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Module No: Module Title: 

Records and Reports 

Submodule Title: 

1. Records Approx. Time: 
2. Reports 

7 h rs . 

Overall Objective: 

Upon completion of this module the learner should be able to develop proper 
reports pertaining to water and wastewater plant operation. 

Instructional Aids: 

AV (Overhead transparancy) 

Instructional Approach: 

Disçüssion 
Demonstration 
Exercise 

References: 

Operation of Wastewater Treatment Plants, a Field Study Training Program, 
Sacramento State College. Chanter 17. 

Class Assignments: 

Develop forms 



Module No: Topic: 

SUMMARY 

Instructor Notes: Instructor Outline; 

This module is developed to be: I.'Records 

A. A lecture/discussion A. Importance ' 
course 

B.  5 general types of records 
B. A practical workshop in 

developing forms to aid II. Evaluation 
in record keeping. 



Module No: Module Title: 

Records and Reports 

Submodule Title: 

Records
Approx. Time: 

Topic: 

4 hrs. Record Keeping

Objectives: 

Upon completion of this module the learner should be able to: 

1. Explain the importance of and need for próper record keeping. 
2. Describe the five (5) general types of 'records - operational and performance 

records, descriptive and inventory records of the physical plant, and stock 
maintenance records, financial'or cost records and personnel records. 

Instructional Aids: 

AV (Overhead transparancy) 

Instructional Approach: 

Discussion 
Demonstration 
Exercise 

References: 

Operation of Wastewater Treatment Plants, a Field Study Training Program, 
Sacramento State College, Chanter 17. 

Class Assignments: 

Develop forms 



Module No: Topic: 

Record Keeping 

Instructor Notes: Instructor Outline: 

Discuss the purpose and importance in keeping and 
maintaining records to operate the plant efficiently. 

Show sample form developed Discuss the type of records 

1. Monthly reports 1c Plant operation 

a. Graphs 2. Maintenance' 

2. Equipment lubrication chart 3. Plant modification 

a. Equipment lubrication. 4. Residents 
record

5. Specific parameters 
b. Pump maintenance recor 

6. Inventory 
3. Accident report 

7.. Personnel 
4. Lab record 

Develop a form to  inventory bulk chemicals used in 
Plant supervisor form plant operation. 



Module No: Module Title: 

Records 

Submodule Title: 

Reports 
Approx. Time: 

Topic: 

3 hours Writing a Report 

Objectives: 

Upon completion of this module the learner should be able to write an effective 
report pertaining to individual or corporate subjects in water and wastewater 
plant operation. 

a. Daily log 
b. Report to supervisors (plant and superintendents, mayors and council). 

instructional Aids: 

AV (Overhead transparancy) 

Instructional Approach: 

Discussion 
Demonstration 
Exercise 

References: 

Operation of Wastewater Treatment Plants, a Field Study Training Program, 
Sacramento State College, Chapter 17. 

Class Assignments: 

Write a report to the mayor 



Module No: Topic: 

Writing a Report 

Jnstrúctor Notes: Instructor Outline: 

1.Show a memo Discuss the importance and principles of report
writing. 

2. Show a report. 
a. .Objective 

b. Presentation in logical manner 

c. Use of simple language 

d. Use of facts and figures

e. Brief report 

Reports should be: 

a. Concite 

b.  Clear 

c. Complete

d. Candor 

Aid the learner.in writing a monthly report to 
the Mayor/Council 



I. Records 

A. Introduction-

B. Importance 

1. Plant operation 

a. Provides efficiency of plant operation 

b. Indicates possible future problems 

2. Maintenance 

a. Type and frequency 

b. Evaluation of effectiveness of maintenance programs 

3. Plant modification 

a. Records of any changes in operation and facilities 

b. Records of suggested changes in operation and facilities 

4. Accidents 

a. Records of accidents caused by plant personnel 

b. Record of accidents caused by public 

c. Record of damages to plant facilities 

5. Specific parameter 

a. Test performed 

b. Permit conditions 

C. Type of records 

1. Size of plant dictates complexity of records 

a. Graphs 

b. Monthly forms 

2. Public - City Council - Mayor. Water management or personnel 

dictate complexity of records. 



3. Operation records 

a. Daily records of flow 

b. Record of lab tests 

c. Amount of electricity used

d. Amount of chemicals used 

e. Pertinent information 

Significant events 

1. Volume of by-passes 

2. Damage to facilities  

3. Severe storms 

4. Complaints 

4. Inventory of 'physical plant ánd stock 

a. "As built" plans of the  fácilities 

b. Plans of modification to the plant facilities 

c. Operating instructions of plant equipment. 

d. Identification card for major plant equipment 

e. List of tools, matérials,  chemicals lab reagent and supplies 

and office supplies 

5. Financial records 

a. Personnel budget 

b. Cost of electricity 

c. Cost of chemicals 

d. Cost of maintenance of equipment 

e. Cost of injuries 

f. Cost of replacement of equipment 



g. Revenue generated 

h. Total cost of operating facility 

i. Net profit or loss of operating facility 

6. Personnel 

a. Employee records 

b. Employee annual rating 

c. Pertinent information related to personnel progress, 

education, injuries awards and promotions 

D. Frequency of remords. 

1. Daily records 

a. Log 

b. Lab results 

c. Operating activities 

2. Monthly records 

a. State monthly monitoring report 

b. Mdnthly report to next management level 

3. Record of public notification PL 93-523 

4. Record of quarterly report EPA Form 3320-1 

5. Record of yearly report 

E. Evaluation of records 

1. Graphs 

2. Use of obtained information 

II. Reports 

A. Importance A proper form of communication 

B. Principles of report writing 



1. .Objective 

2. Presentation in logical manner 

3. Use of language should be simple so as to bd understood 

4. Use facts .and figures 

, 5. Briéf report 

C. Mechanics of report writing 

1. List ideas and topics one  plans to cover in  a report 

2. Arrange in a logical order 

3. Gather supporting material 

a. Daily, monthly reports 

b. Personnel records 

4. Write rough draft 

5. Review draft 

6. Check report for overall effectiveness 

a. Concise 

b. Clear 

c. Complete 

d. Candor 



Typical Daily Treatment Plant Log  Entry 

Small Activated Slùdge Plant 

Thursday, August 4, 1977 

D. Clempe, Superintendent. F. Snykes, 'Operator-Chemist. L.. Jerkins, 

Maintenance. 

7:00 a.m. • Collected flow data, plant checked out. Found 'skimmer trough

'clogged 'with grea'sè and floating solids. Pump #1 in lift 

station warm and not pumping. Chl pri natoo' injecter line 

'.clogged. Turned pump #1 - off. Revièwed log entry for

Wednesday.

7:15 a.m. Cleared skinnier trough and chtórine line. Cleaned bar screen 

and grit chamber. 

8:30- a.m. Pump il clogged with bed sheet. Pump was 'milled, impeller 

.cleaned and reinstalled. Put- fl ',back in service. • ' 

10:00 a.m.    S mykes com-leted daily Sampling and began analysis. Jerkins 

completed daily lubrication and -clean up routine. Coffee' 

break. 

11:30. eon. Received seal for effluent pump 112. Invoice #5086 from 

McFern Manufacturing Co. 

1:45 pi ..ni Reviewed-lab data, Sent. Sngrkes to adjust, air tip 5 cfm and • •

begin westing solids to the digester.

2:30 p.m. Assisted by Jerkins effluent.pump 11 2 was reassembled and"put• 

back into service. 1200 gal. of sludge wasted to digester: 



2:45 p.m. Heavy .rain began. Visited by Mayor concerning odor complaints 

Explained thlt 'recent high flows have covered excessive 

hy.draulic loadings which have washed solids to the polishing 

ponds causing petrification in lagobn. Stressed necessity 

to stop iip I/I study. 

3:15 p.m. Found chlorine injection _line clogged again. Automatic 

valvé partly open. Will repair tomorrow. 

3:30 p.m. Notified  Smykes to begin monthly industrial .monitoring program 

on Monday, August 8. 

4:00 p.m., Final plant checkout completed. Rained 2.5" 'and still falling. 

Flow increasing rapidly. Agreed that Jerkins would work on 

extra .shift'. If trouble occurred to contact me at horaé. Bar 

screen and grit chamber cleared again to prevent problem 

through the night

D. Clampe, Supt. 



fACiliTY Name

FACILITY NUMBER

DISCHARGE SERIAL NUMBER 

STATE Of IOWA

DEPARTMENT OF ENVIRONMENTAL QUALITY 

WATER QUALITY MANAGEMENT DIVISION 

OPERATION PERMIT SYSTEM 
MONTHLY MONITORING REPORT 

INFLUINT 24 HOUR SAMPLE COLLECTIONI000) IFFLUENT 24 HOUR SAMPLE COLLECTION (001] 

BODE MG/L LOS/DAY (•76024] Boo, MO/L LOS/DAY (76024) SIONATURE OF UICUTIY! OFFICER OR AGENT 

*USPENDED SOLIDS MG/I. LOS/DAY [74024] SUSPENDED SOLIDS MG/L LBS/DAY (74024) 

AMMONIA NITROGEN MO/L LBS/DAY (70424) AMMONIA NITROGEN MG/L Led /DAY 24) 
TITI.! 

FLOW MILLION GALLONS/DAY (7424) FECAL COLIFORM ORGANISMS/100 ML (7.32e] FORM WOMD-VI TRICKLING FILTER 



PLANT SUPERVISOR FORM 

EX = Excellent 

G= Good` 

AVE = Average 

P= Poor

UN = Unàcceptable

Ñame Date 

EX G AVE P    UN

1. Gèneral-attitude. 

2. Natural ability in, field of training 

3. Amount of effort put forth 

4. Progress being made. 

5. Cooperation with instructor 

6. Quality/of work done. 

7. Efficiency in use of time. 

8. Relationship with others in class. 

9.Wlillingness  to accept instruction. 

,10. Ability to accept responsibility. 

11. Acceptance of constructive criticism. 

12. Rating as prospective employee in this 
area of study 

.13. Punctuality. 

14. Care and use of equipment 

15. Leadership ability 

16. Awareness and use of safety procedures 

Please make other comments pertinent to this.individual for placement purposes. 

GENERAL COMMENTS : 

SIGNATURE 



Month



 

EQUIPMENT 
LUBRICATION RECORD 

PILOT WASTEWATER TREATMENT PLANT 

EQUIPMENT 
Inótkucti.çna: White date ae,tv.iced in each aquahe on bc, L in 
anticipated a cheduIe and check ( ) when completed. 

Raw Litt Pump No . 1 

Raw Lig Pump No. 2 

Settled Sewage Pump No. 1 

Setteed Sewage Pump No. 2 

RecincuLatLon Pump No. 1 

Recilcc.uLaon Pump No. 2 

Comminuteh 

BLoW0 No. 1 

BLoweh No. 2 

Air. CompAeaa on 

PnoUected Waten Pump 

Manua/ Sludge Pump 

Sludge Reauutation Pump 

nsttíbuton thine 

Sump Vamp 



IDENTIFICATION Raw Sewage Pump 

2 Pumps 
PILOT WASTEWATER TREATMENT PLANT 

PUMP SPECIFICATIONS AND MAINTENANCE RECORD 

MANUFACTURER Benke.Ley. Pump Co. REPAIR PARTS ADDRESS: P. O. Box 1 
S.tati.on A
Ber keley, California 

SPECI FICATIONS 

godet Not 3 TS 10 Fume No: Saint No: 3146 

Ie~tpe,GCe~t Noe Packag Size: NutnbeJt 4 Ringe: 

Shag Wate ,in. Lubh~.~tton: Quan.ti.tei. Lubh.i.cAnt= 

Intake Diraine.teh 2 in. D.cechahrge Diaswe,te4: 2 in. Speed: 1150 R.P.M. 

Nometl PwMpLte. Head: 30' ` 4t. MotoK: Reliance 1.5 HP _Rated Output; A 30' Head 40 O.P.M. 

MAINTENANCE RECORD 

p~t Repai~t oh. Senv.i.ct Cost, Pah,te Cost, Laboh. Total Coat 

Spite Patte Inveet<tony 



EQUIPMENT LUBRICATION CHART 

APPROVED LUBRICANT LUBRICANT IDENTIFICATION KEYEQUIPMENT 

ABCDEFGHI J 

Comm,í.nu.teit Dn,ive x A. Light oit, S.A.E. 10 
Raw lift Pump No. 1 x x 

Raw Lift Pump No. 2 x x 8. She,LL, Alvina No. 2 
Studge Collector Drive P. Sett Tank  'x 

Sludge Col,Cec.ton. P. Sett. Tank x .C. Gnaph,í,ted Pnedd Wce Gun, Gneaó e, 
Calol, M 2Tn.ickl,i.ng F.i,P,teh Dd.e•thi.bu.ton x x 

Se.ttted Sewage Pump No. ,1 x.1 D. S.A.E. 30 H. D. 

Se•tt.Led Sewage Pump No. 2 x E. Atem,i,te High Pnebeune Gneaee f%% 

RecincuLation Pump No. 1 x x F. A.vc ComptedaocO.c.L above 300 F. 
Rer.iAcu.Cat,i.on Pump No. 2 x x 

Sludge CoR,Lecton F,ínaL Sett. Tank x G. Chevnon SRI (NLGI 0 2) 

Sludge ColLecton Dn.ive F,ina,t Sett. Tank x 

Manual Sludge Pump H. Lubn,í,p.tate No. 3 

8•LoweR No. 1 (GaAdneK-Denveh) X x 

Blowy!. No. 2 (Hoó6man) x I. Waten Lubnic.a.ted 

Aih. Compneeeon x J.. 

Pno.tected Waten Pump 
Chem.í.caL Pump ét Mo one not Included in this 

Schedule.N 



PERSONAL INJURY REPORT 

STUDENT AFFAIRS OFFICE 

KIRKWOOD COMMUNITY COLLEGE

Injuty ot !Meta

Name Telephone 

Local Addneaa 

Petsonat Phya.c.c.i.an 

C,iJicumetancRe: 

Loca,t.i.on w 

Date    Time 

Ctaaa/Inat!ucton appt,ícable] 

Stie6 Deachd.pzi.on: 

W.Ltneaaes: 

Txeabnent Given/Action Taken: 

FOIL 066~í.ce. Use Onty 

Blatt Repotted: IAct.ton Taben 



PART I 

A. EFFLUENT LIMITATIONS AND MONITORING REQUIREMENTS - INTERIM Permit No.. IA-0022012 

1. During the period beginning on the. effective date 'And lasting through ' December 1, 1976,4 permittée is 
authorized to discharge from outfal l ,Serial Number 001. 

Such discharges shall be limited and monitored by the permi ttee as specified: 
Mini mum 

Effluent Limitations Monitoring Requirements 

kg/day (lbs/day) Other Units- (Specify'. Measurement Sample Sample, 
astewater Parameter Daily, Ave. Max. Daily Ave. Max. Frequency •  Type Locatio

**Biochemi çaf Oxygen 109 (241) 126 (283) 145 m9/1 170 mg/1 monthly composite 2 
Demand (5=day) quarterly composite » 1 

*EQAP . monthly grab '2 
**Suspended Solids T1 (158) ,90 (293)• 95 mg/1 120 mg/1 monthly composite ¡ 2 

**Flow - m3/day. (MGD) 757-(.2 1892 (.5) daily
**6.5-9.0 (hot tó be averaged)' ' daily ,'grab g 

emperature - C° or Fo daily grab 1:2 

elative Stability daily grab 2 

n*

*

*
*

*
*

T

R

Ñ

 There shall be no discharge of, floating or settleable substánces An other than trace amounts. 

.*Samples taken    in compliance with the monitoring      requirements specified above, shall be taken at the following 
locations: (1) raw sewage influent to sewage treatment. plant, ,, (2) primary treated effluent from spi ragester 
(3) final effl nt from new facility. 

**Sample submitted for the Effluent Quality analysis Program/(EQAP) conducted in accordance with Chapter 18 of
the Rules o# the owa Department of Environmental         Quality. (1973 .D R e ) 

**Only these moni toring data shall  be summarized  and reported to the Environmental Protection  Agèncy. 



Module No: Module Title: 

Records and Reports 

Submodule Title: 
Approx. Time: 

EVALUATION 

Objectives: 

1. The learner will demonstrate the ability to determine correctly the answers 
to 8 out of 10 questions related to records and report writing. 

2. The learner will write a one page report on his/her activities performed as a 
water or wastewater plant personnel. 

Circle the best answer 

1. a.€- To justify, the salary of a superintendent 

b. To provide essential information in operating a plant 

c. A waste of time sincá no one uses them 

d. Needed by the State and Federal government in order to enforce the laws

2. Personnèl should keep records of 

a. Operation 

b. Inventory 

c. Maintenance 

d. All of the above 

3. Daily records should be kept by 

a. Management 

b. Operators 

c. Lab techni ci ans 

d. All of the above 

4. Reports should be written by rising previous records 

a. True 

b. False 



5. A visual way of presenting records is best done using.a graph. 

a.True 

b.'False 

6. Circle the best,answe or answers A report should be: 

a. Concise 

b. Clear 

C. Complete

d. Candor 

7. Brief reports indicate 

a. Lack of education 

b. Proper writing technique 

c, Unprepared author' 

d. Memos and not records'. 

8. Accidents should never be recorded., Remember records tend to incriminate. 

a. True 

b. False , 

9. Records  from lab tests need only  be reported  to State  and   Federal 
authorities. 

a. True' 

b. False 

lo. Records should never be made available to the public. 

a. True 

b. False 

Write a one page report of duties' performed yesterday. -



Module Ho: Topic: 

EVALUATION 

Instructor Notes: Instructor Outline: 

1. Give evaluation questions 

2.  

3.  

4.  

5.  

6.

7.

8. 

9., 
10. 
The report should be : 

Concise 

Clear 

Complete 

Candor 
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