Records Representative: OHSAS 18001 

Role:   Assist and advise organization management in complying with Laboratory records management requirements.

Responsibilities:

· Coordinate inventory of records.

· Ensure that policy, procedural, or regulatory information received from the Office of Records Management is conveyed to personnel within their organization.

· Update records management database to reflect changes in status, location, and ownership of records.

· Certify that all BNL records of terminated employees are dispositioned properly.

· Act as liaison between Office of Records Management staff and their organization for records management questions and requests.

· Maintain transmittal information related to the transfer of records from unit to the Records Holding Area (RHA).

· Ensure records are packed correctly prior to transfer to the RHA for storage.

· Obtain authorization signature for Notice of Destruction Form.

· Assist in the development, implementation, periodic review and/or evaluation of the occupational safety and health management system.

Accountabilities:

· To Office of Records Management and organization management, for status of compliance with records management requirements.

· To organization staff, for accurate information on records management requirements.

Authorities:

· Sign records disposition line on Termination of Employment Form (BNL F 2713E).

· Identify records per established records management criteria.

· Certify compliance with records management requirements.
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