
Abstract: This SOP details maintenance tasks and operational 
support procedures, for the Joint Base Pearl Harbor-Hickam 
(JBPHH) water distribution system, ensuring its structural and 
operational integrity. 

STANDARD OPERATING 
PROCEDURE 

SOP 1.2 Miscellaneous Maintenance 
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1. DEFINITIONS/ACRONYMS

1.1. Definitions 

 Potable water: Water that is suitable for drinking.

 Safety Data Sheet (SDS): An Occupational Safety and Health Administration (OSHA)
standardized hazard communication document detailing a chemical’s properties and hazards
(physical, health, and environmental); protective measures; and safety precautions for
handling, storing, and transporting the chemical.

1.2. Acronyms and Abbreviations 

 GIS geographic information system 

 GPS Global Positioning System 

 JBPHH Joint Base Pearl Harbor Hickam 

 NAVFAC Naval Facilities Engineering Systems Command

 NFPA National Fire Protection Association 

 NSF National Sanitation Foundation 

 OSHA Occupational Safety and Health Administration 

 PPE personal protective equipment  

 PRP32A Potable Water Branch

 SDS Safety Data Sheet 

 SOP Standard Operating Procedure 

 UEM Utilities and Energy Management 

 UFC Unified Facility Criteria 

 WHHP6B Pearl Harbor and Outlying Areas
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2. OVERVIEW

2.1. Scope and Purpose 

This Standard Operating Procedure (SOP) covers the maintenance of the critical infrastructure 
components of the Joint Base Pearl Harbor Hickam (JBPHH) water distribution system. This 
includes general site housekeeping, facility maintenance, ground maintenance, and security 
measures. 

2.2. Operating Summary 

Miscellaneous tasks are performed by operators to help maintain a clean and effective 
operational condition of the facility within the JBPHH water distribution system. These tasks are 
categorized by type and frequency (weekly, monthly, and annually) to ensure consistent system 
maintenance. 
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3. RESPONSIBILITIES AND QUALIFICATIONS

3.1. Responsibilities 

The JBPHH Public Works Department owns and operates the JBPHH drinking water system. 
Operation and maintenance of the system is the responsibility of the Utilities Maintenance 
Potable Water Branch (PRP32A). Miscellaneous operation and maintenance at JBPHH are 
performed by all three work centers within their areas of responsibility. Refer to Figure 3-1 for 
details. 

Figure 3-1 Public Works Department Organization 

Lead operators and supervisors in PRP32A must ensure that the operators are trained and 
qualified prior to using this SOP. To support this process, a copy of this SOP should be made 
readily available to all users. Engineers and supervisors are required to update the SOP to reflect 
any changes in equipment, procedures, or regulations, and train the operators and maintenance 
crew(s) accordingly. Supervisors approve, coordinate, and maintain records of any major repairs 
on the equipment highlighted in this SOP. Training shall consist of in-depth, hands-on training for 
all new employees or employees new to this SOP. Document all training using Attachment 1 SOP 
Acknowledgement and Training Form. 
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3.2. Qualifications 

All personnel involved in miscellaneous maintenance activities must be trained and qualified to 
perform their assigned tasks. 

 The Supervisor and Lead Operator must meet the minimum certification requirement. All
other personnel under their supervision must meet the minimum requirement of Operator-in-
Training, with the exception of the following personnel who are not directly involved with
repair procedures:

o Heavy equipment operators
o Traffic control personnel including flaggers
o Personnel involved with site clean-up after repair has been made including grading,

seeding, pavement restoration, and miscellaneous concrete work

 Follow Navy and base-specific safety regulations and directives and obtain appropriate safety
training (see Section 4).

 Be familiar with the following:

o Emergency protocols and communications
o Operation of tools and equipment
o Procedures outlined in this SOP
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4. HEALTH AND SAFETY

4.1. General Guidelines 

With respect to health and safety, operators shall implement the following: 

 Comply with the JBPHH Safety Manual.

 Use engineering, operational, or administrative controls or other means of performing work to
eliminate or minimize health and safety hazard risk. Eliminating or minimizing health and
safety hazard risk is preferred over the use of personal protective equipment (PPE). Use PPE
to reduce hazard exposure when the hazard cannot be eliminated.

 Follow all OSHA requirements for work in confined spaces, trenching, roadways, etc.

 Pay specific attention to the hazards outlined in Section 4.2.

 Be familiar with all applicable SDSs. Ensure SDSs are up to date. Ensure the SDSs match
the chemical being used (i.e., do not use an SDS for the same chemical from another
manufacturer).

4.2. Anticipated Hazards 

 Injury due to moving parts and equipment (e.g., forklift, pump, motor)

 Confined space

 Electricity

 Work environment (hot weather, excessive heat, sun exposure, wet or humid environment,
wet slippery grounds, elevated platform, uneven/unstable ground, noise, etc.)

 Heavy equipment

4.3. Personal Protective Equipment 

Utilize the following PPE based on anticipated activities: 

 Safety steel toe shoes with anti-slip soles

 Work gloves

 Eye protection

 Hearing protection

 Hardhat/helmet

 Dust mask

 Knee pads (as needed)

 Class 2 safety vest (class 3 vest is required when visibility conditions are limited)

4.4. First Aid 

Stocked first aid kits shall be kept in two primary locations: service trucks and water supply pump 
stations. Promptly remove any expired stock from first aid kits and replace. Operators shall follow 
detailed instructions in the JBPHH Safety Manual and EM-385-1-1, Section 3 regarding first aid 
kit requirements, documentation, and follow up procedures. 
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5. EQUIPMENT AND MATERIALS
The section lists the equipment and materials that are relevant to perform this SOP. For detailed 
information regarding location and quantity of each item, please refer to the JBPHH inventory 
provided as an attachment to SOP 1.1 Introduction and Overview.  

Equipment: 

 Brooms

 Dustpans

 Floor scrubbers

 Mops and buckets

 Paint cloth

 Rakes

 Scraper

 Shears

 Squeegees

 Tape

 Trimmers

 Weed whackers

 Wire Brush

Consumables:

 Paint

 Primer

 Soap, floor detergent, cleaning solutions for windows, equipment surfaces and disinfectants
wipes

 Trash bags
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6. SCHEDULE AND PROCEDURES

6.1. Schedule 

Refer to Table 6-1 for miscellaneous maintenance schedule. Detailed procedures are discussed 
in subsequent sections. 

Table 6-1 Miscellaneous Maintenance Schedule 

Frequency Task Section

Weekly Perform site security maintenance 6.2 

Perform housekeeping maintenance 6.3 

Monthly Perform site ground maintenance 6.4 

Quarterly Safety equipment inspection 6.5 

Semi-Annual Clean gutters and drain spouts 6.6 

Annual Paint relevant equipment and components  6.7 

6.2. Weekly Site Security Maintenance 

 Notify pertinent personnel about the planned maintenance.

 Visual inspection

o Inspect all buildings, fences, and equipment for signs of damage or unauthorized entry.
o Inspect and repair gates, fences, and locks.

 Security measures inspection

o Ensure all gates are closed and locked when not in use.
o If lacking, implement measures to prevent unauthorized access to restricted areas.
o Inspect and ensure that any alarms and access control systems are working.
o Perform routine maintenance and repairs on security equipment as needed.

 Documentation

o Report any security incidents or concerns to the local authorities.
o Report any maintenance issues, repairs, or unusual findings, including specific issues

and actions taken.

6.3. Weekly Housekeeping Maintenance 

 Indoor housekeeping

o Clean areas of clutter and debris.
o Ensure all tools, equipment, and materials are stored safely and securely in their

designated areas.
o Ensure adequate lighting is maintained in all areas of the stations.
o When applicable, keep restrooms and breakrooms clean, sanitized, and stocked with

necessary supplies.
o Sweep and mop floors when applicable.
o Empty trash cans and re-line with new plastic bags.
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 Outdoor housekeeping

o Remove any debris that may obstruct walkways and access roads.
o Ensure safe and unobstructed access to all areas.
o Verify the functionality of all outdoor lighting.

 Maintenance and inspection scheduling

o Post the monthly maintenance schedule in a visible location.
o Ensure all operators are aware of the schedule and their responsibilities.

 Inspect the outside grounds and interior for cleanliness, orderliness, and proper materials
storage. Ensure materials are stored so that they do not block operator movement and
access or interfere with daily operations.

6.4. Monthly Site Ground Maintenance 

 Basic ground maintenance is contracted out; however, operations staff shall regularly confirm
contracted items are being properly performed and perform additional ground maintenance
as required.

 Notify pertinent personnel about the planned maintenance.

 Lubricate and exercise locks

 Vegetation maintenance

o Trim and remove weeds and vegetation around facilities and equipment.
o Clear debris and obstructions from around structures and pipelines. This includes

removing branches, leaves, and any debris.
o Cut any tree growth that may interfere with overhead lines and structures.

 Drainage maintenance

o Clear ditches from any debris and branches to ensure proper drainage.
o Unclogging drains to prevent water from pooling around structures.

 Document any maintenance issues, repairs, or unusual findings, including specific issues and
actions taken.

6.5. Quarterly Safety Equipment Inspection 

Inspect and verify the operational status of all onsite safety equipment, such as emergency eye 
wash stations and system alarms (audible, visual, SCADA, and operator notification). 

6.6. Semi-Annual Gutter Cleaning and Spout Draining 

 Clean gutters and drain spouts on all buildings.

 Ensure gutters and drain spouts are draining properly.

 Align splash pads under drain spouts and ensure positive drainage away from building.

6.7. Annual Painting 

 Notify pertinent personnel about the planned painting maintenance.

 Preparation

o Remove any loose paint, rust, or debris using a wire brush or scraper.
o Sand the surface to create a smooth uniform texture.
o Apply a coat of primer to the surface to prevent future corrosion.

 Painting application
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o Select the right color paint that is weather-resistant and adhere to National Sanitation
Foundation (NSF) and National Fire Protection Association (NFPA) standards as
applicable.

 All paint that can be in contact with potable water shall be NSF 61 compliant.
 Fire hydrant color shall adhere to NFPA requirements, see SOP 5.3 Hydrants.

o Use a brush to apply the paint evenly into a thin coat.
o Allow the coat to dry before applying a second coat.
o If necessary, apply a third coat after allowing the paint to dry.
o Where applicable, ensure that the paint is fully dry before putting any equipment back in

service.

 Document any maintenance issues, repairs, or unusual findings, including specific issues and
actions taken.

6.8. Operational Support and Authorization Procedures 

6.8.1. Temporary Flow Meters and Backflow Preventers 

 Temporary flow meters and backflow preventers are utilized to provide water on a temporary
basis to activities such as construction activities.

 All temporary flow meters and backflow preventer requests shall be coordinated with the
Pearl Harbor and Outlying Areas (WHHP6B) shop supervisor.

 Upon installation and during the first quarter of every year thereafter, conduct the following for
all temporary meters and backflow preventers:

o Test and inspect meters following procedures provided in SOP 5.2 Valves and SOP 8.1
Real-Time Monitoring

o Have general ledger account coordinated with finance

 When temporary flow meters and backflow preventers are no longer required, end user shall
coordinate with the WHHP6B shop supervisor for final removal.

6.8.2. Dig Permits 

 Dig Permits are required for all watermain, valve, and hydrant repairs that require digging
(see Attachment 2 Emergency Dig Permit Presentation for details).

 The following documents and contacts shall be made in order.

o Three versions of a map marking the area to be excavated:

 Regular
 Satellite
 Utility

o Dig Permit Form
o Hawaii One Call Center (1-866-423-7287 or 811)
o Verizon Emergency Toning (808-659-1444)
o Utility Data Release Form
o Utilities and Energy Management (UEM) Cover Sheet
o Hawaii Telecom Form
o AT&T Cable Toning Request Form

 Send all information to required locations. Note: for updated information and contact details,
refer to the Dig Permit form.

 File the following documents for permanent records:

o Cover sheet
o Signed Dig Permit
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o Signed Hawaii Telecom Form
o Signed AT&T Cable Toning Request Form
o All versions of maps created
o Any additional documentation including signed forms, pictures, etc.

6.8.3. Transportation Shop (PRP33D) Support Request 

Shop supervisors/lead operators shall coordinate support for heavy equipment and equipment 
operators from the transportation shop (PRP33D) with first line supervisors as required. 
Coordinate pavement repair and site restoration with second line supervisors after repair has 
been completed. Below are important notes regarding coordination with the Transportation Shop. 

 The typical on-site response time for equipment and operators is 2 hours during duty hours,
and 4 hours during non-duty hours (nights, weekends, and holidays).

 If first line supervisors are unreachable, proceed to contact second- and third-line
supervisors.

 Should scheduling conflicts arise regarding equipment availability, supervisors will be
responsible for prioritizing support requests.

 The Transportation Shop maintains strategically staged equipment to enhance response
times. Coordination will be required as support needs evolve.

 Any suspended loads must follow NAVFAC P307: Weight Handling Program Management.

 Transportation Shop (PRP33D) has the capability to rent additional or specialized equipment
as required.

6.8.4. Utility Record Keeping 

 Records for water supply pump stations, water booster stations, and other water-related
facilities are maintained as as-built drawings. Coordinate with Potable Water Branch PRP32A
Engineers to ensure these records are updated.

 Distribution system piping, valves, hydrants, and other appurtenances shall be updated in the
Navy’s Geographic Information System (GIS) records if they are relocated a distance greater
than 3 feet. Coordinate GIS updates with Water Branch PRP32A engineers.

o The engineers shall update GIS records by utilizing Global Positioning System (GPS)
marking equipment.

o If GPS equipment is unavailable, the engineer shall hand-sketch the utility updates based
on field observations, discussions with installation operators, pavement/site restoration
details, exposed features (e.g., valve boxes and hydrants), and any other relevant
information. These sketches must include reference points (such as satellite imagery,
other utilities or known points) and must note important specifications, including depth of
cover, size, and material.

o The engineers shall coordinate all GIS updates with GIS department as required.
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7. TROUBLESHOOTING
The following issues should be reported to shop leads and promptly addressed including: 

 Site Security

o Damaged fences or gates
o Broken locks
o Signs of intrusion or vandalism
o General security concerns

 Housekeeping Maintenance

o Clogged drains
o Broken ancillary equipment including lights, fans, electrical outlets, etc.
o Improperly stored equipment or supplies
o Excess dirt or debris

 Site Ground Maintenance

o Fallen trees
o Ponding water
o Debris or trash
o Broken site lighting
o Access road condition

 Gutters and Drain Spouts

o Clogs
o Damage
o Scour or ponding near drain outlet
o Water damage or mold from improperly functioning gutters and drain spouts

 Chipped, faded, or otherwise damaged paint

 Miscellaneous Concerns

o Fire Hazards
o Signs of vermin, including rodents, amphibians, and reptiles
o Damaged access and safety equipment including ladders, stairs, handrails, etc.
o General safety concerns
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9. ATTACHMENTS
 Attachment 1: SOP Acknowledgement and Training Form

 Attachment 2: Emergency Dig Permit Presentation



NAVFAC HAWAII POTABLE WATER BRANCH SOP 1.2 

Notes:______________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________________
___________________________________________________________________________________________________________________________ 

Page 27 of 27 

This page left blank intentionally. 



Attachment 1: 
SOP Acknowledgement and Training Form 



This page left blank intentionally. 







Attachment 2: 
Emergency Dig Permit Presentation 



 

This page left blank intentionally. 















5/28/2025

7

Dig Permit Page 2, (Update Project Title, and Description 
of work: What, Where, Why) 

7
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Hawaii One Call Center & Verizon Toning

 Hawaii One Call Center (1-866-423-7287, OR 811, Call and explain our situation make sure to 
include What, Where, Why and emphasize that we need Emergency Toning for our Water 
Break. You will need to give them Work Order Number, Location, and Closest Building 
Number. This is why your maps include Latitude and Longitude to get as accurate of a 
location as possible)

 Verizon Emergency Toning (808-659-1444, Call and explain our situation make sure to include 
What, Where, Why and emphasize that we need Emergency Toning for our Water Break. You 
will need to give them Work Order Number, Location, and Closest Building Number. This is 
why your maps include Latitude and Longitude to get as accurate of a location as possible)

 It is Hawaiian law that the area to be excavated be marked with WHITE PAINT, the call 
centers will ask if the area is marked. If it is an emergency and you have not marked it yet 
but called say “Yes, the area is marked in white”, ensure that you go out and mark the area 
once you are finished sending out dig permits to the appropriate parties.

 MOST IMPORTANT: BE PATIENT, it is difficult for the call centers to understand where we are 
located and what services we require. Explain that we are located on Hickam AFB, and we 
need emergency toning services because we need to excavate and we don’t want to hit their 
comm lines. 
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Maps, Dig Permit, Utility Data Release 
Form

 Once updated with as much information as you can put in, you will send/walk  
these documents to the following members

 EV2 Cultural Resources: 

 EV3 Environmental Restoration:

 UEM Electric, Water, Sewer: 
(Walk Maps next door to exterior electric and have them clear our dig, for sewer clear it 
with and have him sign the dig permit. That being said still send the dig 
permit to )

 Fleet Logistics Command (Fuels):  

 Hawaii One Call Center: At this point they should already be notified. Make sure you keep 
the ticket number they gave you.

 Telecommunications (BCO): 
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Hawaii Telecom Form & AT&T Toning 
Request Form

 Hawaii Telecom: 1177 Bishop St. (Main Lobby, Excavation Drop-Off Box)

 Drop off 3 Hawaii Telecom cover sheets, 3 copies of dig permits, and 3 copies of the 
google maps (Just the google maps, we do not release Utility Maps to them). They will call 
you once the signed Hawaii Telecom Form is ready, pick it up and put it in our Exterior 
Shop dig permit record.

 AT&T Toning: Airport Industrial Park, 3375 Koapaka St. Honolulu, HI 96819- 1868

 Drop off 4 AT&T Toning cover sheets, 4 copies of dig permits, and 4 copies of the google 
maps (Just the google maps, we do not release Utility Maps to them). They will call you 
once the signed AT&T Toning Form is ready, pick it up and put it in our Exterior Shop dig 
permit record.
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Exterior Plumbing Shop Dig Permit

 We keep the following documents in our records

 Cover Sheet

 Signed Dig Permit

 Signed Hawaii Telecom Form 

 Signed AT&T Cable Toning Request Form

 All Versions of Maps (Regular, Satellite, Utility)
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