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1.0 GENERAL INSTRUCTION FOR ALL EMPLOYEES 

 

1.1 Due to the sub-surface nature of a gas distribution system, it is impossible to 

make a visual inspection of the mains and service lines except at locations where they are 

exposed. 

 

The main objective of an inspection of a distribution system is first to discover any 

existing leaks and report them, and second to discover any conditions which may prove 

damaging to the distribution system and ultimately cause leaks.   These too should be 

reported.  It appears then, that the only way to inspect a distribution system without the 

use of special equipment is by the use of sight, the sense   of smell and the sense of 

hearing, coupled with common sense.  Employees not familiar with the smell of natural 

gas should contact a Physical Plant employee who can give them the opportunity to 

acquaint themselves with it. 

  

1.2 All employees are charged with the responsibility for reporting gas leaks once 

they are aware of them, and all should be guided by the following suggestions for 

detection leaks: 

 

 a. Do you notice dead grass, trees, shrubs, etc. in an area where you suspect a 

  gas line may be located? 

b. Do you notice a smell of gas every time you pass a certain location? 

c. Do you hear the noise of escaping gas? 

d. After a rain, have you noticed any bubbles coming up in a puddle or crack  

in the concrete street where you think there may be a gas line? 

 

If you have noticed any of the above conditions, there is a good chance that you have 

discovered a gas leak.  Call the Physical Plant right away and someone will be sent out to 

investigate.  
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2.0 INSTRUCTIONS FOR PHYSICAL PLANT  PERSONNEL 

 

2.1 Physical Plant personnel who are more familiar with the location of the 

University’s distribution system must be continually on the lookout for indications of 

leaks and for conditions that may prove harmful to the University’s property. 

 

2.2 Although not a complete list, the following conditions are representative of what 

should be checked for and reported while you are on school grounds. 

 

 a.  When by an exposed gas main or service line, observe the general                                            

condition of the pipe and the coating.  Notice whether the pipe needs                              

painting, the coating needs repairing or whether the pipe itself has been 

damaged and is in need of repair. 

 

 b. Investigate excavations on school grounds being made by outside forces if  

  you   have reason to believe that there may be a gas main or service line  

  close by. 

 

 c. Notice any soil subsidence in the area of gas lines. 

 

Should any of the above conditions exist, they must be reported to the Physical Plant. 

 

 IMPORTANT – If you believe that the situation is serious report immediately   by  

       telephone or radio to your supervisor. 

 

3.0 EMERGENCY PROCEDURES 

 

3.1  In the event of an emergency, school employees should call Physical Plant at 

7490 and/or Campus Security at 3434 and report the following: 
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 a. Who is reporting, name and title; 

 b. The building or area involved – exact location; 

 c. If a death or injury is involved; 

 d. Any gas ignition – fire; 

 e. If, in the judgment of the reporter, the emergency is significant. 

 

3.2 Upon receipt of the emergency notice, the Physical Plant shall do the following: 

  

a. Dispatch an emergency crew(s) to the area. 

  

b. The designated person in charge shall be responsible for implementing the 

  Emergency Plan (see Section 16.0) and acting as a liaison between them  

  and other incoming emergency units; i.e., ENTERGY, fire department,  

  medical emergency personnel, etc. 

  

c. The person receiving the report shall instruct the caller on the procedures  

  he should follow according to the Emergency Plan. 

  

NOTE:  All   Physical Plant personnel are to be thoroughly familiar with   

   the Emergency Plan. 

 

3.3 The following is a list of personnel responsible for being in charge according to 

availability. 

 

 1) Paul C. Fleming, Director of the Physical Plant 

 2) Ann D. Tregle, Assistant Director of the Physical Plant 

 

3.4 The following is a list of emergency crew leaders according to availability. 

 1) 

 2) 
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3.5 Upon receipt of the emergency notification, Campus Security will dispatch police 

officers to the scene to assist in evacuation, traffic and/or crowd control.  The department 

will direct all law enforcement activities at the scene. 

 

3.6 Upon notification of the emergency, Institutional Advancement-Media Relations 

will, upon request by the Physical Plant, make all statements concerning the event 

directed to the press or general media. 

 

4.0 LINE MARKERS 

 

4.1 Since access to school grounds is physically controlled by the University, no line 

markers are necessary for the underground piping.  However, in the event that 

construction work is to be done on school property, gas lines in the area of construction 

should be located and marked to avoid any damage during construction. 

 

5.0 PATROLLING 

 

5.1 Once annually the Physical Plant will designate an employee to patrol and inspect 

the gas distribution system.  Any gas mains in places or on structures where anticipated 

physical movement or external loading could cause failure or gas leakage must be 

patrolled at intervals not exceeding three months.  Inspect all exposed pipe, to determine 

the condition of the coating or any other conditions that might be conducive to corrosion 

or leakage. 

 

5.2 The results of the inspection shall be tabulated on a form and each form shall be 

dated and signed by the employee responsible for the inspection. 

 

5.3 If maintenance is required, a Job Request ticket (see Appendix) shall be prepared.  

After completion of the work, all records will be filed by the Physical Plant, and retained 

in the files for the duration of the life of the pipe or structure involved. 
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6.0 LEAKAGE SURVEYS 

 

6.1 Leakage surveys must be conducted once each calendar year with intervals not 

exceeding 15 months.  If possible, the survey should be conducted during the growing 

season so that a vegetation survey can be conducted at the same time. 

 

6.2 If the services of an outside leakage survey contractor are to be used, 

arrangements shall be made by the Physical Plant.  These arrangements must be made 

early in the year in order that the survey itself may be started as soon as possible.  The 

type of survey to be conducted is called a Gas Detector Survey and this shall include the 

testing of the atmosphere by taking samples in gas, electric, telephone, sewer and water 

system manholes, at cracks in the pavement and sidewalks, and at other  locations 

providing an opportunity for finding gas leaks.  Either a flame ionization (FI) or a 

combustible gas indicator (CGI) can be used to do the survey. 

 

6.3 Before starting the survey, the Physical Plant shall make a study of the area to be 

surveyed and shall provide clearly marked maps of the gas distribution system to be 

surveyed.  These maps or lists are to be used as a guide by the leakage survey inspector. 

 

6.4 The University shall provide an employee, preferably a Physical Plant employee 

who is familiar with the area to be surveyed, and instruct him to accompany the leakage 

survey inspector with the object of assisting him to find the locations to be surveyed and 

helping him to make the survey. 

 

6.5 All leaks discovered must be recorded on the Gas Leak and Repair Report form 

(see Appendix).  When a leak is discovered it must be investigated to determine if a 

hazard exists.  If a hazardous condition is found, IMMEDIATE ACTION MUST BE 

TAKEN.  All leaks found must be classified.  A guide to classifying leaks is in the 

Appendix. 
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The Leak Survey Report shall include the following: 

 

 a. Map of the distribution system marked to show leak survey conducted and  

  the area tested. 

 b. Remarks. 

 c. Date survey made. 

 d. Signature of leakage survey inspector. 

 e. Signature of Physical Plant Representative. 

 

6.6 Upon completion of a Leakage Survey, the contractor making the survey shall 

leave the University one copy of each leak report form  and shall as soon as possible 

provide Physical Plant with a copy of the complete report. 

 

7.0 REINSTATING SERVICE LINES – TEST REQUIREMENTS 

 

7.1 Any service   line that has been disconnected from the main must be pressure 

tested before being put back into service.  The general procedure outlined under Section 8 

should be followed where possible; however, if all or some of the welds are inaccessible, 

it will be necessary to observe the pressure gauge for a longer period of time to make sure 

that there is no leakage. 

 

7.2 When additional pipe is installed in order to relocate the riser of the service line, 

the new pipe shall be tested as outlined under Section 8.3, and the tie-in weld shall be 

soap tested when under gas pressure. 

 

8.0 PRESSURE TESTING PROCDURES 

 

8.1 All new steel gas mains and gas services to be operated as part of either the high 

pressure or low pressure distribution systems shall be tested by means of compressed air 

or bottled inert gas.  Each main or service that is to be operated at less than 1 PSIG must  
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be tested to at least 10 PSIG and lines to be operated  at or above 1 PSIG must be tested 

to one and a half times the operating pressure but at least 90 PSIG. 

 

8.2 After the lengths of steel mains have been welded together and before the joints 

are coated, the pressure test must be performed as follows: 

 

 a. Insert a test plug in each end of the main. 
 
 b. Connect compressor or bottled inert gas line to valve on test plug. 
 
 c. Open valve on test plug to permit air pressure to build up to the test 
  pressure in the pipe. 
 
 d. Close valve on test plug and observe pressure on gauge. 
 
 e. Soap test each weld and inspect for leaks. 
 
 f. Before releasing the air, observe the pressure gauge on the inlet test plug.   
  Any appreciable drop in pressure may indicate a major leak. 
 
 g. Open valve on test plug at opposite end of main and allow air to bleed off. 
 
 h. Remove both test plugs from main. 
 
 i. After the joints have been cleaned and wrapped and the main extension  
  has been connected to the existing main and purged, the tie-in weld and  
  the bull plug weld shall be soap tested and inspected for leaks when under  
  gas pressure. 
 
 j. Report the pressure to which the main was tested and the duration of the  
  test on the Job Request ticket (see Appendix).  If a pressure recording  
  gauge was used during the test, the chart must be removed and turned into  
  the Physical Plant with the other job papers to be kept as a permanent  
  record. 
 
 k. In the event that it is not possible to pressure test all the welded  
  joints before the coating is applied and the pipe is installed in the trench,  
  the whole section shall be pressurized and the test pressure shall be locked  
  in the new section and recorded on a recording pressure gauge for a  
  minimum of 24 hours. 
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8.3 After the lengths of steel services and the prefabricated riser have been welded 

together and before the joints are coated, the pressure teat must be performed as follows: 

 

a. Make sure that the service cock on the riser is in the closed position. 
 
b. Insert a test plug in the main end of the service. 
 
c. Connect compressor or bottled inert gas line to valve on the test plug. 
 
d. Open valve on test plug to permit air pressure to build up to the test  
 
 pressure in the pipe. 
 
e. Close valve on test plug and observe pressure on gauge. 
 
f. Soap test each weld and inspect for leaks. 
 
g. Before releasing the air, observe the pressure gauge on the test plug.  Any  
 appreciable drop in pressure may indicate a major leak. 
 
h. Open service cock on riser and allow air to bleed off. 
 
i. Remove test plug from service. 
 
j. Close service cock on riser. 
 
k. After the service has been connected to the main with the hot tap and  
 pressurized with gas, the hot tap welds shall be soap tested and inspected  
 for leaks. 
 
l. The service shall then be purged, the service cock on the riser sealed with  
 a locking device and doped and capped securely. 
 
m. Report the pressure to which the service was tested and the duration of the  
 test on the Job Request ticket (see Appendix). 
 

8.4 Precautions to be taken while pressure testing mains or services are as follows: 
 
 a. No gas pipe, either service or main, shall be pressurized with air if it is 
  connected to a live gas line, a regulator or meter. 
 
 b. Air tests shall not be applied against any line stopper, closed valve or stop 
  that has gas on its other side. 

 8



Loyola University  
Natural Gas Operation and Maintenance Plan 
 
 
 c. No test pressure connections shall be disconnected until the air pressure is  
  bled from the line being tested.   
 
8.5 For recording tests and inspections made when installing mains, services and 

other piping, the Job Request ticket (see Appendix) shall be used and the record shall be 

kept for the duration of the life of the pipe. 

 
9.0 PRESSURE REGULATING STATIONS – INSPECTION AND TESTING 
 
9.1 Each regulator and regulator installation shall be inspected at intervals not to 

exceed one year. 

 
9.2 The periodic inspection shall determine the following: 
 
 a. That the regulator has sufficient capacity and is designed to operate  
  properly at the required inlet and outlet pressures.  If faulty operation  
  cannot be corrected by adjustments,  the regulator must be replaced. 
 
 b. After performing a soap test on all fittings and joints, that there are no  
  leaks. 
 
 c. That the regulator and installation is designed and constructed according  
  to present standards. 
 
 d.   Whether or not the installation is in need of repainting. 
 
 e. Whether or not the pipe protectors are in need of repair. 
 
 f. Whether or not there are any hazardous conditions in the vicinity of the  
  station. 
 
 g. Whether or not regulator installation is causing any stresses on the   
  connecting piping. 
 
 h. When the required inspection has been performed and any necessary  
  maintenance or replacements made, the Report of Regulator Station  
  Maintenance Form (see Appendix) must be filled out and turned in to the 
  Physical Plant to be kept as a permanent record. 
 
9.3 An operational check shall be performed, including a check of the pressure at 

which the relief device and regulator are set.  Keep watch for such problem areas as: 
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 a. Distribution system pressure appears low; 
 
 b. Operating and maintenance history of station is not satisfactory; 
 
 c. Gas supply is dirty; 
 
 d. Backup safety devices are not operational. 
 
If any such problems are discovered, technical help may be required.  Regulator 

disassembly or station redesign may be necessary.  CAUTION: DO NOT 

DISASSEMBLE REGUALTORS, UNLESS MAINTENANCE PERSONNEL HAVE 

BEEN THROUGHLY TRAINED in the proper steps to take in disassembly and 

reassembly of the particular regulator. 

 

9.4 Pressure relief devices shall be inspected at intervals not exceeding one year.  The 

object of this inspection is to determine whether the relief device still has sufficient 

capacity to protect the distribution system against accidental over pressuring.   Either one 

of two methods may be used to make the required determination. 

 

 a. Test the relief device in place to make sure that it will function at the  

  correct pressure and also that it will pass a sufficient volume of gas to  

  keep the system pressure from building up. 

 

 b. Calculate the required capacity from the present operating conditions of  

  volume and pressure and compare the result with the rated or 

  experimentally determined relieving capacity of the relief device for the  

  operating conditions  under which it works. 

 

If the relief device is found to be inadequate or faulty, it must be replaced as soon as 

possible. 

 c. When the required inspection has been performed and any necessary  

  maintenance or replacements made, the Report of Regulator Station  

  Maintenance Form (see Appendix) must be filled out and turned into the  

  Physical Plant to be kept as a permanent record. 
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10.0 ABANDOMENT OF FACILITIES 

 

10.1 When abandoning services in the ground for any reason, the following procedure 

shall be followed: 

 

 a. Before cutting out and abandoning any service line, authorization must be  
  secured from the Physical Plant who will specify whether the service is to  
  be cut off at the main or in another area. 
 
 b. The riser shall be removed and cut off from the service line at its base  
  below grade and the riser end of the abandoned piping plugged or capped. 
 
 c. The pipe to be abandoned must be plugged or capped at the main end,  
  especially is there is a possibility of its being reinstated at some time in the 
  future. 
 
 d. Services abandoned together with a main must be physically detached  
  from the main. 
 
10.2 When abandoning mains in the ground for any reason, because it is not 

economically feasible to salvage, the following procedure shall be followed: 

 

 a. Make sure that all service lines have been transferred to the new main if   
  this is a main replacement. 
 
 b. Make sure that there are no buildings being served by the main if it is  
  being abandoned for purposes other than renewal and replacement. 
 
 c. Make sure that the main being abandoned is not the source of supply for  
  other mains.  
 
 d. Remove all temporary by-passes that might have been connected to the  
  main. 
 
 e. Cut main off at all tie-in points as indicated on construction drawing. 
 
  

f. Remove cast iron valve boxes and cut out any valves that are to be  
  salvaged. 
 
 g. Plug open ends of main. 
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 h. Check for pressure after all known tie-ins have been cut. 
 
 i. Purge main to be abandoned by filling with water.  Fill from low end and  
  leave a purge hole at high end. 
 
 j. All abandoned vaults and valve pits must be filled with a suitable  
 
  compacted material. 
 
11.0 ACCIDENTAL IGNITION OF GAS 

 

11.1 Steps shall be taken to minimize the danger of accidental ignition of gas in any 

structure or area where the presence of gas constitutes a hazard of fire or explosion, 

including the following: 

 

 a. When a hazardous amount of gas is being vented into open air, each  
  potential source of ignition must be removed form the area and a fire  
  extinguisher must be provided. 
 
 b. Gas or electric welding or cutting may not be performed on pipe or on  
  pipe components that contain a combustible mixture of gas and air in the 
  area of work. 
 
 c. Post warning signs, where appropriate. 
 

12.0 KEY VALVE MAINTENANCE 

 

12.1 In order to keep valves in proper working order and readily accessible, annual 

inspection and maintenance shall be performed on each valve. 

 

12.2 The following procedure shall be used as a guide where applicable: 

 

 a. The maintenance crew shall be provided with a list of valves to be  
  serviced which shall consist of all control valves, any valves on primary  
  feed lines, and any other valves that are determined to be key valves. 
 
 b. The first step is to locate the valve. 
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 c. Lubricate the valve with “Bulk Type Lubricant” recommended by the  
  manufacturer, by the use of a lubricant gun. 
 
 d. At the time of lubrication, the plug may be turned slightly to assist in the  
  distribution of lubricant.  DO NOT SHUT THE VALVE OFF. 
 
 e. If the valve is not provided with a lubricant fitting, remove the lubricant  
  screw, insert lubricant, and replace the lubricant screw. 
 
 f. Gate valves must be inspected to make sure that there is no leakage around  
  the valve stem.  If it becomes necessary to tighten the packing gland,  
  observe extreme caution and tighten all nuts equally, about ¼ turn at a  
  time. 
 
 g. After the inspection and servicing is complete, fill out the report before 
  going on to the next valve. 
 
 h. Report servicing of valves on the Job Request ticket (see Appendix).  Turn  
  in all forms to the Physical Plant which will keep them as a permanent 
  record. 
 

13.0 MEASURING THE ODORIZATION OF GAS  

 

13.1 Have ENTERGY verify by either records or tests that the gas being bought has a 

detectable odor at approximately one percent gas-in-air.  Also, run periodic “sniff tests” 

for the gas in system.  This means having someone smell the gas at various locations at 

an open valve or gas burner.  If they can not detect its odor, you should contact 

ENTERGY.  This sniff test can also be accomplished during maintenance work.  Records  

are to be kept of these tests, including dates names, and locations.  These tests should be 

run at the ends of the system, when possible. 
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14.0 CATHODIC PROTECTION 

 

14.1 The cathodic protection of the system must be carried out by, or be under the 

direction of, a person qualified by experience and training in pipeline corrosion control 

method. 

 

14.2 All buried metallic pipe installed after July 31, 1971, must be properly coated and 

have a cathodic protection system designed to protect the pipe in its entirety.  This system 

must be placed in operation in its entirety within one year after completion of 

construction of the pipeline. 

 

14.3 Cathodic protection requirements do not apply to electrically isolated, metal alloy 

fittings in plastic pipeline (a) if the alloyage (such as stainless steel) of  the fitting 

provides corrosion control, (b) if corrosion pitting of the  will not cause leakage, and (c) 

if the fitting can be located after installation. 

 

14.4 The pipeline safety code requires that bare or coated distribution pipelines 

installed before August 1, 1971 be cathodically protected in areas of active corrosion. 

 

14.5 Determine areas of active corrosion by (a) electrical survey, or (b) where 

electrical survey is impractical, by the study  of corrosion and leak history records, or (c) 

by leak detection surveys. 

 

14.6 Active corrosion by federal definition means continuing corrosion which, unless 

controlled, could result in a condition that is detrimental to public safety. 

 

14.7 All continuing corrosion occurring on the distribution system (within 100 yards of 

a building intended for human occupancy and regulator stations) SHOULD BE 

CONSIDERED ACTIVE AND PIPES SHOULD BE CATHODICALLY PROTECTED 

OR REPLACED. 
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14.8 To find areas of active corrosion use the following guidelines where it is 

impractical to run electrical surveys: 

 

 a. Where the pipeline is more than 2 feet in from and generally parallel to the  
  edge of a paved street or within wall to wall pavement areas. 
 
 b. Pipelines in common trench with other metallic structures. 
 
14.9 The electrical surveys conducted to find active corrosion must be run by a person 

qualified by experience and training in pipeline corrosion control methods. 

 

14.10 All metallic pipe installed below ground as a new piping system or a replacement 

system should be coated in its entirety. 

 

14.11 Whenever buried pipe is exposed or dug up, it is required to examine any exposed 

portion of the pipe for evidence of corrosion on bare pipe or for deterioration of the 

coating on coated pipe.  A record of this examination must be maintained.  If the coating 

has deteriorated or the bare pipe has evidence of corrosion, remedial action must be 

taken. 

 

14.12 The cathodic protection criteria to meet will be a pipe-to-soil potential of at least -

0.85 volts, with reference to a saturated copper-copper sulfate half cell. 

 

14.13 A piping system which is under cathodic protection must be monitored 

systematically.  Tests for effectiveness of cathodic protection must be done at least once  

each calendar year, at intervals not exceeding 15 months.  Records of this monitoring 

must be maintained. 

 

14.14  Prompt action must be taken to correct any deficiencies indicated by the 

monitoring. 
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14.15 Pipelines under cathodic protection must be electrically isolated from other 

underground metallic structures (unless electrically interconnected and cathodically 

protected as a single unit). 

 

14.16 Each pipeline under cathodic protection must have sufficient test points for 

electrical measurement to determine the adequacy of cathodic protection.  Test lead wires 

must be connected to remain mechanically secure and electrically conductive.  The test 

lead connection to the pipeline must be coated with an electrical insulation material 

compatible with the pipe coating and the insulation on the wire.  Test   points should be    

maintained on a cathodic protection system map. 

 

14.17 Whenever a section of pipe is removed from the system, the internal surface must 

be inspected for evidence of corrosion.  Remedial steps must be taken if internal 

corrosion is found.  Records of this inspection must be kept. 

 

14.18 Portions of newly installed above ground pipelines must be cleaned and coated or 

jacketed with a material suitable for the prevention of atmospheric corrosion.  Above 

ground pipe, including regulators must be inspected for atmospheric corrosion once each 

calendar year, but with intervals not exceeding 3 years.  Remedial action must be taken if 

atmospheric corrosion is found. 

 

14.19 All steel pipe used to replace an existing pipe must be coated and cathodically 

protected.  Each segment of pipe which must be repaired because of corrosion leaks must 

be cathodically protected. 

 

14.20 Physical Plant must maintain records or maps of their cathodic protection system.  

Records of all tests, surveys, or inspections required by the Pipeline Safety Standard must 

be maintained. 
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15.0 LEAK REPAIRS 

 

15.1 Replacement of gas lines and repair of leaks are highly specialized and potentially 

hazardous operations.  They should ONLY be attempted by persons with adequate 

training and certification.  Only maintenance personnel with such training, experience 

and certification should attempt repair of gas leaks or replacements of gas lines.  If such 

personnel are not available, arrangements should be made with a qualified gas contractor 

to perform the work. 

 

15.2 Leaks in service lines or mains may be repaired by cutting out a short length of 

pipe containing the leak, and replacing it with a new segment of pipe.  Written 

procedures are required to be followed for each joint made. 

 

15.3 Small leaks in steel service lines or main, such as those resulting form corrosion 

pitting, may be repaired with a steel band clamp applied directly over the leak.  All bare 

metal pipe and fittings installed below ground must then be properly coated and 

cathodically protected before backfilling. 

 

15.4 If several leaks are found and extensive corrosion has taken place, the most 

effective solution may be to replace the entire length of pipe that has deteriorated.  For 

these more extensive types of repair, the following installation practices must be 

followed: 

a. Make each joint in accordance with written procedures that have been        
 proven by test or experience to produce strong gas tight joints. 
 
b. Obtain and follow the manufacturer’s recommendations for each specific 
 fitting used. 
 
c. Handle pipe properly without damaging the outside coating.  Any gouges  
 or scratches should be covered with an appropriate coating.  If coating  
 damage is not corrected, accelerated corrosion can occur in that area. 
 

d. Pressure test new pipe for leaks in accordance with Section 8 before  
 coating the joints and backfilling. 
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e. Coat or wrap steel pipe at all welded and mechanical joints before  
 backfilling. 
 
f. Support the pipe along its length with proper backfill. 
 
g. Make certain that backfill material does not contain stones, cinders,  
 bottles, or cans that may damage or scratch pipe coating. 
 
h. Cathodically protect steel pipes. 
 
i. Electrically insulate dissimilar metals. 
 
 
j. Make certain that compression type fittings have armored gaskets or are  
 bonded to maintain electrical continuity for cathodic protection and for  
 locating steel pipe. 

 

15.5 After a leak has been repaired with a coupling or a clamp, a soap-bubble test must 

be conducted.  Replaced mains and services must be pressure tested for leaks. 

 

15.6 It should be emphasized that all sources of ignition should be kept away form the 

leak repair area.  MATCHES SHOULD NEVER BE USED TO DETECT A GAS LEAK 

or to test the adequacy of a repair job. 

 

15.7 Before digging (for gas line installation, repair, or replacement) you MUST 

LOCATE THE PIPE NETWORK AND OTHER UNDERGROUND UTILITY LINES 

on the property.  Lines may be located by one or all of the following ways: 

 

a. Locate all underground utility lines on “to conform to construction 
 records” drawing.  Maps or drawings of the location of the under- 
 ground gas lines are very important.  They can provide information 
 to other utilities that must dig to repair or replace their utility lines. 
 
b. Locate underground metallic utility lines with pipe locating  
 instruments.  Plastic pipe which was installed with an electrically 
 conductive wire can also be located by this method. 
 
c. Locate or verify locations of other underground utility lines with 
 the utility companies. 
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16.0 EMERGENCY PLAN 

 

16.1 This emergency plan has been prepared to provide data essential in an emergency 

situation. No emergency plan can cover all situations.  There is no substitution for the 

sound judgment of the situation by the person or persons involved.  In any emergency, 

THE SAFETY OF THE PUBLIC MUST ALWAYS BE GIVEN FIRST PRIORITY. 

 

16.2 An emergency conditions exists when IT IS DETERMINED THAT 

EXTRAORDINARY PROCEDURES, EQUIPMENT, MANPOWER, AND/OR  

SUPPLIES MUST BE USED TO PROTECT THE PUBLIC FROM EXISTING OR 

POTENTIAL HAZARDS. 

These hazards may include, but are not limited to system failures in: 

 

a. Under pressure in the system. 
 
b. Overpressure in the system. 
 
c. Large amounts of escaping gas. 
 
d. Fire or explosion near or directly involving a pipeline facility. 
 
e. Any leak considered hazardous. 
 
f. Danger to a major segment(s) of the system. 
 
g. Natural disasters (floods, tornadoes, hurricanes, etc.). 
 
h. Civil disturbances (riots, etc.). 
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16.3 EMERGENCY NOTIFICATION LIST 

 

 a. OPERATING PERSONNEL 

 

 NAME         TITLE    PHONE NO. 

 __________________________________________________________________ 

 Paul C. Fleming  Director, Physical Plant Campus Ext. 7490 
                    Home:    835 – 6830 
          
 
 Ann D. Tregle   Assistant Director, 
     Physical Plant   Campus Ext. 7490 
         Home:    466 – 8327 
          
 
            Bill Dickerson   Plumbing Foreman  Campus Ext.   7490 
 
 b. OTHERS TO NOTIFY 

 

  AGENCY  LOCATION   PHONE NO. 

  _______________________________________________________ 

 

  N.O. Police Dept. New Orleans   821 – 2222 or 911 

  N.O. Fire Dept. New Orleans   581- -3473 or 911 

  Civil Defense  N/A (Police would notify) 

  ENTERGY  ENTERGY emergency Serv. Gas //////////// 

  Pipeline Contractor H. Labiche Plumbing, Metairie 835- 9457 

     Lenny’s Plumbing, Metairie  888 – 9471 

  Other    Health Service, Loyola Univ.             Ext.  3226 

 

16.4 MAP OF KEY VALVE LOCATIONS 

 

The gas distribution system map must show the location of all key valves.  ONLY 

properly authorized personnel should operate these valves.  Fire, Police, other officials, or  
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other outside individuals ARE NOT AUTHORIZED to operate OR TO INSTRUCT 

OTHERS, including gas company personnel, to operate valves.  (Except “end-use” valve, 

commonly called the meter shut-off.) 

 

16.5 EMERGENCY EQUIPMENT 

 

Locations where emergency manpower and equipment    and supplies may be obtained: 

 

EQUIPMENT   LOCATION    PHONE NO. 

 

Excavation, Pipe Repair:  H. Labiche Plumbing, Metairie 835 – 9457 

    Lenny’s Plumbing, Metairie  888 – 9471 

 

 

16.1 RESPONDING TO GAS LEAK REPORTS 

 

It is the responsibility of the Physical Plant to make sure the proper employees are 

familiar with procedures concerning gas leak calls and reports. 

 

 a. The employee receiving a report of a gas leak should get as much of the  
  information as possible to fill out the leak report form properly.  Use 
  common sense.  Saving human life and property is the first consideration. 
 
 b. LEAKS INSIDE A BUILDING GET TOP PRIORITY. 
 
 c. After getting the information, and determining that a hazardous leak  
  exists inside a building, remind the reporter of the leak of all the following 
  information. 
 
  1. No one is to turn ON or OFF any electrical switches. 
 
  2. No one is to ring door bells or use the telephone. 
 
  3. Extinguish all open flames.  DO NOT LIGHT MATCHES,  
   CIGARETTES, etc. 
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  4. Ventilate building by opening doors and windows. 
 
  5. Turn off gas supply, if feasible. 
 
  6. Everyone in the building is to leave the building and go a safe  
   distance (about a block) away.  GO ON FOOT – no engines 
   or sparks. 
 
  
 d. Physical Plant will dispatch the necessary personnel to the location of the  
  reported leak. 
 

16.7 DUTIES OF FIRST PHYSICAL PLANT PERSONNEL ON THE SCENE: 

 

TAKE EVERY CORRECTIVE ACTION NECESSARY TO PROTECT LIFE AND 

PROPERTY FROM DANGER (IN THAT ORDER.)  It is the responsibility of the 

person in charge to: 

 
 a. Set up communication. 
 
 b. Coordinate the operation. 
 
 c. Make all decisions concerning emergency valves. 
 
 d. Implement the Check List for a major emergency (covered in this plan). 
 
 

16.8 PHYSICAL PLANT RESPONSE ACTIONS FOR LEAKS OUTSIDE A  

 BUILDING 

 

 a. Assess danger to public surrounding building, occupants, and property. 
 
 b. Extinguish all open flames.  No smoking. 
 
 c. If necessary, notify fire and police departments, and ENTERGY. 
 
 d. Notify Supervisor or other responsible persons. 
 
 e. Check for gas leaks with a combustible gas indicator next to foundation of 
  the building. 
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 f. Check neighboring buildings for gas. 
 
 g. Implement Check List for major emergency. 
 
 h. Repair leak. 
 
 i. If you are POSITIVELY SURE it is safe, return occupants to the building. 
 
 

16.9 PHYSICAL PLANT RESPONSE FOR LEAKS INSIDE A BUILDING 

 

 a. Evaluate building immediately to determine concentration of gas and  
  source of leak. 
 
 b. DO NOT operate any electrical switches. 
 
 c. DO NOT use telephone. 
 
 d. Shut off gas valve. 
 
 e. Ventilate building. 
 
 f. Check for gas leaks with a combustible gas indicator next to the   
  foundation of the building.  Check water meter and other openings. 
 
 g. If ground is gas free and if building is gas free, turn on gas valve.  CHECK  
  ALL GAS PIPING AND APPLIANCES FOR LEAKS. 
 
 h. Implement Check List for major emergency. 
 
 i. Repair leak. 
 
 j. If you are POSITIVELY SURE it is safe, return occupants to the  
  building. 
 
 k. If leak cannot be repaired, turn off the service valve, lock it, tag it, and  
  leave. 
 
 

16.10 PHYSICAL PLANT RESPONSE FOR GAS BURNING INSIDE A BUILDING 

 

 a.  Call fire department. 
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 b. If fire is at an appliance, shut gas off at appliance valve. 
 
 c. If not possible to shut gas off at appliance valve, shut gas off at service  
  valve. 
 
 d. If fire continues, bar hole area and test with a combustible gas indicator to 
  locate the source of gas. 
 
 e. Implement Check List for major emergency. 
 

16.11 PHYSICAL PLANT RESPONSE FOR INTERRUPTION IN GAS SUPPLY 

 

An interruption to gas supply line could be due to: freezing of the regulators, break in 

line, sabotage, or supplier cut off. 

 

 a. Call ENTERGY. 
 
 b. Locate the problem and inform ENTERGY of the cause of the  
  interruption, if known. 
 
 c. Close appropriate valve in your system to isolate the break (if necessary). 
 
 d. Implement Check List for major emergency. 
 
 e. It may be necessary to shut off all services and invoke procedures  
  contained under Section16.14 Restoration of Gas Service Due to Outage. 
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16.12 CHECK LIST (MAJOR EMERGENCY) 

  1. Has fire department been called? 
 
  2. Have persons been evacuated and area blockaded? 
 
  3. Has police department been notified? 
 
  4. Has repair crew been notified? 
 
  5. Has ENTERGY been notified? 
 
  6. Has company call list been executed? 
 
  7. Has communication been established? 
 
  8. Has outside help been requested? 
 
  9. Have ambulances been called? 
 
  10. Has leak been shut off or brought under control? 
 
  11. Has civil defense been notified? 
 
  12. Have emergency valves or proper valves to shut down or reroute 
   gas been identified and located? 
 
  13. If an area has been cut off from a supply of gas, has the individual 
   service of each building been cut off? 
 
  14. Is the situation under control and has the possibility of recurrence 
   been eliminated? 
 
  15. Has surrounding area, including buildings adjacent to and across  
   streets, been probed for the possibility of further leakage? 
 
  16. Has proper tag been put on the meter or valve? 
 
  17. Has telephone report to the state been made (if necessary)? 
 
  18. Has telephone report to MTB/DOT been made (if necessary)? 
 
  19.  Has radio station been given instructions (if necessary)? 
 
         Date______________ 
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16.13 REPORTING REQUIREMENTS – (TELEPHONE REPORT) 

 

 a. A telephone call must be made to the federal (DOT) and state  

  governments for any leak that: 

  1. Caused a death or an injury requiring a person to be hospitalized. 
 
  2. Resulted in gas ignition (unless part of planned or routine  
   operation). 
 
  3. Caused total damage in excess of $5,000 (total of operators 
   damage and damage to others). 
 
  4. In the judgment of the operator, was significant even though it did 
   not meet the above. 
 
 b. The telephone report to DOT and the state should contain: 

  1. Name of University. 
 
  2. The location and time and date of incident. 
 
  3. Fatalities and personal injuries. 
 
  4. All other significant known facts that are relevant to the cause of  
   the leak or extent of the damages.  (Describe accident). 
 
  5. Name of person and telephone number to be contacted for   
   additional information. 
 

 c. The telephone report, if required, should be made at the EARLIEST  

  PRACTICABLE MOMENT following discovery (within 2 hours). 

 

  CALL (800) 424- -8802  The Department of Transportation, 

       National Response Center (NRC)  

       will receive your phone call. 

 

  CALL (800)342- -5505  Department of National Resources 

       State of Louisiana 

 26



Loyola University  
Natural Gas Operation and Maintenance Plan 
 
 

16.14 RESTORATION OF GAS SERVICE DUE TO OUTAGE 

 

 a. When the supply of gas has been cut off to an area, no gas should be  
  turned on to the affected area until the individual service to each building 
  has been turned off. 
 
 b. A building to building operation is mandatory.  The individual service of  
  each building must be turned off at the service valves.  If the service valve 
  cannot be located, the service line must be uncovered, a service valve   
  installed and shut off. 
 
 c. In restoring service to an affected area all gas piping must be purged and  
  appliances relighted.  Never turn on the gas unless you have access to  
  ALL appliances on the building piping. 
 
 d. The Physical Plant is to coordinate this operation and be responsible for  
  same. 
 
 e. A complete record of the incident, with drawings, etc., must be kept on  
  file. 
 
16.15 EDUCATION AND/OR TRAINING 

 

 a. Periodically employees must be trained in emergency procedures,  

  including but not limited to: 

 
  1. Update of Emergency Plan. 
 
  2. Review of the properties of natural gas. 
 
  3. Review of employee responsibilities in an emergency. 
 
  4. Review of location and use of emergency equipment. 
 
  5. Review of the locations and use of: 
 
   a) System maps 
 
   b) Main records 
 
   c) Service records 
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   d) Valve records 
 
   e) Regulator station schematics 
 
 
  6. Take a hypothetical emergency situation and STEP BY STEP  

   review with employees the action to be take, including contact 

   with public officials, firemen, police, ENTERGY, etc. 

 
  7. Review of record keeping. 
 
  8. Review of telephone report to U. S. Department of Transportation  
   and State of Louisiana Department of Natural Resources. 
 
  9. Records shall be kept on file of attendance and items discussed. 
 
 
 b. Establish liaison with fire, police, ENTERGY, civil defense, and medical  

  officials with respect to emergency procedures.  Set up communication  

  procedures. 

 

  A RECORD MUST BE KEPT OF ALL MEETINGS, TRAINING  

  SESSIONS, AND OTHER RELATED ACTIVITIES, such as: 

 
  1. Training sessions on proper procedures to follow during a gas  
   emergency. 
 
  2. Meetings to learn capabilities, responsibilities, and procedures for 
   gas emergencies with respect to each group  above. 
 
 
 c. During an emergency, refer all information requests to the person  

  coordinating emergency actions.  Suggest a plan for public announcement  

  which will: 

  1. Allay any unfounded fears. 
 
  2. Tell precisely what the public can do to help. 
 
  3. Tell specifically what the University is doing about it. 
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  4. Give the facts to prevent baseless rumors. 
 
 
  5. Repeat most encouraging view of situation that facts will 
   permit. 
 
  6. Do not speculate regarding the situation in absence of facts. 
 
 
16.16 ACCIDENT INVESTIGATION 

 

Physical Plant must establish procedures for analyzing accidents and failures, including 

the following: 

 

 a. Investigation of all University facilities to determine if accident was gas  

  related. 

 

  1. Leak survey. 
 
  2. Pressure tests of piping. 
 
  3. Regulator check. 
 
  4. Questioning persons on the scene. 
 
  5. Examining burn and debris patterns. 
 
  6. Testing odorization level. 
 
  7. Recording meter reading. 
 
  8. Recording weather conditions. 
 

 b. Procedures to follow if accident was gas related: 

 

  1. Select samples of the failed facility or equipment for laboratory  
   examination for the purpose of determining the causes of the  
   failure and minimizing the possibility of recurrence. 
 
  2. Notify insurance company. 
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LOYOLA UNIVERISTYGAS LEAK AND REPAIR REPORT 
            Report No. __________________ 

Receipt of Report: 
Date: ___________ Time: _____________ a.m. - p.m.      Reported by__________________________________ 

 
Location of Leak: ___________________________________________________________________________ 
Leakage Data 
Detected by                 Collecting        Probable Source     C.G.I. Test                Surface 

Flame Pack   Near Bldg.   Service    Gas%   Soil   

Visual / Vegt.   In Manhole   Fitting   L.E.L.  %   Paved   

Comb. Gas Ind.   In Soil   Valve   P.P.M.   Lawn   

Odor   In Air   Main   Negative   Other   

Bar Hole   Other   Other           
 

Dispatched: Date: ________ Time: _______a.m. - p.m. / Investigation Assigned to: ________________________ 
    

Classification of Leak: _____________ Grade 1 ____________ Grade 2 _____________ Grade 3_____________ 
                        
Investigation:    Date___________     Time__________ a.m. - p.m. 
 
CGI Used?  _____Yes  _____ No     Leak Found ______Yes    _______No 

                  
Location of Leak: _______________________________Cause of Leak: _________________________________           

 
Condition Made Safe: Date: ___________Time: ________ a.m. - p.m. 

 
Repair Report:   Length Exposed: ____________Feet / Leak at Threads ____________ Coupling _____________ 

 
Weld (give type) ________________________Valve____________________ Other _________________________ 

 
Pipe: _________________ Size ________ Steel_______ Plastic _____C.I._______ Other_________ Depth_______ 

Coating:  Enamel _________ Wrapped__________ Galv._____________ Other______________ 

Condition:  Excellent________ Good__________ Fair___________ Poor___________ 

Soil Conditions:    Sand_____________ Clay_____________ Loan____________ Other (describe)_______________ 

Moisture:  Dry_______ Damp________ Wet________ / Repairs Made:____________________________________ 

______________________________________________________________________________________________ 

Repair Coating Type:   Mastic_______ Hot Applied Tape______________ Other__________________ 
 
Anodes Installed:  How Many _________ Anode Weigh t_______ lbs.      Depth Installed __________In. 
 
Remarks: ______________________________________________________________________________________ 
 
Repairs Made By: __________________________ Date:_________/ Foreman_______________________________ 
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Supervisor: _________________________________ Posted by:____________________________ Date___________ 
 

REPORT OF REGULATOR STATION MAINTENANCE FORM 
 

         Location______________________ Inspector___________________ Date _________ 
 
 
REGULATOR 
 
Make_________________ Type __________________Orifice Size_________________ 
 
Inlet Pressure___________ Outlet Pressure_____________ Pressure Range___________ 
 
Pipe Connection Size____________ Pressure Rating: Inlet___________ Outlet________ 
 
Capacity_________________________ Actual Operating Pressure__________________ 
 
RELIEF VALVE 
 
Make__________________ Type___________________ Relief Setting______________ 
 
Pipe Connection Size__________ Relief Vent Size____________ Relief Range________ 
 
Actual Relief Pressure______________________________________________________ 
 
GENERAL CONDITION OF STATION 
 
Atmospheric Corrosion:  Yes______ No_____ Station Guards:   Good_____ Bad ______ 
 
Support Piping Rigid:  Yes______ No_____ General Area:  Good_________ Bad______ 
 
Insect Screen/Rain Cap-Regulator:   Yes_____ No_____  Relief:   Yes_____ No______ 
 
Soap Tested All Fittings and Joints: Yes___________________ No ________________ 
 
Repairs Required: _________________________________________________________ 
 
________________________________________________________________________ 
 
Repairs Made:  ___________________________________________________________ 
 
________________________________________________________________________ 
  
Remarks:  _______________________________________________________________ 
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LEAK CLASSIFICATION AND ACTION CRITERIA – GRADE 1 

 
GRADE 
DEFINITION: 1 
 
A leak that represents an existing or probable hazard to persons or property, and requires 
immediate repair or continuous action until the conditions are no longer hazardous. 
 
ACTION CRITERIA 
 
Requires prompt action* to protect life and property, and continuous action until the 
conditions are no longer hazardous… 
 
*The prompt action in some instances may require one or more of the following. 
 
a. Implementation of company emergency plan (Section 16). 
b. Evacuating premises. 
c. Blocking off an area. 
d. Rerouting traffic. 
e. Elimination sources of ignition. 
f. Venting the area. 
g. Stopping the flow of gas by closing valves or other means. 
h. Notifying police and fire departments. 
 
EXAMPLES 
 

1. Any leak which, in the judgment of operating personnel at the scene, is regarded  
 as immediate hazard. 
 
2. Escaping gas that has ignited. 
 
3. Any indication of gas which has migrated into or under a building, or into a  
 tunnel. 
 
4. Any reading at the outside wall of a building, or where gas would likely migrate 
 to an outside wall of a building. 
 
5. Any reading of 60% LEL, or greater, in a confined space. 
 
6. Any reading of 60% LEL, or greater, in small substructures (other than gas  
 associated substructures) from which gas would likely migrate to the outside wall  
 of a building. 
 
7. Any leak that can be seen, smelled, heard, or felt, and which is in a location that 
 may endanger the general public or property. 

 33



Loyola University  
Natural Gas Operation and Maintenance Plan 
 
 

LEAK CLASSIFICATION AND ACTION CRITERIA – GRADE 2 
 
GRADE 
DEFINITION 2 
 
A leak that is recognized as being non-hazardous at the time of detection, but justifies 
scheduled repair based on probable future hazard. 
 
 
ACTION CRITERIA 
 
Leaks should be repaired or cleared within one calendar year, but no later than 15 months 
from the date the leak was reported.  In determining the repair priority, criteria such as 
the following should be considered. 
 
a. Amount and migration of gas. 
b. Proximity of gas to building and subsurface structures. 
c. Extent of pavement. 
d. Soil type, and soil conditions (such as moisture and natural venting).  
 
Grade 2 leaks may vary greatly in degree of potential hazard.  Some Grade 2 leaks, when 
evaluated by the above criteria, justify scheduled repair within the next 5 working days. 
 
Grade 2 leaks should be reevaluated at least once every 3 months until cleared.  The 
frequency of reevaluations should be determined by the location and magnitude of the 
leakage condition. 
 
EXAMPLES 
 
1. Any reading of 40% LEL, or greater, under a sidewalk in a wall-to-wall paved  
 area that does not qualify as a Grade 1 leak. 
 
2. Any reading of 100% LEL, or greater, under a street in a wall-to-wall paved area  
 that has significant gas migration and does not qualify as a Grade 1 leak. 
 
3. Any reading less than 60% LEL in small substructures (other than gas associated  
 substructures) from which gas would likely migrate creating probable future  
 hazard. 
 
4. Any reading of less than 60% LEL in a confined space. 
 
5. Any reading of 80% LEL, or greater, in gas associated substructures. 
 
6. Any leak which, in the judgment of operating personnel at the scene of sufficient  
 magnitude to justify scheduled repair. 
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LEAK CLASSIFICATION AND ACTION CRITERIA – GRADE 3 
 
GRADE  
DEFINTION 3 
 
A leak that is non-hazardous at the time of detection and can be reasonably expected to 
remain non-hazardous. 
 
 
ACTION CRITERIA 
 
These leaks should be rechecked within 3 months of date reported to substantiate the 
grading. 
 
Thereafter, these leaks should be reevaluated during the next scheduled survey, or within 
15 months of the date reported, whichever occurs first, until the leak in either reclassified 
or no longer results in a reading. 
 
 
EXAMPLES 
 
Leaks Requiring Reevaluation at Periodic Intervals 
 
1.  Any reading of less than 80% LEL in small gas associated substructures. 
 
2. Any reading under a street in areas without wall-to-wall paving where it is  
 unlikely the gas could migrate to the outside wall of a building. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


