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INTRODUCTION

1.1 Purpose

The purpose of this Permit to Work (PTW) procedure is to ensure that the controls necessary
are available to provide safe performance for work against a specific range of potentially
hazardous tasks. These activities are explained in Section 6. This procedure shall be used in
alignment with the suite of BP AzSPU SSOW procedures as identified in section 1.9.

PTW is the generic term that refers to documents for controlling work. These documents are
designed to cover different work activities and will be addressed within this procedure.

1.2 Scope

The contents of this Safe System of Work are applicable to all BP owned and managed
sites/installations in Azerbaijan and Georgia. Contractors working on BP owned or managed
sites/installations are also responsible for alignment with this SSOW.

This document does not replace the procedures prepared and adopted by specialist contractors.
Neither does it supersede any national and local regulatory requirements.

This SSOW contributes to compliance with the “HSE expectations” contained in “getting HSE
right”, the ‘Golden Rules of Safety’ and the Control of Work (CoW) standard that the Hazards
associated with BP activities are identified and that the Risks are assessed and managed.

All guidelines contained shall be regarded as the minimum requirements for BP owned or
managed sites in Azerbaijan and Georgia.

The scope covers defined activities of BP staff and Contractors at all BP AzSPU sites and
installations.

1.3 Legislation & Standards

The aim of this Safe System of Work is to achieve no accidents, no harm to people and no
damage to the environment. To achieve this aim, this SSOW complies with National Legislation,
the terms of the Production Sharing Agreement (PSA) and mandatory BP Standards.

The best International Oil Industry practice and relevant goal setting legislation have been
adopted to reduce the level of risk to as low as reasonably practicable and therefore well below
that mandated by applicable statutory laws and regulations.

In the absence of local regulations, BP Group Standards will apply. In addition, appropriate UK
and US regulations and industry best practice have been considered in setting suitable goals
and targets.

14 Safe System of Working

An SSoW is a process that is entirely competent person dependant. It takes a request to
perform an activity and after challenging it through the system, formally gives approval to
proceed under stated controls. The System systematically identifies and controls any hazards
that may be present in the task, in the environment in which the task is to be performed and in
any hazardous interactions with other activities in the same area.

The Safe System of Work starts with Planning in order that all activities in an area, whether
Work or Operational Tasks are identified. These activities are communicated to the responsible
persons for the area so that a suitable Assessment of Risk may be carried out to identify any
hazards and allocate appropriate control measures. Should the activity require the application of
company standards, these should be consulted to ensure compliance. The activities must be
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co-ordinated to prevent any conflict between work and operational tasks. Supervision must
identify and control hazards, authorised work to proceed, and ensure continued compliance with
conditions during work period.

The suitable and sufficient Assessment of Risk is an essential part of the Safe System of Work.
Assessment of risk can generally be achieved by the Permit to Work system. In instances where
there may be a higher risk potential in the task, or compliance with Company Standards cannot
be achieved, Risk Assessment level 2 can be triggered. Risk Assessment level 2 is a formalised
team process for the assessment and control of risk (See AZSPU-HSSE-DOC-00063-2).

The Permit to Work System is a formal written system used to control work. It communicates
requirements between site / installation management, plant supervision, operators and those
who carry out the work, and anyone involved in the safe system of work. Essential features of
the system are:

Define the task

Identify the hazards

Allocate the controls

Co-ordinate the work

Identify & control competency requirements
Authorise the work to proceed

Issue instruction to proceed for authorised period
Re-issue shift by shift

Confirm task completion

Safe reinstatement of plant & equipment
Cancel documentation

While the Permit to Work System, Company Standards and Risk Assessment level 2 provide for
Safe Systems of Work, the role of the individuals within the system cannot be understated. Each
must exercise their competence and discharge their responsibility in support of the system.

15 Company Requirements

It is a company requirement that all tasks are subjected to an assessment of risk to demonstrate
that risks have been reduced to as low a level as reasonably practicable (ALARP). This can be
achieved by complying with the Company’s existing standards. Where compliance with
Company standards cannot reasonably be achieved, a formal level 2 Risk Assessment will be
undertaken to identify any additional controls and demonstrate that risks remain as low as
reasonably practicable. Whether by compliance with Company Standards or through level 2
Risk Assessment, the Company’s Golden Rules of Safety must be complied with. Golden Rules
are non-negotiable.

1.6 Stopping Unsafe Work

To stop the continuation of potentially unsafe work at the earliest possible stage the Control of
Work (CoW) Policy and this Permit to Work procedure make it very clear that all personnel are
obliged and have the authority to “STOP” the work that they consider to be unsafe.

1.7 Deviations & Local Rules

This procedure is written in sufficient detail that it should be able to be applied consistently at all
sites or installations. There may still be the requirement for some local rules covering site or
installation specific logistical & administrative arrangements and local variations in
responsibilities to reflect differences in organisational arrangements. These local rules should
not deviate from the core processes within this document. Any form of deviation from this
procedure, including but not limited to local rules, shall be requested and authorised in
accordance with the SSOW Deviations from Regulations and Procedures (Doc. No: AZSPU-
HSSE-DOC-00011-2).
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1.8 Document Review

This document will be reviewed on an annual basis when users from the site will have an
opportunity to propose changes to the existing processes and procedures. The document
Technical Authority will be responsible for coordinating this review.

1.9 SSOW Specific Cross References
This PTW procedure shall, where appropriate, be used in conjunction with this suite of BP
AzSPU SSOW Procedures referenced below.

Document Number

Title of Procedure

AZSPU-HSSE-DOC-00011-2

Deviations from Regulations and Procedures

AZSPU-HSSE-DOC-00060-2

PTW Procedure

AZSPU-HSSE-DOC-00012-2

Authorisation

AZSPU-HSSE-DOC-00063-2

Task Risk Assessment

AZSPU-HSSE-DOC-00048-2

Energy Isolation-Electrical

AZSPU-HSSE-DOC-00049-2

Energy Isolation-Process

AZSPU-HSSE-DOC-00013-2

Confined Space Entry

AZSPU-HSSE-DOC-00054-2

Incident Investigation and Reporting

AZSPU-HSSE-DOC-00015-2

Control of Inhibits & Overrides.

AzSPU-HSSE-DOC-00050-2

Procedure for Excavations.

AZSPU-HSSE-DOC- 0002-2

BP Control of Work Standards

1.10 Permit to Work Golden Rules of Safety

PTW is one of BP’s Golden Rules of Safety and states:

Before conducting work that involves confined space entry, work on energy system, and ground
disturbance in locations where buried hazards may exist, or hot work in potentially explosive
environments, a permit must be obtained that:

Defines scope of work

Identifies hazards and assesses risk

Establishes control measures to eliminate hazards or mitigate the risk
Links the work to other associated work permits or simultaneous operations
Is authorised by the responsible person(s)

Communicates above information to all involved in the work

Ensure adequate control over the return to normal operations

1.11 Language Facilitation
Due to the various languages spoken at site, there is a necessity to assist all with “an ease of
understanding”. Therefore, the development and use of information tools are available.

1.12 Procedure Summary

A Procedure Summary has been developed in a form of a leaflet, which can be carried by the
Line Supervisors while conducting their day-to-day work tasks. The Leaflet summarizes the
contents of this Permit to Work procedure. The Procedure Summary can also be used as a
guideline for Line Supervisors to deliver their daily toolbox talk. (See Appendix 14)

2 DEFINITIONS

AA Area Authority
AAA Affected Area Authority
AEP Authorised Electrical Person
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AGT Authorised Gas Tester
AlP Authorised Instrument Person
ALARP As Low as Reasonably Practicable
BUL Business Unit Leader
BOC Break of Containment
CBT Computer Based Training
CCR Central Control Room
CEP Competent Electrical Person (AIP, AEP, SAEP & REP)
CMAS Competence Management Assurance System
COSHH Control of Substances Hazardous to Health
COow Control of Work
CRO Control Room Operator
CSE Confined Space Entry
CW Cold Work
DH Department Head
FW Fire Watcher
FP Formal Procedure
HWNF Hot Work Naked Flame
HWSP Hot Work Spark Potential
IA Isolating Authority
ICC Isolation Control Certificate
IRA Isolation Risk Assessment
LSA Low Specific Activity
L2RA Level 2 Risk Assessment
LTI Long-Term Isolations
MOC Management of Change
NORM Naturally Occurring Radioactive Materials
OIM Offshore Installation Manager
ORA Operational Risk Assessment
PA Performing Authority
PTW Permit to Work
PTWC Permit to Work Coordinator
PUL Performance Unit Leader
RA Risk Assessment
REP Responsible Electrical Person
SAEP Senior Authorised Electrical Person
SARA Stand Alone Risk Assessment
SC Site Controller
SM Site Manager
SSOwW Safe System of Work
STT Sanction to Test
TA Technical Authority
TBT Toolbox Talk

3 ROLES & RESPONSIBILITIES

The key roles and responsibilities within the PTW process are described below.

3.1 Performance Unit Leaders (PUL)
Performance Unit Leaders are responsible for:

e Ensuring that the PTW Process is applied at sites within their area of responsibility.
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e Periodic internal reviews and / or audit of the operations of the PTW.

3.2 Asset Manager
The Asset Managers are responsible for:

e Ensuring that the PTW Process applied at their sites are authorised by them prior to
implementation.
e Periodic self-regulatory reviews.

3.3 Site Managers (SM) / Site Controllers (SC) / Offshore Installation Managers (OIM)
Site Managers Site Controllers and Offshore Installation Managers are responsible for:

e Overall operation of the PTW on their site and ensuring that the procedures described in
this document are consistently followed.

e Ensuring that the PTW process is subject to regular monitoring and auditing, acting
upon the results of these audits to maintain the integrity of the system and proposing
any recommendations for system improvement.

e Ensuring that the training and competency standards, as defined in this document, are

followed and to satisfy him / herself that the AA is competent

Authorization of all categories of Work Permits.

Approval of all Level 2 Risk Assessments (Normal, ORA, IRA & SARA).

Approval of lessons learned and audits.

Signature for approval of Deviations from this procedure.

Approval of all Formal Procedures

34 Department Head (DH)
The Department Head (where applicable) roles and responsibilities are:
e Operation of the PTW process within their areas of responsibility.
o Countersignature of all categories of permit within their area of responsibility and
ensuring that the appropriate hazards and controls have been identified and mitigations
are in place for the planned task.

35 Area Authority (AA)

The AA is responsible for the day-to-day management of the PTW process within their area of
responsibility. The AA is normally the Shift/Operations Team Leader or equivalent, although any
individual can be dedicated to the role providing the individual is trained and competent. There
may be more than one AA at any particular site. The duties of the AA are:

e To report to the SM/SC/OIM and have overall responsibility for the safe control of work
activities in accordance with these procedures and within their designated area. This
includes the issue of all Work Permits.

e Liaising closely with the PA’s when planning permits, to ensure that the appropriate
hazards and controls have been identified for that task.

e Ensuring that the appropriate level of risk assessment has been carried out for the task
(Level 1 or 2) and acting as the Task Risk Assessment Team Leader

e Ensuring that all the appropriate control measures have been put in place prior to a
permit being issued, confirming that the PA fully understands the scope of the task.

¢ Providing the culture to “STOP the Job” if anyone feels unsafe.

e Approval of isolation design, control of isolation implementation and ensuring that the
isolation is in place prior to allowing an associated permit to be issued. Also ensuring
that the isolation is properly removed after completion of the work and cancellation of

the permit.
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3.6

To ensure that the worksite inspections are carried out before, during and after the
performance of each task (some of this task activity may be delegated to a competent
nominated person).

To ensure that there is a walk through of every work site activity before and after
completion of work as a minimum, ensuring good housekeeping, isolations and tags
removed as appropriate.

Ensuring that adequate handovers take place at shift change, crew change or other
change out/over of AA’s, PA’s and IA’s

Validate lessons learned and audits.

To ensure that any cancelled permit to work documents are replaced with new ones.

Be familiar with all AzZSPU Caspian SSOW documents.

Revalidation of Permits

Affected Area Authority (AAA)

This applies where there is more than one AA on a site. Where activities carried out in one area
impinge or impact on activities in another area. (e.g.: Simultaneous Operations-SIMOPS), then
the AA must inform the AAA. The AAA must:

3.7

Be aware of all responsibilities of the AA as above.

Countersign the Permit from the adjoining area to confirm that he/she is aware of the
activity-taking place and that the hazards can be effectively managed with specified
controls.

Be aware about duration and types of all isolations affecting the work area and the area
under his/her responsibility.

Communicate with personnel working within his/her area that may be affected by the
adjacent activities to ensure that they understand the potential impact on their activities.

Performing Authority (PA)

The PA is the responsible person for the activity being carried out under the Permit. The PA
must be competent to perform the task and be fully conversant with the equipment and tools
being used. The PA may be the person carrying out the task or may be supervising a group of
people carrying out the job. The PA can be responsible for more than one task at any one time
providing he/she can safely manage the tasks concurrently. The PA’s main duties are to:

Reports and interacts regularly with the AA and AAA on any Management of Change
(MOC) issues to ensure the risks from all hazards are mitigated by controls to ALARP.
Create the Permit and identify the hazards and control measures (Level 1 Risk
Assessment) for the task being planned.

Participate in any Level 2 Risk Assessment where required.

Ensure that where other persons are involved in the task, they fully understand the
scope of the work and the hazards and controls for the job by holding a toolbox talk
meeting. This includes ensuring that all of those involved in the specific work activity
sign off the worksite hard copy of the Permit.

Provide the culture to “STOP the Job” if anyone feels unsafe.

Ensure that only personnel authorised by the Permit participate in the work and no
unauthorised interference takes place.

e Ensure that all controls are applied prior to commencing task.
e Ensure that only work covered within the scope of the Permit takes place.
e Ensure that lessons learned from the job are captured.
o Ensure that where there are any deviations from the initial Permit conditions the work
will be stopped and reassessed.
e Ensure that the worksite is kept in a clean and safe condition both during and upon
completion of the job.
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e Ensure adequate handovers take place at shift and crew change periods with the
oncoming PA and AA.

Note: A PA and an AA cannot be the same person on a permit. (e.g.: each task has to have
separate PA’s and AA’s)

3.8 Control Room Operator (CRO)

The role of the Control Room Operator (CRO) varies considerably between sites and another
person, typically an AA or AAA, may carry out some of these duties. Inhibition and
reinstatement of sections of the fire and gas detection or protection systems in support of work
control activities in accordance with requests made by the AA. The duties of the CRO within the
PTW system are, but not limited to:

e Ensuring safety system status board is up to date.
e Ensuring inhibit / override register is kept up to date and audited.
e Ensuring all inhibits / overrides are handed over at the end of each shift.

3.9 Authorised Gas Tester (AGT)

Authorised Gas Testers are approved persons who have been trained and certified in gas
testing, they are authorised to test for the presence of flammable vapours, toxic gas and
oxygen as required in support of the Permit or Entry Certificate as requested by the AA.

Level 1 AGT’s are competent to carry out gas testing on all activities including Confined Space
Entry (CSE) activities. For confined space work the Level 1 AGT must retest the atmosphere at
the start of each shift, or when the work has been suspended.

Level 2 AGT’s are qualified to carry out gas tests in support of all activities excluding
Confined Space Entry & carry out continuous monitoring during ongoing work.

Level 3 AGT’s are individuals, usually the PA, who is approved by the Site Controller as having
undergone practical instruction by a Level 1 or 2 AGT on the use and interpretation of the
results from both portable and personal gas monitors. The AGT3 has no authority to record gas
test results on PTW; their responsibility is only for continuous monitoring.

3.10 Firewatcher (FW)

A firewatcher must be present to monitor the work area while fire and gas systems are inhibited
for hot work, e.g. welding and burning. The Firewatcher must be suitably trained in the
equipment they have to handle and are responsible for ensuring that:

Suitable fire fighting equipment is available and ready for inmediate use.

Flammable materials are cleared away from the worksite.

Drains remain covered and sealed.

Sparks and welding spatter are contained (by the use of fire blankets, water sprays etc)
They are familiar with the location of the nearest fire alarm activation means and when
and how the fire alarm will be raised where a fire or gas release occurs in the area.

The alarm is raised should there be a fire or gas release in the area.

e In complex multi-deck layouts, more than one firewatcher may be required.

3.11 Isolating Authority (I1A)

The Isolating Authority is responsible for isolating specific sections of plant or items of
equipment to the highest quality and for the security of isolation, which is reasonably
practicable. The IA is also responsible for demonstrating the integrity of the isolation to the AA
and PA and for monitoring the integrity of isolations whilst they are in force. The relevant IA shall
also witness the insertion of spades to achieve positive isolation when required. The IA will be
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responsible for ensuring compliance with energy isolation requirements. The IA can also be the
PA if required.

3.12 Responsible Electrical Person (REP)

The Responsible Electrical Person shall have a clear overview of the installation and of all the
electrical work being carried out. The REP will approve any switching programs, will
countersign permits with electrical content where the AA isn’t electrically competent, ensuring
that the isolation has been correctly designed and the Isolating Authority has the appropriate
authorisation level for the work. The REP will be an Electrical Authorised person having the
highest level of authorisation required for the site being worked on. At any time there can only
be one REP for each installation.

3.13 Permit To Work Co-ordinators (PTWC)
PTW Co-ordinators are required to operate, monitor and control the Permit System. The Permit
to Work Coordinators main responsibilities will be but not limited to:

Issuing and subsequent control of the PTW system on the site they are allocated.
Routine site tours monitoring PTW application.

Ensuring the correct permit and and/or isolation certificate is used.

Ensuring the correct signs, tags and locks are used.

Act as focal point for all matters relating to Permit Issue and Control.

Attend work planning and scheduling meetings.

Attend PTW & Risk assessment meetings

Carry out regular audits on the PTW system.

Maintaining the Long-Term Isolations (LTI) Register and carrying out audits as
specified.

4 COMPETENCY, TRAINING & AWARENESS

4.1 General

All personnel involved in the use of the PTW shall be both trained and proven to be competent
to the appropriate level. The competency of all relevant personnel shall be established during
the planning process for a particular job. The AA and/or Line Supervisor shall ensure that the
personnel involved in the activity have the correct competencies through records or requesting
individuals to produce relevant certification.

4.2 Levels of Training
4.2.1 First time users
Performing Authority level using classroom based training, with possibly a computer-
based Training (CBT) for refreshers. This also requires a practical field based
assessment to demonstrate that the trainee understands the Permit to Work system.

Area Authority Personnel training for the first time at AA level shall attend the AzSPU
approved training in accordance with the Authorization procedure AZSPU-HSSE-DOC-
00012-2

PA’'s and AA’s can only take on the role when they have been authorized by the
SM/SC/OIM.

4.2.2 for those considered experienced
(Regular users) Refresher training shall be undertaken, and assessed, at a frequency of
not more than 2 years, or if absent from the operation for more than 12 months.
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4.2.3 for those transitioning from another PTW system to this one
Transition training shall be undertaken with all attendees being assessed for
competency acceptance.

4.2.4 All AzSPU employees

Prior to any involvement with the PTW system all employees shall receive awareness
training to ensure that they understand the importance of PTW and how it affects them
in the working environment.

4.3 Records

Records of attendance and competency will be filed for future reference / verification by
SM/SC/OIM.

5 AUDITING & MONITORING
All assets shall:

Undertake internal audits of the operation of the Permit to Work System at each site.
Maintain an Audit Register.

Have in place a system for tracking recommendations through to close-out.

Develop an audit matrix to ensure that audits are a cross section of various ongoing
activities, i.e. hot work, cold work, spark potential & cancelled permits.

e Use of a Standard Audit Checklist is recommended, to allow comparison with external
audit results. (See Appendix 11 & 12)

The recommended frequency of Audit is as follows:

e Supervisor/ Area Authority ~ Minimum of 2 permits per Week
e Site Safety Adviser Minimum of 1 permit per week
e Site Manager/ Controller Minimum of 1 permit per month

SM’s, SC’s and OIM'’s shall carry out regular internal reviews of the findings of Permit to Work
Audits to ensure that any critical failings in the system, or its manner of implementation, have
been identified and appropriate actions have been taken.

6 THE PERMIT TO WORK SYSTEM
6.1 Types of Permit to Work
Permit to Work System tasks are divided into one of the five following categories:

Hot Work Naked Flame (HWNF)

Hot Work Spark Potential (HWSP)

Cold Work (CW)

Cold Work Breaking Containment (CWBC)
Confined Space Entry (CSE)

Formal Procedure (FP)
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Details of Permit colours, re-validation, and maximum life and authorisation levels are shown

below:
HOT WORK HOT COLD COLD CONFINED FORMAL
NAKED WORK WORK WORK SPACE PROCEDURE
FLAME SPARK (CW) BREAKING ENTRY (FP)
(HWNF) POTENTIAL CONTAINMENT (CSE)
(HWSP) (CWBC)
YELLOW GREEN WHITE
COLOUR

At each shift
RE-VALIDATION change of
At shift change of Performing Authority or 12 hours Area Authority
or Performing
Authority
MAXIMUM LIFE 7 days or 14 7 days or 14 7 days or 14 7 days or 14 7 days or 14 1 shift (max
shifts (day / shifts (day / shifts (day / shifts (day / shifts (day / 12 hours). The
night) night) night) night) night) approved
Formal
Procedure
revalidated
annually
AUTHORISATION SM/SC SM/SC SM/SC SM/SC SM/SC SM/SC
SIGNATORY OoIM OIM oM oM OoIM OIM
LEVEL

6.2 Hot Work Naked Flame (See Appendix 1)
Permit for Hot Work could involve any of the following activities:

¢ Naked flames (welding, flame cutting)

e Electrical welding

Electrical induction pre-heating, stress relieving or use of high temperature thermal
calibrators (above 200°C), except in authorised workshops

Use of portable grinders (air or electrically powered)

Abrasive wheels

Use of flare guns

Use of fibre optic fusion splicing equipment in hazardous zones.

Use of heat shrink blowers in hazardous zones.

Note: A HWNF Permit is not required for operations and/or maintenance activities
involving ignited gas flares or permanently mounted plant using an enclosed flame

(boilers, inert gas generators, etc).

6.3 Hot Work Spark Potential (See Appendix 2)
Permit for Hot Work Spark Potential could involve any of the following activities:

Dry grit/shot blasting.

Use of heat shrink blowers in non hazardous zones.

Use of fibre optic fusion splicing equipment in non hazardous zones.

Needle gunning.

Pneumatic chisels

Use of non-appropriately rated EX equipment

e Opening live electrical junction boxes where the terminals are exposed to atmosphere
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Use of air or hydraulically powered tools, mechanically capable of generating a spark
Use of electrically powered equipment capable of generating a spark

Work involving explosives and perforation guns

Use of cartridge operated fixing tools

Use of various vehicles out with the use on normal roads

Operation of protected portable diesel engines not tied into fire and gas systems.

Note: It is Company policy to avoid hot work in hazardous areas wherever practicable. It
is the role of engineers planning the work to minimise the need for hot work and
provide cost effective alternatives by careful consideration during the design and
planning phase.

6.4 Cold Work Breaking of Containment (See Appendix 3)
Permit for Cold Work (Breaking of Containment) could involve any of the following activities:

¢ Opening up of any process system where there is a risk from egress of toxic, flammable
or otherwise hazardous substances.

¢ Construction, maintenance, overhaul, repair work involving breaking containment on
flammable or otherwise hazardous process systems in operational areas.

e Spading and de-spading of systems which contain toxic, flammable or hazardous
substances.

e Sampling of Hydrocarbon products by any means other than an approved sample point.

Note:  Topping up, refiling equipment or process systems, handling or exposure to
flammable equipment does not require a CWBC permit as long as all hazards and
controls that are identified on the COSHH / PTW are in place.

6.5 Cold Work (See Appendix 4)
Permits for Cold Work could involve any of the following activities:

e Working on vessels/equipment contaminated with Low Specific Activity (LSA)
scale/Naturally Occurring Radioactive Materials (NORM)

Working with radioactive sources

Working with asbestos or mineral fibre products

Civil and ground preparation works

High pressure water jetting or wet grit blasting

Ultra High Pressure (UHP) water cutting

Painting/spray painting

Removal of handrails, gratings, hatches and fixed ladders

Scaffolding erection/dismantling

Use of lasers

Work affecting the availability of fire and gas detection systems

Work affecting the availability of fire or explosion control or protection arrangements e.g.
deluge, fixed fire fighting, fire pumps, fire main etc.

There could be instances where specialist tools or equipment are required that are not specified
in the above lists. These instances should be risk assessed and the category of permit used
should be decided upon the findings of the risk assessment.

6.6 Confined Space Entry (See Appendix 11)

A Confined Space Entry permit shall be raised when it is necessary for personnel to enter
confined spaces as defined in Doc. No: AZSPU-HSSE-DOC-00013-2 Confined Space Entry. A
confined space is a place which is substantially, though not always entirely, enclosed and where
serious injury can occur from hazardous substances or conditions within the space or nearby.
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This includes (but not limited to):

Large pipelines

Tanks, vessels, separators,

Silos, ducts, sewers, pits, flues,

Manholes

Voids between modules and in legs on offshore Installations.

It may also include any space in which dangerous levels of contaminants can
accumulate and ventilation is restricted, e.g. excavations deeper than 1.2m, the space
above floating roofs on floating roof tanks, open-topped tanks, closed or unventilated
rooms, sumps and culverts, and any other poorly ventilated areas.

The hazards that this document addresses arise through the confined nature of the place of
work in combination with one or more of the following:

e The possible presence of flammable and/ or toxic substances
e An oxygen-deficient atmosphere

¢ An oxygen-enriched atmosphere

e Ingress of solids or liquids

e The presence of excessive heat

The Confined Space Entry permit requires the following criteria to be followed:

It can only be issued to an AGT Level 1

A Level 2 Risk Assessment is mandatory

It does “not” permit “any” form of work, only visual inspection and gas testing
Only one confined space to be allowed on each certificate.

The Confined space entry permit ensures the following activities:

e Declaring that (where applicable), the confined space is positively isolated under formal
ICC so that the AGTL1 can enter, subject to any special conditions.

e Authorising entry by the AGT1

¢ Recording the re-test results in section 8. (Provision is made for gas tests in Section 8,
including a continuation sheet).

¢ Declaring the confined space safe for entry.

e Specifying whether or not Breathing Apparatus is required.

e Written & documented communication between the AGT1 and AA.

6.7 Formal Procedure

Certain activities do not normally need to be covered by a Permit within the SSOW process.
Competent people using approved formal procedures may carry out these tasks. Where
situations change then it is important that these procedures are reviewed and updated
accordingly.

Formal Procedures are authorized by the Operations team leader & Site Controller and are
reviewed annually. A Formal Procedure is valid for 1 shift (12 hours). A Formal Procedure-
Application to perform work is used to request this work-scope. The register of valid Formal
Procedures is held by the Operations support team leader and should be clearly displayed in
the permit office to be accessed by the AA’s and PA’s.

These activities may include the following Operations carried out in accordance with Installation
procedures covering the following unless otherwise agreed:
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General photography work

Scaffolding work

Hydrocarbon sampling

Pig launching

Routine inspection activities

Routine instrumentation maintenance activities

Routine electrical maintenance activities

Workshop activities

General painting operations

Lifeboat equipment checks

Planned maintenance on communications/public address systems
Fabrication shop activities

Preparation and positioning of well operations equipment (wire-line, coiled tubing,
chemical squeeze etc)

e Filter change-outs

Sites / installations may slightly vary how Formal Procedures are controlled and administered
within their respective PTW systems.

6.8 Work not requiring a Permit or Formal Procedure (Non-Permitted Work)
Certain activities do not normally need to be covered by a permit within the SSOW process.
These activities may include the following:

Production plant operations as clearly described in formal operating / CMAS procedures.

Routine offshore crane operations.

Routine Drilling Operations

Use of the following tools and equipment inside accommodation areas, workshops,

control rooms and other non-hazardous modules protected by fire and gas detection

equipment:

o Battery operated cameras without flash

o Processes involving naked flames or hazardous substances in approved laboratories

¢ Visual inspection of areas (except confined space and rope access).

e Operation of equipment for approved training purposes e.g. use of fire fighting or life
saving appliances during drills.

¢ The handling and use of non hazardous materials.

e All Work other than HWNF, carried out by competent technicians (i.e. machining, fitting,

turning and calibration work) in workshops in Non-Hazardous areas.

6.9 Types of supplementary certificates
Four supplementary certificates (see appendices for formats) are provided for use where
activities have to be performed before a Permit to Work can be issued:

Isolation Confirmation Certificate

Plant Contamination Certificate

Clearance for Excavation Certificate

Clearance to Move Heavy Equipment Certificate

6.10 Isolation Confirmation Certificate (See Appendix 6)

Where items of equipment require being isolated to allow the work to take place safely then an
Isolation Confirmation Certificate (ICC) must be raised to control the isolation except in the case
where a personal isolation is acceptable (see section 9.6).

The Isolation Confirmation Certificate applies to all types of isolation, covering process, control
and electrical. The ICC contains a listing of all isolation points and the AA must approve the
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design before it can be applied. Individual isolation points must be signed off by the Isolating
Authority (IA) to confirm they have been put in place. Only on confirmation by the AA that all
isolations are in place, can the associated permits be issued. The ICC must remain in force until
all permits associated with the ICC have been cancelled. Any Sanction to Test (STT)
requirements should be specified at the time of creation of the ICC where this is known,
although they can be identified at a later stage.

The Isolation Confirmation Certificate supports the Permit to Work by providing the means of:

e Recording the isolations which are required before the task detailed on the associated
Permit to Work can proceed

¢ Confirming isolations have been made so that the task can proceed (subject to
authorisation of other certificates e.g., Confined Space Entry)

¢ Authorisation and recording of de-isolations and isolations which may be required to test
equipment under a sanction to test

e Authorisation and recording of de-isolation on completion of the task detailed on the
associated Permit to Work.

Note: All requested isolations require the completion of The Isolation Confirmation Certificate
duly signed by the IA before the relevant Permit to Work can be issued to the PA.

6.11 Plant Contamination Certificate (See Appendix 7)

A Plant Contamination Certificate shall be used to cover the handling or transport of equipment,
which is, or has been, contaminated.

The certificate provides the means of:

o Declaring that a contaminated piece of equipment has been cleaned, specifying the
method(s) used.

o Defining the substances with which a piece of equipment is contaminated if it has not
been cleaned.

o Specifying the precautions to be taken when handling a piece of contaminated
equipment.

The certificate shall be securely attached to the equipment and a copy included with the
manifest if the equipment is to be transported from the installation / site.

6.12 Clearance for Excavation Certificate (See Appendix 8)

A Clearance for Excavation Certificate shall be used where any excavation or stake driving is
planned, on any site.

The certificate provides the means of:

e Applying for permission to excavate as specified.

e Recording the consent of those engineers responsible for the technical integrity of any
underground equipment or services, subject to any specified precautions.

¢ Recording the consent of the AA, subject to the issue of a Permit to Work.

e Acceptance by the PA, and his undertaking to observe the required precautions and to
obtain the necessary Permit to Work before starting excavation.

Note:  Only one excavation per certificate is allowed, clearly defining the boundaries of
the excavation.

6.13 Clearance to Move Heavy Equipment (See Appendix 9)

A Clearance to Move Heavy Equipment Certificate shall be used when it is planned to move
heavy equipment that potentially could damage underground, overhead, surface and surface
mounted services and facilities. The certificate provides the means of:
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Applying for permission to move the heavy equipment as specified.

Specifying the precautions to be taken.

Recording the consent of the AA subject to the issue of a Permit to Work.

Acceptance by the PA, and his undertaking to observe the required precautions and to
obtain the necessary Permit to Work before starting the move.

7 PROCEDURE FOR COMPLETING A PERMIT TO WORK CERTIFICATE

Completion of Section 1 — Task Description

This section is completed by the person requesting the work or his representative. The
information can be extracted from a detailed work scope. Details of the task on separate sheets
and drawings should be acknowledged in this section. These sheets and drawings should be
attached to the Permit.

The type of Permit to be issued must be selected at this stage. In cases of doubt, the person
initiating the Permit should consult the AA. The person initiating the Permit must also indicate
the following:

e Exact Location of the work (defined as accurately as possible and quoting equipment or
line numbers where relevant).

¢ Equipment to be worked on (including Tag / Equipment numbers).

e Exact nature of the work to be undertaken.

e Tools and equipment to be used, paying close attention and thought for tools and
equipment that may introduce hazards out with performing the task.

e Any Maximo references & Work Orders.

The person requesting the work endorses the work specification with his name, printed and
signed.

Completion of Section 2 — Risk Assessment

This section specifies the hazards that are likely to be encountered by persons engaged in the
work. These hazards will result from the task being performed, the environment in which the
work is being performed, the tools and equipment being used in the task and from any Adjacent
or Associated Activities. The section is completed by the PA and checked & discussed with the
AA.

Once the hazards have been identified, appropriate precautions to be taken must be listed this
is also completed by the PA and checked & discussed with the AA. The requirement for
Supplementary Certificates will also be identified in this section. Any Supplementary Certificates
raised will be cross-referenced to Section 3. Tasks which are adjacent to or associated with the
proposed work are listed in this section.

The PA or AA may consider the proposed task to be of such an unusual or high risk nature that
he considers a formal Level 2 Risk Assessment is called for. In such a case the task will be
postponed until the Assessment is completed. A reference to the Level 2 Risk Assessment will
be made on the Permit. Precautions to be taken on the plant/equipment and its immediate
vicinity must be specified.

A site inspection by the AA or his delegate accompanied by the PA is a requirement prior to
issue of all permits being issued. Inhibitions to the Fire and Gas Detection System and
Shutdown System must be detailed.
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The PA must specify the type of protective clothing and equipment that the personnel carrying
out the work must have available and use. The protective clothing and equipment is that in
excess of the general requirement for the site, i.e. safety glasses, coveralls, work boots, hard
hat need not be specified. Precautions to be taken at the worksite must be specified
(emergency equipment and personnel, limitations on the use of equipment, and other special
precautions).

The requirement for continuous gas monitoring by the PA / AGT 3 can be specified. The type
and number of detectors will depend upon the likely source(s) of gas or vapour, the type of work
and local conditions (e.g. wind conditions, ventilation arrangements, etc.).

When a written instruction/procedure is specified, a copy should be made available for the PA's
perusal, i.e. LSA scale, H2S, Radiography etc. On all permits the concession to carry out
Personal Isolation/De-isolation (see section 9.6) is indicated in this section.

Completion of Section 3 — Cross referenced certificates

This section cross-references Supplementary Certificates for specialist activities supporting the
Permit. They are recorded by the AA. If personal isolation is approved (see section 9.6), the AA
must state “personal isolations” in this section.

Completion of Section 4 — Sanction to test

This section contains the Sanction to Test authorisation. This is completed by the AA before any
test requiring changes in isolations can proceed. To allow equipment to be tested while the
Permit and ICC are still in operation, the signatures of the Area and Isolating Authorities must
be obtained. The signatures indicate consideration has been given to others possibly working
on the equipment, change of isolations required and the controls required for the test to
proceed. On the ICC, amendments to the isolations are documented and initialled by the Area
and Isolating Authority. On the permit, the AA signs the Sanction to Test declaration authorising
the test to proceed. When the test is completed the same authorities resign the ICC and permit
indicating the restoration of the isolations and authorising work to proceed. This procedure can
be repeated until a satisfactory test has been achieved, or until this section has been completely
used, in which case a new Permit will be raised.

Note: Where personal isolation has been granted on Permits, de-isolation for test purposes will
be permitted by the PA without recourse to the AA, provided that testing has been
specified in Section 1 of the Permit (Specification of Work).

Completion of Section 5 - Authorisation

At the daily permit control & planning meeting all new permit applications are discussed by all
AA’s, affected AA’s are identified, and all adjacent activities are taken into consideration.
Potential conflicts with existing permits are highlighted. It is at this meeting that the site
controller will authorise all new permits. (See section 9.5 for more details)

Completion of Section 6 — Site gas tests

This section on the Hot Work Naked Flame Permit is mandatory and is completed by an
Authorised Gas Tester Level 1 or 2. For Naked Flame work in a non-hazardous area, the area
must be cleared of flammable and combustible materials, and a flammable gas check made
before the Permit is issued. Unless there is reason to suspect that conditions may have
changed, there is no need to retest.

For Naked Flame work in a hazardous area, the same initial precautions as above are
necessary. As flammable gas or vapour may subsequently be released into the work area,
portable continuous gas monitors must be utilised as specified in Section 2 of the Permit
Retests are required at revalidation and before every working period.

Control Tier: <<2>> Revision Date: <<18 June 2007>>
Document Number: << AZSPU-HSSE-DOC-00060-2>> Print Date: 7/24/2010

PAPER COPIES ARE UNCONTROLLED. THIS COPY VALID ONLY AT THE TIME OF PRINTING. THE CONTROLLED
VERSION OF THIS DOCUMENT CAN BE FOUND AT http://docs.bpweb.bp.com/dkazspu/component/hssesms




AZSPU-HSSE-DOC-00060-2 Permit to Work 20 of 46

Completion of Section 7 - Issue

Prior to issuing any permit, the AA carries out a worksite inspection accompanied by the PA,
showing him the points of isolation and other potential hazards. The Live permit listing from the
PTW register or the permit location board should be reviewed by the AA at this point to identify
and control any conflicting permits. Any necessary inhibition of the Fire and Gas Detection
System or Emergency Shutdown System as specified in Section 2 is carried out by the CRO. To
minimise the time for which any area is unprotected, work should not be delayed once the Fire
and Gas Detection System has been inhibited. Inhibition of these systems should only be
carried out immediately before the Permit is issued for work to commence. Following these
checks the AA and the PA both sign this section.

Completion of Registry 8 — Permit registry
Should there be no conflicts; the PTWC will then sign the permit. Once the top copy is displayed
at the worksite, the task may now commence.

Note: Permits should only be registered for work that will start immediately.

Completion of Section 9- Re-issue and return

A Permit can be reissued in accordance with the following procedure, up to the expiry date.
Unless immediate revalidation is required, any inhibitions of the Fire and Gas Detection or
Shutdown Systems should be removed and then remade immediately prior to reissue (e.g. next
morning). This ensures that inhibits are in place are in place only while necessary. Also:

e The top two copies of the Permit must be signed by the relevant persons for each renewal
Results of gas tests (etc) when applicable must be logged on the Gas Test Section and
signed by the person carrying out the test.

¢ Allinhibitions of the Fire and Gas Detection System must be completed before reissue of
the Permit

¢ Should there be no conflicts, the AA / AAA and the PA both sign this section.

o All reissued Permits must be registered in the PTW register.

Completion of Section 10 - Cancellation

Performing Authority: When the work has been completed or cannot be continued, all copies
of the permit must be collated in the Permit office. The PA signs the declaration in Section 10
and specifies whether the work is complete or incomplete. When work is incomplete a brief
description of the reason and equipment state should be made.

Area Authority: When the PA has signed the first part of Section 10, the AA or his delegate will
inspect the worksite. The AA satisfies himself that the work has been properly performed, that
the area and plant are clear of all tools and equipment and the site is in a safe condition. He will
ensure that any referenced ICC’s are removed then complete the declaration accordingly. He
signs this section to cancel the Permit.

Note: When work in completion necessitates prolonged isolations, e.g. awaiting spares etc.,
then a record must be kept of the equipment state. This could be a notation in the control room
shift log or a separate detailed sheet explaining the reason for the Long Term Isolation.
Additionally one copy of the now cancelled Permit should be attached to the covering ICC.

Completion of Section 11 — Registry of work completion

When all copies of the PTW have been signed and returned to the Permit office, the Fire and
Gas Detection System and Shutdown System can be reinstated. The top copy of the cancelled
Work Permit is retained for one year on site as material for external auditing.
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PROCEDURE FOR COMPLETING AN ISOLATION CONFIRMATION CERTIFICATE

8.1 Completing an ICC

The control section of the ICC is completed by the AA. He indicates the specific item of
plant/system that is to be isolated, stating equipment, tag and system numbers wherever
possible. When drawings, blanking schedules or P&IDs are available detailing the isolations
required the appropriate tick box is completed. A precise reason for isolation, including clear
indication of any requirement for Hot Work, Confined Space Entry or Mothballing, along with a
realistic estimation of the duration of the isolation, enables the appropriate isolation standard to
be applied. Should the reason for isolation escalate beyond that stated at the outset, a review of
the suitability of the isolation standard must be carried out, and appropriate action taken.

Completion of Isolation Control Section

The AA ensures that the plant/system is safe for isolations to be applied. This could involve
draining, depressurising, venting a system, etc, or arranging for standby units to be set up for
operation, etc. The AA indicates the means of isolation (Valve, Positive, Instrument or Electrical)
that will be required and then signs the declaration in the Isolation Request Section.

Completion of Isolations Record

This section of the ICC records all applied items of isolation. Under the appropriate discipline
heading each point of isolation is recorded. It is described, quoting item numbers if available.
How the item is isolated is detailed by completing the appropriate boxes with Yes/No. NOT
TICKS OR CROSSES.

Note that the box titles differ between the valve/positive isolations and the electrical isolations.
The box should confirm each isolation is labelled and secured. Lock key number should be
recorded. When alternative means of immobilisation are employed, and no unique lock humber
is available, the item tag number, or label number can be recorded. The Isolating Authority must
sign his name for each isolation he has applied. When attached documents contain the list of
applied isolations the Listing should be attached to the ICC and the ICC should clearly reference
the listing.

Isolation Confirmation Certificate Registry

The completed Certificate is given to the PTWC. The ICC details are recorded in the Permit
Register and the Registry Number recorded. The PTWC signs the ICC, all continuation sheets,
attached drawing, blanking lists, P&ID’s which are signed by the Isolating and AA’s as part of
the ICC. When multiple sheets are involved they would be indicated as Sheet X of X. The both
copies of the ICC are retained in the permit office.

Record of Connected Permits to Work

A number of Permits to Work may be raised against an ICC. These connected Permits to Work
must be recorded, as they arise, on the appropriate section of the ICC. The facility is meant to
be an aide memoir to the AA. As permits are cancelled he will sign off the appropriate Permit
Number, keeping this list of connected Permits up-to-date.

Note: The Positive isolations on the ICC will generally be applied or removed under the control
of a Permit to Work. The work is being carried out on the strength of the ‘Partly
complete’ ICC. The permit to apply or remove Positive Isolations must be cross-
referenced to the ICC.

Permits issued for the activity of applying positive isolation are cross-referenced in this section.
This activity is being carried out against valve isolation for the purpose of completing the
isolations for the main work. The AA must pay particular attention to controlling the hazards
involved in breaking containment for applying positive isolation.
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Record of overlapping ICCs

A number of ICC’s may share common isolations. These isolation points would carry a label for
each ICC on which they are recorded. These areas of overlap between ICC’s should be
recorded on each ICC as an aide memoir to the AA.

Completion of De-isolation Control Section

When it is required to remove all the isolations presently applied under the ICC, the AA will sign
this section of the ICC. He signs to declare that ALL Permits to Work and Entry Certificates
connected to the ICC have been CANCELLED, and that all work carried out under this ICC is
COMPLETE. Only when he is fully satisfied that the worksite is safe will he sign the de-isolation
request.

When signed, the relevant Isolating Authorities proceed to remove the isolations under the AA’s
instruction. As they are removed the Isolating Authorities confirm the de-isolation by signing
their names opposite each item in the de-isolation signature column of the ICC.

When drawings, blanking lists, P&IDs, etc, have been used as part of the ICC documentation,
each item must be signed as de-isolated when the isolations are removed. When work against
the ICC has stopped, the permits have been cancelled, but the work is not necessarily
complete, the ICC will have to remain live as a Long Term Isolation. The AA records the reason
for retention of the isolations, and gives an estimation of the time until the work can be restarted
(i.e. 3 weeks wait for spares). He then indicates what he has done to secure the isolation for this
extended period. This may involve enhancing the isolation standard applied.

Return to Normal Operations Declaration

When the AA has confirmed that all isolations have been removed, a de-isolation signature
having been given opposite each item of isolation, he signs for the plant to be returned to
normal operations. He also confirms the completion, if any requirement for Leak Testing has
been fulfilled. This section records that the isolated plant/system is now available to return to
normal operations.

Completion of Registry of ICC Cancellation

When the ICC have been returned to the Permit office, duly signed by the Isolating Authorities
and the AA to signify that the plant/system has been de-isolated and is now available for
normal operations, the PTWC will cancel the ICC. The PTWC makes an entry in the Permit
Register that the ICC is now cancelled and signs the Registry of ICC Cancellation section of the
ICC. The ICC and all associated documentation are retained for one year on site as material for
external auditing.

Isolation Confirmation Certificate Continuation Sheet

The ICC is a multi- discipline document. It is appreciated that when plant/system is isolated
there may be disproportionate numbers of isolations from the different disciplines. When the
total number of isolations exceeds the capacity of a section of the ICC form, a continuation
sheet may be used. There are two types of Continuation Sheet. One carries the headings for
Electrical Isolations; the other carries the headings for Valves/Positive Isolations. The details of
the isolation are recorded as on the main ICC. The Registry Number of the main ICC is carried
on the continuation sheet also. A notation of is made to advise the PTWC of the total
documentation involved. The bottom of the continuation sheet contains additional boxes for
recording Connected Permits.

8.2 Procedure for Obtaining a Sanction to Test (STT)

Certain work requires the testing or running of equipment prior to completion of the job and full
removal of the isolation. Where this is required a STT is requested. This may require the
removal or partial removal of the isolations to allow test running of equipment before the total
scope of work is complete. This operation must be tightly controlled.
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The isolation points required to be temporarily de-isolated must be reviewed with the AA and IA
and then the Associated PTW affected by the STT should be suspended. Once the AA has
given approval for the STT, the IA can de-isolate the relevant isolation points. Once the initial
de-isolation has taken place then the associated PTW which was withdrawn can potentially be
reissued for testing purposes, if considered safe to do so by the AA.

On completion of the test and before any work can recommence under the original PTW, each
point of Isolation must be returned to isolated state, and all electrical items that were originally
proved dead must be proved dead once again. This approval, de-isolation and subsequent re-
isolation must be recorded on the ICC.

If following a STT a successful test has been achieved and this marks the end of the scope of
the task & permit, and provided all other connected permits are signed off as complete, then
these isolation points do not need to be re-isolated but can be moved to final de-isolation. This
must be recorded on the ICC as part of the final de-isolation.

When a test run is required that involves the change of isolations applied under an ICC the
following procedure must be used:

Performing authority (PA)

e Stops work.
e Returns the Permit to Work to the AA.
¢ Requests a Sanction to Test.

Area Authority (AA)

e Confirms that the test is within the Permit work specification
e Considers if the test will affect other tasks.

If the test is to be permitted the AA:

Withdraws permits which will be unduly affected by the test

Collates all three copies of the Permit to Work

Collates both copies of the ICC

Consults with the Isolating Authorities regarding the isolations to be amended

Completion of Amendment to Isolation Column of ICC
In the Amendment to Isolation column of the ICC (opposite each isolation to be changed):

Area Authority
e Initials De-isolate or Isolate, as required
Isolating Authority

¢ Changes the isolation
e Counter initials the De-isolate or Isolate request

The ICC has now been documented to record the changes in isolations to permit the test run

Completion of Sanction to Test Box in Permit to Work
In the Sanction to Test box of the Permit;

Control Tier: <<2>> Revision Date: <<18 June 2007>>
Document Number: << AZSPU-HSSE-DOC-00060-2>> Print Date: 7/24/2010

PAPER COPIES ARE UNCONTROLLED. THIS COPY VALID ONLY AT THE TIME OF PRINTING. THE CONTROLLED
VERSION OF THIS DOCUMENT CAN BE FOUND AT http://docs.bpweb.bp.com/dkazspu/component/hssesms




AZSPU-HSSE-DOC-00060-2 Permit to Work 24 of 46

Area Authority

States the item to be tested
Dates and times when permission to test has been granted
Signs to authorise the test

The Permit office copy of the permit along with the ICC is Labelled as on Sanction to Test .
The PA now has authority to proceed with his test run.

Any change in isolations either before or after a test run must be documented in line with
the above procedure.

EFFECTIVE CONTROL OF WORK

9.1

Cross referencing

Accurate cross-referencing between Permits and Supplementary Certificates is vital if a number
of tasks are to proceed simultaneously in safety.

9.2

9.1.1 Associated and affected permits

A number of tasks may proceed simultaneously in an area or on a system that spans a
number of areas. It is essential to establish that these tasks will not adversely affect one
another and that they can each be progressed safely at the same time.

Section 3 of the Permit to Work has a space allocated to Cross-references Certificates.
Any task that it is considered will be affected by the proximity or technique of other tasks
should be briefly described. This will give the AA the opportunity to consider adjacent
and associated tasks. At handover it will provide a reminder to the AA to discuss these
tasks with the PA. Additions to the list may be made by any of the Affected AA’'s who
sign in Section 5.

9.1.2 Connected Permits and Overlapping ICCS

When an item of plant/system has been isolated, a number of tasks may then proceed
on the basis of the ICC. A Confined space entry permit may also be raised after an ICC
has been granted for a confined space. It is essential that every Permit raised should be
cross-referenced to the ICC. Additionally, a number of ICC’s may share common
isolations. These overlapping ICC’s should be cross-referenced on each ICC.

The boxes in the control section of the ICC provide for these cross-references. Before an
ICC can be cancelled the AA signs a declaration that all connected Permits to Work and
Entry Permit have been CANCELLED and that all work is COMPLETE. This must be
checked thoroughly before the isolations under an ICC are lifted.

9.1.3 Update of Cross-references

It is vital that all cross-references are kept up to date. When a new Permit to Work is
being raised, consideration should be given by the AA to determine any area where
existing Permits may be affected by the proposed Permit. Should it be considered that
existing Permits will be affected they must be immediately recalled and the PA’s briefed
as to the proposed task.

Permit Register

A permit register will be maintained in the permit office. All Permits & supplementary certificates
must be registered before they are valid. The Registry will consist of assigning a unique number
to the head of the Permit/Certificate, and entering the details of the document in the register.
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The sections of the Registry Number consist of location or site identification & Permit or
Certificate number in series.

Each PTW & supplementary certificate will be entered separately in the register. Under the
individual permit entries the cross-references to the ICC under which the work is being
performed will be made. When a PTW & supplementary certificate, the PTWC must update the
Permit Register accordingly. He then signs the cancellation statement at the foot of each
document. The information in the registers must be kept up to date continuously and print out
must be made available for AA’s.

During shift changeover the oncoming responsible person must visit the PTW office to receive a
full listing of work permits in use.

9.3 Permit Display

The PA copy of Permits must be displayed at the work site. If there are no means of displaying
the permit at the worksite, it should be kept on the worksite and accessible to all members of the
work party.

9.4 Site Plot Plans

Site Plot Plans shall be available in the permit office for easy visibility and control. These plans
should illustrate the various types of PTW activities ongoing and be colour coded to reflect the
PTW forms colours. This must be kept up to date constantly and be available for any personnel
to view. The plot plans are to be used continuously by the AA to assess adjacent activities and
also as a basis of discussions with affected AA’s and PA’s.

9.5 PTW planning meeting

To ensure effective work control is achieved it is vital that a robust structured permit to work
control & planning meeting is held every day to discuss the following days activities. All
responsible persons will attend the meeting and bring with them their prepared new permits. It is
also very important that site rules instruct PA’s to submit the new permits to the AA in sufficient
time to allow the AA to carry out the required level of discussion, planning and site checks to
ensure that all the hazards and controls are identified.

The permit to work planning & control meeting should also have access to the permit listings or
permit location boards to view all other activities ongoing, each new permit submitted should be
reviewed to ensure there are no known conflicting activities, any concerns with conflicting
activities should be discussed at this meeting.

AA’s who may be affected by the performance of the proposed work should be consulted. They
may provide additional precautions to be taken. The AAA’s endorse the permit also to signify
their approval for the proposed task to proceed. The AA & site controller will check that all
AAA'’s have been identified and informed of the proposed work. If satisfied with the procedure
and precautions outlined in Section 2 and he signs to endorse the Permit.

The site controller gives permission for the work to proceed at the time, and under the
conditions specified on the permit, all of which are necessary in order to ensure the safety,
health and welfare of the personnel involved.

The permits are then sequentially numbered by the PTWC, and the permit number is cross
referenced with any identified supplementary certificates. The permit expiry date and time are
entered, being a maximum of 7 days.

9.6 Approval of personal isolations
Under certain circumstances, e.g., for short duration low risk tasks, the AA may authorise the
PA to carry out personal isolation / de isolations. The AA must clearly identify in section 3 the
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permit that personal isolation area allowed. This must be discussed in the planning stage of the
permit along with the PA. For full details on personal isolations see AZSPU-HSSE-DOC-00048-
2, Energy Isolation Electrical and AZSPU-HSSE-DOC-00049-2, Energy Isolation Process.

The rules for approval of a personal isolation are as follows:

e The task and isolation are performed by the PA within one shift; the PA may receive
assistance from others but he shall be present at all times when work is in progress.

o Before approval, the AA must be satisfied with the competence of the PA to both carry
out the isolation and execute the work. Personal isolations shall only be carried out by
those deemed to be a competent Isolating Authority. Where isolation involves
competency in more than one discipline e.g. electrical, mechanical, instrument or
process, personal isolation is only permissible if the PA has all the appropriate isolating
competencies.

e The same isolation standards apply to personal isolations other than the completion of
the ICC.

e The isolation points shall be labeled with a personal isolation label and locked.

e If the worksite is left unattended, the plant shall be left safe, including capping or
plugging of any open ends.

e The intended points of isolation must be clearly stated on the Permit or supporting
documentation.

¢ Ifisolation is in place beyond one shift an ICC must be raised.

An ICC MUST be raised whenever these conditions are broken.

Competent electrical persons (CEP) may carry out personal electrical isolations without an ICC,
provided work is completed by that person in their own shift. Each CEP will be issued with one
unigue personal electrical isolation lock and tag, which will be engraved with that person's name
and 'personal padlock'. To carry out electrical work without the need of an ICC, full electrical
isolation must be achieved by the application of one personal ID tag or padlock. An approved
isolation — Do Not Operate and Caution Notice shall be attached secured by the tag or lock.

Personal electrical isolation is not allowed on:
¢ High voltage (HV).
e Safety systems e.g. Fire and Gas or Emergency Shutdown (ESD) panels or sections
thereof.
e Equipment fed from more than one source.

9.7 Control of Over-rides, Inhibits & Alarm disables

It is essential for safety and efficiency purposes that any task requiring inhibition is clearly
communicated to all those involved in the task, this includes those that will be required to
perform the placement and removal of inhibits. Sites may vary how inhibits, over-rides and
alarm disables are controlled within the PTW process. Control of Over-rides, Inhibits and Alarm
Disables Procedure (Document Number AZSPU-HSSE-DOC-00015-2) clearly defines how
inhibits should be recorded and assessed.

9.8 PTW Attachments and checklists

Attachment & checklists sheets can be utilised in the PTW system, when added to the existing
controls on the permit to work certificate the sheets will ensure that generic controls are not
overlooked. They will provide the PA & AA with additional information on the tasks and hazards
that may be encountered.

They can be In order to control substantial hazards such as:

e Breaking containment
e Rigging and lifting
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Hot work

Pressure testing

Confined space entry

Working adjacent to live conductors
Working at height

Over side working

9.9 Site Alarms & Stopping Work

If work is interrupted in site / installation conditions, appropriate control measures must be re-
assessed before work is allowed to re-commence. Interruptions may include any break in work
when conditions may have significantly changed, alarms, emergency situations and shift
changes.

After any break in activity, the conditions and control measures must be reassessed as
compliant with the current permit by a competent person before any work can restart.

Where conditions or control measures are seen to have changed, work must not restart until the
situation has been assessed by a competent person and conditions returned to those required
by the permit. If this cannot be achieved, a new permit may be required.

Note: There may be some site specific exceptions to this, e.g. the operation of a diesel power
unit during wire-line operations where the wire-line crew are in radio / phone contact with the
CCR. In this case the well is to be made safe as per procedures and communication maintained
with CCR. These exceptions should comply with section 1.3 Deviations & Local Rules.

9.10 Suggestion for Permit System Change

To enable the Permit to Work System to evolve, as a result of ongoing experience and changes
to how work is controlled, a method of feeding back comments is provided. The suggestion form
(Appendix 15) should be completed and then passed to the custodian of this document.
Suggestion forms will be reviewed on an ongoing basis. Yearly, a report based on the collated
suggestions will be issued by HSE. These suggestions will be formally put up for
implementation at the next Permit System Review
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Appendix 2 — Hot work Spark Potential Permit to work certificate
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Appendix 6 — Isolation confirmation certificate

%

ISOLATION CONFIRMATION CERTIFICATE

e bp

Registerad attha CCR CRO

Plant /System to be isolated

Module/Location

| Sheet of |

Reason for isolation

Crawings attached D

Blanking schedule, P & ID attached ]

Sign OfF

Sign (¥ Sign O

1 [ |

Connected Permitsto | |

I|:| L ] IF L |

| I I I

Work and Entry Cart. | |

| I

| I —

Owverlapping ICCs [ |

| | —
I 11 11
] — — I— O 11

ISOLATION REQUEST
|, Ara Authority, declare that the above plant/system is in a safe condition for isolations to be made.
| request that the plant be isolated in the following ways:

DE-ISOLATION REQUEST
|, Area Authority, declare that the work carmried out under this certificate is COMPLETE, and all
connected Pemits to Work and Entry Certificates have been CANCELLED. | request that the

Valve D Positive D Control D

Signed Designation

Electrical D
Date

Tick as reg'd
Hrs

plant/system be de-isclated.

Time Signed

Designation Date Time Hrs

Amendment to Isolation
|, Area Aushority, auth orize the: llowing fems to be
De-isolated / Isolated as intialled below.
I, Isolatng Awthority, cenify that the following ftems hawve
been De-isoltad/ Isolated as courter indicated below.

INSERT YESMO TO NDICATE MEANS
OF ISOLATION. USE PROCESS
CONTINUATION SHEET IF REQUIRED,

Isolating
Authority
isign each itam)

Isclating
Authority
isign each itam)

QPEN
CLOSED
DISCOHNECTED
SPADED
BLANKED
LABELLED
LOCKED
LOCK / TAG No.

50 tad im0 ] De-isclated

VALVE ISOLATION

EHEHEHENEEEEEEE S

POSITIVE ISOLATION

sEEIEFEFE

AA
14

1A

1A

1A

CONTROL ISOLATION (MECHANICAL)

14

14

1A

1A

Amendment to Isolation
1, Area Authority, auth orise the illowing ftems to be
De-isohted / |solated as intialled below.
I, Isclating Authoriy, certily that the following items have
been De-isolted/ Isolated as countar indicated below

Joe J v Joe] v Joe] v Joa] 1

Isolating
Authority
isign each itam)

Isolating
Authority
{sign each itam)

INSERT YES/MNO TO INDICATE MEANS
OF ISOLATION. USE ELECTRICAL
CONTINUATION SHEET IF REQUIRED,

f

o

2

of inhibits/owe ridas in tha isolations list

F2E RBVCVED
DISCONNECTED
PROVEDCESD

LOCK /TAG No.

EARTHED*

%

CONTROL ISOLATION (ELECTRICAL) *

LOCKED

Isolated De-isolated

o

ecord position

14

1A

1A

1A

ELECTRICAL ISOLATION " Recom position of tamparary earth in isolations list

|, Area Authority, declara that all isolations have bean remaoved from the Plant/System
specified on this certificate. Mormal operations may be safely resumad.

Signed Designation
Date Hrs

Registry of ICC Cancellation

ia) Both copies of ICC and attached documentation retumed to CCR.

ib) Motation of ICC cancellation and plant's availability to eturn to normal operations made in the Permit Registar.
Signed Designation Date Time Hrs

Time
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Appendix 7 — Plant contamination certificate
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Appendix 8 — Clearance for excavation certificate

Clearance for Excavation =
JOB OFFICER AUTHORISATION ....cvvovvrrianernsencrrrersassrmsasses Date ..... e vess
A. APPLICATION
Permission Is requested to carry out excavation work as detaded below:
Terminal area - e e s s ot
Precise location
Drawings attached :]
Reason for excavation
Excavation depth .......... .. metres Area e . . Sq. metres
Equipment to be used
Dates requested for excavation work from 2SR Date until . Date
Period during which excavation will remain open from ierenrnrenney DA@ Nl % s Date
Performing Authority Name (Print) Signature ..........ccccvvennns Date
B. ENGINEERING CONSENT
The above excavation may proceed (subject to the following precautions being observad)
Mechanical Engineer Name (Print) ... A T T R e e )
Electrical Engineer : T i Name (Print) Signature - Date
The above area has been scanned for any instrument or power cables and found clear
Electricial Technician vennnssnessees N@ME (PHNL) ... , . Signature ...........rverres s -
Control/
Telecoms Engineer . venereraeee NEGMB{PHNT)... e vcevirrverresns Signature........... v Dale
C. AREA CONSENT
This work may proceed subject to the isswe of a Permit To Work
Area AUThOTITY ......coovvvvrranarernnes . Name (Prnim) . Signature . Date
D. ACCEPTANCE
| will take the above precautions and will obtain the necessary Permit To Work
Signature ....................... B N BN e P o N SR RN A 5, S 4 Performing Authority

THIS IS NOT A PERMIT TO WORK
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Appendix 9 — Clearance to move heavy equipment certificate

Clearance to Move
Heavy Equipment

36 of 46

APPLICATION

| Fermission Is requested 10 Move e ToBowing ¢ | of
|
|
= ‘ YW ant of
Route plan provided
L IVE ent
f ity ) Print)
)¢ ] I Yats l
| ) e A ~ 0 - NS 7 o = : a
| PRE( AINST DAMAGING UNDERGROUN ML/GAS OR SERVICE PIPELINES l
ROAD S, OVERHEAD NES. ETC ‘
!
!
|
Wed oh ity Name (Print
LCesignatio Dats
 — 4010 U= = .
SEAAL ITIAS AP AL - A S IR N ~ 51 CrYrRIs N~
PRECAUTIONS AGAINST DAMAGING UNDERGROUND ELECTRICAL,. CONTROL AND
TELEPHONE CABLES
!
Fle W § nee Jame (Prnint) Date
y ol Enameer Name (P } Date
— - P — —
agroe 3 WOrk may pr eaq
Site Manag Jame (Pnnt) Date
— = — —— ——
3 he above precaution and w btain the necessary Parmit 10 Work
P foOrry A rthort N 2w (Print
. r AL \Y Name (HFrnnt)
|
Jesigna Date |

THIS IS NOT A PERMIT TO WORK

AN ation
GNato
_
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Appendix 10 — Application to perform work certificate

bp

APPLICATIONTO PERFORM WORK

SPECIFICATION OF WORK

Module/Location
Equipment To Be Worked On
Task

System

Work Specification and Drawings Attached [:]

Equipment To Be Used Electric ;_] Air j Hand _j ‘RESUMeterg__-
Others

Anticipated Work Duration Hrs. to Hrs
Discipline:

Electrical r_ Weld/Piate D Insulate lr—J Mechanical r_j

Scaffold -_ Instrument Cl Paint k—] Other

Performing Authority

(Print) Signed

PERMISSIONTO PERFORM WORK

[j No Permit
Required

Comments

Work Duration:

Area Authority

September 2000, GeoQuest 03000575

[j Procedure [.8.(3!- B

Hrs. to Hrs
{Print) Date
Signed

RPS68
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Appendix 11 — Permit to work audit checklist

38 of 46

bp bp
Auditors Name: Date: PTW No: o Area/Location: T
PTW Details:
Section 1 - Specification of Work Yes No N/A
_l. | Is !hc.uuk description Cull and clear? =
1.2 lhs the coerect location and arca been identified?
Section 2 — Planning and Risk Asscssment Yes No N/A
21 [ the view of the Auditer(s), have all the potestial bazards been identified?
22 Was the requirement. for a Level 2 TRA coerectly identifiod?
23 Was the peed for 2 COSHH, Manunl Handling andfor Lafting assessment correctly identified?
24 Ins the view of the Audites(s), have all appropriase controls been identified?
2.5 Has the neod foea written | ion/Procedure boen Iy wkentified
Section 3 ~ Authorisation and Issue Yes No N/A
31 Has the perfoeming authorky held a pre job ool box talk (Ifapprogeinte) sed do the Work Party demonsrnte on
5 adeqeate level of awareness of the task 7
32 Have all the comect authorisations been identified and given for this PTW? eg AAA or DH
i3 Ded the AA and PA carry out a pre-job inspection?
34 Have Fire nnd Gis Inhibes been appled aod recorded?
Section 4 ~ Job Execution (Worksite Audit) Yes No N/A
4l Is there wn wp 1o date copy of the PTW at the worksiie signed by all membees of the work pary
4 2 Hive all & l’rmw C_cmrolshen o in place?
4 J Hwe all Supplementary Controls that are required to dote been put = place?
44 Have e appropriate gos tests been caried out and recorded on the PTW?
LR If any PPE bas been specified n 2 TRA or COSHH assessment 15 it in use and i good conditioa?
46 Is safety equipenent defined in the Risk Assessment availoble of the woeksiw?
47 1 The seswer 1o 4.6 i YES, do the nevessary memters of work paty know how %o use 117
Section 5 - Supplementary Certificates Yes No N/A
5.1 Have the conditions of the Fatry Certificate boon compleed with?
52 Is there an 1CC assocated with this PTW?
s3 Are the Enery Centificates and ICCs cross-refecenced on the FTWY
54 Has the need for an excavation Certificass been comrectly identfied?
55 His the Excavation Certificse boen complend by the relevant suthonties?
‘Section 6 - PTW Registry Yes No NA
&.1 Hes thc PTW been registered coerectly in clectromic PTW register?
62 Have the PI'W copies boen comectly distributed and displayed®
Section 7 - Registry of work completion Yes No NA
7.1 Has the registry been cancelied In box 11 of the PTW?
72 Have appeopriale eatrics beon made in the PTW register?
Sectin 8 ~ Total compliance scores

%o

Section 9 - Critical Findings & immediate actions.
Section 10 ~ Area Authorities comments, actions & signature,
) L R S L S R S N e e R et L M L 7 G o]
Section 11 - Site Controllers comments, actions & signature.
Pring Sign Tithe-.ooe. o Date.
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Appendix 12 — ICC audit checklist
bp bp
ICC AUDIT CHECKLIST

Auditors Name: Date: 10C No: PTW No:
SYS No Tag No 1CC Details
Section 1 - ICC Information Yes No N/A

1.1 | Was the plant / system clearly identfied?
1.2 | Has the reason for the Isolation been fully defined?
1.3 | Have overlapping [CCs been |dcm|ﬁed?

|4 | Isthore correct marked updmmgsm\whtdm the ICC ?

Section 2 ~ Authorisation Yes No N/A
21 [ Has the Area Authority confirmed that the vanous plant sed systems are safe %o isolate?
Section 3 ~ Isolation Yes No N/A

31 | Hasesch Isokation deon clearly definad?

32 | Hasesch lsolation Seen wlentified and Inbelled ?

13 | Haseach Isodation lock number been recoedad?

34 | Hasecach isolation point been secured to the standard defined i HSE PRO 106107
35 | Haseach electrical Isclation been proved dend?

ie Does the Isclation camply with HSE PRO 1061077

17 | Ifthe answer to 5.4 1s “No™ has a Level 2 Risk Assessment been carrhed out?

33 | Hawe e mancatory safegurds bun put in ploce

3.9 | Arethoisclation keys held ma m’e secure plwe e PcﬂmlOfﬁcelock boxes ?

3.10 | Has the isolation been correctly rogmwod in the P’TW cl:clronn register

Section 4 -~ Amendment to Isolation Yes No N/A
I If the 10C has been sevendad for STT, Hag any amendment been dane correctly 7
Section § - Long Term Isolation (LTT) Yes No N/A

5.1 | Have I0Cs m LTI been reviewed and audited within the periods dofined in HSE PRO 1067107 9
52 | B this 1OC stilf requine! 7 (Lisise wilh AA)

Section 6 ~ Total compliance scores 0
Yo

Section 7 - Critical Findings & immediate actions.

Section 8 - Area Authorities comments, actions & signature.

Print...oe. U SO (1 VSR . | - /SO

Section 9 — Site Controliers cc commemc actions & signature.

A RO Sl Sign... LRI e LSRN I | | WA A A T AN ) T TRt SO A R O,
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Appendix 13 — PTW Flow chart

Activity Identified

v

Performing Authority to initiate
permit

YYYVY

Supporting Documents:
Task Risk Assessment L1 /L2
ICC & Supplementary cortficates
Ll Pran
SMSC/OIM Standing Instruction
Job card

v

Prepare permit with supporting
documents

v

Review permit with the Area
Authority, including Affected
Area Authority, if applicable

v

Submit permit to Permit
Coordinator

Permit reviewed @ the permit
coordination meeting

Area Authority checks the work
slte and confirms all controls
are in place
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A

v

Permit issued from Permit
Office at start of shift

Copy of the Permit to work and
to be displayed at the worksite

'

Toolbox talk conducted by the
Performing Authority

v

Clear to commence the
task

Changes to the
onginal task

Task completed
by end of shift

l Clean up worksite ]

A

Return permit to permit
office for re-issue
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Appendix 14 — Procedure Summary

bp bp

PERMIT TO WORK

BP Golden Rule

Before conducting work that involves confined space entry, work
on energy systems, ground disturbance in locations where buried
hazards may exist, or hot work in potentially explosive
environments, a permit must be obtained that:
» Defines the scope of work
> Identifies hazards and assesses risk
» Establishes control measures to eliminate or mitigate
hazards
» Links the work to other associated work permits or
simultaneous operations
» s authorised by the responsible person(s)
» Communicates the above information to all involved in the
work
» Ensures adequate control over the return to normal
operations

Purpose

The purpose of the Permit to Work system is to ensure that the
controls necessary are available to provide safe performance for
work against a specific range of potentially hazardous tasks.

Permit to Work is the generic term that refers to the documents for
controlling work. These documents are designed to cover different
work activities.

Safe System of working

The Permit to Work System is a formal written system used to
control work. It communicates requirements between site /
installation management, plant supervision, operators and those
who carry out the work. Essential features of the system are:

» Defining the task, identifying the hazards and allocating the

controls

» To identify and control competency requirements

» Authorisation and coordination of the work

» Re-issue of Permit shift by shift

» Confirmation of task completion

» Closeout of documentation after completion of task

» Safe reinstatement of plant and equipment

42 of 46

Responsibilities

Site Manager / Site Controller / Offshore Installation Manager:
» Ensures that the PTW process is applied at the site / installation
and that work is authorised by them prior to implementation

» Periodic self-regulatory reviews

» Overall operation of the PTW on the site / installation and
ensuring that the procedures are consistently followed

» Ensuring that the PTW process is subject to regular monitoring
and auditing

Area Authority:
» Is responsible for the day-to-day management of the PTW
process within their area of responsibility
» To report to the SM/SC/OIM and have overall responsibility for
the safe control of work activities
» Liaising closely with the Performing Authority when planning
permits

Affected Area Authority:

This applies where there is more than one Area Authority on a site /
installation. Where activities are carried out in one area that impinge
or impact on activities in another area, in this case the Area Authority
must inform the Affected Area Authority.

Performing Authority:

The Performing Authority is the responsible person for the activity
being carried out under the Permit. The performing authority can be
responsible for more than one task at any one time providing he / she
can safely manage the tasks concurrently.

Report and interacts regularly with the Area authority and Affected
Area Authority to ensure the risks from all hazards are mitigated by
controls to as low as is reasonably practicable (ALARP).

Permit Co ordinator:
Maintain all PTW registers and act as a focal point for all matters
relating to permit to work.

Authorised Gas Tester:
Authorised Gas Testers (level 1, 2 & 3) are approved persons who
have been trained and certified in gas testing
» An AGT Level 1 (can test for flammable gas or vapour, toxic gas
and oxygen, confined space entry)
» An AGT Level 2 (can test for flammable gas or vapour)
» An AGT Level 3 (General use of portable and personal gas
meters for continuous monitoring during PTW activities only)

Isolating Authority:

The Isolating Authority is responsible for isolating specific sections of
plant or items of equipment to the highest quality and for the security
of the isolation. The relevant Isolating Authority shall also witness the
insertion of spades and achieve positive isolation when required. The
Isolating Authority will be responsible for ensuring compliance with
energy isolation requirements.

Competency, Training & Awareness

All personnel involved in the use of the PTW shall be trained and
proven to be competent.

The Area Authority and or Line Supervisor shall ensure that the
personnel involved in the activity understand the requirements of the
Permit and have the correct competencies.

Types of Permit to Work

Permit to Work areas are divided into the following categories and
show examples of activities:

HOT WORK (naked flame)

Covers the following work activities:
» Welding, flame cutting and Grinding
» Abrasive wheels and use of flare guns
» Electrical pre-heating & Stress relieving

Covers the following work activities:
» Dry grit / shot blasting
» Needle gunning and pneumatic chisels
» Use of battery operated equipment
» Opening live electrical junction boxes where the terminals are
exposed to atmosphere.
» Use of vehicles out with normal roads.

COLD WORK BREAKING CONTAINMENT

Covers the following work activities:

» Construction, maintenance, overhauls and repair work in
operations areas involving breaking containment of
hydrocarbon, flammable or otherwise hazardous systems.

» Sampling of hydrocarbon products by any means other than an
approved sample point
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bp bp

{:} PERMIT TO WORK (cont) {:}

COLD WORK
Covers the following work activities:
» Working with radioactive sources, asbestos or mineral fibre
products
» Civil and ground preparing works
» Painting and spray painting
» Removal of handrails, gratings, hatches and fixed ladders
» Work affecting the availability of fire or explosion control or
protection arrangements
» Scaffolding.

CONFINED SPACE ENTRY
The Confined space Entry Permit differs from the other permits in
that:

» It can only be issued to an Authorised Gas Tester Level 1

» A Level 2 Risk Assessment is mandatory

> It does not permit any form of work

A Permit for Confined Space Entry involves the following:
» Visual inspection and gas testing
» Authorised entry by the Authorised Gas Tester Level 1
» Recording the gas test and re-test results
» Declaring the confined space safe for entry
» Specifying whether or not BA sets are required
» Written communication between the Authorised Gas tester
Level 1 and Area Authority

FORMAL PROCEDURE
Certain activities do not normally need to be covered by a Permit
within the PTW process. These activities may include:

» Workshop Activities

» Sampling in process areas

» General housekeeping and Maintenance works
» Carpentry work by approved contractors

» Routine telecoms system maintenance

» General worksite preparation works

Permit Display

The Performing Authority copy of Permits must be displayed at the
worksite. If there are no means of displaying the permit at the
worksite, it should be kept on the worksite and accessible to all
members of the work group.

43 of 46

Types of Supplementary Certificates

Isolation Confirmation Certificate (ICC)

Where items of equipment are require to be isolated to allow the work
to take place safely, then an ICC must be raised to control the
isolation except in the case where a personal isolation is acceptable.
The ICC applies to all types of isolation, covering process, control
and electrical.

Clearance for Excavation Certificate
A Clearance for Excavation Certificate shall be used where any
excavation or stake driving is planned, on any site / installation.

Plant Contamination Certificate
A Plant Contamination Certificate shall be used to cover the handling
or transport of equipment, which is, or has been, contaminated.

Clearance to Move Heavy Equipment
A Clearance to Move Heavy Equipment Certificate shall be used
when it is planned to move heavy equipment.

Inhibit Confirmation Sheet

It is essential that any task requiring inhibition is clearly
communicated to all those involved in the task, this includes those
that will be required to perform the placement and removal of inhibits.

PTW Planning Meeting

To ensure effective work control is achieved, it is vital that a robust
structured PTW control and planning meeting is held every day to
discuss the following days activities.

Permit to Work Inspection Checklist

CHECKLIST YES NO
1 - Specification of Work
Is the task description full and clear?
Has the correct location and are been identified?
2 — Planning & risk Assessment
Have all the potential hazards been identified?
Was the requirement foe a Level 2 TRA correctly
identified?
Was the need for a COSHH, Manual Handling
and/or Lifting assessment correctly identifies?
Have all appropriate controls been identified?
Has the need for a written instruction / procedure
been correctly identified?
3 — Authorisation & Issue
Has the Performing authority held a pre-job
toolbox talk and do the work group demonstrate
an adequate level of awareness of the task?

Have all the correct authorisations been identified
and given for this PTW? E.g. AA, AAA, PA.

Did the AA and PA carry out a pre-job inspection?
Have fire and gas inhibits been applied and
recorded?

4 - Job Execution (worksite inspection)

Is there an up-date-copy of the PTW at the
worksite signed by all members of the work group.
Have all the pre-requisite controls been put in
place?

Have all supplementary controls that are required
to date been put in place?

Have all appropriate gas tests been carried out
and recorded on the PTW?

If any PPE has been specified in a TRA or
COSHH assessment, is it in use and in good
condition?

Is the safety equipment defined in the Risk
assessment available at the worksite?

If the answer to 4.6 is YES, do the necessary
members of the work group know how to use it?

5 — Supplementary Certificates

Have the conditions of the Entry Certificate been
complied with?

Is there an ICC associated with the PTW?

Are the Entry Certificates and ICC’s cross-
referenced on the PTW?

Has the need for an Excavation certificate been
correctly identified?

Has the Excavation Certificate been completed by
the relevant authorities?

6 — PTW Registry

Has the PTW been registered correctly in the
electronic PTW register?

Have the PTW copies been correctly distributed
and displayed?

7 — Registry of Work completion

Has the registry been cancelled in box 11 of the
PTW?

Have appropriate entries been made in the PTW
register?

Control Tier; <<2>>
Document Number: << AZSPU-HSSE-DOC-00060-2>>

Revision Date: <<Revision Date>>
Print Date: 7/24/2010

PAPER COPIES ARE UNCONTROLLED. THIS COPY VALID ONLY AT THE TIME OF PRINTING. THE CONTROLLED VERSION OF THIS DOCUMENT CAN BE FOUND AT

http://docs.bpweb.bp.com/dkazspu/component/hssesms




AZSPU-HSSE-DOC-00060-2 Permit to Work 44 of 46

APPENDIX 15 — Feedback & Improvement Suggestions

Procedure Feedback & Improvement Suggestions

Project Name:

Date: bp

Name:

Badge Number:

Procedure Reference:

Procedure Title:

Im provem ent Su agg estions (Write below your improvement suggestions)

Forward your Improvement Suggestion to the HSSE

Signature: Manager at the Central HSSE Office, Hyatt Tower 2, 6™
Floor
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Revision Date Authority Custodian Revision Details
09 Sept 2004 CHSSE Manager | PTW Technical | Initial issue as controlled document
Authority
18 June 2007 Gunther Alan McNulty | Table of Contents changed as follows: Section 3 is
Newcombe (PTW now Competency, Training and Awareness. Section 4
(CHSSE Director) Technical is now Auditing and Monitoring. Section 5 The Permit
Authority) to Work Business Process has been replaced with the

title of The Permit to Work System. Section 6
Supplementary Certificates has been replaced with
the title of Procedure for Completing a Permit to Work
Certificate. Section 7 Registers has been replaced
with the title of Procedure for Completing an Isolation
Confirmation Certificate. Section 8 Site Plot Plans has
been replaced with the title of Procedure for
Completing an Inhibit Confirmation Certificate.
Additional chapter included under the heading of
Effective Work Control. Appendices added to table of
contents.

General:

Throughout the procedure the document numbering
for referred procedures has been changed.

Section 1. Introduction:

1.1 is now Purpose. 1.2 is now Scope. 1.3 is now Safe
System of Working. 1.4 is now Company
Requirements. 1.5 is now Stopping Unsafe Work. 1.6
is now Deviations & Local Rules. 1.7 is now
Document Review. 1.8 is now SSOW Specific Cross
References. 1.9 is now BP Golden Rules of Safety.
1.10 is now Language Facilitation. 1.11 Procedure
Summary and is a new paragraph.

Section 2. Definitions

This is a new section

Section 3. Roles & Responsibilities: 3.3
SM/SC/OIM, 2 additional bullet points added. 3.5 Area
Authority, 2 additional bullet points added. 3.6
Affected Area Authority, additional bullet point added.
3.8 Control Room Operator, bullet points re-worded.
3.9 Authorized Gas Tester, additional Level 3 AGT
added.

Section 5. Auditing & Monitoring

Additional bullet point added. Also, change to
frequency of Audit, as follows: Supervisor/Area
Authority — minimum of 2 permits per week.

Section 6. The Permit to Work System: 6.2 Hot
Work Naked Flame, 2 bullet points added. 6.3 Hot
Work Spark Potential, 15 additional bullet points
added. 6.4 Cold Work Breaking Containment, 2 bullet
points added. Also, note added. 6.6 is now Confined
Space Entry (new section). 6.7 is now Formal
Procedures, 3 bullet points changed. 6.8 is now Work
not Requiring a Permit or Formal Procedure with 4
additional bullet points added. 6.12 Clearance for
Excavation Certificate, note added.

Section 7: Procedure for Completing a Permit to
Work Certificate
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Contains additional information to the previous
revision C2 document.

Consists of Procedure for Completing a Permit to
Work Certificate.

Section 8: Procedure for Completing an Isolation
Confirmation Certificate

contains additional information to the previous revision
C2 document. Consists of Procedure for Completing
an Isolation Confirmation Certificate.

Section 9: Effective Control of Work

Contains additional information to the previous
revision C2 document.

Section 10: Appendices.

14 appendices included to the document as follows:
e Hot Work Naked Flame PTW Certificate

Hot Work Spark Potential PTW Certificate

Cold Work Breaking Containment PTW Certificate
Cold Work PTW Certificate

Confined Space Entry Certificate

Isolation Confirmation Certificate

Plant Contamination Certificate

Clearance for Excavation Certificate

Clearance to Move Heavy Equipment Certificate
Application to Perform Work Certificate

PTW Audit Checklist

ICC Audit Checklist

PTW Flow Chart

PTW Procedure Summary

Feedback and Improvement Suggestions
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