
COMMONWEALTH OF PENNSYLVANIA


DEPARTMENT OF ENVIRONMENTAL PROTECTION


Water and Wastewater Systems Operators’ Certification Program
Instructions for Circuit Rider

System Specific Management Plan Template

Title Page (Page 1): 

Fill in the information as requested including the name of the business, address, phone number, FAX number and email address.  Also fill in the name and title of the person who prepared the plan and the date the plan was completed.

System Specific Management Plan (Pages 2 to 8): 

A separate management plan must be completed for each system of responsibility of the circuit rider.  Each management plan provides an overview of the flow of the daily activities at each system of responsibility and the strategies that support them.  There should be enough information to show that the circuit rider understands and has planned for the daily execution of the business of the system.  The primary purpose of this plan is to show that the circuit rider is focused on the critical operating factors that will maintain the regulatory compliance of each system.

Facility/System General Information:

Fill in the basic system information as requested.
Work Force:

List all persons including employees of the circuit rider, certified operators (both properly and not properly certified for the system) and uncertified operators who will actually perform work at the system on a part-time or full-time basis.  Information should include:  name, title, contact information (phone), and certificate class and subclass.

Process Control Plan:

1.
Location of Pertinent Information:

Describe the location of the items listed.  Place additional items in the blank rows.

2.
Design Capacity:

Fill in the average daily and maximum design flow for the facility.  For water facilities this would be the average daily production and maximum design production capacity of the facility.

3.
Collection/Distribution System Information:

In this part fill in the pump information tables.  For water systems, this table applies to groundwater or surface water sources.  List each station ID, location and pump information.
4.
Treatment Unit Process Information:

List each major unit treatment process from influent/intake to effluent/discharge.  Include the level of treatment and associated ancillary equipment.

5.
Chemical Treatment Information:

In part A, fill in the requested disinfection information.

In part B and C, fill in the same information for any other type of treatment, such as any corrosion control treatment or chemical coagulant information that may be used.

In part D, describe any other pertinent information about the system that has not already been covered.

6.
Biosolids Information:

Provide biosolids information including average amount of biosolids produced per week, type or class, treatment method (digestion, belt filter press, etc.) and disposal method (landfill, incineration, land application, etc.). 

7.
NPDES or PWSID Permit Reporting Requirements:

List the type and daily quantitative value of each NPDES or PWSID reporting requirement i.e. SS‑30 mg/l.  For those with only monthly reporting requirements list the monthly quantitative values.

8.
Receiving or Source Water Body Information:

Provide the name, location (when describing the location, try to use landmarks and approximate distances), flow and designated DEP water uses for the receiving water body (for wastewater plants) or the source water body (for water plants). 

9.
Other Pertinent System Information:

Describe any other important components of your system that have not already been covered.  This should be summary information that could be useful for effective operations.  For example at water plants describe any finished water holding structures.  Fill in the type, location, and capacity of your finished water storage.  For the type, describe the construction of the storage (i.e. “Concrete Tank”).

10.
Operations Strategy: 

Provide an overview of the operations strategy that the circuit rider will utilize to ensure a clear understanding of the actual operations and that test reports and results are representative of the actual operational conditions.  Fill out the Table including system visits as the days per week and estimated hours spent per visit by the circuit rider.  Specify the tasks to be performed during a visit and how the visit will be documented.  Include primary method of documentation of every visit to the system and any associated documentation which may be completed during that visit.

DEP realizes that operating a water or wastewater system is a dynamic process.  However, the Operations Strategy should characterize normal operations for one month.  It is especially important to note daily samples, routine physical tasks, routine operational tasks, routine maintenance tasks and administrative tasks.  Be specific in that the tasks should be associated with a particular unit treatment process, laboratory test or particular piece of support equipment.  Remember to include a timeframe for wet weather adjustments, upset conditions or other unaccountable operations that would be enumerated by the task “evaluate treatment process (review data, make decision)”.  Illustrate a clear understanding of the actual operations and that test reports and results are representative of the actual operational conditions of the system.

Specific tasks and subtasks broken down by days of the month could include, but are not limited to, the following:

· Monitor treatment process (check process record data)

· Evaluate treatment process (review data, make decision)

· Adjust treatment process (make correction)

· Chemical addition

1. diagnose and/or troubleshoot process units

2. discriminate between normal and abnormal conditions

3. maintain processes in normal operating condition

4. evaluate and adjust process units

5. calibrate equipment

6. confirm chemical strength

7. adjust flow patterns

8. adjust wasting flows 

9. adjust recycle flows

10. adjust speed of process unit

11. perform basic math and process control calculations

12. perform physical measurements

13. prepare and measure chemicals 

14. adjust chemical feed rates and flow patterns

15. calculate dosage rates

· Collect samples

· Perform laboratory analysis

· Interpret analysis

1. calibrate instruments

2. collect representative samples

3. operate automatic samplers

4. perform laboratory calculations

· Operate support equipment

· Evaluate and maintain support equipment

· Perform diagnostic and preventive maintenance

· Perform corrective maintenance

1. adjust equipment  

2. calibrate equipment  

3. perform preventive maintenance 

4. perform corrective maintenance  

5. discriminate between normal and abnormal conditions  

6. record information and report findings  

7. troubleshoot and perform general maintenance 

· Perform administrative duties

· Establish recordkeeping system and record information

1. transcribe data

2. determine what information needs to be recorded

3. evaluate facility performance

4. interpret data

5. organize information

6. perform basic math

7. record information and report findings

· Establish safety programs and perform safety procedures

· Review safety procedures

· Establish emergency procedures and respond to emergencies

· Review emergency procedures

1. assess likelihood of disaster occurring

2. coordinate emergency response with organizations

3. identify potential safety hazards

4. recognize unsafe work conditions

5. select and operate safety equipment

· Establish security programs and perform security procedures

· Establish security procedures and respond to security breaches

· Review security procedures

1. coordinate security response with organizations

2. conduct Vulnerability Analysis

A.
assess likelihood of security threat

B.
recognize unsecured conditions

C.
identify potential security breaches

D.
select and operate security equipment

Emergency Response Information (Page 9): 

Identify 24/7 title and contact information for the circuit rider for each system of responsibility including name, title and telephone number.  Provide an estimate of the maximum emergency response time to each system of responsibility from the central office of the circuit rider and the system located farthest away from the system.
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COMMONWEALTH OF PENNSYLVANIA


DEPARTMENT OF ENVIRONMENTAL PROTECTION


BUREAU OF SAFE DRINKING WATER

CIRCUIT RIDER - SYSTEM SPECIFIC MANAGEMENT PLANS
General Information

	WWTP or Water Plant Name:
	 FORMTEXT 

     

	

	WWTP NPDES Permit or Water ID No.:
	
	
	
	
	
	
	
	

	Address:
	

	
	

	
	

	Telephone No.:
	
	Email Address:
	

	Municipality:
	

	County:
	

	System Type: (Please Check)
	 FORMCHECKBOX 
 AS
 FORMCHECKBOX 
 TF, RBC
 FORMCHECKBOX 
 P&L
 FORMCHECKBOX 
 CS

 FORMCHECKBOX 
 CWS
 FORMCHECKBOX 
 NTNCWS
 FORMCHECKBOX 
 DS

	Class & Subclass:
	


Work Force

	Name of Operator
	Title
	Contact Information
	Certificate Class & Subclass

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Process Control Plan

	1.
Location of Pertinent Information

	

	Item
	Location

	Collection System Map
	

	Facility USGS Map
	

	Facility Drawing
	

	Permits
	

	Technical Manuals
	

	O&M Plan
	

	Standard Operating Procedures
	

	Daily Operation Logs
	

	Emergency Response Plan
	

	
	

	
	

	
	

	
	


	2.
Design Capacity

	

	Average Daily:
	
	MGD
	

	Maximum Design:
	
	MGD
	


	3.
Collection/Distribution System Information

	

	A.
Main Pump Stations:

	

	Station ID
	Location

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	B.
Main Pump Stations Information:

	

	Station ID
	Pump Type
	Manufacturer
	H.P.
	Capacity (gpm)
	Phase, Voltage

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	4.
Treatment Unit Processes (Influent - Effluent)

	

	Treatment Unit
	Operating Range
	Level of Treatment
	Ancillary Equipment

	
	Influent
	Effluent
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	5.
Chemical Treatment Information

	
A.
Disinfection:

	Chemical(s) Used:
	

	Type of Chemical Feed:
	

	Location of Disinfection System:
	

	Location of Chem. Storage:
	

	
B.
Treatment 1:

	Chemical(s) Used:
	

	Type of Chemical Feed:
	

	Location of Disinfection System:
	

	Location of Chem. Storage:
	


	
C.
Treatment 2:

	Chemical(s) Used:
	

	Type of Chemical Feed:
	

	Location of Disinfection System:
	

	Location of Chem. Storage:
	

	D.
Other Chemical Treatment Information:

	


	6.
Biosolids Information

	Average Amount Produced per Week:
	

	Type or Class:
	

	Treatment Method:
	

	Disposal Method:
	


	7.
NPDES or Water ID Permit Reporting Requirements

	

	Requirement – Value

	
	
	
	
	
	
	
	


	8.
Receiving or Source Water Body Information

	

	Name:
	

	Location:
	
	Flow:
	

	DEP Designated Water Uses
	


	9.
Other Pertinent System Information (Operational or System Information of Importance)

	

	


	10.
Operations Strategy

	

	Facility Visits
	Tasks
	Visit Documentation Method & Other Documentation

	Day/Week
	Hours/Day
	
	

	Mon
	
	
	

	Tue
	
	
	

	Wed
	
	
	

	Thurs
	
	
	

	Fri
	
	
	

	Sat
	
	
	

	Sun
	
	
	

	Mon
	
	
	


	Tue
	
	
	

	Wed
	
	
	

	Thurs
	
	
	

	Fri
	
	
	

	Sat
	
	
	

	Sun
	
	
	

	Mon
	
	
	

	Tue
	
	
	

	Wed
	
	
	

	Thurs
	
	
	

	Fri
	
	
	

	Sat
	
	
	

	Sun
	
	
	

	Mon
	
	
	

	Tue
	
	
	

	Wed
	
	
	

	Thurs
	
	
	

	Fri
	
	
	

	Sat
	
	
	

	Sun
	
	
	


EMERGENCY RESPONSE INFORMATION

	ER Contact Name
	Title
	Contact information
	Response Time - From Central Office
	Response Time - From Most Distant Facility

	
	
	
	
	

	
	
	
	
	


1
1

