Appendix F  [appendix title]

Quality Control and Assurance for Biological Reports

Goals and Objectives:
Biological reports provide natural resource information and analysis for project decisions, resource agencies permits & agreements and public input during environmental document circulation.   The California Department of Transportation (the Department) is responsible to ensure biological reports are prepared by a qualified expert, meet regulatory and professional standards, receive consistent quality control and are reviewed by responsible manager to verify the description of the action and the commitments.   The Department must create and retain concise and defensible documentation of preparation and quality controls to respond to inquires and streamline audits, particularly in light of new responsibilities with the assumption of federal responsibilities under NEPA, Federal Endangered Species Act (ESA), Magnuson-Stevens Act, Marine Mammal Protection Act and other related consultations.

Quality Control and Assurance Function:

Quality control (QC) as outlined in this guidance requires cross-checking reviews and adjustments during the preparation process of all Biological Assessments (BA), Natural Environment Studies (NES), Natural Environment Studies (Minimum Impact) (NES (MI)), Essential Fish Habitat Assessments (EFH), Habitat Mitigation and Monitoring Plans (HMMP) and other stand-alone science based biological technical reports for both on and off State Highway System (SHS) projects where the Department has responsibility for review and approval.  The team preparing the report will provide most quality control reviews and make necessary adjustments.

Quality assurance (QA) as outlined in this guidance verifies quality control steps were taken during preparation and that resulting reports meets applicable regulations and policies.  The Department will provide quality assurance for its own documents and those prepared by consulting biologists and/or under the direction of local agency.  

Quality Control (QC) Requirements:

Reports are to be prepared using the Departments standard annotated templates provided by District 5.

The report must be reviewed from five perspectives: author, peer, and local agency manager and a Department biologist and Senior Environmental Planner.  A single reviewer may conduct more than one aspect where appropriate.  Consultant prepared reports for local agency projects must include documentation of a completed quality control process consistent with this guidance.   

The following standard minimum cross-checks are to be conducted during quality control reviews using a uniform checklist or review sheet:

1. The author will review the report to assure:

a. The report uses Caltrans templates and is consistent in format and style,

b. The biological report type and content is appropriate for the project and scope of effects,

c. All necessary biological issues are addressed with clear logical analysis that is accurate, complete, consistent and supported by data, 

d. The report is readable by the target audience, demonstrates good writing practice, follows document style and format standards, meets the project and regulatory information needs, and,

2. An experienced professional biologist “Peer” familiar with related subject matter will review the report to assure:

a. All necessary biological issues are addressed with clear logical analysis that is accurate, complete, consistent and supported by data,

b. The content is of an appropriate detail for the conditions of the project,

c. The report is readable by the target audience, demonstrates good writing practice and follows document style and format standards, and

d. Complex, difficult or highly specialized studies and analysis provided by others are properly reflected in the report,

e. The report and supporting information will facilitate efficient and effective use by the target audience and meets the project and regulatory information needs

3. The Local Agency Project manager will review the report to assure that:

a. Review elements 1-2 have been completed satisfactorily consistent with policy, regulation and professional practice,

b. Non-biological technical considerations issues (e.g. engineering feasibility) are properly represented in the report, and 

c. Description of the project and avoidance, minimization and compensation commitments are accurate, and

d. Any affected function (e.g. Right Of Way) is aware of factors (i.e., proposed mitigation sites, utilities) that may affect their responsibilities in the project.

Quality Assurance (QA) Requirements:  Federal Aid Local Assistance
The preparation and quality control of Federal Aid Local Assistance project documents shall be coordinated with the District Local Assistance Engineer (DLAE) and District Biologist early in the project delivery process.   This should include a review of necessary quality control steps including other technical reviews that may be needed.   Report submittals to the Department must include documentation of a completed quality control process consistent with this guidance.

A professional biologist must prepare and review the report.  Prior to a peer review the biologist is responsible for quality control and verifying the document was prepared in accordance with the regulations & policies and received a complete quality control review as per this guidance.   A peer review by a biologist with comparable knowledge, skills and experience with a minimum of three years professional biological environmental assessment experience shall be completed prior to submittal to the local agency. 

The local agency’s management representative must confirm that the report has been accepted by the agency and that the project description and any commitments in the document have been accepted by the agency before signing the report.  The local agency’s management representative must have an opportunity to review and sign all biological documents prior to submittal to the Department.  

The DLAE will verify the management review process has occurred with the local agency to verify project description and commitment as well as understanding of analysis.    A Department biologist will review the report and quality control documentation to verify the document meets all applicable requirements.  Deficiencies and corrective measures must be concisely documented and retained in the project file.  
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	With my signature, I certify that I have performed the quality control review required by Caltrans and that the environmental document satisfactorily meets State and federal requirements in my area of expertise and is consistent with the applicable technical study (State “NA” if the technical area is not applicable.)  
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