How to Document Site Visits
and Telephone Calls & Meetings



Site Visit Expectations

* Before going out in the field make sure to send an email to your
supervisor stating:
* Where you are going.
* What day you’ll be leaving.

* What you plan on doing there (closure, site inspection, observe site work).

* How long you will be gone. If overnight, confer with Lori Cagle about travel
accommodations.

* Will you be taking a personal or State vehicle.
* Include site name and at least the ST# somewhere in the email.

* |tis also a good idea to cc: Ken Koon as sometimes supervisors forget to pass
field work information along.



When in the Field

* Be sure to:

* Have proper safety attire. Steel toe boots, reflective vest, and hard hat are
bare minimum to have for a site. Safety glasses, ear plugs, flashlight, rain gear,
and cold weather gear are additional considerations.

* Meet with contractor and/or site manager once you arrive on-scene. Ask for a
site walk-through and an update on work performed if you haven’t been to
the site before. This is also a good time to ask about any safety precautions
necessary at the site.

* Introduce yourself to other site personnel. Site owners, PSTIF personnel, EER
responders, sub-contractors and other interested parties may also be on-site.
You should engage with these people and be prepared to answer questions
about your site.

* Have some knowledge prior to going into the field. It is not important to know
every detail about the site but a good general overview is needed. It will help
to field questions. Bring a file with you into the field if you are not good at
remembering things, just not the original file, make copies of important
documents.




When in the Field (continued)

* Document, document, document

» Take a field notebook and a camera. You can use your personal phone for
photos or the department has a camera you can use.

* Write down everything and photograph everything.

* You don’t have to use all the information but it is better to have a picture that
you didn’t use than to wish you had it after the fact.

 Same is true for notes. What seems insignificant at the time may turn up to
be important. You will be writing the memo from memory but the more you
have on paper the better.

 Document weather conditions. Things like rain, wind, cold and heat
have an effect on sampling. You may not remember them when you
sit down to write your report later.

* Document the time you arrive and leave the site. This may be
important at a later date.




Coming Back From the Field

* Organize your notes & photos

* Keep them on file electronically somewhere but only place the FINAL product
in the electronic site folder.

* Review notes and photos as soon as you can. Add things to your notes back in
the office while they are still fresh in your memory. You don’t necessarily
need to write the report the next day but a next day review helps you
remember things for later on.

* Once you are ready to start your report. A template can be found at:

H:\Sections\Tanks\Tanks Section Training\Documents for work
duties\Site Visit Example.docx




Writing the Site Memo

* Things to remember:

* Always write in the third person. | know it sounds dorky but when other
people read the report it will be easy for them to remember who wrote the
site memo. This is especially helpful if you have moved on and a new person
is reading it for the first time.

e Be factual.

* If you didn’t get an exact amount use “approximately”. The consultant’s report should
match what you observed.

* Avoid drawing conclusions and opinions.

* Your site memo is about what you saw while you were there. Your response letters
should draw conclusions.

 Remember these memos go into the files and are public record. If you write an opinion
based upon what you are seeing during this small time frame you may end up
defending/explaining yourself later on.




Memo Body

This date is the date you start the memo.
T DATE:

TO: —»

This date is when you actually were at the site. \ FROM:
I'[

SUBJECT: -

—+

Always start your memo with the time you arrived —

"y

—+

—»

"y

—»

"y

MEMORANDUMY

T

Tune-5.-20209
File-ST10556-/ R9524

Ken -Hannon, -Environmental-Scientist?
Hazardous-Waste Program_-Tank-Section,-RBCA -Unit"

June-3_-2020-Site-Visit]
Casey's-#1145-103-West-Clinton-Avenue, -Seymour, MOY

Mr -Hannon-arrived-at the-property-at-8:30-hrs ¥

I'[
. Weather-at-the time-of the-site-visit-was-cloudy-with-an-approximate temperature-of-83-degrees-
The first pa ragraph should have the weather (F).--Soil conditions were-saturated-as there-had -been-unusually-heavy rain-during the past-
ndition nd who w | n-site. If several-days. -Lightrain-showers-occurred-off-and -on-after-12:00-hrs. - Lisa-Loftis-with the PTSIF-
conditions and O Was also on-s .'te . you was -on-site-along -with-Paul-Wilkerson-and -his-crew-from -Sunbelt-Environmental --Wendell-Hall, -
forgot to check the temperature while in the SWRO/EER -arrived-on-scene-around-14:00-hrs.
field use approximate or if things got hotter or 1

Sunbelt-had-arrived -on-scene-on-6/2/20-and -broke-concrete-on the parking lot-above the-tank -pit-

colder use a tem pe rature ra nge. This is useful and removed -approximately-10,000-gallons-of water from the-tank pit. -Tt-was-reported that-no-

if soil samples are being collected. Where
they sitting in the sun? Did they get rained 1

free-product-was -visible-during that-time-and no-recharge-had-occurred-on-6/3/20-from the-
previous-day’s-activities. Y

rXeo | d . £f h It? Hr.-Hannon-arnved-on-site-for the removal -of the first-and -smaller-6,000-gallon tank.-Work-
onrs Could It effect the result: started-at-0900-hrs -and -was completed-by-11:38-hrs_-Some-gray-stained -soil -with-strong-



Memo Body (continued)

The bulk of the memo should be what you
actually saw while out in the field. Again, be
factual, record the soil boring depths, record
PID hot spots, odors in wells or soil borings,
depth to water, purge water coloration. Where
there issues at the site? How were the fixed
(or were they)? Don’t be afraid to say
“approximate” if you didn’t record an exact
number.

| like to end the memo with a time of departure and a
reference to the photo log (if you have one). Obviously |
forgot to record the exact time | left so | used “approximate”.

 —

1

Weather-at-the time-of the-site vizit-was-cloudy with-an-approximate temperature-of £5-degrees-
(F).-Soil-conditions were saturated -as there had been unusually heavy ram -during-the past-
several-davs Lightrain showers ocourred -off and -on-after-12:00-hrs - Lisa-Loftis with-the PTSIF-
wasz on-site-along with Paul- Wilkerson-and -his-crew-from Sunbelt Environmental - Wendell - Hall -
SWE.O/EER. arrived -on-scene-around-14:00-hrs -

1

Sunbelthad-arrived-on-scene-on-6/2/20-and broke-concrete on the -parking-lot-above the-tank pit-
and removed-approximately-10,000-gallons-of water from the-tank pit. It -was reported that no-
free product-wasvizible-during that-time-and no recharge-had ocowred on-6/3/20-from the-
previous-day’s-activities. ]|

1

Hr.-Hannon-armived-on-site-for-the removal-of the first-and smaller-6, 000-gallon tank -Work:-
started -at-0900-hrs-and was-completed by-11:38-hrs -Some-gray-stained-soil with-strong-
petroleum odors-along-the north-wall-of the tank-was-observed but-otheraise very-little-evidance-
of contamimation was-obzerved. -Gravel removed from this-portion of thetank pit-contained light-
to-medium petroleum odors -and water-at the bottom-of the pit-had no-sheen.

T

After-12:00-hrs work began-on the second and-larger-tank. Thiz-tank was-a-10,000-gallon tank-
west-of the first tank-and-close to-the old Cazey’s-store. -Gravel-and-zoil -along the southern-and-
eastemn-sides-of the tank-showed minimal -signs of contamination-(medium to-light-odors,_-
minimal-zoil -staining_ -When-crews began removing -gravel and soil-around the northem-end -of-
the tank-they-encountered strong-petroleum-odors. This-arez-was-also the-area-where piping ran-
from the-tanks to-the-dispensers.-A-second-set-of steel pipes -were-also-found-in-this-area -The-
ends-had been-capped-off-and these pipes were-either-old-vent-pipes-cr-old -dispenser-conduit-left-
in-place-from previous-tanks.-A -bucket-load -of soil sravel mix-was removed -from-the-3 to-5-foot-
depth-and-screened with-a-PID.-The readings-from that-area were- 1900ppm. Femoval of the-
second tank -was-completed-at-13:19-hrs.-Strong -petroleum-odors were present-after removal -and-
water-in-this-section-of the tank-pit-contained a-light-sheen. Crews-began-dewatering the-pit-and-
dizcussions were-had between Iir -Hannon Mz -Loftiz-and Mr -Wilkerson-about-additional worl: -
It-was-determined-that-Sunbelt-and Mz Lofts-will returm-on-6/4/20 to remove the remamder-of*
the piping in-and -arcund the-dispenser-areas-and-collect-confirmatory -samples-for tank-closure-
notification ]

1

The sitevizsit-ended-at-approximately- 16:00-hrs.- A photo log-of on-site-activities-is-included-as-
Attachment-A.7

1l



Photo Log

Some General Rules:

Start with the photo number first

Try putting two photos per page (but this is only a suggestion)
Try to organize the photos according to the time of day they
were taken. This gives a photographic representation of how
the day progressed (or didn’t).

Always state who took the photo and what direction they were
facing. This helps in orienting the reader to where they are on a
site map.

Try to take a lot of bulk photos and duplicates. You can always
exclude a photo from the memo after the fact but if it wasn’t
taken you can’t add it later. Duplicates are also a good idea
because sometimes what looks good in the preview may not
turn out so good when placed into a memo. Even if the photo is
a bit blurry or dark you may still want to use it if shows
something important going on at the site. Sometimes even a
bad photo contains good information, your memo is about
providing good information, not showing off your photography
skills.

Phitie-2: -Eaposed-6, (MK gallon-tonk -shoon g 2as ters tank piz-and el Phosn 1aken-hy -Ben
Hanmdmn- Lcmg nanh



Photo Log (Continued

* Add additional bit of information
to your photo log either through
descriptive arrows or write in the
caption under the photo. Down
the road it may help the report
reviewer. Arrows pointing to
important information in the
photo can be helpful in MW-1 shallow

remembering later on.
MW-1 deep

* Or you can write it in the caption
like this.

: Fia, 2ol -""“- : .»i: ol *y .\m s
Caption: Photo 3: Photo showing wells MW-1 shallow and
MW-1 deep. Well on the left is WM-1 shallow and well on
the left is MW-1 deep. Photo taken by...............



Telephone Logs

* Need to be done whenever you send/receive a call from:
* Owner/operator or attorney.
» Contractor, but only if discussing site details.
* General public.
* City officials.
* Government Representative. This includes both State and Federal Senators,
Congressmen, Representatives, and Aides (people who work for them).

* |f contacted by a Government Representative you will also need to send an
email to: dnrlegislativecontacts@dnr.mo.gov

* During meetings with the outside entities listed above.



mailto:dnrlegislativecontacts@dnr.mo.gov

Telephone Logs: General Guidance

* Keep a notepad nearby and take notes. You may not be able to write a log
right after the phone call so notes will help you remember.

* Try to write a phone log as soon as possible for the same reason as above.

* Make sure you get everyone’s name and contact information. Sometimes

you will be on a conference call with multiple people using several different
phone numbers.

* Unlike the site memo you can be speculative or draw conclusions in a
phone log. Saying something like “Spoke to the owner today. He sounded
upset about a decision made in a letter. After explaining why we made the
decision he was much calmer or still upset but understanding.

* Remember, this log will be part of the file folder and subject to public view.
* Writing in the third person not as necessary.



Telephone Log: General Body

Pretty self explanatory. Make sure to f|II out the names of the

in-person conferences/meetings held in the office. The information
will be the same as a telephone conversation. Delete this if not part
of a meeting/conference.

This is where you place the body of the information

DEPARTMENT-OF NATURAL-RESOURCEST

File— — — — —

TELEFHONE — — —
Incoming — (-

Ouguing —+ ()—+ — -+ —»

SUBJECT:Y
PERSONS-INVOLVED:T

Hm:l — — — — —

I'I

I'|
SUMMARY-OF -CONVERSATION: T

acquired during the phone call/meeting.

Action Taken section will record any follow actions that you

took concerning the call. Did you email or regular mail any
additional/requested information? If not you can just say, “No —
additional actions taken”.

The document can be found at: H:\Sections\Tanks\Tanks Section
Training\Documents for work duties\Phone Documentation Template

e I T T B T

ACTION-TAKEN:T

e i

when you
complete the log.
for when the
call/meeting took
place .

—+  Datef



Questions?

belabor the point even further...”
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