ARIF ANWAR / PRACTICE LIBRARY

Operations, inspection and handover worksheets

Follow the observation 0 question 0 action O verification loop.

A shift record that explains the plant

Record time, production condition, flow basis, critical observations and action. Distinguish a measured
value, an estimate and a missing reading. Use the linked Excel logs for longer trends.

Unit / observation Value / unit / time Action / owner / follow-up

Focus Useful question

Flow and equalization Check meter basis, tank level and load variation. COD kg/day = m3/day x mg/L +
1,000.

Pumps, blowers and dosing Record duty/standby status, leaks, abnormal noise and work-order reference.

Authorized isolation before maintenance.

Biology, settling and jar tests Use trends and a consistent test basis; document dose, dilution, mixing and
observations. Do not change all variables at once.

Membranes and water quality Compare pressure, flow and quality at compatible conditions; follow the approved
operating and cleaning limits.

Sampling and inspection Record sample ID, point, time, method, preservation agreement and laboratory
handover; note safe access and calibration.

Commissioning and handover

Can the receiving team locate drawings and limits, demonstrate a normal round, recognize an upset,
find the emergency procedure and raise a work order? Record outstanding items, owners and agreed
closure evidence.

Priority for the next shift / owner
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