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1.0 BACKGROUND

Complete and accurate field documentation is critical to a successful project and the field log book is an
important tool to support field documentation needs. The field logbook should include detailed records of
all field activities, document interviews with people, and record observations of conditions at a site.
Entries should be described in a level of detail to allow personnel to reconstruct, after the fact, activities and
events that occurred during their field assignments. Furthermore, entries should be limited to facts.
Avoid speculation related to field events and do not record hearsay or unfounded information that may be
presented by other parties during field activities. For example, do not record theories regarding the
presence or absence of contamination when you are collecting field screening data or speculation regarding

the reasons for a property owner’s refusal to grant access for sampling.

Field logbooks are considered accountable documents in enforcement proceedings and may be subject to
review. Therefore, the entries in the logbook must be accurate and detailed, but should not contain
speculative information that could conflict with information presented in subsequent project deliverables
and correspondence. Also be aware that the field logbooks for a site may be a primary source of
information for depositions and other legal proceedings that may occur months or years after field work is
complete and long after our memories have faded. The accuracy, neatness, and completeness of field

logbooks are essential for recreating a meaningful account of events.
1.1 PURPOSE

The purpose of this standard operating procedure (SOP) is to provide guidance to ensure that field logbook
documentation collected during field activities meets all requirements for its later use. Among other

things, field logbooks may be used for:

e Identifying, locating, labeling, and tracking samples
e Recording site activities and the whereabouts of field personnel throughout the day

e Documenting any deviations from the project approach, work plans, quality assurance project
plans, health and safety plans, sampling plans, and any changes in project personnel

e Recording arrival and departure times for field personnel each morning and evening and weather
conditions each day

e Describing photographs taken during the project.
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In addition, the data recorded in the field logbook may later assist in the interpretation of analytical results.
A complete and accurate logbook also aids in maintaining quality control, because it can verify adherence

to project scope and requirements.

1.2 SCOPE

This SOP establishes the general requirements and procedures for documenting site activities in the field

logbook.

1.3 DEFINITIONS
None.

14 REFERENCES
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1.5 REQUIREMENTS AND RESOURCES

The following items are required for field notation:

e Field logbooks
e Ballpoint pens or Sharpies with permanent waterproof ink

e  6-inch ruler (optional)

Field logbooks should be bound (sewn) with water-resistant and acid-proof covers, and each page should have
preprinted lines, numbered pages, and a single column. They should be approximately 7'/> by 4!/, inches or
8!/, by 11 inches in size. Loose-leaf sheets are not acceptable for use as field notes.* If notes are written on
loose paper, they must be transcribed as soon as possible into a bound field logbook by the same person who
recorded the notes originally. *Note: Data collection logs and field forms used to record field measurements

and data are acceptable as loose-leaf sheets maintained in a three-ring binder with numbered pages.

Ideally, distribution of logbooks should be controlled by a designated person in each office. This person
assigns a document control number to each logbook, and records the assignment of each logbook
distributed (name of person, date distributed, and project number). The purpose of this procedure is to

ensure the integrity of the logbook before its use in the field, and to document each logbook assigned to a

Last Reviewed: November 2014
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project. In the event that more than one logbook is assigned to a project, this process will ensure that all

logbooks are accounted for at project closeout.
2.0 PROCEDURES

The following subsections provide general guidelines and formatting requirements for field logbooks, and

detailed procedures for completing field logbooks.
2.1 GENERAL GUIDELINES

e A separate field logbook must be maintained for each project. If a site consists of multiple subsites
(or operable units), designate a separate field logbook for each subsite. Similarly, if multiple
activities are occurring simultaneously requiring more than one task leader (well installation,
private well sampling, or geophysical survey.), each task leader should maintain a separate field
logbook to ensure that each activity is documented in sufficient detail.

e At larger sites, a general field log may be kept at the site trailer or designated field office to track
site visitors, document daily safety meetings, and record overall site issues or occurrences.

e Data from multiple subsites may be entered into one logbook that contains only one type of
information for special tasks, such as periodic well water-level measurements.

e All logbooks must be bound and contain consecutively numbered pages.
e No pages can be removed from the logbook for any purpose.

e All information must be entered using permanent, waterproof ink. Do not use pens with “wet
ink,” because the ink may wash out if the paper gets wet. Pencils are not permissible for field
notes because information can be erased. The entries should be written dark enough so that the
logbook can be easily photocopied.

e Be sure that all entries are legible. Use print rather than cursive and keep the logbook pages free of
dirt and moisture to the extent possible.

e Do not enter information in the logbook that is not related to the project. The language used in the
logbook should be factual and objective. Avoid speculation that could conflict with information
presented in subsequent project deliverables and correspondence (see Section 1.0 above).

e Use military time, unless otherwise specified by the client.
o Include site sketches, as appropriate.

e Begin a new page for each day’s notes.

e Include the date at the top of each page.

e At the end of a day, draw a single diagonal line through any unused lines on the page, and sign at
the bottom of the page. Note and implement any client specific requirements (for example, some
U.S. Environmental Protection Agency (EPA) programs require each logbook page to be signed).
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e  Write notes on every line of the logbook. Do not skip any pages or parts of pages unless a day’s
activity ends in the middle of a page.

e Ifaline is left blank for some reason, cross out (with a single line) and initial to prevent
unauthorized entries.

e Cross out (with a single line) and initial any edits to the logbook entries. Edits should only be
made if the initial entry is illegible or erroneous. Do not make corrections for grammar or style.

2.2 LOGBOOK FORMAT

The layout and organization of each field logbook should be consistent and generally follow the format
guidelines presented below. Some clients or contracts may have specific formatting guidelines that differ
somewhat from this SOP; review client requirements at the start of the project to help ensure any

client-specific guidelines are integrated.

2.2.1 Logbook Cover

Write the following information on the front cover of each logbook using a Sharpie or similar type
permanent ink marker:

e Logbook document control number (assigned by issuer)

e  “Book# of #” (determined by the project manager if there is more than one logbook for the project)

o Contract and task order numbers

e Name of the site and site location (city and state)

e Name of subsite (or operable unit), if applicable

e Type of activity (if logbook is for specific activity, such as well installation or indoor air sampling)

e Beginning and ending dates of activities entered into the logbook

2.2.2 Inside Cover or First Page

Spaces are usually provided on the inside front cover (or the opening page in some logbooks) for the
company name, address, contact names, and telephone numbers. If preprinted spaces for this information
are not provided in the logbook, write the information on the first available page. Information to be

included on the inside front cover or first page includes:

e Tetra Tech project manager and site manager and phone numbers

e Tetra Tech office address
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2.3

Client contact and phone number

Site safety officer and phone number

Emergency contact phone number (911, if applicable, or nearest hospital)
Subcontractor contacts and phone numbers

Site property owner or property manager contact information

ENTERING INFORMATION IN THE LOGBOOK

The following lists provide guidance on the type of information to be included in a typical field logbook.

This guidance is general and is not intended to be all-inclusive. Certain projects or clients may specify

logbook requirements that are beyond the elements presented in this SOP.

General Daily Entries:

Document what time field personnel depart the Tetra Tech office and arrive at the hotel or site. If
permitted by the client to charge travel time for site work, document what time personnel leave and
arrive at the hotel each day. (This information may be needed at remote sites where hotel
accommodations are not near the site.)

Indicate when all subcontractors arrive and depart the site.

Note weather conditions.

Include the date at the top of each page.

Document that a site safety meeting was held and include the basic contents of the meeting.
List the level of protection to be used for health and safety.

Summarize the day’s planned activities.

Summarize which activities each field team member will be doing.
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Field Activity Entries:

e Refer to field data collection forms for details about ficld data collection activities (for example
time, date, depth of samples, ficld measurements). If separate field sampling sheets are not used,
see section below regarding logbook entries for sampling activities.

e Refer to well purge forms, well construction logs, and other activity-specific forms as applicable
rather than including this type of information in the field logbook. These other forms allow the
information to be more accessible at a later date.

e List any air monitoring instrumentation used, with readings and locations.
e Refer to instrument field logs for equipment calibration information.

e Summarize pertinent conversations with site visitors (agency representatives, property owners,
client contacts, and local citizens).

e Summarize any problems or deviations from the quality assurance project plan (QAPP) or field
sampling plan.

e Document the activities and whereabouts of each team member. (As indicated in Section 2.1,
multiple logbooks may be required to ensure sufficient detail for contemporaneous activities).

e Indicate when utility clearances are completed, including which companies participated.
e Indicate when verbal access to a property is obtained.

¢ Include names, addresses, and phone numbers of any pertinent site contacts, property owners, and
any other relevant personnel.

e Document when lunch breaks or other work stoppages occur.

¢ Include approximate scale for all diagrams. If a scale is not available, write “not to scale” on the
diagram. Indicate the north direction on all maps and cross-sections, and label features on each
diagram.

Sampling Activity Entries: The following information should typically be on a sample collection log
and referenced in the log book. If the project does not use sample sheets as a result of project-specific
requirements, this information should be included in the logbook.

e Location description

e Names of samplers

e Collection time

e Designation of sample as a grab or composite sample

e Type of sample (water, sediment, soil gas, or other medium)

¢ On-site measurement data (pH, temperature, and specific conductivity)
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Field observations (odors, colors, weather)
Preliminary sample description
Type of preservative used.

Instrument readings, if applicable

Closing Daily Entries:

Describe decontamination procedures (personnel and equipment).

Describe handling and disposition of any investigation-derived wastes.
Summarize which planned activities were completed and which ones were not.
Note the times that personnel depart site for the day.

Summarize any activities conducted after departing the site (paperwork, sample packaging, etc.).
This may be required to document billable time incurred after field activities were completed for
the day.

Photographic Log Entries:

24

For digital photographs, indicate in the text that photographs were taken and the location where the
photographs can be found (for example, in the project file).

Camera and serial #
Photographer
Date and time of photograph

Sequential number of the photograph and the film roll number or disposable camera used (if
applicable)

Direction of photograph

Description of photograph

LOGBOOK STORAGE

Custody of logbooks must be maintained at all times. During field activities, field personnel must keep the

logbooks in a secure place (locked car, trailer, or field office) when the logbook is not in personal

possession. When the field work is over, the logbook should be included in the project file, which should

be in a secured file cabinet. The logbook may be referenced in preparing subsequent reports and may also

be scanned for inclusion as an appendix to a report. However, it is advisable to obtain direction directly

from the client before including the logbook as a report appendix, because its inclusion may not be

appropriate in all cases.
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2.5 HEALTH AND SAFETY CONSIDERATIONS

In addition to the procedures outlined in this SOP, all field staff must be aware of and follow the health and

safety practices that result from the Activity Hazard Analyses (AHAs) for a project. The AHAs include

critical safety procedures, required controls, and minimum personal protective equipment (PPE) necessary

to address potential hazards. The hazards specific to project tasks must be identified and controlled to the

extent practicable and communicated to all project personnel via the approved, project-specific Health and

Safety Plan (HASP).




