No action taken no

END <N

case file generated

Note: Complaints may be received in the
following formats (hotline live, hotline
voicemail, self-generated, emails, fax, SSO,
and referrals) some complaint go directly to the
officers/supv. Which is outside of the process

Complaint

Received

START

END

Forward to the

Followup and | appropriate
close the loop department or
agency

Additional sufficient
information obtained

Call reporting party
for additional
information

?

No

Sufficient
information
gathered

Enforcement Intake and Investigation Process As-Is

storm

Admin. Staff
evaluates (is this a

water related
issues)

No
h 4

Forward to the
appropriate
department or

agency

END

Clarification
needed:

1. Should all
case resultin a
site visit?

Time constraint issues not enough time, money,
and personnel staff to manage effectively

2. Pros/Cons of
the information

Other discharges

Note: Information obtain show that this case will be better suited by
referring this to the appropiate department or agency and having

Previous policy was
not to accept
anonymous call. But
we still end up
responding to most
of them.

s investigation
needed

Is there a
reporting party

No
A 4

to CCSto
determine if
investigation is
needed

Complaint referred

v

confirmed

Given to officer to

them abated the discharge or refer back to SW if additional
information was obtained

Yes

Is it urgent or
happening now (haz.
Waste, sewage)

Yes

v

Notify CCO or
CCS (may be

Admin. Staff to
enter into

Database entry required see

process 6 on page 4

Case file forward
to Code

database and
process case file
within 48 hours

A

given to officer not
assigned to area)

Note: Information not received in the normal
format (call,short note, or face to face)

Unrelated issue
needing to be

needed to Officer conduct observed (unable (obserr?/zllyridorte d
conduct an site investigation to manage edirep
investigation effectively) on site water

Take Photo
Documentation

Was additional
information
obtained

Write notes

<7N

See
Process
#2

Download and
process photos

Are Correction
needed

leaks, potholes,
ect)

-

Survey area

Speak with
homeowner/

tenant, neighbors

Yes
| Fi
ield Test and
Take Photos
Yes > Documentation > Water Samples
(when needed)
Discharge B This action
Confirmed includes case
\ where no
» evidence is
No found, _
v education, or

Database entry required see

process 6 on page 4

Enter data
into
database

Letter review by
Officer Manager

s letter needed
(optional)

Forward
Staff to
letter

to Admin.
process

letter is needed
Call reporting party
or Administrative
Staff for additional
information

for closure.

To much time being spent on
following up with other departments

Follow up close
loop

Refer to
appropriate
department or
agency for
abatement

Information
corrections/
modifications
(database, letters,
and logs)

» Creates corrected

Case process
includes map,
database form,
violation location,
reporting party
info., &
mainframe info.

Send response
letter (when the
discharge is
associated with a
business/property)

\
No

Is there anyone
available to speak
with

Yes
A 4

Conduct Interview/
obtain information

Information
gathering
(research)

Do you have a

letter and update
logs

Input into
database

Compliance
Officer (CCO)

Was a
response
received

Yes

v

Take enforcement
action against
determined
responsible party

Process )

See

process 1

Enforcement
action to be taken
against business/

property owner

3

Send response
letter to property/
business owner if

not on site

Database entry required see
process 6 on page 4

Malil letter, place
copy in case file
» and chron. File,
and to others as
necessary

See
process 3




Process 3
Supervisor copy to
be forwarded to
Admin. Staff the
day written
Yes
as a citation
issued
Yes No
y v
Refer to
enforcement Notice of Violation
action list to or education to be
determine action provided
to be taken
Enforcement
action
process
need to be
completed
Are there
documents to
be mailed
Is this a minor

violation

No

'

Nop

Was the

Enforcement Action Process As-Is

Officer completes

Supervisor copy
and case file given

Downloads and
process photos

citation issued Yesw» documentation > ) > . .
) (place thumbnails to Administrative
on site (notes) : )
only in case file) Staff
No
City, Replplent, & Admin. Staff _ . ReC|p_|ent copy
Supervisor copy makes a copy of City copy given sent via certified
forward to > . » back to CCO to » mail - White copy
o - the City copy ) ’ :
Administrative . put in case file sent via regular
(citatiion) :
Staff mail

—

Collections notifies

Supervisor copy given to

Looks for existing
account if none

Accounts Payable
Receivable person to
create invoice

creates new
account

Administrative
Staff logs and
updates the
Administrative
Citation Log

Y

SWPPD of <

outcome

Officer completes
documentation
(notes)

Supervisor copy

filed

Wait 10 day for
written hearing
request/appeal

Invoice entered into
MAINFRAME using AMRIS -
due in 17 days from date of

Downloads and

»

process photos

Database entry required see

process 6 on page 4

Case file given to

4

.
Input Officer report

int

0 database

Yes

Issue Notice of

Violation

Paperwork given
to Admin. Staff to

»

mail if needed and
copy given to log
into database

Admin. Staff sends

Administrative
Staff to file

out mail

) 4

Input Officer report
into database

Process
4

Entered into Excel
tracking log

Database entry required see
process 6 on page 4

Place copy in N
chron. & case file

Notice of Violation

Files copy of

process 6 on page 4

Database entry required see

invoice
Collections Refers to
Department Case filed P Collections N
continues to Department after
collect lapse due date

Database entry required see

process 6 on page 4

Was payment
received

Yes

v

Wait for invoice
due date

N

WPO receives
check and makes
2 copies (one to
SC and one to
case file

\

Update
Administrative
Citation Log

Document and file

END

This includes:

-key in

-giving A/P the check

as a hearing
requested

Yes

-set aside check make DCK
send to Treasurer
-update revenue log




Notice of Violation and Notice and Order Process As-Is

Admin. Staff assigns CP# Enters aabase entry required see
) into the Civil Penalty Assessment
Return to officer - .
for additional Log, Civil Penalty Notice and | Process 6 onpage 4
investigation or Order Log and Civil Penalty
corrections Status Log
A
Yes
A
. Compliance Case file given to . Supervisor . Code C_ompllance Superylsor reviews Casg f.'le given to
Code Compliance ; . Is additional ) Supervisor - Supervisor forward case file for Administrative
. Officer prepares Code Compliance . o forwards case file - Civil Penalty ; .
Process 4 Officer Completes » g » . investigation or L p»  prepares Civil - warranted (fine agenda to Admin. » completeness and »{ Staff to process
. Civil Penalty Supervisor to . for Civil Penalty Review .
Case File Worksheet review corrections needed Review Penalty Agenda assessed) Staff to asses CP any needed the Notice and
Number changes Order
A
Yes
Copy for case file, hearing officer, and the y
responsible par
P party Administrative
Nofice and Order Staff creates
Does evidence Deputy Director Was additional 30 day response mailed to_ the Notice and Order WPO prepares 3 Se_nlor Clerk hanges o _Semor C_Ierk thlce and O_rder
; : o . . . Responsible Party . ) . submits to Deputy o reviews Notice and using CP Notice
provided support reviews additional ««Yes rebuttal evidence >4—— timegivento (& (two copies sent < mailed to Hearing |« copies of the Director for N modifications Order and Cost < and Order
claim evidence submitted responsible party P Officer Notice and Order needed
by certified and approval Worksheet Template and Cost
regular mail Recovery
4 Worksheet
Yes
No i
Business or Calendar days
Give check to AP
Remove (make two copies L Case file given
Enter payment . . .
Was payment Yes——» . paym » information from » one for case file y AP depositwith END No » back to WPO for
received information into status lo one for Senior DCR to Treasurer corrections
Notice and Order 9 Clerk
Log er
Database entry required see
process 6 on page 4
No
Continue process
Input information » Wait for payment received Yes—» until balance is END
into payment plan paid in full
Yes log

Administrative

Staff gives form to Was it No
Was a payment Responsible Part submitted on v
plan requested to rgturn within 5y time Database entry required see
process 6 on page 4
days — Invoice for full
balance due
N
Process)
5 No
Collections notifies I(D:g”;:ttr;?::t
END «—  SWPPDof e P
continues to
outcome
collect




Hearing Process As-Is / /
Cancel Hearing Input payment information »  Accounts Pavable to END
L ) . in the CP Notice and S &y
Administrative Civil Order Lo invoice additional cost
" Penalty Hearing v 9
Administrative Staff to Compile hearing Obtain case file from
check availablility of } ) notice packet; and Administrative Staff
—» CCS, CCO, & Hearing p»  Create Hearing letter » Enter hgarlng schedule in » send to Hearing Yes
- ; : . . the Notice and Order Log. .
Officer to set hearing using Administrative CP Status Log or Officer and ; — )
date Hearing Letter Template e 8 09 Responsible Party Notify Code Database entry required see
" Administrative Citation Log Compliance process 6 on page 4
Senior Clerk to review for Officer to review Was payment —
signature — ) > : .
9 Database entry required see case mﬁ anq received
process 6 on page 4 preparzgtesarlng

Process 5

First-time
rescheduling
request

Hearing rescheduled
request received

Yes

Yes T

Administrative Yes
Citation Hearing Request made to Notify CCO & CCS No
Auditor to void » that hearing is y -
invoice via e-mail requested Deputy Director
Citation request for as there a and Code Create finding hearing
good cause to >+ Compliance letter using template and Database entry required see

process 6 on page 4

Supervisor to
review request

hearing are to be
submitted in writing

send copy to RP

reschedule

No RP = Responsible Party

No
Hearing Officer Deputy Director to Accounts Pavable/
Conduct Hearin has 10 day to review (may Copy of finding Was the RP found Yes—pl Receivable ):erson Admin. Staff creates finding letter;
g "1 notify SWPP of "1 discuss finding "1 givento CCS responsible invoicesFI)?P input invoice info. In the CP Notice/
findings with CCS) Admin Cite Log and Order Log;
update CP Status Log
A
Send hearing
finding’s, invoice
and letter to
. responsible party
Enforcement Database Tracking As-Is
Was payment
ived
Adminstrative Code Compliance receive
Staff enters Officer enters
Access information information
Process 6 Yes—¥ received about » relating to their END
Database . . LY Yes
alleged discharges investigation into
into Acess the Access
Database Database
No Update CP Notice and Order Log
‘ or Admininstrative Citation Log and
Information not delete record in the Civil Penalty
track in Access is Status Log
tracked on various
Excel
spreadsheets v
END

No common database for the Storm Water Division, other sections gather and track their information using other methods. Database
does not capture all fields needed and still requires program to used Excel to track some but not all information needed.



SWPP Grants as-is process

*

Possible

Audit |

Senior Grant is
applies Ior — awarded
grant

Analyst develops

budget portion;
positions,

materials, CIP $

invoice and
report

** Throughout
grant process

Do quarterly
invoice with
quarterly
report

Wednesday, October 18, 2006

Senior submits
more budget gng

City Council

N,

subcontractor has to authorize
detail, develop acceptance of
MOU for grant
subconsultant
RFP process
ongoing, to hire
consultants
by Seniors and
Program Managers
[ Report |
Implement
Open quarterly
POs (tO grant
Provider?) schedule

1544s for sub
consultants
prepared

Create job
orders for
grants




JURMP Data Management As-Is

Each department/
division creates an
individual database

*Databases not integrated
*No data standards
*No standard database/software

End

*No interim/mid-year spot checks to
ensure completion or accuracy

*No way to access other departments’.
data (and vice versa)

*Inefficient transmittal of data

A

Track data during
the fiscal year

Assemble data for

Add in Annual Report or use
report during implementation

¢—Yes

annual report

A

Research/

Monday, October 23, 2006

Is data tracked for
Storm Water
adequate?

No

guestimate data

Is data merger
successful?

Merge department

data sets

‘No

" guestimate data

Research or




JURMP Program Assessment As-Is

*Need program goals (data)

Compile City-wide
Start data (see JURMP

End

Reporting flowchart)

*No mid-year spot checks

.| Compile NGO &

Write Annual Report
Assessment chapter |~

Monday, October 23, 2006

Copermittee data

*No time to decide during Annual Report

*No formal post-reporting “reflection” period
*Need report with discrete list of action items

Develop

; .
ecommendatlpns Yes
and include in
Annual Report

.| Compile Storm
Water data

Write Annual

Are changes
needed?

| Report except
Assessment
chapter

4

Conduct levels 1-4
assessment
(across yearly

data)

*Levels 5-6 analysis not done
*Subjective analysis



Storm Water
distributes Annual

JURMP Reporting As-Is

Deptments collect

Monday, October 23, 2006

*Storm Water doesn't always meet in person

Start Report form to » datg throughout
fiscal year
departments

*Annual Report form not user-friendly

*No periodic meetings due to lack of

Storm Water staff; departments forget

B
\ JURMP Annual
] -«
End | Report complete Yes

Storm Water meets
with departments to
discuss Annual
Report process and
schedule

Departments

A

Adequate data
format?

prepare reports

Data submitted
ontime?

Yes

Storm Water
reviews report for
adequacy

Re-request reports
with new deadlines

*Too many
iterations
and delays




*Needed

*Discontinueﬂ

Storm Water:

Periodic
department
coordination

meetings

——Yes

End

JURMP Update As-Is

Storm Water identifies

Monday, October 23, 2006

responsible departments,
schedule, and JURMP outline

Storm Water director
sends memo to

responsible departments
(identify liaisons; inform

responsibilities)

*Discussed details

(bad)
*Need 1:1 meetings

Storm Water
kickoff meeting
with department
liaisons

*Need input
from elected
officials

4

»

4

S

__“Draft JURMP™
"\ complete?

Monthly

44— department-wide «4———No

meeting

*Ineffective
*1:1 meetings better

Department has

guestion(s)?

Yes

|

Storm Water
presents JURMP
activity and gets

input at Clean
Water Task Force
meetings

Meet with

individual
department

Write JURMP

Storm Water staff

*Need addition:ﬂ




MWWD Training Request / Process As-Is

MWWD emails
report

Storm Water
Deputy Director
sends training
report to senior
staff for review

Is report
accurate and
applicable?

No

|

Yes

Senior staff requests for

update/correction and

communicates to Storm
Water Deputy Director

Storm Water Deputy
Director agrees with
suggested updates/
corrections?

Yes

v

Storm Water
Deputy Director
sends to MWWD

for approval

Monday, October 23, 2006

N

Are there

delinquencies?
&

o

N

/

End

4

Y

MWWD
approval?

Employee
registers for
class(es)

*Need to document
accurately at Storm
Water to back up
MWWD records

Employee
completes course
work

Yes—p

Report is revised




~ e~

SWPP PO/Records Management as is process

Monday, October 23, 2006

To Admin for review

Material Request Seniors Approval
Form From Seniors sen_d to To Chl’lS for material AJP keys req Senior Clerk A/P submits and final approval
— admin for > final » request form > > - » purchase >
. into OPIS review
review and approval to req
approval AP
Req to
purchasing
Box stored Completed A/P process A/P prints
- in < PO is filed in |« Vender paid |« invoice «——| POfrom |« PO issued Approved?
warehouse box request OPIS
Purchasing
cancelled
Req
y
Dept notified
Process P el Inquire with
Box stored Completed . Notify provides q .
; A R . payment via N g purchasing
in < PO is filed in |« Vender paid DP or requestor on |« justification |« on
warehouse box cancellation on .
Blanket PO . cancellation
cancellation




End

Proper Reporting of Private Sewer Spills As-Is

MWWD receives
notification of
private SSOs

Start

MWWD responds

to site and
inspects

Issue has been
resolved or
. —N
determined as a
private issue
A

Is it a public spill/

issue?

Clear line

Yes

No

|
|
.

Is it a private
spill?

Inspect public line

Monday, October 23, 2006

*Doesn’t always occur

*Poor documentation/photos from night crew

MWWD prepares
report and contacts
Storm Water

A

*Potential for confusiin; two
officers may be assig

Storm Water
immediately
investigates from call
issued by NOV

*Immediate
response not
neccessary

4

Follow-up to

Issue another NOV

and fine

ensure

<+—N
compliance

Are they in
compliance?

ed to same

case
v

Storm Water creates
case file from SSO
report

A

Review
documentation

Is more Contact MWWD
information Yes—» and responsible
needed? party










Storm Water Standards Manual Plan Check Process for CIP As-Is

CIP PM
determines
applicability

*No QA to ensure accuracy
*Multiple depts... review process
and data mgmt. not coordinated

Priority
project?

End

Monday, October 23, 2006

*Example: Location data often not available

A

Yes

PM wants SW
review?

No

l

SW plan checks
Yes— and collects some
data

Design project and
track data
internally

*BDR-poor
knowledge of
BMPs

*Data received not
coordinated/
integrated
*Inspection data
not captured

\

*No standards for data tracking

Field Engineering
or BDR Div.
obtains project
BMP data and
conducts
construction
inspections

*Process ends with completion of construction
*No maintenance inspections currently conducted



WWC Maintenance Frequency
Optimization and Cleaning Process

A
# of days: 5 g A = task
Ll
= Decision
Planning section review color codes <> point
schedule and groups pipes to create
work order (daily — continuous Planning section assigns . ' = Process
process) work order to the Maintenance cleaning start or
START Color coding is generated — D maintenance cleanin supervisor assign work order finish
automatically through a computer SUDEIVisor 9 to work crew
software program which looks at the P
* due date and prioritize pipe repairs 1
# of
Crew goes out and complete days:
work order and document 5
findings in the MR book
< Frequency change
Crew gives book to
supervisor with documented v
findings
Accepts
l # of days: 5
Declines MCS Supervisor
Supervisor assess for < §|th|(_er accepts o(rj
Quality Assurance Quality £C |nhe [MI[EIoRE
Control (QAQC) clanges
# of days: 5
>
: Change
Yes Maintenance supervisor SIS it

1 Colors:
1. Green — available,
not due
2. Yellow — start
trying to plan repair
3. Red — Schedule
repair ASAP

**Note: Timelines are averages and varies depending on the scope of the project.
When there is a priority, days could change into hours to complete the task**

Is quality control met?

Supervisor makes the
necessary referrals

review form and sends it for
data entry

——»| Data entry enters the report

STOP

assesses the data and
either proposed or do
not propose change

abueyp oN

<

Proposed change table




STOP

Is emergency
access required?

WWC Canyon Access

¢  Main cleaning notifies Parks
& Recs and Emergency
Response Team (EPM, MC,
P&R)

. P&R document action, notify

staff and coordinate public
relations

. ERT monitors emergency
and notify personnel

Is the condition o
the emergency a
spill?

Yes

s condition of the
emergency
imminent?

Long-term

access only?

Refer to uncharted
process

STOP

EPM # of days:
( ) Y P&R issue right of
entry on city owned |[@——— Work by others
e propery (EP, P
! Respond/repair, Obtain CEQA/Bio | # of days: 15
maintain and clean the information
spill (MC, EPM)
START
Yes Long-term only
access? l
# of days: 90 # of days: 5 # of days: 30 # of days: 15
L4 Gather existing sewer & Determine f0||0W_up Are foll
canyon data (EMTS, EPM, Submit draft permit Draft and submit , activities — re- ré 107ow-up
ECP . ; Permit MC create access - activitie in-
) applications CEQA permit for canyon 12 i K — 91 vegetation and
{s long term access Y *  Assess maintenance access (EMTS,, EPM) access (EMTS) approva: and perform wor erosion control
requirged for canyon _»es need EMTS, Egy (EPM, ECP)
main conditon ¢  Canyon walk through (EMP,
ECP, EPR, P&R, EMTS)
|:| - task Refer to uncharted * Identify canyon access # of days: 1 T
=tas process (EPM, ECP, EPR, P&R,
- . EMTS)
Q = Decision point —
n -b Obtain environmental +
= Data No permits and documents
() =Process start (EEvs) B .
. Report to regulatory A Access project
or finish MC conducts follow- i Is mitigation
S —> agencies ; moves to long-term
# of days: 30 up activities EMTS. EPM required? iect
ERT = Emergency Response STOP ( , ) RIOIEC
Team #of days: 1
EPM = Engineering & Program
Management Division Analyze & develop access/ # of days: 10
EMTS= Environmental redirection alternatives (ECP,
Monitoring & Technical EPR, EPM)
Services Division
MC/WWC= Main Cleaning/ |
Wastewater Collection Division
P&R — Park & Recreation
Department .
. . . : . # of days: 150
ECP= Engineering & Capital # of days: 45 # of days: 22 y
Projects ]
CEQA= California _Intput from: stakeholder, ] o . ScRr&
Environmental Quality Act maintenance, community, an Complete Redirection of For EPA compliance repare c process
park liaison. Park liaison review Flow (ROF) onlv? permit application (ECP, Is SCR approved?
and make recommendations and L EPM, EMTS)
coordinate Public Relations
# of days: 90
Determine appropriate action Can SCR be Can SCR be No
to implement SCR and implemented by AS implemented by Execute CIP
regulatory permits IS? City Forces
STOP
;00
# of days: 15 # of days: 60 #of days:
Are property rights . . Is mitigation e . . . A
Acquire property —> Reporting Execute mitigation = City Forces build P City forces maintain STOP

**Note: Timelines are averages and
varies depending on the scope of
the project**

required?

# of days: 270

T # of days: 60

required?

# of days: 90

T




I:l = task

WWC Cleaning Process <> = Decision point

C) = Process start
or finish

Maintenance Cleaning Work order is assigned to Operator assesses work site Work is completed and Supervisor reviews work Completed Supervisor returns
START Supervisor receives work  F———pi equipment operator to and determine whether or operator returns work order to order, to determine completed work order to STOP
order complete assignment not work can be completed the supervisor whether work was planning section
completed or needs
referral
> > >
#of days: 2 #of days: 3 #of days: 1

Referral

Supervisor makes referrals to
planners for re-assignment to
night crew or to construction or
CCTV and sends work order back
to planning

Supervisor makes a referral to

Construction section or CCTV

planner and sends work order
to planning section

STOP




Preventative
maintenance Process

START

Corrective
maintenance Process

START

NOTE: # of days are estimates and would vary depending on the situation

WWC Pump Station & Interceptor Work
Process & Electrical Section

#of days: 1 # of days: 1

# of days:
Depends on nature of work

Work order generated through:
1. manufacturer recommendation
2. Historical information or failure

rates
3. Special request or projects from
internal or external source

Plant

Maintenance Coordinator U BEES D

supervisor to assign

schedules/generates a
work order

work order

Field crew goes to
specific station and test

component and
diagnose problem

Work order generated through:
1. manufacturer
recommendation

2. Historical information or
failure rates
3. Special request or projects
from internal or external source

# of days: 15 mins

Is there a related
problem that can be
fixed in 51 minutes?

# of days:
15 mins

It the problem cannot be
fixed within 15 mins, crew
has to submit an unplanned
work order for corrective
maintenance

#of days: 1

Supervisor reviews and
return to Plant Maintenance
Coordinator

ComC personnel page
electrical, or mechanical
supervisor or both

Is failure
generated during

During

Electrical or maintenance
supervisor dispatches staff

or after business
hours?

to diagnose and fix the
problem

Yes

#of days: 1

crew decides if part:
have to be ordered or
can be obtained from
stock

Can parts be obtained
in 1 or 2 days?

# of days: 1

# of days: 1

Crew completes work
order and sends to
supervisor

Supervisor reviews,
check off work order and
returns it to Plant
Maintenance Coordinator

# of days: 2-3

be obtained in 1 or 2

Reschedule if parts can

Crew receives parts,
complete repairs and
sends work order to

days .
supervisor
# of days:
Depends on parts
Create sub-work order if availability
parts will take more than 1
or 2 days or months to
acquire
STOP
# of days:
Immediately

Can problem be
repaired now?

maintenance crew would

unplanned work order to

Electrician or

make repair, and send

Supervisor reviews, check
off work order and returns

the supervisor

# of days:
Staff is notified
immediately #of days:
Immediately

# of days:
immediately

ComC (communications
center) personnel will
page electrical, or
maintenance crew

Can problem be
repaired now?

Crew goes out to the site
and diagnose the problem

Can station

Crew will evaluate the

Crew generates an
unplanned work order

it to Plant Maintenance
Coordinator

remain

operational?

problem T and sends to
supervisor
Yes
# of days: Same day
Yes
Crew will contact stand-by STOP

supervisor

No

# of days:
Same day

Process

© start or end

STOP

= Task or
Activity

= Decision

STOP



Pump Station Patrol Process

1. Plant Maintenance Coordinator
2. Mandatory regulations

Work order is generated by/through:

#of days: 1

# of days: 1

# of days: 1

# of days: 1

Supervisor assigns staff

Staff diagnose and
evaluate the

Is anything wrong

# of days: 15 mins

# of days:
immediately

Yes
Is it an emergency?

Staff will make (minor
repairs, adjustments and
house cleaning) or contact
the appropriate supervisor
(electrical or maintenance)

. 4 . %
START 3. Inspection requirements (daily for Is there an alarm? to go out_to pump |——p performance of the with pump station?
some plants) station ump station
4. Response to alarms during pump
regular work hours # of days:
30 mins .
Yes # of days: 1
If there is an alarm during work

hours a supervisor is contacted and

he sends out the crew closet to the Staff moves on to

alarm location next pump station
On weekends stand-by crew go out

and perform patrol maintenance
STOP STOP >
#of days: 1 # of days: 10 mins # of days: 1
# of days: 1
# of days: 1
N off work order and sends it to
Plant Maintenance S
Coordinator

Supervisor decides who
should be dispatched
through corrective work
order and dispatch crew

Dispatch crew goes out
diagnose the problem
and makes repair

# of days:
it depends on parts
availability

# of days:
it depends on
parts availability

crew decides if parts
have to be ordered or
can be obtained from

Can parts be ordered
within 2 days?

stock

Order

No

In Stock Crew completes work
order and sends to

supervisor

Work is reschedule if parts
can be obtained in 1 or 2
days to complete work

—>

NOTE: # of days are estimates and would vary depending on the situation

Plant maintenance
coordinator creates a sub-
work order if parts will take

more than 1 or 2 days or
months to acquire

Supervisor reviews, check

# of days: 2-3 days

Crew receives parts,
compete work, and sends
work order to supervisor

# of days:

Contact supervisor or
stand by supervisor

STOP

it depends on parts
availability

&
-

=task
= Decision
point

= Process start
or finish



2. “To-Be” Flow Charts






EMTS Contract In-Sourcing

3. Improvements can be
Identify business made to how work is
opportunities: Potential solicited
Clients, Client makes
contact, RFP
New Conditions/Modifications to the Contract
Yes
4
Business opportunity }—/ e Contracf Needs Revisions———————-—————————————————————————— |
referred to appropriate | . 2. Some renewals/modifications A Does contract™, |~ 4o Renewed
person, depending on return for Mgmt. approval and These aspects are performed | need revision?
nature of work request then leap-frog to concurrently } No
implementation of work plan Out of scope
changes return
through the
e contracting Work begins — invoices are
work V\Fl)ithil"l Work request is process for review provided on a regular basis Is contract
beyond the scope of and approval (monthly/quarterly) renewed?
work for EMTS depending on contract length
4
Final report
EMTS Management (Alan or VES Work will be crontod F;nd
Stan) approves work request . . completed .
) - Project Lead begins the Y delivered to the
and assigns Project Lead project n— exclusively by lient
based on content of project/ EMTS working in MWWD Staff Crel
area of expertise conjunction with
y Purchasing and i
Contracting YES
- Dept.to formalize
Final contract/agreements administrative
Work refqueslt( is wit.ZindtT)e re(f:eive the Ia(ppropriatfI IevTI aspects Does the work pla Will MWWD
Scope of work provided by or approval (approval leve e Billing need changes/ N complete the
SN is based on the type, size, e Job Order alterations? work? Contract Complete
and length of the project Numbers
4
Client’s needs are identified NVO
through: :
EMTS group assigned to the EMTS identifies
: gegdst,:slsessment project develops the staffing and Work
. S(r:(geg of \ell\;]ork agreement, w/ Project Lead » resources and subcontracted as
> heading the process Implements work necessa
e  Resources needed p I ry
plan

Determine the appropriate type of agreement needed to
ensure proper reimbursement for the project; contact City’s
contracting office to begin work on the project

Develop agreement including:

Administrative aspects (i.e.,
Billing/Invoices, Final Report) are

1. Complexity of agreements e Scope of Work handled by MWWD Administration
varies depending on work/ o  Billing/Administrative aspects for all subcontracted aspects
contract needed and the e Mechanisms needed for project completion
parties involved — agreements EMTS develops scope of work in conjunction with Purchasing
can be lengthy legal and Contracting for inclusion in the agreement.

documents, simplistic one-
page agreements, or SLAS

Procurement Sensitive



EPM Master Scheduling “To Be” Process Map

Develop templates
for different types
of projects (e.g.,
PS, Sewers, P/L,
TP)

Project Manager

will take template

and develop
schedule

Master scheduler
will review for
format/logic

Master Schedule
Start

Assume you have
a project

Master Scheduler

Cost loading/ Toll up into master | __ Provide Updated master provides ,
resources changes information to schedule by PM schedules to PIVLs
budget for updates (2"

week of month)

Project Manager
sends Master
Schedule update

—p4{ to seniors for
approval
(schedule, cost,
resources)

By 3" week of
month PM should
send update to
Master Schedule

Is Master
Schedule
approved?,

No

v

PM would work
with seniors to get

Master Schedule
updates approved




EPM METRO PLANNING

EPM Pre-design # of days: PROCESS MAPS
# of days: # of days: # of days: #of days: # of days: # of days: # of days: # of days:

Define pros & cons of
. . each alternative include Investigate Draft preliminary Draft project report
Identify problems Research data Identify Select preferred .

& restrictions ] calculation ] alternatives —p cost &sght_edule and —p alternative b necessary —» engineer plan and —» and statement of —»
preliminary attributes spec work

environmental reviw

Perform internal
review

|:| =task
Q = Decision point
@ = Process start
or finish

Final preliminary

Project Definition
plan & spec

Modeling
# of days: # of days: # of days: # of days:
# of days:
Modeling is driven by: Flow & Load — A CEIIEE hydraulic DRI BEUETTIY TE/E 6
SANDAG protection Oetermines whethe In-flow & infiltration
A . pro . modeling will be Industrial waste discharge —p] Build model —> Run model Produce modeling report
gency, Permit, or Billing requirements . . .
hydraulic or mass Storm water diversion
Master plan L
. emission system
Service area changes
Mass
# of days: Emission # of days: # of days: # of days: # of days:

Gathering data —

hydrological analysis, |———»{ Flow projections ——»{ Load projections ——p»|
strengths data

Modeling is driven by SANDAG
protection and Master plan

Run mass emission
model

Determine system-wide
facility planning

# of days: # of days: # of days: # of days:

Modeling is driven by SANDAG Flow & loads . . . . .
- . S Data collecting Year-end mass System generated Unit generation Hydrological Project 2-yr return flow & 10-yr
preistion el Bl projections (up to |—, (from plants) — > balance | fowclaibration | ”| raeUGR | ] analysis return flow
requirements 10 yrs projections)

l # of days:

# of days: # of days: # of days:

Project 2-yr return loads (TSS, Yes # of days:
BOD, COD) & 10-yr return
Condition Assessment # of days: loads
# of days: # of days: # of days: # of days:
y y Y # of days: # of days: # of days:
&M problem identification — Collect data
identify facility needs condition Determine Can the condition Yes - S?JZ?LC:S?DSC Determing indust { aditiona)
EESEESIEN] iz - N Flerde PRl Research data Do we need Ye . : Identify problems etermine industry s additiona
Flow or capacityissue Interview O&M assezzr:;]eor:itzr:c?’?rt LE investigation i sonitie ;tud_les |_» calculation > testing? S’ Rlanitesting || Testasirequired | —p, Determine condition | = Ol SEMIEEE other t_estlng
Guideline industry standard review staff ! - CCTV investigation for problems required?
Reegulations - Measur_e performance
- Maintenance
No investigation .
- Visual investigation # of days: # of days: #of davs:
- Excetera ordays:
Project is dleayed
No
Problem
condition
identification
) # of days: # of days: ] # of days: # of days: # of days: )
# of days: # of days: # of days: # of days: # of days:
- Report wil Accepted Report wil
- Compare condition . : - Accepted
Brain storm Recommended Team reviews either be Report O&M DD . either be - "
] —> — > —> —> 2
vt to standar(_js and upgrades Draft report report accepted or for review O&M DD review accepted or Final report Update MP? Facility master plan
regulation - -
rejected rejected
# of days:
. # of days:
Rejected
# of days: Rejected

Facility master plan



MWWD Muni Planning Process To-Be

Develop Knowledge

1.Flows; WWC criticality report; ads; projections
2.Maintenance records; WWC; PS tools

3.Condition; CCTV; CCTV WWC maintenance;
2 New projects
4.Spills; WWC

MWWD Muni Planning CCTV Process

5.Accessibility; WWC; bio repots

6.Existing system ; As builts; age; material; size
7.0ther utilities; Pacbell; SDG&E; Cox; Time
Warner

8.Location

Wednesday,-August-16,2006

Establish Criteria/Guidelines/
Policy

1.Sewer design guideline
.2.Council policies

1.Receive data from
contractor plus video,
material, codes, service 2.Load

3.Muni code
4.Concent Decree

Prioritize

1.Capacity
2.WWC table for trunk sewers
(eliminate)

‘| 3.CA group has points based

system all pipes (has capacity data
included)*

4.Based on access (canyon
projects)

| for all sewers, TS, PS. *

Identify Projects

1.Analyze and consolidate data
2.Determine action/alternatives

3.Preliminary budget/schedule
4.Preliminary BCE

Planning Report

1.TS consolidate planning and

predesign into one report;
Next include redirection of flow (rof)
stepis K < if necessary

Design

Wednesday, August 16,2006

2.PS; group jobs use planning
study only.

connections, manholes, ~| date to
comments about SHARQ
condition.

‘| excel)

3.Create classified
table (automatic,

4.For each FSN,

| review video, confirm
data, review hydraulic
data, confirm action.

5.Create
summary table
and report.

Outcome: Master Plan; list of
projects for next 10 years update
annually




Incident

Employee notifies
Supervisor of the
incident

Yes
Is there an

[

Is Doctor

injury

iNo

S&T investigates incident —
identifying property
damage, potential for
serious injury, and other
aspects of a Near-Miss

A

Y

- Procurement Sensitive -

S&T To-Be Accident Investigation

Yes

needed/seen?

iNo

Minor Accident
1°* day of accident
No lost time
No restrictions, as determined by
doctor
Injury treatable through first-aid
S&T does not need to be contacted
directly (i.e., via phone or email)

Supervisor fill out Safety
Notification Form (which is
an internal form for MWWD)

w/in 24 hrs.

Submit to S&T for
immediate investigation
(imminent threat
requires immediate
response)

Accident Investigation Form
Completed by Safety Rep.
Interview injured employee (face-to-
face)

Answers who, what, when, where,
why?

Witnesses make statement

EE makes statement

Actions may be recommended to
prevent future accidents

Employee’s
Supervisor signs
Accident
Investigation Form

Document and

review findings

A

Employee fill out top portion of
Report of Minor Injury Form
(RM-1568), which is an internal
form for MWWD.

Supervisor completes the
bottom portion — signs and
notifying need for change/
improvement

Supervisor signs
and forwards to
Safety & Training
(S&T)

No further action — file retained
for 5yrs. (chemical/sewage
exposures retained for 30yrs.
ast victim’s date of retirement

Employee’s supervisor completes
the Employees Claim for Workers’
Compensation Benefits (RM-1642)

& Medical Status Report for
Occupational Injury or lliness
(RM-1634

Call Center
contacted by
Employee’s
Supervisor

Yes

Is medical
treatment

Submit forms to

Light Duty
Coordinator (LDC)

A

LDC forwards forms onto
Payroll

1. Payroll gets respective DD
to sign forms

2. Forms are then forwarded
onto S&T and Risk
Management

Form completion
process compete

Recordable Injury
. Medical
> treatment is
provided (e.g.,
stitches)

S&T is notified of
the accident

Safety Rep.
reports to scene to
investigate

v

required?

No

Minor Accident

4
S&T enters data into
spreadsheet and attempts
visual recognition of data to
detect repetitive pattern
(occurs monthly and as
needed, entered by
Occupational Health & Safety
Officer - OHSO)

Complete
Accident
Investigation
Form

Pattern of
Repetition?

S&T recommends some
action to resolve/eliminate
issue

Complete Accident
Investigation Form

Safety Officer &
Safety Mgr.
reviews form

v

OHSO submits report to Divisional

Injury Review Committee (IRC)

¢ Report contains cases
recommended for review

e  Supporting data accompanies

report

IRC meets monthly to
review cases and
determine whether or

Document finding of the
review, and terminate
investigation

Could the
accident have
een prevented?

No

Was there
disciplinary
action?

Divisional Deputy
Director present
findings and actions to
S&T

t

not the incident was
preventable

(8

erminate the investigati

A
Document results and

&

on
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New On-Line Hiring Process
Process
1-2 days list available
3-6 weeks employee start

Applications go Applicant On-line forms
Online On-line applicant Employee “stale” at two customer On-line medical and benefit Online paperless
application/ file (updates) personnel file years — Notice to satisfaction form completed selection be ee payroll systme
employee file (on-line) applicant via e- survey by cadidate completed and via ID card
mail -on-line/on-going submitted
Analyst sets up On-line notice of
> MQ > emp!oyee
orientation to ee
—» Backorotyg Medical Review
Check Employee ID created and ¢
issued by auditors
4 -» Notice to: On-line EPR
Assigned Yes = Department Payroll createq_based on
applicant number On-line appeal ) sieronie) PCSILCHES
and oassword Applicant
Applicant clears? i
Clears? Notlf'lcatlons to: v
= Retirement 4 On-line notices to EE on
’ n— i On-line Citywide interview = Risk management ' renewal of all
Sniine ApRISEHES Yes | Depariment ;ﬁ;g‘ﬁ;’f Department reviews e | Final official job - Auditors Apgggggrgggt . | New employee - MQ certifications
g T;plirr]:; ey S Scanner _____ Application » Define parameters (3, Position ID# Lyl Online list agg':ﬁ;g?}iﬁ;!nﬁ;gfi _ g‘;cﬁr?: mllt?iitt: z}:clzessed N Interview N (I:Eoiggieorr?gl On-line appeal SRR Bﬁ%a:tment bl employee on-line onbca i Profes_swnal C?_rt'f'.cat'ons
« Di . accepted? 6, 9, 12 months up to 2 Submitted available g - ) A t by process submitted = Technical cenlflpgtlons
Dispatch Imaging o mail to candidates of Department to create interview employment = Personnel = Add-on pay certifications
y . interview questions and ratings = Hiring department = CDL/Medical certifications
= Application by AA
Benefits -
Insurance ) )
On-line review Contact Yes applicalicnEEEys Automat_|c e
o Approval from to employee on- to audl_tors of
process Citywide Department Coo/AA? line expired
management certifications for
l add-on pay
N Create -
Testing process ° Personnel = E-mail adeieeg : .
(when Contact validates . Computer access On-line trainings
necessary) Personnnel vacancy? . Facnlty access (EEO, Sexual
) = Security access harassment, etc.)
= Approval level
access
Personnel notices via e-

mail for mandatory ees
(rehabilitation, A
reinstatement) Termination of hiring process

= On-line exit interview

= Retirement

= Verification/termination form

Rehabilitation
approval?

Contact
Rehabilitation

A

Benefits

Yes

conaciin _"° C\/'Zﬁjgt'gg“kfy” = On-line position control
Personnnel Dersonnel? * Online incumbent list

* EPR status

= Training

= Certification renewals (add-on pays)

= Applicant update

= Employee ID# access (delete SS#)

= Removal of access (regn, term, etc.)

= Personnel forms (LOA, PAR, Tuit, etc.)

= Testing (Employment information center) (Typing, TSA,
etc.)

= Health & injury tracking






