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Pur pose:

To provide minimum requirements for training and personnd records to be maintained by those
participating in the collection of samples and the performance of andlytical determinations for the
USDA/AMS Microbiological Data Program (MDP).

Scope:

This stlandard operating procedure (SOP) shdl be followed by dl laboratories conducting
microbiologica studies for MDP, including support [aboratories conducting non-routine activities

that may impact the program.
Outline of Procedure:
51 Qudificaions

5.2  Resumeor Curriculum vitae (CV)

53 Traning

54  Retention of Records

Refer ences:
U.S. EPA, Personnel, 40 CFR part 160.29, July 1, 1999
U.S. EPA, Storage and retrieval of records and data, 40 CFR part 160.190, July 1, 1999
U.S. EPA, Retention of records, 40 CFR part 160.195, July 1, 1999

Specific Procedures:

51  Qudifications
5.1.1 Eachindividuad engaged inthe conduct of or responsible for the supervision of the
samplecollection process or the performance of andytica determinationsfor MDP

shdll havethe education, training, and experience, or combination thereof, to enable
that individud to perform the assigned functions.

5.1.2 Eachindividuad engaged in the conduct of or responsible for the supervision of the
sample collection process or the performance of andytica determinationsfor MDP
shdl have documented credential sthat meet a least the minimum standardsfor the
position which they hold.
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5.2

5.3

5.4

Resumeor CV

521

522

5.2.3

Each individua engaged in the conduct of or responsible for the supervision of the
sample collection process or the performance of andytica determinationsfor MDP
shdl havearesumeor CV on filewith the participant management. Theserecords
shdl detall the individud's education, training, and work experience history and
shall be kept current.

Theresumesor CVsmust be kept on fileand availablefor review. Inlieuof CVs,
a completed gpplication for the postion hed shdl conditute the minimum
requirement for the basic resume.

The term “each individud” includes temporary and part-time workers as well as
aldes and otherswho participate in MDP related activities.

Training and Continuing Education

531

5.3.2

5.3.3

534

Training recordsshal bemaintained and kept current for each individual engagedin
the conduct of or responsible for the supervision of the sample collection process
or the performance of andytica determinationsfor MDP.

Records shdl include on-the-job training, in-servicetraining, out- service courses,
seminars, and conferences atended by the individua. The records shal note the
subject matter of the training, the source of training and if possible the name of the
trainer.

Publications and articles authored as well as participation in professond societies
should beincluded in the training records.

If andysts within a participant |aboratory quaify asindividuasfor testing samples
for MDP, the proficiency records shal aso be entered into the training file or a
amilar parsond file. If theandysts qualify asateam, a separateteam file, showing
the participants, including ther rolein the qudification, must be maintained.

Retention of Records

54.1

Records documenting sections 5.1 - 5.3 above shall be kept for dl personnd
involved with the MDP study.
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5.4.2 Records archived under this SOP shdl be stored in the same manner and for the
same duration as required for the raw datafor the MDP study. The datalrecords
generated by participants in the MDP are to be kept for the duration of the
program. Older documents may be stored in a Federa Storage Facility.

5.4.3 The records archived under this SOP shal be retained under the individua
participant’ sarchive control and do not need to betransmitted to USDA as part of
the study data.  These records shdl be auditable by an authorized employee or
duly designated representative of USDA/AMS.
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