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15.
Methods Of Procedure (MOPs)
Note:  If for any reason, a Service Supplier or Line Extension Contract Agent is found to be working at a CenturyLink location without an accurate approved, signed (original) and posted MOP, the job may be stopped immediately by any CenturyLink representative.

Line Extension Contract Agents that have been authorized by CenturyLink real estate to do general facility maintenance on existing systems do not require an MOP, unless that maintenance posses a risk to the existing plant . When work operations share common equipment such as a power distribution panel or is located near or over existing plant, the contract agent should consult with the B&C representative before proceeding. Exempt work operations would normally include (janitorial services, light bulb / ballast replacements, and servicing of existing environmental or safety systems).

Any expenses incurred by the Service Supplier, due to this stoppage, are the responsibility of that Service Supplier.

Service Supplier shall use the General MOP as a replacement for the discontinued “Installation Start Notification.”

MOPs issued for the installation, modification, or removal of power equipment, batteries, power cabling, main grounding systems, and SPG systems shall be reviewed by the personnel responsible for the power at that location. Contact the CenturyLink Network Reliability Operations Center at (800) 713-3666 or (800) 341-8188 for the name of the power representative for that location. The CenturyLink power representative will issue a ticket to be used for tracking purposes in the event of a network service interruption (refer also to Chapter 13 paragraph 13.8 and Par. 15.9).  Contacts for other Switch and Common systems can be found at (800-830-0722).

The RG47-0162 (2/03) shall be used for all SPC system type work. All other type work shall use the RG47-0005 for both the General and the Detail MOP.

15.1
General Information
15.1.1 This section details the minimum requirements for the preparation of a Method Of Procedure (MOP) required for all work operations performed on equipment being added, removed or modified in any manner, in CenturyLink equipment facilities. All Service Suppliers performing any work in CenturyLink equipment facilities shall use the MOP form (RG47-0005) identified in this document. The MOP is a written agreement between a Service Supplier and CenturyLink which outlines either General or Detailed procedures and operations which shall be followed in their entirety.

15.1.2 The Service Supplier shall be responsible for the writing of the MOP PRIOR TO THE START OF ANY INSTALLATION ACTIVITY. The CenturyLink Representative, a designated member of the Business & Consumer Markets Group (B&C), is required to review and concur in its content.  That individual may or may not have specific work related activities detailed on the MOP. Responsibility for work functions and operations are indicated on the MOP through a check off system.
15.1.3 The Service Supplier Representative responsible for the preparation of the MOP shall be knowledgeable in the proper use and completion of the MOP form and in the case of DETAIL MOPs, shall be experienced in the specific work operations involved and familiar with CenturyLink Standards.
15.1.4 A properly written MOP is intended to prevent the occurrence of costly service interruptions and to assure that work is performed in a safe and secure manner. It is the responsibility of the supplier preparing the MOP to clearly and accurately represent all work to be performed and to detail all required steps, procedures and locations where work is to be performed. Every effort shall be made by the Service Supplier and CenturyLink Representative to work in a cooperative manner to assure that no degradation of equipment or service will occur.
15.1.5 All completed MOP forms shall be retained by the Service Supplier at the site where the work operation will take place. During installation process, a copy of the MOP shall be posted in a convenient location, preferably near the actual equipment being installed, modified, or removed. Completed MOP forms shall be included with job documentation which is required to be turned over to the B&C representative upon completion of any order number.

15.1.6 It shall be understood by all parties that the content of individual MOPs shall be used to help affix responsibility for work operations, procedural errors, service outages and accidents which occur during the exercise of the detailed procedures. It is in the interest of all involved parties to assure that each and every MOP is complete and accurate.
15.1.7 Entries on MOP form RG 47-0005 appear in their proper respective fields and be legible and understandable. The form is designed to be utilized in computer/word processor type systems. Where these systems are not employed, a Service Supplier may make entries in permanent ink.  One exception is in the Work Description Details Section where hand written entries may be too small to provide clarity.  In those instances, entries several lines high may be used for the hand written characters as long as they remain associated with their respective numbered steps.

15.1.8 Any overtime, night shift or change of shift bonus associated with MOP work activity must be approved by the Installation Supervisor responsible for the order number under which the work activity is being performed. This requirement is not applicable to CenturyLink’s contracted installation suppliers/vendors.
15.1.9 The MOP form may be used to combine both the General and Detail process where the job complexity is such that separate forms are not justified. However, this does not allow for the short cutting of any of the required information as detailed in this section. When the MOP is intended to serve as a combined MOP, both the General and Detail boxes shall be checked.

15.2
General Method of Procedures
15.2.1 A General MOP, written to install, remove or modify equipment, shall be prepared for each BVAPP order number and location. This also includes such activities as software loads, Product Change Notices (PCNs) and AC or DC power activities. MOP form RG 47-0005 provides a check off box to indicate that this form is being used as a General MOP.
15.2.2 The Work Description section of a General MOP defines the activity to be performed as well as the quantity, locations and equipment involved (i.e., all far end locations involved). Administrative or storage areas approved by the B&C representative shall be documented showing type and amount of materials allowed and the duration of area use.  Extended breaks (greater than 30 days) in use of these areas for any reason will require cleanup and abandonment of the area and a new authorized General MOP upon restart of the activity.

15.3
Detail Method of Procedures
15.3.1 A separate Detail MOP shall be required for all work to be performed on live equipment, whether presently in service or not.  This includes any work on equipment which is in an area where potential hazards to equipment or personnel exist.  A job order number may have a number of Detail MOPs, one or more for each major work task (i.e., power, switch, transmission, Change Notices, Product Change Notices etc.).  MOP form RG 47-0005 is provided with a check off box to indicate that this form is being used as a Detail MOP.
15.3.2 The work description section of a Detail MOP defines each step of the process and, in effect, is the step-by-step procedure under which the activity shall be performed. This includes all precautionary steps before, during and after each work effort.  The MOP shall not be deviated from under any circumstances, unless approved and signed off by the B&C Representative responsible for the activity being performed. Success of the particular activity depends highly on the accuracy and completeness of this form.

15.3.3 Any document, referenced in the step-by-step procedure, shall be on site and readily available for use.

15.4
Method of Procedure Preparation
15.4.1 The MOP header portion shall be filled out in its entirety.

15.4.2 The header information provides a location to indicate individual page numbers as well as the total pages in the entire MOP. A statement below the header information includes the authorization to duplicate this blank form when additional entry space is required. An expansion sheet is also available if desired. In either case, multiple sheets of either type shall be consecutively numbered as appropriate, (i.e., 1 of 3, 2 of 3, 3 of 3).

15.5
Work Description Details
15.5.1 The purpose of this section is to define, in specific terms, either the generic equipment types and work activity covered under a General MOP, or to provide specific step-by-step procedures to be followed for a Detail MOP. The header information on the form indicates the intended application of the MOP.
15.5.2 To assist the Service Supplier in completing the Work Description Details, the left side of MOP form RG 47-0005 provides a subject matter checklist which may be helpful in the planning phase. The list is not intended to be all inclusive and simply asks, “Have You Considered” the following items.
15.5.3 The Service Supplier shall collect all essential information available for the job and confer with the CenturyLink Representative regarding the proposed sequence of work operations. An initial MOP walk-through, if needed or requested, shall be conducted at the work site, attended by appropriate B&C/CenturyLink  representative, for the purpose of identifying potential hazards and special conditions which may affect work operations. Those items shall include such considerations as building and equipment conditions, customer service, safety issues, corrective measures and security procedures.
15.5.4 The work description portion of a Detail MOP shall be completed by the representative who will be responsible for the work operation.  The Service Supplier representative shall be familiar with MOP procedures, CenturyLink Installation Standards as defined in various applicable publications and be qualified to perform the work operations detailed within the MOP, regardless of whether they will actually perform each step of the procedure themselves. An exception would be a manufacturer's Product Change Notice (PCN) where the process has been predetermined and has common application to a number of like order numbers. In those instances, the supplier shall be responsible for reviewing the unique building, safety and service considerations at each site.
15.5.5 An installer’s qualifications for involvement in the MOP writing process and work procedures shall be the responsibility of the Service Supplier.  Each Supplier shall accept the responsibility for the work performed by their employees and their subcontractors.

15.5.6 The work description portion of a General MOP may be prepared by a representative of the Service Supplier provided that person is familiar with the generic equipment type and activity represented in the job detail specification.

15.5.7 All work detailed in the MOP shall conform to standards specified in CenturyLink Technical Publication 77350, “Telecommunications Equipment Engineering, Installation, and Removal Guidelines,” and other publications referenced in that document.
15.5.8 The work description in the MOP shall include all steps necessary to perform the work. Each step shall be numbered in the space provided and appear in the order in which they will occur in the work operation.
15.5.9 The Work Description Details portion of the MOP shall contain narrative references to all applicable steps. The check list entitled “Have You Considered” is intended purely to enhance the completeness of the narrative write-up and may not be use to indicate the subjects application to this MOP. Some examples would be if tools need to be insulated, the narrative should say “All required tools have been properly insulated.” If fuses are involved, the fuse position, amperage, and location of spare fuses shall be listed on the MOP.

15.5.10 Examples of entries in the “Have you considered?” portion of the MOP are:

NOTE:
This List is not All Inclusive!
•
Equipment Added including all frames, bays, units and apparatus.

•
Equipment Removed including all frames, bays, units and apparatus tagged or identified.

•
Equipment Compatibility with existing units and circuits.

•
Affected Working Circuits not listed as added or removed on this work specification.

•
Restricted Work Hours to be listed in the MOP header information.

•
Work Area Protection to adjacent equipment and building.

•
Special Tools/Materials such as circuit pack pullers, hoists, ungrounded drills, HEPA vacuum, etc.
•
Tool Insulation including taping and inspection of all insulated tools.

•
Safety Considerations including goggles, floor clutter, rubber gloves and aprons, insulated power blankets, etc.
•
Emergency Equipment and Procedures Available including first aid, hazardous material, fire, etc.

•
Procedures Available which are manufacturer or product specific.

•
Fuse Alarm Operation checked for added and affected circuits.

•
Location of Spare Fuses have been checked for availability.

•
Records Correction where existing information has been altered.

•
Hazardous Material Handling and Storage policies, labeling, storage supplies and required paperwork available.
•
Personnel Experience considered for both work effort and MOP responsibility.

•
Before and After Tests to be performed on applicable circuits.

•
Backout Procedures covered in the eventuality that hardware, software errors or time restrictions preclude service restoration by the designated COMPLETION TIME.

•
Referenced Documents shall be on site and readily available for use.

•
Technical References are available and understood.

•
Required CenturyLink Support has been discussed and is available.

•
Emergency Restoration Plans have been discussed and are in place for any eventuality.
•
Fuses and Leads Tagged for identification purposes including any AC circuits under LOCKOUT condition.

•
Office Records/Drawings Available on site when necessary.

•
Supplier Drawings Available on site when necessary as well as installation instructions and manuals.

•
MOP Referenced Documents on site and available for use.

15.5.11 For each numbered procedure or step listed, a check off box has been included to indicate whether the step is the responsibility of the Central Office Operations Technician providing coverage or the responsibility of the Service Supplier.

15.6
Method Of Procedure Write-Up Review
15.6.1 Following the preliminary MOP write-up, the Service Supplier Personnel who will be performing the work operations and the B&C Personnel who will be responsible for coverage, along with appropriate CenturyLink representatives, shall conduct a dry run of the detailed procedures. At this time, any shortcomings or omissions in the write-up shall be addressed.

15.6.2 Any necessary changes shall be incorporated into the MOP write-up and a final copy shall be prepared for approval and COO representative signature.

15.7
Approval/Signing Authorities
15.7.1 No work shall be performed on any equipment, whether involving additions, removals, modification or any other activity, without proper approval and authorization.
15.7.2 The signing authority for each MOP appears at the bottom of the RG 47-0005 form.  This authorization extends to all sheets in each MOP regardless of the number of sheets employed. If the MOP extension form RG 47-0006 is utilized, that form has no signing authority and has the notation “THIS FORM MAY NOT BE SUBMITTED WITHOUT RG 47-0005 CONTAINING THE SIGNING AUTHORITY.” The total number of sheets is indicated in the header information of the form. The Service Supplier and all signing parties are responsible for verification that their particular copy of the MOP is complete in all its pages. The MOP shall have a minimum of two signatures to be considered valid. First the Service Supplier employee or contract agent performing the work, and has been given that authority by the service supplier.  Second the CenturyLink representative signature shall be the B&C manager responsible for that facility.  He/she may delegate that authority to a CenturyLink Central Office Technician or other authorized and qualified CenturyLink Employee.
15.7.3 On a General MOP, the Service Supplier Representative may be the person performing the actual work activity.  This person may be a Service Supplier’s supervisor or any duly appointed personnel in the suppliers analysis center.  The CenturyLink Representative field shall be signed by the B&C Supervisor and/or any duly appointed B&C Technician. All signing parties shall fill in their proper title, daytime / 24 Hour emergency phone number and date of signature in the appropriate field.

Note: Upon completion of the CLEC MOP, the B&C representative will fax that form to the Work Management Center at 303-707-9151.

15.7.4 On a Detail MOP, the Service Supplier Representatives [field] may be signed by the Service Supplier Supervisor and shall be signed by the Supplier Personnel performing the work.  The CenturyLink Representative [field] may be signed by the B&C Supervisor or, with the B&C Supervisor’s consent, a B&C Technician. It is recommended that the B&C Technician who will cover the office during the work activity be one of the signatures.  All signing parties shall fill in their proper title, daytime phone number and date of signature in the appropriate [field].

15.7.5 After the MOP has been adapted and approved by the B&C representative, no deviations from the procedures shall occur without approval from the B&C representative.

15.8
Service Interruptions
15.8.1 All service interruptions which occur during the exercise of work operations shall be processed per the procedure outlined in Chapter 13, paragraph 8, “Service Interruption and Degradation Report.”

15.8.2 Service must be restored as quickly as possible. The B&C personnel and the Service Supplier personnel shall work cooperatively to ensure that actual outage time is kept to a minimum.
15.8.3 The appropriate Network Reliability and Operations Center (NROC) monitoring organization shall be called immediately and informed of the outage.  Refer also to Par. 14.20 (RG 47-0163) and 15.9.

15.8.4 All particulars which lead to the service outage shall be documented on CenturyLink Service Interruption Form RG 47-0013 and presented to the CenturyLink  Representative within 24 hours of the outage.  Refer to Par. 13.8 and 14.20 for reporting service interruption/degradation.

15.9  Network Change Management System (NCMS)
15.9.1 The purpose of the NCMS process is to formally register work activities by the Service Supplier with a CenturyLink B&C representative that have the potential to impact or cause an outage or network service disruption. The supplier shall review the Change Management Document 0013, Revision 1.0, for the specific purpose/function of the CenturyLink Change Management Policy.





	
	
	
	

	
	
	





	


	
	
	










	



	
	
	




	





	
	
	










	

	
	

	



















	





	
	
	


	

	

	

	











	


	

	
	









	


	

	

	



	


	
	
	



	




	
	
	






	

	

	
	



	




15.10  Planned Impairment of Fire Protection Systems
15.10.1 For those central office locations equipped with a Very Early Warning Fire Detection (VEWFD) alarm system (Refer also to Par. 2.6 and Par. 8.32) the Service Supplier should be cognizant of the fact that when certain installation activities are performed (i.e., soldering, applying heat shrinkable tubing, HEPA vacuum filter changes, floor anchor drilling, etc), that these operations may have the ability to trigger these (very sensitive) fire detection systems.

15.10.2 Upon entering a central office location equipped with a VEWFD alarm system, the Service Supplier is instructed to locate that alarm unit and verify the presence of the alarm reset switch. Central Office Operations personnel will work with the Service Supplier to locate and, if applicable), disable the VEWFD.

15.10.3 Prior to conducting any work activity that has the potential to prematurely activate the VEWFD system, the Service Supplier is also instructed to conduct a planned impairment of the fire protection with the CenturyLink Real Estate Work Environment Center (WEC) as follows:

15.10.3.1 Contact the WEC at 1-800-201-7033 (opt. # 4) and inform the dispatcher that this is a “planned impairment of the fire protection system.”
15.10.3.2 The Service Supplier must be able to provide the dispatcher with the following information:

•
Service Supplier’s name and company’s name.

•
Name of CenturyLink representative authorizing the impairment.

•
Service Supplier’s telephone and pager numbers.

•
Location (CLLI) and street address of the CenturyLink facility where the impairment will occur.

•
Which system or equipment will be impaired.

•
Estimated length of time of the impairment.

•
Precautions established during the duration of the impairment.

15.10.4 The WEC dispatcher will provide the Service Supplier with a 4-digit Fire Protection Impairment Notification (FPIN) number that will be recorded on the RG 47- 0005 General MOP.
15.10.5 If, during the impairment period, the VEWFD alarm system does activate, the Service Supplier will contact the NROC at 1-800-713-3666 for additional guidance in clearing the alarm.
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