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1. Intent 
This document outlines the procedure for operating a valve to shut down or recharge a water-main. 

2. Scope 
The scope of this procedure applies to the South East Water contract of Service Stream’s Services business 
(Service Stream). This applies to all employees and subcontractors performing water maintenance activities. 

3. Responsibilities 

3.1. Contract Manager 

 Ensure that all appropriate actions are taken to implement this procedure. 
 Ensure that training and facilities are available to enable training to be carried out at the required level and 

frequency. 

 Provide a visible commitment to the Service delivery by undertaking regular on-site visits and participating 
in checking on-site conditions. 

 Ensure that all tools, equipment, Safety gear, PPE, Materials, procedures and Supervision as required are 
available to safely and successfully execute the works.  

 

3.2. Supervisor/Operations Manager 

 Arrange appropriate training for employees under their control. 
 Ensure the Procedure and SWMS are updated when new hazards are identified or there is a change in the 

process.   
 Ensure Sub-contractors have access to and are following the Procedures, SWMS’s, Checklists and other 

associated documentation to comply with Service Stream / South East Water’s requirements. 
 Ensure that if the water main is 225mm diameter or above, that permission has been granted by SEW NOCC 

Room for emergency situations and approval of OCCP for notified shutdowns. 
 Ensure as required, permits, notifications and planning has been established for the works 
 Ensure all appropriate Hazard controls are implemented by a competent person, including for works that 

may occur within private properties.  
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3.3. Water Maintenance Worker 

 Ensure all required permits, Pre-Start Checklist, and associated documents are completed correctly and 
signed onto by all personnel who are or have been on site.  

 Ensure all of the required safety equipment/ PPE for the task is used.  
 Report any defective equipment. 
 Notify the Responsible Supervisor/ Shutdown Manager immediately of all issues, incidences or on site 

operational concerns raised in relation to the site or works being done. 
 Raise any observations for improvement to equipment or procedures used to do the task. 
 Present themselves for training when required 
 Ensure a system of communication to call for assistance is established. 
 Maintain any safety requirements being implemented. 

4. Procedure 
Refer to flowchart 

 

5. Records 
Records are maintained in South East Water’s Montage system 

 

6. References 
SEW-PC-2102 Notification for planned shutdown of water supply 

 

7. Supporting Tools 
Not Applicable. 

 

8. Escalation 
Escalation of an incident is essential to ensure that Service Stream management are aware of any 
developing issues that may relate to the welfare of Service Stream workers, or that have the potential 
to cause interruption to water and sewerage services. Service Stream management shall keep South 
East Water informed of developing issues which may impact on their business. 
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Supervisors shall investigate incidents and provide sufficient information to the relevant Operations 
Manager or Duty Manager as appropriate, in order that they make informed decisions on whether 
escalation is required. Where there is media presence on site, both the Service Stream Operations 
Manager or delegate and South East Water Duty Officer shall be informed immediately by the 
appropriate Supervisor or Service Stream Duty Manager. All details shall be recorded by the relevant 
Operations Manager. 

You must also escalate notification where any of the following apply. 

 

INCIDENTS SIGNIFICANT EVENT 

Any circumstance which causes or is likely to 
cause any of the following is classified as an 
incident and SEW should be notified via 
Operations Manager or Duty Manager. 

(1) Threat to life 
(2) Threat to health and safety 
(3) Threat to the environment 
(4) Threat to SEW's systems 
(5) Threat to public or private property 
(6) Creation of need for urgent action under 

statute or legislation 
(7) Interruption of service to key customers 
(8) Media presence on site. 

(Note: All media contact to be carried out 
through SEW and Service Stream)  

Examples 

(1) Burst water main impacting on major 
customer / shopping centre 

(2) Minor to serious injury 
(3) Minor collection sewer failure 
(4) Detection of abnormal levels of hazardous 

substances in sewerage system 
(5) Power outage > 30 min. 
(6) Minor building or property damage 
(7) Theft of property 

If the job meets any of the following criteria, the 
Job is classified as a significant event and the 
Operations Manager or Duty Manager is to be 
notified immediately and in turn the Operations 
Manager or Duty Manager must notify SEW 
immediately. 

(1) Burst water main 225mm or greater 
(2) Interruption to supply likely to exceed 5 hours 
(3) Interruption to water supply affecting more 

than 250 customers 
(4) Leak on a single feed that has the capacity to 

threaten the loss of water supply to a 
community or major customer. 

(5) Significant accident or incident 
(6) Burst or leaking sewer rising main. 
(7) Sewer spillage inside dwelling or business. 

(10) EPA on site, any environmental incident 
such as sewer spill must be notified to the 
Supervisor. 
For Sewer spill complete form SF-0010C 
Standard Incident Investigation. 

(11) You are unable to charge to a high point 
due to no hydrant 
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9. Version  

Version Changes Revision date Revision by 

00 Initial Issue 02/09/2022 Michael Spicer 
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10. Flowchart  
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Carry out required work ensuring:
 Properly identified water only 

tools are utilised to do the work.

Standing Repair Orders

Where possible maintain positive pressure 
in the main until the pipe or fitting is 
exposed and there is minimal risk of 
allowing contaminated ground water into 
the water main;

Where possible perform repairs to the 
main under positive pressure;

If interruption to supply is required, drain 
water from affected main at lowest point to 
prevent customer access to water in the 
pipe

Where there is a need to shut the main, 
excavate to below the water main creating 
a sump hole for the water pump to de-
water the excavation,

do not allowing dirty water to siphon in 
the main. 

Take steps to prevent 

Soil erosion

Sediments into drains or natural 
watercourse

Flow of water into private properties

Water flowing over roadways 

Takes steps to minimise

Discharge of recycled water into 
drainage systems

Blockages along a kerb which could lead 
to water pooling

At completion of work, fit hydrant 
deflector hose to fireplug / hydrants 

at high point before recharging main.

Ensure discharge is directed towards 
nature strip or storm-water drain with 

silt traps in place

Open fireplug / hydrant

Slowly open valve at lowest point of 
shutdown and charge to highest point

Inspect repair.
Update Montage with the relevant 

details ie. WATER ON

Flush main and continue until water 
runs clean and free from sediment 
and air

 Carefully and slowly close 
hydrant 

 Flush dead ends, courts and 
end of lines before opening 
other valves.

 Return valves to normal 
operating positions

END

Continued from previous page

If main is shut, drain to lowest point

Is there a high point 
to charge too?

Yes

Refer to NOC Room for 
advice on how to charge 
up and if required 
exstend shut off

No
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