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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 Safe Dams Operating Permit.  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 Safe Dams Operating Permit.  Additional processes and/or irregular conditions that could be involved with the Safe Dams Operating Permit will be considered independently of this SOP.

The Safe Dams Act requires every dam to have an operating permit.  To obtain this permit, the dam owner (permittee) must submit an application and pay an inspection fee.  Watershed district dams are exempt from the fee requirement.  The Department must inspect the dam and either disapprove the application or issue an operating permit within sixty days of receipt of the application.  Operating permits are issued for one, two or three years, based on the hazard category.  The Department generally initiates the permitting process by scheduling a dam inspection and sending the dam owner an application and invoice for the inspection fee.

Section 2:   STATUTORY AND REGULATORY AUTHORITY FOR PROCESS

2.1
Tennessee Statutory Authority

· T.C.A. Section 69-12-101 et seq.

2.2
Tennessee Regulatory Authority

· Chapter 1200-5-7

2.3
Federal Statutory Authority

· Not Applicable

2.4
Federal Regulatory Authority

· Not Applicable

2.5
Applicable Division Policy

· Memo on Inspection Frequencies Based on Hazard Potential Category

Section 3:   DEFINITION OF TERMS

“CO” means Central Office.

“EAC” means a regional environmental assistance center office with the Department of Environment and Conservation.

“EPS” means Environmental Protection Specialist with the Department of Environment and 

Conservation.

“ES” means Environmental Specialist with the Department of Environment and Conservation.

“Permit” means a Certificate of Approval and Safety as specified in the Safe Dams Act.

“Permittee” means the dam owner as defined in the Safe Dams Act and the Tennessee Rules.

Additional definitions may be found in Tennessee Rules, Chapter 1200-5-7-.02, Definitions, and in Chapter 1200-5-7-.05, Classification of Dams.

Section 4:   PROCESS FLOW DIAGRAM

(This portion shall be completed in SmartDraw®, copied, and pasted into this section)

Section 5:   PROCESS CHECKLIST

STEP #
ACTIVITY
DATE/INITIAL
MANDATED DUE DATE

1
Notice of inspection sent to permittee

Application and fee due from owner within 30 days w/ additional 15 day grace period

2
Copy of notice of inspection letter received



3
Notice of inspection processed



4
Fee invoice processed



5
Completed application and fee received



6
Fee payment processed



7
Application processed



8
Dam inspection conducted



9
Inspection report written

Inspection reports should be sent out within two weeks of inspection

10
Dam in violation; NOV sent to permittee

Permit must either be issued or denied within 60 days of receipt of completed application

11
Dam in compliance; compliance letter sent to permittee



12
Inspection report received



13
Supervisory review of report made



14
Inspection report results processed



15
Certificate of Approval and Safety prepared



16
Cover letter signed



17
Certificate of Approval and Safety signed



18
Certificate issued



Section 6:   PROCESS PROCEDURES

Responsible Person
Steps

Environmental Assistance Center (EAC) Environmental Protection Specialist (EPS)
1. Send notice of inspection prior to expiration of permit.

· Write notice of inspection letter (Appendix B)

· Attach either an Application for Certificate of Approval and Safety, long form, or a Renewal Application, short form, (Appendix C) and Invoice for Inspection Fee (Appendix D) to be returned within thirty (30) days of receipt

· Send letter, application and fee invoice to permittee (dam owner), go to step 8

· Send a copy of notice of inspection letter and Request for Journal Voucher for Dam Safety Inspection Memo (Appendix D) to Central Office Clerk, go to step 2

· NOTE:  fee invoice is required unless dam is owned by a watershed management district or this is the first inspection after the dam was constructed

· NOTE:  journal voucher memo is for internal use when the dam owner is another state agency

Level of Effort for this step:  0.3 hours (actual historical time based on typical experience)



Central Office (CO) Clerk
2.  Receive notice of inspection.

· Date stamp letter and forward to CO ES, go to step 3

Level of Effort for this step:  0.1 hours (actual historical time)



CO Environmental Specialist (ES)
3.  Process notice of inspection.

· Input into computer database for tracking the date that application and fee are requested and date inspection is scheduled

· File application

· Forward invoice to fee processor, go to step 4

Level of Effort for this step:  0.2 hours (actual historical time)



CO Fee Processor
4.  Process invoice.

· Log invoice information for tracking

· <END>

Level of Effort for this step:  0.1 hours (actual historical time)



CO Clerk
5.  Receive application and fee from applicant.

· Date stamp application

· Log fee information and deposit fee, go to step 6

· Forward application and fee information to central office ES through Safe Dams Chief, go to step 7

Level of Effort for this step:  0.2 hours (actual historical time)



CO Fee Processor
6.  Process fee.

· Match fee payment with invoice information in database

· Log fee payment into database

· <END>

Level of Effort for this step:  0.1 hours (actual historical time)



CO ES
7.  Process application.

· Assign application number

· Enter application and fee information into database

· Send copy of application and fee information to EAC file

· <END>

Level of Effort for this step:  0.3 hours (actual historical time)



EAC EPS
8.  Conduct dam inspection.

· Use either the Inspection Report - Dam and Appurtenant Works or Inspection Report - Concrete Dam and Appurtenant Works checklists (Appendix D) as a guide during dam inspection

· Appropriate equipment such as range pole, survey equipment, well sounder, etc. are used

· Take pictures if needed

· Take any necessary measurements of the spillway or other dam parts

· Check the downstream area to determine if the hazard potential category is correct

· Go to step 9

Level of Effort for this step:  4.0 hours per dam average (ranges from 2 hours to 8 hours, including driving time, depending on location and size of dam)



EAC EPS
9.  Write inspection report.

· Document inspection results with inspection report (Appendix D)

· Make copies of inspection report

· If dam is in violation, go to step 10

· If dam is in compliance, go to step 11

Level of Effort for this step:  1.5 hours (actual historical time)



EAC EPS
10.  Send Notice of Violation to permittee.

· Prepare Deficiency Letter (NOV) (Appendix B), explaining why dam is in violation and that operating permit cannot be issued

· NOV contains compliance deadlines

· NOV letter and copy of inspection report are sent certified mail to the permittee

· When deficiencies are corrected by permittee, go back to step 8

· Send copies of the deficiency letter and the inspection report to the CO Clerk, go to step 12

Level of Effort for this step:  0.3 hours (actual historical time)



EAC EPS
11.  Send letter of compliance to permittee.

· Prepare Inspection Report Cover Letter (Appendix B) when dam is in compliance and operating permit can be issued upon receipt of application and appropriate fee in the Central Office

· Specify any minor repairs needed on the dam in the compliance letter

· Mail the compliance letter and a copy of the inspection report to the permittee

· Prepare a draft of the Certificate of Approval and Safety (Appendix D)

· Send copies of the inspection report cover letter, the inspection report and the draft certificate to the CO Clerk, go to step 12

Level of Effort for this step:  0.3 hours (actual historical time)



CO Clerk
12.  Receive inspection report.

· Date stamp report

· Forward inspection report to CO Safe Dams Chief, go to step 13

Level of Effort for this step:  0.1 hours (actual historical time)



CO Safe Dams Chief
13.  Review inspection report.

· Review inspection report details and cover letter (either compliance or non-compliance)

· Call EAC EPS for clarification, correction of mistakes, or to discuss findings

· Forward inspection report to CO ES

Level of Effort for this step:  0.2 hours (actual historical time)



CO ES
14.  Process inspection report.

· Input results of inspection into database

· Compliance deadlines are input for dams in violation

· Permit information is input for dams in compliance

Level of Effort for this step:  0.3 hours (actual historical time)



CO ES
15.  Prepare dam operating permit.

· Use draft certificate information to have final Certificate of Approval and Safety typed

· Prepare Approval Letter (Appendix B)

· Forward final certificate and cover letter to CO Safe Dams Chief

Level of Effort for this step:  0.2 hours (actual historical time)



CO Safe Dams Chief
16.  Sign cover letter.

· Review final certificate of approval and safety and cover letter

· Sign cover letter

· Forward certificate and cover letter to Division Director

Level of Effort for this step:  0.1 hours (actual historical time)



Division Director
17.  Sign Certificate of Approval and Safety.

· Review final certificate of approval and safety and cover letter

· Sign Certificate of Approval and Safety on behalf of the Commissioner

· Forward Certificate of Approval and Safety and cover letter to CO Clerk

Level of Effort for this step:  0.1 hours (actual historical time)



CO Clerk
18.  Issue Certificate of Approval and Safety.

· Make copies of certificate and cover letter

· Mail Certificate of Approval and Safety and cover letter to permittee

· Mail copy of certificate and cover letter to EAC

Level of Effort for this step:  0.2 hours (actual historical time)
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