
 
APPENDIX D. TEMPLATE LONG TERM O&M PROGRAM 

Page 1 of 24 

 

 

APPENDIX D: TEMPLATE LONG TERM O&M PROGRAM 

Satellite Entity: Village of Sunnybrook 

The Village of Sunnybrook's sanitary sewer system is designed to remove wastewater from 

homes and other buildings and convey it to the intercepting sewer system owned and operated 

by the Metropolitan Water Reclamation District of Greater Chicago (MWRD), which conveys 

flow to wastewater treatment plants.  A sanitary sewer system that is not properly maintained, 

operated and repaired can pose risks to the environment and to public health.  These risks arise 

from system failures or when excessive infiltration and inflow (I/I) enters the sanitary sewer 

system.  I/I reduces the capacity of the sanitary sewer system and can result in sanitary sewer 

overflows (SSOs) and basement backups (BBs), which are illegal.  This long term operation and 

maintenance program (LTOMP) will be continually implemented by the Village of Sunnybrook 

to maintain sewer system capacity and performance, thereby reducing SSOs and BBs. 

The goals of this LTOMP are to: 

 Establish standards and procedures by which the Village of Sunnybrook will maintain, 

operate, repair, and expand its sanitary sewer system 

 Establish responsibility for the Village to maintain and operate the sanitary sewer 

system 

 Maximize uptime of the entire sanitary sewer system while conducting maintenance, 

operation, repair and replacement work as economically as possible 

 Reduce SSOs and BB 

I.  Sewer System Management 

A. Staffing 

The Village of Sunnybrook’s Sewer Division is under the Department of Public Works and 

is responsible for cleaning, inspecting, and maintaining all of the sanitary sewers owned 

by the Village.  This includes providing information of the Director of Public Works about 

the need for rehabilitation and replacement of portions of the sanitary sewer system.  

This information is conveyed to the Village Engineer, who is responsible for design and 

construction of sewer rehabilitation projects and inspection of new connections to the 

sanitary sewer system.  The Sewer Division provides data to the Village GIS Coordinator 

to have information tracked in the Village's GIS updated accurately.  The Sewer Division 

is responsible for implementation of the Private Sector Program for reducing I/I.  The 

Sewer Division has a staff of ten full time and one part time operation and maintenance 

positions. Contractors are used for some maintenance activities, rehabilitation and 

replacement, televising of sewers, and for emergency support.  Figure 1 shows the 

organizational structure of the Sewer Division. 
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Figure 1- Village of Sunnybrook Sewer Division Organizational Chart 

  

Director of Public Works – Establishes policy, plans strategy, leads staff and delegates 

responsibility, allocates resources, authorizes outside contractors to perform services, and may 

serve as public information officer. 

Village Engineer – Prepares wastewater collection system planning and design documents, 

manages capital improvement delivery system, documents new and rehabilitated assets, and 

coordinates development and implementation of CMOM Plan.   The Village Engineer is required 

to have a Professional Engineer’s License. 

Superintendent of Sewers – Manages field operations and maintenance activities, provides 

relevant information to agency management, prepares and implements contingency plans, 

leads emergency response, investigates and reports SSOs, and trains field crews. 

Inspector – Ensures that new and rehabilitated assets meet Village standards, works with field 

crews to handle emergencies when contractors are involved, and provides reports to Village 

Engineer and Superintendent of Sewers.  Assists Superintendent with investigations of 

complaints.  

Assistant Inspector - Helps Inspector with duties.   

Field Crew – Conducts staff operations and preventive maintenance activities, mobilize and 

respond to notification of stoppages and SSOs (e.g., mobilize sewer cleaning equipment, by-

pass pumping equipment, and portable generators).  
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Administrative Assistant – Support staff operations and preventive maintenance 

activities, assist with data entry and quality control, handle billing, dispatch, routing of 

phone calls,  maintains inventory list, maintains log of training for Sewer Division staff, 

and other support functions as needed.  

Part Time Administrative Clerk - Responsible for filing, archiving of drawings, records, 

and reports, processing payroll, and other tasks to help the Administrative Assistant. 

B. Safety  

Work in and around sewers introduces a wide range of safety hazards.  Training on safe 

practices associated with sewer inspection, construction, and maintenance is an 

essential part of minimizing accidents on the job.  The Superintendent of Sewers 

conducts safety training for staff on a monthly basis, and may hold additional training 

sessions as needed depending on the nature of work and staff familiarity with safety 

hazards.  The Administrative Assistant maintains the log of training session attended by 

staff.  Refresher training on safety topics is required on an annual basis for all staff.  

Topics for which training is given include: 

 1. Confined Space Entry procedures 

 2. Traffic control and hazards 

 3. CPR and First Aid 

 4. Lock out/tag out 

 5. Use of portable gas detectors 

 6. Hazardous environments 

 7. Use of SCBA 

 8. Slips, trips, falls 

 9. Safe lifting techniques 

 10. Biohazards 

 11. Chemical handling 

 12. Electrical and mechanical equipment safe practices 

 13. Pneumatic and hydraulic system safe practices 

 14. Excavation and trenching 
 

Hard hats, safety shoes, gloves, eye protection, and vests are worn at all times by staff 

working in the field. The Sewer Division makes safety equipment available to staff for 

use, including tyvek suits, face shields, tripod, harness, cable, ladders, waterproof 

boots/waders, flashlights, SCBA, respirators, 5 minute escape packs, portable gas 

detectors, and blowers. 
 

C. Training 

Keeping staff informed on current trends and practices on sewer inspection, 

construction and maintenance is necessary to ensure the Village is maintaining the 
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sanitary sewer system in a manner that optimizes resources.  Training is provided on the 

following topics: 

1. Trenchless technology 

2. Sewer rehabilitation methods 

3. Sewer inspection methods 

4. Customer service 

5. SSO/BB emergency response 

 

D. Internal Communication  

Routine matters are communicated verbally or via email.  All Sewer Division staff except 

for the Part Time Administrative Clerk and Administrative Assistant have smart phones 

and two-way radios.  Procedures and policies are communicated via memo.  In 

emergency situations, immediate communication is handled by smart phones or radios. 

 

E. Customer Service and Complaint Procedure 

The Administrative Assistant receives complaints made via phone and by email sent to 

the general email address (sewerdivision@sunnybrook.il.us.org).  The Administrative 

Assistant fills out a complaint form, shown in Figure 2, assigns a unique number to the 

complaint, and immediately forwards the form to the Superintendent of Sewers.  

Depending on the nature/severity of the problem, the Superintendent will either 

conduct an investigation or will delegate this task to the Inspector.  Investigations 

typically involve a site visit, review of Village drawings and documents on the issue, and 

dispatching the field crew to rectify the problem, if the problem falls within the 

jurisdiction of the Village.  Complaints are assigned a unique number based on the order 

in which they are received.  The Superintendent maintains a log of complaints that 

includes the name of the person filing the complaint, date and time when the complaint 

was made, location of the problem, a brief description of the problem, the name of the 

employee assigned to handle the complaint and the date of resolution.  A report of the 

investigation and actions taken to address the matter, or an explanation of why the 

problem is beyond the Village's jurisdiction, is prepared and kept on file.  A record in the 

Village's GIS is created for this complaint.  The Village's goal is to follow up with parties 

making complaints within two full business days of receiving the complaint. 

 

The Village publishes and updates brochures on the following topics: 

 Basic information about sanitary sewer systems for homeowners, including what 

to do if a sewer is overflowing or a basement is backing up 

 Proper disposal of fats, oils and greases for homeowners 

 The Village's cost sharing programs for I/I removal 
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 As part of its commitment to customer service, the Village holds a Public Works Open 

 House every April to give residents an opportunity to learn about the work of this 

 department. 

 Residents are notified via Village newsletter and door hangers before any capital 

 improvements to sewers take place on their block. 

Brochures and public information notices are included in utility bill mailings from time to 

time.  For example, every February a reminder to notify the Village about observed SSOs 

and BBs is included with the water bill. 
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    Figure 2 - Complaint Form                     

COMPLAINT NUMBER: ____________ 

DATE:_____________________ TIME: ______________________ COMPLAINT RECEIVED BY:__________ 

COMPLAINT REPORTED BY:_______________________________________________________________ 

ADDRESS:_____________________________________________________________________________ 

TELEPHONE NUMBER: __________________________________________________________________ 

EMAIL ADDRESS:_______________________________________________________________________ 

COMPLAINT LOCATION:_________________________________________________________________ 

DETAILS OF COMPLAINT:_________________________________________________________________ 

CHECK APPROPRIATE BOXES: 

SEWER SYSTEM COMPLAINTS 

      MANHOLE COVER MISSING     MANHOLE SURCHARGING 

      MANHOLE COVER LOOSE OR NOISY   STREET FLOODED 

       ODORS-GASES     YARD FLOODED 

       MANHOLE CAVE-IN     BUILDING FLOODED1 

       SEWER LINE CAVE-IN    OTHER   

1Building flooding includes flooding of basement, crawl space or first floor 

LIFT STATION COMPLAINTS 

      ODORS      UNKEPT GROUNDS 

      FLOODING      SPILLS 

      STOPPAGES       OTHER 

_____________________________________________________________________________________ 

ACTION TAKEN: 

    INITIATE INVESTIGATION BY ___________________; INVESTIGATOR ASSIGNED:___________ 
              (DATE)     (STAFF NAME)  
    ASSIGN TO OTHER DEPARTMENT:____________________ ON _________________________ 
            (DEPARTMENT NAME)                       (DATE) 
   OWNER TO REPAIR 
 

    HEALTH DEPARTMENT NOTIFIED      WATER DEPARTMENT NOTIFIED 
 

  
ACTION TAKEN BY: ___________________________________________ DATE:_____________________ 
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F. Management Information Systems 

 The Village uses a computerized maintenance management system, {insert system 
 name here}, to manage information on our collection system.  This system is connected 
 to the Village’s Geographic Information System (GIS), which is described below.  System 
 information managed in the CMMS includes: 
 

General 

 Parts inventory 

 Equipment and tools  

 Purchase orders  

 Revenue 

 Safety incidents 
Collection System 

 Collection system mapping 

 Collection system inventory 

 FOG compliance  

 SSO/Emergency response 

 Industrial discharge monitoring results 
Maintenance program  

 Routine and Priority Planned maintenance (cleaning, etc.) 

 Inspection scheduling and tracking 
o Manhole  
o Pipeline (Closed Circuit Television (CCTV), camera) 
o Pump station  
o Force mains 

 Work Orders  
 Vehicle maintenance  
 Equipment maintenance 

 Service contract information 

Repair, Rehabiltation, and Replacement program 

 Locations of repairs 

 Start/end stations of rehabilitation or replacement 

 Method of repair/rehabilitation 

 Date repair/rehabilitation/replacement was completed 

 Contract number under which repair/rehabilitation/replacement was performed 
Customer service program  

 Complaints/BB reports  

 Customer service response 

 Billing information  
 
 Any activity performed by department personnel is generated and tracked through the 

 CMMS.  The CMMS produces weekly written work orders for the performance of 

 routine maintenance as well as repairs and corrective actions in response to inspection 
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 findings or customer complaints.  Upon completion of the task(s), data related to the 

work order is entered into the CMMS for tracking performance and historical information 

on manholes, lift stations, gravity sewer lines, laterals, and force mains.  The serves as the 

Village’s information management system for the all of the collection systems operation 

and maintenance. 

The CMMS is operated through the Village's Local Area Network (LAN). The system is 

backed up every night and access is restricted. All staff in the Department of Sewers have a 

user name and password that allows them access to use the CMMS, however, privileges are 

limited to the scope of each employee's position. 

 

G. Sewer Mapping / GIS 

Like many departments in the Village of Sunnybrook, the Sewer Division enters and tracks 

data in the Village's GIS.  The Village receives support from Cook County for providing 

updated information on parcels, PINs, and aerial photography. The following information 

that is relevant to our collection system is included in our GIS: 

 

Manholes Map Information 

 Unique ID number  

 GPS coordinates 

 Invert elevation(s) 

 Rim elevation 

 Date built 

 GPS coordinates 

 Diameter 

 Method of rehabilitation and date (if applicable) 
Sewer Lines Map Information 

 Unique ID number 

 Location 

 Diameter 

 Direction of flow 

 Length between manholes 

 Material type 

 Date built 

 Slope 

 Service lateral locations (where known) 

 Method of rehabilitation and date (if applicable) 
Pump Station Map Information 

 ID number 

 Location  

 Capacity 

 Date built 
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Force Main Map Information 

 ID number  

 Location 

 Direction of flow and pump station associated 

 Length 

 Material type 

 Location of air release valves 

 Date built  

 Capacity 

 Slope 

 Invert elevations 
General Map Information 

 Parcel boundaries 

 Building footprints 

 Overflow points 

 MWRD interceptors serving the Village of Sunnybrook 

 Boundaries of separate sewer areas tributary to MWRD connections 

 Floodplains 

 Rivers and creeks 

 Roads 

 Municipal boundaries 

 Complaints 

 Reported SSOs and BBs 

The Village's GIS is maintained by the Village GIS Coordinator.  If new information pertaining 
to sewers is to be added to the GIS, the Superintendent of Sewers submits a GIS work 
request to the GIS Coordinator describing the scope of the change.  The GIS Coordinator 
works with the Superintendent to enter the revised data into GIS.  Once the Superintendent 
approves a draft version of the change, the updated information is published on the Village 
GIS.  Changes due to new repair information and new rehabilitation work are to be 
submitted to the GIS Coordinator within three business days of the completion of the repair 
or rehabilitation work.  Changes to correct information due to findings made in the field are 
to be submitted to the GIS Coordinator within one business day.  Location of lateral 
information is added to the GIS as this information is discovered during routine CCTV 
inspections.  Location of lateral information is submitted to the GIS Coordinator on a weekly 
basis, when such information has been found. 

New employees attend a 2-hour training session on use of the Village's GIS with the GIS 
Coordinator.  Additional training on how to use the Village's GIS is provided to all 
Department of Sewers staff as needed, when new functions are added to the GIS or when a 
major upgrade to the system is made, changing the way staff use the system.  

H. SSO/BB Tracking and Notification 

One of the goals of this LTOMP is to reduce SSOs and BBs.  The Sewer Division is dedicated 

to maintaining and operating the sanitary sewer system to minimize public health risks and 
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environmental degradation attributed to sewage overflows.  One essential part of achieving 

this goal is to know where, when and why SSOs and BBs occur.   

Many reports of SSOs and all reports of BBs will be received from calls from members of the 

general public.  Such calls are routed to the Sewer Division Administrative Assistant during 

normal business hours and after hours are routed to the Village system dispatcher.  The 

person receiving the call fills out the complaint form shown in Figure 2 based upon 

information provided by the caller.  The form is sent to the Superintendent of Sewers 

immediately upon conclusion of the call.   

If an overflow occurs at a lift station, this is detected by the wet well level detector.  The lift 

station telemetry system automatically sends a text message to the Superintendent's 

cellular phone when the depth of water in the wet well is 2' below the rim elevation of the 

manhole upstream of the lift station.  Upon receiving such text messages, the 

Superintendent will investigate the site or direct the inspector to do so. 

The Superintendent is responsible for responding to the complaints and for managing the 

response to SSOs and BBs, and making key decisions.  His responsibility is to assess the 

situation and initiate a series of response actions based on the type and severity of the 

event. 

The Superintendent of Sewers will confirm the overflow and implement measures to stop 

the overflow as noted in the procedures in the next section. Within 5 days of confirming 

that an SSO or BB has occurred, the Superintendent will complete the MWRD's Sanitary 

Sewer Overflow and/or Basement Backup Satellite Entity Internal Summary form.  Copies of 

this form are placed in the complaint file and the SSO/BB file.  A copy of this form will also 

be provided to the Village GIS Coordinator so that the repair can be added to the GIS.  The 

MWRD may request to view these files or perform an audit on the Village's records, 

therefore, this file is maintained permanently.   

If the overflow results in a fish kill, the Sewer Division will notify IEPA and the MWRD by 

phone within two hours of becoming aware of the results of the fish kill.  

The  Superintendent of Sewers reviews the file of Sanitary Sewer Overflow and/or 

Basement Backup Satellite Entity Internal Summary forms at least annually to monitor 

patterns in occurrences of SSOs/BBs and to determine where further inspection, 

operational changes, revisions to sewer cleaning schedules and/or rehabilitation are 

needed. 

If more than three wet weather SSOs or BBs occur in a sanitary sewer sub-basin within a 

calendar year (either during the same event or different events), and if these events are not 

attributed to blockages of private laterals at the locations where the events took place (eg., 
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laterals clogged by roots, crushed laterals, etc.), the Village will investigate the cause of the 

SSOs or BBs.  The investigation may include televising of the public sewer, inspection of lift 

station(s) (if present), and inspection of private properties in the sub-basin and in the sub-

basin immediately upstream.  The Village will inspect private properties if the cause of the 

SSOs/BBs seems to be private sector I/I, and the public sewer system appears to not be a 

significant contributor of I/I.  Depending the age of the system, severity of the problem and 

other site-specific factors, the Village may decide to inspect the private sewer laterals as 

well. 

I. SSO Response 

Once the Superintendent has confirmed that an SSO has occurred, he dispatches a Field 

Crew to contain the overflow and determine the cause.  Contact with the Field Crew during 

normal working hours is made via radio.  Contact during off hours is made via cellular 

phone. 

The Field Crew follows in-house procedures for addressing sewer blockages or backups into 

a basement and overflowing manholes resulting from a surcharged public sewer.  For a 

basement backup, the Field Crew determines whether the cause of the backup is a problem 

with the private lateral or with the public sewer.  This is done by inspecting the quantity of 

flow in public manholes upstream and downstream of the lateral for the house experiencing 

the backup.   If the public manhole is the cause of the problem, then the Field Crew initiates 

procedures to pump around the blockage.  In the case of a surcharging manhole, the Field 

Crew initiates procedures to pump around the blockage, clean and disinfect the ground 

surface, and clear the obstruction.  This may require emergency services for televising 

and/or rodding the line. 

In all cases, response crews report their findings, including possible damage to private and 

public property, to the Superintendent immediately upon making their investigation. If the 

Superintendent has not received findings from the field crew within one (1) hour, the 

Superintendent contacts the response crew to determine the status of the investigation.  

After the SSO/BB is addressed and all required reporting has been completed, information 

on the location, date, duration and magnitude of the SSO/BB is provided to the GIS 

Coordinator for inclusion in the Village GIS. 

If hazardous substances are suspected in the overflow, personnel are to contact the Fire 

Department via 911 immediately.  

J. Emergency Preparedness and Response 

To achieve the goal of maximizing sanitary sewer system uptime for the residents of the 
Village of Sunnybrook, the Department of Public Works and the Sewer Division have 
developed emergency procedures.  The previous section addresses routine emergencies of 
SSOs and BBs.  The Village has established in-house procedures for handling larger, though 
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routine, emergencies including sewer main breaks, force main breaks, air release and 
vacuum release valve failures, and pump station failures.  In all cases, a Field Crew is 
dispatched to the area to assess the situation.  Two crews may need to be dispatched in the 
case of a sewer main break so that one crew addresses the break itself and another 
performs troubleshooting at the lift station.  Depending on the nature of the emergency 
and whether all Field Crews are occupied, the Superintendent may call upon outside 
contractors to assist with sewer televising, cleaning, and site cleanup.  The Village maintains 
contracts for these services at all times.  The contracts are advertised every two years. 

 
Anytime sanitary sewage is released to the ground surface or inside of occupied space of a 
building, an MWRD Sanitary Sewer Overflow and/or Basement Backup Satellite Entity 
Internal Summary form is completed.  The form is signed by the Superintendent.  Copies of 
this form are placed in the repairs file and the SSO/BB file.   A copy of this form is also 
provided to the Village GIS Coordinator so that the repair can be added to the GIS. 
 
The Village's Emergency Management Department has developed a written Catastrophic 
Emergency Management Plan, which is attached.  This plan was developed in conjunction 
with the Department of Public Works and the Sewer Division.  Most elements of the plan 
are undertaken by the Emergency Management Department or the Fire Department.  For 
example, for emergencies involving multiple departments, the Emergency Management 
Department determines when emergency procedures should begin and end.  This is 
conveyed to the Department Heads, who then convey this information to staff.  The 
Emergency Management Plan addresses road closures, flooding, tornados, confined space 
rescue operations, and power outages.  The plan incorporates the following: 

 Although both lift stations have a natural gas generator as a backup source of 
power, the Village has a mobile generator that can be connected to either pump 
station as a source of backup power. 

 Sewer Division staff have two-way radios as well as cellular phones for 
communication, in case one system does not work. 

 The Sewer Division owns several pumps and can rent additional pumps from a local 
equipment supplier on short notice if necessary to pump sewage around an 
obstruction or to supplement pumps at a lift station that are not working as required 

 During certain emergencies (such as floods) additional staff are needed on a 
temporary basis to respond to calls from the public and to handle operational 
problems in the sewer system.  Typically, part time and off duty staff are required to 
work mandatory overtime to cover these needs.  Contractors may be hired on a 
temporary basis as well to cover these needs, although this is not the preferred 
option. 

 
The Superintendent prepares a report following each emergency describing the cause of the 
emergency, how the Sewer Division responded, number and nature of calls received from 
the public, whether/how outside service contractors were used, what was handled well, 
what should be handled differently in the future, and an estimate of the amount of money 
spent on the emergency.  This report is kept in the Emergencies file.  Information from the 
report may be used to revise this document and other written procedures, determine the 
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scope of capital improvement projects, justify staffing level adjustments, and modify 
training programs. 

 
K. FOG program 

Fats, oils, and greases (FOG) that enter the sanitary sewer system in significant quantities 

will usually solidify downstream from the point of discharge into the sewer and form 

deposits on interior surfaces of the sewer.  FOG can be a major factor in reducing sewer 

capacity which leads to SSOs in dry weather as well as wet weather.  Food service 

establishments (FSE) and large apartment buildings are the largest generators of FOG.  Due 

to the presence of both in the Village of Sunnybrook, the Department of Public Works and 

the Health Department administer a FOG control program.   

The Sewer Use Ordinance grants the Village the authority to administer a FOG program.  

Permits from the Village are required when a restaurant begins operation in the Village.  

Similarly, if a property owner modifies a sanitary sewer or constructs a building to be used 

as an FSE, a permit from the Village and from the MWRD is required.  In all cases, FSEs must 

demonstrate that a grease interceptor or a grease basin will be installed to intercept flow 

from food preparation areas.  Sanitary waste from other parts of the building, particularly 

restrooms, must not be routed to the grease interceptor or basins.  IN addition, wastewater 

discharged from dishwashing machines must bypass grease interceptors and basins 

otherwise the hot water would liquefy the collected FOG and convey it into the sanitary 

sewer system where it would solidify and obstruct flow.  

FSEs are required to have their grease basins and interceptors serviced at least every 90 

days.  The Village of Sunnybrook Health Department conducts annual inspections of FSEs, as 

well as random inspections, to observe FOG handling practices, review the grease 

interceptor/basin maintenance log, and look for signs of improper FOG disposal.  Citations 

are issued to FSEs that violate the requirements of the FOG program. 

Public information is another component of the FOG program.  The Village publishes a FOG 

fact sheet with recommended best practices for FSEs.  This is available on the Village 

website and the Health Department inspectors also give it to FSEs during their inspections.  

A brochure for residents is available at the Public Works Building and during the annual 

Public Works Open House.  The brochure explains the reasons homeowners need to be 

concerned about FOG in the sanitary sewer system and recommends best practices for 

minimizing FOG disposal down the drain.  

II. Equipment and Collection System Maintenance 
 

The Village of Sunnybrook recognizes the importance of regular maintenance activities to 
minimize emergencies and costly repairs.  The CMMS generates a report each week 
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detailing preventive maintenance activities that are required for portions of the collection 
system and for lift station equipment.   The report is based upon: 

 Manufacturer's recommendations in equipment operation and maintenance manuals 

 Records of portions of the sanitary sewer system where frequent (annual basis, or more 

frequent) maintenance work is required 

 Age of sewers  

 Criticality of facilities in area served by a sewer 
 

The Superintendent reviews the weekly report and divides the tasks among the field crews, 

indicating which tasks have higher priority.  In general, the higher priority tasks should be 

performed first.  Each field crew leader is responsible for verifying that the sewer maintenance 

truck has the necessary equipment to complete the tasks before leaving the Public Works Yard 

each day.  Each field crew leader submits a daily report of the crew's activities along with any 

relevant inspection or activity checklists completed during the day to the Superintendent.   

 
The attached map identifies portions of the sanitary sewer system that require 

 Cleaning on an annual basis 

 Cleaning every 10 years 

 Root control every 3 years 

 Inspection via CCTV every 3 years (sewer main) 

 Inspection via CCTV every 10 years (sewer main) 

 Inspection via full descent every 3 years (manholes) 

 Inspection via full descent every 10 years (manholes) 

 Surface inspection every 3 years (manholes) 

 Surface inspection every 10 years (manholes) 

If complaints are received and the Superintendent determines that maintenance work is 

required to address a problem, the Superintendent will add the required tasks to the daily 

assignments for a field crew. 

If an emergency occurs during the working day and the Superintendent determines that a field 

crew is required to assist with resolving the emergency, he will contact the field crew leader 

most likely to reach the site of the emergency most quickly.  The field crew will conclude their 

maintenance tasks, document the extent of their work on the daily report, then will mobilize to 

the site of the emergency. 

Field crew members and leaders alternate being on-call for off-hours emergencies.  If an 

emergency occurs off-hours and the Superintendent determines that a field crew is needed to 

help resolve the emergency, the Superintendent will call the field crew leader on his cellular 

phone.  The field crew leader will call his field technicians on his cellular phone. 
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The Superintendent forwards daily maintenance reports, emergency reports, and 

maintenance checklists to the Inspector to enter information into the CMMS. 

A. Sewer Cleaning 

The Village owns two vacuum/sewer cleaning (vactor) trucks, one of which is available for 

use by each Field Crew.  The vactor trucks are capable of high-pressure jetting of sewers 

(up to 600 psi).  The Village also owns power rodding machines that are capable of 

removing obstructions from municipal sewers.  The Village has a biannual contracts for the 

following: 

1. Septage hauling services, which is utilized when sewage and debris quantities exceeding 

the capacity of the Village vactor trucks are generated by a task    

2. High pressure hydro-jetting services is used to clear obstructions in sewers when the 

Village's own equipment is unable to do so 

3. Root control service using foam containing diquat dibromide 

The root control service is used in areas where root growth has been a historical problem 

and where new areas of significant root growth are observed during CCTV inspection. 

In general, routine sewer cleaning work is performed within one week preceding routine 

CCTV inspections.  Most of the public sewer system is cleaned on a 10 year cycle however, 

certain areas with known issues (low velocity, high sedimentation, and FOG deposition) are 

cleaned on an annual basis.  The quantity of debris is closely monitored when these 

segments of the sewer system are cleaned.  Adjustments are made on a continual basis to 

the list of sewer reaches requiring frequent cleaning in order to optimize resources and 

clean only portions of the system that require it. 

B. Lift Stations and Force Mains 

The Village of Sunnybrook has two sanitary lift stations in its system, the George Street lift 

station and the Lake Avenue lift station.  Both lift stations have mechanical and electrical 

equipment housed in a pump house.  Both lift stations have backup natural gas generators 

as a secondary source of power.  A telemetry system using cellular signal transmission 

allows for monitoring of the status of pumps, flow meters, wet well elevations, backup 

generators, and station entry alarms from the Public Works Building.  The pump control 

system is programmed to generate text messages which are sent to the cellular phone of 

the Superintendent when high wet well elevation, pump motor failure, and station entry 

alarms are tripped.  The Superintendent or his designee will visit the pump station to 

address any of these alarms.  A record of such incidences and the actions taken to resolve 

them is entered into the CMMS. 
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Field crews perform cleaning and routine maintenance checks of the pump stations on a bi-

weekly basis.  During these visits, the field crews check on the pump station structures, 

lighting fixtures, unit heaters, and sweep the station.  Any maintenance activities required 

in the operation and maintenance manuals for the pumps, motors, backup generators, 

telemetry equipment and force main magmeters are performed during these visits.  Copies 

of the pump station equipment operation and maintenance manuals are stored at the 

Public Works Building.  The pump operation and maintenance manuals include pump 

manufacturer's name, model number, size, capacity, spare parts list, schematic drawings of 

the piping system, wiring schematics, design float switch elevations, narrative description of 

operation, and contact information for the vendor's local representative for service.  The 

Village CMMS produces reminders of required routine maintenance based upon the 

manufacturers' recommendations and these activities are listed in the weekly reports 

generated by the CMMS that form the basis of the field crews' assignments.  

 

The Village of Sunnybrook currently has two force mains in the collection system with a 

combined length of 2.3 miles. The George Street force main has four air release valves 

located at the high points and the Lake Avenue force main has five air release valves.  The 

Sewer Division inspects and maintains the air release valves semi-annually by back flushing 

the valves with clean water using a minimum of 30 psi.  All air release valves and valve 

vaults are inspected for signs of corrosion, connection point leakage, or improper operating 

characteristics.  

 

The pressure on the discharge side of the pumps at the lift stations is used to determine the 

need for force main cleaning.  If the backpressure is more than 25% greater than the 

expected total operating head, the discharge pipe will be cleaned.  Pressure gauges at lift 

stations are calibrated annually. 

A record of all routine maintenance visits is entered into the CMMS each day a field crew 

visits a lift station.  The record includes: star and end time of visit, personnel performing 

inspections, checks performed, observations, discharge flow rate and pressure observed 

during visit, weather conditions during visit, maintenance work performed, and spare parts 

used. 

III. Material and Equipment 

The Sewer Division provides operations and maintenance crews with the essential work 

related items they use on a day-to-day routine basis.   Should new or replacement 

equipment or tools be needed, the crew leader notifies the Inspector.  The Inspector will 

issue the crew leader stocked items.  For non-stocked items, the Inspector advises the crew 

leader of a local vendor and requests a purchase order for the needed item(s).  The crew 
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leader will then procure the requested items through the local vendor in an “in-stock” 

format. 

The Village of Sunnybrook keeps a limited supply of spare equipment and tools for 

personnel. In lieu of maintaining a full supply of spare equipment and tools for personnel, 

the Village has an annual “supply bid” for essential common equipment and tools.  This bid 

requires the vendor to maintain “in-stock” items listed in the annual bid, and the vendor 

must have a local storefront for item pick-up.  Non-bid equipment and tools can be 

purchased in amounts up to two thousand dollars ($2000.00). 

The large equipment and tools needed for certain tasks such as sewer cleaning and 

inspection are purchased through the Purchasing Department for permanent acquisition of 

the item for the Village. 

The Inspector is responsible for ensuring accurate inventories of material and equipment 

used by the Division is maintained.  This involves adding new material and equipment to the 

inventories, deleting equipment that the Division no longer owns, updating quantities as 

material is used.  The inventories are reviewed two times per year by the Inspector.  The 

inventories are maintained in an Excel spreadsheet.  Information tracked for equipment 

includes type, age, description/use, manufacturer, fuel type (where applicable), year of 

acquisition, estimated year for replacement, operating costs, and repair history.  The 

estimated remaining life of the equipment inventory is calculated based on the date of 

manufacture, an estimate by the Sewer Division of the useful life expected, and factors that 

might be expected to extend or reduce the life of the equipment (e.g., repairs or hard use). 

IV. Sewer System Capacity Evaluation 

As a fully developed community, the Village of Sunnybrook does not anticipate the need to 

extend the sanitary sewer system by any significant amount for the foreseeable future.  In 

general, the existing sanitary sewer system is sized to accommodate dry weather flow from 

the tributary areas as developed.  However, the following circumstances could trigger the 

need to evaluate the capacity of the existing sanitary sewer system and determine if an 

increase in conveyance capacity is justified: 

 An area experiences dry weather SSOs and/or BBs that cannot be attributed to 
maintenance issues or deteriorated sewers. 

 An area is being redeveloped and the projected dry weather flow exceeds that of the 
current land use. 

 

Should either of these situations occur, the Village Engineer will consider the current and 

proposed population within the service area, capacity of the existing sewer(s) serving the 

areas, elevations of existing sewers and of existing laterals.  The capacity of the sanitary 
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sewer system should conform to the standards established in the MWRD's Watershed 

Management Ordinance (WMO) in effect at the time.  Typically, sanitary sewers are to be 

sized for the anticipated population equivalent in the service area, multiplied by an 

expected wastewater flow rate of 100 gallons per capita per day, times a peaking factor that 

accounts for diurnal variation.  If the existing capacity is less than the anticipated amount of 

wastewater, the Village Engineer will design a sanitary sewer replacement project that 

provides the necessary capacity.  This project would require a WMO permit from the 

MWRD. 

 

V. Sewer System Inspection/Condition Assessment 

A major component of the Village of Sunnybrook's sanitary sewer maintenance program is 

inspection and condition assessment of gravity lines, manholes, force mains, lift stations, 

and service laterals.  Such facilities are inspected during construction and must meet the 

design requirements before the Village allows them to be placed into use.  However, with 

the exception of most service laterals, these facilities are also inspected on a routine basis 

throughout their useful life.  Systematic inspection that identifies defects and codes them in 

a consistent manner according to severity allows for cost-effective planning of sewer 

rehabilitation, repair, and replacement activities.  The Village of Sunnybrook inspects all 

components of the public sewer system on a ten year cycle, with more frequent inspections 

in high priority portions of the system.  Inspections of the public sewer system are 

performed in accordance with NASSCO standards. 

 

The Village of Sunnybrook has a contract for CCTV services that is re-advertised every two 

years.  The contractor televises approximately 20% of the Village's sanitary sewer system 

every two years in addition to emergency televising of segments of the sanitary sewer 

system where problem areas requiring immediate action are suspected.  The contractor 

provides a digital video of all inspections along with an inspection report and condition 

assessment in accordance with NASSCO reporting guidelines. 

 

As stated above, portions of the sanitary sewer system are inspected on a 3 year cycle while 

most of the system is inspected on a 10 year cycle.  The Sewer Division has designated the 

portions of the system on the 10-year cycle that are to be inspected in each year of the 10 

year cycle.  The Sewer Division reviews inspection reports received from the Contractor and 

updates the Status of High Priority Defects and CIP on an annual basis.  In general, the 

Sewer Division's goal is to address the defects with NASSCO grades of 4 or 5 within the next 

two years.  However, this cannot always be achieved efficiently using Village staff or by 

including work under a rehabilitation or replacement contract.  When developing the CIP 

each year, high priority defects that have been known for the longest period of time are 

given top priority. 
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Projects involving new sanitary sewer construction, or modification of existing sanitary 

sewers, must comply with the Village's and the MWRD's design requirements.  The Village's 

Sewer Use Ordinance gives the Village the authority to inspect new sewer construction and 

establish standards by which sewers tributary to its system must comply.  New public 

sanitary sewer construction projects are either designed by the Village Engineer or are 

designed by an outside consultant but reviewed by the Village Engineer for compliance with 

the Village's standards.  A permit from the Village and from the MWRD is required for public 

sanitary sewer work when the work is not performed by the Village's own contractor.  

When work is performed by the Village's contractor, only a permit from the MWRD is 

required.  Construction work is observed by the Village's Inspector.   

 

Projects involving new private sector sanitary sewers require permits from the VIllage and 

from the MWRD.  The Village Engineer reviews drawings of proposed conditions for 

compliance with Village standards.  The Village Inspector observes construction work for 

compliance with approved permit drawings.  An occupancy permit is not issued unless all 

Village requirements have been satisfied and after the Village receives an executed copy of 

the MWRD's Request for Final Inspection.   

 

The procedure for inspection of new construction for which the Village issues a permit is as 
follows: 

1.  After reviewing the project drawings and receiving the permit fee, the Village issues a 
 sewer construction permit.  One term of the permit is to notify the Village Inspector a 
 minimum of two days before sewer construction work begins. 

2.  Upon receipt of the notice that sewer construction work will begin, the Inspector visits 

 the construction site on a daily basis to observe progress and quality of work.  Revisions 

 to the design are to be submitted to the Village by the Design Engineer for approval.  If 

 the Village Inspector observes deviations from the approved design in the field, he will 

 notify the contractor and design engineer.  If action is not take to correct the deviation, 

 the Village may issue a violation notice to the contractor and project owner.  Failure to 

 properly address deviations from the approved design is justification for the Village to 

 withhold an occupancy permit. 

3.  When the sewer construction work is complete, the project owner submits a Request for 

 Testing to the Inspector. If requested by the Inspector, the Contractor must perform an 

 air pressure test or an infiltration test to demonstrate that the required level of water-

 tightness has been achieved.  If the required level of water-tightness is not achieved, the 

 Contractor must repair the defects in the installation to reach the required level of 

 water-tightness, and demonstrate compliance through additional testing.  Once the 

 Inspector has verified that the sewer installation has adequate water-tightness and all 

 other aspects of sewer construction meet Village standards, the Inspector signs the 
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 Request for Testing and provides a copy to the Village Building Department, the 

 Contractor, the property owner, and the Design Engineer.  

4.  The Contractor submits the As-Built drawings to the Inspector.  The Inspector reviews 

 the drawings and issue a letter acknowledging receipt of the As-Built drawings or 

 identifying deviations from the approved design.  The As-Builts must be corrected and 

 acknowledged by the Inspector before the Village will allow the new installation to be 

 placed into service. 

5.  When the Village receives the fully executed RFI from the MWRD as well as signed 

 compliance forms from other Village departments, as applicable to the project, the 

 Village Building Department issues an occupancy permit. 

6.   If sewers and manholes have been built by a private party that are to be owned by the 

 Village as part of its public sanitary sewer system, a transfer agreement is prepared and 

 executed.  Upon execution of the transfer agreement, the Sewer Division assigns a 

 unique identification number to any newly added manholes and provides information 

 on the new facilities to the GIS coordinator for updating of the sanitary sewer atlas. 

 
A checklist for inspection of new sanitary sewer facilities is attached as Appendix A. 

 
VI. Sewer System Rehabilitation and Updating the CIP 

 
Several factors are taken into consideration when the annual update to the CIP is made by 

the Sewer Division.  These include: 

 Location, quantity and nature of High Priority Deficiencies 

 Location of street pavement improvement projects for the year 

 Available funding 

 Age of sewers with High Priority Deficiencies 

 Expected impact of sewer failure 

The Sewer Division reviews inspection reports received from the sewer televising contractor 

and updates the Status of High Priority Defects and CIP on an annual basis.  In general, the 

Sewer Division's goal is to address the defects with NASSCO grades of 4 or 5 within the next 

two years.  However, this cannot always be achieved efficiently using Village staff or by 

including work under a rehabilitation or replacement contract.  When developing the CIP 

each year, high priority defects that have been known for the longest period of time are 

given top priority.  To minimize disturbances to the public and to optimize resources, 

wherever possible, the Village tries to perform sanitary sewer rehabilitation work in 

conjunction with street pavement improvement projects.  When this coordination is 

possible, the Village will line or replace service lateral connections to the public sanitary 

sewer (up to 6 feet from the connection). 
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The Superintendent of Sewers, Village Engineer, and Director of Public Works meet once 

per year to review potential capital improvement projects based on the factors mentioned 

above.  Small scope repairs can be accomplished with in-house staff (manhole cone section 

reconstruction, frame and grate replacement, plugging of leaks in manholes, joint sealing), 

but rehabilitation is performed under a competitively bid contract.  Once the scope of the 

capital improvement projects are determined, the Village Engineer designs the projects or 

oversees the work of an outside consultant hired to design the project. 

Once rehabilitation or sewer replacement projects have been completed, the Village 

Engineer provides information to the GIS coordinator to have the sewer atlas updated with 

relevant information. 

VII. Funding plan  

In July of 1992, the Village of Sunnybrook developed and implemented a Sewer Use Charge 

Fee.  This fee has been, and will be, used to fund normal operations and maintenance, as 

well as most capital improvements to the sanitary sewer system.  The fee establishes rates 

for residential, commercial and industrial users based on water usage.  Industrial users are 

subject to additional surcharges if they discharge wastewater with high concentrations of 

BOD, TSS, or ammonia.   

 
The Sewer Division budget is comprised of line items for personnel, contract services, 

supplies, equipment replacement and maintenance, training, rehabilitation contracts, 

replacement contracts, vehicle fuel and maintenance, and emergency repairs and service.  

The Superintendent maintains records of expenditures in each of these line items in past 

years, the projected expenditures in the current year, and a running total of expenditures in 

the current year.  Projected expenditures for the next year are made based on a review of 

recent trends and on an assessment of short term needs, such as significant rehabilitation 

work.  Every year, at least 4% of the annual revenue is set aside for capital improvement 

projects. 

 
The Village will consider applying for assistance through the State Revolving Loan Fund for 

large capital improvement projects where the effort allocated towards preparing planning 

documents, filling out the application, and submitting all the required documentation of 

work performed is justified by the amount of the loan. 

 
VIII. Private Sector Program 

(Submitted separately to the MWRD) 
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IX. Sewer Use Ordinance 
 

A copy of the Village's Sewer Use Ordinance is attached.  The Sewer Use Ordinance was last 

updated in January 2015.  The Village Board may authorize amendments to the Sewer Use 

Ordinance at their regularly scheduled public meetings as long as public notice of the 

proposed changes have been made available at least one week before the scheduled public 

meeting.  Changes to the ordinance are recommended by the Village Engineer, generally 

after discussion of the need for the change among the Village Engineer, Director of Public 

Works, and the Superintendent.  As stated earlier, the Village Engineer and Inspector have 

responsibility for administering and enforcing the Sewer Use Ordinance for new sanitary 

sewer construction.  The Superintendent has responsibility for administering and enforcing 

the Sewer Use Ordinance for existing public and private sanitary sewers.   
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Appendix A of LTOMP:  Sanitary Sewer Inspection Checklist 

Village of Sunnybrook Department of Public Works 

Sewers Division 

The following items are to be checked by the Village Inspector during sanitary sewer construction.  A 

completed version of this form is to be submitted with the signed Request for Testing when sanitary 

sewer construction is completed and acceptable to the Village Inspector. 

Project Name: 

Permit Number:      Project Location: 

Feature Compliant Non-
Compliant 

Comments 

Gravity Sewer Line 

Pipe size □ □  

Pipe material □ □  

Pipe joints □ □  

Bedding material □ □  

Bedding thickness □ □  

Backfill material □ □  

Backfill compaction □ □  

Line and grade □ □  

Grade of manhole 
frame(s) and cover(s) 
with respect to finished 
grade 

□ □  

Booted connections 
between sewer pipe 
and manholes 

□ □  

Location and crossings 
with respect to water 
mains 

□ □  

Lift Stations 

Control system □ □  

Stand by power system □ □  

System does not allow 
simultaneous pump 
operation 

□ □  

Force Mains □ □  

Pipe material □ □  

Restrained joints or 
thrust blocks 

□ □  

Air release valves at 
high points 

□ □  

Residential Projects 

Separate sanitary and □ □  
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stormwater sumps, 
pumps, piping and 
discharge 

Discharge for sanitary 
sewage 

   

Discharge for 
stormwater 

   

Outlet for foundation 
drains 

   

Swimming pool 
discharge 

   

 

Test method:  □  Visual   □ Infiltration   □  Exfiltration   □  Air Pressure    □  CCTV   □   Other 

Test information:  □  Tested on same day    □   Partial tests   □  All tests passed    □   Some tests failed 

The undersigned hereby certifies that the project above has been tested as shown, and that the test 

results are as indicated herein. 

Date of Test: _____________________________ 

Inspector Name:___________________________________________ 

Inspector's signature:___________________________________________ 

 




