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General Responsibilities of the Field Office Quality Assurance Officer

Revision: 1.0
Replaces:  Not Applicable
Effective Date:  3/5/04


Purpose

To establish a standard operating procedure (SOP) that summarizes the activities of the Field Office Quality Assurance Officer, in relation to the confined animal feeding operations odor study.

Scope

This SOP enumerates the duties of the Field Office Quality Assurance Officer, unless already specified in the SOP entitled "Quality Assurance for use of Garmin eTrex Vista in AFO Odor Study". 

References

SOP entitled "Quality Assurance for use of Garmin eTrex Vista in AFO Odor Study"

SOP entitled "How to Determine if a PERRC is also a Separated Location".

Introduction

One person from each Field Office will be designated as the Field Office QA Officer.  Henceforth this person is simply referred to as the QA Officer.  The enumeration of their specific responsibilities follows:

Conduct audits of scentometer field technique:
As soon as practically possible at the start of each odor season, the QA officer will audit the technique of each odor investigator as they take measurements with scentometers.  Since more facility measurements are taken than any other kind of measurement, and since the facility measurements are potentially the most complex, the audit should be conducted while using the SOP entitled  "AFO-03:  Downwind and Upwind Measurements around AFO Facilities".  During the audit the auditor will pay special attention to:

· Measurement locations

· Whether investigators perform the correct number of the following checks, at the right time, and in the right sequence:

· Exhalation check valve check

· Comprehensive leak check (pre-post)

· Nasal cavity refresh

· Whether upwind measurements are taken when required.

Scentometer maintenance and tracking:

· Scentometer identification  (for all existing and newly arrived scentometers):

· For Barnebey Sutcliffe Scentometers, assign a unique identifying number to each scentometer.  The unique identifying number should begin with your field office number, followed by a dash, followed by as many digits as are needed to discriminate between the different Barnebey Sutcliffe scentometers in your Field Office.  Using a permanent method (e.g. etching device, or marker) transfer that number to a plainly visible location on each scentometer.

· Using a permanent method, transfer the serial number from the inside of the battery cover of the Nasal Ranger scentometers to an easily seen location on each Nasal Ranger.

· Creating, reviewing, and storing scentometer maintenance logs:

· Photocopy the scentometer maintenance logs, and enter the unique identifying number (for Barnebey Sutcliffe) or serial number (for Nasal Rangers), at the top of each scentometer maintenance log sheet.

· On an at least monthly basis, review scentometer maintenance logs to ensure that the expiration dates for charcoal changes, annual re-calibration/refurbishment's, and annual check-valve changes, are being recorded and that the expiration dates were not exceeded.

· For any scentometer, if the "Date of expiration" shown in a particular row is greater than the "Date of change" specified in the following row, review the Field Data Sheets to determine if the scentometer was used during the "expired period".  If the scentometer was used during the "expired period", complete a "Scentometer Maintenance Corrective Action Form".

· Store scentometer maintenance logs, and "Scentometer Maintenance Corrective Action Forms". 

· Sending the Nasal Rangers® model scentometers back to St. Croix on a timely basis for annual re-calibration and refurbishment.

· Document the re-calibration and refurbishment in the "Annual Service Log" for each instrument.

· If data is gathered during the "expired period", the QA officer will complete a "Scentometer Maintenance Corrective Action Form."

· Maintain an inventory of charcoal/cartridges and spare parts.

· Date charcoal/cartridges, and dispose of expired and unused charcoal/cartridges as described in the SOPs entitled "Refilling Barnebey Sutcliffe Model SCC Scentometer with Activated Charcoal" and "Changing Odor-Filter (Activated Charcoal) Cartridges on Nasal Ranger® Scentometer"

SOP distribution and conformity:
Check to make sure everyone has received and printed out (is using) the newest revisions of SOP's, Field Data Sheets, Charcoal Change Logs, Scentometer Service Logs, Scentometer Maintenance Corrective Action Forms, and that those involved in the Odor Study are actually using them.

Reviewing Field Data Sheets:  

After an odor investigation is completed, and before the data is entered into the Database, the QA Officer will review the Field Data Sheets for correctness and completeness.  The QA Officer will verify that all entries are in ink, and that the field investigator has documented his/her verification of the UTM coordinates in the manner prescribed by SOP No AFO - GPS 02 (Field Use of Garmin eTrex Vista for AFO Odor Study).  Particular attention should also be paid to completion of fields on the Field Data Sheets that are not entered into the database (for example:  scentometer number, date charcoal will expire, results of leak checks, whether livestock odor was detectable at 0% ambient, etc.)  The QA officers should initial field data sheets indicating completeness before they are entered into the database.  The initials should be followed by "- complete", and the date the QA officer reviewed the sheet for completeness.  If the initials are not followed by the word "complete", and the QA Officer is also an odor investigator, the initials might be incorrectly thought to refer to a data correction.
If an item on a field data sheet is incomplete or incorrect, the QA Officer should interview the "Observer" named at the top of the field data sheet to find out if the true value of the data in the missing (or incorrect) field may be determined.  If it is possible to make a correction, the "Observer" will make the correction, and initial and date each modification on the field data sheets.  Any corrections to entries should be made using a single line to avoid obliteration of the original entry.  Erasures and "white-outs" are not permitted.  Corrections and completions made as a result of a review by the QA Officer should be brought to the attention of the field office supervisor. 

Maintenance and quality assurance of the Odor Study Database:
· On a monthly basis the QA Officer will select a sample of Field Data Sheets and compare them to the database to estimate transcription error.

· Generate monthly reports on data completeness and quality assurance issues.  (See section 22 of the QAPP for a detailed listing of such reports.)
Monitor progress towards goals for the overall number of measurements:

The following table indicates the numerical goals for each type of odor measurement for each field office. These goals are to be interpreted within framework of the "counting guidelines" that follow the table.

FO City
Swine Facility
Beef, or Dairy, or Poultry Facility
Total Facility
Manure App
PERRC

Manchester
45
7
52
25
25

Mason City
60
9
69
25
25

Spencer
60
9
69
25
25

Atlantic
45
7
52
25
25

Des Moines
45
7
52
25
25

Washington
45
7
52
25
25

Totals
300
46
346
150
150

Counting Guidelines:

· Co-Located measurements do not count towards the goals.  (Primary and co-located measurement are in the same database record so they are hard to separate.)

· Upwind measurements, as well as downwind measurements, contribute to meeting the goals.  All upwind measurements consist of two readings, and will count as "1" with respect to the goals.

· If the first downwind measurement is missing the second reading (because during the first downwind reading livestock odors were not detectable at 7/1), such an incomplete measurement will still count towards the goals.  An incomplete measurement like this will be counted as "1" with respect to the goals.  A complete downwind measurement (consisting of two readings) will also be counted as "1".

· If a site is visited on different days during the year, all measurements at that site will contribute to the goals.

· Measurements taken at PERRCs count towards the goals, irrespective of whether or not they are actually Separated Locations.

Co-located measurements:

The QA Officer will train field investigators in the technique of taking Co-located measurements, and entering the results on the paper Field Data Sheets and into the database correctly.  The procedure for taking and recording Co-located measurements is given in the "Data Quality Indicators" section of the QAPP (8.2) under "Precision".
The QA Officer will also monitor progress towards the goal of co-locating 10% of odor readings in their Field Office, and will track the percent of agreement between the observers.

Tasks related to n-butanol odor pen sensitivity testing:

Anyone who administers odor sensitivity tests must be trained by the QA officer.  The QA officer will only train certified odor observers to administer the odor pen tests.

A month or two after the QA Officer has trained an odor sensitivity test administrator, and at least once a year, the QA Officer will audit the technique of the test administrator, paying special attention to: 

· If  the odor pens are within their expiration date.


· Whether audible cues indicate which of the three pens is blank.

· If successive tests start at the correct concentration level.

· If the answer sheet is scored correctly.

When weekly accelerated odor pen tests are requested by St. Croix, the FO Supervisor is responsible for sending accelerated weekly test results to St. Croix.  The QA Officer is encouraged to send monthly test results to St. Croix.  The QA Officer will also maintain a control chart of the results of accelerated weekly and monthly odor sensitivity tests for each test subject (i.e. field investigator).

Perform duties specific to the QA Officer as outlined in the SOP entitled "Quality Assurance for use of Garmin eTrex Vista in AFO Odor Study".

Identifying whether a PERRC is also a Separated Location:

The determination whether a PERRC is also a separated location is somewhat complicated, and will require information that the odor investigator typically will not have access to in the field.  Odor investigators are advised to take measurements at PERRCs in general, without considering if they are Separated Locations.  If both downwind readings show odors present at the 7/1 dilution ratio, the QA Officer will determine if the PERRC at which the high readings were taken is also a Separated Location, using the guidelines contained in the SOP entitled "How to Determine if a PERRC is also a Separated Location".
Storage of documents:  

As indicted in the QAPP, the QA Officer will be responsible for storing the following items:

· field data sheets

· scentometer maintenance log books documenting charcoal changes and annual maintenance and re-calibration/refurbishment

· documentation of Field Odor Inspector Training

· originals of the results of monthly odor sensitivity screening tests  (The results of accelerated weekly testing will be forwarded to and stored by St. Croix.  Field Offices are also encouraged to send copies of the results on monthly sensitivity screening tests to St. Croix Sensory.) 

· Scentometer Maintenance Corrective Action Forms

· Retroactive Data Modification Forms

· Results of audits conducted by the QA officer
The project documents mentioned above should be retained for long-term storage according to Iowa DNR guidelines. 

