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By failing to prepare, you are preparing to fail.
Benjamin Franklin


http://www.brainyquote.com/quotes/quotes/b/benjaminfr138217.html

Case Study 1

» One Operator Retired as Planned

> Preparations Completed

» Successor Takes Control

» Successor Uncomfortable in the Lead
» Successor Leaves

> PLAN B



Case Study 2

» Lead Operator Diagnosed with Cancer:
Outlook Good

» Successor Not Prepped for Paperwork

» Lead Operator Suffers Complications —
Passes Away

» Example Paperwork Not Enough



Brain Drain

» WE&T Magazine — 3 Articles in September
e Succession Planning
* Rebuilding Through Recruiting
* Virginia Utilities Splitting Training Costs
» Topics of Concern Wide Ranging
* Management
* Technical

* Communication
* Efc.



Discussion Points

» Planning
* Fear of the unknown
* Knowing —vs- Being Familiar
* Successful Practices



Planning

The CMAR lays out some options. How well have
you considered them?

B8 CMAR_OPCert[1]. pdf - Adobe Reader
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- VWWas the operator-in-charge certified at the appropriate level to operate this plant?

o Yes (0 point)
| O No (20 points)

In the event of the loss of your de5|gnated erator-in-charge, did you have a contingency plan to

ensure the continued proper operation & maintenance of the plant that includes one or more of the
follovvlng options (check all that apply)

one or more additional certified operators on staff
an arrangement with another certified operator
an arrangement with another community with a certified operator

an operator on staff who has an operator-in-training certificate for your plant and
is expected be certified within one year

a consultant to serve as your certified operator
None of the above (20 points)

If wou had a designated operator-in-charge, was the operator-in-charge earning continuing
education credits at the following rates?

Grades T, 1, and 2:
& o Averaging 6 or more CEUs per year
2 Averaging less than 6 CEUs per yvear
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Fear of the Unknown




Train Scheduling Techniques

23 OPS SYSTEMS, INC - Microsoft Internet Explorer
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DATA Finally, a computerized maintenance management
MANAGEMENT system that's easy to use. Simply enter your
equipment list, work to be done, and how often you
MAINTENANCE want it done and you're offll JOB Cal software
MANAGEMENT autornatically builds a job calendar that at a glance
tells you what needs to be done, whats coming up,
and whats overdue. To reschedule a job, just drag it
DEMOS to the new date. Mo more complicated procedures
to find out what needs to be done.
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CONTACT US
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Relieve Fear of the Unknown

> Create Task Lists » Document and/or

* Daily Create Instructions
* Weekly e Start with
e Monthly infrequent tasks
* Quarterly * Standard Operating
* Annually Procedures
* Permit Cycle * Check Lists

* Photos

* GIS

* Others Instructions



Daily/Weekly Instructions

Task Mon Tue Wed Thu Fri Weekend




Develop Task Lists

» Monthly
* DMR Reporting
* Sampler Tube
Cleaning
» Miscellaneous

* Orderin g e
Chemicals/Supplie "5 '
S

* Wet Well Cleaning

* Wet Weather
Fvents




Develop Task Lists

» Annual and Semi Annual Tasks
* CMAR Reporting
* Budget
* Blower Filter Cleaning
* Oil Changes
* Biosolids Sampling
* LAMP Reporting

January through December — 1 Year >

XY &Ky

»§€

’Seasons’

Y 7 . o
(Jﬂu‘“\ Greetings



Develop Task Lists
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Use Task Lists Once Developed

Task Primary Secondary | SOP

> |dentify who is
responsible

> |dentify who is a
back-up

» Schedule Tasks

> Review for Needed
SOPs

Dlllgelr:w)ceevgI % %gﬁer of good luck.

Benjamin Franklin

Mock Example using Newlyweds


http://www.brainyquote.com/quotes/quotes/b/benjaminfr125394.html

Knowing vs Being Familiar

» Knowing might mean that you could do
something without assistance.

» Being Familiar might mean that you could
assist someone who knows what to do.

» Consider planning steps when evaluating
your situation.

Tell me and | forget. Teach me and | remember.
Involve me and | learn.
Benjamin Franklin


http://www.brainyquote.com/quotes/quotes/b/benjaminfr383997.html

Knowing vs Being Familiar

Employee Task Knows Familiar Not Familiar

Most tasks have planning, preparation, and follow-up in addition to the task
itself. Most people involved with the task are not involved with these other
activities.



Documentation

> Instructions/Procedures
* Maintain Good Filing System

* Organize Instructions Provided by Others
O&M Manuals
DNR Instructions

* Prepare Standard Operating Procedures for
Key Activities
Update Regularly
Get Staff Buy-in

* Consider Geographic Information Systems
(GIS)



Documentation

> Write SOPs

o Start with tasks that need to be done but are
not done often

* Have a role for inexperienced operators

e Start simple if necessary...think of recipes
ltems required
Steps
Check list
It is easier to prevent bad habits than to break

them.
Benjamin Franklin


http://www.brainyquote.com/quotes/quotes/b/benjaminfr163842.html

Documentation

B Guidance Documest (1 - Adobe Rcder B@
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Documentation
GIS
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Documentation

» Determine
appropriate detall

> Provide complete
information

> Be precise

* Avoid adjectives
* Avoid slang

* Include units and
guantities when
possible



Be Proactive

» Nobody wants to bother an ailing co-
worker.

» Avoid holding certain tasks for an
unscheduled return.

Necessity never made a good bargain.
Benjamin Franklin


http://www.brainyquote.com/quotes/quotes/b/benjaminfr151649.html

Cross Training

» Cross Training Increases Knowledge
Capture

» Evaluate Cross Training Limitations

We are all born ignorant, but one must work hard to remain
stupid.
Benjamin Franklin


http://www.brainyquote.com/quotes/quotes/b/benjaminfr383579.html

Mutual Aid

» WWW.wiswarn.org > Benefits

{2 WisWARN: Wisconsin Water / Wastewater Agency Response Network - Windows Internet Explorer provided by Strand Associates, Inc

Som— > Pre-arranged

e BB O o P

WiSWVARN: Wisconsin Wt / Wastater Agercy Resporse Network e a g re e m e n t .

A Voluntary Mutual' Ard Response Network
for Wisconsin Water; and Wastewater Agencies.

MEMBERS ~ MUTUAL AIDAGREEMENT ~ MEMBERLIST ~ MEETING MINUTES ~ RESOURCES ~MEMBERLOGIH  HOME PAGE I I Ogl al I I tOO I S L

WisWARN is a Voluntary Mutual Aid Response —
Network for Wisconsin Water, and Wastewater Navigation

> Also see Rural

The purpose of WisWARN is to provide a network where water and Mutual Aid Agreement
wastewater agencies can locate emergency assistance in the form of

personnel, equipment, materials and other ciated services. The Member List

objective is to provide rapid, shortterm deployment of emergency services Meeting Minutes
to recover from any emergency including but not limited to: Natural
- ados, floods, ice storms, earthquakes, lightning, regional Sibelenier=anieion L

electrical outags tc. Manmade Disasters - Significant accide: R
vandalism, hazardous materials release, riots, or terrorist atta

Members

14 start £ € € 7 |3 WindowsExplorer + | /7 Strand ComputerB... /7 WisWARN: Wiscon B 1117 StoreTelCa... | @3 Herosoft Office. ..~ | (@ 2 Moot Ofics,.. + oo~ & JBE(@ 1:30Pn1

We must, indeed, all hang together or, most assuredly, we
shall all hang separately.
Benjamin Franklin


http://www.brainyquote.com/quotes/quotes/b/benjaminfr151597.html

Mentoring

» Mentoring passes “real world” information
from the experienced to the inexperienced.

» Your consultant may be able to help.

» Mentoring Programs Need:
* Scheduled Time
* Appropriately Matched Pairs

Adequate Experience
Mix Disciplines (when possible)

Wise men don't need advice. Fools won't take it.
Benjamin Franklin


http://www.brainyquote.com/quotes/quotes/b/benjaminfr151577.html

Reporting Basics

» Locate Information > Populate Forms

° Previous Examples * Sign In

* Lab Data * Understand

* Operation Data Navigation

* Hauler Information * Navigate

* Financial * Complete
Information

* Etc.



Reporting — Getting Started

{2 WDNR - Electronic Switchboard - Windows Internet Explorer provided by Strand Associates, Inc

Help
erlich Chiropractic Fit... & ]

the... | ) WONR - El

Department of Natural Resources

| Home | About | Topics | Contactus |

e The Switchboard - Your Information At Your Fingertips

Current Electronic
Business Tools

e-Cyclers - Welcome!

Instructions For Manufacturers, Collectors, and Recyclers wanting to participate in E-Cycle Wisconsin need to register for reporting using the "Switchboard Registration”
Using The link on the left. This will help you establish a Wisconsin User ID, your key for doing secure electronic bus with us, and enter information to help us
Switchboard connect you with your operation.

Soldileent About The Switchboard
Registration . . . . . e .
The Department of Matural Resourt ntral e itthboard is designed to help rep ntatives of environmentally requlated facilities electroni

Log In To The environmental busine: 2ms, forms, and other interactive options. The "Current Electronic Business Tools" link on the left sidebar Ii

Switchboard th options.

Update Your Contact The Switchboard is a secure web-based application that uses standard desktop web browsers. The Switchboard allows a person with environmental involvement to

Information review and update their profile information, including their name and contact information and th me information for facilities they represent. It shows the listing
of any business licenses or certifications that the person holds. and it connects users to electronic business options across our program - without having to log in

Password Problems for each. These tools may also be available directly without going through the Switchboard.

other Problems The information displayed in the Switchboard comes from a database called the Environmental Site Register. The ESR integrates facility and contact information
from the environmental program databases to mee -program need ch as the Environmental Fees program.

Staff

Turnover/Changes As the Department continues to develop electronic solutions for environmental business needs they will be hooked into the Switchboard.

14 start A& G 7| w2 window..,
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Training on Reporting

> Annual Refresher Planned

 Joint Effort
Wisconsin Rural Water (Chris Groh)
Wisconsin DNR (Jack Saltes)

* Goals
Update Changes
Refresh Knowledge
Train New Operators

* Applies To
eDMR
eCMAR

— []



Regulator Resources

» Area Engineers are valuable resources,
however they do not have the same time
avallable as they have had in the past.

* Frequently referring to consultants.
» The WI DNR website has many useful

guides, save to favorites and/or print and
file.

» Training sessions frequently include
regulator participation.



VWDNR Website Resources

Topic Link

http://dnr.wi.gov/org/water/wm/ww/cmar/section_instructions.htm

http://dnr.wi.gov/org/water/wm/ww/wwedmr.htm

http://dnr.wi.gov/org/water/wm/ww/applicns.htm
Instructions in Packet (Still Paper Submittal)
://dnr.wi.gov/org/es/science/opcert/water.htm

2 WDNR - Halp with wastewater monitoring, report forms - Windows Internet Explorer provided by Strand Associates, Inc

e Ed

Frurrir

pr

& dmr_instr_web[1].pdf - Adobe Reader, EER

of Natural Resources Instructions for Completing the .NET Version of

wastewater
Discharge Permits

Obtaining a
Wastewaler Permil

Types of Permits
Permit Applications.
Applications
General Permits

Pormit Process

od Fack
Trtarenation

List of Current Permit
Holders

Permits on Public Notice

Technical Assistance

Disthiarye Moritring
Report:

Biosolids Reporting Forms.

WET Testing and
Biomonitorin:

Sanitary Sewer Overflow/

Dypass Reporting rorm

mplef
Long Electronic Discharge Monitorin g Reports (eDMRs)

| Home | About | Topics | comtactus
Hel)ful Hints
The Action buttons are blue when active and grey when not active.
The Print button only prints the compressed view of the eDMR. Only the rows displayir
print. not the rows for LOD. LOQ. and lab certification number per result.
If more than one LOD, LOQ. or lab certification muber is entered into a single column, a note will be
displayed in the Validation Comments box. If more than one LOD. LOQ. or laberatery certification number
were attained during the month. they can be entered individually for each sample result by clicking on the
Tick to Show Detail button.
Each form includes a unique six-character identification number: called the DOC (document) number. It is very
important to use the correct form for each reporting period.

Help with monitoring report forms ample results will

The fullowing dotuments are inlended o assist ndividuals who complele e monitoring onms o1 facililies issued a speciic WPDES permil. These docurnients

have previously been included in mailings of monitoring forms to the persons responsible for completing the forms. They are provided here in PDF format as an
additional resource

Instructions for:

roundwater monitoring forms

nihly eischarge montioring report forms (iong formsy DAREE or & If there are changes needed to the facility information (address, contact name. title), listings in the “For DNR Use
papst nly” box. limits. or monitoring requirements listed. contact your DNR representative or note your concerns in

the general remarks box. You are required to test and report in accordance with the conditions of your permit. If

changes are necessary. a revised file can be provided. Your DNR representative can do so.

ample results should be reported in the units (mg/L. Ibs/day) shown for the parameter in the column
description. Data is considered to be in error if reported in any other unit. Contact your DNR representative if
you believe a change fo the eDMR is necessary.

The Save and Validation buttons can be used as many times as necessary. If you make change:
alidation. you must revalidate before you can submit.
The Submit button is only displayed when the eDMR status is Validated.

) The eDMR will be locked once submitted. If there is a need to change data after submittal. but prior to the
data being loaded into the DNR database. contact Gail Mills (gail mills@wisconsin gov) and request the status of
& the file be changed back to In Progress. An updated Certification sheet will need to be sent to DNR dtl:‘l a
Tistart e Networkops o Locaiipes 8 1nbox - facrosoft ou.. Wiaconci Depactn.. @ dor_nsn_wobl 1153
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Succession Planning:

Ancillary Benefits
» The activities associated with succession
planning provide benefits before anyone
ever |leaves.
* Improved Communication and Understanding
* Improved Organization
* Improved Networking
* Improved Training and Staff Diversity
* I[mproved Preparedness




Conclusions

» Plan for change, it will happen.

> List tasks to reduce the fear of the
unknown.

» Create Instructions for key tasks.
» Train multiple people for key tasks.

» Network with others who can assist and
teach.

Life's Tragedy is that we get old to soon and wise too late.
Benjamin Franklin


http://www.brainyquote.com/quotes/quotes/b/benjaminfr132004.html
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