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Section 5 Allstream and Call-Net to confirm if in the second sentence of the paragraph the words at the beginning of the sentence “Where practical” is required.

Appendix B Operations checklist for Virtual co-location all participants to confirm if this is part of the co-location or maintenance agreement. 

Section 1 of the guidelines reflecting changes reviewed at the January 19-20 meeting were reviewed.  Proposed changes to be reflected in next draft of the working document. 

7
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8
March 17, 2004
Activities associated with this TIF to restart 1 June.

9
June 17, 2004
All participants to review January 30, 2004 version of the guidelines and be prepared to provide their comments at the next meeting.  

All participants also to review action items identified in Diary Serial #6 and be prepared to discuss responses at the next meeting.  

10
July 15, 2004

August 19, 2004


The following activities were reviewed and updated August 19, 2004 and require more discussion and follow-up by participants.

Section 1-3 of the guidelines reflecting contributions received by Allstream, TELUS and Bell were reviewed with the following action items:

Section 1.1 all to review what is meant by the term “transition cabinet”.  Tracey to forward proposed changes to Rick.

Bell proposes to replace 1.1 with 

“A license to use ILEC conduit/riser space for the placement of the IC’s fibre optic cable from a point outside the central office into the central office cable vault and from the vault to the IC’s transmission equipment in the central office. 

The ILEC reserves the right to install the IC’s cable between the entrance manhole and the cable vault to the Point of Termination/Demarcation in the central office at the rates specified in the company’s co-location tariff.
Section 1.2 to be reworked to reflect definitions of co-location as provided in Telecom Decision CRTC 2001-204.  Completed

Section 1.6 ILECs to review if National Co-location Equipment List still exists.

Comment:

Decision 2003-7 approved report CLRE030D which provided a list of equipment which is INELIGIBLE for co-location.  In CLRE030D, the CLG members proposed that the NCEL be discontinued on the basis that the ineligible list in CLRE030D made it redundant.  However the Commission rejected this proposal and directed the ILECs to maintain the NCEL

All to review Job Review Meetings description in section 1.6 to determine if it applies equally to ILEC and CLECs.

TELUS, Bell, Allstream, FCI agree with description.

Section 2.4.1 ILECs to review tariffs for instances where escorts are required and determine if examples should be included in the guidelines.

Comment: ILECs to provide tariff reference.
The following is an excerpt from the Bell Canada tariff that can be included in the guidelines for clarity:

“When requested by the IC, the Company will provide an escort for the IC’s personnel or contractor at rates and charges specified in the ILEC’s co-location tariff.  Circumstances in which an IC may request a company provided escort include:

1)  to escort IC personnel or contractors who have not been approved for unescorted access by the Company or accompanied by a Company approved IC personnel, or 

2) for reasons of health, safety or network protection during special operations such as cable pulling and splicing or alarm bypass.  Escort charges do not apply whenever IC personnel or contractors, who have been approved by the Company, require access to co-located equipment outside the co-location area, e.g. loading docks and freight elevators. 

Section 2.3.2 

ILECs to review intervals proposed by Allstream and confirm or suggest alternatives.

Bell proposes the following be included in section 2.3.2

In Decision 2001-327 the Commission established the following rules:

· a call-out time of 15 minutes in staffed COs where there is a service-affecting outage; 

· a call-out time of 30 minutes in staffed COs during regular business hours where scheduled maintenance and repair activities are involved; and 

· a call-out time of two hours in the other circumstances. 

Bruce to review 2001-204 for further implications.

Bruce on August 19 confirmed his review of 2001-204 and no additional comments required for section 2.3.2.  

Tracey suggests the following for section 2.3.9: Security Clearance

Approval of IC personnel to be in accordance with the policies/standards in use for the ILEC’s own employees per CRTC Decision 2001-204.

Section 2.9.1 

ILECs to confirm availability of Health and Safety practices.

Bell Canada to confirm

TELUS confirmed that these are provided as part of the co-location package.

Section 2.9.4 

ILECs to confirm availability storage standards or identify where documented.

TELUS confirmed that these are provided as part of the co-location packages.

Section 2.9.15 

ILECs to confirm acceptance of text on Fire Regulations proposed by Allstream.

TELUS agrees with wording proposed by Tracey, Bell Canada to confirm.

Section 3.1 

TELUS to verify if the word alarming is required in the last sentence since it is believed to be inherent in system control functions.

Word “alarming” to be removed.

Tracey suggests the following for section 3.4 Emergency Response (Virtual Co-location):

If the ILEC cannot provide trained personnel, the IC may dispatch its own personnel to resolve an emergency.  The ILEC will ensure that access to equipment is available and may elect to provide an escort.  (Per past practice, also is consistent with the “spirit” of 3.10)

TELUS suggested changes would cause tariff and co-location changes.  ILECs are to investigate implication.

Section 3.4 and 3.11.1 

TELUS to confirm if the term “maintenance agreement” can be replaced with “co-location agreement”. 

TELUS confirmed that maintenance agreement is included in the co-location agreement.

Section 4-5 of the guidelines reflecting contributions received by Allstream, TELUS and Bell were reviewed with the following action items:

Section 4.5.1 

ILECs to provide examples of installation activities that are tracked for reporting of time and expenses.

Peter suggest the fourth bullet of section 4.5.1 read as follows:

Tracking and reporting time and expenses related to the co-location installation activities where the ILEC has been requested to perform functions on behalf of the IC. 

Section 4.5.3 ILECs to provide examples of installation or construction activity requiring a Job Review Meeting.

TELUS to provide e.g. bay removal, changing end terminal equipment.

Section 4.5.4 all participants to confirm if mandatory testing i.e. continuity testing is required.

ILEC to check tariff and confirm if testing is included in the charges, and if it is not leave section the way it is.

TELUS tariff states that testing of the links is subject to time and charges.   

It is suggested that the following sentence be added to the end of the last paragraph of section 4.5:

It is strongly recommended that the IC request continuity testing.  

ILECS to confirm if when the IC requests the ILEC to terminate connecting/interconnection links at the IC end if they are responsible for end to end testing and maintenance and if the tariff charges include continuity testing.

Section 5 Allstream and Call-Net to confirm if in the second sentence of the paragraph the words at the beginning of the sentence “Where practical” is required.

Call-Net, Allstream and FCI “where practical” is not required and should be removed.

TELUS agrees to removal of the words, Bell to confirm.

Appendix B Operations checklist for Virtual co-location all participants to confirm if this is part of the co-location or maintenance agreement.

Tracey asked about IC access to virtual collocates; George and Rick to investigate their respective tariffs and colo agreements to see if allowed. 

11
September 20, 2004
Section 2.4.1 

ILECs to provide tariff reference.

TELUS Access Services Tariff

Alberta:  CRTC 18008 Item 250 Virtual Co-location & CRTC 18008 Item 255 Physical Co-location

BC: CRTC 1017 Item 110 Co-location arrangements for Interconnecting Canadian Carriers

The BC tariff includes both Physical and Virtual arrangements

Bell Canada Access Services Tariff 7516 item 110.3(a)

Tracey suggests the following for section 2.3.9: Security Clearance

Approval of IC personnel to be in accordance with the policies/standards in use for the ILEC’s own employees per CRTC Decision 2001-204.

The WG participants agree to the above text as suggested by Tracey.  

Section 2.9.1 

ILECs to confirm availability of Health and Safety practices.

Bell Canada to confirm

Section 2.9.4 

Bell Canada proposes the following text be included in Section 2.9.4:

For greater certainty, the IC should:

· Identify their garbage and contract to have it removed daily

· Use listed refuse containers rather than cardboard boxes

· Store all combustible supplies, spare parts, shipping material in fully enclosed metal cabinets, and

· Equipment intended for installation should be unpacked ASAP and stored within the co-locator’s designated areas.  

Section 2.9.15

Bell Canada proposed additional text as follows: 

IC’s are responsible to ensure that its employees and contractors have reviewed posted emergency instructions and plans and are aware of routes of egress while on site.  Upon request, ILEC’s will provide a safety orientation.  Bell Canada does not believe safety orientation is necessary.

Bell Canada also proposed the following text be added to Section 2.9.15:

For greater certainty, the IC shall adhere to the requirements of NFPA 76 Fire Protection of Telecommunication Facilities as issued by the National Fire Protection Association as a minimum standard.

Peter Lang asked who was responsible to provide fire extinguishers in co-location site, the co-locator or the ILEC and under what reference.

Bell Canada and TELUS to confirm.

Section 3.4

Bell Canada agrees with the TELUS concern and does not support text proposed by Tracey above.  Bell Canada’s tariff (AST Item 110.2) states: Unescorted access to the licensed area by the IC’s personnel or contractor, who have been approved by the Company, is allowed for the purpose of periodic inspections of its equipment and facilities. 

Availability of ILEC escort availability is detailed in section 2.3.2.  If ILEC technician is not available CLEC can escalate request.

Tracey asked whether an equipment vendor would be allowed to request an escort.

George Hearn believes so, but will verify the co-location consensus report.  

Section 4.5.1  

WG participants agree with the wording suggested by Peter.

Section 4.5.3 

ILECs to provide examples of installation or construction activity requiring a Job Review Meeting.

Bell Canada indicated that only Installation activities associated with establishing a new co-location site would require a job review meeting.  

WG participants agreed that a job review meeting could be requested by either party and mutually agreed to.

Section 4.5.4 

WG participants agree with the proposed wording.

In Bell Canada territory the IC always terminate the connecting links at the IC end.  In TELUS territory they have terminated connecting on behalf of the IC 

Installation of the links would include co-operative testing for continuity, although the connecting link tariff (Bell Canada AST Item 105.4(b) (3) A&B Links) makes no reference to testing. 

Section 5 

Bell Canada agrees to remove the words “Where practical”.  Rick advises that Bell Canada’s AST Tariff item 110.3(a) reads: In order to ensure that the Company’s operational guidelines and installation, equipment, transmission, electrical, labour and safety standards or codes and any other conditions specified in the Central Office Licence Agreement are maintained, the Company upon reasonable notice, has the right to inspect the IC’s installation of equipment and facilities and to make subsequent and periodic inspections of the IC’s equipment and facilities and to ensure compliance when is part of the co-location or maintenance agreement.

Tracey asked about IC access to virtual collocates; George and Rick to investigate their respective tariffs and colo agreements to see if allowed. 

Rick advises that IC personnel are allowed access to its virtual co-lo see note in section 3.4 and also indicates that the virtual COLA refers to a schedule A, which specifies the location of the co-location area, size and transmission equipment specifications.

12
October 20, 2004
Activity Diary Serial 11 reviewed and accepted.

George Hearn accepted to take over responsible for the TIF.

Rick to correct guidelines revision history to reflect correct naming convention.  

The group reviewed version 2.0 draft 4 of the guidelines dated September 20 in its entirety.  Rick to update and issue Draft 5 to reflect outcome of discussions.  

Section 2.3.9 Personnel Clearance

ACTION: Chris Sprague to confirm why a police check is performed on IC personnel.

STATUS October 29:  Security standards in Aliant for individuals requiring access to any of their buildings in Atlantic Canada requires the individual to have a current police check performed on them.  Only when that is presented will the appropriate pass/key/card swipe etc. be issued.  This has been in place for the last 3 years as part of Aliant’s security tightening as a result of 9-11.  

Section 2.3.1 Requirements for Escorts  

Aliant tariff reference is CRTC 21491 item 628

Section 2.3.2 Escort Availability Rules

ACTION: Rick to confirm if suggested text is word for word out of Decision 2001-327. 

STATUS November 8: Suggested text has been changed to reflect wording contained in Decision 2001-327. 

Section 2.9.15

ILEC indicated that the responsibility for providing fire extinguishers in co-location space is the responsibility of the co-locator.   Bell Canada to update Unescorted Access guidelines to reflect this responsibility.  Fire extinguishers are to be provided per NFPA 76.

ACTION: Chris Sprague to confirm provincial fire marshal regulations.

STATUS October 29: Aliant confirms that it is up to the co-located tenants to provide fire extinguishers.  

October 29: Aliant confirmed that their Health and Safety standards are classed as internal proprietary documents and as such cannot be shared.  They are based on the Canadian Labour Code and incorporate any provincial or other federal requirements.  Aliant are willing to meet to discuss any part of their standards.  

13
November 17, 2004
The previous serial items were reviewed and accepted with minor changes (typos).

The ILECs indicated that fire extinguishers are provided in all common areas.  CLECs are responsible for fire extinguishers inside their Type 1 co-location arrangements, except in MTS Allstream ILEC territory.

AI: Tracy to confirm (December meeting) if the fire extinguisher placement in Type 1 co-location arrangements is a MTS Allstream policy.  

All parties agreed to establish a separate meeting to review the draft revisions in the guidelines, NOCLGV2(Draft 5).  Meeting scheduled for December 3, 2004 1-3PM EST.

14
December 3, 2004
Serial 13 was reviewed and accepted by all parties.

Tracy confirmed that MTS Allstream provides fire extinguishers in Physical Type 1 Co-location rooms.

Draft 5 of the Co-location guidelines was reviewed and all revision was accepted as amended. 

It was noted that the Aliant companies, currently do no comply with section 2.3.9.  Aliant is currently in a field trial requiring all new hires to obtain a criminal record check as a condition of employment.  Chris noted that this will likely become Aliant Policy resulting in compliance with 2.3.9.  All parties agreed that the co-location guidelines document should move forward as a consensus document and the Aliant situation will be noted in the Consensus report.  Consensus approval will be at the December 14, conference call meeting.

On December 6, 2004, Chris provided an update from Aliant Security indicating that the trial has completed resulting in all new employees requiring a police check as a condition of employment. Therefore, Aliant’s revised security policy is compliant with the language in paragraph 2.3.9 and that consensus now exists for the co-location guidelines.

15
December 15, 2004
The TIF was reviewed and accepted.

Section 2.3.1 of the document was reviewed since changes were made following the December meeting where the document was approved.  These changes were approved by the BPWG

The Consensus report, BPRE032a, was reviewed and approved.  The Chair will forward the report to the CISC Steering Committee for review and approval.

ACTION REGISTER:

Action
Prime
Status

1
Draft revised guidelines
Tracey Kenning
Completed Oct 10, 2003 Version 2 Draft 1.

2
Guidelines to be revised to reflect current decisions for review by the WG.
Rick Leroux
In Progress due October 10, 2003.

Completed October 10, 2003.

3
Guidelines to be revised to reflect October 16 discussions.
Rick Leroux
Revisions due October 21.

Completed October 16.

4
BPWG participants to submit contributions proposing revisions to the guidelines by November 28.
All
Opened October 16, 2003.

Completed December 2, 2003.

5
Section 1-3 of the guidelines to be updated by January 26, 2004 to reflect the discussions held January 19-20, 2004.
Rick Leroux
Opened January 20, 2004.

Completed January 21, 2004.

6
See diary #4 for other specific action items.
All
Opened January 20, 2004.

TELUS provided responses January 29, 2004.

7
See diary #5 for specific action items.
All
Opened January 19/20, 2004 .Completed Version 2 Draft 3, Sep 15, 2004.

8
Produce another work in progress draft of the guidelines reflecting discussions held at January 30, 2004 meeting. 
Rick Leroux
Opened January 30, 2004.

Completed February 4, 2004.
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Proposed Changes for Network Operation Guidelines for Co-location
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1.
OVERVIEW

1.1
General
This document has been revised by the Business Process Working Group (BPWG) to provide the operations personnel of the respective Local Exchange Carriers (LECs) or co-locating carrier(s) referred to as Interconnecting Carriers (IC) with general guidelines for co-location.  

Co-location is an arrangement which provides for access to and use of, subject to availability, certain ILEC Central Office (CO) building space, associated power and environmental conditioning to locate the Interconnecting Carrier’s (IC’s) equipment and fibre facilities to the first manhole.  The primary purpose of co-location is for IC interconnection with ILEC facilities.

In other words, the ILEC rents space in its' CO to an IC so that it can place its  Equipment in the ILEC building to access the ILEC facilities whether they are loops or other network facilities.  

This document does not replace or supersede the Central Office License Agreement or the Co-location Tariff and any other Commission Determinations, Orders or Decisions, but is meant to provide additional information for clarification. 

Co-location provides for the following:

1.
A license to use ILEC conduit/riser space for the placement of the IC’s fibre optic cable from a  point outside the central office into the central office cable  vault and from the vault to the IC’s co-located transmission equipment in the central office.  The ILEC reserves the right to install the IC’s cable between the entrance manhole and the cable vault to the Point of Termination/Demarcation in the central office at the rates specified in the company’s co-location tariff.
2.
A license to use CO floor space for the placement of the IC’s Equipment to interconnect with ILEC facilities.

3.  Provision of appropriate electrical power and environmental conditioning to operate the IC’s Equipment.  The terms and conditions of such co-location arrangements are outlined in the Central Office License Agreement (COLA) and the ILEC tariff.

1.2
Types of Co-location

In accordance with Decision CRTC 2001-204 the types of co-location are defined as follows and as may be further defined by the ILECs respective co-location tariff.

1.2.1
Type 1 Physical

Type 1 physical co-location provides the IC with segregated floor space within the CO for the purpose of locating the IC’s transmission equipment. Access to this area by IC personnel or contractors is done through a separate entrance designated to the IC location. 

Access to this area by the IC’s personnel or delegate/contractor, who have been approved by the ILEC, is permitted without ILEC Escort, in accordance with the ILEC established guidelines as directed in Telecom Decision CRTC 2001-204.

If, at any time, it is not possible to provide a secure access arrangement into the segregated floor space, unescorted access is only permitted in accordance with the ILEC established guidelines as directed in Telecom Decision CRTC 2001-204.

1.2.2
Type 2 Physical  

Type 2 physical co-location (sometimes referred to as "cageless co-location") provides the IC with unsegregated floor space within the CO for the purpose of locating the IC's transmission equipment. Where permitted by the ILEC, access to this area by IC personnel or contractors, who have been approved by the ILEC, is only allowed with an escort.
1.2.3
Virtual Co-location 

Virtual co-location allows ICs to exchange traffic at a point outside the CO, but provides for dedicated facilities of the IC's choice to be located in the CO to complete the IC's transmission system. Under a virtual co-location arrangement, the telephone company is responsible for the installation and maintenance of the co-located equipment, which is generally supplied by the IC.

1.3
Maintenance Responsibilities
The IC is responsible for all aspects of the maintenance of its equipment when it is placed pursuant to a Central Office License Agreement as defined in specific co-location tariffs. 

The ILEC personnel performs all “hands-on” maintenance of the equipment at the direction of the IC.   Access to the equipment by IC personnel is not normally required, however, occasional visits for periodic inspection of facilities and equipment is permitted in accordance with the ILEC established guidelines as directed in Telecom Decision CRTC 2001-204.

1.4
Contacts

Both the IC and the ILEC will supply a single point of contact telephone number for all reasonable requests related to maintenance including but not limited to items such as Escort requests, trouble referrals, trouble status, problem escalation, environmental concerns, etc.  The number will be answered 7 days a week, 24 hours per day.

1.5
DISPUTES

Disputes between the IC and the ILEC arising from the interpretation of the COLA shall be resolved through the process outlined in the COLA.

1.6
ACRONYMS and DEFINITIONS

Central Office (CO) - For purposes of co-location, a building that provides switching capability, including tandem and toll offices that house local or toll switches, and COs that provide a wire center.

Central Office License Agreement (COLA) - The Agreement between the IC and the ILEC regarding the co-location arrangement(s) entered into pursuant to the ILECs Co-location tariff(s)

Co-location Service Manager (CSM) - The overall ILEC network coordinator, who is responsible for planning and estimating as well as interfacing between the CSG and the ILEC billing groups for all aspects of co-location.

Carrier Service Group (CSG) – The group responsible for interfacing with the IC and other internal ILEC groups for the provision of co-location terms and conditions, estimates, agreements, etc. and which is also responsible for providing ordering and billing details.

Emergency Operations Procedures (EOP) - The prepared recommendations which are designed for responding to abnormal situations in a manner which best protects the network.

Facility Work Order (FWO) - The ILEC internal order process initiated by the IC’s request.

ILEC Prime/Project Manager (PM) - The overall ILEC PM, who is responsible for the ILEC installation and coordination person/group, coordinating and overseeing the IC equipment installation, re-arrangement and removal and coordinating and overseeing costing estimate activities in response to IC requests and provisioning IC build requests and billing details.

Incumbent Local Exchange Carrier (ILEC) - The carrier classification as was established in Telecom Decision CRTC 97-8, Local Competition.

Interconnecting Carrier (IC) - A Canadian Carrier, as defined in the Telecommunications Act, which is duly registered with the CRTC and which interconnects with the ILEC pursuant, either, to an Interconnection agreement entered into with an ILEC or the ILEC’s tariff, for the interchange of traffic.

IC Equipment - Equipment owned or leased solely by the IC that is to be co-located in the ILEC Premises pursuant to the ILEC tariff, and:

1. is necessary for interconnection with ILEC network facilities or access to ILEC unbundled network components, with the use of all functions of such equipment, including switching and routing functionality, being permitted under these arrangements;

2. is not ineligible pursuant to the equipment lists provided for in Order CRTC 2001-780; and

3. meets all industry standards as referred to in the COLA

Job Review Meetings - Scheduled meetings to enable cooperative planning prior to start and throughout the life cycle of the installation, removal or re-arrangement of CO equipment as required.  It is attended by the telco personnel and the company performing the physical activity.  Attendees shall include the PM and representatives from the ILEC and IC.

Method of Procedure (MOP) – A formal, written procedure detailing the job that will take place. 

National Co-location Equipment List (NCEL) – The list of suitable equipment for co-location made publicly available through the Carrier Services Groups of the ILECs, mandated in Telecom Order CRTC 97-1926 and as amended in Order CRTC 2001-780 further amended in Decision 2003-7 February 21, 2003 and or Report CLRE030d October 11, 2002.

Normal Business Day (NBD) - Typically Monday to Friday from 0800 hours to 1700 hours, local time, excluding statutory holidays per the LEC contractual agreement with its employees. This may vary depending upon the LEC.

Trouble Reporting Center  (TRC) - A single point of contact for requests or exchange of information related to maintenance such as; trouble status, trouble referrals, escalation and environmental concerns.  
2. PHYSICAL CO-LOCATION

2.1
Overview
This document is intended for the groups responsible for the maintenance of CO equipment in a location where the equipment is placed under a Physical COLA.

Physical co-location is when an IC arranges to provide and place its' equipment in an ILEC CO within a segregated or non-segregated area.  This area may be separated from the ILEC equipment by walls or partitions depending upon the type of co-location provided. 

The IC is responsible to perform all maintenance on the equipment which is placed under a physical co-location COLA.

2.2
Roles and Responsibilities

2.2.1
Interconnecting Carrier

The IC is responsible for all equipment located in the co-location area.  The same CO rules are applicable to a physical co-location area.

The following is a list of the activities that the IC is responsible for:

· Assuming full responsibility for the maintenance and remote surveillance activities related to the IC equipment placed in the co-location area;.

· Initiating requests, if required, for gaining unescorted access to COs containing co-location equipment for their personnel or delegates;

· Initiating requests for Escorts when required.  The request will include the:

· Name of person making request;

· Site to be visited;

· Date and time of visit;

· IC trouble ticket number;

· Building CLLI;

· Name of person(s) to be escorted; and

· Brief description of activity and expected duration

· Providing a single contact number that is accessible 24 hours per day, 7 days per week (7/24) for all contacts concerning co-location equipment;

· Showing proper identification prior to entering an ILEC building and following appropriate ILEC security procedures;

· Following the ILEC behavioral and environmental rules while in the ILEC CO; and

· Participating as required in joint trouble resolution.

2.2.2
The ILEC 

The ILEC maintenance personnel are responsible for:

· Providing a single point of contact telephone number that is accessible 24 hours per day, 7 days per week (7/24).  This number is to be used for all contacts, e.g. trouble referrals, escalation, environmental concerns, escort requests, etc.

· Receiving requests for escorts from the designated IC prime person(s) and recording the:

· name of person making the request;

· location to be visited;

· date and time the visit is required;

· name(s) of person(s) to be escorted; and

· brief description of activity and expected duration

NOTE: accepts requests only from the IC accredited contact group and only for work in the co-location area.

· responding to Escort request when required; 

· providing visible identification to ICs and its' delegates per existing security procedures for the building being visited;

· escorting the IC's personnel and/or its' delegates to the co-location area and remaining in attendance if required.  Outside of the equipment area, the Escort restricts the IC to the basic common areas, e.g., washroom, lunch room, loading dock, etc.;

· maintaining an accurate record of time spent performing escort duty and forwarding to the ILEC billing group per established procedures;

· retaining at the one point of contact a copy of the COLA and Schedules; 

· participating as required in joint trouble resolution;

· maintaining environmental elements for proper operating conditions for telecommunications equipment;

· notifying the IC of any ILEC activity that could impact IC equipment, e.g., power rearrangements, environmental changes, etc. in accordance with bilaterally agreed upon lead times and processes; and
· administering EOP (Emergency Operations Procedures) to ensure the well-being of IC personnel or delegates while on ILEC premises.

2.3
Escorts
This section applies only when Escort services are provided.

2.3.1
Requirements for Escorts

Escorts for IC personnel or their approved delegates are required in certain instances and will be discussed on an individual basis between the parties.  As an example, the following is an excerpt from the Bell Canada tariff:

When requested by the IC, the Company will provide an escort for the IC’s personnel or contractor at rates and charges specified in the ILEC’s co-location tariff.  Circumstances in which an IC may request a company provided escort include:

1)  to escort IC personnel or contractors who have not been approved for unescorted access by the Company or accompanied by a Company approved IC personnel, or 

2) for reasons of health, safety or network protection during special operations such as cable pulling and splicing or alarm bypass.  Escort charges do not apply whenever IC personnel or contractors, who have been approved by the Company, require access to co-located equipment outside the co-location area, e.g. loading docks and freight elevators. 

2.3.2
Escort Availability Rules

The ILEC will make an Escort available as promptly as possible, consistent with the ILEC’s operational requirements and capabilities.

The following should be taken under consideration for providing an Escort:

· IC urgency of request; 

· ILEC priorities;

· National and ILEC emergency situations;

· ILEC availability of personnel and work load;

· Time and day of request (call out); and
· Location requested (travel distance).
In the event of an access trouble where ILEC personnel are required to provide access to IC personnel who would generally not require an escort (E.G. card reader failure), the ILEC, per Decision 2001-327, will ensure that escort is available as follows:

· a call-out time of 15 minutes, where a service-affecting outage occurs in staffed COs where unescorted access arrangements are unavailable; 

· a call-out time of 30 minutes, where scheduled maintenance and repair activities are involved, in staffed COs where unescorted access arrangements are unavailable; and 

· a call-out time of two hours, where scheduled maintenance and repair activities are involved in all COs after regular business hours.

2.3.3
Escort Time Charges

The following table illustrates how ILEC personnel will record their time for Escort charges:

Normal Business Day
Off Normal Hours


Start Time
Stop Time
Start Time 
Stop Time

Office Attended (with staff capable of performing escort function)
Escort meets the IC 
IC leaves
Escort meets the IC
IC leaves

Office Unattended
Escort leaves present location
IC leaves
Escort is contacted
Escort returns

(Note 1)

Note 1: There will be a minimum time charge for a call-out per the ILEC Tariff.

2.3.4
Meal Breaks

All escort meal breaks may be as designated by the ILEC under applicable collective agreements.  The time charges will stop during the Escort meal breaks and the IC may be required to leave the co-location space and resume work once the meal break is over.  No multiple escorts will be provided during a contiguous shift in order to allow the IC to continue working during required ILEC breaks.

2.3.5
Misconduct

The ILEC reserves the right to expel any IC personnel for misconduct, or to deny access to the ILEC premises, to any employee, agent or contractor of the IC at any time.

2.3.6
ILEC Network Events

During events of National interest and/or impact, and during emergency conditions, LECs impose restrictions on installation and maintenance activities.  These restrictions are defined in the Network Management Guidelines for which LECs will be cognizant.

2.3.7
Potential Disrupting Activities

The ILEC may require that some scheduled activities be performed during designated off normal hours at ILEC discretion.

2.3.8
Number of Persons

The ILEC reserves the right to limit the number of persons granted access at any given time when excessive numbers will jeopardize security control and/or safety of its own equipment.

2.3.9
Personnel Clearance

Approval of IC personnel is to be in accordance with the policies/standards in use for the ILEC’s own employees per CRTC Decision 2001-204.

2.4
Trouble Report Contacts
A centralized trouble report number for the appropriate referral of troubles will be supplied by the IC and by the ILEC.  This number will be readily accessible 24 hours per day and 7 days per week (7/24) so that answering delays are not encountered.  Updates to the trouble report numbers will be made as required.

2.5
Escalation
On occasion, problems may occur that cannot be resolved to the satisfaction of one of the parties.  It will then be necessary to escalate the problem to the appropriate person in the other company.  The escalation process will be via the 7/24 contact telephone number.  The person(s) answering this number will be responsible to fully cooperate with the caller to put them in contact with the appropriate person for further resolution of the problem. 

2.6
Outages
The IC shall be responsible to notify the ILEC contact center of any significant outages within the IC Equipment which could, in the reasonable assessment of the IC, impact or degrade the ILEC’s equipment.  As well, the ILEC shall be responsible to notify the IC contact center of any network or equipment outages which could potentially impact or degrade the IC’s co-located equipment. 

2.7
Access to Segregated Areas

The IC shall provide sufficient information to the ILEC to enable access to the licensed segregated areas for; EOP, environmental problems or inspections.

2.8
Behavioral and Environmental Rules
2.8.1
Work and Safety Practices

The IC will conduct all activities regarding installation, connection, testing and maintenance, in a manner consistent with ILEC safety practices, both with respect to employee safety and the safe operation of equipment, so as not to jeopardize the ILEC’s network, employees or any other parties.  Upon request by the IC, the ILEC will provide copies of its Health and Safety practices to ensure that the IC is adequately aware of the ILEC policy.

During work activities, all property belonging to the IC or the IC’s contractor shall be used and stored in a manner to prevent any danger to the safety of all personnel in the area and/or damage to the ILEC equipment.

2.8.2
Security Rules

Local security rules as applied and posted by the ILEC in the equipment area apply to any IC representative while on the ILEC site.

2.8.3
Hazard Signs

The IC shall erect hazard signs when its activities can create a danger to any other personnel.

2.8.4
Storage

Spare equipment, surplus hardware, tools, test sets or documentation shall not be left on the ILEC's premises outside of the segregated area, unless storage space is provided and specified in the terms of the COLA or in a separate agreement.  Storage within the segregated area will conform to existing ILEC storage standards. 

2.8.5
Trash

The IC is responsible for the removal and disposal of all waste material resulting from contracted installation or maintenance activities.  The IC should:

1. Identify their garbage and arrange to have it removed daily

2. Use listed refuse containers rather than cardboard boxes

3. Store all combustible supplies, spare parts, shipping material in fully enclosed metal cabinets, and

4. Equipment intended for installation should be unpacked ASAP and stored within the co-locator’s designated areas.  
2.8.6
Moving Equipment

While moving equipment, proper protective precautions should be used such as protective sheathing on floors and at corners.

2.8.7
Cellular Phones

Within an ILEC equipment area, the use of cellular phone or any other radio transmitter is prohibited.  The ILEC should be consulted regarding permissible locations.

2.8.8
Telephone Facilities

The use of the ILEC telephone facilities that has not been provisioned for use by the IC is not permitted.
2.8.9
Locked Equipment Cabinets

Equipment cabinets (if placed under the terms of the COLA) will not be locked for fire safety reasons.
2.8.10
Smoking

Smoking in all ILEC buildings is not allowed, except in designated areas.
2.8.11
Outdoor Clothing

Outdoor clothing and over boots must be removed before entering an equipment area and placed in an appropriate facility provided.

2.8.12
Ladders

No tool or test set should be left unattended on any ladder.  Ladders shall be checked for occupancy and safety prior to use.  Ladders used by the IC or its delegate will be made of non-conductive material.

2.8.13
Bulletins

No signs, graphics logos, or notices should be placed by the IC or its delegate, in or outside of the building, other than those to communicate specific information concerning the ICs' equipment within its own co-location space.  The only exception is that IC’s must post their 24-hr Emergency number on their co-location room door under a Type 1 Physical co-location arrangement.

The ILEC is responsible to designate entrances and doorways with generic signage to indicate Co-locator entrances and pathways.  The ILEC will also designate segregated co-location rooms with signage that provides designated room numbers and post such signage as may be provided by the IC.  

2.8.14
Floor Area

Floor area must be kept clean and equipment drawings, manuals, etc. shall not be left lying on equipment.

2.8.15
Fire Regulations

Fire regulations and rules must be observed at all times.

The ILEC is responsible to provide and post appropriate illustrations for “Secondary Routes of Egress” from inside co-location common areas.  The location of signage must be appropriate to the office and is to meet the ILEC’s own Health and Safety standards.   

IC’s are responsible to ensure that their employees and contractors have reviewed posted emergency instructions and plans and are aware of routes of egress while on site. For greater certainty, the IC shall adhere to the requirements of NFPA 76 Fire Protection of Telecommunication Facilities as issued by the National Fire Protection Association as a minimum standard.

The IC shall provide for its employees, contractors, sub-contractors and sub-licensees suitable clean agent fire extinguishers within any caged or walled collocation area.  Wet and dry chemical fire extinguishers are prohibited due to the corrosive nature of the agents on delicate electronic equipment.  See NFPA 76.

2.8.16
Equipment Shipments

Equipment shipped to an ILEC location must be addressed appropriately with the IC name and any job or project-specific numbers.

2.8.17
Electrical Tools

No electric tools such as drills and saws shall be used in a CO without permission of the ILEC maintenance personnel.  This is to ensure that there is EMI compliance and that the ILEC equipment is not in danger of being affected.

2.8.18
Cameras

No cameras are allowed in the ILEC premises without the approval of the appropriate ILEC group.

2.8.19
Electrical Outlets

The IC shall use only electrical outlets placed within the segregated co-location area for their use. Permission must be obtained from the ILEC maintenance personnel to use ILEC electrical outlets in non-segregated areas.

3. Virtual Co-location

3.1
Overview
This document is intended for the groups who are responsible for the maintenance of CO equipment in a location where the equipment is placed under a virtual co-location COLA.

Virtual co-location refers to an arrangement where an IC arranges to provide and place its equipment in an ILEC CO.  The equipment may be located in the same aisle or area as the ILEC’s existing equipment.  

The ILEC will perform maintenance of the IC equipment located in its CO under the control and direction of the IC.  The IC is prime for the equipment  and system control functions.

3.2
Billing and Accounting
The IC is responsible for all time and material charges related to maintenance and rearrangement of virtually co-located equipment.  Accurate records of activities and time spent must be maintained for audit purposes.

The IC will be responsible for establishing a contract with a delivery company (taxi and/or courier) to transport items such as circuit packs, tapes, test equipment etc., to and from the IC to the ILEC.  This contract will be the responsibility of the IC for administration and account settlement.  Delivery may also be provided directly by IC personnel.

3.3
Roles and Responsibilities

3.3.1
Interconnecting Carrier (IC)

The IC is the system control office for all equipment located in an ILEC CO under a virtual co-location COLA.  This means that it is prime for system analysis, performance and initiation of maintenance requests.  The systems will normally be monitored at a centralized location remote from the ILEC building by the IC or its designated group.  Audible alarms will not be enabled in the ILEC CO.  The IC is prime to initiate and request all maintenance, upgrade, update and rearrangement activity.

The IC is responsible for:

· The controlling function for all systems/equipment that is virtually located;

· responding to all alarm and system performance monitoring indicators;

· system surveillance;

· analyzing system and or equipment performance;

· directing all work activity on the virtually co-located equipment;

· providing all requests for corrective maintenance in writing or orally;

· performing software changes using the remote access system/terminal wherever possible;

· coordinating and directing system hardware and software upgrades;

· coordinating and directing system rearrangements and changes;

· giving necessary releases for any system/equipment activity;

· scheduling and requesting in writing the ILEC to perform preventive maintenance on the virtually co-located equipment;

· initiating all requests for maintenance activity on virtually co-located equipment by ILEC personnel; 

· maintaining a serialized log of all requests for the ILEC to perform maintenance, upgrades, rearrangements and changes activity.  Included in the log are:

· date and time of the request,

· building CLLI for the virtually co-located equipment,

· ILEC ticket number and name of ILEC person receiving request,

· response time,

· name of person responding,

· action taken,

· date and time of work completion, and

· work time.

· maintaining accurate records of equipment in place and circuits assigned;

· providing a single contact number that is accessible 24 hours per day, 7 days per week (7/24);

· designating an appropriate contact person(s) for conveying all maintenance requests;

· retaining at the one point of contact, a copy of the COLA and Schedules; and

· providing all required test equipment, tapes, computer, circuit packs, etc. that are necessary to maintain the CO equipment.

3.3.2
The ILEC 

The ILEC maintenance personnel will perform the actual hands-on activity required on the virtually co-located equipment.  The ILEC will only do this at the request and direction of the authorized IC personnel.  

The ILEC network maintenance personnel are responsible for:

· maintaining a serialized log of all requests from the IC for corrective maintenance on the virtual co-located equipment.  Included in the log shall be:

· date and time the request was received,

· building CLLI for the virtually co-located equipment,

· IC ticket number and the name of the person making the request,

· person dispatched,

· response time,

· action taken,

· work time, and

· time released by the IC.

· responding to requests from the IC for trouble clearing activity (with appropriately trained personnel);

· performing work on the virtual co-located equipment as directed by the IC;

· accurately tracking time spent on virtually co-located equipment maintenance and forwarding monthly report to the billing group;

· packing and shipping (collect) defective circuit packs, software tapes, etc. to the virtually co-located equipment owner;

· notifying IC of any physical troubles or potential troubles that could impact on the virtually co-located equipment;

· designating an appropriate contact person(s) for receiving all maintenance requests;

· retaining at the one point of contact a copy of the COLA and Schedules;

· providing a single contact number that is accessible 24 hours per day, 7 days per week (7/24);

· providing and maintaining the same security and environmental precautions for the co-located equipment as it does for its own equipment; and

· maintaining virtually co-located equipment using their own normal CO hand tools (e.g. screwdriver, pliers, strippers, cords, etc.).  If due to the nature of the equipment, specialized hand tools or cords are required, then the IC will be required to supply one tool per location at the time of installation.  The only test set supplied by the ILEC is a multimeter.  All other test equipment is required to be supplied by the IC.

It is not the responsibility of the ILEC for monitoring the operation, performance or functioning of the virtually co-located equipment, or for initiating or providing any maintenance in the absence of specific requests from the IC.

3.4
Emergency Response

The ILEC will use its best effort in responding to emergency repair requests.  This normally means responding as soon as reasonably possible using existing ILEC processes and procedures.  Any special requirements or extenuating circumstances which would regularly impact on response time should be reviewed and documented in the co-location agreement.

The ILEC will ensure that the person responding is qualified to perform the tasks necessary.  This means that the person responding should be previously trained on the virtually co-located equipment.  If this is not possible, the ILEC will advise the IC as soon as it becomes known that a trained person is not available.  At this point, the ILEC will offer to respond with a similarly trained and experienced person (e.g., competent with other technologies).  If this is not acceptable to the IC, it should be escalated following the procedures in paragraph 3.6.
3.5
Contacts
Both the ILEC and the IC will be responsible for providing a designated contact person(s) for conveying and receiving all maintenance requests.  This will normally be the appropriate surveillance or dispatch organization.  The telephone number provided for the contact shall be answered 7 days a week and 24 hours a day.
3.6
Escalation
On occasion, problems may occur that cannot be resolved to the satisfaction of one of the parties.  It will then be necessary to escalate the problem to the appropriate person in the other company.  The escalation process will be via the 7/24 single point of contact telephone number.  The person(s) answering this number will be responsible to fully cooperate with the caller to put them in contact with the appropriate person. 

3.7
Emergency Operations Procedures (EOP)
Virtually co-located equipment will be treated in the same manner as ILEC equipment for EOP purposes.  There shall be no discrimination due to the nature of the equipment or prime user.  The ILEC will use its best judgment in prioritizing any EOP activity that may be required.

3.8
Security
If IC personnel are required to physically access the virtually co-located equipment, they shall follow the guidelines established for physical co-location.

3.9
Preventive Maintenance
The IC shall provide all requests for preventive maintenance in writing.  It is suggested that a dialogue be conducted between the ILEC forces and the IC to develop and confirm a schedule.  Even though a confirmed schedule exists, the ILEC personnel will not perform any preventive maintenance without first contacting the appropriate IC contact for authority to proceed and for direction.  The nature and detail of the direction may vary depending upon the complexity of the work to be performed.  Normally all work on virtually co-located equipment will be at the specific direction of the IC.

3.10
Upgrades

Upgrades may be performed by the equipment manufacturer, contractor or ILEC personnel.  The ILEC must be notified in writing of all upgrades which require personnel in attendance at the virtually co-located equipment location at least 20 working days prior to the work commencing.  Schedules and the Method of Procedure (MOP) will be confirmed via dialogue/meeting with the ILEC, IC and personnel performing the upgrade.  Copies of the MOP and all details agreed to will be documented by the IC and distributed to all parties involved.  This will normally be completed 15 working days prior to the date that the upgrade will be performed.

The IC will arrange for all necessary releases and perform the control function. 

3.11
Defective Circuit Packs

3.11.1
Maintenance Spares

The IC is responsible for the purchase and provisioning of maintenance spares.  Normally they will be maintained and stored at an IC location and shipped to the virtually co-located equipment location as required.  ILEC maintenance spares will not be used to repair a fault in equipment placed under virtual co-location.  A spares cabinet will not normally be placed under a virtual co-location arrangement; if necessary, it will be provided under an addendum to the co-location agreement or a Special Facilities Tariff (SFT).

3.11.2
Defective Circuit Packs 

Defective circuit packs will be shipped to the IC within 2 business days from the time they are identified and removed from the equipment.  Each defective pack returned will have a tag attached to it containing the following information:

· IC trouble ticket number,

· building CLLI for the virtually co-located equipment,

· serial number of the circuit pack, and

· date the circuit pack was identified as defective and replaced.

All ILEC time and costs involved with packing, packing material, shipping, repair, etc.  of the defective circuit pack will be the responsibility of the IC.  The circuit packs will be shipped collect via courier/taxi.

3.12
Training
At the time of the equipment installation the IC will be responsible for providing the appropriate level of training to the number of people required as identified by the ILEC.  The number of people will vary depending upon the circumstances such as: 

· this is the “first of” the technology in the ILEC area;

· there are similar technologies in the ILEC area; and

· the office is attended/unattended or remote.

It is to the advantage of the IC to train as many ILEC people as possible.  This will increase the base of appropriately trained personnel available whenever emergency response is required.

The ILEC is responsible to maintain the quantity of trained people available at the level agreed to.  Subsequent training required due to ILEC staff turnover is the responsibility of the ILEC.

Additional training required due to hardware and software upgrades or enhancements is the responsibility of the IC as determined by the IC.  

The IC will select the training course and specify the level of training required, e.g., board changing only, full maintenance course, etc.   A copy of the course objectives and tasks that the students will be able to perform upon successful completion of the course will be provided to the ILEC.  All costs associated with the initial training will be borne by the IC.  If additional training is required due to a change in the scope or tasks to be performed by the ILEC personnel then all costs associated with the training will be borne by the IC.  Training costs required due to equipment upgrades are also the responsibility of the IC.

3.13
Exchange of Information

There is a requirement for both the ILEC and the IC to provide each other with detailed information to facilitate the expedient trouble resolution.  Appendix A to this document contains a form which is required to be completed (Part A by the ILEC and Part B by the IC) prior to equipment turn up.  Each party is responsible for any updates/changes on its portion of the form and for distribution of the updated form to the other.  

Copies of the completed form will be kept at the:

· IC Trouble Report Center;

· ILEC Trouble Report Center; and

· The virtually co-located equipment location.

3.14
Process Maps
The following pages contain process maps and descriptive backup material which provide a more detailed explanation of the action and output for each of the task boxes on the process maps.  The processes are:

1. FAULT CLEARANCE: This map describes the steps from the time the IC determines that maintenance assistance for fault clearance is required at the virtually co-located equipment until the fault is cleared and the ILEC technician is released and the information is forwarded to the ILEC billing group.
2. PREVENTIVE MAINTENANCE: This map describes the steps from when the IC prepares the schedule of preventive maintenance work until the work is completed and the information is passed to the ILEC billing group.
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3.14.1 Process Map for Fault Clearance

3.14.2
 Details of Fault Clearance Process Map

BOX
ACTION
OUTPUT

1
Analysis of surveillance or trouble indicators indicates that maintenance personnel are required at the virtual co-location equipment location.


2
Contacts Trouble Reporting Center for IC (if it is different than the surveillance center) and requests ILEC personnel to attend virtually co-located equipment location. 
· Provides: building location, equipment designation and type of assistance. 

3
Contacts ILEC via predetermined method and requests ILEC personnel to attend virtually co-located equipment location.  Logs details using appropriate methods and systems.
· Provides: building location, equipment designation and type, type of assistance and trouble reference number.

4
Logs request details using ILEC trouble tracking system and initiates call to appropriately trained maintenance technician for dispatch to virtually co-located equipment location.
· Completed trouble log

· Maintenance technician dispatched.

5
Arranges to attend virtually co-located equipment location per request.

Upon arrival, calls the predetermined IC surveillance contact for direction.
· Contacts IC surveillance contact.

6
Records details of ILEC personnel time and location.


7
Dialogues with the ILEC personnel to perform the necessary trouble clearing activities.  
· Instructions and when to perform each step of the trouble clearing activity.

8
Dialogues with the IC and performs the necessary trouble clearing activity when directed. 
· Completed trouble clearing activity.

9
Decision-IC determines whether maintenance spares are required.


10
Initiates IC internal procedures to ship necessary maintenance spare(s) to the virtually co-located equipment location.

Removes appropriate equipment from service to allow suspected defective circuit pack replacement.

Provides release on equipment to ILEC personnel.
· Maintenance spares shipped to virtually co-located equipment location

· Provides release on equipment

11
Replaces defective circuit pack using industry/manufacturer standards.
· Informs IC of completion of circuit pack.

12
Decision-did replacement of circuit pack correct the trouble?


13
Restore equipment to fully operational.

Advise ILEC personnel that they are released. 

Uses internal procedures to close trouble report.
· Releases ILEC maintenance personnel and confirms release time. 

14
Contacts ILEC and advises them of trouble clearance
· Provides date, time of release.

15
Closes trouble log with information provided by ILEC maintenance personnel.

Prepares appropriate documentation for billing IC for time spent.
· Completed form to billing dept.
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3.14.3   Process Map for Preventive Maintenance
3.14.4
 Details of Preventive Maintenance Process Map 

BOX
ACTION
OUTPUT

1
Prepare list of preventive maintenance work items (routines) and document on a schedule per manufacturers guidelines and local requirements.
· List of routines and dates scheduled.

2
Enters routines into admin. system and forwards copy of admin. system output to maintenance personnel.
· Standard work schedules.

3
Files schedule using established methods and procedures.


4
Prior to scheduled date the IC contacts the ILEC to confirm personnel availability.  To be completed 48 hours prior to time work is to be performed. 
· Request for decision to perform work.

5
Reviews schedule and staff availability.


6
Decision:  Can work proceed based upon trained personnel availability.


7
If unable to complete due to ILEC personnel then IC must be contacted and negotiate another schedule date. 


8
Contact ILEC and provide details for work to be performed.

Schedules IC staff as necessary.

To be completed 24 hours prior to time work is to be performed.
· Time scheduled.

· Contact name and number.

· Equipment release information. 

· Shipment of test equipment (if applicable).

· Instructions for scheduled work activity.

9
Record details and schedule appropriately trained personnel.
· Personnel scheduled.

10
Contacts IC for authorization to proceed.


11
Arranges for equipment release if necessary, opens activity log and provides ILEC with necessary instructions.
· Equipment release.

· Work activity direction.

· Log reference number for tracking activity.

12
Performs scheduled maintenance as directed.
· Preventive maintenance completed.

13
Decision-Is preventive maintenance complete and equipment returned to service and functioning normally?


14
Advise ILEC technician of work complete and closes log.
· Provides log closure time and release.

15
Contacts Trouble Reporting Center.
· Provides IC log number, work activity summary and time spent.

16
Prepares appropriate documentation for billing of time to IC.
· Completed form to billing dept.

4. Installation of Co-location Equipment

4.1
Overview

This section is intended to provide the groups responsible for the maintenance of CO equipment with the overall roles and responsibilities of the various groups involved with the installation and turn up of co-location equipment.

Within the ILEC there is a co-location PM who is the focal point for gathering inputs from all of the ILEC groups involved and provides a single point of contact for co-location issues/problems.

The PM is the site contact for liaison with the IC for new site installation activity.  They perform the same function for co-location installations as they do for an ILEC installation.

ILEC normal processes and procedures will be used as part of all co-location installation and construction activity.  This means that the ILEC and IC forces will participate in Job Review Meetings chaired by the PM as required for new IC requests.

4.2
Additions or Upgrades (IC Initiated)
IC’s requests for additions or upgrades will be handled using existing co-location provisioning processes.

The addition/upgrade will be coordinated by the ILEC PM using established ILEC processes.
4.3
Relocation or Rearrangement (ILEC initiated)
Under the terms of the COLA, the ILEC may initiate a relocation or rearrangement of the equipment in a COLA.  Relocation or rearrangements required by the ILEC will be explained prior to the move.

The ILEC will determine whether the relocation/rearrangement will be performed by the ILEC, by the IC, or jointly.  Established ILEC processes will be used to complete the relocation/rearrangement.

4.4
Termination
Guidelines for termination of a virtual co-location arrangement and removal of equipment are covered in the appropriate section of the COLA.

4.5
Physical Co-location Equipment Installation

4.5.1
ILEC Installation Responsibilities

The ILEC will be responsible for:

· consulting by the group performing the building planning function in the selection of the co-location area;

· participating in Job Review Meetings chaired by the PM;

· providing an estimate of the project management time that will be required; and

· tracking and reporting time and expenses related to the co-location installation activities where the ILEC has been requested to perform functions on behalf of the IC.

Any problems or concerns that the network maintenance personnel have will be relayed to the IC via the PM who is overall prime to ensure that the equipment is installed safely and to ILEC requirements.  This applies to both equipment installation and any physical/structural rearrangements that are necessary.

4.5.2
IC Responsibilities
The IC shall be responsible for:

· installing equipment in a safe manner and within ILEC technical requirements for items such as grounding and bonding, etc.; and

· providing sufficient notice for escort requests if necessary so that the ILEC can reasonably accommodate them.

4.5.3
Job Review Meeting
Prior to start of the installation or construction activity, e.g. bay removal, changing end terminal equipment the PM is responsible to schedule and chair the first Job Review Meeting.  Meetings are scheduled as required and can be requested by either party.

The Job Review Meeting will be held between the ILEC and IC designated representatives and other involved groups to discuss at minimum the following items:

· scope of job;

· schedule;

· hours of work;

· security and building access;

· safety;

· equipment delivery;

· parking, housekeeping and real estate items;

· cable holes;

· connections to ILEC power provided equipment; and

· telephones.

4.5.4
Testing and Turn-up
The testing and turn-up of the IC equipment is the responsibility of the IC.

The PM is responsible to coordinate any required system testing between the ILEC installation group and the IC or the IC’s contractor.  Testing consists of verification of the wiring (connecting/interconnecting links only when IC requests the ILEC to terminate at the IC end) required to connect the IC equipment to the point of termination or interconnection to the ILEC.  This cooperative testing will serve to highlight and flag any wiring problems and allow for repair before any service requests.

If the IC does not request the ILEC to terminate the links at the IC end, continuity testing is not required to be performed by the ILEC.  If the IC requests continuity testing it will be provided by the ILEC and billable on a time and material basis.  It is strongly recommended that the IC request continuity testing.

4.6
Virtual Co-location Equipment Installation

4.6.1
General

Under a virtual co-location COLA, the local maintenance forces are required to treat the equipment as if it was their own.  That is, normal ILEC project flow will be used for installation, turn-up and initial line-up.  The IC will be the overall control (Control Office) for the completion of the facility work or equivalent.

4.6.2
ILEC Network Maintenance Responsibilities
The ILEC in the provisioning of virtual co-location equipment will be responsible for:

· consulting by the building planning groups in the selection of the floor space;

· participating in the Job Review Meeting chaired by the PM;

· providing an estimate of the project management time that will be required;

· tracking and reporting time and expenses related to the co-location installation;

· scheduling personnel on training provided by IC;

· working with installation forces in equipment turn up;

· completing line up and tests required to complete the Facility Work Order (FWO) under the direction of the IC;

· performing acceptance tests per the installation instructions and notify the IC of any deficiencies;

· connecting the equipment to the ILEC network when the equipment and facilities have passed the necessary tests;

· completing and maintaining Part A of the virtually co-located equipment information data sheet (Appendix A); and

· meeting with the IC operations representative and reviewing and completing the operations check list for the virtual co-location data sheet (Appendix B).

4.6.3
IC Responsibilities
The IC forces are responsible for:

· providing training to ILEC personnel prior to equipment turn up;

· providing any test sets, tapes, etc. that are required to perform the equipment turn-up, line-up and completion of the Facility Work Order;

· providing the ILEC with installation instructions;

· providing assistance and co-operation to the ILEC so that the latter can install and accept the equipment and facilities to ensure satisfactory installation, testing and operation of the virtually co-located equipment;

· completing and maintaining Part B of the virtual co-location equipment Information data sheet (Appendix A); and

· meeting with the ILEC operations representative to review and complete the operations checklist for virtual co-location data sheet (Appendix B).

4.6.4
Testing and Turn-up
Upon completion of the installation of the IC Equipment and IC facilities, the ILEC shall perform the acceptance tests that form part of the installation instructions.  If the IC Equipment fails to meet acceptance test limits, the ILEC and the IC will cooperatively work together to resolve failures and deficiencies.

The IC will provide any test data, equipment or simulations which are required by the ILEC to ensure satisfactory installation, testing and turn-up of IC Equipment and IC facilities.

The ILEC will provide the IC with written confirmation of successful acceptance of the IC Equipment.

5.
CO-LOCATION EQUIPMENT INSPECTION

INSPECTION

The ILEC may at the time of installation, and subsequently on a periodic basis, access the co-location area to inspect the IC Equipment.   The ILEC will notify the IC in advance of the inspection and the IC shall have the right to be present at the time of inspection.

5. Appendix A

VIRTUAL CO-LOCATION EQUIPMENT INFORMATION

PART A Date (ccyy/mm/dd) completed by the ILEC      /    /      
ILEC INFORMATION
ILEC name
____________________________________

Equipment
Type:                                      Designation

Building CLLI
____________________________________

Location
Floor____________   Aisle and bay Location_____________

Street__________________________________________

City_____________________ Postal Code_____________
  

Trouble Report Center (7/24)


(_______)_______________________

Attended
 FORMCHECKBOX 
No

 FORMCHECKBOX 
Yes     Days  M  T  W  T  F  S  S (circle appropriate days)

                   Time:   From _________ To ___________

OTHER: 

PART B Date (ccyy/mm/dd) completed by the IC       /    /              
IC INFORMATION
IC company name
____________________________________

Trouble Report Center (7/24)


(______)_______________________

Circuit pack and equipment  shipping detail
Courier:______________________________

Contract/Reference #__________________________



Return circuit packs/equipment to:
Dept.:____________________

Street:________________________________

City:____________________ Postal Code:____________



7.
Appendix B

OPERATIONS CHECKLIST FOR VIRTUAL CO-LOCATION

Virtual co-location equipment location______________________________

Part A-Storage and Tools (to be completed by the IC Operations Representative)
Does the IC require storage space for any of the following items in the virtual co-location area?


Maintenance Spares

 FORMCHECKBOX 
Yes      FORMCHECKBOX 
No


Test Sets


 FORMCHECKBOX 
Yes      FORMCHECKBOX 
No

If storage space is required, then an addendum to the COLA or Special Facilities Tariff will be required.

Are any special tools or test cords required   
 FORMCHECKBOX 
Yes*  ___________    FORMCHECKBOX 
No

to be supplied by the IC                                                         Supplied  CCYY/MM/DD





*If YES then attach a list of Tools and Test Cords supplied
Part B Training (Items 1 to 3 to be completed by IC, Item 4 Jointly and  Items 5 and 6 completed by ILEC)

1. Quantity of ILEC personnel to be trained by the IC_________

2. Training duration _____ hours

3. Training location_____________________________

4. Training dates and quantity of students per date:

     Quantity ___________    Date _______________
     Quantity ___________    Date _______________

     Quantity ___________    Date _______________

     Quantity ___________    Date _______________

                                                                                                           (Date CCYY/MM/DD)
Copy of course objectives provided to ILEC        FORMCHECKBOX 
Yes ___________
                                                                                                                                            Supplied  CCYY/MM/DD
Copy of tasks provided to ILEC                           FORMCHECKBOX 
Yes ___________
                                                                                                                                            Supplied  CCYY/MM/DD
Part C Information Exchange
Equipment documentation supplied to ILEC.



 FORMCHECKBOX 
Yes ___________

                                                                                                                                                                                         Supplied  CCYY/MM/DD
Virtual co-location equipment information form (Appendix A) completed.
 FORMCHECKBOX 
Yes  ___________

                                                                                                                                                                                         Completed CCYY/MM/DD
_________   ___________________________   _________   ___________________________

 (Date CCYY/MM/DD)                           (ILEC Representative)                                    (Date CCYY/MM/DD)                                (IC Representative)
*** End of Document ***
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