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Introduction 

Purpose 

The purpose of this document is to describe how the Township of Perth East meets the requirements for 
an Operational Plan for the Milverton and Shakespeare Well Supply and Distribution Systems. The 
Township has chosen to develop and implement one Operational Plan for the two water systems as the 
majority of the elements within the Operational Plan are identical for both systems. Components that differ 
for each system are clearly identified within the attached appendices. 

Scope 

The Operational Plan covers the activities and personnel associated with all operational aspects of the 
supply and distribution of safe drinking water for the communities of Milverton and Shakespeare.  
This Operational Plan and other QMS documentation that are referenced herein are not intended to 
replace any of the prevailing regulations that govern the requirements for safe drinking water in the 
Province of Ontario. 

References 

Safe Drinking Water Act (2002) 

Drinking Water Quality Management Standard Guidance Document 

Operational Plan Overview 

This Operational Plan describes the manner in which the Township of Perth East conforms to the 
requirements of the DWQMS. It is structured to address each of the 21 DWQMS Elements in the order in 
which they appear in the Standard itself. 
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Definitions and Abbreviations 
 
Applicable Legislative And Regulatory Requirements – the Safe Drinking Water Act, 2002 the Ontario 
Water Resources Act, 1990 and all regulations and instruments issued under these Acts which are 
associated with drinking water. 
 
ANSI – American National Standards Institute 
 
Audit – a systematic and documented verification process that involves objectively obtaining and 
evaluating documents and processes to determine whether a quality management system conforms to the 
requirements of the DWQMS. 
 
Authority – official permission or approval to carry out a responsibility or task. 
  
AWWA – American Water Works Association 
 
Competence – the combination of observable and measurable knowledge, skills and abilities which are 
required for a person to carry out assigned responsibilities. 
 
Compliance – the fulfillment of a regulatory requirement. 
 
Conformance – the fulfillment of a DWQMS requirement. 
 
Consumer – the drinking water end user. 
 
Control Measure – includes any processes, physical steps, or other contingencies that have been put in 
place to prevent or reduce a hazard before it occurs. 
 
Corrective Action – action to eliminate the cause of a detected non-conformity with the QMS, the 
requirements of the DWQMS, or other undesirable situations. 
 
Critical Control Limit – the point at which a critical control point response procedure is initiated. 
 
Critical Control Point (CCP) – an essential step or point in the subject system at which control can be 
applied by the operating authority to prevent or eliminate a drinking-water health hazard or to reduce it to 
an acceptable level. 
 
Document – includes a sound recording, video tape, film, photograph, chart, graph, map, plan, survey, 
book of account, and information recorded or stored by means of any device. 
 
Drinking-Water Health Hazard – means, in respect of a drinking-water system, 
 

a. a condition of the system or a condition associated with the systems’ waters, including anything 
found in the waters, 
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i. that adversely affects, or is likely to adversely affect, the health of the users of the system, 

ii. that deters or hinders, or is likely to deter or hinder, the prevention or suppression of 
disease, or 

iii. that endangers or is likely to endanger public health, 

 
b. a prescribed condition of the drinking-water system or, 

 
c.   a prescribed condition associated with the system’s waters or the presence of a  prescribed thing 
in the waters 

 
Drinking Water Quality Management Standard (DWQMS) – means the quality management standard 
approved by the Minister in accordance with section 21 of the SDWA. 
 
Drinking-Water System – means a system of works, excluding plumbing, that is established for the 
purposes of providing users of the system with drinking water and that includes, 
 

a. anything used for the collection, production, treatment, storage, supply or distribution of water, 

b. anything related to the management of residue from the treatment process or the management of 
the discharge of a substance into the natural environment from the treatment plant, and 

c. a well or intake that serves as the source or entry point of raw water supply for the system. 

 
DWWP – means Drinking Water Works Permit 
 
Emergency – a potential situation or service interruption that may result in the loss of the ability to maintain 
a supply of safe drinking water to consumers. 
 
Emergency Response – the effort to mitigate the impact of an emergency on consumers. 
 
External Documents – include legislation and regulations directly applicable to the drinking water systems, 
the DWQMS, legal permits and licenses.  
 
Facts – information recorded by the auditor to meet audit objectives, gathered in the course of performing 
an audit. It includes the results of interviews, document information and observations. 
 
Frequency – the number of times that an audit occurs per unit time, e.g. once a year. 
 
Gap Analysis – the process of determining and evaluating the variance between the requirements of the 
DWQMS, and the methods and documents in place in your drinking-water system. 
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Hazard – a source of danger or a property that may cause drinking water to be unsafe for human 
consumption. The hazard may be biological, chemical, physical or radiological in nature. 
 
Hazardous Event – an incident or situation that can lead to the presence of a hazard. 
 
HMI – Human Machine Interface 
 
Implementation Action Plan – the product of a gap analysis which identifies the tasks required for 
implementing a QMS. The implementation action plan should include tasks, target dates, and people 
assigned to task duties. 
 
Infrastructure – the set of interconnected structural elements that provide the framework for supporting the 
operation of the drinking-water system, including buildings, workspace, process equipment, hardware and 
software, and supporting services, such as transportation or communication. 
 
Internal Documents – include the operational plan, QMS policy, other policies, procedures, instructions, 
and program requirements. 
 
MDWL – means Municipal Drinking Water License. 
 
Ministry – means the Ministry of the Environment, Conservation and Parks. 
 
Monitoring – includes any checks or systems that are available to detect hazards or the potential for 
hazards. 
 
Municipal Drinking-Water System – means a drinking-water system or part of a drinking-water system, 
 

a. that is owned by a municipality or by a municipal service board established    under section 195 of 
the Municipal Act, 2001, 

b. that is owned by a corporation established under section 203 of the Municipal Act, 2001, 

c. from which a municipality obtains or will obtain water under the terms of a contract between the 
municipality and the owner of the system, or 

d. that is in a prescribed class. 

Municipal Residential Drinking-Water System – means a large municipal residential system or a small 
municipal residential system as defined in O. Reg. 170/03. 
 
Network – means the Municipal Computer system in use at the Municipal offices. 
 
Non-compliance – a failure under the Safe Drinking Water Act, 2002, the Ontario Water Resources Act, or 
any regulations or instruments under these Acts which are associated with drinking water. 
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Non-conformance – the non-fulfillment of a DWQMS requirement. 
 
NSF – National Sanitation Foundation 
 
OIC – means Operator in Charge. 
 
Operating Authority – means, in respect of a subject system, the person or entity that is given 
responsibility by the owner for the operation, management, maintenance or alteration of the subject system. 
  
Operational Plan – means, in respect of a subject system, the operational plan required by the QMS Rep’s 
Direction. 
 
Operational Subsystem – means a part of a Municipal Residential Drinking-Water System operated by a 
single operating authority and designated by the owner within operational plans as being an Operational 
Subsystem. 
 
ORO – means Overall Responsible Operator. 
 
Owner – includes, in respect of a drinking-water system, every person who is a legal or beneficial owner of 
all or part of the system, but does not include the Ontario Clean Water Agency or any of its predecessors 
where the Agency or predecessor is registered on title as the owner of the system. 
 
Preventative Action – action intended to eliminate the cause or causes of potential non-conformance(s). 
 
Primary Disinfection – a process or series of processes intended to remove or inactivate human 
pathogens such as viruses, bacteria and protozoa in water. 
 
Public – subject system consumers and stakeholders. 
 
Quality Management System (QMS) – a system to: 
 

a. establish policy and objectives, and to achieve those objectives, and 

b. direct and control an organization with regard to quality. 

 
Record – a document stating results achieved or providing proof of activities performed. 
 
Rehabilitation – the process of repairing or refurbishing an infrastructure element. 
 
Renewal – the process of replacing the infrastructure element with new elements. 
 
Resources – tangible inputs that are required to deliver safe drinking water. 
 
Responsibility – a charge, trust, or duty for which one is responsible. 
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Retrievable - For documents, “retrievable” means the documents must be readily available for personnel to 
refer to, especially in emergency situations, or in areas where operational procedures would need to be 
promptly referenced. For example, sampling procedures should be available for reference where sampling 
activities are performed. For records, “retrievable” is a slightly more flexible term. Usually, a record is 
considered to be retrievable if it can be produced on request by the end of the business day. 
This definition stems from audits and inspections – if a record can be provided by the end of the audit, it is 
usually considered to be retrievable. 
 
Risk – the probability of identified hazards causing harm, including the magnitude of that harm or its 
consequences. 
 
Risk Assessment – an orderly methodology of identifying hazards or hazardous events that may affect the 
safety of drinking water and evaluating their significance. 
 
Scope – a description of the extent and boundaries of an audit. 
 
Secondary Disinfection – a process or series of processes intended to provide and maintain a 
disinfectant residual in a drinking-water system’s distribution system, and in plumbing connected to the 
distribution system, for the purposes of: 
 

a. protecting water from microbiological re-contamination, 

b. reducing bacterial re-growth, 

c. controlling biofilm formation, and 

d. serving as an indicator of distribution system integrity. 

 
This process includes the use of disinfectant residuals from primary disinfection to provide and maintain a 
disinfectant residual in a drinking-water system’s distribution system for the purposes described in clauses 
(a) to (d). 
 
Subject System – means: 
 

a. a Municipal Residential Drinking-Water System where the system is operated by one operating 
authority, or 

b. an operational subsystem where two or more parts of a municipal residential drinking-water 
system are operated by different operating authorities. 

 
Supplier – an organization or person that provides a product or service that affects drinking water quality. 
 
SDWA – means the Safe Drinking Water Act, 2002, S.O. 2002, c. 32, as amended. 
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Top Management – a person, persons or a group of people at the highest management level within an 
operating authority that makes decisions about the QMS and makes recommendations to the owner about 
the subject system or subject systems. 
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Element 1. Quality Management System 
 

In order to obtain a drinking water licence, municipal drinking water system owners must comply with 
Ontario Regulation 188/07, set out by the Ministry of the Environment, Conservation and Parks (MECP), 
which prescribes the requirement for the development of a Quality Management System (QMS). 

A QMS establishes policy and objectives in order to achieve said objectives. Furthermore, a QMS is in 
place to direct and control an organization with regard to water quality. Quality management systems were 
implemented as a result of recommendations made by Justice Dennis O’Connor of the Walkerton Inquiry 
and is part of the Drinking Water Quality Management Standard (DWQMS) mandated by the Safe Drinking 
Water Act (SDWA).  

A Transitional Operational Plan was developed for the following water systems that are owned and 
operated by the Township of Perth East, effective June 1, 2021: 

• Milverton Well Supply and Distribution System 

• Shakespeare Well Supply and Distribution System 

The following Full Scope Operational Plan has been developed with the intention of replacing the 
Transitional Operational Plan upon approval by the Accreditation Authority. 

The Operational Plan covers common elements for both water systems with appendices to address 
elements that differ for each of the water systems.  

The overall responsibility for the QMS rests with the QMS Representative. The QMS Representative may, 
at his or her discretion, delegate various tasks relating to the maintenance of the QMS.  
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Element 2. QMS Policy 
 
The Township of Perth East Well Supply and Distribution Systems are operated and maintained by the 
Township of Perth East. 
 
The Township of Perth East is committed to the following: 
 

• Ensuring a consistent supply of safe drinking water 
• Maintaining and continuously improving its Quality Management System 
• Meeting all applicable regulations and legislation 

 
The Township of Perth East will strive to achieve these goals through the dedication, support and 
participation of all of the council members, managers and employees who are directly involved in the 
supply of drinking water. 
 
The Quality Management System Policy is posted on the Township of Perth East web site 
www.pertheast.ca, the Municipal Office located at 25 Mill Street East in Milverton, and the well houses 
located in Milverton and Shakespeare. All waterworks personnel have reviewed the policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.pertheast.ca/
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Element 3. Commitment & Endorsement

This Operational Plan has been reviewed and endorsed by the Operating Authority and the Owner. The

signatures below show that the Operating Authority and their Top Management is committed to an

effective Quality Management System by ensuring that the Quality Management System is regularly

assessed to confirm its ongoing applicability and relevance. The Operational Plan is reviewed as required

and continually improved.

^Slvv^G 2aW
Chief Administrative Officer Date
(Owner)

IVt^nager of Public Works Date
(Top Management/ QMS Representative)

^ J2^

J^€ C^/Z^Y
RQSd^SuperviSST Date
(Backup QMS Representative)

Top Management ensures the Owner and Operating Authority is aware of all applicable legislative and

regulatory requirements, Top Management ensures that a QMS is in place that meets the requirements of

the Standard, and that the QMS is communicated by following the Communications Procedure.

Top Management can determine, obtain or provide the resources necessary to maintain and improve the

QMS, as demonstrated through records created under the QMS, and through the Management Review

Process. The Review and Provision of Infrastructure procedure describes how a need for resources may

be identified, documented, and followed through,

Township of Perth East - Operational Plan
Revision Six
June 6, 2024
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Element 4. QMS Representative 
 

The Township of Perth East has designated the following position as the Quality Management System 
Representative for the Milverton and Shakespeare Well Supply and Distribution Systems: 

Position: Township of Perth East Manager of Public Works. 

In his or her absence, the Perth East Roads Supervisor will act as the QMS Representative.  

The QMS Representative will be responsible for the following: 

• Ensuring that processes and procedures needed for the QMS are established and maintained 

• Reporting to Top Management on the performance and effectiveness of the QMS and any need for 
improvement during the annual Management Review meetings, at a minimum 

• Ensuring that current versions of documents required by the QMS are being used at all times 

• Ensuring that personnel are made aware of all applicable legislative and regulatory requirements 
that pertain to their duties for the operation of the water system 

• Promoting awareness of the QMS throughout the Township of Perth East 
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Element 5. Document and Records Control 
 
A fundamental component of the QMS is document and record control. The purpose of this element of the 
operational plan is to ensure that all documents and records are identified and readily available. Details 
regarding QMS document creation, updating, reviewing, approval, issuance, retention, storage and 
disposal are contained within the following procedures located in Appendix B: 
 

PE-QMS-P1 Document Control  
PE-QMS-P2 Record Control Procedure 
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Element 6. Drinking Water System 
 
The water systems listed below are owned and operated by the Operating Authority, the Township of Perth 
East. 

Milverton Drinking Water System 
The Milverton Drinking Water System consists of two drilled groundwater wells. Production Well #6 is 
considered the duty well for the system. The well is 66.4m deep and has a 200mm steel casing which 
extends from the ground surface to a depth of 43.6m. At depths greater than 43.6m, an open auger hold is 
present within the lime stone bedrock material. PW6 contains a pitless adaptor. Raw water from this well is 
pumped through an underground line to a treatment facility about 25m to the west on Spencer Street. Well 
# 6 has an approximate system capacity of 1425m3 /d. 

Production well #4 is considered the standby well for the Milverton Drinking Water System. The well is 
48.5m deep with a 250mm cast iron well casing. Well #4 was upgraded with a pitless adaptor and an 
extended casing 66cm above grade. Raw water is pumped through an underground line about 100m 
northwest to the same facility noted above on Spencer St. Well #4 has an approximate system capacity of 
720m3 /d. 
 
Raw water from both wells is typically free from any bacteriological activity. The usual turbidity found in well 
#4 is 0.5-0.8NTU whereas in well #6 the turbidity averages 0.2-0.4NTU. Average daily flow data can be 
found in the most recent annual report. Other than the normal increase in usage during the summer 
months, there are no major operational challenges due to event-driven fluctuations. 
 
The Milverton Drinking Water System is situated at 15 Spencer Street on the south side of the street. The 
storage reservoir (total capacity of 1150m3) is located underground and adjacent to the west of the plant. 
Raw water from the wells is conveyed into the plant where liquid sodium hypochlorite is added for 
disinfection. The treated water is directed into the reservoir for contact time and then through the high lift 
pumps into the distribution system. Within the plant operations area, there are two vertical turbine high lift 
duty pumps, two sodium hypochlorite duty metering pumps, a 200L sodium hypochlorite tank, an on-line 
chlorine analyzer, raw water flow meters for both wells, a treated water flow meter, two vertical turbine fire 
pumps and a diesel generator. 
 
There is approximately 8 km of distribution piping contained within the Milverton Drinking Water System 
with fire hydrants and three sample stations. Pressure within the distribution system is maintained by high 
lift pumps located within the well house. The Township performs all repairs to the distribution system.  
There are no critical upstream or downstream processes that are relied upon to ensure the provision of safe 
drinking water. 
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Shakespeare Drinking Water System 
The Shakespeare water system consists of two ground water wells each located within the property of the 
pump house at 2174 Miller Avenue, Shakespeare. Production Well #1 is located at the south end of the 
property and Production Well #2 is located at the north end of the property. The well pumps operate as one 
duty and one standby. If the duty well pump were to fail, the standby pump will automatically take over and 
pump to the desired pressure set point. Six pressure tanks provide pressure to the distribution system 
when the well pumps are not operating. When the pressure drops to 40 PSI the duty well pump and the 
chemical feed pump automatically start and recharges the pressure tanks and the system to 67 PSI. There 
are two chemical feed pumps set up such that in the event of a duty pump failure the backup pump will 
automatically start. There is an on-line chlorine analyzer monitoring the system.  As per the Permit to Take 
Water, the well is permitted to take 545.76m3 /d. 
 
Both wells are deep groundwater wells and there is no history of any bacteriological activity in either of the 
Shakespeare wells. The usual turbidity found in the wells is between 0.3-0.4NTU. 
 
Annual flow data can be found in the most recent annual report. Other than the normal increase in usage 
during the summer months, there are no major operational challenges due to event- driven fluctuations. 
 
The Shakespeare Drinking Water System contains the following: 
 

• A sodium hypochlorite disinfection system consisting of two chemical feed pumps 
with an output of 11 L/d 

• One 60L hypochlorite solution tank 
• A chlorine analyzer equipped with high and low residual alarms 
• Six pressure tanks (310L capacity each) 
• A diesel generator  
• There is no reservoir/storage in this system. 

 
The distribution system services the Village of Shakespeare and the system contains no hydrants. 
Pressure is maintained by six pressure tanks located within the pumphouse. There are a total of five blow-
off valves used for checking distribution chlorine levels and for flushing purposes. The Township of Perth East 
is responsible for all repairs to the distribution system. 
 
There are no critical upstream/downstream processes that are relied upon to ensure the provision 
of safe drinking water. 
 
Process diagrams for both Milverton and Shakespeare Drinking Water Systems can be referenced in 
Appendix A. 
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Element 7. Risk Assessment 
 

Risk assessment is a process that is crucial to the Quality Management System. By performing a risk 
assessment, hazards are identified and control measures to manage those hazards are recognized. The 
Township of Perth East utilize a Risk Assessment Team that performs a risk assessment every three years. 
The QMS Representative reviews the Risk Assessment Outcomes annually, to ensure the currency of the 
information and the validity of the assumptions used in the risk assessment. 
 
A documented procedure has been developed and implemented that details the method of hazard 
identification, risk assessment, and critical control point determination for the Well Supply and 
Distribution Systems owned and operated by the Township of Perth East. 
 
The procedure consists of four main activities: hazard identification, risk assessment, critical control point 
determination and critical limit identification. 

The procedure entitled Risk Assessment describes the method of hazard identification, risk 
assessment, and critical control point determination for both Perth East water systems. 
 

PE-QMS-P3 Risk Assessment Procedure 
 
 
Element 8. Risk Assessment Outcomes 
 

The results of the Risk Assessments performed on water systems owned and operated by the Township of 
Perth East are detailed in the Risk Assessment Tables. The Risk Assessment Tables for the Perth East 
Well Supply and Distribution Systems are attached in Appendix C. 

The Risk Assessment Tables are a living document, subject to change. The QMS Representative will 
ensure that this information is kept up-to-date. Deviations from critical control limits are reported to the 
ORO and, where applicable, to Top Management, the MECP, Conservation and Parks and the Ministry of 
Health. Deviations from critical control limits are recorded in the appropriate location (i.e. facility log book, 
data logger review sheet, alarm response sheet, etc.) and summarized for the Management Review. 
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Element 9. Organizational Structure, Roles, Responsibilities & Authorities 
 

The organizational structure, roles, responsibilities and authorities for the Operating Authority, corporate 
oversight Operating Authority roles are described in the Structure and Responsibilities Procedure,  
PE-QMS-P16, in Appendix B of this Operational Plan. Perth East Top Management consists of the Public 
Works Manager and the Operations Coordinator. 
 
QMS Organizational Chart 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Mayor & Council 
(Owners) 

Chief Administrative 
Officer 

(Owner Representative) 

Manager of Public Works 
(QMS Representative) 

Roads Supervisor 
(QMS Representative Backup) 

Water/Wastewater 
Supervisor 

(Operating Authority) 

Utility Locator/ Operator 
(Operating Authority) 
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Element 10. Competencies 
The Training Procedure describes how competencies are identified, maintained, and documented. It also 
describes activities to ensure personnel are aware of the relevance of their duties and how they play a role 
in the distribution of safe drinking water. 
The following procedure lists all competencies required by personnel: 
 
PE-QMS-P17  Competencies 
 

Ensuring that competencies are met and maintained will enable the following: 

• Assure consistency of knowledge  

• Allow the operators to meet their regulatory requirements  

• Update current knowledge regarding water supply and distribution systems 

• Help to assure quality and safety of the product and service to the customer 

Waterworks personnel are also provided with the following: 

• Initial QMS training  

• Emergency Preparedness training, as applicable 

• Equipment training on an as-needed basis 

Meeting the competency requirements is ensured by the following: 

• All new employees must provide evidence of valid certification and other competency 
requirements. All operators’ certificates must be posted within each well house. 

• All employees shall receive training which meets or exceeds the requirements of Ontario 
Regulation 128/04. 

All training is scheduled by the QMS Representative, with the assistance of a Training Matrix spreadsheet 
that is filed and retained at the Municipal Office. 

On an annual basis the QMS Rep shall review the training matrix to ensure training required to meet 
competencies is obtained and maintained as current. 

All training is documented and all records of training are maintained by the QMS Representative as proof 
that the required training has been successfully completed. 
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Element 11. Personnel Coverage 
 

Perth East operations staff currently consists of the Water/Wastewater Supervisor, One Utility Locator/ 
Operator and two part-time Utility Operators. Operators inspect the Perth East water systems on a regular 
basis as required by Ontario Regulation 170/03. Daily water reports are reviewed and inspections, 
sampling and monitoring are performed as required to comply with all applicable legislation and regulations. 

The operations staff normally works daytime hours from 7:00 am to 5:00 pm Monday through Friday.  Off 
hours emergencies are handled by the designated on-call operator. Once a call is received, the on-call 
operator has 20 minutes to respond to a page. 

Perth East water systems are monitored and controlled by a Supervisory Control and Data Acquisition 
(SCADA) system. Signals are sent to and received by the wells. The signals are also sent to remote 
computers of authorized Operators. 

All alarms that develop in the water systems are automatically sent directly to a dialer which follows the on-
call dialer sequence. 

The method to ensure sufficient personnel coverage at all sites is documented in the procedure:  
PE-QMS-P4 Personnel Coverage, in Appendix B of this Operational Plan. 
 
 
Element 12. Communications 
 
An integral part in the successful implementation of the QMS is the flow of information both internally and 
externally. 

 
Relevant aspects of the QMS will be communicated by Top Management to the following: 

• The Owner 

• Waterworks personnel 

• Suppliers 

• The public 
 

A procedure entitled Communications, PE-QMS-P5 has been developed and implemented. A copy of 
the procedure can be found in Appendix B of this Operational Plan. 
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Element 13. Essential Supplies & Services 
 
A list of all supplies and services deemed essential to the delivery of safe drinking water can be found in 
PE-QMS-P6. The list typically includes a primary and a secondary supplier to ensure the procurement of 
essential and critical suppliers and services. Standard order quantities and order set points may also be 
included. 
 
Where applicable, supplies must meet NSF and ANSI standards. Suppliers are verified   against the order 
requisition when received. In the case of any discrepancies, the delivery may not be accepted. Integrity of 
the supplies is also checked at time of delivery. 
 
 
Element 14. Review & Provision of Infrastructure 
 
The Township of Perth East regularly examines its infrastructure, reviewing what is currently in place and 
what is needed to operate the Milverton and Shakespeare Well Supply and Distribution Systems safely and 
effectively now and into the future. The procedure entitled Review and Provision of Infrastructure,  
PE-QMS-P7, attached in Appendix B, describes the steps that the Township of Perth East takes to review 
the adequacy of the infrastructure. 
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Element 15.  
Infrastructure Maintenance, Rehabilitation & Renewal 

 
Ensuring that the infrastructure needs of the Township of Perth East water systems are met is an integral 
part of the DWQMS. The maintenance, rehabilitation and renewal program is vital to providing safe drinking 
water. Maintenance can be either planned or unplanned. 
 
Planned Maintenance: Planned maintenance is scheduled by the Water/Wastewater Supervisor and the 
Manager of Public Works based on the Water Systems Maintenance Schedule. The Well Inspection and 
Maintenance Plan are also used to assist in scheduling planned maintenance. Scheduled tasks are created 
by review of equipment manuals, operator’s experience, and regulatory requirements. Planned 
maintenance is typically scheduled and assigned by the Manager of Public Works through our Water 
Treatment Plant Manager Portal on the platform MESH. All completed tasks are recorded in the wellhouse 
logs and a report is generated through MESH following completion of the task and further exported to the 
Perth East server. 
 
Unplanned Maintenance: Unplanned maintenance tasks are typically reactive and may include, but not be 
limited to, such things as main breaks, pump failures, chemical line breaks and sensor failures. Unplanned 
maintenance during regular working hours is assigned by the Water/Wastewater Operator. The on-call 
operator responds during off-hours. All completed unplanned maintenance tasks are recorded in the 
wellhouse logs. The objective of planned maintenance is to reduce the risk and frequency of unplanned 
failures of any such component of the treatment system. 
 
Renewal: Replacement of aging equipment, as well as upgrades and expansions to the water treatment 
and distribution systems are planned by the Manager of Public Works in conjunction with the Water/ 
Wastewater Supervisor. All major expenses are identified in the waterworks budget and require council 
approvals. 
 
Rehabilitation of infrastructure will be address during the annual Infrastructure Maintenance, Rehabilitation 
and Renewal meeting. 
 
Where practical, replacement of aging in-ground infrastructure is coordinated with road construction activity 
as arranged by the Manager of Public Works. 
 
Please refer to PE-QMS-P8-Infrastructure Maintenance, Rehabilitation & Renewal procedure, in 
Appendix B 
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Element 16. Sampling, Testing & Monitoring 
 
The Township of Perth East performs sampling and testing as required by Ontario Regulation 170/03. A 
Monthly Sampling Schedule is created annually and used as reference for determining sampling 
requirements. For every required operational test and every required sample, a record is made of the date, 
time, location and name of the person who performed the test. A summary of all sampling and testing 
results are available in the Annual Reports for each system owned and operated by the Township of Perth 
East. The Annual Reports can be viewed at the Perth East Municipal Office or on the Internet at 
https://www.pertheast.ca/en/municipal-services/water.aspx 
 
All external laboratory testing is currently performed by ALS Environmental, which is an accredited lab. 
Samples are collected using methods recommended by the MECP’s document “Practices for the Collection 
and Handling of Drinking Water Samples”. In-house testing is performed using hand held meters that are 
calibrated as per manufacturer’s instructions. All continuous monitoring equipment utilized for sampling and 
testing required by Ontario Regulation 170/03 are calibrated, maintained, and operated in accordance with 
the manufacturer’s instructions. The on-line free chlorine residual analyzers utilized at the wellhouses test 
the treated water prior to entry to the distribution system. The Supervisory Control and Data Acquisition 
(SCADA) system monitors and records the free chlorine residuals as required by Ontario Regulation 
170/03. Any adverse results that require re-sampling and retesting will follow instructions located at the 
Perth East Municipal Office in addition to the Shakespeare and Milverton well houses. These instructions 
were developed based on the requirements of Ontario Regulation 170/03. 
 
Milverton Well Supply and Distribution System 

The Municipal Drinking Water License (053-202) for the Milverton Drinking Water System requires the 
Township of Perth East to have a sufficient number of flow-measuring devices within the drinking water 
system to permit continuous measurement and recording of the following: 

• The flow rate and daily volume of treated water that flows from the treatment subsystem to the 
distribution system 

• The flow rate and daily volumes of water that flows into the treatment subsystem 

The Permit to Take Water Number 1118-CWPP8V for the Milverton Drinking Water System requires the 
Township of Perth East to do the following: 

• Maintain a record of all water takings. This record shall include the dates and times of water 
takings, and the total measured amounts of water pumped per day for each day that water is taken.  

• Measure and record static water levels in each production well on a monthly basis. 

Refer to PE-QMS-P9-M - Sampling, Testing & Monitoring for a detailed procedure for the sampling, 
testing and monitoring program for the Milverton Water System.  

 

https://www.pertheast.ca/en/municipal-services/water.aspx
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Shakespeare Drinking Water System 

The Municipal Drinking Water License (053-201) for the Shakespeare Drinking Water System requires the 
Township of Perth East to have a sufficient number of flow-measuring devices within the drinking water 
system to permit continuous measurement and recording of the following: 

• The flow rate and daily volume of treated water that flows from the treatment subsystem to the 
distribution system 
 

• The flow rate and daily volume of water that flows into the treatment subsystem. 
 
The Amended Permit to Take Water Number 1006-AV9PDF for the Shakespeare Drinking Water System 
requires the Township of Perth East to do the following: 

• Maintain a record of all water takings. This record shall include the dates and times of water 
takings, and the total measured amounts of water pumped per day for each day that water is taken.  
 

• Measure and record static water levels in each production well on a monthly basis. 
 
Refer to PE-QMS-P9-S - Sampling, Testing & Monitoring for a detailed procedure for the sampling, 
testing and monitoring program for the Shakespeare Water System. 
 
Bacteriological and chemical analytical results are available to the public upon request. 
 
 
Element 17. Measurement & Recording Equipment Calibration & 
Maintenance 
 
Methods of measurement and recording equipment calibration and maintenance are described in detail in 
the procedure PE-QMS-P10 Measurement & Recording Equipment Calibration & Maintenance, 
attached in Appendix B. 
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Element 18. Emergency Management 
 
In case of an emergency, protection of the water supply and distribution system are ensured by following 
the procedure PE-QMS-P11 Emergency Management, attached in Appendix B. 
 
The DWQMS requires that the operational plan includes emergency procedures and contact information, 
which includes information about the following: 

 
• Communication, response and recovery procedures 
• Testing of procedures 
• Responsibilities 
• Municipal emergency planning measures and 
• Up-to-date lists of who to call in an emergency 

 
All Operations and Maintenance Manuals contain Emergency Contact Lists as well as treatment plant 
specific Contingency Plans to provide detailed instructions to waterworks personnel for use if an 
emergency situation develops. 

 
 
Element 19. Internal Audits 
 
An Internal Audit is a means of evaluating and determining the effectiveness of the QMS. Internal Audits 
are to be performed on each system owned and operated by the Township of Perth East on an annual 
basis. The procedure entitled Internal Audits PE-QMS-P12, attached in Appendix B, outlines the 
measures needed to perform an Internal Audit. By following this procedure, the Township of Perth East can 
ensure that the QMS conforms to the Drinking Water Quality Management Standard. 

 
 
Element 20. Management Review 
 
The Drinking Water Quality Management Standard requires that a management review of the QMS be 
performed annually. Top Management will meet to evaluate the continuing suitability, adequacy and 
effectiveness of the QMS. A procedure entitled Management Review, PE-QMS-P13, attached in  
Appendix B outlines this process. 
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Element 21. Continual Improvement 
 
The Township of Perth East will strive to continually improve the effectiveness of the QMS through the use 
of corrective actions. Continual improvement of the QMS shall be achieved by: 

Tracking Continuous Improvement 

• Review and document all continuous improvements in the Continuous Improvement Spreadsheet. 

• Review all continual improvements at the annual management review meeting 

Implementing Best Practices 

• Review and consider best practice recommendations from MOECC every 36 months at the annual 
management review meeting 

Identification and Management of Corrective Actions 

• Corrective Action Request form will be used 

Identifying and Implementing Preventative Actions for Potential Non-Conformities 

• Operational staff or other staff to identify and eliminate the occurrence of potential non-conformities 

• Potential non-conformities will be submitted to the QMS Rep for review 

• All potential non-conformities will be documented and reviewed at the annual management review 
meeting. 

A procedure entitled Continual Improvement, PE-QMS-P14, attached in Appendix B, outlines this 
process. The corrective action process will ensure identified issues from the continual improvement 
process are followed up on. Details regarding this process are contained within the procedure entitled 
Corrective Action, PE-QMS-P15, attached in Appendix B. 
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History of Changes 
 

Revision Date Description By 
Two 11/12/2021 Added History of Changes section at end of 

Operational Plan and Table of Contents 
J. Collings 

Three 4/18/2022 Changed Element 21 in Table of Contents to 
read “Continual Improvement” as intended. 
Replaced scanned endorsement with blank for 
future revisions. 

J. Collings 

Four 6/24/2022 Element 3 Commitment & Endorsement 
endorsed and signed by new CAO. Changed 
Title Page and Font for entire document. 

J. Collings 

Five 10/24/2023 Element 3 changed to reflect new Manager of 
Public Works and Operations Coordinator. 
Element 4 changed to reflect new title of QMS 
Rep., backup QMS Rep. 
Element 6 made changes to Milverton: added 
sample station. Shakespeare: Pressure tank 
capacity change. 
Element 9 updated to reflect changes in 
organizational chart. 
Element 11 changed to incorporate additional 
utility operator. 
Element 16 URL link updated for annual reports. 
Reference made to Monthly Sampling Schedule. 

J. Collings 

Six 6/6/2024 Elements 3, 4, 9 11 & 15 Commitment & 
Endorsement Job Titles updated to reflect 
changes of Organizational Review. 
Element 16 updated to reflect new PTTW for the 
Milverton Drinking Water System. 

J. Collings 

 


	For the following systems:
	 Milverton Drinking Water System
	 Shakespeare Drinking Water System
	The Corporation of the Township of Perth East

	Introduction_________________________________________________________________________________ 3
	Definitions and Abbreviations___________________________________________________________________ 4
	Element 1 – Quality Management System_________________________________________________________ 10
	Element 2 – QMS Policy_______________________________________________________________________ 11
	Element 3 – Commitment and Endorsement _______________________________________________________ 12
	Element 4 – QMS Representative _______________________________________________________________ 13
	Element 5 – Documents and Record Control________________________________________________________ 14
	Element 6 – Drinking Water System______________________________________________________________ 15
	Element 7 – Risk Assessment___________________________________________________________________ 17
	Element 8 – Risk Assessment Outcomes__________________________________________________________ 17
	Element 9 – Organizational Structure, Roles, Responsibilities & Authorities________________________________ 18
	Element 10 – Competencies____________________________________________________________________ 19
	Element 11 – Personnel Coverage_______________________________________________________________ 20
	Element 12 – Communications__________________________________________________________________ 20
	Element 13 – Essential Supplies & Services________________________________________________________ 21
	Element 14 – Review & Provision of Infrastructure___________________________________________________ 21
	Element 15 – Infrastructure Maintenance, Rehabilitation & Renewal_____________________________________ 22
	Element 16 – Sampling, Testing & Monitoring______________________________________________________ 23
	Element 17 – Measurement & Recording Equipment Calibration & Maintenance___________________________ 24
	Element 18 – Emergency Management___________________________________________________________ 25
	Element 19 – Internal Audits____________________________________________________________________ 25
	Element 20 – Management Review_______________________________________________________________ 25
	Element 21 – Continual Improvement_____________________________________________________________ 26
	History of Changes___________________________________________________________________________  27
	Appendix A – Process Flow Diagrams
	Appendix B – QMS Procedures
	Appendix C – Risk Assessment Tables
	Appendix D – ERP/CCP Procedures
	Introduction
	Element 1. Quality Management System
	Element 2. QMS Policy
	Element 3. Commitment & Endorsement
	Element 4. QMS Representative
	Element 5. Document and Records Control
	A fundamental component of the QMS is document and record control. The purpose of this element of the operational plan is to ensure that all documents and records are identified and readily available. Details regarding QMS document creation, updating,...
	Element 6. Drinking Water System
	Milverton Drinking Water System

	Element 9. Organizational Structure, Roles, Responsibilities & Authorities
	Element 10. Competencies
	Element 11. Personnel Coverage
	Element 12. Communications
	Element 13. Essential Supplies & Services
	Element 14. Review & Provision of Infrastructure
	Element 15.
	Infrastructure Maintenance, Rehabilitation & Renewal
	Element 16. Sampling, Testing & Monitoring
	Element 17. Measurement & Recording Equipment Calibration & Maintenance
	Element 18. Emergency Management
	Element 19. Internal Audits
	Element 20. Management Review
	Element 21. Continual Improvement

