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Purpose 
 
The purpose of this procedure is to document the process for issuing permit numbers and 
track allocation planning in an effort to maintain a safe environment and efficient transit 
system for Tide customers, employees, and contractors when work is being performed on 
the Tide right-of-way (ROW). 
 

Policy Statement 

 
This procedure is limited to the agency’s internal procedures for issuing permit 
numbers, track allocation planning and the Daily Operating Clearance.  Refer to SOP 
101.13 WORK PERFORMED ON THE TIDE ROW for procedures and requirements 
regarding applications for temporary work permit for contractors and Hampton Roads 
Transit departments. 
 

Procedures 

ASSIGNING PERMIT NUMBERS 

Rail Operations assigns all permit numbers for work within the operating ROW and 
communicates this number to the contractor following the logic in the example below. 

 

Year project 
began 

Month project 
began 

Week of the project Designation and 
sequential order 

10 07 02 C02 

 
The example permit number 10-07-02-C02 refers to the 2nd contractor project started in 
July of 2010 during week 2 of the work. C = Contractor / T= Tide 
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PROCEDURE FOR TRACK ALLOCATION PLANNING 
 

• Track Allocation planning meetings are held every Wednesday at the Norfolk 
Tide Facility to schedule work within the ROW for the following week. 

 
Note:  If a Tide recognized holiday falls on a Wednesday, the track allocation 
planning meeting is scheduled on that Tuesday. 

 

• All submitted permits are reviewed and must be approved by Rail Operations, 
Rail Systems, Track Department, Safety Department and Engineering Facilities 
at the weekly Track Allocation meeting prior to work being performed if the 
described work is applicable to that department. 

 

• All requestors, including HRT project managers, are required to attend the 
weekly track allocation meeting with Rail Operations, Rail Systems, Engineering 
Facilities, Safety Department and ROW Maintenance to respond to questions 
regarding proposed work.  Attendance will be tracked during each meeting.  Any 
requestors needing to call in for the Track Allocation meetings will be 
accommodated only under certain circumstances. 

 

• Once the requestors permits are reviewed and approved, Rail Operations 
Department will provide each requestor a copy of the approved temporary permit, 
which must be available on the project site to confirm permission to occupy the 
ROW.  Requestors of the approved Work Permit are responsible for ensuring 
that the designated flagger, the foreman, and work crew members are fully aware 
of the work plan prior to reporting on the project site. 

 

• Rail Operations will develop a detailed Track Allocation Spreadsheet that will 
contain all internal and external approved work permits. Rail Operations will issue 
the approved Track Allocation spreadsheets to all affected parties including The 
City of Norfolk’s ROW & Development Administrator via email distribution list.  
Refer to the Track Allocation spreadsheet sample in this Standard Operating 
Procedure (SOP). 
 

• Rail Operations Department maintains approved work permit(s) and the current 
Track Allocation spreadsheet in a weekly track allocation folder maintained in the 
Operations Control Center (OCC).   

❖ The approved work permits, and track allocation sheets are maintained on file 
for 3 years. 

Note:  Scheduling of ROW activities is subject to availability of Rail 
Operations, Rail Systems, Engineering Facilities, Safety Department, Security 
Department and customer service considerations based on the impact the 
proposed work has on service quality and train schedules. 
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• Work within the ROW requiring temporary restrictions will only be allowed during 
the non-peak operating times of Monday – Friday, 9:30 AM to 3:30 PM and 6:30 
PM to the end of revenue service and on Saturday and Sunday. 
 

• Based on the safety risk associated with each project, some work will be 
restricted to the after-revenue service hours of 12:30 AM to 5:00 AM. 

 

• Work requiring temporary restrictions will be indicated on the Daily Operating 
Clearance.  Rail Operations will issue the Daily Operating Clearance on a daily 
basis. 
 

• Requestors must contact the Control Center via Hampton Roads Transit two-way 
radio using, Operations 1 channel for permission to access the ROW prior to any 
activity conducted and contact the Control Center once all work is complete.   
 

Note:  OCC has authority over all activity along the ROW at all times. 
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ATTACHMENTS 
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