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Section 1:   INTRODUCTION

The purpose of this Standard Operating Procedure guide is to provide a consolidated reference document for use in training and orientation of employees.  This guide will also be a useful reference tool for more experienced employees.  The SOP identifies the technical information and application requirements for the initial licensing of water well drillers and installers. (Name of process here)  This SOP will delineate all steps in the process, including responsible personnel, and approximate process milestones.  Additional information includes statute and rule authorization, a process flow chart, and supporting documentation (when necessary).  This SOP is only intended to describe routine conditions normally encountered with the initial licensing process.  Additional processes and/or irregular conditions that could be involved with licensing of drillers and installers will be considered independently of this SOP.

Persons drilling water wells, installing water well pumps for use in withdrawing or obtaining ground water, or engaging in the business of installing water filters and water treatment devices on wells within the State of Tennessee must annually obtain a water well driller’s or installer’s license from the Division of Water Supply.  All licenses expire each July 31st and must be renewed thereafter.  Applicants must make a minimum score on both the general exam and the specialty exam before they can be scheduled for an oral exam before the Board of Ground Water Management.

Regular meetings of the Board are held in Nashville on or about January 15, April 15, July 15, and October 15.  Test dates for the written portion of the two-part exam are usually scheduled within forty days of the next scheduled board meeting.  Applicants must also provide evidence that he or she has had at least two years experience within the last five years doing the type of work for which they are applying for a license.  Applicants who pass both the written exam and the interview with the board are recommended to the Commissioner of Environment and Conservation for a license.

Section 2:   STATUTORY AND REGULATORY AUTHORITY FOR PROCESS

2.1 
Tennessee Statutory Authority

· T.C.A. Section 69-11-102, Well Driller and Installers License Required

2.2
Tennessee Regulatory Authority

· Chapter 1200-4-9-.02 through 1200-4-9-.09

2.3
Federal Statutory Authority

· Not Applicable

2.4
Federal Regulatory Authority

· Not Applicable

2.5
Applicable Division Policy

· Not Applicable

Section 3:   DEFINITION OF TERMS

Rule 1200-4-9-.01, DEFINITION OF TERMS.  The following terms as used in this Chapter shall have the following meanings, unless the context clearly indicates otherwise:

“Act” means the Water Wells Act as amended (T.C.A. 69-11-101 et. seq.).

“Aquifer” means a geologic formation, a group of such formations, or a part of a formation that will yield

usable quantities of water to wells.

“Artesian” means groundwater confined under sufficient hydrostatic pressure to rise above the aquifer

containing it.

“Beneficial Use” means application of a resource to a purpose that produces economic or other benefits,

tangible or intangible, economic or otherwise, such as procurement of water for domestic, industrial,

agricultural or municipal water supplies.

“Bentonite” means a clay derived from volcanic ash consisting of at least 85% sodium montmorillonite. 

Bentonite is available in the following forms:


(a)   “Bentonite granules” means 8 mesh pure bentonite, without additives.


(b)  “Bentonite pellets” means commercially manufactured tablets made by compressing pure bentonite, without additives, into forms greater than 1/4” in size.


(c)   “Bentonite chips” means commercially processed angular fragments of pure bentonite 
without additives.

“Board” means the Tennessee Ground Water Management Board or its successor, unless otherwise

indicated.

“Borehole” means the cylindrical opening created by the action of a drill or auger as it penetrates the

subsurface.

“Casing” means pipe or tubing, constructed of specified materials and having specified dimensions and

weights, that is installed in a borehole during or after completion of the borehole to support the side of the

hole and thereby prevent caving, to allow completion of the well, to prevent formation material from

entering the well, and to prevent entry of undesirable water into the well.

“Commissioner” means the Commissioner of the Department of Environment and Conservation, his duly

authorized representative and, in the event of his absence or a vacancy in the office of Commissioner, the

Deputy Commissioner.

“Consolidated rock” means rock that is firm and coherent, solidified or cemented, such as granite, gneiss,

limestone, slate or sandstone, which has not been decomposed by weathering.

“Contamination” means the act of introducing into water foreign materials of such nature, quality, and

quantity as to cause degradation of the quality of the water.

“Department” means the Department of Environment and Conservation.

“Director” means the Director of the Tennessee Division of Water Supply.

“Domestic use” means the use of water for drinking, bathing, or culinary purposes.

“Driller” means any person who manages or supervises the digging, drilling, or redrilling of a water well.

“Grout” shall mean and include any or all of the following:


(a)  “Neat cement grout” means a mixture of not more than six (6) gallons of clear water per 94-pound bag of portland cement.  Up to five (5) percent, by weight, of bentonitic clay may be used to improve flow and reduce shrinkage.  An additional one and three tenths (1.3) gallons of water may be used for each two (2) pounds of bentonite added.


(b)  “Sand cement group” means a mixture of not more than two (2) parts sand and one (1) part cement and not more than six (6) gallons of clear water per 94-pound bag of portland cement.


(c)  “Concrete grout” means a mixture of not more than two (2) parts gravel to one (1) part cement and not more than six (6) gallons of clear water per 94-pound bag of portland cement.  One hundred percent of the gravel must pass through a one-half inch mesh screen.


(d)  “Bentonite grout” means a slurry mixture of coarsely ground bentonite and fresh water or water pretreated with an anionic polymer.

“Installation of pumps” means the procedure employed in the placement and preparation for operation of

pumps and pumping equipment, including all construction involved in making entrances to the well and

establishing seals.

“Installer” means any person who installs or repairs water well pumps or who installs filters or other water

treatment devices on ground water sources.

“Liner casing” means pipe that is installed inside a completed and cased well for the purpose of sealing off

undesirable water or for repairing ruptured or punctured casing or screens.

“Log” means a record of the geologic formation(s) penetrated in the drilling of a water well.

“Overburden” means unconsolidated earth material that overlies consolidated rock material.

“Person” means any individual, group, partnership, association, organization, corporation or any

combination of them.

“Pit” means a cavity or hole in the ground, the bottom of which is below the level of the surrounding turf.

“Pitless Adapter” or “pitless unit” means a device specifically manufactured for the purpose of allowing

lateral below-ground connection between a well and plumbing appurtenances.

“Potable water” means water that is not brackish or saline and does not contain chemical constituents in

such quantity or type as to render the water unsafe, harmful or generally unsuitable for human

consumption.

“Production of water” means withdrawing water from the ground for the purposes of locating, testing,

evaluating or developing a ground-water supply from any aquifer for beneficial use.


(a)  Wells for the production of water include, but are not limited to, the following:


1.  Borings that are used to locate, divert, withdraw, develop or manage ground water supplies for beneficial uses.


2.  Test holes drilled to determine the availability of water supplies for beneficial uses.


3.  Wells drilled to supply water for ground coupled heat pumps and air conditioners.


(b)
The following are not wells for the “production of water”, as used in these rules.



1.  Post holes.


2.  An excavation for the purpose of obtaining or prospecting for oil, natural gas, minerals other than water, products of mining and quarrying.


3.  Injection wells regulated under Chapter 1200-4-6 of the rules of the Water Quality Control Board.



4.  Cathodic protection wells.



5.  Wells used for dewatering purposes in construction work.


6.  Monitor wells, geotechnical test borings and piezometers that are regulated by rules of the Water Quality Control Board or otherwise by the Department.



7.  Ponds, pits, sumps and drainage trenches.



8.  Contaminant recovery wells otherwise regulated by the Department.

“Pumps” and “pumping equipment” means any equipment or materials utilized or intended for use in

withdrawing or obtaining ground-water, including well seals.

“Recovery well” means any well constructed for the purpose of removing contaminated ground water or

other liquids from the subsurface.

“Repair” means work involved in deepening, reaming, sealing, installing, or changing casing depths,

perforating, screening, or cleaning, acidizing, or redevelopment of a well excavation, or any other work

which results in breaking or opening a well seal.

“Standard Dimension Ratio (SDR)” means the quotient obtained when the outside diameter of

thermoplastic well casing is divided by the wall thickness.

“Static water level” means the level at which the water stands in the well when the well is not being pumped

and is expressed as the distance from a fixed reference point to the water level in the well.

“Supervision” means the act of overseeing, directing and managing workers engaged in the business of

constructing wells or installing pumps or installing water treatment equipment on well or spring supplies.

“Well” or “water well” means a hole drilled, re-drilled or dug into the earth, by boring or otherwise, for the

production of water.

“Well construction” means all acts necessary to construct wells for the production of water including but

not limited to the location and excavation of the well; placement of casings, screens and fittings;

development and testing.

“Well development” means the procedures used to remove mud or fine material from the drilled borehole,

correct any damage to the aquifer that occurred during drilling and improve the water passageways into the

well from the aquifer.

“Well driller” or “water-well contractor” means any individual, firm or corporation engaged in the business

of constructing wells.

“Well head” means the upper terminal of the well including adapters, ports, valves, seals, and other

attachments.

“Well seal” means an approved arrangement or device used to cap a well or to establish and maintain a

junction between the casing of a well and the piping or equipment installed therein, the purpose or function

of which is to prevent pollutants from entering the well at the upper terminal.

Section 4:   PROCESS FLOW DIAGRAM

(This portion shall be completed in SmartDraw®)

Section 5:   PROCESS CHECKLIST

STEP #
ACTIVITY
DATE/INITIAL
MANDATED DUE DATE

1
Application package sent out



2
Application received at front desk



3
Application reviewed, additional information requested



4
Applicant checked for criteria to become licensed



5
Written test date confirmed



6
Applicant notified by letter of test date schedules



7
Applicant notified WWP staff concerning test date



8
Written test given in EAC



9
Test sheets sent to NGWA to be graded



10
Test grades returned by NGWA to WWP staff



11
Applicant notified by certified mail license refused



12
Board notified of application



13
Applicant notified of oral exam date



14
Application sent to Board members to review before meeting



15
Oral exam conducted



16
Board minutes generated, information sent to Commissioner



17
Pass/fail information received from Commissioner



18
Applicant sent license denial letter



19
Applicant sent license certificate and billfold cards



Section 6:   PROCESS PROCEDURES

Responsible Person
Steps

Central Office (CO) Water Well Program (WWP) Environmental Specialist (ES)
1. Application package sent to person making request.

· Package includes cover letter (Appendix B), application form (Appendix C), a copy of the Law (Chapter 11), a copy of Chapter 1200-4-9 of the Tennessee regulations, Tennessee Water Well Driller Reports form letter and Submersible Pump Information form letter (Appendix B), and Instructions for Completion of Tennessee Water Well Record form, Tennessee Water Well Drillers Report, National Ground Water Association Contractor Certification - Study Guide and Resource List and National Water Well Association Certification Test Primer (Appendix D)

· Mail package to person making request

Level of Effort for this step:  0.5 hours (from experience)



CO WWP Front Desk
2. Receive application.

· Application form is date stamped

· Fee is deposited

· Application is routed to the Water Well Program Manager

Level of Effort for this step:  0.1 hours (from experience)



CO WWP Manager
3. Conduct general review.

· Review application for proper fee receipt, date application received and completeness

· If application is incomplete, prepare letter specifying additional information needed

· 3a.  Mail incomplete letter to applicant.  When additional information received, go back to step 2

· If application is complete, go to step 4

Level of Effort for this step:  0.5 hours (from experience)



CO WWP Manager
4. Review application for licensing criteria.

· Tennessee Rule, Chapter 1200-4-9 specifies requirements to qualify for licensing

· Check the application information against the rule requirements for compliance

· If applicant fails to meet the licensing criteria, prepare form letter denying license

· If there is reason or concern that the denial will cause backlash, have Division Director sign letter

· If reason for denial is straightforward, Manager signs letter

· 4a.  Mail denial letter to applicant.  If applicant provides additional information showing they meet the licensing criteria, go back to step 4

· If applicant meets the licensing criteria go to step 5

Level of Effort for this step:  1.0 hours(from experience)



CO WWP Manager
5. Confirm written test dates.

· Written tests are held in Jackson, Nashville and Knoxville

· Phone appropriate Environmental Assistance Center (EAC) WWP staff to schedule test date, time, location

· 5a.  Confirm test date information with EAC staff

· Go to step 6

Level of Effort for this step:  0.5 hours (from experience)



CO WWP Manager
6. Notify applicant of test date information.

· Write letter verifying written test schedule to applicant

· Mail letter to applicant

· 6a.  Send copy of letter to EAC

· 6b.  Applicant calls CO WWP Manager to confirm where applicant will take the written test

· 6c.  Call EAC WWP staff to inform where applicant will take written test

Level of Effort for this step:  0.5 hours (from experience)



EAC Geologist
7. Written licensing exam is given to applicant.

· National Ground Water Association (NGWA) test is used

Level of Effort for this step:  4.0 hours (from experience)



EAC Geologist
8. Test results forwarded to CO.

· Copy of test answer sheets is kept in EAC file

· Mail written test answer sheets to CO WWP Manager

Level of Effort for this step:  0.5 hours (from experience)



CO WWP Manager
9. Written test answer sheets are sent to NGWA for grading.

· Copy of test answer sheets is kept in applicant’s file in CO

· Mail original written test answer sheets to the NGWA

Level of Effort for this step:  0.5 hours (from experience)



CO WWP Manager
10. Receive test grades from NGWA.

· Record test scores on application

· If test is failed, go to step 11

· If test is passed, go to step 12

Level of Effort for this step:  0.5 hours (from experience)



CO WWP Manager
11. License is denied.

· Based on applicant’s failure to pass written test, license is denied

· Write and sign license denial letter

· Mail denial letter by certified mail to applicant

· If applicant appeals denial, go to separate appeal process

Level of Effort for this step:  0.5 hours (from experience)



CO WWP Manager
12. Contact Board to schedule applicant interviews.

· Phone each of the three Board members

· Coordinate a date for the applicant interview with the Board

· Generate sunshine notice of the Board meeting at least thirty (30) days prior to the scheduled meeting date

Level of Effort for this step:  1.0 hours (from experience)



CO WWP Manager
13. Notify applicant of interview date.

· Applicants who passed the written test must appear before the Board of Ground Water Management for an interview

· Write letter specifying date, time, place of interview

· Mail letter to applicant

Level of Effort for this step:  0.5 hours (from experience)



CO WWP Manager
14. Send applications to Board to review.

· Mail a copy of the application to each Board member

Level of Effort for this step:  0.5 hours (from experience)



Board of Ground Water Management
15. Receive and review applications.

· Review application information prior to interview date

Level of Effort for this step:  0.5 hours (from experience)



Board of Ground Water Management
16. Conduct interview.

· Interview for thirty minutes each applicant who passed the written test

· Ask questions regarding experience and general knowledge of skills needed

· Decide on issuance or denial of license based on responses obtained during interview

Level of Effort for this step:  1.0 hours (from experience)



Board of Ground Water Management
17. Generate minutes of Board meeting.

· Prepare minutes of Board meeting

· Advise Commissioner on issuance of licenses based on results of written exam and interview

· For applicant which the Board recommends not to issue license, draft letter of denial for Commissioner’s signature

· For applicant which the Board recommends issuance of license, prepare license certificate, billfold cards and cover letter for Commissioner’s signature

· 17a.  Send copy of minutes and denial/approval information to Commissioner

Level of Effort for this step:  4.0 hours (from experience)



Commissioner
18. Review licensing recommendations.

· If decision is to deny license, sign denial letter

· If decision is to issue license, sign cover letter, certificate and billfold cards

· Send all information back to CO WWP Manager, steps 19 and 20

Level of Effort for this step:  0.5 hours (from experience)



CO WWP Support Staff
19. License denied.

· Copy the denial letter for the central office file

· Copy the denial letter for the EAC file

· Mail the copy to the EAC

· Mail by certified mail the license denial letter to the applicant.  If applicant appeals license denial, go to separate appeal process

Level of Effort for this step:  0.5 hours (from experience)



CO WWP Support Staff
20. License issued.

· Copy the license information for the central office file

· Copy the license information for the EAC file

· Mail the license information to the EAC

· Mail the license information to the applicant

Level of Effort for this step:  0.5 hours (from experience)
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