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Findings from SFPUC Needs Assessment

NUMBER OF TIMES
PROCESS
IDENTIFIED AS A
CHALLENGE
Classification 25
Recruitment/Selection 25
Staff Training 22
KNOWLEDGE 35
MANAGEMENT

SFPUC’s KNOWLEDGE MANAGEMENT
ISSUES

Inadequate documentation on facilities, processes,
procedures

Unteliable cataloguing, storage and access to

valuable information

No system that told staff what information they
needed to perform their work, or where to find it




WHY WIKI SOFTWARE WAS
SELECTED

> Allows for both structure and strong search function
Requires less IT support than traditional systems
Ability to link to other databases

Ease of data entry, modification, and access

mIT(Lolbox Kickoff 2008




One on one and group
interviews wete held to
determine the
information staff

needed ready access to
in order to petform
quality work

mITOOLBOX Survey Questions

What information does staff need to access in
otrder to perform their work?

Where and how is it stored?
Who owns/maintains the data?

What type of information is it?




Completed mIToolbox Survey

Wastewater Enterprise miToolbox Project
mIToolbox SURVEY ON INFORMA TION NEEDED

Name: Date: __July§, 2000

Division: __ WWE__

Section: __Planning Regulation Compliance Workgroup: ___Asset Management, _

Please list information that workers in your workgroup should have easy access to in order to perform their work reliably (e g , policies, procedures, nperations and maintenanc e manuals, permits,
regulations, maps, trmining materials, and decision support tools)
Information Whereit | Howitis stored Wha Btiribute or Facility Edditional Further training for Comments

is stored ovens/naintains type of documentation staffneeded?
data? information needed? Does it

exist?

Page Title C Spencer CognosReport | WWE Eocess only

Report Results Results

Page Title C Spencer CogrosReport | WWE Eeocess only

Controller Report Results

Page Title C Spencer WWE Eocess only
SOP-s (do be developed)

Page Title C Spencer WWE/CHS Eccess only
CHS AM Pilot Project only-mizture of
different
software typ es
Page Title Informational Eccess only
WWE Perfiormance Measure Chart in Excel
Parameters with D efinitions

Page Title Tnfornational Eccess only
Mazirno 7.1 WWE Specific only-mizture of
Information different
software typ es

Other people in your group or section you would like usto interview? _____ Mainterance Staffat SEP should also have viewing access to this infarmation but not sights to change the infa rmation-
Staffmeaning WWE Maintenance Planners, Maintenance Managers and Chiefs

Customized Wiki Application
to Meet User Needs

Pages organized by work group, topic, or
project, but searchable

Quick links (e.g., to records management
database )

Modified out-of-the-box software to be
more user-friendly
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EXAMPLES OF CURRENT
mITOOLBOX APPLICATIONS

|. Operational

II. Projects

[Il. Support Functions

Moccasin Storm Water Dry Weather Quarterly Inspections
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Moccasin Wet Weather Sampling Locations

JITO0LBX
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WWE - South East Plant Drawing
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NPDES Permit

California Regional Water Quality Control Board &
San Francisco Bay Region Q

1515 Gl e, S 1400, Okl 4673 Amatsaumaggr
T mmn-hx(smmnzm G
v ety

ORDER NO. R2-2008.0007
NPDES NO. CADO37664

The follawing Discharger is subject to waste discharge requirements as set forth in this Order

Table 1. Discharge
Discharger City and Courty of San Franisco
Sothes:
Bayside Wet Westher Facilties and Wastewater
‘Sen F rancisse Public Uiites PLIC) Wastowater Ertorprise
750F helps St

‘Sen Franciso, A 84120

Sen Francisoo Courty.

and

Hame of Facility

The discharge by the City and County of San Francisca from the discharge points identfied
below s subject to waste discharge requirements as set forth in this Order

Table 2. Treatment Plant and Combined Sewer Overflow Discharge Locations
harge Effluent DischargePoint | Discharge Poirk
Description Longitude

Receiving Water

Blended pimary and
EFFon | Secondary ested
ez | efuert. induding e ey

LoverSan Frandsca
Bay
outtall stormnater and

Secordery reated

EFF 002 ert,

it Street combineel 3740 50" 122 2313 Isiis Creek
el stormneter and

Primarytreated
EFF 003 and
eeroa | effuent of combinedt

e e 2gqqe | Central San Francisco
37 43 25 1227 2411 e

Pier 33 LS
7 momana | _ Frinayhesied

e vz avay | Conta S rranase:
Pier 35

CSO Dischar

Marina B
oos . o
Baker Street 37 45 29 1227 284

mIToolbox Proiect Page

CT> _Project Process

miToolbox - Project
x, _Project Process

| Eai | avachments (o) | 1nfo

dded by Jennifer Drechsler, last edited by Jenni n Nov 07, 2008. (dew change
Labels: prolect, Scope. work, contract EDIT

Space TOC From Cheryl Davis

SCOPE OF WORK

2 [5] _Project Process o
) Project Proces WATER ENTERPRISE INFORMATION SYSTEM

(5] 1 Planning
& Iventon PROJECT OBJECTIVE: The objective of the project is to design a user-friendly website which will help staff access the information and tools they need
(] 3 Intenviews to perform their work.

& (2] 4 Information Architecutre

_, 5 User \uledace TASKS

Work with staffto identiy the types of information needed to perform their work (2., wrtten and video operations and maintenance procades, maga. gaphs

zuu\_nss& training presentations. system graphics. facility descriptions. emergency response documents, regulatory permits. and interagency agreements)

3. Establish a WEIS Working Group composed of representatives from all Divisions of the Water Enterprise to identify information currently available and where it
=] Working Committee. is located. as well as information which should be developed (2.g. procedures and training materials) and made accessible through the website
JEELEEHLZ Suggest types of information to be stored on the website versus types to be accessed from Hummingbird or other system

Define one or more website structure which (1) immediately points employees to information relevant for their work, (2) allows access to all information defined
above. (3) il be user-iendly from remote as well as ofice work locations. and (4) will have some consistency of format from Division to Divisio

Test the proposed structures by determining how key information identified by users (e.g. procedures on PPTP and procedures developed by Marine Section
of Natural Resources) would be organized and accessed

Obtain feedback from Water Enterprise Division Managers on altemative approaches to organization of wiebsite

Determine the Information Architecture and User Interface based on the refined data requitements and user feedback

3. Propose word-based sitemap, refecting feedback from user

b, Upon approval ofthe text sitemap. produce a graphical sitemap to help better visualize the flow of the sit

. Based on the sitemap and the framework on Confluence. begin working out the User Interface

Identify processes and staff needed to add/edit/update/maintain information on the system. Produce templates for adding information to WEIS website (or to

Hummingbird to be hyperinked to website). dentiy stafftraining needed to support implementation

Implement design

Train designated staffto enter data onto the website or Hummingbird to begin population of the database

1_Planning
2_Data Inventory

3 Intenviews

4 Information Architecutre
5_User Interface
6_Content Policies

I
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ark Project Home Page

=

Harding Park Recycled Water Project | History | Preferences | Log Out | Manage Labels &

X, Home

| Edit | Attachments (0) | Info @ Browse Space [ Add Page [ Add News

Added by Jennifer Drechsler , Iast edited by Josn Rvan on Sep 18, 2008 (view change
Labels: home, page, hardingpark

Space TOC The Harding Park Recycled Water Project (HPRWP) is a joint project, co-sponsored by the San Francisce Public Utilities

Commission and The City of Daly City. for the purpose of designing and constructing facilities (namely. a distribution line
Index sturage resevuin amd inigation puing station) L deliver iecycled wats fon inigation purpusss W Sen Franciscu's Harding
Park Golf Course.  The SFPUC share of costs is funded via WSIP. CUW302

Add Comment

Powered by Atiassian Confluence 2.7, the Enterprise Wiki. Bugffeature request - Atiassian news - Contact adr

5% Design Submittals

board > Harding Park Recycled Water Pi =) Design Submittal | Search I

Harding Park Reeyeled Water Project Welcome Chenl K Davis | History | Preferences | Log Qut | Manage Labels &

X, 2.4 65% Design Submittal

Edit | Attachments (0) | Info @ Browse Space [ Add Page [ Add News

Added by Joan Ryan , last edited by Juan Ryan on Aug 25, 2009 (view change)
Labels: (None

Space TOC
65% Design Submittals

65% Design Drawings_Yol 3 of 3 December 2008

65% Design Technical $ Vol 1] g —SFPUCEAD:—36 157 4Bver—

65% Structural Design Criteria and C: December 2008

5% Engineers’ Cost Estimate Summary_December 2008

65% Engineers’ Cost Estimate Detailed December 2008
Review Comments & Responses

Add Comment
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Health & Safety Home Page
(SFPUC-Wide Access)

| SFPLIC Heakh and Safety
@‘ngvam

‘ [7] Emergency Preparedness

Employes Health and Safet
[ Fohetnc v

‘ [ Fitworks Weliness Program

-] Forms,
Frequently Asked Questions
DieREs
%

[ [] Hes miToolbox Praject
Heslh and Safety Program
[
... Learning Management System
D049 Froject
[ Links o Cther Sites
e Material Safety Data Sheets
1 fuastsey
r Most Yisited Pages
d Page
- [T Policies
[] Safe Design Guidslines
] Safety Mates for Supervisors

B view N Edit Page _ Attachments (3)

SFPUC Health and Safety Program

&5 special Alert!

‘We've moved to 13254 Evans Street, 2nd Floor, San Francisco 84124

What We Do:

+ Provide assistance on health and safely concerns such as fall hazards, machine guarding
and electrical hazards; or industrial hygiene concerns on shemical hazards, noise exposure

and ventilation surveys.

Collaborate with SFPUC managers, supervisars, and employees at various worksites daily

and as needed to resalve health and safety concerns.

Offer trainings on a variety of health and safety topies provided by Health and Safety staff and

contracted trainers

Quick Links

Employee Injured on the Job.
Use thig farm. Or link to the
article about it

Safe Design Guidelines
MSDSs Database(Material
Safety Data Sheets)

Health and Safety Policies

# Agsist BFPUC to maintain compliance with the current federal, state, and local health and

s

Navigator
SFPLIC Health and Safety
A Program

[7) Emergency Preparedness
- [y Emplay=s Heakth and Safety
Handbook
=[] Fitworks Wellness Program

[ Forms

Frequently Asked Questions
Dl iras)

Al [T HixS miToolbox Project:
Health and Safety Fragram
b
[ beaming Mansgement: System
(L) Praject
= [T} tinks to Gther Sites
Material Safety Data Shests
[ gt

[} Most Viskted Pages
) Polces
~+ [ Safe Design Guidslines
[ Safety Motes for Supervisars
[ safety Spatks
[ Safety Tailgate Resources
=[] Supervisors' Safety Handbook

(¥ [ Return-To-Wirk Program

[y Yorkers' Compensation

Glossary

1) Werkers! Compensation
Instructions and Forms

[y Workers Compensation
Misson Statement

. Wvkears! Comnane stinn

How safily you work today determines how well you feel tomorrow.
Temara Lowery Jones

Workers' Compensation Defined

California Workers' Compensation laws were designed by the State Legislature in
1913 10 assure an employee who sustains a work-related injury or illness receives
complete medical attention to the injury or illness, as well as financial and other
support in retur

SFPUC is committed to providing a safe working envirenment for you. However, in
the evenit you experience an injury or illness arising out of the employment {AOE)

[ ] (%3 Localntranet

Table of Contents

1 Winrkers' Compensation Defined

2 Types of Warkers' Compensation
Claims

3'Wiorkers' Compensation Benefits
4'Workplace Injury

5'%hat To Do If Yo Are Injured AtYWork
6 Medical Treatment

6.1 In Life Threatening
Siluations

6.2 In Non-Life Threatening
Situations

7 Employee Responsibility
8 SupervisorManager Responsibility
9 CCSF Designated Medical Facilities

9.1 GCSF Medical Provider
etwark (MP)

9.2 Pre-designate Your
Personal Physician

10 Return-to-Wark Program
11 Who to Contact

13



Navigator
| SFPUC Health and Safety
ﬁ Program

‘ ~- [ Emergency Preparedness
Emplayes Health and Safety
[Iifiache

[} Fitworks Wellness Program

[ Forms

Frequently Asked Questions
D frads)

- [ Hes miTaokox Praject
[y Pt and sefety Progran

staff
Learning Managemert System

[ ) Projert

[} Links ko Cther Sites

7y Matersl Safety Dats Sheets
(MDSs)

[ Most Yisited Pages
B[] Policies
[} Safe Design Guidelines
- [ Safety Motes for Supervisors
- [ Safety Sparks
[ [] Safety Talgate Resources
[} superviscrs' Safety Handbook
20 ]
Calendar of Trainings for
FV 2003 ko 20(0

o) Fiscal Year 2009 to 2010
B[ Training Plans

Workers' Compensation
D Pragram

Index

ram
4

Training Page

Training

Palicies

as CallOSHA

| {Federal OSHA)

Request for Training

| SFPUC Health and Safety Program P

Required Health and Safety Trainings v

Reguirsd Health and Safety trainings are driven by regulatory agencies, and San
Francisco Public Utilities Commission's (SFPUC) Health and Safety Program

Click here for atable of require training from California Department of Industrial
| Relations, Division of Occupational Safety and Health (DOSH) Commonty known

| US. Department of Labor, Occupational Safety and Health Administration

SFPUC Learning Management
System (LMS)

The SFPUC Learning Management System (LMS) is the system of records for all 8FPUC frainings and learning
You can find upcoming trainings and history of leamings for yourselves ot far your group of employees

To request Health and Safety Trainings, contact the Health and Safety staff, f
3

Navigator
SFPUIC Health and Safety
) Brogram

‘ + [7) Emergency Preparedness
Employes Health and Safety
[ Rtk

‘ [ Fitworks Wellness Program

[lFarms,

0 Freuu%nt\‘f Asked Questions
FAQS,

- [) He& mITookox Project

Health and Safety Program

15t
Learring Management System

L (s Projeet

-] Links to Other Sites

Materid Safety Data Shests

O (M3DSss)

[ most visited Pages
&[] policies
[ Safe Desian Guidelines
[ Safety Notes for Supervisors
[ gafety Sparks
[T Safety Talgate Resources
[} Supervisors' Safety Handbook
[T Training
a1 gfgr;rearms Compensation

Index

Forms Page

Workers’ Compensation

Jok Dutiss Form

Accident Investigation

& ‘ehicle Accident Report Form

Code of Safe Practices

o Code of Safe Practices Form

Employee's Claim for Workers' Compensation Benefits (DVWC Form 1)
Employer's Feeport of Occupational Injury of lliness (previously known as Form 2). The supervisor must complete this form.

Medical Authorization Work Status Form

Workers' Compensation Supplementation Election Form

City and County of San Francisco Predesignation of Personal Physician Form
hodified Duty Wark Assignment Agreement

o Supervigor Accident Investigation Report
o Supervisor Supplemental Assident Investigation Report

Employee Report of Hazardous Conditions

14



Hea

Health and Safety Site
g _

& [ External Training Plans for
5L FacalVear 2008 ts 2010

[ Gereral Expectations
From External Vendors

Efn g:g]u;:&al Hygiene Staff
Haturally Occuring
Ashestos
+[ ] Respiratory Protection
miToolbox Project
+[] Asking far Help
=[] Wik Committee Mestings
+[7] Werking Pages
[122.0R TaDolist
] Hew Office Committee
-] Safsty Staff Projects
[} Training
[} Vide Corwersion Project
1) Weekly Staff Mectings
- Agendas

) Welless Workers! Comp
Hodified Duty

Index

7 Health and Safety Workspa

lth & Safety \WWorkspace

Welcome Kim Lin | [ History | = Preferences | [§ Log out

Search
@ Browse Space | < Add News

Health and Safety Workspace for H&S staff only

This is the home page for the Health and Safety - Work Space space

Info: Added by Jennifer Drechsler on Mar 11, 2008 13:40, last edited by Tina Tang on May 13, 2009 08:16
Labels: (None} EDIT  MANAGE

9 Chiliren Show Children | View in Hierarchy | Add Ghild Page

Search”™ Function

B view 2§ EditPage @ Attachments (1)
=

Mavigator
SFPUC Heakth and Safety
Firoaan

[ Emergency Preparedness
Employee Health and Safety
[ Hardeook

[7) Fitworks Wellness Frogram

] Forms

[ Frsquently Asked Questions
(FAQs)

- [) Hes miToolbox Project
[7] Heglth and Sefety Program
[0} beaming Management System

{LMS) Project

(7] Links to Cther Stes
Dlmstggi)safetv Data Sheets
[} Most isited Pages

- polices
[ ] Safe Design Guidelines
[] safety Mokes for Supervisars

Material Safety Data Sheets (MSDSs)

MSDSs from the must all of hazardous materials that you receive. The following Weh Site can provide you w

starting point for accessing MSDSs via the Intemet. Remermber, you must have MSDSs on site for chernicals thatyou use. These MSDSs must bi
readily accessible during each work Shift to workers wher they are in their work areas

Please contactihe Health and Safety Program ifyou need o
1. Add or delele MSDSs 1o the database by MSDSonline (see the wablink below).

2. Askanyguestions ahoutinformation on the MSDSs or chemicals in general

Powered By
SFPUC's MSDSs database via MSDSanline ¢, MRS oNline

To search for MSDS not yet listed in the above database, please click here for other MSDEs websites on the Internet
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miToolbox Sandbox Meeting

Process of Implementation Includes
Mentoring by Early Adepters
- e N\ (70 il
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L essons Learned

> Customize the software to make it user-friendly
> Up-front planning pays off
> Some IT support is needed

> Provide multiple types of support for
implementation

- Staff training

- On-site technical assistance

- Workgroup implementation task forces
- Mentoring

? Questions ?
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For Additional Information, please contact:

Cheryl Davis

Workforce Development Initiative Manager

SFPUC
415-554-1875
cdavis@sfwater.org
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