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Chemical Threat Coordinator
The Chemical Threat Coordinator is one component of the Association of Public Health Laboratories’ (APHL’s) Knowledge Retention Toolkit, which aims to capture the knowledge gained by employees through their hands-on experience and practice in the field. This institutional knowledge includes skills, insights and best practices, which are not often found in an organization’s policies and procedures and would otherwise be lost upon the employee’s departure from the role or organization.
Instructions
For best results, customize the interview questions to your laboratory and departmental requirements or needs of the position in question.  
To ensure information is documented clearly for others, these questions should be completed as an interview with someone familiar with the work. The interviewee should review these questions in advance and then discuss the responses together with their interviewer. 
Who Should Complete These Questions? 
These questions are meant specifically for chemical threat (CT) coordinators; please refer to the General Questions and Exit Interview sections of the Toolkit to capture additional types of knowledge and skills.
While this form can be completed at any time, it is especially important for individuals with positions, duties or knowledge essential to the functioning of the organization. This includes positions that do not have adequate backup or cross-training, employees with a long tenure at the organization or extensive expertise in their field of study, or who intend to take an extended leave of absence or depart the organization. 
Position & Employee Information
	Employee Name:  
	 

	Position Title:  
	 

	Tenure at Organization: 
	Include length of time in current role and note any other positions held at the organization. 

	Interview Date: 
	 


Questions
General Questions
What are the top five (or more) lessons or “tricks of the trade” that you’ve learned in your present position that make you more accurate and efficient? 
Examples include cross-training, sample and testing workflow, maintaining competencies, etc.
· Item 1
What unique functions do you perform as a CT coordinator within your organization?
What methods have proved effective for evaluating your laboratory chemical threat program?
Who are the key funding/contacts for your laboratory chemical threat program?
Where do you store the following records? Include hyperlinks where possible. 
Documentation of Competencies (DOC): 
New employee onboarding/training materials: 
Budget information:
Continuity of Operations Plan (COOP):
Hazardous Waste Spill Protocol:
OSHA Right to Know:
What is your role in the following activities?
New staff onboarding/training:
Budget development:
COOP development:
Laboratory safety program:
Personnel Questions
What processes have proved effective in onboarding/training new staff?  
What systems have you found most effective to ensure staff meet performance expectations regarding chemical threat response?
How have you effectively communicated chemical threat response at your organization?
What internal meetings do you routinely hold and with whom?
Outreach Questions
How do you manage the 24/7 emergency response line for your organization?
If performing outreach in your jurisdiction, how do you manage and track your activities?
If performing outreach in your jurisdiction, how did you build relationships with this community?
What communication styles do you find effective in outreach?
Who are the people you interact with the most outside your organization? 
These could include contacts at poison control, the FBI, WMD/CST, hospitals, emergency management, Homeland Security and/or first responders.
	Name 
	Position
	Email & Phone
	Purpose of Interaction
	How Often?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Exercises
Name and describe the three most common recurring laboratory chemical threat exercises (tabletop, drills, etc.) internally and when performing outreach to partners.
	INTERNAL Exercises
	Target Audience
	Occurrence 
Per Year
	Point of Contact Name
	Point of Contact Email/Phone
	List of Resources

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



	EXTERNAL Exercises
	Target Audience
	Occurrence 
Per Year
	Point of Contact Name
	Point of Contact Email/Phone
	List of Resources

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Quality Questions
What are the specific practices and procedures to ensure quality testing?
How does the laboratory manage external audits?
Include information on what agencies perform the audits, where the records are maintained, and when the last external audits were performed:
Outreach, Response and Exercises
Where does the laboratory keep the following?
Emergency response records, such as chain of custody documents (COC): 
External agency emergency contacts list (such a first responders): 
Outreach materials:
PHEP Grant requirements, including quarterly reports, response summaries, and required exercises:
LRN-C specific exercises:
Method Questions
What chemical response methods are currently validated at the laboratory?
Item 1
Tracking and Inventory
Chemicals and Supplies
Where does the laboratory keep the following?
· Chemical inventory:
· CDC materials inventory:
· Standard verification information:
· CDC-specific material and PT subscription information:
How does the laboratory track standards, and where are standards logs maintained?
How does the laboratory manage records on laboratory supplies? 
Include information on where the records are located, who is responsible for updating the records, and when they were last updated:
Instrumentation and Methods
Where does the laboratory keep the following?
· Instrument inventory:
· Maintenance agreements:
· Yearly service reports:
How does the laboratory manage records on instrument maintenance?
Include information on where the records are located, who is responsible for updating the records, and when they were last updated:
QA/QC and PT
Where does the laboratory keep the following?
· SOPs and QA Manual:
· QA/QC charts and records:
· Method characterization and QC Sheet data:
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