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GENERAL:  A HIRING AND ADVANCEMENT POLICY FOR WATER/WASTEWATER PLANT OPERATORS

Range 130:
 Plant Operator In-Training

This position is typical entry level for new wastewater plant operator.  The operator-in-training must pass the Class I Operators’ Certification examination for the State of Montana within 12 months of employment in order to continue in this position with the City of Helena and to move to a Step 132.  Step increases shall be in accordance with the City of Helena Personnel Manual.

Range 132:
Certified Plant Operator In-Training

A Certified Plant Operator In-Training may be eligible for Range 132 upon receiving their Class I Operators’ Certificate from the State of Montana and a satisfactory performance evaluation.  Probation period and step will not be affected.  

Range 134:  
Certified Plant Operator I 

(includes certified mechanic, lab technician, biosolids operator, etc.)
A Certified Plant Operator I may be eligible for Range 134 upon becoming “fully” certified by the State of Montana and receiving a satisfactory performance evaluation. 

A new employee hired in a plant operator position could qualify as a Certified Plant Operator I if they are “fully” Certified by the State of Montana. 
Range 136:
Certified Plant Operator II 
(includes certified mechanic, lab technician, biosolids operator, etc.)
Operator may be eligible for Range 136 after two (2) consecutive years at Range 134 - Certified Plant Operator I  with the City of Helena**, must receive two (2) consecutive satisfactory performance evaluations, and have met the following requirements:

1. Prepare and present to staff a technical or operational report recommending improved plant efficiency or cost reduction measures.

2. Demonstrate complete knowledge of the City of Helena algae problem and be able to count and identify known problem algae (Water Department only).

3. Attended, while at Range 134, forty (40) hours of outside training in the water/wastewater field through workshops, one-day seminars, correspondence courses, annual water/wastewater school, etc. Verification of hours must be provided from the State DEQ or Human Resources.

4. Become specialized in at least one (1) of the major processes or operations of the plant and prepare and present a technical report to staff. 

This process or operation must first be approved by the Plant Supervisor.

5. Become a  member or affiliate member of a job-related professional organization (American Water Works Association, Water Environment Federation, etc.).

Range 138:
Certified Plant Operator III 
(includes certified mechanic, lab technician, biosolids operator, etc.)
An operator is eligible for a Range 138 after successful completion of the following requirements:

1. Two (2) consecutive years at a Range 136**.

2. Two (2) consecutive satisfactory performance evaluations.

3. Sixteen (16) hours of training related to supervision. Verification of hours must be provided from the State DEQ or Human Resources.

4. Attended, while at range 136, forty (40) hours of outside training acceptable by State CEC requirements. Verification of hours must be provided from the State DEQ or Human Resources.

5. Write a technical report of not less than 1000 words and present it to staff or a professional group.

6. Participate in the administering and/or preparation of the annual budget and provide a budget sign-off sheet for verification.

7. Organize and conduct at least six (6) plant process control meetings and provide a meeting sign-off sheet for verification.

8. Organize and conduct at least two (2) plant safety meetings and provide a meeting sign-off sheet for verification.

9. Must have proven the ability while at a Range 136 to perform the tasks of the Water Production Supervisor/Wastewater Treatment Plant Supervisor in his/her absence by having been left in charge for no less than 4 shifts. Provide log for the 4 dates left in charge of the Facility.

10. Maintain membership or affiliate membership of a job related professional organization.

(American Water Works Association, Water Environment Federation, etc.).

Range 139 Wastewater Treatment Plant Operator Cross-training Program

 An Operator III is eligible for a range 139 after successful completion of the following requirements:

1. Two (2) consecutive years at a Range 138**.

2. Two (2) consecutive satisfactory performance evaluations.

3. Dual certification in both Water and Wastewater Treatment.

4. As a Range 139, complete in-house intern training program (two (2) years maximum to complete) which requires 280 hours of cross training. Provide signed documentation of completion.  
If program is not completed within the two (2) year timeframe, operator will revert back to an Operator III-Range 138.  
Criteria for reinstatement

 If an employee reverts back to a 138, the employee will be required to complete the in-house training program within one (1) and must maintain dual certification as well as satisfactory performance evaluations. 
If an employee is not able to complete the in-house training program after a second attempt, the employee will be required to start at Step 1 of the Range 139 process and will not be eligible for promotion for a minimum of two (2) additional years.
 Range 140 Fully Dual Certified Wastewater Treatment Plant Operator

An Operator III is eligible for a range 140 after successful completion of the following requirements:

1. Two (2) consecutive years at a Range 139**.

2. Two (2) consecutive satisfactory performance evaluations.

3. Full certification in both water/wastewater treatment.

4. Completion of the in-house intern operator training program while in Range 139.

5. Ten (10) hours of cross training per month to stay current.

· Report in writing to the Supervisor each month describing the cross training that took place
6. Current with CEC’s as required for certification.

If these requirements are not met and kept current, Operator will revert back to a 138.  
. 
Criteria for reinstatement
If an employee does not meet the requirements and reverts back to a 138, the employee will be required to meet the following before being eligible to be placed in Range 140:

· Maintain satisfactory performance evaluations,

· Remain fully certified in both water and wastewater treatment,

· Cross train for ten (10) hours per month for a period of six (6) months while at a Range 138.

· Report in writing to the Supervisor each month describing the cross training that took place.

· Maintain current CEC’s as required for certification.
Once the criteria above has been met, the employee will be placed back into a Range 140, pay will not be retro-active.  Once the employee is placed back into Range 140, they will be required to meet all requirements listed in the original criteria.
If the employee does not maintain the requirements of the Range 140 for a second time, the employee will revert back to a Range 138 and will not be eligible for two (2) years to participate in the program.  At the end of two (2) years, the employee will be required to complete the criteria for reinstatement above. If the employee does not maintain the requirements for a third time, the employee will not be eligible to participate in the cross-training program.
At all times it is the employee’s responsibility to track and report to his/her Supervisor all steps in the Advancement policy. It is also the responsibility of the employee to schedule acceptable cross-training with the Water and/or Wastewater Supervisor at times that are beneficial to the operation. Exceptions to cross-training hours will not be made. 
**For ranges 136-140, previous, consecutive, satisfactory City of Helena experience in the same range may be used to satisfy the years requirement.

City of Helena Wastewater Treatment Facility Operator Training Program

Name:    
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Start Date: 






Objective I: Process Flow Schematic Training 

This will consist of 10 hours with the Wastewater Supervisor or an Operator 3 observing and learning how the preliminary treatment, primary treatment, and secondary treatment systems flow and their functions. Both liquid and solids handling schemes will be covered in this objective.  

Objective 2: Process Management/Maintenance

This will consist of 180 hours of instruction and on-the-job training with Certified Operators to learn the plant safety, management and maintenance of Preliminary Treatment, Primary Treatment, Secondary Treatment, UV Disinfection and Solids Handling. Secondary process management will include D.O., Ph, temperature, wasting rates, return rates and recycle rates to maintain a desired secondary solids inventory and maintain ammonia removal. Gravity Belt Thickener and Belt Filter Press operations will be observed and performed in the course of solids management. Training will be provided on the use of the OPS 32 Process Control program and Job Cal Maintenance Program. Familiarization and operation of the Foxboro DCS system will be provided. Observation and explanation of our Biosolids Injection program will be included. Our Methane Gas System and uses of the gas will be discussed along with other energy saving projects we have completed and potential projects in the future. 

Objective 3: Laboratory Training

A minimum of 40 hours of instruction and on-the-job training will be given by the Lab Technician on proper sampling techniques, types of testing performed and why, and sample calculations. The following is a list of compliance and process tests that will be learned: Settleometer, Ph, B.O.D., T.S.S., T.S., M.L.S.S. Volatile Solids, Fecal Coliforms, and Digester Alkalinity/Volatiles. The objective is to run compliance tests without assistance.  

Objective 4: Plant Maintenance

A minimum of 40 hours will be spent with the Plant Mechanic learning proper maintenance on all equipment. This will include proper lubrication methods, products, frequency of lubrication and time management. Use of O&M manuals and maintenance equipment and tools will be included.

Objective 5:  Industrial Pretreatment:

Approximately 10 hours will be spent with the Pretreatment Administrator doing inspections, learning what MAHL’s are and how they affect our ability to land apply sludge and meet permit requirements.  Review Industrial Discharge Permit applications to determine whether or not the discharger is an I.U., S.I.U., categorical or non-categorical user.  Review what is required in a permit and the monitoring of the permit.    

This training is intended to provide an Operator-In-Training the essentials to become a Certified Wastewater Operator.
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City of Helena Water Treatment Operator Intern Training Schedule

And Expected knowledge Time Table

Name: 












Position: 











Start Date: 






Objective 1. General understanding of the duties and responsibilities of a Water Treatment Plant Operator.

a. Theory of plant operation Direct and Conventional. Ability to explain operation of each to Water Production Supervisor.  Requires forty (40) Hours in each plant. 
b. Understanding and able to correctly perform Laboratory testing for each plant,. Ability to demonstrate these to the Water Production Supervisor. (20 Hours)
c. Location of town run sites and ability to complete town independent from operator assistance (40 Hours).

d. Understanding of TenMile Watershed and how water is controlled to Raw Water line for the TenMile and Missouri River Water Treatment Plants (40 Hours).

(Reservoir Flow Control Valves, Head Gate Operation)

Objective 2. Process Flow Training

a.  Learn and be able to identify flow processes and identify problems in the process and related systems.

40 hours for TenMile and Missouri Plants each and one(1) additional hour for each of the town run sites. 
(Explain to Water Production Supervisor flow and treatment process at each treatment plant and operation of in town Pump Stations)

Objective 3. Safety Training: All to be completed with in 90 days.

a. Learn and participate in the City of Helena’s Safe working practices and inform supervision on any item that you do not feel safe in doing so additional training can be provided.

b. Obtain Montana Commercial Drivers License with Hazardous Materials endorsement and learn the safe handling and transportation procedures for hazardous chemicals. Not required for personal cross training.

c. Obtain Medical certification to wear Self Contained Breathing Apparatus and Full face Respirator at the completion of the training period (if required).


Objective 4. Computer Skills Training: Training Classes will be on IT&S class schedule

a. City of Helena will provide training through the IT&S Department for network access and core computer classes.

b. Water Treatment Personnel will train employee on daily reports needed for the daily operation of each plant.  (20 Hours)
c. Use of PDA for electronically recording town run data. (4 Hours)
Objective 5. On the Job Training for entire internship

a. Daily training via hands on work.


b. Daily study time will be provided, study time with an operator as time permits.

This training is intended to provide an intern with the essentials to be employable for an entry level Water Treatment Operator position for a Surface Water Treatment System. Along with there successful completion of self study materials the intern should have the knowledge and skills needed to pass the State Montana Water Treatment Operator Certification Exam.

Date of Completion:






Comments:















Trainee Signature:









Supervisor Signature:










