Waterwor ks Record Sheets— Explanation

Two styles of record sheets are provided as examples of arecord-keeping format that may be
employed at a waterworks. These example record sheets are provided as examplesto aid the
permittee in the process of developing record-keeping methods and documentation for their
waterworks. The permittee is ultimately responsible for developing and maintaining

recor ds which meet the requirements of Section 42 of The Water Regulations 2002. One
example is provided for a groundwater based plant and the other is provided for a surface water
based plant. These log sheets may be adapted or expanded as necessary to fit the particular
requirements of a waterworks.

The example log sheets provide columns or areas: metered water quantity [s. 42(1)(a)]; locations
of samples, initials of who sampled, results [s.42(1)(c)]; types, dosages and total amounts of
chemicals applied to water for treatment [s.42(1)(b)]; and disinfectant levels [s.42(1)(g)].

Other information to be recorded includes:

. departures from normal operating procedures and when these occurred [s.42(1)(d)];
instructions to depart from normal operating practice and who gave this instruction
[s.42(1)(e)];
time, date, nature and steps taken to notify and resolve upset conditions [s.42(1)(f)];
measures to restore low disinfectant conditions [s.42(1)(0)];
dates and results of equipment and instrument calibration [s.42(1)(h)]; and

dates and types of maintenance performed on equipment and actions taken to ensure the
normal operation of waterworks.

This additional information may be recorded on separate dedicated sheets, examples of which
are attached, dated and signed by the responsible party or parties. Examples of these are aso
provided as daily supplements to the example record sheets.

Permittees and operators should also pay attention to the manner in which information in
operational records or logs are to be recorded or maintained:

@ operational records or logs must be made in chronological order, with the dates, times
and testing locations clearly indicated;

(b) entries in an operational record or log must only be made by the permittee;

(© any person making an entry in an operational record or log must do so in a manner that
allows the person to be clearly identified as the maker of the entry;

(d) operationa records or logs must be maintained for at least five years,

(e any anomalies or instances of missing entries in an operational record or log must be
accompanied by explanatory notes,

® operational records or logs must only contain data or information that is actually
observed or produced;

(9) operational records or logs must not contain default values generated manually or by
automated means; and

(h) operational records or logs maintained pursuant to clause (d) must be made available

promptly on request of the Minister.



Daily L og Supplementary Information - Example

Water Treatment Plant Date Signature

The following departures from normal operating procedures occurred on the following date and
time:

The following instructions were given to depart from normal operating practice and were given
by:

Upset conditions occurred as described below (including times/date/location) and the following
steps taken to notify and resolve upset conditions:

Low disinfectant conditions existed at (location/time/date) and the following measures were
taken to restore proper disinfectant levels:

Equipment calibration and/or instrument calibration occurred on the following date/time and the
results are noted below:

Maintenance was performed on equipment on the date and time as noted below:

The following actions taken to ensure the normal operation of waterworks:




Example: Surface Water

Stock Solution Strength:

Chlorine (Gas, Powder, Liquid), CI.

Potassium Permanganate, KMn04
Aluminum Sulphate, ALUM
Powder Activated Carbon, PAC
Other:

Water Treatment Plant

to
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(0]
(0]
(0]
(0]

() of water
() of water
() of water
() of water
(Backwash Rate: (

Date:

Filter Backwash Data:

Per Minute for Minutes

Date

Water Meter Daily Chemical Used Test Result at Water Treatment Plant & Distribution System
Turbidity (NTU) ClI2 (mg/L)
Meter Treated KMn04
Reading |Water Cl2 mg/L}] mg/L | ALUM JRaw Treated Free [Total [JLocation

Comments (See Explanation)

Initials




Example: Groundwater Water Treatment Plant - Monthly Report Date:

Stock Solution Strength:

Well Pumping Rate: Cl2to to Gal. Of Water
Powder KMn04 to Gal. Of Water
Water Meter Reading|cClI2 KMn04 Cl2 Residual Testing (mg/L) Fe Mn Turbidity Comments

Meter Treated [Sol. Used JUsed
Date Reading |water ( ) ( ) |Free CI2 Total CI2 mg/L  |mg/L NTU Location See Explanation




