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Overview
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DWQMS Element 5
Document and Records Control

Permission Conditions
Drinking Water / Sanitary Sewage / Stormwater

Record Keeping Requirements
Pre-authorized Alterations and Forms

Examples



Discussion
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• What is your role in projects / “alterations”?

• What is your role in record keeping or compliance reporting?

• How do you document changes?



DWQMS Element 5
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DWQMS Element 5

When developing or updating your procedure for document and records control, 
you may want to consider:

• the difference between controlling hard copy and electronic documents
• the role that staff orientation and training play in ensuring consistent application of the 

procedure
• mechanisms for protection that include both physical protection (for example, secured 

access, where required) and protection of the contents (for example, protection from 
alteration, where required)

• linkages to existing corporate policies/procedures relating to records management, and how 
these linkages will be maintained or considered during any during any update to the 
corporate policies/procedures

• how and when disposal may occur (at what frequency and my what method will documents 
or records be disposed)
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Pre-Authorized Alterations
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• Records of alterations made to a system.

• Is a repeatable process.
• Must be current, legible, readily identifiable, retrievable, 

stored, protected and retained.

Is the information needed to ensure the effective 
planning, operation and control of operations? 



Conditions specify which form to use

What Form Should I Use?
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What Information Should I Include?
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• The form prompts you for required information
• Consider how the information will be accessed and used in the future
• Are things consistent?  Are they clear?  Are they repeatable?  
• What questions could be asked during an audit or inspection?

Small Coffee Problem
• What, How, Who, Where
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Identify the System

Describe the modification:
• What changed?
• How was it pre-authorized?
• Who needs the information?
• Where can additional details be found?

Sign-off
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PreauthorizationPreauthorized under 
DWWP Sch B?

Complete appropriate 
Record Keeping Form

Undertake alterations

Did DWWP Sch A 
description change?

Submit Director 
Notification

Director 
Notification Not 

Required

Submit Application for 
Amendment

Approved as Schedule 
C to the DWWP

Undertake Alterations

Project Completed

Submit Director 
Notification to update 

DWWP description 

Yes No

Yes

No

Preauthorized
Alterations

Documentation 
Requirements 

Decision Process
for projects completed 

under a DWWP
**Repair/maintenance exempt
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Key Forms

Municipal Sewage 
Collection System

1. Form A1
2. Form CS1
3. Form SS1
4. Form SS2

5. Director Notification

Municipal Stormwater 
Management System

1. Form SW1
2. Form SW2
3. Form SW3

4. Director Notification

Municipal Drinking 
Water System

1. Form 1
2. Form 2
3. Form 3

4. Director Notification



Pre-Authorized Alterations: Drinking Water
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FORM 1



Pre-Authorized Alterations: Drinking Water
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FORM 2



Pre-Authorized Alterations: Drinking Water
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FORM 3
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PreauthorizationPreauthorized under 
ECA Schedule D?

Complete appropriate 
Record Keeping Form

Undertake alterations

Did ECA Schedule B 
description change?

Submit Director 
Notification

Director 
Notification Not 

Required

Submit Application for 
Amendment

Approved as Schedule 
C to the CLI-ECA

Undertake Alterations

Project Completed

Submit Director 
Notification to update 

ECA description 

Yes No

Yes

No

Preauthorized
Alterations

Documentation 
Requirements 

Decision Process
for projects completed 

under a CLI-ECA
**Repair/maintenance exempt
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Key Forms

Municipal Sewage 
Collection System

1. Form A1
2. Form CS1
3. Form SS1
4. Form SS2

5. Director Notification

Municipal Stormwater 
Management System

1. Form SW1
2. Form SW2
3. Form SW3

4. Director Notification

Municipal Drinking 
Water System

1. Form 1
2. Form 2
3. Form 3

4. Director Notification



Pre-Authorized Alterations: Sanitary Sewage
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FORM SS1



Pre-Authorized Alterations: Sanitary Sewage
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FORM CS1



Pre-Authorized Alterations: Sanitary Sewage
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FORM SS2



Pre-Authorized Alterations: Sanitary Sewage
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FORM A1



22

Key Forms

Municipal Sewage 
Collection System

1. Form A1
2. Form CS1
3. Form SS1
4. Form SS2

5. Director Notification

Municipal Stormwater 
Management System

1. Form SW1
2. Form SW2
3. Form SW3

4. Director Notification

Municipal Drinking 
Water System

1. Form 1
2. Form 2
3. Form 3

4. Director Notification



Pre-Authorized Alterations: Stormwater
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FORM SW1



Pre-Authorized Alterations: Stormwater
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FORM SW2



Pre-Authorized Alterations: Stormwater
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FORM SW3



General Process

Proje c t  
Requirements

Is it e xe m pt?

1

Is it re pair 
or m ainte nanc e? Is it pre - authorize d?

2 3

No application 
No Form 1-2-3

No application 
No Form 1-2-3

How do you document?
What do you document?



General Process

Proje c t  
Requirements

Is it e xe m pt?

1

Is it re pair 
or m ainte nanc e? Is it pre - authorize d?

2 3

Is it pre-authorized?

yes no

Apply for 
Amendment

Identify Condition and
Follow Requirements in

DWWP / CLI-ECA



How-How Diagram

Helps to identify ways to achieve a goal or solve a problem.

Step 1: Define
Ensure that your problem is clearly stated and defined as a need. What is it that you are 
looking to achieve?

Step 2: How
Ask how it can be done and generate answers.

Step 3: How
Repeat until satisfied that answer are specific enough to carry out.

Step 4: Select to Implement
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Example: Extension of Works to a New Subdivision
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Obtain Approval to Extend 
Water, Sewage and Stormwater 

Works into Subdivision X

Pre-Authorization
Verify proposed works 
meet conditions in the

DWWP / CLI-ECA

Review the DWWP / CLI-ECA 
Conditions

Reach out to MECP

Repair & Maintenance Confirm if works meet 
exemption criteria Document the activity

Apply for Approval

Apply for the individual 
project(s) Submit an application

Apply for the overall project(s) Submit an application

Apply for additional / modified 
pre-authorization Submit an application

What

How How
How



Exercise 1: Drinking Water Project

Group 1:  New water tower

Group 2:  Rehabilitation of a water tower

Group 3:  Replacement equipment at a water tower
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Exercise 2: Stormwater Project
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Group 1:  New Stormwater pond

Group 2:  Expand an existing stormwater pond for additional catchment area

Group 3:  Stormwater pond clean-out



Exercise 3: New System
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Group 1:  New subdivision with new treatment system and distribution system

Group 2:  New subdivision with water supplied from a neighboring municipality 

Group 3:  New subdivision with water supplied from existing treatment system 
(same municipality)



Exercise 5: Large Scale Project
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Group 1:  Replacing / upgrading all hydrants

Group 2:  Upgrading multiple pumping stations to add capacity based on future planning 

Group 3:  Major water and sewer main replacement
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Christopher Manning
Licensing Program Coordinator, Client Services & Permissions Branch

Ministry of the Environment, Conservation and Parks

Tel: 647-982-8740

E-mail: Christopher.Manning@Ontario.ca
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