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O & M Manual Review Checklist
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Septic Tank/Sand Filter Systems

___
Title Page

___
Table of Contents

___
Introduction (include location map; owner and facility name, address, and phone number; purpose of manual)

___
Description of facility, design flows, treatment theory.

___
Flow diagram of process showing all unit operation and components with description of unit functions and type of treatment accomplished by each unit.

___
Start up procedures; discussion of normal operations.

___
Alternative operation mode/operations modifications, if applicable.

___
Troubleshooting; discussion of possible operating problems including plant upsets.

___
Outline of responsibilities for operational personnel and routine work schedules.  If there is a contract operator, the operator’s name and phone number should be listed.

___
Recommendation for planning and scheduling of routine maintenance tasks to be performed on daily, weekly, monthly, or annual basis.

___
Examples of operator’s worksheets and daily operating logs

___
Discussion of emergency operations.  (Procedures for maintaining operations during power outages or equipment malfunctions.)

___
Schedule of testing for back-up systems, such as standby power or portable equipment. 

___
Copy of the current permit.

___
Reference to the Discharge Monitoring Report (DMR) and example form included. 

___
Discussion of reporting procedures for spills, overflows, and unusual discharges of wastes.

___
Address and phone number of VDH-Office of Drinking Water and DEQ.

___
Description of safety hazards involved with the operation of the facility which includes potential dangers from electricity, mechanical equipment, poisonous gases, explosions/fires, bacterial infections, oxygen deficiency/noxious gases in enclosed spaces.
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___
Listing of safety rules.

___
Listing of emergency phone numbers.

___
Sampling and laboratory testing


___
Exact location of each sampling point


___
Description of how samples are to be collected in general


___
Grab vs. composite samples; sample preservation


___
Discussion of lab equipment and reagents


___
Discussion of operational testing and sample locations

___
Sludge handling or reference to a sludge management plan.

___
Equipment manuals.  Name, address, and phone number of equipment and material suppliers included where appropriate.

___
Design and as built drawings.

Does the reviewer feel this manual provides adequate information for operating and maintaining this facility?    _________

__________________________________
__________________

                Reviewer 
              Date

Comments:__________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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