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Underground Electrical Infrastructure Quality Assurance Process


 Field Audit & Quality Worksite Inspection Report
Underground Electrical Infrastructure Quality Assurance Process

Work Instruction
Version 7 August 2021
Document ID: JEQA4UJ443MT-150-348
	Introduction
	The installation of electrical infrastructure requires inspection before backfilling.  These inspections must be carried out by suitably qualified and endorsed VEDN auditors who also collect photos of completed works at nominated locations.  The audit result must be recorded on the approved form.

A completed Underground Project Worksite Inspection Report is a mandatory pre-requisite for all URD Option 1 and Option 2 projects involving underground assets.  This includes pole-to-pit installations carried out with Option 2 works and also applies to any CitiPower contestable projects involving underground assets.  A fully compliant Underground Project Worksite Inspection Report (with all relevant sections completed and supporting information provided) must be submitted with a CP/PAL Network Final Audit request for all Option 1/2 URD, Option 2 underground and CitiPower contestable underground projects.  



	Purpose
	This work instruction documents the requirements for worksite inspections of CP/PAL underground electrical assets during the construction phase of the project:
· Confirm installation in accordance with the project scope of works, approved construction drawing(s) and CP/PAL Technical Standards 

· Verify that as-built details have been recorded by a Recognised Cable Detailer 
· Verify that cable hauling has been undertaken in accordance with CP/PAL technical standards and appropriate work practices have been used
· Record additional special requirements and mandatory inspection items (including photos) for all URD and Option 1/2 underground projects

· Allow for any identified non-compliant issues to be rectified prior to backfill of assets and final surface completion 
· Confirm the project is compliant with all requirements prior to the final audit request (where applicable) 

This work instruction shall be read in conjunction with Worksite Inspection Report which specifies project site inspection detail requirements. 


	Application 
	This work instruction applies to all CP/PAL projects involving installation of underground electrical assets (civil and electrical) up to 132kV by internal company resources, contracted resource partners and approved external service providers where final ownership is vested in CitiPower/Powercor. 
Applicable projects include residential/industrial estates (URD), single commercial/industrial projects, public lighting schemes, internal CitiPower/Powercor works etc. across all project streams - customer projects, recoverable works, maintenance, supply quality and system improvements. 
This process also applies to all civil works for electrical installation – for example trenching, conduit installation, kiosk substation site preparation.  
Notes: 
This Work Instruction does not apply to underground services with cables ≤ 50mm² installed by a civil contractor (who has a direct contract with CP/PAL for provision of services) under the Manage Minor Works Procedure: JEQA4UJ443MT-203-14 and where an Underground Service Pit Installation Checklist: 04-35-002/JEQA4UJ443MT-160-49 is completed and submitted.  
Cables > 50mm² installed by a civil contractor require an audit completed by an endorsed WC and/or WE auditor.
This does not apply to underground assets once they have entered a customer’s building enclosure, for example HV or LV conduits installed through a building basement for entry into an indoor substation. These assets are covered under the substation inspection requirements and the Building Code.  Any conduits outside the building to the property boundary are subject to an inspection as detailed in this document.


	Scope
	This document shall apply to projects as per the scope listed below:

· Part one:  All projects

· Part two: All projects 
· Part three: All projects

· Part four A and four B: All URD Option 1 and all Option 2 projects

· Part five: All URD Option 1 and all Option 2 projects that that require a third CP/PAL final re-audit
 

	Warnings and Hazards: Live Electrical Assets
	Live electrical assets may be located adjacent to the field worksite. Auditors shall identify the nearest live electrical apparatus to the worksite before commencing any works. No work shall commence until the auditor is satisfied that the required clearances from live electrical apparatus can be maintained.

The isolation or construction status of all electrical apparatus to be inspected must be known by the auditor and a risk assessment completed before any inspection work is undertaken.

All auditors must abide by the Victorian Government No Go Zone regulations as specified on the Energy Safe Victoria website. The only exemptions to this requirement are approved auditors who hold up to date Electricity Supply Industry (ESI) Worker training and CP/PAL Network Operational Access Authorities.


	Definitions and Acronyms


	· Accredited VEDN Site Supervisor: A person who has evidentiary documentation that they have completed VEDN training and who is immediately supervising the civil electrical site works
· Adjacent: an area that is within Safe Approach Distances or near or in the vicinity of the Distribution Network’s electrical apparatus.
· Approved: having appropriate organisation endorsement in writing for a specific function
· Auditor Type Descriptions:

· Attending Auditors: VEDN accredited auditors who perform site inspections during construction and who sign off on individual inspection items within one or more parts of the inspection report  
· Responsible Auditor: One of the attending auditors who takes responsibility

for a part of the audit result in its entirety

· Cable detailer: A person approved by CP/PAL to record the details of electrical asset positions 

· Civil Constructor: A VEDN approved civil constructor who has appropriate training and constructs projects compliant with specified technical standards
· Competent: having the skills, knowledge and attributes a person needs to complete a task
· CP/PAL: CitiPower Pty/Powercor Australia Ltd.
· Electrical Apparatus: any HV or LV electrical equipment, including overhead lines and underground cables, the conductors of which are live or can be made live
· Electrical Constructor: An approved company who holds and maintains current endorsement on the Powercor Recognised Contractor List (RCL)
· HV: High Voltage means a nominal voltage exceeding 1000 volts a.c. or exceeding 1500 volts d.c. 
· Isolated means not connected to any possible sources of electricity supply by means which will prevent unintentional re-energisation of the electrical apparatus and which is assessed as a suitable step in the process of making safe for access purposes
· LV: Low Voltage means nominal voltage exceeding 50 volts a.c./120 volts d.c. but not exceeding 1000 volts a.c./1500 volts d.c. 

· Must: Describes a mandatory requirement 
· Near: situation where there is a reasonable possibility of a person either directly or through any conducting medium (e.g. via mobile plant) coming within the relevant Safe Approach Distances
· OH and UG: Overhead and Underground

· Option 1: A customer selection indicating the project is to be managed and constructed by CP/PAL resources 
· Option 2: A customer selection indicating the project is to be managed and constructed by recognised external service providers
· Photographic References
· Nominated Photos (NP): Photos taken during the worksite inspection process that may be requested during the CP/PAL final audit phase of the Project
· Mandatory Photos (MP): Photos taken during the worksite inspection process that form part of the CP/PAL final audit request documentation
· PLC: Public Light Column

· RCL: The Powercor Recognised Contractor List details companies who undertake construction works and individuals who provide design, detailing or project management services on projects that will be connected to the CP/PAL network.  Compliance with CP/PAL policy and procedures is required to ensure the ongoing inclusion of companies or individuals on this list.
· Responsible Person: An individual taking responsibility for a section of the project 
· Risk Assessment: an organisation’s documented formal analysis of hazards associated with work on, near or in the vicinity of electrical apparatus are identified, assessed and controlled
· Shall: describes a mandatory requirement

· Should: describes a requirement that should be completed
· URD: Underground Residential/Reticulated Distribution/Development. Generic industry term for underground distribution to multiple customers and also applied to industrial subdivisions.  For the purpose of this document URD projects are defined as any project having multiple UG customer supplies available, including industrial subdivisions and multiple supplies to existing crown allotments with URD type assets. The URD definition excludes multiple line-of-mains pole-to-pit UG services or a STJ and single pit for a 2 lot subdivision

· VEDN - Victorian Electricity Distribution Network is a committee of the Victorian Electricity Supply Industry (VESI) which is responsible for accrediting contractors and auditors who are involved in the civil and auditing aspects of underground electrical infrastructure. Refer: www.vesi.com.au
· VEDN endorsed Auditor descriptions and abbreviations:

· Worksite Auditor Civil (WC) - Approved to carry out civil open trench and civil handover audits

· Worksite Auditor Electrical (WE) - Approved to carry out open trench civil, open trench electrical and electrical handover audits

· Cable Hauling Auditor (H) - Electrical auditor approved to conduct cable hauling audits. “H” suffix added to existing electrical auditor designation

· VEDN Expiry Date:  The date when the accreditation of a company or person to undertake an approved task expires

· VEDN Next Audit Date: The date when a VEDN approved civil constructor must re-apply for an annual audit to maintain VEDN accreditation


	Related Documents
	This work instruction is supported by the following documents:
· Worksite Inspection Report (Civil, Electrical & Cable Hauling) 
· Contractor Rating scheme




	Report Locations 
	The report can be obtained from the Powercor website www.powercor.com.au for auditors external to CP/PAL.
For CP/PAL auditors the report is located in The Source. 


	Issue Number, Date & Review
	The Issue Number of this Guideline is: Issue No. 6
The Issue Date of this Guideline is: July 2021.
The Guideline was last reviewed by the Business Process Owner: July 2021.


	Document Owners
	· Business Process Owner (BPO) title:  Field Audit and Quality Manager

· Business Process Analyst (BPA) title:  Quality Assurance Officer


	CP/PAL Final Audit Process
	VEDN Audit Service providers are rated using a contractor rating scale.  Based on the performance of the VEDN audit service provider a sliding audit scale system will be applied to determine the CP/PAL final audit process.  Details of the rating scale and process can be found in the contractor rating scheme document published on the CP/PAL website.
To be eligible for the CP/PAL reduced audit process the VEDN audit regime must be fully transparent and follow the Project Construction Staged Quality Assurance process as set out on the Worksite Inspection Report.
To be eligible for the reduced CP/PAL final audit process the VEDN audit result must:
· Correctly define all project details, project stakeholders and worksite Inspection service providers

· Include a completed Electrical Project Managers Declaration
· Be fully and correctly completed in line with the work instructions in this document

· Transparently show all staged quality assurance audits undertaken during the construction phase of the project.  The number of staged audits must be consistent with industry norms.  Note: When a VEDN auditor provides onsite supervision acting as the electrical supervisor for a period of 1 full day or more a list of all activities undertaken or supervised must be provided in the scope section by date to ensure the project complies with transparency requirements.

· Transparently show all staged quality assurance audit scopes, non-conformances identified/rectified and detail variations

· Fully comply with photographic requirements including nominated photos (to be provided when requested) and mandatory photos

Projects not complaint with these requirements will be subject to the normal or enhanced CP/PAL final audit process.


	Responsibilities
	Electrical Project Manager
The Electrical Project Manager must not be a project stakeholder for any other project role. The Electrical Project Manager shall be responsible for:

· The overall project management and must document, implement and maintain quality systems which provide effective control of all activities involved in the project 
· All communications with CP/PAL Project Manager for Option 2 projects 

· Worksite Inspection Report document management when the VEDN audit process is completed by multiple audit service providers
· Ensuring that all requirements specified in parts 5A, 5B and 5C of this document (if required) are completed.  This includes facilitation of negotiations with an independent audit company should the need arise

· The collation and provision of all documents for the CP/PAL final audit applications including construction variation requests
· The provision of additional machinery (if required) for the CP/PAL enhanced final audit process
Attending Auditors
The approved attending auditor(s) are responsible for ensuring inspections are undertaken in accordance with Powercor Technical Standards and that the required process is followed as specified in this work instruction.  Communication with all project stakeholders must be established and the attending auditor shall ensure that audit results are provided in a timely, clear and concise manner.

Attending auditors must act independently with first class professional competence and cannot be a responsible person for any other project role.

When a CP/PAL second final re-audit is unapproved and an additional re-audit is required the attending auditors must assist the responsible auditor with completion of the non-compliant list review.
Responsible Auditor
The approved responsible auditor must be one of the attending auditors and before signing off each part should ensure that all inspections have been undertaken in accordance with: 

· Powercor Technical Standards and the approved electrical construction plan

· The process nominated in this document

· Photographic evidence requirements
The responsible auditor shall provide all assistance to the Electrical Project Manager regarding the following:

· Provision of copies of the audit report after each part is completed including advice on any construction variation that may need to be requested.  
Note: VEDN auditors cannot determine construction variations without consent from the Electrical Project Manager
· Resolution of any ongoing audit process or non-compliance issues
· When multiple audit service providers are used to complete separate parts of the Worksite Inspection Report the responsible auditor must satisfy themselves, as far as practicable, that the preceding parts of the Worksite Inspection Report have been completed in a manner compliant with this work instruction. The Electrical Project Manager shall be immediately advised if any information is missing or discrepancies are identified
· When a CP/PAL second final re-audit is unapproved and an additional re-audit is required the responsible auditor shall complete the non-compliant list review and explanation detail 


	Qualifications and Skills
	Project Management

The Electrical Project Manager for URD Option 1 projects shall be the nominated responsible CP/PAL officer.  For all Option 2 projects the Electrical Project Manager must be approved on the Powercor Recognised Contractor List. The Electrical Project Manager should have a full understanding of the CP/PAL project management requirements and processes.
Civil Constructor

The civil constructor must hold current VEDN accreditation together with current audit / expiry dates and construct the projects as specified by technical standards. Civil contractors found in breach of these requirements may be referred to the VEDN committee for review.   The civil contractor should understand the required audit process and should ensure audit milestones are achieved before backfilling or hard surface construction occurs.
Electrical Constructor

The electrical constructor must be approved on the Powercor Recognised Contractor List and act in a manner consistent with Powercor values. The electrical constructor must understand the CP/PAL worksite inspection process and should assist in the facilitation of the required site audits.
The Electrical Constructor should provide assistance to the VEDN auditor to ensure the photographic evidence is recorded during construction milestones.

Civil Auditors

The civil audit activities required for Project Construction Staged Quality Assurance and the Mandatory report sections must be completed by VEDN endorsed auditors.
Electrical Auditors

The electrical/cable hauling audit activities required for Project Construction Staged Quality Assurance and the Mandatory report sections must be completed by VEDN endorsed auditors. 

All auditors must have a working knowledge of CP/PAL Technical Standards. Auditors must have full access to audit report documents, audit process documents, CP/PAL Technical Standards and approved construction plans.


	Report Completion:

Front Page Detail
	All project stakeholder information including applicable accreditation dates and contact information must be provided.  

The Worksite Inspection detail must be completed as described below:

· Parts one to three: All projects
· Parts one to four: All URD Option 1 and all Option 2 projects

· Parts one to five: All URD Option 1 and all Option 2 projects where a second re-audit is required 


	Report Completion: Managers Declaration 
	The Electrical Project Manager is responsible for the overall project management and must document, implement and maintain quality systems which provide effective control of all activities involved in the project. A key task in this process is ensuring that all worksite audits are correctly completed.  To ensure this occurs Electrical Project Managers for URD Option 1 and all Option 2 Projects must complete the Project Managers Declaration page of the Worksite Inspection Report.

Projects with an incomplete declaration may not be considered for CP/PAL final audit. The Provision of incorrect or misleading information on this declaration will result in a major non-conformance to the Electrical Project Manager and may be subject to the CP/PAL dispensation process.

When non-compliant photographic evidence or process issues are identified and remain unresolved the Electrical Project Manager must seek variation from the FA&Q inbox, copied to the CP/PAL responsible officer before the audit request is submitted.  The variation form attached as appendix one should be used to request these variations.
The request must include a copy of the partly or fully completed WIR.


	Report Completion 
Part One: Open Trench Civil Audit
	To complete this part of the form the auditor must have the minimum VEDN classification of Worksite Civil.

This section of the form has four components:

· The Project Construction Staged Quality Assurance Audits

· The Mandatory minimum inspection requirements
· Audit scope, variation, non-compliance and rectification information

· Nominated Report Items/photographic tabulation
The Project Construction Staged Quality Assurance Audits

These audits should be undertaken during the construction phase of the project and are highly recommended as part of the Option 1 and 2 audit process.  This section is to be used by the auditor to show audit date information and non-compliances identified/rectified during the project preparation for cable installation.  Non-conformances identified in this section are for the attending auditors records only and may be carried forward between sections while solutions are sought, rectification is underway, or variation approvals are pending.
The Mandatory minimum inspection requirements

This is the official audit report section of the form and must be fully completed with all items compliant.  Inspection Items must not be dated as complete unless compliant.

Audit scope, variation, non-compliance and rectification information

This section of the form shall be used to detail the scope of works inspected during each site visit, show non-conformances that are identified/rectified and record variations. Multiple auditors may use this section of the form.

Each non-conformance or variation information statement recorded must be dated and initialed as completed.  Multiple auditors may complete this section.
For this section of the form the non-conformance action of either rectified or variation approved must be recorded against each non-conformance identified in the Mandatory report section with date and initials.  Abbreviations as described below should be used:

· (R) Rectified.  (V) Variation Approval Received.  Example: (V) 20/03 JC
Notes: Where an auditor in training is involved in the audit process the details shall be clearly and concisely recorded in this section.  All notes in relation to the Open Trench Civil Audit must be recorded in this section.
Nominated Report Items/Photographic Evidence Tabulation (All Option 1URD and Option 2 Projects)
The nominated report locations with photographic evidence shall be summarised on the tabulation form. 
The nominated report locations are:
· Mains cable/conduit crossings above or below any other asset at ALL locations not accessible for excavation at the CP/PAL final audit, unless conclusive evidence can be provided that the crossing clearance exceeds 0.6m. This includes under road surfaces or other hard reinstatement areas including footpaths, pram crossings and driveway crossovers 

· Mains cable/conduit under-crossings of any other asset exceeding 1.5m depth, i.e. the final surface cover/invert depth of the electrical asset is 1.55m or more 

· HV conduit bends of 45 degrees or greater - bending radius to be measured and recorded

· In all cases above, a tabulation of locations with depth and clearance measurements or bending radius measurement must be provided 


	Report Completion
Part Two: Cable Hauling Audit 
	Prerequisites

The Cable Hauling Audit must not be undertaken until the Open Trench Civil Audit is compliant unless the following criteria is met:

· All sections of the Project Construction Staged Quality Assurance process are used with detailed notes provided for the preliminary inspections
· Non-conformances that are identified and have been rectified are transparently shown in the notes section

· Outstanding non-conformances pending rectification are recorded and transparently shown in the notes section

· The outstanding non-conformances will have no effect on the cable hauling process

· All outstanding non-conformances must be resolved before the Open Trench Electrical Report is completed

Auditor Requirements

This section must be completed for all projects* by an auditor with a minimum endorsement of VEDN Worksite Electrical (where manual cable hauling is undertaken) or a VEDN Worksite Electrical Cable Hauling (where mechanical cable hauling is undertaken). 

If cables were installed manually, then this must be clearly noted on the report and the remaining sections completed.  The auditor must observe cable hauling on site.
This section of the form has two components:

· The Cable Hauling Audit information
· Photographic evidence tabulation

The Cable Hauling Audit information
This form must be completed for all projects*:

· When the cable installation is completed by manual handling only the installation activity can be viewed by and the audit form completed by a Worksite Electrical auditor. Note: Photographic evidence applies
· When the cable installation is completed using a winch or any type of mechanical device which places any form of tension on the cable, no matter how small, all activity must be viewed by and the audit form completed by a Worksite Electrical Cable Hauling auditor. Note: Photographic evidence applies  
Photographic evidence tabulation

Photographic evidence is required to be documented on the Worksite Inspection Report as specified in the Photographic Requirements section of this document.  These locations and cable information shall be recorded as specified in the table.
* Not applicable where the total cable route distance is less than 15m.  This must be noted in Part 2 Cable Hauling Checklist in the HV or LV hauling route section


	Report Completion Part Three: Open Trench Electrical
Audit
	To complete this part of the form the auditor must have the minimum VEDN classification of Worksite Electrical.
This section of the form has four components:

· The Project Construction Staged Quality Assurance Audits

· The Mandatory minimum inspection requirements

· Audit scope, variation, non-compliance and rectification information

· Mandatory and Nominated Report Items/photographic tabulation

The Project Construction Staged Quality Assurance Audits

These audits should be undertaken during the construction phase of the project and are highly recommended as part of the Option 1 and 2 audit process.  This section is to be used by the auditor to show audit date information and non-compliances identified/rectified during the project construction.  Non-conformances identified in this section are for the attending auditors records only and may be carried forward between sections while solutions are sought, rectification is underway, or variation approvals are pending.
The Mandatory minimum inspection requirements

This is the official audit report section of the form and must be fully complete with all items compliant.  Inspection Items must not be dated as complete unless compliant.

Audit scope, variation, non-compliance and rectification information

This section of the form shall be used to detail the scope of works inspected during each site visit, show non-conformances that are identified/rectified and record variations. Multiple auditors may use this section of the form.

Each non-conformance or variation information statement recorded must be dated and initialed as completed.  Multiple auditors may complete this section.

For this section of the form the non-conformance action of either rectified or variation approved shall be recorded against each non-conformance identified in the Mandatory report section with date and initials.  Abbreviations as described below should be used:

· (R) Rectified.  (V) Variation Approval Received.  Example: (V) 20/03 JC
Note: Where an auditor in training is involved in the audit process the details shall be clearly and concisely recorded in this section. All notes in relation to the Open Trench Electrical Audit must be recorded in this section.
Mandatory and Nominated Report Items/Photographic Tabulation 
(All URD Option 1 and all Option 2 Projects)

The mandatory and nominated report locations with photographic evidence shall be summarized on the tabulation form. 

The nominated report locations are:

· HV cable bends of 22 degrees or greater and LV cable bends of 45 degrees or greater- bending radius to be measured and recorded

In all cases above, a tabulation of locations with bending radius measurement must be provided.
The mandatory report locations are:
· Kiosk box foundation rear side

· Kiosk cable entry including box foundation 
· PLC footing requirement evidence seven locations to be provided
Refer to photographic requirements for additional information relating to this requirement.


	Report Completion Part Four A: Civil Final 
Audit
	For completion of the Project Construction Staged Quality Assurance and Mandatory sections of this form the auditor must have the minimum VEDN classification of Worksite Civil.
This section of the form has four components:

· Site Information Inspection Reference Points

· The Project Construction Staged Quality Assurance Audit

· The Mandatory minimum inspection requirements

· Project Management use section

Site Information Inspection Reference Points

This section of the form is used to record the total number of assets on the project as well as show the number of sites inspected to confirm compliant marker tape installation.  
The Project Construction Staged Quality Assurance Audits

This audit should be undertaken to assist preparation of the project for PAL Final Audit and is highly recommended as part of the option one and two audit process.  This section is to be used by the auditor to show audit date information and non-compliances identified/rectified during the project construction.  Non-conformances identified in this section are for the attending auditors records only and may be carried forward between sections while solutions are sought, rectification is underway, or variation approvals are pending.
The Mandatory minimum inspection requirements

This is the official audit report section of the form and must be fully complete with all items compliant.  Inspection Items must not be dated as completed unless compliant. Note: this includes the mandatory site information reference points.
Audit scope, variation, non-compliance and rectification information

This section of the form shall be used to detail the scope of works inspected during each site visit, show non-conformances that are identified/rectified and record variations. Multiple auditors may use this section of the form.

Each non-conformance or variation information statement recorded must be dated and initialed as completed.  Multiple auditors may complete this section.

For this section of the form the non-conformance action of either rectified or variation approved shall be recorded against each non-conformance with date and initials.  Abbreviations as described below should be used:

· (R) Rectified.  (V) Variation Approval Received.  Example: (V) 20/03 JC
Note: Where an auditor in training is involved in the audit process the details shall be clearly and concisely recorded in this section.
Project Management use section

This section of the form may be completed by the Electrical Project Manager, their representative or the developer’s representative and is intended, if applicable, as a final project site check record after the CP/PAL audit has been requested, prior to the CP/PAL final audit.
Information in this section forms no part of the official CP/PAL audit process.



	Report Completion Part Four B: Electrical Final 
Audit
	For completion of the Project Construction Staged Quality Assurance and Mandatory sections of this form the auditor must have the minimum VEDN classification of Worksite Electrical.
This section of the form has four components:

· The Project Construction Staged Quality Assurance Audit

· The Mandatory minimum inspection requirements

· Project Management use section 
· Mandatory Report Items/photographic tabulation

The Project Construction Staged Quality Assurance Audits

This audit should be undertaken to assist preparation of the project for CP/PAL Final Audit and is highly recommended as part of the Option 1 and 2 audit process.  This section is to be used by the auditor to show audit date information and non-compliances identified/rectified during the project construction.  Non-conformances identified in this section are for the attending auditors records only and may be carried forward between sections while solutions are sort, rectification is underway, or variation approvals are pending.
The Mandatory minimum inspection requirements

This is the official audit report section of the form and must be fully complete with all items compliant.  Inspection Items must not be dated as completed unless compliant. Note: this includes the mandatory site information reference points.
Audit scope, variation, non-compliance and rectification information

This section of the form shall be used to detail the scope of works inspected during each site visit, show non-conformances that are identified/rectified and record variations. Multiple auditors may use this section of the form.

Each non-conformance or variation information statement recorded must be dated and initialed as completed.  Multiple auditors may complete this section.

For this section of the form the non-conformance action of either rectified or variation approved shall be recorded against each non-conformance with date and initials.  Abbreviations as described below should be used:

· (R) Rectified.  (V) Variation Approval Received.  Example: (V) 20/03 JC
Note: Where an auditor in training is involved in the audit process the details shall be clearly and concisely recorded in this section.
Project Management use section

This section of the form may be completed by the Electrical Project Manager, their representative or the developer’s representative and is intended, if applicable, as a final project site check record after the CP/PAL audit has been requested, prior to the CP/PAL final audit.

Information in this section forms no part of the official CP/PAL audit process. 

Mandatory Evidence Tabulation

The mandatory report locations with photographic evidence must be summarised on the tabulation form. 

The mandatory site evidence report locations are a minimum 6, maximum 10 photos.
Refer to photographic requirements for additional information relating to this requirement.


	Report Completion: General Information
	Documents with incomplete front-page information, individual pages, unsigned sections, conflicting information or that are not fully legible may not be accepted for the CP/PAL final audit process.

The Worksite Inspection Report must not be modified, amended, altered or changed in any way whatsoever.  Forms that differ from the original base document may not be accepted for the CP/PAL final audit process.

All electrical assets, conduits and trench lines must be inspected in their entirety and this is acknowledged by the auditor’s signature. 

The mandatory sections of completed Worksite Inspection Report must indicate that all applicable inspection items are compliant with CP/PAL Technical Standards and the approved construction plan.  All rectification items shall be completed and verified. A copy of any Approved Variations must also accompany the report together with photos as specified by this process.




	Report Completion: Use of multiple service providers
	It is permissible for separate parts of the inspection report to be completed by separate audit service providers. This excludes sections 5A, 5B and 5C which must be completed by the audit service provider(s) from sections 4A and 4B.

The same Worksite Inspection Report may be used, or several Worksite Inspection Reports may be provided with the CP/PAL final audit request.  However, when multiple forms are used to record the audit result the entire form must be submitted with the front page and the relevant part fully completed.

Documents with incomplete front-page information, individual pages, unsigned sections, conflicting information or that are not fully legible will not be accepted for CP/PAL final audit purposes.

Where different audit service providers are used to complete separate parts of the Worksite Inspection Report the responsible auditor from the preceding part of the Worksite Inspection Report must liaise with the next audit service provider and provide a copy of the completed documentation.
The responsible auditor for the next part of the Worksite Inspection Report must ensure, as far as practicable, the preceding parts have been completed in compliance with this work instruction.  Where information is missing or discrepancies exist, the responsible auditor must provide immediate advice to the Electrical Project Manager. 
In the situation described above the audit service provider completing the electrical part 4B of the Worksite Inspection Report is considered responsible for the audit outcome under the CP/PAL Contractor Rating scheme. 


	Report Completion: Re-Audit Requirements
	Before a second CP/PAL re-audit can occur sections 5A, 5B and 5C must be completed by the attending auditors from the same audit service provider as specified above.

Should subsequent re-audits be required due to ongoing site non-conformances the re-audit process shall restart at section 4A and 4B of the Worksite Inspection Report.  The suitability of an under preforming VEDN audit company to conduct further re-audits will be considered by CP/PAL.  In cases where the VEDN audit company is underperforming CP/PAL may request the project is re-inspected by a fully independent VEDN approved auditor from a separate VEDN audit service provider who has not previously been involved in the project in any way.

Documents with incomplete front-page information, individual pages, unsigned sections, conflicting information or that are not fully legible may not be accepted for CP/PAL final audit purposes. 


	Report Completion 
Part Five A: 
Re-Audit

Non-Compliance Review
	The information required below is in addition to the normal rectification advice with photographic evidence that must be provided as part of the normal re-audit request.

This section must be completed by the Attending and Responsible Auditors when the project requires a second CP/PAL re-audit. Where the responsible auditor is not working, has left the company or authorization has expired this section must be completed by one of the attending auditors.

This section of the form has three components:

· Non-compliant List Review and Explanation Detail

· Improvement Opportunity Considerations by Responsible Auditor 

· Improvement Opportunity Considerations by the Responsible Cable Detailer

Non-compliant List Review and Explanation Detail

When the worksite audit report Parts 1 to 4 have been accurately completed by an approved auditor working in conjunction with an authorised Project Manager the expectation is that the project presented to CP/PAL for a Final Audit check is compliant.  Where this is found not to be the case and a re-audit is required by CP/PAL the approved worksite auditors must provide explanation.  The Electrical Project Manager shall ensure this occurs.
The explanation shall include, as a minimum, the following requirements:

· All non-conformances identified by the CP/PAL final audit 

· Advice of which auditor (or Electrical Project Manager) was responsible for inspecting this section (or seeking variation)

· Each non-conformance shall have an individual detailed explanation as to why the issue was not identified and rectified during the Worksite Inspection process
Improvement Opportunity Considerations by the Responsible Auditor 

The Responsible Auditor must provide comments (relevant to the non-conformances identified on the failed CP/PAL final audit) on how to ensure this does not occur on future projects presented to CP/PAL for final audit.
Auditors acting on behalf of a Recognised Contractor should be aware that the ongoing inclusion as a Powercor Recognised Contractor and or their approval category may be subject to review by CP/PAL.  VEDN accredited auditors maybe referred to the VEDN audit committee for review as detailed on the VEDN website.

Improvement Opportunity Considerations by the Responsible Cable Detailer

Where non-conformances identified relate to the accuracy of cable detailing the responsible cable detailer must provide comments (relevant to the non-conformances identified on the failed CP/PAL final audit) on how to ensure this does not occur on future projects presented to CP/PAL for final audit. 
Note:  These sections of the report must be fully completed with detailed meaningful information.  This document will not be accepted for the CP/PAL final re-audit process where the information provided can be considered imprudent, flippant, factually incorrect or misleading. 

 


	Report Completion 
Part Five B: 
Re-Audit Civil Final Inspection 

	For completion of the Project Construction Staged Quality Assurance and Mandatory sections of this form the auditor must have the minimum VEDN classification of Worksite Civil.

For completion of the Mandatory section of this form the auditor must have the minimum VEDN classification of Worksite Civil.
This section of the form has four components:

· Site Information Inspection Reference Points

· The Project Construction Staged Quality Assurance Audit

· The Mandatory minimum inspection requirements

· Project Management use section

Site Information Inspection Reference Points

This section of the form is used to record the total number of assets on the project as well as show the number of sites inspected to confirm compliant marker tape installation.  
The Project Construction Staged Quality Assurance Audits

This audit should be undertaken to assist preparation of the project for CP/PAL Final Audit and is highly recommended as part of the Option 1 and 2 audit process.  This section is to be used by the auditor to show audit date information and non-compliances identified/rectified during the project construction.  Non-conformances identified in this section are for the attending auditors records only and may be carried forward between sections while solutions are sought, rectification is underway, or variation approvals are pending.
The Mandatory minimum inspection requirements

This is the official audit report section of the form and must be fully complete with all items compliant.  Inspection Items must not be dated as complete unless compliant. Note: this includes the mandatory site information reference points.
Audit scope, variation, non-compliance and rectification information

This section of the form shall be used to detail the scope of works inspected during each site visit, show non-conformances that are identified/rectified and record variations. Multiple auditors may use this section of the form.

Each non-conformance or variation information recorded must be dated and initialed as completed.  Multiple auditors may complete this section.

For this section of the form the non-conformance action of either rectified or variation approved shall be recorded against each non-conformance with date and initials.  Abbreviations as described below should be used:

· (R) Rectified.  (V) Variation Approval Received.  Example: (V) 20/03 JC
Project Management use section

This section of the form may be completed by the Electrical Project Manager, their representative or the developer’s representative and is intended, if applicable, as a final project site check record after the CP/PAL audit has been requested, prior to the CP/PAL final audit.

Information in this section forms no part of the official CP/PAL audit process.




	Report Completion 
Part Five C:
Re-Audit Electrical Final Inspection 

	For completion of the Project Construction Staged Quality Assurance and Mandatory sections of this form the auditor must have the minimum VEDN classification of Worksite Electrical.

This section of the form has four components:   
· The Project Construction Staged Quality Assurance Audit

· The Mandatory minimum inspection requirements

· Project Management use section 
· Mandatory Report Items/photographic tabulation

The Project Construction Staged Quality Assurance Audits

This audit should be undertaken to assist preparation of the project for CP/PAL Final Audit and is highly recommended as part of the Option 1 and 2 audit process.  This section is to be used by the auditor to show audit date information and non-compliances identified/rectified during the project construction.  Non-conformances identified in this section are for the attending auditors records only and may be carried forward between sections while solutions are sought, rectification is underway, or variation approvals are pending.
The Mandatory minimum inspection requirements

This is the official audit report section of the form and must be fully complete with all items compliant.  Inspection Items must not be dated as complete unless compliant. Note: this includes the mandatory site information reference points.
Audit scope, variation, non-compliance and rectification information

This section of the form shall be used to detail the scope of works inspected during each site visit, show non-conformances that are identified/rectified and record variations. Multiple auditors may use this section of the form.

Each non-conformance or variation information recorded must be dated and initialed as completed.  Multiple auditors may complete this section.

For this section of the form the non-conformance action of either rectified or variation approved shall be recorded against each non-conformance with date and initials.  Abbreviations as described below should be used:

· (R) Rectified.  (V) Variation Approval Received.  Example: (V) 20/03 JC
Project Management use section

This section of the form may be completed by the Electrical Project Manager, their representative or the developer’s representative and is intended, if applicable, as a final project site check record after the CP/PAL audit has been requested, prior to the CP/PAL final audit.

Information in this section forms no part of the official CP/PAL audit process.

Mandatory photographic tabulation

The mandatory report locations with photographic evidence shall be summarized on the tabulation form 

The mandatory report locations are:

· Mandatory: street or street lot locations; minimum 6 maximum 10 photos



	Photographic Requirements:
General Information
	These photographic requirements are mandatory for all URD Option 1 and all Option 2 UG contestable projects that are subject to a CP/PAL final audit prior to connection to the electricity network.

The provision of photos in formats other than those specified will not be accepted for CP/PAL final audit purposes.  References to other storage devices, other mapping systems or cloud-based systems are not suitable for CP/PAL final audit purposes.
Only the specified number of photos will be accepted for the CP/PAL final audit purposes. Only photos detailed in the tabulations on the Worksite Inspection Report can be provided as part of the photographic evidence requirement.
All nominated photos and mandatory photos taken must be detailed in a tabulation in each part of the Worksite Inspection Report.
All photos provided shall be grouped into separate files and clearly labelled as specified below.  Photos provided without designated file names are not suitable for CP/PAL final audit purposes.  


	Photographic Requirements:

Detailed Information
	Photos must meet the following criteria to be suitable for submission to CP/PAL for the final audit process:

· All photos provided should be clear, concise and provide clear evidence of the specified assets  
· The photo locations and assets must be clearly identifiable and include a measurement scale in shot

· Where the photo includes a measurement, it should be taken at the measurement point level

· Photos must be taken with a camera or smart phone with GPS location capabilities enabled and with the Latitude/Longitude co-ordinates or EXIF data included
Note: Photos not compliant with these requirements will receive a CP/PAL final audit points deduction to the VEDN auditor.


	Photographic Requirements:

File Information
	· Part One: The nominated photos, when requested, shall be provided in multiple emails with a file size not exceeding 15MB per email direct to the requester.
· Part Two: Mandatory photos must be provided in a file named 
“Photos Part 2”.  The total file size to be submitted with the final audit request must be between >500kB <3MB for this part.

· Part Three: The nominated photos, when requested, shall be provided in multiple emails with a file size not exceeding 15MB per email direct to the requester.
· Part Three: Mandatory photos must be provided in a file named 
“Photos Part 3”.  The total file size to be submitted with the final audit request must be between >500kB <3MB for this part.

· Part four: Mandatory photos must be provided in a file named 
“Photos Part 4”.  The total file size to be submitted with the final audit request must be between >500kB <3MB for this part.
· Part five: (Were applicable) Mandatory photos must be provided in a file named “Photos Part 5”.  The total file size to be submitted with the final audit request must be between >500kB <3MB for this part.

Note: When the provided photos are not clear the PC/PAL auditor may request an individual photo be provided in a larger file size.  Photos not compliant with the requirements listed above will be subject to a points deduction to the Electrical PM. 


	Photographic Requirements:

Open Trench Civil Audit

	Nominated photos are required to be taken during site inspections, collated and filed to be ready for submission to CP/PAL if requested. 
These photos may be requested by a member of the CP/PAL Field Audit and Quality Group, the Electrical Project Manager as required or should additional information be required such as when undertaking a desktop audit. When clearance issues are identified at final audit or should a re-audit be required these photos may be also be requested.

Nominated photos must be provided to the Field Audit and Quality inbox within one business day by the Electrical Project Manager when a reduced audit regime is specified or to the auditor when a separate request is made for the photos.
The nominated photographic evidence shall be summarised on the tabulation form on Open Trench Civil Report. The nominated report locations are:

· Mains cable/conduit crossings above or below any other asset at ALL locations not accessible for excavation at the Powercor Final Audit, unless conclusive evidence can be provided that the crossing clearance exceeds 0.6m. This includes under road surfaces or other hard reinstatement areas, including footpaths, pram crossings and driveway crossovers. 

· Mains cable/conduit under-crossings of any other asset exceeding 1.5m depth, i.e. the final surface cover/invert depth of the electrical asset is 1.55m or more. 

· HV conduit bends of 45 degrees or greater - bending radius to be measured and recorded. 


	Photographic Requirements:

Cable Hauling Audit


	Mandatory photos are required to be taken on site during the cable hauling process (regardless of the installation method) collated and provided with the final CP/PAL audit request.
The photographic evidence must be summarised on the tabulation form on the Cable Hauling Report. A minimum of 4 photos is required (HV or LV only project), a maximum of 8 photos is required (combined HV and LV project).
All photos must be taken with the cable in place or with hauling in progress.
Mandatory Photo Requirements: All LV Cables - Four Photos Required 
· Two photos looking down the longest trench sections showing cable rollers in place (mechanical hauling) or two photos showing manual hauling methods in use. Note: Maximum allowable roller spacing is 3m
· One photo showing cable rollers in position on a cable bend (mechanical hauling) or one photo showing manual cable hauling drum position
· One photo showing cable rollers in place on a second bend (mechanical hauling) or one photo showing cable entering trench or conduit (manual hauling) Note: The minimum requirement is 3 rollers on each bend
Note: where there are no cable bends on the project other photos may be substituted such as conduit entries, winch/roller setup to ensure the minimum number of 4 photos is provided.
Mandatory Photo Requirements: All HV Cables - Four Photos Required 
· Two photos looking down the longest trench sections showing cable rollers in place.  Note: Maximum allowable roller spacing is 3m
· One photo showing cable rollers in position on a cable bend

· One photo showing cable rollers in place on a second bend 
Note: The minimum requirement is 3 rollers on each bend
Note: where there are no cable bends on the project other photos maybe substituted such as conduit entries, winch/roller setup to ensure the minimum number of 4 photos is provided.  


	Photographic Requirements:

Open Trench Electrical Report


	Nominated Photos

Nominated photos are required to be taken during site inspections, collated and filed to be ready for submission to CP/PAL if requested. These photos may be requested by a member of the Field Audit and Quality Group or the Electrical Project Manager on a random basis or should additional information be required.  When clearance issues are identified at final audit or should a re-audit be required these photos may be requested.  Nominated photos must be provided to the Field Audit and Quality inbox within one business day by the Electrical Project Manager when a reduced audit regime is specified or to the auditor when a request is made.
The nominated photographic evidence must be summarised on the tabulation form on the Open Trench Electrical Report. 

The nominated report locations are:

· HV cable bends including conduit entry of 22 degrees or greater - bending radius to be measured and recorded
· LV cable bends including conduit entry of 45 degrees or greater – bending radius to be measured and recorded

Mandatory Photos: A total number of 10 photos is required for each project.
Mandatory photos are required to be taken during site inspections, collated and provided with the final CP/PAL audit request 

For the Open Trench Electrical Report the photos required are:

· One photo rear of kiosk box foundation before backfill; the foundation footing and foundation covers shall be visible

· One photo taken approx. 3m from the front of the kiosk showing HV and LV cable entry, HV cable trunks, cable bending radius and cable clearances

· One photo taken approx. 6m from the front of the kiosk showing information as described above
· Seven photos of PLC footing installation evidence*.  These photos must include the following aspects:

· One photo**: Evidence of sufficient concrete bags loaded on supply truck on site/concrete onsite/ concrete truck pouring footings or evidence of full bags of premix concrete laid beside augured column holes on project

· One photo**: Evidence of empty concrete bags on site consistent with the minimum installation requirements for each column or concrete delivery truck dockets referring to PLC footings

· Five photos#: of separate locations showing actual concrete installation into augured PLC holes onsite OR three photos of separate locations showing actual concrete installation into augured PLC holes onsite plus two photos of augured PLC holes at separate locations
Notes: The evidence shown in the provided photos must indicate that correct excavation and footing requirements are met for PLC installations.  Failure to provide clear evidence shall result in additional excavation requirements at the time of CP/PAL final audit. When there is no kiosk located on the project 3 additional photos of PLC footing installation shall be provided. When there are two kiosks on a project three photos of each kiosk as described shall be provided and the number of PLC footing photos reduced accordingly. The specified PLC footing requirements are met in a 300mm diameter hole by the installation of two bags of premix concrete or the equivalent. *Not applicable for projects with no PLCs. 
**Must be provided for all projects with PLCs.  #For projects with less than 5 of PLCs provide one photo of each column plus concrete bag photos as specified above.


	Photographic Requirements:

Final Electrical Audit
Sections 

4B and 5C
	Mandatory photos are required to be taken during the site inspection and provided with the final CP/PAL audit request. The minimum number of 5 and a maximum number of 10 photos is required for each project. 

Mandatory Photos: Minimum 5 (small project), maximum 10 photos required
· One photo looking down each street showing completed concrete works applicable to electrical assets, final levels with all pits, pillars and PLCs in position
· One photo clearly showing the completed kiosk site (if applicable)


	Failure to comply with Photographic Requirements


	When the photographic requirement stipulated in this work instruction have not been met the project may be subject an enhanced audit regime.  
Part One
Any location without photographic evidence will be deemed non-compliant and may be subject the CP/PAL dispensation process.  
Part Two

Where the mandatory photos and mandatory site evidence photos are not provided the Cable Hauling audit will be declared void. In such cases CP/PAL will require additional excavations at key nominated locations to allow inspection of additional cable sections.  
Notes: The additional excavations may be conducted during a re-audit.  
Part Three 

When the nominated photos cannot be provided compliant with this work instruction CP/PAL will require additional excavations at key nominated locations to allow inspection of cable bending radius and conduit cable entry sections.  
When the mandatory site evidence photos cannot be provided compliant with this work instruction CP/PAL will require additional excavations around the kiosk culvert and around a sample of nominated PLCs for the purpose of footing verification.  

Notes: additional excavation machinery and a crane suitable to hold PLCs in place for excavation purposes will be required at the time of final audit. This process must be facilitated by a site supervisor. The additional excavations may be conducted during a re-audit.
Part 4B 

When the mandatory photos cannot be provided the CP/PAL final audit shall not be scheduled.
CP/PAL Final Audit Points Deduction
When photos non-compliant to this process are provided or have not been taken a final audit score points deduction will apply to:
· The VEDN auditor when the required photos have not been taken, the locations cannot be identified, or the photos lack clarity of the topic

· The Electrical Project Manager when the above situation is not identified on the project managers declaration and resolved via variation before the final audit request or when the photos are not provided within the required parameters such as file size grouping


	Report Submission
	1. Option 2 Projects
Auditors are responsible for provision of the audit documents and photographic evidence to the Electrical Project Manager for submission with the CP/PAL Network Final Audit Request.

Auditors must assist the Electrical Project Manager to ensure all required documentation and photographic evidence is compliant with process requirements.
All audit results must be provided on a single fully completed and signed Worksite Inspection Report .
2. Internal CP/PAL UG or Option 1 URD projects
For Option 1 projects auditors are responsible for submission of the audit documents and photographic evidence to the Electrical Project Manager (Senior Project Delivery Lead/Project Delivery Specialist) for submission with the CP/PAL Network Final Audit Request.

For internal UG projects the completed audit documents must be emailed to the Works Delivery Officer (WDO) for attachment to the project PM Order.
       All audit results must be provided on a single fully completed and signed       

       Worksite Inspection Report.

	
	


	Provision of Rectification Information by The Electrical Project Manager
	All emails to Powercor must contain the project network number and name in the title as a minimum.  When known the email title shall also include the audit number. 
Rectification photos must clearly show the rectification works including the location in a concise and clear format with information recorded on the approved variation form managed by the Powercor Contestable Works Team.  Formats other than this may be rejected by the auditor requesting more information.

The Electrical Project Manager must provide rectification advice to the Powercor auditor within 21 days of the audit report issue date unless otherwise negotiated with the Powercor Project Manager.  When a revised date is negotiated this must be communicated to Powercor Field Audit and Quality group via email to the Field Audit and Quality inbox copied to the Powercor Project Manager.  
The provision of rectification information by the Electrical Project Manager that is misleading, false or in breach of a Powercor Technical Standard is considered a serious matter.  Repeat instances of this situation may lead to a review of the suitability of the Electrical Project Manager to remain on the Powercor Recognised Contractor list.
The requests for variation from the Electrical Project Manager to the Powercor Project Manager must not contain any item that breaches Powercor Technical standard as specified on the variation form.  Any item which breaches Powercor technical standards must be subject to the Technical Standards dispensation process.  Variation requests that are not considered appropriate and are refused by the Powercor Project Manager must be rectified onsite.  The Electrical Project Manager shall communicate this to all project stakeholders and ensure the necessary rectification works occur.
Items listed in the three paragraphs immediately above are considered to be major non-compliances. 



	Audit Score Review Request by The Electrical Project Manager
	The Electrical Project Manager may request the audit score / non-compliance list be reviewed by the Powercor auditor.  This may be done on behalf of the associated stakeholders.  Any review request must have documented evidence relating to a technical standard or Powercor policy matter. 
This review request must be sent to the responsible Powercor Auditor. This is done via direct email to the Powercor Auditor copied to the Powercor Electrical Project manager.
As a minimum the request for review must, for each item, include:

· The Project name, network number, audit number and the non-compliance number

· Detail of the non-conformance requested to be reviewed

· A reason for the review request

· A copy of the relevant Powercor / VESI technical standard or a copy of the relevant policy from this document which forms the basis of the review

· Where applicable photographic or documentary evidence

Requests for review that do not contain the information listed above may not be considered.  Unsubstantiated audit review requests may be subject to further points deduction to the Electrical Project Manager. Requests that contain false or misleading information will be subject to a further points deduction to the Electrical Project Manager.


	Audit Score Review Escalation Request by The Electrical Project Manager
	The Electrical Project Manager may escalate the review request of audit score / non-compliance to the Field Audit and Quality Leadership Team when they believe the Powercor Auditor’s review requires additional clarity.  This can only be done when the review by the Powercor Auditor is complete.  This may be done on behalf of the associated stakeholders.  Any review request must have documented evidence relating to a technical standard or Powercor policy matter.
This is done via direct email to the Field Audit and Quality in box copied to the responsible Powercor Auditor and the Powercor Electrical Project Manager.
As a minimum the request for review must, for each item, include:

· Copies of all correspondence in sequential order between all stakeholders including between the Electrical Project Manager and the Powercor Auditor

· The Project name, network number, audit number and the non-compliance number

· Detail of the non-conformance requested to be reviewed

· A reason for the review request

· A copy of the relevant Powercor / VESI technical standard or a copy of the relevant policy from this document which forms the basis of the review

· Where applicable photographic or documentary evidence

Requests for review that do not contain the information listed above may not be considered.  Unsubstantiated audit review requests may be subject to further points deduction to the Electrical Project Manager. Requests that contain false or misleading information will be subject to a further points deduction to the Electrical Project Manager.


	Project Detail

	Project Name/Stage: 

	Location:
	Network Number:

	Option 2 Project Manager: 
	Contact Number: 

	VEDN audit Company: 
	Contact Number: 

	Powercor Responsible Officer: 
	Contact Number: 

	Project Scope – Please ensure all fields are complete

	Route Distance of HV cable: 
	Route distance of LV mains cable: 

	Number of lots: 
	Number of Public Light Columns: 

	Number of kiosks: 

	Request 1 – If attaching supporting documentation please reference ‘Request 1’ on documents

	This variation request refers the WIR part: 

	Reason for request: 



	Request 2 – If attaching supporting documentation please reference ‘Request 2’ on documents

	This variation request refers the WIR part: 

	Reason for request: 



	Request 3 – If attaching supporting documentation please reference ‘Request 3’ on documents

	This variation request refers the WIR part: 

	Reason for request: 



	Responsible Person

	Electrical Project Manager Signature: 
	Date:

	This form must be sent to fieldauditandquality@powercor.com.au and copied to the Powercor Project Manager
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