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1.0 Policy  

Shutdown/Specific Condition Coordination procedures are vital for 
coordinated, efficient interactions between the construction team and the San 
Francisco Public Utilities Commission (SFPUC) Operations group. For this 
reason, SFPUC Infrastructure CM Organization project construction shutdown 
/specific condition events shall be coordinated with the designated operations 
representative (OR). Planned project shutdown/specific condition events must be 
scheduled, approved, and implemented in an orderly, safe fashion with minimal 
impact on Operations (including Maintenance activities) and other project 
shutdown/specific condition event. A flow chart showing the Master System 
Shutdown Scheduling (MSSS) process is shown in Attachment 019-6. 

This shutdown/specific condition coordination procedure applies to all personnel 
working on the SFPUC Infrastructure CM Organization projects to the extent that 
their work is affected by this SFPUC Infrastructure CM Procedure and does not 
conflict with specific SFPUC policies or the Contract under which the work is 
executed. 

2.0 Description  

This procedure defines the tasks, sequence and responsibilities for execution of 
systems shutdown/special condition events during the construction phase of the 
SFPUC Infrastructure CM Organization projects. This procedure also describes 
how issues identified during the process will be managed and resolved. It will be 
necessary to adapt this procedure to the actual scope and content of each 
project. The facility testing and start-up process detailed description is provided in 
CM Procedure No. 018, System Testing and Start-Up. 
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3.0 Definitions 
3.1 Specific Condition/Shutdown 

“Specific Condition” is any condition requested by the Contractor that is 
necessary to conduct Contractor’s Work.  A “shutdown” is one specific type 
of specific condition. A. Shutdown is the 1) closing/opening of valves/gates 
and/or de-pressuring and draining of pipelines or system components 
and/or 2) de-energizing or isolating system components including 
electrical systems. Shutdown/Specific conditions are typically executed in 
order to allow for inspections, tie-ins or replacement/upgrade of system 
components. Shutdowns/Specific conditions may affect a portion of a 
transmission system, collection system, a facility component, a facility, a 
control system, or an entire system. 

3.2 System Outage Request (SOR) for Water Enterprise Projects 
System Outage Request (SOR) shown in Attachment 019-1a is a request 
made by the Contractor after award of the contract, through the RE, to a 
SFPUC Water Enterprise Operating Division to shut down a portion of a 
system in order to perform work. 
3.2.1  An SOR is needed for full or partial shutdowns and hot taps. One 

(1) SOR is required for each facility shutdown. Once the SOR is
approved, it will be re-forecast in the Master System Shutdown
Schedule for the facility or Enterprise.

3.3 Specific Condition Request (SCR) for Wastewater Enterprise Projects 
Specific Condition Request (SCR) shown in Attachment 019-1b is a 
request made by the Contractor after award of the contract, through the 
RE, to a SFPUC Wastewater Enterprise Operating Division to prov ide 
specific conditions affecting all or a portion of a system integral to 
Enterprise operations in order to perform work. 
3.3.1 An SCR is needed for full or partial impacts and hot taps. One (1) 

SCR is required for each facility impact. 
3.4 Hetch Hetchy Lockout Tagout Test Program Loto-T (see attachment 019-13) 

3.5 Operational Change Request (OCR) 
An Operational Change Request (OCR) is a SFPUC-generated request to 
take a system, or portion of a system out of service. The OCR includes the 
Contractor’s SOR submittal and other operational details concerning 
maintenance of service and equipment during the shutdown. The OCR is 
prepared by the project Operations Representative and is approved by the 
Operations Division Manager. 
3.5.1 The OCR requires a Work-Around Plan as for certain critical 

shutdowns. Please note that the three (3) SFPUC operating 
divisions have different versions of the OCR. 
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These OCR versions are; 
• Water Supply & Treatment Division, Attachment 019-2. 
• Hetch Hetchy Water & Power, Attachment 019-3. 
• City Distribution Division, Attachment 019-4. 

3.6 SFPUC Infrastructure CM Master System Shutdown/Specific Condition 
Schedule and SFPUC Infrastructure CM System Shutdown/Specific 
Condition Matrix 
SFPUC Infrastructure CM Shutdowns/Specific Conditions are scheduled in 
an iterative fashion using two documents, the SFPUC Infrastructure CM 
Master System Shutdowns/Specific Conditions Schedule and the SFPUC 
Infrastructure CM System Shutdowns/Specific Condition Matrix. 
3.6.1 The Master System Shutdowns/Specific Condition Schedule (bar 

chart) shows all Shutdowns/Specific Conditions required for 
implementation of the SFPUC Infrastructure CM Organization 
Projects. This is the official SFPUC Infrastructure CM Specific 
Condition schedule. Two variations of this schedule are produced 
monthly, one variation is sorted by time and the second variation is 
sorted by geographical area. 

3.6.2 The Master System Shutdowns/Specific Conditions Schedule 
facilitates an overview of system impacts during 
Shutdowns/Specific Conditions. The Master System 
Shutdowns/Specific Conditions Schedule, an extract of the official 
SFPUC Infrastructure CM schedule provided by the project teams, 
is electronically maintained and updated for the 
Shutdowns/Specific Conditions Coordinator (SDC) by SFPUC 
Project Controls and Scheduling Bureau (PCSB). 

3.6.3 The Master System Shutdowns/Specific Conditions Matrix 
(chronological table), based on input from SFPUC Infrastructure CM 
Operational Representatives and CM teams, shows 
Shutdowns/Specific Conditions and hot taps, operational 
shutdowns, and some operational activities which potentially could 
impact shutdowns. The Master System Shutdowns/Specific 
Conditions Matrix is a detailed document maintained by the SDC. 

3.7 Construction Kick-off Meeting  
Construction Kick-off Meeting led by the RE is a coordination meeting held 
with City and Contractor staff shortly after issuance of Notice-to-Proceed 
(NTP).  CM team members Shutdown/Specific Condition responsibilities, 
equipment purchasing lead times, and schedule related matters are 
reviewed at this meeting. 
 



 
SFPUC Infrastructure CM Procedure No. 019, Rev.1 Page 4 of 110 

3.8 Pre-shutdown/Specific Condition Event Meeting 
Pre-shutdown/Specific Condition Event Meeting led by the RE with 
participation by the Project Shutdowns/Specific Conditions Delivery Team 
is a coordination meeting held approximately thirty (30), fourteen (14) and 
seven (7) calendar days prior to a routine Shutdown/Specific Condition 
event to confirm the status of Contractor and City activities that will occur 
before, during and after the Shutdowns/Specific Conditions.  Meetings to 
coordinate very complex, critical, and/or high-risk specific conditions events 
shall occur earlier and more frequently, as the Operations Division deems 
appropriate. 

3.9 The Shutdown Delivery Team (SDT) 
The Shutdown Delivery Team includes the RE or PM, Construction 
Manager, Operations Division (OEM) Representative(s), Senior Engineer, 
EMB Systems Engineering Representative(s), Health and Safety 
Representative, Water Quality Division Representative, Communications 
Representatives, and the Shutdown/Special Condition Coordinator (SDC). 

3.10 Lockout /Tagout (LOTO) 
3.10.1 Lockout/Tagout (LOTO) is a safety procedure necessary to isolate 

a pipeline/tank or system component from the potential release of 
hazardous energy while employees perform work. A work-specific 
LOTO plan must accompany each OCR.  If no LOTO is required, 
state “none”. 

3.10.2 Hazardous energy may include electrical, mechanical, hydraulic, 
pneumatic, chemical, and other sources. Refer to SFPUC LOTO 
program (Attachment 019-7). 

 3.10.3 An isolated pipeline or tank may involve confined space entry. 
Guidelines addressing confined space entry, minimizing potential 
engulfment, and the necessary plan for managing incidental water 
are given in Attachment 019-9. 

3.11 Hydraulic Analysis 
A system shutdown hydraulic analysis is a study of how the water 
pressure, or hydraulic grade line (HGL), within a water transmission and 
delivery system is affected by a facility shutdown and is used to analyze 
potential consequences to meeting system delivery goals, refer to Section 
5.1 for details. 

3.12 SOR/SCR Start Date 
The date that Operations starts to modify or remove a SFPUC facility from 
service to perform SOR/SCR-related work. Subsequently, Operations 
performs joint lockout/tagout, dewaters, de-energizes, and/or prepares a 
facility to allow the Contractor to commence work via the RE.  The 
SOR/SCR Start Date reflects the start of activities necessary to provide the 
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respective Shutdown/Specific Condition. 
3.13 SOR/SCR End Date 

The date that Operations finishes restoring a SFPUC facility to normal 
operation and/or service. Beforehand, Operations is notified that the 
facility/Shutdown/Specific Condition are no longer needed by the 
Contractor via the RE, ends joint lockout/tagout, refills, disinfects, re-
energizes, and/or prepares a facility for service.  The SOR/SCR End Date 
reflects the completion of activities necessary to provide the respective 
Shutdown/Specific Condition and return of the facility/system to a normal 
operating state. 

3.14 Acronyms 
CM  Construction Management 
CMB  Construction Management Bureau 
CM team Construction Management team 
EMB  Engineering Management Bureau 
HGL  Hydraulic Grade Line 
LOTO  Lockout/Tagout 
NTP  Notice-to-Proceed 
OCR  Operational Change Request 
OEM  Operations Division Representative(s) 
OR  Owner’s Responsibility 
PCSB  Project Controls and Scheduling Bureau 
RE  Resident Engineer 
RWQCB Regional Water Quality Control Board 
SCR  Specific Condition Request 
SDC  Shutdown Coordinator 
SDT  Shutdown Delivery Team 
Senior OR Senior Owner’s Representative 
Senior PM Senior Project Manager 
SFPUC San Francisco Public Utilities Commission 
SOR  System Outage Request 
WQD  Water Quality Division 
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4.0 Responsibilities 
4.1 Resident Engineer (RE) 

The RE, with the assistance of the Shutdown/Specific Condition 
Coordinator (SDC), PM, Construction Manager, and OR shall: 
4.1.1 Serve as the lead person to coordinate the Shutdown/Specific 

Condition with the assistance of the OR and is a member of the 
SDT. 

4.1.2 Coordinate with the Contractor to develop and implement project-
specific system shutdown/Specific Condition plans during 
construction and notifies the SDC of changes to the shutdown 
schedule, duration, or scope. 

4.1.3 Ensure Contractor shutdown/Specific Condition responsibilities are 
reviewed at the Construction Kick-off meeting and are reflected in 
the Contractor’s baseline schedule. 

4.1.4 Ensure Contractor prepares details of contractor staff, schedule, 
equipment and materials to be employed during Shutdown/Specific 
Condition. 

4.1.5 Assist the Senior PM in updating the Work-Around Plan, for certain 
critical Shutdown/Specific Condition, started by the CM team with 
assistance of the Shutdown/Specific Condition Delivery Team. 

4.1.6 Notify Water/Wastewater Enterprise Operations, Shutdown /Specific 
Condition Coordinator and project Communications 
Representatives of updates to the Master  

4.1.7 System Shutdown/Specific Condition Schedules from the Pre- 
Shutdown/Specific Condition Event Meetings with the Contractor. 

4.1.8 Periodically check on the status of Contractor’s acquisition of long- 
lead purchase items necessary for Shutdown /Specific Condition. 

4.1.9 Monitor Contractor’s work. 
4.1.10 Certify that the Contractor’s Shutdown/Specific Condition-related 

testing has been performed as per Section 5.9. 
4.1.11 Review, sign and forward to the OR the Contractor’s SOR/SCR. 
4.1.12 Notify SDT of start and completion of the Contractor’s portion of the 

Shutdown/Specific Condition work as per Section 5.10. 
 Further details regarding RE responsibilities are given in the 

procedure described in Section 5.0. 
4.2 Owner’s Representative (OR) 

4.2.1 The SFPUC OR reviews and signs the SOR/SCR. 
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4.2.2 The SFPUC OR communicates with the Operations Division 
Manager regarding an Operational Change Request (OCR), 
coordinates with SFPUC Water Quality Division (WQD), Systems 
Engineering Group of Engineering Management Bureau (EMB), 
and Operations Division Maintenance personnel to ensure support 
before, during and after the Shutdown/Specific Condition; grants 
access to affected area to RE and accepts area on behalf of Water 
Enterprise/Wastewater Enterprise after completion of the 
SO R/SCR work. 

4.2.3 The OR prepares the detailed Operational Change Request (OCR). 
This OCR must be approved not less than twenty-one (21) calendar 
days prior to the shutdown.  Duration may be adjusted per the 
request of the OR. 
• The OR coordinates the facility joint LOTO to be performed 

prior to granting access to the section or component to the RE.  
Every Shutdown/Specific Condition Event involving LOTO must 
have a written LOTO plan which identifies all energy sources 
and corresponding LOTO control points and methods.  SFPUC 
Health and Safety can waive the LOTO requirement in certain 
cases where LOTO does not apply.  Waiver of LOTO 
requirement shall be in writing.  Water Enterprise/Wastewater 
Enterprise Operations designates facility lead Operations 
personnel to coordinate the facility LOTO tasks including the 
written LOTO plan. One of the check-off items in the OCR is 
completion of the LOTO plan. 
A LOTO plan is an attachment to the OCR and is 
fundamentally important to the safety of all City, CM 
Consultant, and Contractor personnel during a Shutdown 
/Specific Condition Events. The OR coordinates the LOTO with 
the Contractor and project CM team and the SFPUC 
Infrastructure CM Team Senior Safety Managers. Managers of 
a Shutdown/Specific Condition Event must not be started 
without an approved OCR and LOTO plan. Prior to 
commencement of Shutdown/Specific Condition work, the CM 
team, the Contractor and the OR should walk through the 
LOTO plan to assure that it is in place. 

4.2.4 Every pipeline shutdown where there is incidental water passing the 
valve, needs a written plan (incidental water management plan) for 
how the water will be controlled to prevent possible engulfment 
situations from developing.  If SFPUC is responsible for the water 
and/or primarily SFPUC Infrastructure CM team members will enter 
the pipe, the OR prepares the plan. Also, each plan needs to 
address how water will be removed (e.g., sandbag berm and  
pumps, gravity feed from blow-off, etc.) and how water levels will be 
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monitored such that levels cannot rise to a level that a failure could 
result in an inundation threat to downstream workers.  If the 
Contractor is responsible for the water and only the Contractor’s 
employees are the primary people entering the pipe, the Contractor 
prepares the written plan. 

 All written plans for controlling incidental water must have a 
documented review by appropriate Operations personnel 
coordinated by the OR. 

4.3 Operations Division Manager or Process Chief 
4.3.1 The Operations Division Manager or Process Chief approves the 

completed OCR; provides personnel, equipment, materials and 
chemicals for City’s portion of the work for the Shutdown/Specific 
Condition Event; and notifies wholesale cus tomer  o f  
shu tdowns o r  a f fec ted  par t ies  accordingly. 

4.3.2 If applicable, the Operations Division Manager or Process Chief 
ensures that the San Francisco Regional Water Quality Control 
Board (RWQCB) and affected environmental agencies are notified. 

4.3.3 The Operations Division Manager or Process Chief ensures that the 
system components are dewatered and isolated or de-energized. 

4.3.4 The Operations Division Manager or Process Chief ensures that the 
safety protocols are followed when granting access to RE. The 
OCR must not be approved by the Operations Division Manager 
without the attached LOTO plan unless LOTO is inapplicable. 

4.3.5 The Operation Division Manager or Process Chief ensures that the 
section or component can be returned to service; that filling, 
sanitary work practices, disinfection, discharge dechloramination, 
and discharge pH adjustments are performed; and that the section 
or component is returned to service. Note that discharges to a 
combined sewer do not require dechloramination or pH adjustment. 

4.3.6 Approves the Contractor’s work plan by signing the SOR/SCR AND 
attaching the SOR/SCR to the signed OCR. 

4.4 Shutdown Coordinator (SDC) 
The SFPUC Infrastructure CM Shutdown/Specific Condition Coordinator 
(SDC) reports directly to the CMB Manager. The SDC’s tasks, duties and 
activities are: 
4.4.1 Organizes and facilitates monthly Shutdown/Specific Condition 

Event Coordination meetings and other necessary 
Shutdown/Specific Condition shutdown meetings; 

4.4.2 Maintains the SFPUC Infrastructure CM Master System 
Shutdown/Specific Condition Matrix; 
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4.4.3 Checks the Master System Shutdown/Specific Condition Schedule 
dates for consistency with the Shutdown/Specific Condition Matrix; 

4.4.4 Tracks all Shutdown/Specific Condition -related activities; 
4.4.5 Reviews and takes action for compliance issues as required by the 

Risk Mitigation Plan for any deviation; 
4.4.6 Coordinates and updates requirements for Shutdown/Specific 

Condition and the Shutdown/Specific Condition Business Plan; 
4.4.7 Facilitates evaluation of changes to scope or schedule of 

Shutdown/Specific Condition; 
4.4.8 Reviews the Shutdown/Specific Condition portions of the 

construction contract; 
4.4.9 Reviews the contractor submitted SOR/SCRs for consistency and 

completeness and signs the SOR/SCR; 
4.4.10 Stops a SFPUC Infrastructure CM Shutdown/Specific Condition 

lacking the necessary SOR/SCRs, OCRs, or LOTO plans; 
4.4.11 Assists the RE in the planning and execution of Shutdown /Specific 

Condition including the preliminary review of the draft Work-Around 
Plan for certain critical work; 

4.4.12 Maintains a tracking tool to track formal letters and meetings with 
wholesale customers and affected parties. 

4.4.13 Reviews and develops contract specifications related to system 
Shutdown/Specific Condition; 

4.4.14 Prepares the Shutdown/Specific Condition Summary Report 
(Attachment 019-5) which are incorporated in the Lessons Learned 
Report (refer to CM Procedure No.020, Project History/Lessons 
Learned) and the Project Closeout Report PM Procedure 3.14; and, 

4.4.15 Prepares the semi-annual BAWSCA shutdown report (see section 
6.2). 

4.5 Project Manager (PM) 
4.5.1 The PM ensures protocol reviews and approvals of all elements for 

Shutdown/Specific Condition planning. 
4.5.2 The PM reviews and coordinates all changes to established 

schedules for SFPUC Infrastructure CM project. The Senior PM will 
review these potential schedule changes with the 
Shutdown/Specific Condition Coordinator and the CM team 
members. 
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4.5.3 The PM is responsible and leads the preparation and updates for 
the SFPUC Infrastructure CM project Work–Around Plan for certain 
critical Shutdown/Specific Condition. 
 
 

4.6 Construction Manager  
4.6.1 Oversees the RE activities related to Shutdown/Specific Condition 

Event. 
4.6.2 Reviews and signs the SOR/SCR. 

4.7 Contractor 
4.7.1 The Contractor is responsible for setting the Shutdown/Specific 

Condition Event dates in the Baseline Schedule within typically 2 
weeks of the start of construction. 

4.7.2 The Contractor is responsible for preparing a detailed Contractor 
Shutdown/Specific Condition Event work plan, contingency plan, 
and sanitary work practices plan as part of the SOR/SCR as 
described in Technical Specification, Section 01 69 50, Shutdowns 
and Site Access of the project specifications. 

4.7.3 The Contractor submits draft System Outage Request/Specific 
Condition Request (SOR/SCR) not less than sixty (60) calendar-
days prior to the Shutdown/Specific Condition Event.  The 
SOR/SCR work duration is from the SOR/SCR Start Date to the 
SOR/SCR End Date.  The Contractor’s work duration is a subset of 
the Shutdown/Specific Condition Event duration and is from the 
date access to the facility/system is granted to the Contractor until 
the date the Contractor has completed work and notifies the RE that 
the facility/system is ready for SFPUC to resume normal operations. 
The Shutdown/Specific Condition Event schedule in the SOR/SCR 
work plan must clearly show the SOR/SCR Start Date the SCR End 
Date, and the Contractor’s Shutdown/Specific Condition Event work 
tasks.  In addition, the SOR/SCR must identify all parties anticipated 
to be affected by the Shutdown/Specific Condition Event. 

4.7.4 The Contractor notifies RE, if a need to reschedule develops; and 
then coordinates delivery of materials and equipment prior to the 
Shutdown/Specific Condition Event. 

4.7.5 The Contractor, if responsible for handling incidental water, 
develops the plan for handling the water passing the valve and how 
the water will be controlled to prevent possible worker engulfment 
situations from developing. Also, each plan needs to address how 
water levels will be monitored such that levels cannot rise to a level 
that a failure could result in an inundation threat to downstream 
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workers. All written plans for controlling incidental water must have 
a documented review by appropriate Contractor safety personnel 
and then must be submitted to the SFPUC. 

4.7.6 The Contractor is solely and totally responsible for construction 
safety before, during, and after the Shutdown /Specific Condition 
Event. 

4.7.7 The Contractor executes Contractor’s work to be performed during 
the Shutdown/Specific Condition Event once Operations grants 
access to the facility/system via the RE. 

4.7.8 The Contractor notifies the RE and OR that the affected facility 
sections are ready to be returned to normal operation. 

4.7.9 The construction contract provides guidance to the Contractor on 
available Shutdown/Specific Condition Event windows and system 
constraints affecting planned Shutdown/Specific Condition Events. 
• The Contractor must propose dates for planned project 

Shutdown/Specific Condition Events within the 
Shutdown/Specific Condition Events windows prescribed in the 
contract, if any. In some instances, Contractor-proposed 
Shutdown /Specific Condition Events for a specific period may 
be denied based on conflicts with Shutdown/Specific Condition 
Events for other SFPUC Infrastructure CM construction 
contracts, conflicts with operational needs, or other factors 
beyond the control of the Contractor. In rare instances, once a 
Shutdown/Specific Condition Event is underway the Contractor 
may be asked to terminate the Shutdown/Specific Condition 
Event and ready the system component for return to service. 

 
5.0 Implementation 

The overall procedure for system Shutdown/Specific Condition Events is defined 
by the following activities: 

 5.1 Review Contractor Shutdown/Specific Condition Event 
Responsibilities at the Construction Kick-off Meeting 
5.1.1 The RE reviews Contractor Shutdown/Specific Condition Event 

responsibilities at the Construction Kick-off Meeting. This includes 
a reminder of the importance of adhering to the Shutdown/Specific 
Condition Event dates on the approved SOR/SCR and an outline of 
everything expected in the SOR/SCR package.  Also, this includes 
a reminder of the importance of LOTO and a summary of the joint 
LOTO responsibilities. 
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5.1.2 The Shutdown/Specific Condition Delivery Team reviews the 
Contractor’s Shutdown/Specific Condition Event responsibilities at 
the Construction Kick-off Meeting, refer to Section 3.6.1. 

5.1.3 The RE advises the Contractor of the criticality of taking possession 
of equipment, especially the long-lead purchase items, in a timely 
manner to meet the Shutdown/Specific Condition Event dates. 

5.1.4 The RE shall notify Water Enterprise/Wastewater Enterprise 
Operations, Shutdown/Specific Condition Coordinator and project 
Communications Representatives of any updates to the Master 
System Shutdown/Specific Condition Schedules, refer to Section 
6.3.1. 

5.1.5 If the RE, OR and Shutdown/Specific Condition Coordinator agree 
that an interim, smaller scale, Shutdown/Specific Condition only 
involves a portion of a facility or just electrical controls, then the 
standard level of approvals, review, notification, lessons learned, 
etc. should be scaled back proportionately.  LOTO plans cannot be 
scaled back unless they are not applicable. 

5.2 Notify Affected Communities About Construction 
5.2.1 The RE provides confirmation and any new information necessary 

for municipality courtesy notifications and “courtesy review” to the 
SFPUC Infrastructure CM Communications representative related 
to Contractor submittals for staging areas, lay down areas, parking, 
traffic control, on-site chemical storage, and other appropriate 
matters. The basic agreements with the affected communities 
should already be in place. 

5.2.2 For most projects, there should already be a memorandum of 
understanding or a memorialized agreement concerning the 
upcoming construction activities. 

5.3 Preparing Detailed Shutdown / Specific Condition Plan and System 
Outage Request (SOR)/Specific Condition Request (SCR) 
The Contractor submits a detailed draft SOR/SCR, refer to Attachment 
019-1, to the RE for review. The RE forwards the draft SOR/SCR to the 
OR and SDC. The SDC will post the draft SOR/SCR on the SDT 
Shutdown/Specific Condition Event common drive.  The RE provides 
courtesy copies of the draft SOR/SCR to the Regional Construction 
Manager (if applicable) and to the Senior Environmental Monitor.  The OR 
provides the draf t SOR/SCR to the Water Enterprise/Wastewater 
Enterprise Operations Manager to be included as an attachment to the 
OCR. One SOR/SCR is required for each Shutdown/Specific Condition 
Event.  The SOR/SCR schedule is shown in Attachment 019-8. 

5.4 Preparing and Monitoring Detailed Operational Change Request 
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5.4.1 The Operations Representative, with assistance from the SFPUC 
Lead Operations Person for a particular facility, prepares a detailed 
OCR, refer to Attachments 019-2, 3, or 4, in coordination with the 
Water Quality Division. This detailed OCR must be reviewed and 
approved by the Operations Division Manager no less than twenty- 
one (21) calendar days prior to the shutdown.  The Shutdown 
/Specific Condition Event is not approved until the Division Manager 
signs the OCR which contains the LOTO plan and SOR/SCR as 
attachments.  Also, the Work-Around Plan, for certain critical 
Shutdowns/Specific Condition Events, must be attached to the 
OCR. 

5.4.2 The RE and SDC shall monitor and assist to ensure timely 
completion (21 calendar days prior to Shutdown/Specific Condition 
Event) and approval of the OCR. 

5.5 Monitoring Contractor’s Progress Against Shutdown/Specific 
Condition Event Dates 
5.5.1 The RE will monitor Contractor’s progress against the approved 

Shutdown/Specific Condition Event schedule and notify the OR 
and the SDC if there is a risk that the Shutdown/Specific Condition 
Event dates will not be met. A variance may impact other projects 
and planned Shutdown/Specific Condition Events. 

5.5.2 Shutdown/Specific Condition Events are not independent activities, 
but they are tied to operational changes, other shutdowns, and 
seasonal constraints. Therefore, it is essential that it be known well 
ahead of time if the Contractor will not be able to achieve/complete 
the Shutdown/Specific Condition Specific Condition work at or 
within the planned time. 

5.6 Conducting Pre-Shutdown/Specific Condition Event Meeting 
Thirty (30) calendar days prior to the Shutdown/Specific Condition Event or 
as the RE deems appropriate, the RE will conduct a pre-
Shutdown/Specific Condition Event meeting with the Contractor, SDC, and 
OR to confirm the status of all Contractor and SFPUC Infrastructure CM 
activities that will occur before, during and after the Shutdown/Specific 
Condition Event. 
By weekly meeting will be required for all shutdown/specific condition 
events. 

5.7 Coordinating Operations Dewatering and Lockout/Tagout 
5.7.1 Water Enterprise/Wastewater Enterprise Operations has 

responsibility to isolate, dewater and/or de-energize, and execute 
LOTO prior to providing access to the RE. SFPUC Operations 
Divisions in some cases have tailored the SFPUC LOTO program 



 
SFPUC Infrastructure CM Procedure No. 019, Rev.1 Page 14 of 110 

to fit their needs and have their own LOTO guidelines incorporating 
all the elements of Attachment 9. 
5.7.1.1 SFPUC CM team members must always put their own 

locks and tags on the lockout points when the CM team 
members are working in the area where they are exposed 
to the hazardous energy (i.e., the same LOTO points as 
the Contractor and Operations). This Policy would also 
apply if a SFPUC EMB senior engineer or other City 
employees enters the work area refer to Attachment 019-
7. 

5.7.2 The RE with OR support will confirm technical and safety suitability 
before allowing the Contractor access to the work area and 
informing the Contractor to commence work. 

5.7.3 The RE confirms Contractor readiness for the Shutdown/Specific 
Condition Event and safety before giving access to the Contractor. 

5.7.4 The RE notifies the SFPUC Infrastructure CM Supervisory Control 
and Data Acquisition (SCADA) representative that the facility is 
being taken out of service.  SCADA will maintain control of the 
facility/system as needed. 

5.8 Monitoring Contractor’s Work and Progress 
5.8.1 RE, with assistance from Inspectors, shall monitor the progress of 

Contractor’s work and perform Quality Assurance. RE shall notify 
the OR and the SDC if Contractor’s progress jeopardizes the 
scheduled completion. 

5.8.2 The RE oversees Contractor’s Shutdown/Specific Condition related 
work and responds to quality, safety, leakage, schedule, or sanitary 
work practices issues. 

5.9 Conducting Testing and Accepting the Work 
The RE, with assistance from Inspectors, shall certify the Contractor’s 
testing including welding, pressure/leak tests, other Contract required 
tests, Contractor’s portion of sanitary work practices/disinfection work, and 
Contractor’s portion of the drainage/discharge work; and when completed, 
accept the work, refer to CM Procedure No. 018, System Testing and 
Start-Up for details. 

5.10 Notifying Operations of Completion of Contractor’s 
Shutdown/Specific Condition Event Work 
The RE, upon completion and acceptance of Contractor’s work, will notify 
the OR, facility SCADA representative, and the SDC of completion of the 
Contractor’s Shutdown/Specific Condition Event work and confirm that the 
system is ready to be refilled, disinfected (if necessary) and/or re-
energized. The RE coordinates with the Contractor and the SFPUC Lead 
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Operations Person from the facility to remove the Contractor’s and CM 
team’s locks and tags associated with LOTO. 
5.10.1 Additional coordination details are provided in CM Procedure No. 

018, System Testing and Start-Up. 
5.11 Change Management During Construction 

5.11.1 Changes to scope and schedule may occur after award of the 
construction contract. It is necessary that the RE closely monitor the 
Contractor’s progress towards Shutdown/Specific Condition Event 
dates and report any variances to the SDC and the OR as soon as 
they are recognized. Likewise, it is important that the SDC and the 
OR closely monitor Operations Division progress on the Operations 
portion of the work. 

5.11.2 Should a change become necessary, the RE, the SDC and the OR 
will meet to determine the potential impact of the change, refer to 
CM Procedure No. 011, Construction Change Management. If this 
group and the Shutdown/Specific Condition Delivery Team agree 
that a change is necessary/possible, the SDC shall ensure that 
PCSB, WQD, and affected parties are formally notified. 

5.12 Preparing Shutdown/Specific Condition Event Summary Report 
5.12.1 The RE will provide project records, digital images, and a briefing to 

the SDC. 
5.12.2 The SDC with the assistance of the RE is responsible for preparing 

the Shutdown/Specific Condition Event Summary Report 
(Attachment 019-5), including Lessons Learned (CM Procedure No. 
020, Project History /Lessons Learned and PM Procedure No. 3.14) 
for application to subsequent Shutdown /Specific Condition Events.  
The Shutdown/Specific Condition Event Summary Reports are not 
required for SFPUC Infrastructure CM hot taps and are optional for 
standalone shutdowns. 

5.13 Preparing Work-Around Plan 
5.13.1 The purpose of this section is to provide guidance to CM teams on 

developing a Work-Around Plan as a contingency in case a 
system Shutdown/Specific Condition Event(s) needs to be 
rescheduled. The Work-Around Plans are inapplicable to hot taps 
which are technically not shutdowns. The CM team prepares the 
draft Work-Around Plan prior to SOR/SCR under the direction of the 
RE. 

• The Senior PM is the lead for preparing a Work-Around Plan 
for construction contracts which have already started and the 
Work-Around Plan that was never written. 
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• The Senior PM is the lead for preparing the Work-Around Plan 
update with participation and support from the 
Shutdown/Specific Condition Delivery Team including the RE. 

5.13.2 The Work-Around Plan is linked to the designation of critical and 
standalone Shutdown/Specific Condition Events as defined below: 
Critical Shutdown/Specific Condition Event - a 
Shutdown/Specific Condition Event that has a schedule-dependent 
relationship to another Shutdown/Specific Condition Event (may 
affect, or be affected by, other Shutdown/Specific Condition Events 
if delayed); or is limited to certain pre-determined times of the year 
within which it can occur; or has limitations on when it can occur 
due to system operations, maintenance requirements, or other Non-
SFPUC Infrastructure CM System Shutdown /Specific Condition 
Events. 
Stand Alone Shutdown/Specific Condition Event - any 
Shutdown/Specific Condition Event which does not have limitations 
on when it can occur due to system operations, maintenance 
requirements, or other non-SFPUC Infrastructure CM system 
Shutdown/Specific Condition Events . 
The critical and standalone Shutdown/Specific Condition Events are 
designated in the SFPUC Infrastructure CM Shutdown /Specific 
Condition Matrix and in the SFPUC Infrastructure CM Master 
System Shutdown/Specific Condition Schedule. Most of the 
Shutdown/Specific Condition Events listed in the System 
Shutdown/Specific Condition Matrix are critical Shutdown/Specific 
Condition Events.  Work-Around Plans are inapplicable to SFPUC 
Infrastructure CM standalone Shutdown/Specific Condition Events.  

5.13.3 The Work-Around Plan is linked to options for the Contractor to deal 
with Shutdown/Specific Condition Event delays. 
• The Contract Technical Specification, Section 01 69 50, 

Shutdowns and Site Access covers the Contractor requirements 
for scheduling Shutdown/Specific Condition Events including 
incentives (early completion or incentive bonuses) or deterrents 
(liquidated damages) for timely completion of the contract work 
associated with a particular Shutdown/Specific Condition Event, 
as appropriate. 

• The specifications include provisions for potential 
Shutdown/Specific Condition Event delay contingencies such as 
contractor construction activity re-sequencing, contractor 
demobilization/remobilization, or other appropriate delay 
mitigation measures. 

5.13.4 For each Shutdown/Specific Condition Event the SFPUC 
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Infrastructure CM Shutdown/Specific Condition Delivery Team 
confirms or needs to identify the following basic Work-Around Plan 
information: 
a. Shutdown/Specific Condition Event Number and Name 
b. Date form was initiated 
c. CM team member preparing Work-Around Plan information 
d. Shutdown/Specific Condition description 
e. Project name and number 
f. Shutdown/Specific Condition Event window duration 

g. Seasonal constraints and changes 
h. System/other constraints 
i. Related Shutdown/Specific Condition Events (list as many as 

needed) 
o Shutdown/Specific Condition Event Name and Number 
o Date form was initiated 
o CM team member who prepared Work-Around  
o Plan information: 
o Shutdown/Specific Condition description 
o Project name and number 
o Shutdown/Specific Condition Event window duration 
o Seasonal constraints 
o System/other constraints 
o Related Shutdown/Specific Condition Events (list as many as 

needed). 
5.13.5 A Work-Around Plan update is needed if a particular Specific 

Condition Event needs to be rescheduled due to new 
circumstances. Under the direction of the Senior PM, the project 
teams need to outline the Work-Around options and actions 
required for both the primary Shutdown/Specific Condition Event 
and the related Shutdown/Specific Condition Event. This effort must 
be coordinated with the Shutdown/Specific Condition Coordinator, 
and the Shutdown/Specific Condition Delivery Team. 

5.13.6 The ORs will play a key role in developing work-around options in 
conjunction with the Shutdown/Specific Condition Delivery Team 
which meets at least monthly to review the Shutdown /Specific 
Condition Event schedules. The Work-Around Plan must be an 



 
SFPUC Infrastructure CM Procedure No. 019, Rev.1 Page 18 of 110 

attachment to the OCR (sample OCR Attachments 022 -2, 3, or 4). 
5.13.7 There are several factors to consider in developing a Work-Around 

Plan. Below are some of the possible considerations in developing 
the Work-Around Plans. 
a. Analyze Shutdown/Specific Condition period/duration for 

feasibility. 
b. Check on operational staffing resources. 
c. Analyze potential “what if” scenarios. 
d. Meet operational targets (demands [average, diurnal, and 

maximum day], replenishment, system pressures/grade lines, 
shutdown durations, reservoir water storage levels, water 
quality, etc.). 

e. Analyze risk involved with simultaneous Shutdown/Specific 
Condition and sequencing of Shutdown/Specific Condition. 

f. Review status of associated /wastewater system facilities. 
g. Review water/wastewater system facilities under construction. 
h. Review back-up facilities. 
i. Determine alternate sources. 
j. Determine effects of conservation or alternate sources for 

contingency planning. 
k. Examine Shutdown/Specific Condition specific considerations. 
l. Perform hydraulic analyses. 

m. Consider hydrology and reservoir levels. 
n. Review wholesale customer and affected parties impacts.  

Review Contractor’s contingency plan for termination of 
Shutdown/Specific Condition. 

o. Examine impact on most critical Shutdown/Specific Condition 
Events. 

The schedule for the Work-Around Plan is shown in Attachment 
019-8. 

 
6.0 Other Procedural Requirements 

The following activities are not specific to the subject CM procedure but are 
necessary to complete the Shutdown/Specific Condition Event process: 
6.1 Hydraulic Analyses 

A hydraulic analysis is prepared in advance of most approved shutdowns 
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in order to evaluate the impact of the shutdown in conjunction with other 
scheduled shutdowns on short-term delivery capacity and ability to meet 
long-term hydrologic goals. This analysis is prepared by the SFPUC EMB 
Systems Engineering Group in coordination with the Operations Division. 
The analysis may need to be revised for any changes in the shutdown 
schedule. 

 6.1.2 If a change to the original shutdown schedule is proposed through a 
SOR/SCR, then the OR, in preparing the OCR, must consult with 
the Operations Division Manager and EMB Systems Engineering 
Group to determine whether an update to the hydraulic analysis is 
warranted for the proposed change. This update to the analysis 
may be required as part of the OCR, or may be waived by the 
Operations Division Manager. 

 6.1.3 In preparing an OCR, the OR and Operations Division Manager 
may request that the analysis be updated by EMB System 
Engineering Group to evaluate the effects of schedule changes. A 
satisfactory hydraulic analysis may either be a requirement of the 
OCR, or may be waived by the Operations Division Manager. 

6.2 Semi-Annual Master System Shutdown/Specific Condition Schedule 
Update 

 Semi-Annual Master System Shutdown/Specific Condition Schedule 
updates is prepared by Senior PM. The SDC reviews the Semi-Annual 
Master System Shutdown/Specific Condition Schedule update and 
prepares a summary report for signature by the CMB Manager. 

6.3 Customer and Affected Parties Notification 
Water/Wastewater Enterprise Operations will formally and individually 
notify customers and affected parties of Shutdown/Specific Condition 
Events12-18 months in advance and then 4-6 weeks prior to the actual 
system shutdown. It is necessary that the RE notify the SDC and the OR if 
there is a change to the Shutdown/Specific Condition Event (scope or 
schedule). 

6.4 Hot Work 
Some SFPUC Infrastructure CM construction activities do not fall into the 
Shutdown/Specific Condition category; but, are quasi- Shutdown/Specific 
Condition or hot work.  These activities also need to be tracked along with 
the Shutdown/Specific Condition Events in order to keep Operations 
personnel aware of construction work activity at their facilities, including 
the number of people and amount of equipment at their existing facility. 
The Operations Group/Supervision at the facility is to be updated on a 
frequent basis on the status of the hot work and Contractor’s activity so 
that a clear understanding of potential hazards/risks to Operations and to 
construction can be identified and communicated swiftly and correctly 
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amongst the parties involved in the hot work. 
The work included is a part of a contract with the SFPUC and therefore 
Operations needs to know who, how many, and where Contractor’s 
personnel will be on any given day and those areas/systems the contractor 
will be working with or working on. 
The information required will be included in the Access Request Form 
(Attachment 019-10); add pages with additional information for clarity as 
necessary.  This form precedes the Contractor’s hot work activity. 
Operations personnel are to be updated frequently (daily if necessary) on 
the status of the hot work and to additionally advise CMB Manager and 
Contractor of relevant changes to operations which affect construction 
work. 

 
7.0 References 

 7.1 Technical Specifications 
Technical Specifications Division 01: General Requirements 01 69 
50: Shutdowns and Site Access. 

7.2  SFPUC Infrastructure CM Procedures 
No. 011  Construction Change Management  
No. 018 System Testing and Start-Up 
No. 020 Project History/Lessons Learned 

7.3 References and SFPUC Infrastructure CM Procedures 
 Lockout/Tagout, OSHA Title 29. CFR Part 1910.147. 

California Code of Regulations, Title 8 (CCR), Sections 3314 
and 2320.4-2320.6. 
SFPUC Infrastructure Risk Mitigation Action Plan, 
prepared by SFPUC 

  PM Procedure No. 3.14, Project Closeout Report 
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8.0 Attachments 
019 –  1A Shutdown/Specific Condition Request (SOR/SCR) Form    

(Contractor) 
019 -  1B Shutdown/Specific Condition Request (SOR/SCR) Form (Contractor) 
019  –  2 Water Supply & Treatment Division (WS&TD) Operational 

Change Request (OCR) Form 
019 –  3 Hetch Hetchy Water and Power (HHWP) Operational        

Change Request (OCR) Form/Shutdown Approval Procedure 
019 –  4 City Distribution Division (CDD) Operational Change Request (OCR) 

Form (Out of Service/Return to Service Record) 
019 –  5 Shutdown/Specific Condition Event Summary Report Format 
019 –  6 Monthly Revision of Master System Shutdown/Specific 

Condition Schedule (Flowchart) Flowchart 
019 –  7 SFPUC Lockout/Tagout Program 
019 –  8 Typical Shutdown/Specific Condition Events Schedule 
019 –  9 Guidance on Procedures for Confined Space Entry Work in Water 

System Pipelines 
019 –  10 Access Request Form  
019 –  11 Wastewater  Enterpr ise Lockout/Tagout 

Procedure/Plan 
019 –  12 Wastewater  Enterpr ise Lockout/Tagout Plan 
019 -  13 HHW&P Lockout/Tagout Test Program LOTO-T 
019 -  14 Revision Control Log 
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Attachment 019 – 1A 
Page 1 of 2 

Shutdown/Specific Condition Request 
Form (SOR/SCR) (Contractor) 

 
SAN FRANCISCO PUBLIC UTILITIES COMMISSION  

<Insert Program Title Here> 
 

SYSTEM OUTAGE REQUEST (SOR) FORM 
This form is to be prepared by the Contractor to request an outage of any portion of the 
SFPUC water treatment and ancillary systems and/or transmission and delivery systems 
to allow the Contractor to perform contracted work requiring a system Outage. 

 
The Contractor proposing an Outage Event must prepare a “Proposed System Outage 
Work Plan”.  This plan is to be filled in as completely as possible and submitted to the 
City Representative, RE.  The RE will forward the SOR to the concerned Operations 
Division for review and approval. 

 
Significant scope changes or changes in the overall schedule will require an amended 
work plan and supplementary review and approval. 

 
CONTRACTOR’S NAME AND CONTACT INFORMATION: 
(Provide multiple contacts including emergency contact numbers): 

 

SHUTDOWN EVENT NAME: 
 
FACILITY/FACILITIES AND DATES TO BE SHUTDOWN/AFFECTED: 

 

CONTRACTOR’S WORK PLAN (Attach Work Plan meeting the requirements of 
Specification 01 69 50): 

 

CONTRACTOR’S REPRESENTATIVE    
 
 
Date    

 

FACILITY/FACILITIES AND DATES TO BE SHUTDOWN: 
_________________________________________________________________________ 
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Attachment 019 – 1A 
Page 2 of 2 

Shutdown/Specific Condition Request 
Form (SOR/SCR) (Contractor) 

 
SAN FRANCISCO PUBLIC UTILITIES COMMISSION  

<Insert Program Title Here> 
 

SYSTEM OUTAGE REQUEST (SOR) FORM 
 
CONCUR: 

 

PROJECT CONSTRUCTION MANAGER:    
 
 
 
REGIONAL CONSTRUCTION MANAGER:    

 
 
 
PROJECT OPERATIONS REPRESENTATIVE:    

 
 

WSIP SHUTDOWN COORDINATOR:    
 
 
THIS CONTRACTOR-INITIATED SYSTEM OUTAGE REQUEST IS NOT 
CONSIDERED APPROVED UNTIL IT HAS BEEN SIGNED BY THE OPERATIONS 
MANAGER AND A COPY IS DELIVERED TO THE CONTRACTOR BY THE CITY 
REPRESENTATIVE. 

 
THIS OUTAGE REQUEST IS NORMALLY ACCOMPANIED BY AN SFPUC 
INTERNALLY GENERATED FORM REFERRED TO AS AN OPERATIONAL 
CHANGE REQUEST PREPARED BY THE CONCERNED SFPUC OPERATING 
DIVISION. 

 

APPROVAL OF CONTRACTOR’S SHUTDOWN EVENT WORK PLAN: 
 
OPERATIONS MANAGER:    

 
 
DATE:     
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Attachment 019 – 1B 
Page 1 of 2 

Shutdown/Specific Condition Request 
Form (SOR/SCR) (Contractor) 

 
SAN FRANCISCO PUBLIC UTILITIES COMMISSION 

SEWER SYSTEM IMPROVEMENT PROGRAM 
 

SPECIFIC CONDITION REQUEST (SCR) FORM 
This form is to be prepared by the Contractor to request a special condition of any 
portion of the SFPUC wastewater treatment and ancillary systems and/or collection 
and transmission and delivery systems to allow the Contractor to perform contracted 
work requiring a system Specific Condition Event. 

 
The Contractor proposing a Specific Condition Event must prepare a “Proposed 
System Specific Condition Work Plan”.  This plan is to be filled in as completely as 
possible and submitted to the City Representative, RE.  The RE will forward the SCR 
to the concerned Operations Division for review and approval. 

 
Significant scope changes or changes in the overall schedule will require an amended 
work plan and supplementary review and approval. 

 
CONTRACTOR’S NAME AND CONTACT INFORMATION: 
(Provide multiple contacts including emergency contact numbers): 

 
 

SPECIFICCONDITION EVENT NAME: 
 
FACILITY/FACILITIES AND DATES TO BE AFFECTED: 

 

CONTRACTOR’S WORK PLAN (Attach Work Plan meeting the requirements of 
Specification 01 69 50): 

 

CONTRACTOR’S REPRESENTATIVE    
 
 
Date    

 
FACILITY/FACILITIES AND DATES TO BE SHUTDOWN: 
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ATTACHMENT 019 – 1B 
Page 2 of 2 

Shutdown/Specific Condition Request 
Form (SOR/SCR) (Contractor) 

 
SAN FRANCISCO PUBLIC UTILITIES COMMISSION  

SEWER SYSTEM IMPROVEMENT PROGRAM 
 

SPECIFIC CONDITION REQUEST (SCR) FORM 
 
CONCUR: 

 

PROJECT CONSTRUCTION MANAGER:    
 
 
REGIONAL CONSTRUCTION MANAGER:    

 
 
 
PROJECT OPERATIONS REPRESENTATIVE:    

 
 

WSIP SHUTDOWN COORDINATOR:    
 
 
THIS CONTRACTOR-INITIATED SPECIFIC CONDITION REQUEST IS NOT 
CONSIDERED APPROVED UNTIL IT HAS BEEN SIGNED BY THE 
OPERATIONS MANAGER AND A COPY IS DELIVERED TO THE 
CONTRACTOR BY THE CITY REPRESENTATIVE. 

 
THIS SPECIFIC CONDITION REQUEST IS NORMALLY ACCOMPANIED BY AN 
SFPUC INTERNALLY GENERATED FORM REFERRED TO AS AN 
OPERATIONAL CHANGE REQUEST PREPARED BY THE CONCERNED 
SFPUC OPERATING DIVISION. 

 
 

APPROVAL OF CONTRACTOR’S SPECIFIC CONDITION EVENT WORK PLAN: 
 
 
OPERATIONS MANAGER:    

 
DATE:     
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Attachment 019 - 2 
Page 1 of 12 

Water Supply & Treatment Division (WS&TD)  
Operational Change - Form 
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Attachment 019 - 2 
Page 2 of 12 

Water Supply & Treatment Division (WS&TD)  
Operational Change Request (OCR) Form 
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Attachment 019 - 2 
Page 3 of 12 

Water Supply & Treatment Division (WS&TD)  
Operational Change Request (OCR) Form 
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Attachment 019 - 2 
Page 4 of 12 

Water Supply & Treatment Division (WS&TD)  
Operational Change Request (OCR) Form 
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Attachment 019 - 2 
Page 5 of 12 

Water Supply & Treatment Division (WS&TD)  
Operational Change Request (OCR) Form 
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Attachment 019 - 2 
Page 6 of 12 

Water Supply & Treatment Division (WS&TD)  
Operational Change Request (OCR) Form 
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Attachment 019 - 2 
Page 7 of 12 

Water Supply & Treatment Division (WS&TD)  
Operational Change Request (OCR) Form 
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Attachment 019 - 2 
Page 8 of 12 

Water Supply & Treatment Division (WS&TD)  
Operational Change Request (OCR) Form 
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Attachment 019 - 2 
Page 9 of 12 

Water Supply & Treatment Division (WS&TD)  
Operational Change Request (OCR) Form 
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Attachment 019 - 2 
Page 10 of 12 

Water Supply & Treatment Division (WS&TD)  
Operational Change Request (OCR) Form 
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Attachment 019 - 2 
Page 11 of 12 

Water Supply & Treatment Division (WS&TD)  
Operational Change Request (OCR) Form 
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Attachment 019 - 2 
Page 12 of 12 

Water Supply & Treatment Division (WS&TD)  
Operational Change Request (OCR) Form 
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Attachment 019 - 3 
Page 1 of 3 

Hetch Hetchy Water & Power (HHWP) Operational Change 
Request (OCR) Shutdown Approval Procedure Form 

 
SHUTDOWN APPROVAL PROCEDURE          

 
The purpose of this document is to prescribe the procedure that is to be followed in order to shutdown any 
portion of the Water and Power transmission and delivery system within the Hetch Hetchy Operation 
System. 
 
The person/section proposing a shutdown needs to prepare a “Proposed Shutdown Planning Checklist.”  
(Copy attached)  It is to be filled in as completely as possible and circulated to the appropriate reviewers 
for their comments and concurrence. 
 
After the checklist has been completed, the entire package is to be submitted to the Superintendent of 
Operations for review and approval.  As more information and details become available, they are to be 
amended to the original checklist.  Significant changes and changes in the overall schedule will require 
supplementary review and approval. 
 
 
FACILITY (IES) AND DATE TO BE SHUTDOWN: 
 
 
 
 
 
  
PROPONENT: 
 
 

 Phone No.:   
 
 
APPROVAL: 
 
 
Superintendent of Operations:    

 
 Date:  
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Attachment 019 - 3 
Page 2 of 3 

Hetch Hetchy Water & Power (HHWP) 
Operational Change Request (OCR) Shutdown Approval Procedure Form 

 
SHUTDOWN PLANNING CHECKLIST 

 
FACILITY (IES) TO BE SHUTDOWN:  
 
 
 
PROPONENT: 
 
  Phone No.:    
 
 
SHUTDOWN COORDINATOR: 
 
  Phone No.:    
 
 
OBJECTIVE(s) OF THIS SHUTDOWN: WORK ORDER NUMBER:   
 
 
 
 
REVIEWERS: 
 

  

 Does Not 
Apply 

 OK  See Attached 
Comments 

 Serious 
Difficulties 

 Reviewer’s  
Signature 

Resource Planning  
 

 
 

 
 

 
 

 

Maintenance Engineer  
 

 
 

 
 

 
 

 

Environmental  
 

 
 

 
 

 
 

 
M&R Water Operations 
Maintenance  

 
 

 
 

 
 

 
 

Electrical  
 

 
 

 
 

 
 

 

Safety  
 

 
 

 
 

 
 

 

Machine Shop  
 

 
 

 
 

 
 

 

CMB  
 

 
 

 
 

 
 

 

Water Quality  
 

 
 

 
 

 
 

 
Water Supply & 
Treatment  
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Attachment 019 - 3 
Page 3 of 3 

Hetch Hetchy Water & Power (HHWP) 
Operational Change Request (OCR) Shutdown Approval Procedure Form 

 
SHUTDOWN PLANNING CHECKLIST 

 
COORDINATION MEETING: 

A shutdown coordination meeting(s) shall be held of all interested and affected parties to ensure that proper 
planning, scheduling and coordination is being achieved.  Multiple meetings will be held if necessary – 
particularly for complex jobs involving key facilities. 

KEY CONTACTS: 
List the key contact person(s) for the various bureaus, sections and/or divisions. 

 
Person  Section, 

Division, Etc. 
 Office Phone  Page Number  Cellular 

Number 
 Radio # 

           

 
IMPACTS AND LIMITATIONS THIS SHUTDOWN WILL HAVE UPON THE SYSTEM: 

(Attach separate sheet if necessary) 
 
 

 
BASIC PLAN: 
 

• Attach separate sheet(s) outlining in a general chronological order the various activities of work to be performed, when, 
how and by whom. 

• Include contingency plans for maintaining service if certain key components of the system fail during this shutdown. 
• Include a work-around plan that includes a plan for a given WSIP shutdown in case this shutdown needs to be 

rescheduled.  A given shutdown may affect other WSIP critical shutdowns that cannot be rescheduled.  Critical 
shutdowns such as the CRT, CSB Tunnel, and the BDPLs take precedence over other shutdowns.  The project teams 
need to provide options for allowing the Contractor to continue construction activities even though the shutdown 
window for a given contract has been delayed. 

• Include estimates of time and resources it will take to return the shutdowned facility to service if need be in case of an 
emergency. 

• Identify safety and/or environmental issues that require review and/or technical assistance. 
• What activities need to be mitigated; what measures (be specific) will be undertaken to mitigate those activities. 
• What agencies/groups need to be notified?  What permits are required? 
• List all equipment, materials, manpower and other resources need to perform the work.  Are they available?  If not, 

how will they be obtained?  Will overtime be required? 
• Identify those unknowns that may adversely affect the performance of the work as planned.  List all assumptions that 

are being made. 
• If appropriate, attach drawing(s) and/or map(s) showing the area where the work is to be performed, the work to be 

performed, configurations of the system and/or anything else that might be pertinent. 
ACTIVITY/TASK LIST: 

Attach separate sheet(s), being as specific as possible, enumerating each and every activity and task necessary to be 
performed.  If possible, this listing should include the person responsible for supervising the activity, time/dates of when the 
activity is to be performed, the person(s) responsible for performing the activity and the work order number(s) covering the 
activity. 

SCHEDULE/TIMELINE: 
Attach a timeline schedule showing the major phases of work to be performed and the dependency of any one phase of the 
work upon any other phase(s) of work. 
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Attachment 019 - 4 
Page 1 of 4 

City Distribution Division (CDD) Operational Change Request (OCR) 
(Out of Service/Return to Service Record) - Form 
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Attachment 019 - 4 
Page 2 of 4 

City Distribution Division (CDD) Operational Change Request (OCR) 
(Out of Service/Return to Service Record) - Form 
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Attachment 019 - 4 
Page 3 of 4 

City Distribution Division (CDD) Operational Change Request (OCR) 
(Out of Service/Return to Service Record) - Form 
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ATTACHMENT 019 - 4 
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City Distribution Division (CDD) Operational Change Request (OCR) 
(Out of Service/Return to Service Record) - Form 
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Attachment 019 - 5 
Shutdown/Specific Condition Event Summary Report Format 

 
SHUTDOWN  SUMMARY  REPORT 

 
This form is to be prepared by the Shutdown Coordinator to document the results of the shutdown and 
prepare a Lessons Learned Summary for possible use on future shutdowns.  The results are to be shared 
with concerned CM and Operations Personnel. 
 
SHUTDOWN CONTROL NUMBER:  _________________________________ 
PROJECT AND CONTRACT NUMBER:  ______________________________ 
PROJECT CM:  __________________________________________________ 
OPERATIONS REPRESENTATIVE:  _________________________________ 
FAILITY SHUTDOWN:  ____________________________________________ 
PURPOSE:  _____________________________________________________ 
SCHEDULED START:  ____________________________________________ 
ACTUAL START:  ________________________________________________ 
SCHEDULED COMPLETION:  ______________________________________ 
ACTUAL COMPLETION:  __________________________________________ 
SCHEDULED DURATION:  _________________________________________ 
ACTUAL DURATION:  _____________________________________________ 
ESTIMATED INTRUSION:  __________________________________________ 
ACTUAL INTRUSION:  _____________________________________________ 
TYPE DECHLORINATION:  _________________________________________ 
DISCHARGE PROBLEM:  __________________________________________ 
SIGNIFICANT CHANGES FROM PLAN:  ______________________________ 
WHAT SHOULD HAVE BEEN DONE DIFFERENTLY?  ___________________ 
________________________________________________________________ 
 
WHAT WERE THE LESSONS LEARNED?  ____________________________ 
________________________________________________________________ 
 
Prepared and Submitted by:  _______________________________________ 
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Attachment 019 - 6 
Monthly Revision of Master System Shutdown/Specific 

Condition Schedule Flowchart 
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Attachment 019 - 7 
Page 1 of 18 

SFPUC LOCKOUT/TAGOUT Program 
 

 
 

  



 
SFPUC Infrastructure CM Procedure No. 019, Rev. 1, Page 48 of 110 

Attachment 019 - 7 
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SFPUC LOCKOUT/TAGOUT Program 
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Attachment 019 - 7 
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