
  

 

  
  

 

 

20251020 - ACOP 27 Aide Memoir Roles & 
Responsibilities (Annex I) Ver 3.0 

ACOP 27 Aide Memoir – Process Flow Diagram.  

Appendix: 

A. Information Flow Diagram - Energisation Request’s, Hand Over Takeovers (HOTO), Interim HOTO, Final HOTO. 
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Appendix A to 
20201020 - ACOP 27 Aide Memoir Roles & 
Responsibilities (Annex I) Ver 3.0 

ACOP 27 Communications Process Flow  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity Comms flow ICP to Leep PM 

Pre Energisation Audit. Prior to the primary energisation liaise with PM to arrange 
Pre Energisation Audit. Typically providing all test results for transformer and close 
coupled equipment, including factory test certs (warranties), pressure test on HV 
POC cable (Ref only). LV dead test results. Protection setting for ACB, small power 
& lighting test results, earthing results. Your PM will provide a brief on this 
activity and requirements, as a prerequisite, the Pre Energisation process sits 
outside ACOP 27.  
 
Request Primary Energisation - Provide number of System Locks & Keys 
 
Confirm Initial Handover Takeover (HOTO) – Signing of Annex A and issuing of 
locks & keys. This will typically be at the primary energisation. 
 
Interim HOTO (if applicable) - For handing over fully built out and energised 
circuits. E.g. a block of apartments fed off Pillar Ways 1 & 2. 

For Interim or Final HOTO – Supply all: 
As Laid Update LV Main 
Internal Riser & lateral SLD’s 
All test results for main and lateral services (Supply Point Testing certs).  
 
Request Final HOTO 
 

 

Activity/Comms Flow ICP to Control – 
EMERGENCIES  

Emergency cable strike, outage of 
dangerous situation. 
Request to Isolate occupied or metered 
homes - Planned Supply Interruption (PSI). 

 

ICP 

Activity/Comms Flow Leep Control to ICP 

Issue of Transfer of Control (ToC) 
Temp Suspension of ToC 
Reinstatement of ToC – following remedial 
restoration works 

 

Activity/Comms Flow COMER or Repairing Contractor to Leep 
Control 

Regular fault updates. Record activity in Control log. 

Confirm & report no other contractors or the ICP are working on 
the network. Record activity in Control log. 

Confirm receipt of ToC and removal of Tayhope and fitting of single 
Leep lock & Signage. 

Notify Leep of repair. Record activity in Control log. 

Post works - Request to handover ToC to Control. Record activity 
in Control log. 
Issue As laid and any supply point testing reports for the repair. 
Record activity in Control log. 

 

COMER or 
Repairing 

Contractor 

Activity/Comms Flow Leep PM to ICP 

Confirm & issue dates Primary 
Energisation  
Confirm & issue dates Initial Handover 
Takeover (HOTO). 
Confirm & issue dates Initial Handover 
Takeover (HOTO). 
Confirm & issue dates Initial Handover 
Takeover (HOTO). 
Arrange all Leep SAP to site for HOTO’s 

 

Activity/Comms Flow to COMER or Repairing Contractor 

Issue Supply Restoration & failure details – Affected customers. 
Record activity in Control log 

Following suspension of ICP’s ToC, Issue of Transfer of Control 
(ToC). Record activity in Control log. 

Instruct COMER or contractor to walk the circuit and ensure no 
one is working on the main. Record activity in Control log. 

Instruct COMER to remove Tayhope, from LV cabinet & fit a single 
Leep lock with signage. Record activity in Control log.  

Following repair – COMER/contractor to remove signage and 
replace Tayhope on LV Cabinet. Record activity in Control log 

Cancel ToC for COMER/contractor. Record activity in Control log 

 

Emergency Supply Restoration or Planned Supply Interruption Process  

Leep 
PM 

Leep 
Control 

        Black Arrows denote comms from 

ICP or Repairing Contractor.  

         Red arrows denote comms from 

Leep PM or Control  

Activity 

Single point of contact & mailbox to 
Leep Control  
control@leeputilities.co.uk 
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