Central Valley Regional Water Quality Control Board

San Joaquin River TMDL Unit

STANDARD OPERATING PROCEDURE

Title: Sample Custody 






SOP No: OP 03

References: National Enforcement Investigation Center, Manual for Contract Evidence Audit and Litigation Support for EPA Enforcement Case Development, U.S. EPA, 1983

1.0
PURPOSE

1.1
This Standard Operating Procedure (SOP) describes the sample custody procedures to be used for all samples by the San Joaquin River TMDL unit.  This custody procedure will ensure sample integrity by completing associated documentation of the sample handling process.  This SOP provides directions for documenting sample collection and handling information that is essential at the time of final data validation.  Sample possession and traceability from collection to disposal are a prerequisite for defensible data. This SOP includes sections describing SOP applicability, responsibilities, documentation procedures, and shipping and handling samples to the laboratory.

2.0
APPLICABILITY

2.1
This SOP is applicable to all samples for all sampling activities that are conducted, managed or coordinated by the San Joaquin River TMDL unit staff or if the data is used in support of any Regional Board TMDL Programs.  When samples are collected or handled by agencies other than the Regional Board staff, a copy of this SOP shall be provided to the designated agency or firm.  These other agencies and firms shall follow this SOP as part of the project requirement.  Regional Board staff will conduct a meeting with other agencies and will discuss the importance of this SOP.

3.0
TERMS AND DEFINITIONS

3.1
Following is a list of terms and definitions.

· QC - Quality Control

· TMDL - Total Maximum Daily Load

· COC - Chain-of-Custody 

· SOP - Standard Operating Procedure

· ELISA - Enzyme Linked Imunosorbant Assay

4.0
RESPONSIBILITIES

4.1
The Project Lead (TMDL Lead) staff and the field activity coordinator are responsible for assuring that field personnel have and maintain the field data sheets/logbook. The Project Lead and the field activity coordinator are also responsible for ensuring that field personnel adhere to this SOP, and particularly to the sample custody and documentation procedures.  Additional responsibilities below relate to field personnel.

4.2
Keep an accurate written record of sample collection activities on the field data sheet;

4.3
Ensure that all entries are legible, written in waterproof ink (sharpie), and contain accurate and inclusive documentation of the field activities through use of a field sheet;

4.4
Date, time and initial entries into field data sheet and chain of custody (COC), and dropping off, or switching samples, the samples need to be relinquished to another person on the COC.

4.5
Note any error or change by using a single line to cross out the entry and date and initial the change; and

4.6
Complete the COC forms and sample labels accurately and legibly.
5.0
DOCUMENTATION

5.1
Documentation (information recording) is essential for developing and maintaining defensible data. Documentation procedures include maintaining a project file including field data sheets, COC forms, QC information, sample collection protocols and other pertinent documents.

Field Data Sheet

5.2
Field data sheets are part of the permanent record and contain complete descriptive information for each sample. The information recorded on field data sheets will match information recorded on the associated sample labels and COC forms (see Sections 4.2 and 4.3).

5.3
A field data sheet is completed for each sampling site. The field data sheet contains information about sampling type, containers, QC samples, weather information, and other useful information about the sampling site.

5.4
The field activity coordinator will determine the specific minimum information that is to be recorded on the field data sheets for each project. The field activity coordinator will communicate these minimum documentation requirements to the field personnel. Information that is typically recorded on the field data sheets includes:

· Date and time of sample collection (Time is taken in military time)

· Sampling site name and/or corresponding site number

· Name(s) of field (sampling) personnel

· Constituents of concern

· Results of any field water quality measurements.  (Example: pH, EC, DO, Flow)

· Sample container (Example: 250ml, 500ml)

5.5
An example of a field data sheet is included as Figure 1 on page four.

Sample Label

5.6
Information recorded on sample labels is used to uniquely identify each sample. Each sample label will include a unique sample identifier (sample ID) that matches exactly the sample ID for that sample as recorded on the COC form. Labels are made from avery weatherproof 5160 labels in Microsoft word prior to going to the field.

5.7
Sample identification numbers are used to identify each site, and are recorded on the COC and on the bottle labels. Typically, the sample identification number is typed on the COC and bottle labels prior to going out in the field. Sample identification numbers range between 8 and 15 characters and are the same as USGS sample I.D. numbers.

Chain of Custody Form 

5.8
A chain of custody (COC) form will accompany the samples from sample collection time to sample disposal.  The COC form, sample labels, and field documentation (e.g., field data sheets) are cross checked by the field coordinator or designee to verify sample identification, type of analyses, number of containers, date/time of sampling, preservatives and type of containers. 

5.9
It is very important that the person using the COC, relinquishes samples to either another person, however, if no other person is available, then relinquish samples to self.

5.10
Information to be included in the COC forms includes:

· Sample Site with identification number;

· Date and time (military) of sample collection;

· Sampler(s) initials;

· Analytical method(s) requested;

· Sample type: dissolved or total

· Sample matrix (e.g., water, sediment);

· Preservatives;

· Signature blocks for release and acceptance of samples; and

· Any comments to identify special conditions or requests.

5.11
Sample transfer between field staff, courier, and the laboratory will be documented by signing and dating “Relinquished By” and “Received By” blocks whenever sample possession changes.  If samples are not shipped on the collection day, they will be refrigerated in a sample control area.  For some monitoring programs samples will be preserved and processed in a secure sample control area prior to laboratory pick up.  Field staff shall maintain a copy of the COC form in project file after it is signed upon sample transfer.  An example of a COC form is shown in Figure 2 on page five.

6.0 
SHIPMENT AND HANDLING

6.1
All sample shipments will be accompanied by the COC form, which identifies the content.  The original accompanies the shipment and a copy is retained in the project file.

6.2
All shipping containers (e.g., ice chest, sample container) will be secured with chain-of-custody seals (when necessary to prevent unauthorized opening and for evidence samples) during transportation to the laboratory.  Samples will be shipped to the Regional Board or designated laboratory according to the appropriate Department of Transportation standard when applicable. The method(s) of shipments, courier name, and other pertinent information will be entered in the “Received By” or “Remark” section of the COC form.

6.3
Samples for which organic compounds will be analyzed must be shipped with ice so organic constituents won’t volatize during transport. Samples need to be stored at 4 degrees Celsius.  When ice is packed in the cooler with the samples, the ice must contact each sample and be approximately 2 inches deep at the top and bottom of the cooler.  If the ice is contained in recloseable bags, it must contact the samples to maintain proper temperature control.

6.4
When glass sample containers are used, foam sleaves, bubble wrap or similar packing material will be used to keep the sample bottles from contacting one another to prevent breakage.

6.5
If ice is used but not placed in recloseable bags, sample bottles will be individually sealed in plastic recloseable bags to prevent melting ice in the cooler and contaminating the samples or destroying sample label information. 

6.6
The coolers will be taped shut and, when necessary, sealed with COC seals to prevent unauthorized opening.

6.7
At the end of the sampling day or the next morning all samples must be delivered to the designated laboratory. See sample plan for address of the designated laboratory.

6.8
If pre-arrangement is not made prior to shipment of the sample, field staff must notify the laboratory.

7.0
CONTRACT LABORATORIES 

7.1
Laboratory personnel receiving samples will sign the COC form and record the sample conditions.  After the laboratory assigns a laboratory project number, a copy of the COC form will be faxed to the Central Valley Regional Board, attention: SJR TMDL Unit at 916-464-4800.

Figure 1.  Example Field Data Sheet
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  DATE_____

-

____

-

____,       

 

 

 

SJR TMDL FIELD SAMPLING FORM

 

 

Site Name: 

                                                   

              Start Time_______: 

                                    

 

Sampling 

Team: 

                                                      

 End Date/Time________,_________. 

                   

 

 

Project Name: 

OP Pesticide Monitoring 

 

 

 

 

 

Sampler Signature

 

 

 

________

________________________

 

 

 

Date/Time

_______________________

 

 

 

   

 

                                                                               

 

                                                                               

 

                           

                                                    

 

                                                                               

 

                                                                               

 

 

 

Sample collected

:

 

 

 Field Blank___ Split___

 

 

Concurrent__ Sequential__ Spike__ 

 

 

 Duplicate__

 

 

Other__

 

                                                                              

 

Sampling Time____________

                                                                         

 

 

 

Sampling Information

 

Sampling type_______. Sampler initial_______.

 

 

Sampler

 Bottle 

 (circle one)

  

 

Plastic Teflon  Other (describe)

 

 

 

Nozzle Material

: (circle one)

 

Plastic  Teflon  Other (describe)

 

 

 

Sampling Location

: (circle one or more)

 

Wading, Boat, Bridge, Upstream,  Downstream, Right 

Bank, Left Bank

 

 

Stream Color

  (circle o

ne)

 

Brown  Green  Blue  Grey  Clear  Other__

 

 

Stream Mixing:

 (circle one)

 

circle one: Well

-

mixed   stratified  poorly

-

mixed  

Unknown  Other__.

 

 

Weather

  (check one)

 

SKY

-

  clear,  cloudy,  partly cloudy.  

 

PRECIP

-

 light,  medium,  heavy,  snow,  none,  mist

 

WIND

-

calm,  light breeze, gusty,  wind speed__

 

TEMP

-

 cold,   warm,   hot.

 

 

Sampling Method

  (check one

 

Vertical Integrated

-

grab other (describe)

 

 

 

Stage:

    stable normal high rising falling peak

 

Observations_________________________________

______________

___________________

 

 

         

_________________________________ 

 

 

Field Measurments

 

 

Water Temperature:_______ Air Temp____

      

 

 

Dissolved Oxygen:______ Turbidity____

 

pH:_______

 

DO_______  

EC________

 

Flow ______ft / sec.

 

 


Figure 2.  Example Chain of Custody
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PHONE: (916) 255 3000      FAX:(916) 255 3015

Program

Project Name

ANALYSIS REQUIRED

Sampler ( Name )

Sampler ( Signature )

   S A M P L E   I N F O R M A T I O N

CONTAINER

SAMPLE TYPE

  IDENTIFICATION

 LOCATION 

DATE

TIME

TYPE

NO.

BA

TOX

1

TOX

2

SW

SPECIAL INSTRUCTIONS / SUSPECTED CONSTITUENTS

Contact Name and Number

RELINQUISHED BY (Signature) DATE/TIME

RECEIVED BY (Signature) DATE/TIME

RELINQUISHED BY (Signature) DATE/TIME

RECEIVED BY (Signature) DATE/TIME





















RECEIVED BY (Signature)



RELINQUISHED BY (Signature)

RECEIVED BY (Signature)







RELINQUISHED BY (Signature)

   CHAIN OF CUSTODY

ELISA

GC

GC/MS

INTERGRATED

INTEGRATED GRAB

GRAB

DISSOLVED

TOTAL
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1

