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RACIE Terms  

R 
Responsible  
The person who actually produces the document. 

A 
Accountable 
The person who has the answer for success or failure of the quality and timeliness of the document. 

C 
Consulted 
Those who must be consulted before the document is published. 

I 
Informed 
Those who must be informed after the document is published. 

E 
Endorsed 
Those who must approve the document before publication. 
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1. INTRODUCTION 

1.1 PURPOSE 

The purpose of this document is to define the process of the permit to work to apply it to all 

DGS while executing the ZFOD activities. 

1.2 SCOPE 

The goal of the DGS operating Work Permit procedure is to ensure a strict, coherent 

and efficient management of all the works conducted on the different ZFOD DGS, 

associated wells and pipelines in a way to protect human, environment and material 

resources. 

 

This procedure describes the systematic process of: 

 Identification of hazards and risks, 

 Implementation of precautions and compensatory measures to reduce 
and control the risk, 

 Managing possible interference between various jobs, 

 Information of the various parties involved, particularly the team 
performing the works, 

 Registration of the Work Permit, 

 Ensuring works are completed and installation is safe before putting it 
back in operation. 

 

This procedure deals with the ZFOD main cold and hot Work Permit type, and with 

the complementary Work Permits. 

A WORK PERMIT DOES NOT BY ITSELF MAKE THE JOB SAFE. SAFETY CAN ONLY BE 

ACHIEVED BY THOSE PLANNING, PREPARING AND CARRYING OUT THE WORK. TO 

ENSURE THE PTW SYSTEM IS EFFECTIVE, NO ATTEMPT SHALL BE MADE TO BYPASS 

IT. 

A work permit is not simply permission to carry out the job, a paperwork exercise or a means of 

avoiding the need to eliminate hazards or reduce risks. It is the cornerstone of a safe system of 

work that determines how that job can be carried out safely. It does not remove individual 

responsibility and any signature upon documentation within the PTW System shall be 

considered a formal acceptance of responsibility. 

IF PERSONNEL ARE UNSURE ABOUT ANY PART OF A WORK PERMIT OR IN ANY 

DOUBT REGARDING THE PTW PROCEDURE, THEY MUST STOP AND ASK THEIR 

IMMEDIATE SUPERVISOR FOR GUIDANCE. 

 

1.3 DISTRIBUTION AND INTENDED AUDIENCE 

Unless otherwise authorized by ZFOD, the distribution of this document is confined to ZFOD 

and authorized Contractors. 

 

1.4 DEFINITIONS, ACRONYMS AND ABBREVIATIONS 

1.4.1 General Definitions 

The word shall be used to indicate that a provision is mandatory. 
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The word should is used to indicate that a provision is not mandatory, but recommended as 
good practice. 

 

1.4.2 Specific Terms, Definitions, Acronyms and Abbreviations 

Term / Acronym / Abbreviation Explanation / Definition 

DGS Degassing Station 

PTW Permit To Work 

ZFOD Zubair Field Operating Division 

HSE Health, Safety, Environment 

JSA Job Safety Analysis 

  

  

  

1.5 REFERENCE DOCUEMNTS AND LINKS 

Unless specifically designated by date, the latest edition of each publication shall be used, 

together with any amendments/supplements/revisions thereto. 

Ref. Document Number / Link Title / Description 

(1)   

(2)   

(3)   

(4)   

 

2. ROLES AND RESPONSIBILITIES 

The roles and responsibilities for this document are defined within the document RACIE (see 

page 2). 

The roles of the various groups referred to within this document are: 

 

2.1. DGS Section Head 

The DGS Section Head (or is delegate when not in the DGS) has full responsibility, 

authority and final decision during the planning of all work activities. 

The DGS Section Head shall decide: 

 The need of a Work Permit according to the provisions of this procedure, 

 The level of supervision and monitoring of the work, and request the 
presence of the Issuing authority and/or Performing Authority 
representatives accordingly.  

 

Both DGS Section Head signatures (ZFOD/SOC and ZFOD/eni) are required.  

If it is not possible, one signature is acceptable only if the counterpart has been 

informed in advance. In this case the date and time of communication shall be 

indicated on the additional comments in the box No.8 of Work Permit form 

(“Authorization of Section Head DGS”). 

 

The DGS Section Head shall: 

 Chair the daily coordination meeting with concerned people, 
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 Initiate and organize kick of meetings for specific works, 

 Ensure or additional compensatory measures when necessary, 

 Check the validity period of the Work Permit, 

 Approve all “cold”, “hot” and complementary Work Permit after formal 
acceptance by issuing authority and HSE Authority, 

 Promote and participate in site inspections and Work Permit audits, 
 

The DGS Section Head shall ensure that: 

 All personnel using the Work Permit system have 
received adequate training and that system is well 

understood, 

 All personnel working on his site have received adequate 

training about the Work Permit system, 

 The location of work and the work equipment are 
inspected prior the beginning of the work, 

 A tool box meeting is conducted prior to start the job. 

 

2.2. Issuing Authority 

The Issuing authority is nominated in writing by the DGS Section Head. 

He is in charge of the normal operations of an installation, or 
part of it, and of the compliance with the operating procedures 
for running the installation. 

 

The issuing authority shall: 

 Identify the risks inherent to the works: 

o Risks created by works carried out concurrently with operation of 
existing installations, 

o Risks due to possible interference between works and/or other 
concurrent operations), 

 Inventory the possible events able to alter the conditions in which the 
works will be performed, 

 Ensure the correct issue of Complementary Permits/Certificates, 

 Participate to the Job Risk Assessment, 

 Participate to the daily coordination meeting, 

 Lay down adequate precautions and compensatory measures to control 
identified risks, downgraded situations, possible emergency situations and 
their consequences, 

 Evaluate the appropriate level of monitoring of the works 
(or some specific phases). 

 Considering any possible interference and agree on the work preparation 
before signing and submitting the Work Permit to the DGS Section Head 
for approval 

 Ensuring prior to starting the works that all safety precautions, isolations, 
marking, tests, checks etc. have been organized,  

 Prior to authorizing the Work Permit, holding a Tool-box talk meeting 
ensuring that the Performing Authority and the Work Supervisor fully 
understands the nature of the work, the hazards involved and the 
precautions required, 
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 Notify the DGS Section Head of any anomaly he may notice during the 
execution of the works, 

 Stop the execution of the work in case of deviation from the requirements 
of the Work Permit and inform the DGS Section Head, 

 Ensuring that isolations, spading, particular precautions, have been 
removed after completion of the works and that installation is safe for 
return to the work, 

 Ensure proper commissioning of new/modified installation and 
commissioning file is completed and signed by ZFOD representative, 

 Initiate the Work Permit and complementary permits closure, and forward 
them to the DGS Section Head for definitive closure. 

 

The Issuing Authority is the ZFOD Production Superintendent (or equivalent position) 

 

2.3. Performing Authority 

The Performing Authority is the ZFOD trade representative for the job to be 

executed under the Work Permit. 

The Performing Authority shall be the requester of the Work Permit.  

He is responsible for: 

 Initiating Work Permit as requester, 

 Initially filling the Hazard Identification and compensatory measures parts 
of the Work Permit, 

 Having a good understanding of all interfaces with surrounding activities, 

 Participating to the Job Risk Assessment, 

 Participating to the daily coordination meeting in order to provide 
necessary information to the DGS Section Head, issuing and HSE 
Authorities, 

 Proposing procedures for the execution of the works, 

 Being conversant with all instructions concerning the work, the rules and 
procedures in respect of safety and discipline and enforce them within the 
working team, 

 Checking that all specified requests laid down in the Work Permit are 
implemented before starting the work, 

 Chairing the “Tool-box talk” meeting, 

 Ensuring that Contractor equipment are in accordance with the ZFOD 
requirement (especially lifting and diesel engine powered equipment), 

 Ensuring that all Contractor workers attended the ZFOD HSE Induction 
and are aware of the mustering procedure, 

 Ensuring proper cancellation or re-validation of on-going permits 

 Stopping the execution of the works in case of deviation from the 
requirements of the Work Permit, and inform immediately the Work 
Supervisor, the Issuing authority and/or the DGS Section Head, 

 Ensuring the location is left clean, and that equipment, material and any 
waste have been removed prior to leave the location whether the work 

being temporarily suspended or definitively completed. 
 

The Performing Authority shall be physically present during: 

 The daily Work Permit coordination meeting in order to provide all 
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necessary information to the DGS Section Head, the Issuing and HSE 
Authorities (e.g. drawings, procedure, spades list, …), 

 Work Permit opening and closure. 
 

For Work Permit opening, daily re-validation and work follow-up, if he cannot 

be present on location, he shall appoint a qualified representative, the 

Performing Authority Representative. 

 

Typical Performing Authorities are as follow: 

 Construction operations: ZFOD Construction Supervisor, 

 Maintenance operations; ZFOD Maintenance Supervisor, 

 Work-over operations: ZFOD Work-over Supervisor, 

 Production Operations: ZFOD Production Supervisor. 
 

At the beginning of a work the DGS Section Head can nominate specific personnel to 

act as Performing Authority (Work-over rig tool-pusher…). 

 

2.4. HSE Authority 

The HSE Supervisor of the DGS acts as HSE Authority.  

He is responsible for: 

 Assisting the Issuing authority and Performing Authority in hazard 
identification, risk evaluation, JSA, 

 Defining the necessary precautions and including them on the main Work 
Permit forms accordingly, 

 Assisting the DGS Section Head and Issuing authority in defining 
priorities, should difficulties arise with conflicting activities, and in defining 
a limit to the number of simultaneous permits in the case of simultaneous 
activities, 

 Proposing, if not already done, additional precautions to avoid escalation 
and limit the consequence of a possible incident, 

 Ensuring that PPE proposed on the Work Permit are appropriate and 
properly used during the execution of the work, 

 Participating in Tool-box talk meeting for sensitive operations, 

 Performing regular audits of the work places with the Issuing authority 
and any other DGS Supervisors, to verify compliance with this procedure 
and constant adherence to safe work practices, 

 Promoting and participating in Site Inspections and Work Permit audits, 

 Organizing training for all Work Permit signatories, placing emphasis on 
all details of the procedure that are site-specific, 

 Organizing training for all workers, covering the system basics, 

 Ensuring that the material to be used is conforming to the ZFOD rules 
(e.g. Gas cylinder, Welding Rigs, Thermal Engine…). 

 

The HSE Authority can appoint a qualified Representative (HSE Technician) to check 

that all precautions are enforced prior to open a Work Permit, to monitor regularly the 

safe performance of the work, or to ensure that gas tests are performed by 

authorized gas testers. 

At any time the HSE authority can be assisted by the HSE field Superintendent. 
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2.5. Foreman 

The Foreman is the representative of the contractor or department in charge to 

perform the job. 

The Foreman is technically responsible for the job execution. 

The Foreman shall: 

 Have a good understanding of the job related hazards, and of all 
possible interfaces with surrounding activities, 

 Participate  in  Hazard  Identification  and  compensatory  measures  
discussion  with  the issuing authority, the Performing Authority and the 
HSE Authority, 

 Propose procedures for the works including precautions for controlling 
associated risks, 

 Identify the risks associated with the use of his equipment (if any) and 
the nature of the work to be performed, 

 Ensure  that  his  workforce  involved  understands  the  nature  of  the  
works  and  the associated risks, 

 Ensure  that  all  team  members  have  been  trained,  whenever  
relevant,  in  DGS ERP procedures,  actuation  of  DGS Section Head  
system  and  operation  of  portable  fire  extinguishing systems. At least 
they shall receive a General Safety Induction, 

 Ensure that all the equipment he will use have been certified by ZFOD 
representative. Lifting equipment shall be clearly identified after 
certification by inspector (logistic Dept.) , 

 Ensure  that  the  contractor  Safety  supervisor or Officer  is  present  on  
location  when  required  on  the Work Permit, 

 Participate at on-site “Tool-box talk meeting” prior to start a job, 

 Regularly monitor the progress of the jobs, 

 Participate in the job commissioning if required, 

 Ensure that precautions laid down can be implemented at the execution 
stage, 

 Stop the execution of the works in case of deviation from the 
requirements of the Work Permit. Inform immediately the Issuing 
authority and/or the DGS Section Head, 

 Ensure that his workers leave a clean and safe work place, whenever 
the work has been temporarily suspended or definitely completed. 

 

The Foreman shall be physically present for Work Permit opening/closure 

and for daily/shift re-validation and work follow-up.  

 

 

2.6. Safety Watcher 

A Safety Watcher may be nominated to assist in the supervision of critical works. 

In such case, his role is to: 
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 Supervise permanently the job or intervention, or some specific phases 
as requested on the Work Permit, and ensure that precautions and safety 
rules are complied with,  

 Help in case of leak, failure or abnormal situation, 

 Refer  to  the  Issuing  authority,  his  Representative  or  to  the  HSE  
Authority  (or  to  the DGS Section Head in case of difficulty) any deviation 
of the program mentioned in the Work- Permit, 

 

The Safety Watcher can be allocated to supervise a maximum of 3 working areas if 

they are all, at all time, on his sight.  

The safety watcher should have a specific training and he’s appointed by the HSE 

Supervisor (Safety watcher must be: the fireman, HSE technician, Operator 

production) 

 

2.7. Authorized Gas Tester 

An Authorized Gas Tester is a person formally appointed to perform gas tests, by the 

HSE Department or an external body accredited by the HSE Division after a 

successful test following an appropriate training course. 

 

The Authorized Gas Tester is responsible for: 

 Carrying out the necessary gas checks and reporting them in the “gas 
measurement” place in the Work Permit, 

 Ensuring that gas detector is reliable, maintenance is up-to-date, 
calibration done and proceed to a function test before use. 

 

 

3. WORK PERMIT SYSTEM 

As mentioned in introduction, the goal of the Work Permit System is to ensure a 

strict, coherent and efficient management of all the works conducted on the different 

ZFOD sites in a way to protect human, environment and material resources. 

 

Work Permits documents are split into 2 main categories: 

 Work Permits: “Cold Work Permit” and “Hot Work Permit”,  

 Certificates: “Excavation”, “Confined space entry”, “Radiography”, 
“Scaffolding”, “Process/Mechanical/Instrumentation Isolation” and 
“Electrical Isolation”.  

 

Each Work Permit or Certificate is composed of 4 colored copies (3 Arabic 1 English). 

 

3.1. Main Permits 

The Work Permit is the main document resulting from preparatory tasks such as: 

 The description of the work to be carried out, 

 The hazard identification of the work and the way to prevent them, 

 The additional measures to prevent escalation. 
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Additional certificates can be required and attached to the Work Permit, according to 

the associated risk of the work. 

 

 Cold Work Permit 

The Cold Work Permit is distinguished by blue color. 

It is applied for any work where no ignition sources are used.  

 

 Hot Work Permit (naked flame and No naked flame)  

The Hot Work Permit is distinguished by red color. 

It is applied for any operations in hazardous or non-hazardous area with the 

ability to create any ignition source. This can be the use of equipment 

producing sparks (grinding, piling, no EX equipment, static electricity build-up, 

etc…), hot points (welding group, electric blower...), flame (welding, oxy-

cutting, burning…), etc… 

As often as possible, hot work permit should be avoided inside hazardous 

areas. 

 

3.2. Certificates 

In addition to the main Work Permits, some Certificates shall be issued for the 

preparation and execution of the following operations: 

 Confined Space Entry, 

 Process / Mechanical / Instrument Isolation, 

 Electrical isolation 

 Radiography, 

 Excavation (deeper than 30cm), 

 Scaffolding, 

 

Certificates must be cross linked with the Work Permit (Cold or Hot), writing the 

certificate/s and work permit numbers in the relevant boxes of each forms.  

 

Period of validity of complementary certificates is normally the same as the main 

Work Permit. 

This period cannot be extended beyond period of validity of main Work Permit except 

for Electrical/Process/Mechanical/Instrument Isolations.  

In this case, Isolation Certificates shall be recorded in the Long Term Isolation 

Certificate Log Book (see annex 12) 

 

 

3.3. Basics rules for main Work Permit 

 

3.3.1. Risk Evaluation 



  

  December 2011 

Page 13 of 33 

 

 

A significant step for the preparation of the main Work Permit is the risk 

evaluation which can be performed depending on the conditions and on the 

nature of the job: 

 Perform a basics risk analysis and fill out main Work Permit 
form may be sufficient, 

 Conduct a formal Job Risk Assessment. 

 

This situation shall be initially assessed by the DGS Section Head. 

He will then request to Issuing authority, Performing Authority and HSE 

Authority in order to finalize the assessment. 

The DGS Section Head can also request the Contractor to carry out the risk 

assessment that anyway must be reviewed by the above authorities.  

The number of simultaneous open Work Permit at a same location shall 

remain in the frame of what is practically controllable and can be supervised. 

If during the work, a significant change appears in the initially assessed 

situation, the Issuing Authority (or his representative) shall immediately 

interrupt the job and refer to the DGS section head for further instruction. 

 

3.3.2. Kick-off Meeting 

Chaired by the DGS Section Head, and attended by Issuing Authorities (and 

delegated if necessary), Performing authorities and HSE Authority. 

 

Objective is to give to everybody the same information. A general 

presentation of the operation is done. Participants define together the 

expected starting date/time and duration, battery limit of responsibilities, 

preparatory jobs, Work Permit breakdown, risk management, contingency 

plan and main phone numbers. 

 

Kick-off meeting is planned for specific works such as heavy lift, lifting on live 

lines, confined space entry, works involving several trades such as wells 

connection, etc… 

 

3.3.3. Daily Coordination Meeting 

All Work Permits shall be discussed and approved during the daily Work 

Permit coordination meeting, chaired by the DGS Section Head, and attended 

by Issuing Authorities, Performing authorities, Permit to work Controller and 

HSE Authority. 

 

During this meeting, the scheduled Work Permits for the following day are 

signed and the Work Permit log sheet is then updated by the Permit to work 

Controller and formally approved by the DGS section head. 

 

3.3.4. Tool-box talk meeting 

When opening the Work Permit in the work-site, the Performing Authority with 

HSE representative shall lead Tool-box talk meeting in presence of the 
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complete workforce in charge of performing the job and shall be refreshed at 

beginning of every working day. 

The meeting shall focus on: 

 

 The tasks to be carried out, equipment and materials, 

 The risks linked to the work and its environment, 

 The precautions to be enforced, 

 The emergency and evacuation procedures. 

 

3.3.5. Validity of main Work Permit 

All cold Work Permits have a maximum validity of 7 consecutive days and 

must be revalidated at beginning of each working day or night shift. 

Hot Work Permit validity is 1 day. 

A main Work Permit is approved for opening and execution at the planned 

date indicated. 

However, any cold Work Permit not opened within 3 days after the planned 

start date will automatically become invalid. 

A main Work Permit may be momentarily interrupted at any time by different 

parties (Performing Authority, Work Supervisor, Issuing authority, HSE 

Authority, DGS Section Head) and for various reasons: 

 Change in environment, 

 Precautions not respected, 

 Concurrent jobs with higher priority 

 Hazardous interfaces foreseen… 

The Work Permit shall then be re-assessed before being revalidated and 

maybe postponed or cancelled. 

 

4. WORK PERMIT FLOW 

The Work Permit is split into 5 steps: 

 Request, 

 Preparation, 

 Approval, 

 Execution, 

 Termination control. 

 

4.1. Request 

Any Work Permit shall be submitted at least 24 hours in advance to have time for 

Risk Analysis, clarifications, site visit, ensure the provision of adequate equipment 

and necessary PPE for workforce, etc. In case of real urgent job, upon approval of 

DGS Section Head the Work Permit can be submitted the same day of the job 

activity.  

 

The Requester (designated as the Performing Authority) shall: 
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 Get the appropriate main Work Permit form (Hot or Cold), and complete 
the “Work description” section as accurately as possible. All four copies of 
the Work Permit are kept together, 

 Clearly and comprehensively describe the intended work, specify the 
location and equipment, and ensure all relevant drawings/documents are 
attached (PID’s, layout, isometrics, etc…), 

 Indicate the name of department or Contractor in charge of executing the 
works, the material to be used and the number of people planned to work 
on the location, 

 Indicate the specific work requirements and prepare the necessary 
Complementary Permits/Certificates and the planned date for 
execution/duration of the works, 

 Sign and submit the Work-Permit as requester for review and 
consolidation. 

 

4.2.  Preparation, Review and consolidation 

The Work Permit is reviewed and consolidated during a dedicated meeting attended 

by all personnel involved in the preparation process. 

This step involves the Performing Authority, the HSE Authority and the Issuing 

authority. The “Hazard identification, Control and Safety precaution and equipment” 

section of the Work Permit form is used. Communication between parties is 

mandatory.  

 

4.3. Permit authorization 

This step involves the production supervisor the performing authority and the HSE 

authority. The “Permit authorization” section of the Work Permit form is used. 

The Performing authority shall: 

 

 Check that Contractor Foreman fully understands all conditions of the 
permit, 

 Check that tools and equipment required are in accordance with the 
work description 

 Check from PTW any complementary permit or certificate 

 

The Performing authority then signs the “permit authorization” part. 

 

The Issuing Authority (Production Superintendent) shall: 

 

 Check from daily Work Permit log sheet any potential interferences 
with others works, 

 Complete and define additional measures if necessary 

 Check the interference with other work permit 

 Check the interference with operation in progress 

 Control and check all Complementary Permits and Certificates and 
documentation associated 
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The HSE authority shall: 

 

 Check from daily Work Permit log sheet any potential interferences 
with others works, 

 Specify gas test frequency, 

 Control the part of “hazard identification” and the “safety precaution 
and equipment” 

 Complete and define additional precautions if necessary 

 Control and check the documentation associated and job safety 
analysis  

 Ensure that the safety precaution and the work area requested are 
coherent 

 

4.4. Approval 

 

The DGS Section Head shall: 

 

 Ensure that hazard identification and safety precaution are coherent, 

 Ensure the battery limits of the Issuing Authorities responsibilities, 

 Complete and define additional precautions if deemed necessary, 

 Ensure  that  level  of  supervision  defined  by  Issuing  authority  and  
Performing  Authority  is appropriate, 

 Ensure that all qualified persons are nominated as required, 

 Ensure compatibilities of works with on-going ones, 

 Return the Work Permit if not satisfied. 

 In case of Complementary Permits and Certificates are required to 
verify the execution of required action before to sign the main work 
permit 

 

The both DGS Section Head will then sign the “authorization of Section Head DGS” 

part. 

 

4.5. Execution 

Work Permit shall be withdrawn in the Control Room whoever is the Operating 

authority. 

 

The Performing Authority must ensure that the Work Permit has been read and 

understood by the Contractor Foreman. 

 

“Person in charge of work” part of the Work Permit is filled and signed on the permit 

to work controller office every day by foreman or supervisor to notify Work Permit 

opening. 

 

“Validation on site” part of the Work Permit is filled and signed on site every day by 

the foreman or supervisor, the production operator and the safety watcher to notify 

Work Permit opening. 
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If a Gas Test is required, a first measurement is done before the work can start. The 

control room is notified that the Work Permit is open and the work ready to start.  

During execution of the main Work Permit: 

 two copies remains on site at all time (original-Arabic, copy 3- 
English), 

 One copy is posted in “live” part of the Work Permit board (in the 
Control Room) to have an overall view of on-going works. 

 One copy is given to HSE office. 

 

A Work Permit can be closed for several reasons: 

 

 Work is completed, 

 Work is delayed or postponed, 

 Work is being continued under another Work Permit. In all cases, the 
“Closure” section is to be used. 

 

4.6.    Termination control 

The Performing Authority must ensure the work site is left clean, safe and all tools 

and equipment are removed or stored. Then, he returns the copy to the Control 

Room, and informs the Issuing authority. 

 

The Issuing authority shall declare that works are completed, or definitively 

interrupted, after he has ensured (visual check, check-list, test-run, etc.) that the 

installation is safe for hand over (isolation or spading removed, etc.) and/or ready to 

return to service. 

 

The Issuing authority informs the Control Room of the status of the works and of the 

installation. 

 

The production supervisor ticks the “work completion” box and writes, if any, the 

mandatory actions required before putting the installation back in service. 

 

The issuing authority dates and signs the Closure of the Work Permit.  

 

Note 1: The closure of the Work Permit closes the associated complementary 

permits also.  

 

Note 2: When Electrical/Mechanical/Process isolation Certificates cannot be closed 

when the main Work Permit is closed, then, they shall be recorded as “long-term 

inhibitions/isolations in a dedicated log book. A Downgraded Situation declaration 

might be issued under Issuing authority and/or DGS Section Head decision. 
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5. PERFORMING THE WORK 

 

5.1.   Gas Testing 

Gas Tests shall be performed by authorized/certified Gas Testers ONLY as required 

by Work Permit statements. 

 

The authorized Gas Tester shall complete the result table on the adequate section 

and sign it to state that it is safe to undertake the work. 

 

5.2. Onsite Work Permit validation 

The main Work Permit is opened on site by the Issuing authority, the Foreman and 

the Performing Authority once they have: 

 Checked that precautions and safety precautions are implemented. The  box  
in front of each safety precautions implemented is to be ticked, 

 Ensured  that  proper  tests  and  measurements  have  been  done  with  safe  
results  and recorded by Gas Tester in the appropriate table, 

 Ensured that required isolations have been properly performed, 

 Held a pre-job Tool-box talk meeting with the labor force to ensure that risks, 
precautions and emergency procedures are known and well understood. 

 

Once satisfied, 

 

 The foreman and  production operator signs the “Validation on site” part of 
the Work Permit, 

 

 The Safety Watcher (hot permit to work), if assigned by the HSE authority, 
shall sign the “validation on site” box also. 

 

For high-risk works like confined space entry, naked flame in hazardous area, 

sensitive equipment dismantling, sensitive excavation, or as mentioned in Work 

Permit, the HSE Authority or technician shall be present at Work Permit opening. 

 

5.3.   End of working day 

At the end of the working day and if the work is neither completed nor interrupted for 

safety reason, the Performing Authority returns the two copies to the Control Room 

and informs the Issuing authority that the site has been left in safe condition. 

 

The Control room copy is then moved from “live” section of the board to the 

“suspended” section with the two copies and the attached certificates, waiting for re-

validation. 

 

In case of crew change, the Issuing authority, the HSE Authority and the Performing 

Authority must review all live Work Permits and status of works with appropriate 

personnel in the new crew. 
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The Work Permit shall then be revalidated by the new crew personnel identified as 

the Issuing authority, Safety Watcher and Performing Authority. 

 

5.4. Revalidation of the main Work Permit 

Work Permit must be re-validated at least each morning before the work resumes or 

as requested in “validation on site” section of the permit. 

 

Revalidation of main Work Permit is the joint responsibility of the Issuing Authority, 

the Contractor Foreman and the Performing Authority once they have checked that 

stated precautions are still implemented and that environmental conditions have not 

changed and caused additional hazards. 

 

It is allowed for the issuing Authority or his representative to revalidate the Work 

Permit in Control Room depending on the following: 

 

 Additional hazards associated with the job, 
 Change in conditions during the night, 
 Additional work in the area that will interrupt or conflict with the job. 

 

After revalidation, one copy is placed on “live” section of the board while other two is 

kept on Site and remaining copy is at DGS HSE office. 

 

5.5.   Momentary Interruption 

Once the works have been stopped in a safe manner, the person who has taken the 

decision to interrupt the works shall: 

 

 Notify  immediately  the  Control  Room,  the  Issuing  Authority  
and/or  the  DGS Section Head of the interruption, 

 Gather the Work Site and the Control Room copies of the main Work 
Permit, 

 Indicate the reason for interruption in the proper section of the Work 
Permit. The Issuing Authority then keeps the 3 copies of the Work 
Permit. 

For resuming the work, the full process of revalidation shall be applied under control 

of issuing Authority. 

 

5.6.   Interruption in case of alarm 

In case of alarm (gas, fire …), works shall be IMMEDIATELY stopped in safe 

manner. 

 

Before reaching the muster point, the Foreman shall ensure that: 

 

 All hot works are stopped, 
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 Electrical generator, welding machine, thermal engines, vehicles,  … 
are shut-down, 

 Any source of electricity is switched-off, 

 Gas cylinders are isolated, 

 Lifting devices with loads still suspended are abandoned in safe 
conditions, 

 Escape ways are unobstructed. 

  

The Performing Authority shall collect the Work site copy of the Work Permit and give 

it to the Issuing Authority or his representative. 

 

The Contractor Foreman shall gather the work site, control room copies in the 

Control Room. 

 

To reopen a Work Permit, whatever the cause of alarm, the full process of work 

permit revalidation shall be applied under the control of Issuing Authority. 

 

5.7.   Work delayed or postponed 

When the work has been delayed or postponed, the Performing Authority is 

responsible to leave the work site in a clean and safe condition. 

 

If a Work Permit has been delayed the Issuing Authority ticks the “Suspension or re-

issue” box and the other appropriate boxes. 

As a general rule all the delayed Work Permits with their associated documentation 

shall be available in the Control Room. 

 

6. WORK PERMITS LOG BOOK 

Each DGS shall maintain a log sheet of all Work Permits. This log shall contain at 

minimum the following: 

 Reference number, 

 Date, 

 Scope of work, 

 Types, 

 Start dates (planned/actual), 

 Close dates (planned/actual), 

 Signatures,  

 

The list shall be daily reviewed by the Issuing Authority and the DGS Section Head in 

order to have a global view of the work plan and detect any interference between 

planned works. 
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7. ARCHIVING 

The HSE Authority is in charge to archive all hot and cold Work Permits copies 

(Arabic and English). These copies are archived with all supported documents 

(complementary permits / certificates, PID’s, etc...) for a 12 months period. After this 

period HSE ZFOD representative at DGS will pass to Company Main Archive 

representative. All these records in main archive shall maintain for a minimum period 

of five (5) years. 

 

8. TRAINING 

 

Anybody performing work on ZFOD DGS, well, RIG including any Contractors, must 

have attended a Work Permit system training course given by ZFOD Training 

Department. 

A written exam must end any Work Permit training course for all persons 

implementing the Work Permit procedure including requesting authorities. 

 

All trained staff should be recorded in a training matrix and a yearly refreshing 

training is performed to permanent staff under responsibility of the ZFOD HSE 

Department. 
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9. ANNEXES 

9.1 Cold work permit form 
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9.2. Hot work permits form 
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9.3. Electrical isolation certificate form 
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9.4. Process/Mechanical/Instrument isolation certificate form 
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9.5. Excavation certificate form 
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9.6. Scaffolding certificate form 
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9.7. Radiography certificate form 
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9.8. Confined space entry certificate form 
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9.9. Tool box meeting form 
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9.10. Permit to Work PTW flowchart. 
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9.11 PWT Logbook. 
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9.12. Long Term Isolation Certificate Logbook. 

 

 


