SUBPART B - OVERSIGHT AND EVALUATION

Part 404 Evaluations

SUBPART B - OVERSIGHT AND EVALUATION
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§CO404.13. State Quality Reviews - Quality Assurance.

(a)
Purpose.

(1)
The quality assurance process will encourage the involvement of employees at all levels of the organizational structure in Colorado.  The primary purpose is to support successful implementation of NRCS programs across the State according to prescribed policy and procedure 

(2)
The quality assurance process should be conducted in a manner that promotes an atmosphere of helpfulness and cooperation. 

(3)
The quality assurance process should provide all participants with the opportunity to share knowledge and information with each other. 

(4)
The process in Colorado contains two main components.  The first is a Field office (First Level) quality assurance component and second is a State (Second Level) quality assurance component.  In general, the First Level component will incorporate annual quality reviews conducted by Field, Area and State specialists.  The Second Level component will consist of quality reviews conducted on two Field offices per Area annually.  The Area Conservationist (AC), who serves as the Team Leader for the quality review process will select the Field offices. Area and State specialists and program managers will be identified by the Team Leader for inclusion on the Quality Assurance Review (QAR) Team.  Team members will be responsible for completing the reviews. 

(b)
Policy. 

(1)
District Conservationists (DCs) perform a significant role in the quality assurance process. They are the primary responsible person in identifying necessary functions that should be reviewed to assure that NRCS programs and activities are implemented successfully.  Each DC will accomplish the development and implementation of a Quality Assurance Plan within their area of responsibility.  These Plans will identify specific functions that are to be reviewed and enlist the assistance of other Field office employees, and Area and State office specialists that are outside the DC’s Field office to conduct the necessary reviews. 

(2)
Quality Assurance Plans (QA Plans) will be developed by September 15 of each fiscal year. QA Plans will be forwarded to the Area Conservationist for review, concurrence and approval. 

(i)
QA Plans will identify specific actions to be accomplished that adequately address the overarching Quality Assurance objective and the three major action categories: Program Implementation, Conservation Planning, and Conservation Practice Implementation.  A plan template is available and can be obtained by contacting the Assistant State Conservationist for Operations (ASTC-O). 

(ii)
QA Plans will specify the “Reviewing Official” and provide approximate dates when reviews will be accomplished. 
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(iii)
Quality Assurance Plan action items will be accomplished by the dates specified in the Plan and a copy forwarded to the AC with the “Completed (amounts)” column finalized.  The QA Plan will be forwarded by September 30 of each fiscal year. 

(iv)
The successful development and implementation of QA Plans will be included in the “Execution of Duties” performance element of the DC’s Performance Work Plan. 

(3)
Area Conservationists (ACs) are responsible for quality assurance within their Area. Each AC will accomplish the following items. 

(i)
Field office Quality Assurance Plans will be reviewed and approved by October 15 of each fiscal year. Documentation that all Field offices have plans in place will be forwarded to the ASTC-O by October 30 of each fiscal year. 

(ii)
Provide oversight and support for the completion of all action items in the Field office Plans.  Assure that Area and State specialists designated in the Plans are notified and scheduled to accomplish assigned actions items. 

(iii)
Area Conservationists are the designated team Leader for the State level quality assurance review process. 

(iv)
As Team Leader, the AC is to receive a report of findings from each member of the QAR Team, compile these findings and forward a report to the ASCT-O by September 30 for each fiscal year. 

(v)
Area Conservationists are responsible for conducting spot checks of practices installed with NRCS assistance in accordance with National Policy found in 450GM Part 407.20 and the following NRCS Colorado Policy:

Spot checking should be incorporated into each Field Office quality assurance process.  Spot checks shall be conducted in an atmosphere of helpfulness and cooperation to promote the exchange of ideas for improving processes and procedures.  The objective of spot checking is to assure the public receives high quality products and services from NRCS and to identify processes and procedures that contribute to an individual office’s success that can be shared with others.

Spot checks shall be performed on a fiscal year basis and should be scheduled throughout the year as work is completed.

The quality assurance objective is to spot check about five percent (5%) of all engineering and five percent (5%) of all ecological science practices completed with assistance from an NRCS Field Office each fiscal year.  When the number of practices completed in a discipline area is twenty or less, a minimum of one (1) practice shall be spot checked in that discipline. 
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When the number of practices completed in a discipline area exceeds sixty (60), it is usually not necessary to spot check more than three (3) practices in that discipline area.

Where practices are installed as part of a system, the spot check should encompass all practices that constitute the system (e.g. for a water supply system that has as components a spring development, pipeline and watering facility, the quality of all three practices should be evaluated during the spot check).  

All practices installed on land owned or controlled by NRCS employees shall be spot checked each fiscal year.

A minimum of one (1) practice installed with assistance from each Technical Service Provider (TSP) hired by a client of the field office shall be spot checked each fiscal year.  

The number of practices to be spot checked may be increased if initial reviews indicate a concern for quality, or if so requested by the Disctrict Conservationist.  

The specific practices to be spot checked shall be selected such that all practices common to a field office are checked at least once every three years, and when possible, that the work of each employee is checked at least once every three years.

Spot checks will be conducted by NRCS employees with adequate Practice Planning and Engineering Job Approval Authority for the practices being spot checked.

Any NRCS employee that owns or controls the land where the practice is installed, or that significantly participated in the planning, design, check out, or certification of a practice, is prohibited from performing a spot check of that practice.

Each spot check will be conducted to the extent necessary to verify whether or not the practice, as installed, meets applicable Colorado NRCS Practice Standard Criteria.  For structural practices, the spot check shall include a field inspection of the installed practice(s).  The spot checker will evaluate:

· The need & practicality of the practice installed with respect to the stated resource and management concern(s);

· The quality of the installation;

· The adequacy and accuracy of design methodology, and supporting records, including the units of the practice reported as complete; and

· The need for any corrective actions to assure the practice complies with Colorado NRCS Practice Standard criteria.

Findings for each practice spot checked shall be reported on form CO-TDV-1, Spot Checking Report (Exhibit CO404.13-1).  Any notes, computations, measurements, etc. supporting the spot check findings shall be attached to the original report.  The spot check report shall recognize and identify the factors contributing to work that is exceptionally well done.  
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The report shall also identify what corrective action(s) is needed in order for sub-standard work to meet NRCS criteria, and a schedule for completing the action(s).  

The original spot check report (TDV-1 and attachments) shall be maintained in the field office.  Form TDV-2 Summary of Work Certified and Spot Checked (Exhibit CO404.13-1), will be used by each Field Office to maintain a record of practices spot checked each year.  

A copy of all TDV-1 practice spot check reports and the TDV-2 for a field office shall be sent to the Area Conservationist after the annual spot check is completed.  Area Conservationists shall submit a summary report of all spot check findings to the Assistant State Conservationist - Operations by December 1 for the preceding fiscal year.

Spot check records shall be maintained in the field and area offices for a minimum of three years.

(4)
The ASTC-O is responsible for overall administrative functions of implementing the quality assurance process in Colorado.  The ASTC-O will complete the following activities directly related to Colorado’s quality assurance review process. 

(i)
Maintain a record of all Field office QA Plans. 

(ii)
Coordinate scheduled State level QARs with program managers and assures scheduling of appropriate State QAR Team specialists by March 1 of each fiscal year. 

(iii)
Receive Team Leader report of findings for State level QARs and draft a final report of findings (FROF) for review by the Leadership Team, due    October 30 of each fiscal year. 

(iv)
Upon review by the State Leadership Team, the ASTC-O will finalize the FROF for concurrence and signature of the State Conservationist (STC). 

(5)
The Leadership Team will be responsible for identifying appropriate actions that will be taken to correct deficiencies outlined in the FROF. 

(i)
Actions taken or to be taken in the future by the Leadership Team to address the FROF will be reported to Field office staff.

(ii)
Leadership Team members will submit their list of actions to the ASTC-O for consolidation and submittal to Field office staff. This action will be completed by December 1 of each fiscal year. 

(c)
Guidance. 

(1)
State Level Quality Assurance Reviews 

(i)
QARs will address the overall adherence to NRCS policies, principles, and procedures. 
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(ii)
NRCS work products and tools will be assessed for adequacy in meeting the needs of Field office operations. 

(iii)
A timeline for the Colorado Quality Assurance process is included in this Amendment under 404.13(d). 

(d)
Timeline. 
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ACTIONS
	RESPONSIBLE POSITION
	COMPLETED BY

	Develop “next fiscal year” Quality Assurance Plans and submit to the AC 
	District Conservationist 
	September 15  

	Completed “present fiscal year” QA Plans are submitted to the AC 
	District Conservationist 
	September 30 

	Consolidate and submit the findings of the QAR Team for present fiscal year  
	Area Conservationist 
	September 30 

	Completed present fiscal year QA Plans are forwarded to the ASTC-O 
	Area Conservationist 
	October 15 

	Draft final report of findings (FROF) for past fiscal year Second Level QAR’s and submit to Leadership Team 
	ASTC-Operations
	October 30 

	Submit selection of two Field offices for State level QAR, requested QAR Team members, and proposed review dates 
	Area Conservationist 
	December 1 

	Submit the spot check summary report for the previous fiscal year to the ASTC-Operations.
	Area Conservationist 
	December 1 

	Submitt a list of actions to address items in the FROF to the ASTC-Operations
	Leadership Team 
	December 1 

	Consolidate list of actions that the Leadership Team members have developed and prepare a report for Field Office staff 
	ASTC-Operations
	January 1 

	Coordinate State level QAR dates with QAR Team members 
	ASTC-Operations
	March 1 

	Conduct State level QAR’s 
	QAR Team 
	March 15 – September 1 
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Practice Documentation Checklist

Status Required Documentation

OoK | Olnsufficient | ON/A | NRCS-CPA-52 and Cultural Resource Management are completed.

OOK | Clinsufficient | 0 N/A Survey Notes (written or electronic), benchmark description
adequate.

0ok | Oinsufficient | ON/A | Survey data is plotted.

OOk | Oinsufficient | ON/A | Available water rights documentation is in the file.

OOK | Oinsufficient | ON/A | Design computations & worksheets have been completed.

O oK | Olnsufficient | ON/A | Design computations have been checked.

- Engineering Job Class and/or Planning and Practice Approval
OK

o O Insuifhient. | EINA Authority has been determined and noted.

OOK | Olnsufficient | O N/A | Construction drawings & specifications complete & checked.

OoK | Oinsufficient | ONJ/A | Utility Notification Center of Colorado (UNCC) Notice on Plans

OOk | Olnsufficient | ON/A | Construction drawings and specifications have been approved.

ok . Plans & Specifications have been reviewed with participant,

O Insufficient | CINIA | (o PG48, Notice of Partioipsri’s Respansibiities Fes beerisigned.

Ook | Oinsufficient | CIN/A UNCC Ticket Number provided by Owner/Contractor has been

recorded on plans.
- Practice planning, layout, inspection, check out and certification
OK

E O tnsutnciamt | .1 b assistance notes recorded on NRCS-CPA-6.

Ook | Oinsufficient | ON/A | CO-ENG-12, Practice Completion Report or equivalent is finalized.

OOK | Oinsufficient | O N/A Prac_tice jqb sheet and/or applicable form completed and signed with
required signatures.

OOK | Olnsufficient | CTN/A Practice cer‘[ifie_d as meeting plans & specs & as-built changes are
shown on drawings.

OOK | Olnsufficient | OO N/A | Operation and Maintenance plan provided to owner/operator.

OOK | Olnsufficient | ON/A | Progress reported in customer service toolkit and PRS.
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Subject: Practice Spot Check Report Date:
To: , District Conservationist File Code:  340-7
, Field Office
Copy To: , Area Conservationist

Practice Information

Client's Name: Address:
Practice Code & Name: Practice Cost Shared? | Cost Share Program: CIN #
O Yes O No
Describe Practice Location: Employee that Certified Practice completion:
Name Title Date
Spot Check Findings (If the answer to any question is no, explain reason in remarks below)
OvYes |ONo Does this practice accomplish the conservation objective?

Oves |ONo Is the quality of the installation good?

OYes |ONo Was the method(s) used to plan and design the practice appropriate?

OYes | ONo Are the design and installation records adequate? (see page 2 of this form)
OvYes | ONo Does the extent of practice units installed agree with the amount certified?
O Yes | ONo Does the practice meet all applicable NRCS practice standard criteria?

All notes, measurments, computations, etc. supporting these findings are attached to this report.

Remarks:
Are additional follow up or corrective actions required?  (if yes, describe below) O Yes ONo

Spot Check Report Submitted By:

Name Title

Spot Check Report Received By: r— T
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SUMMARY OF WORK CERTIFIED AND SPOT CHECKED
FIELD OFFICE for FISCAL YEAR _
Prepared by: s
Signature Title
Number of Number Spot Checked in Rpotehicked
.1 : — P | i 4 In Current
Practice Practices Conservationist/Technician’ Previous Years 5
Certified? Year
20 20 20
INSTRUCTIONS
1 List all practices for which there are certifications.
2, Tally by slash marks all certified practices by employee.
4 Tally the two previous year’s spot checks with slash marks by employee.
5

Put a slash in this column for each practice spot checked in the current year by employee.
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(340-GM, Amendment, CO-02, March 2008)
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(340-GM, Amendment, CO-02, March 2008)

