 years
75 | Chemicals 75 years
77 | Chemical Management System / MSDS Inventory 75 years
88 | Asbestos 75 years
89 | Biohazards 75 years
91 | Confined Spaces 75 years
92 | Ergonomics (1987-2008 records) Transferred to Safety Engineering in 75 years
2009
93 | Lasers 75 years
95 | Static Magnetic fields 75 years
96 | Noise and Hearing Conservation 75 years
97 | Indoor Air Quality 75 years
98 | Pesticides (Historic record, Program operated by EPD) 75 years
99 | Non-lonizing Radiation (IR, UV, ELF-VHF, RF and Microwave 75 years
Radiation)
100 | Sanitation 75 years
101 | Temperature Extremes 75 years
103 | Lead 75 years
104 | Hazardous Waste Operation (IH Group role) 75 years
105 | Emergency Response (IH Group role) 75 years
106 | Beryllium 75 years
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\E\lﬁ??lﬂ!g{i{ﬁl&l\ Safety & Health Services Division Exposure Monitoring Records |
' ' Industrial Hygiene
Record Control Sheet
- Survey Date:
Dept/Div: i v O
o
Building: Surveyor: (‘;
Room: *
Source
Operation/ Task
Type of Sample
/Report
Chemical Hazard
Other Hazard S I
LastN  Refer to SHSD SOP web page for current version which ults: Value/Range | Units
N Worker: is electronic format
- 5
3 Worker:
fﬁ Worker:
o [ Multiple Sample
Area points
S&H Rep Work Permit/
Project Record # ESR #
IH Service
ARAF #
Request #
Compliance Suite Contractor
Survey # Project #
\ [All spaces below to be completed by IH Lab only] H o
IH Laboratory - I
Chain of Custody # b= B [ Al e & | =
IH Group ) ) Q
) IH_ N File # = 4
Master File # —roise rlie N o
Laserfiche # L - Asbestos File# | A - T
IH Memo M - Bulk/Wipe File# | B - L

Quality Assurance

[] 5-day Notification form issued
[] Survey forms completed
[ ] Assessment Report/Memo issued

[] Chain of Custody signed & completed
[] Lab Results- finalized & signed
[] Project Cancelled- no data collected

QA Review by:

QA Date:

IH60200 Attachment 9.2

Rev 08/24/11




NATIONAL LABORATORY

HP-IHP-60200

Attachment 9.3

Environmental, Safety, Health & Quality Directorate
SHSD Industrial Hygiene

Records & Document Management and Retention
Job Performance Measure (JPM) Completion Certificate

Candidate’s Name

Life Number:

Practical Skill Evaluation:

Demonstration of Evaluation Methodology by Oral Exam

Criteria

Qualifying Performance Standard

Unsat. Recov. Satisf.

1. Assign File Codes

Demonstrates knowledge of the method of selecting the correct file code
for documents being generated from the list in Attachment 9.1 (i.e. IHnn).

& Employee

Demonstrates knowledge of the need to enter employee exposure
monitoring information into Compliance Suite or other systems required by
the SHSD field monitoring Group Manager.

2. Hazard Assessment

Demonstrates knowledge of how to complete the appropriate sections of
Attachment 9.2 and provide it electronically to the IH Group Record
Custodian.

Monitoring Records

Demonstrates knowledge of how to provide electronic versions of
monitoring records to the IH Group Record Custodian:

. Photos, diagrams, etc

. Field sampling forms and meter log printouts

. Summary assessment reports, attachments and exhibits.

3. IH memorandum

Demonstrates knowledge of how to provide non-exposure related
memorandum electronically to the IH Group Record Custodian.

Documents

] Not applicable

4. Program Controlled

Demonstrates knowledge of how to store IH Controlled Documents

(SBMS documents, SOPs, and training material):

. SOPs and Program files: Store an electronic version as the official
copy into the SHSD “Shared Drive” \\BnInt2\shsd\Industrial Hygiene
in the appropriate IHnn folder. SOP and form distribution controlled
via SOP web page.

. SBMS: send documents to the QA office for retention as the official
copy.

e  Training: send documents to the Office of Training & Qualification
retention as the official copy.

Surveillances

] Not applicable

5. Assessment. Audit,

Demonstrates knowledge of how to store audit/ assessment/ surveillance

related records:

e  Attach electronic copies of reports, CAPs, and evidence of closure in
the ATS system as the official copy.

. Store reference copies of reports and planning in the SHSD “Shared
Drive” in the folder \\BnInt2\shsd\Assessments.

5. Quality Assurance

Demonstrates knowledge that the Exposure Record Control Form is used
to insure that the electronic and hardcopy records are properly completed
and retained.

| accept the responsibility for performing this task as demonstrated within this JPM and the corresponding

SOP.

Candidate Signature:

Date:

| certify the candidate has satisfactorily performed each of the above listed steps and is capable of performing

the task unsupervised.

Evaluator Signature:

Date:

IH-SOP-60200 JPM Form (Preparation Date: Rev 08/25/10)




