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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 construction permit process.  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 safe dams construction permitting.  Additional processes and/or irregular conditions that could be involved with safe dams construction will be considered independently of this SOP.

The Tennessee Safe Dams Act requires permit authorization prior to every new dam construction.  To obtain this permit, the dam owner must submit an application and plans review fee, and have a professional engineer, licensed in Tennessee, submit four copies of the plans and specifications. The owner must also submit at least two copies of an engineering report containing all the information on which the design is based.  The Department must disapprove an application or issue a permit within sixty days of the initial application; however, an applicant for a construction permit has eighteen months from the application date to submit additional information or to amend plans to meet the regulatory requirements.

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

· Not Applicable

Section 3:   DEFINITION OF TERMS

“ARAP” means Aquatic Resources Alteration Permit issued by the Division of Water Pollution Control – Natural Resources Section

“CO” means Central Office

“DWPC” means the Division of Water Pollution Control – Natural Resources Section

“EAC” means the regional environmental assistance centers of the Department of Environment and Conservation

“EAP” means Emergency Action Plan

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

Conservation.

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

“HPC” means Hazard Potential Category as defined in the rules and regulations.

“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 in the Tennessee Rules.

Definitions for other terms may also be found in T.C.A., Section 69-12-102 and in Tennessee Rules, Chapter 1200-5-7-.02.

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
Application, fee, plans and specifications received



2
Fee payment logged in



3
Application and plans reviewed and one copy of each forwarded to DWPC



4
Application processed



5
Site visit conducted



6
Documentation of site visit received



7
Plans review conducted



8
Deficiency letter sent to engineer



9
Permit denied in coordination with DWPC

Applicant has 18 months from date application is received to get plans in approvable condition or application expires

10
Plans are approved; draft permit prepared, ARAP and set of plans received from DWPC



11
Certificate and cover letter prepared for signatures and ARAP from DWPC attached



12
Cover letter signed



13
Certificate signed



14
Certificate, ARAP, and cover letter mailed to permittee; approved plans mailed to engineer





Section 6:   PROCESS PROCEDURES

Responsible Person
Steps

Central Office (CO) Clerk
1.  Receive combines Safe Dams/ARAP application, fees, and plans and specifications.

· Date stamp application (Appendix C)

· Log fee information into database and deposit fee

· Forward fee information to CO Fee Processor, go to step 2

· Forward application, fee information, plans and specifications to CO Environmental Protection Specialist (EPS) or Safe Dams Chief, go to step 3

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



CO Fee Processor
2.  Process fee.

· Log fee payment into database

· <END>

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



CO Safe Dams Chief or EPS
3.  Initiate plans review.

· Review application and fee payment information for accuracy

· Forward application and fee information to CO ES, go to step 4

· Send one set of plans and copy of application to DWPC

· Request by phone for EAC EPS to make a site visit with DWPC staff and a preliminary determination of the Hazard Potential Category (HPC), go to step 5

· Send dam location information to EAC EPS, go to step 5

· Begin review of engineering report, plans, and specifications

Level of Effort for this step:  0.5 hours (actual historical time)



Central Office ES
4.  Process application.

· Assign dam an ID number

· Assign an application number

· Enter application and fee information into Safe Dams database

· Send copy of application to EAC

· <END>

Level of Effort for this step:  0.4 hours (actual historical time)



EAC EPS
5.  Conduct site visit.

· Go to site with DWPC staff - meet design engineer and/or permittee there, if possible

· Review site for any indications of unsuitable characteristics for dam construction; use checklist

· Review downstream area and determine preliminary HPC

· Go to step 6

Level of Effort for this step:  4.0 hours (varies from 2.0 hours to 8.0 hours depending on location of dam and complexity of downstream flood plain)



EAC EPS
6.  Document findings of site visit.

· Write memo to CO Safe Dams Chief documenting results of site visit, including assignment of HPC and a brief summary of DWPC determination, if available

· Send memo to CO Safe Dams Chief or CO EPS

· Go to step 7

Level of Effort for this step:  0.5 hours (actual historical time)



CO Safe Dams Chief or EPS
7.  Complete plans review.

· Plans are reviewed according to Checklist for Plans and Specifications (Appendix D)

· Calculations are reviewed for correctness

· Geotechnical report/stability analysis reviewed (optional for HPC-3 dams)

· Hydrology/hydraulics reviewed to evaluate dam’s ability to pass required rainfall without overtopping

· Breach analysis reviewed (optional for HPC-3 dams)

· For HPC-1 dams, Emergency Action Plan w/ map of floodplain is reviewed

· If plans have deficiencies, go to step 8

· If plans are acceptable, go to step 10

Level of Effort for this step:  15.0 hours (can vary considerably depending on complexity of plans)



CO Safe Dams Chief or EPS
8.  Write deficiency letter.

· Letter written and sent certified mail to engineer listing questions or deficiencies in plans, noting that comments only apply to Safe Dams requirements

· Send copy of deficiency letter to permittee

· Send copy of deficiency letter to EAC

· If applicant submits revisions, go back to step 7

· If applicant does not submit revisions, go to step 9

Level of Effort for this step:  0.5 hours (varies from 0.25 to 1.0 hour depending on number of deficiencies)



CO Safe Dams Chief or EPS
9.  Deny permit.

· If plans are not revised satisfactorily or additional information is not submitted within 18 months from the receipt of the application, or if ARAP application is denied, the application must be denied – denial coordinated with DWPC

· Letter written and sent certified mail notifying engineer of denial of the permit

· Copy  of permit denial letter is sent to permittee

· Copy of permit denial letter is sent to EAC

· Copy of permit denial letter is sent to DWPC

· <END>

Level of Effort for this step:  0.5 hours (actual historical time)



CO Safe Dams Chief or EPS
10.  Approve dam construction plans.

· Approval coordinated with DWPC-ARAP

· Each page of plans and first page of specifications are stamped and signed by the Safe Dams Chief or designated Central Office EPS

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

· Forward draft certificate, approved plans and specifications to Central Office ES, go to step 11

Level of Effort for this step:  0.5 hours (varies from 0.25 to 1.0 hour depending on size of plans)



CO ES
11.  Prepare dam construction approval.

· Input certificate of approval and safety information into computer database

· Type Certificate of Approval and Safety

· Prepare certificate of approval for construction cover letter (Appendix B)

· Forward Certificate and cover letter to CO Safe Dams Chief

Level of Effort for this step:  0.4 hours (actual historical time)



CO Safe Dams Chief
12.  Sign cover letter.

· Certificate of Approval and Safety reviewed

· Cover letter is signed by Chief of Safe Dams

· ARAP permit and DWPC approval letter included with permit approval

· Certificate of Approval and Safety and cover letter are forwarded to Division Director

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



Division Director
13.  Sign Certificate of Approval and Safety.

· Certificate of Approval and Safety is signed on behalf of the Commissioner

· Certificate of Approval and Safety and cover letter are forwarded to Central Office Clerk

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



CO Clerk
14.  Issue Certificate of Approval and Safety.

· Copies of Certificate of Approval and Safety and cover letter are made

· Original cover letter and certificate are mailed to permittee

· Copy of cover letter and certificate, along with one set of approved plans are mailed to the EAC

· Copy of cover letter and certificate, along with one set of approved plans are filed in CO file

· Copy of cover letter and certificate, along with remaining sets of approved plans are mailed to engineer who submitted plans

Level of Effort for this step:  0.4 hours (actual historical time)
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