Lead Safety for Renovation, Repair, and Painting

Module 7 Instructor Notes
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Overview of this module: The list below summarizes the content and teaching methods for this module. This is for your reference. Do not cover this with the participants.
	Module 7: Recordkeeping                                                                            20 minutes

	· 7-1: Module 7: Recordkeeping 

· 7-2: On-The-Job Records

· 7-3: Recordkeeping: Pre-Renovation Education Records 

· 7-4: Sample Confirmation of Receipt of Renovate Right
· 7-5: Recordkeeping: Non-Certified Worker Training

· 7-6: Recordkeeping: Test Kit Reporting

· 7-7: Recordkeeping: Post-Renovation Reporting 

· 7-8: Now You Know…
	Key message: Records must be complete, accurate and organized.

Notes: This module is all lecture. Participants learn what records they should keep.

Preparing for this module: Review materials in advance so you are familiar with them. 


Slide 7-1: Module 7: Recordkeeping

· The purpose of this module is to teach the Certified Renovator and Certified Firm managers how to keep required records of the job and to determine what records they must retain. 

· Announce the module and move quickly to the next slide.

Slide 7-2: On-The-Job Records

· Talk briefly through the topics to be covered.

· Emphasize that copies of the Certified Renovator training certificate and Certified Firm certification, as well as documentation of training of non-certified workers (if applicable), must be kept on-site when you work in target housing or child-occupied facilities, where lead-based paint or assumed lead-based paint is disturbed. Make sure students understand that the other documents listed here must be maintained, but do not have to be kept on site.

Slide 7-3: Recordkeeping: Pre-Renovation Education Records

· Talk briefly through the topics to be covered.

Slide 7-4: Sample Confirmation of Receipt of Renovate Right
· Review the slide and the handouts on the next three pages. 
Slide 7-5: Recordkeeping: Non-Certified Worker Training

· Talk briefly through the topics to be covered.

Slide 7-6: Recordkeeping: Test Kit Reporting 

· Talk briefly through the topics to be covered.

Slide 7-7: Recordkeeping: Post-Renovation Reporting
· Talk briefly through the topics to be covered.

· The “Future Sample Renovation Recordkeeping Checklist” is included in Appendix 4 and can also be accessed online at: http://epa.gov/lead/pubs/renovation.htm#contractors.

Slide 7-8: Now You Know…

· Quickly discuss the slide.[image: image1.jpg]
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