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INTERNATIONAL
Standard Practice for
Record Keeping and Record Preservation for Lead Hazard
Activities *
This standard is issued under the fixed designation E 2239; the number immediately following the designation indicates the year of
original adoption or, in the case of revision, the year of last revision. A number in parentheses indicates the year of last reapproval. A
superscript epsilonef indicates an editorial change since the last revision or reapproval.

1. Scope 3.1.3 conformity n—fulfillment of a requirement.

1.1 This practice describes requirements for preservation of ISO 9000-2000

3.1.4 evaluation n—for lead hazards, a general term to
include risk (hazard) assessment, visual assessment, clearance

safety concems, if any, associated with its use. It is thé—:‘xamination,paintinspection and the results of testing for lead.

responsibility of the user of this standard to establish appro- 3;.1_.5dinspecti0m n—confo(rjmity evaluati_on bg observation
priate safety and health practices and determine the applica®"d Judgment accompanied as appropriate by measurement,

. N . testing or gauging.
bility of regulatory limitations prior to use. -
y 9 y P 3.1.6 lead hazard activitiesn—procedures, measures, and

2. Referenced Documents actions including abatement, clearance, control, inspection,
21 ASTM Standards: maintenance, management, quality systems, reduction, and risk

D 4840 Guide for Sampling Chain-of-Custody Procedfres 85S€ssment pertaining to lead hazards in buildings.

E 1579 Guide for Ensuring Data Integrity in Highly Com- 3.1.7 nonconformity n—non-fulfillment of a requirement.
puterized Laboratory Operatichs . ISO 9000-2000

E 1605 Terminology Relating to Abatement of Hazards S-1-8 Observationn—a statement of fact made during the
from Lead-Based Paint in Buildings and Related struc€valuation and substantiated by objective evidence.

records generated during lead hazard activities.
1.2 This standard does not purport to address all of the

tured ISO 10011-1
22 SO Standards: 3.1.9 objective evidencen—data supporting the existence
ISO 9000-3 Quality Management and Quality Assurance?” Verity of something. 1SO 9000-2000

Standards—Part 3: Guidelines for the Application of IS0 3-1.9.1 Discussior-Objective evidence may be obtained

9001:1994 to the Development, Supply, Installation andhrough observation, measurement, test, or other means.
Maintenance of Computer Softw&re 3.1.10 procedure n—specified way to carry out an activity

ISO 9000-2000 Quality Management Systems—OF Process. - _ ISG 9000-2000
Fundamentals and Vocabulary 3.1.10.1 Discussior—In many cases, procedures are docu-

ISO 10011-1 Guidelines for Auditing Quality Systems— mented (for example, quality system procedures). When a

Part 1: Auditing procedure is documented, the term “written procedure” or
“documented procedure” is frequently used. A written or
3. Terminology documented procedure usually contains the purposes and scope
3.1 Definitions: of an activity; what shall be done and by whom; when, where
3.1.1 For definitions of terms relating to this practice that dg@d how it shall be done; what materials, equipment and how
not appear in this section, refer to Terminology E 1605. documents shall be used; and how it shall be controlled and
3.1.2 competencen—demonstrated ability to apply knowl- récorded. _ _
edge and skills. 1SO 9000-2000 3.1.11 record, n—a document stating results achieved or

providing evidence of activities performed.
3.1.12 requirementn—need or expectation that is generally
*This practice is under the jurisdiction of ASTM Committee E06 on Perfor- implied or obligatory. ISO 9000-2000
mance of Buildings and is the direct responsibility of Subcommittee E06.23 onLead 31,13 traceability, n—ability to trace the history, applica-

Hazards Associated With Buildings. . . . . . .
Current edition approved Oct. 10, 2002. Published November 2002. tion, or location of that which is under consideration.

2 Annual Book of ASTM Standardgol 11.01. ISO 9000-2000
2 Annual Book of ASTM Standardgol 14.02. L
“# Annual Book of ASTM Standardgol 04.11. 4. Significance and Use

° Available from American National Standards Institute (ANSI), 25 W. 43rd St., . . .. . .
4th Floor, New York, NY 10036, 4.1 This practice is intended to help reduce risks associated
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with lead hazards in buildings by providing standardizedbe defined in terms of the associated ASTM standard.

requirements for preserving records, findings, and recommen- 5.3.2.2 All entries shall be made using water insoluble ink.

dations associated with lead hazard activities. 5.3.2.3 Data forms shall be signed or initialed, and dated
4.1.1 Lead hazard activities include inspections and evalueach workday by the person(s) generating the forms and the

ations to identify lead-based paint and potential lead hazard®viewer, where possible.

associated with leaded paint, interim control, paint stabiliza- 5.3.2.4 Data forms shall be numbered in a “page of page”

tion, standard treatments, ongoing leaded paint maintenandermat for each activity.

activities, rehabilitation, repair, renovation, remodeling, long- 5.3.3 Graphs and Drawings

term reevaluation of lead hazards and clearance activities. 5.3.3.1 Graphs and drawing shall be labeled so that a person
4.2 This practice is intended for use by individuals andwith competence in performing lead hazard activities and

organizations that develop and have need to preserve objectiumfamiliar with their generation can decipher them.

evidence when contracting for or when conducting lead hazard 5.3.4 Chain-of-Custody Forms

activities themselves. 5.3.4.1 Chain of custody forms (see Guide D 4840) shall be
completed and labeled with the lead hazard activity (name,
5. Records address, and other appropriate information).
5.1 General Requirements 5.3.5 Photographs

5.1.1 Records of original observations, evidence of confor- 9.3.5.1 Records shall be created and traceable to both the

mity or nonconformity to requirements, and derived data shalPhotograph and to the lead hazard activity (for example, name,

contain sufficient information to provide traceability and to @ddress, and other appropriate information), the name of the

enable an individual having competence with lead hazardPerson taking the photograph, and the date taken.

activities to reach the same conclusion(s). Note 2—Photographs may be taken using film or digital means (see
5.1.2 Observations, data, and calculations shall be recordegs.g).

at thg_ time they are made and shall be identifiable to the 5.3.6 Lead Hazard Activity Reports

specific task. T o
51.2.1 In cases where written records are damaged and5.3.6.1 Each lead hazard activity report shall be maintained

unusable (that is, crumpled or torn), a legible re-created recor f either hard copy or electronic copy, as appropriate.
5.3.7 Test Reports

where possible, shall be prepared and attached to the 0r|g|n::1l5_3.7.1 Each test report shall be approved, dated and signed

damaged record. by an authorized person to attest to the correctness of the
Note 1—For additional information on the subject of data integrity, seeresults.

Guide E 1579. 5.3.7.2 Test data records shall include calibration and trace-
5.1.3 Records shall contain the identity of the personnebility verification checks.

generating them. 5.3.8 Electronic Media—These media include electronic
5.1.4 Records are permitted to be in any media, such as haftfita such as audio, computer, digital pictures, and videotape.

copy or electronic. 5.3.8.1 Electronic records shall include reference to the
5.1.5 As a minimum, records shall be preserved consistergpecific lead hazard activity (for example, name, address, and

with requirements of regulatory authorities having jurisdiction.other appropriate information).
5.2 Summary List of Records 5.3.8.2 Consideration of the retention times and accessibil-
5.2.1 Alist of all records shall be prepared to serve as aity of the electronic records shall take into account the rate of

index of all individual records for a specific lead hazarddegradation of the electronic images and the availability of the

activity. devices and software needed to access the records.
5.2.2 This list shall summarize the identity of each record, 5.4 Corrections to Records
the type of record, and where the records are stored. 5.4.1 Hard Copy Records-When mistakes occur in hard

5.3 Record Types-A wide variety of record types may be copy records of lead hazard activities, the correction proce-
used to record lead hazard activities including log booksgures in 5.4.1.1-5.4.1.4 shall be followed:
notebooks, pre-printed data forms, chain-of-custody forms, 5.4.1.1 Do not erase, make illegible (for example, no white
graphs and drawings, photographs, lead-hazard activity resut or other obliteration of the original entry is to be permit-
ports, test reports, and electronic media. Specific requiremented), or delete the entry.
(additional to those given in Sections 5 and 6) for these record 5.4.1.2 Cross out each mistake with a single line and enter

types are described as follows: the correct entry alongside the each original entry corrected.
5.3.1 Log Books and Noteboaks 5.4.1.3 Accompany correction(s) with the initials of the
5.3.1.1 Log books and notebooks shall be bound withperson making the change(s), the date the correction was made
pre-numbered pages. and, if appropriate, reason(s) for the correction.

5.3.1.2 All entries shall be made using water insoluble ink. 5.4.1.4 Maintain a completed signature and initial form for

5.3.1.3 Entries shall be signed or initialed, and dated eachach lead hazard activity recorder as part of the record.
workday by the personnel generating the entries and by the 5.4.2 Electronic Media—When mistakes occur in electronic
reviewer, where possible. records of lead hazard activities, the correction procedures in

5.3.2 Pre-printed Data Forms 5.4.2.1-5.4.2.3 shall be followed:

5.3.2.1 Data forms, either ASTM forms or equivalent, shall 5.4.2.1 Measures equivalent to those in 5.4.1 for hard copy
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records shall be taken to avoid loss or unauthorized change of 6.1.4 Record retention periods for lead hazard activities

original data. shall be established based on applicable regulatory require-
5.4.2.2 At a minimum, make an electronic entry to describements, contract requirements, or on the advice of legal counsel.

changes that were made in the record in a corresponding file or 6.1.4.1 If not otherwise determined, retain records for a

place with the data file. Include an electronic signature angberiod not less than three years.

date(s) that changes were made. 6.1.5 Records shall be “permanent,” that is, they shall last at

Note 3—Computer software is available to assist with the insertion ofleaSt for the specified retention period.

electronic signatures. Note 4—The property/facility owner or designated party and the
5.4.2.3 For changes that affect the summary list of recorddaboratory should also keep a complete copy of all records associated with
make appropriate changes in the data log, following the rulef¢ lead hazard activities that were performed.

for changes in hard copy records above. 6.2 Record Archiving and Control
6. Record Retention 6.2.1 Lead hazard activity records are to be legible, con-
6.1 General trolled, and retained so that they are readily retrievable, in

6.1.1 Organization(s) conducting lead hazard activities shaff"c'“t'es that provide a suitable environment to prevent dam-

establish and maintain procedures for identification, coIIection‘?1ge or deterioration and to prgvent loss.
6.2.2 Procedures shall be in place to protect and backup

indexing, access, filing, storage, maintenance and disposal of ) :
lead hazard activity records. records stored electronically and to prevent unauthorized
6.1.2 As a minimum, records of original observations, A¢C€SS o or amer_ldment of these records.
derived data and sufficient information to establish an audit 6-3 Confidentiality of Records . .
copy of each report issued shall be retained for a defined peridf€ client.
of time.
6.1.3 Unless otherwise determined, the firm or individual’- Keywords
responsible for preparing the records shall be responsible for 7.1 buildings; hazard; lead; management; record keeping;
their retention. record preservation
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