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WASTEWATER – OWTS Permitting and Inspection Procedures

PURPOSE:  
To provide general instructions and guidance on how to process and approve OWTS applications and conduct inspections.   

REFERENCES: 
· Onsite wastewater treatment system regulation of Jefferson County 

· Regulation 43 (State of Colorado) 

· OWTS Forms 100A, 100B (included in application folders)
· OWTS design and field inspection check sheets
BASIC REQUIREMENTS for approving permits and conducting inspections:
1. Assure that the proposed engineering design:

· complies with the regulations, and 

· accurately reflects the site conditions
2. Verify that the system is installed in accordance with the approved design.
PROCEDURES:
Before leaving for the field 
1. Verify location of site with driving map from application.  Note any specific access requirements, such as need to call for access, security codes, etc.

2. Use design review checklist to evaluate engineering designs.   
3. Highlight items in the report you need to verify in the field
ALL INSPECTIONS:

1. Drive to the site – applicants are required to post addresses on the property. Park in a safe location. 

2. If the property has been developed, check-in with the occupants of the house so they know what you are doing. 

3. Verify you are at the correct location. Use the compass if necessary to orient 
      yourself.  

Preliminary Site Inspection
1. Locate staked absorption bed & verify that the size shown matches the engineering design. 

2. Locate soil test pit excavations (they must be within or immediately adjacent to the bed perimeter).  Do not enter any excavation. 
3. Verify that soil type matches the engineering report and is representative of site conditions.  
4. Use the check sheet to make your inspection and record results.
5. Verify all setbacks shown on the engineering drawings, on and offsite.  Make any notes on FORM 100B in the OWTS folder.  

6. If possible, locate property lines and check setbacks as well (NOTE: not all property boundaries are fenced, and fences are not always accurately placed – look for potential problems.) 
Application Processing
1. Enter date of preliminary field inspection into AMANDA, including any notes as necessary

2. Call the owner / engineer if questions were developed during the field visit and resolve any outstanding issues, including a return site visit if needed.  Note comments on FORM 100B
3. Complete FORM 100A, marking the appropriate conditions to be included in the permit.  Sign at the bottom. 
4. Enter the information from the worksheet into AMANDA. 
5. Stamp and sign the contractors copy of the engineering design

6. Give the folder to the Administrative Assistant who will prepare the permit for the client (NOTE: Admin Assistant will give the folder to supervisor to review and approve prior to permitting). 
Inspections: Open Excavation 
1. Check for any recent offsite activity that might impact the design, such as a new well being drilled, etc. 

2. Inspect the excavation: 

a. Access the excavation safely; watch the excavated material for risk of collapse, etc; do not enter trenches or confined spaces. 

b. Measure the dimensions at the bottom of the open excavation and verify that the excavation meets the engineering report requirements.   
c. If a liner is required, it must be in place at this time on the down slope wall and both ends of the excavation to prevent effluent from short-circuiting through the sidewall. 
d. Check the down-slope sidewall of the excavation for its required height, generally a minimum of 6’ BELOW NATURAL GRADE. Do not include any dirt piled at the top of the excavation in this measurement. The entire sidewall must be at least 6 feet deep or greater. 
e. Verify that the floor of the excavation is reasonably level and well split.    
3. If the onsite well is drilled, check setbacks both on and offsite. The well may 
or may not be in at this time.  
4. Verify all other setbacks on the engineering design and permit.

5. Note the inspection findings on FORM 100B in the folder.  

6. An inspection card should be present on the site – if so, sign in the appropriate box indicating approval or denial or approval for this inspection. If no card is present, prepare and leave one.  
7. If any other components are present during the open excavation inspection, such as the tank or lines, inspect them as well, noting such on the inspection report and card.  
8. Upon returning to the office, open AMANDA and add the name of the contractor to the PEOPLE tab.

9. Enter the inspection as an attempt result as soon as possible to allow the AMANDA auto-email to go out in a timely manner. 

10. Be sure to use your name as the user and make sure that you use the correct date of the INSPECTION, not the date when you enter it into AMANDA (although hopefully it will be the same). 

11. Unless the attempt result is "Compliance" (Complete, Approved etc) you MUST include a comment noting the deficiencies/required information. 

12. Make your comments concise and descriptive because they will go out verbatim on the email.  

FINAL INSPECTION
1. Use the inspection checklist to record your findings. 
2. Make the appropriate entries on the inspection card before leaving the site.  If there is no card, complete and leave one.

3. Upon returning to the office, enter the inspection as an attempt result as soon as possible to allow the AMANDA auto-email to go out in a timely manner.
4. Be sure to use your name as the user and make sure that you use the correct date of the INSPECTION, not the date when you enter it into AMANDA (although hopefully it will be the same). 
5. Unless the attempt result is "Compliance" (Complete, Approved etc) you MUST include a comment noting the deficiencies/required information.
6. Make your comments concise and descriptive because they will go out verbatim on the email.  

Documentation
1. Enter inspection data onto FORM 100B in the folder, noting especially any deficiencies.  

2. Complete final as-built drawing on the appropriate folder page. 
Follow-Up Inspections
Make any additional inspections needed until all components have been installed, including the well. This would include features such as berms, cleanouts, etc. 

Final Folder Close-Out
1. Use the check-sheet to determine if all requirements have been met. 
2. If the system is an Advanced Treatment unit, verify that the O & M contractor/ service provider has provided a letter that the system is installed and functional.

3. Purge the folder of unnecessary and / or duplicate documents and prepare for scanning into the computer data base. (See Folder Editing and Scanning SOP)
4. Give the completed folder to the Administrative Specialist for closing out. 
5. When finished, the folder is placed in the completed file cabinet in the basement in numerical order. 
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