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The following are the basic tasks to complete to fulfill your duties as a Quality Assurance Officer (QAO) for the Florida Department of Environmental Protection (FDEP).  All resource can be found at http://www.dep.state.fl.us/water/sas/qa/officer.htm. 
1. Familiarize yourself with the QA Rule (62.160, F.A.C.) The Quality Assurance (QA) Rule, Chapter 62-160, Florida Administrative Code (F.A.C.), contains the requirements for lab and field data generation and evaluation for data generated or used by FDEP. https://www.flrules.org/gateway/ChapterHome.asp?Chapter=62-160 
2. Read the QA Directive.  The QA Directive establishes FDEP QA policy and distributes the QA responsibility throughout FDEP.  The QA Directive describes QA tasks and responsibilities. http://www.dep.state.fl.us/water/sas/qa/docs/DEP-Directive-972.pdf 
3. Read the Quality Management Plan. The Quality Management Plan (QMP) is required of FDEP by EPA and is cited in the Quality Assurance (QA) Directive. http://www.dep.state.fl.us/water/sas/qa/docs/DEP-QMP.pdf 
4. Be familiar with the Quality System in place for your program. The Quality System should be described in the Quality Plan (QP).  Become familiar with the QA activities needed to support functions of your program. Keep an open dialogue with the Program Administrator regarding QA responsibilities. 
5. [bookmark: _GoBack]Read your program’s or district’s Quality Plan.  If your program does not have a Quality Plan, you should work with your program managers and administrators to draft one. All programs should have a QP, though contents may vary based on the program’s function. The QP should describe the program’s Quality System, Data Quality Objectives (DQOs) and procedures to achieve DQOs. There is a template available for QP development, which can be found at the following along with the QPs provided to the Aquatic Ecology and Quality Assurance Section (AEQAS): http://www.dep.state.fl.us/water/sas/qa/qaplans.htm 
6. Subscribe to the Quality of Science Newsletter. AEQAS publishes an eNewsletter to provide information regarding sampling training opportunities, revisions to the QA Rule and FDEP Standard Operating Procedures (SOPs), and other announcements related to QA topics. Follow this link to subscribe: http://www.dep.state.fl.us/water/sas/training/listserv.htm 
7. Coordinate the review and distribution of the Quality Plan. The QP should be updated when the program experiences task changes, reorganization, or when QA processes are changed. Work with staff to review the current QA documents and QA practices to ensure they align.  
8. Partner with program management to document and follow QA activities. Talk with your Program and Section Administrators about the QA activities that are prevalent in your program. Discuss goals you may set for your program and for staff to strive for improvement. Record them to show progress over time. 
9. Coordinate with AEQAS! Every year a report is prepared for the Secretary to review the state of FDEP’s Quality System. Provide information about your program’s quality system to ensure that your program is appropriately represented in the report. 
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