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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:

e I|dentification of hazards and risks,

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

e Managing possible interference between various jobs,

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

e Registration of the Work Permit,

e 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
141 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
15 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
@)
(&)
(©)
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:

e The need of a Work Permit according to the provisions of this procedure,
e 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 No0.8 of Work Permit form
(“Authorization of Section Head DGS”).

The DGS Section Head shall:

e Chair the daily coordination meeting with concerned people,
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e Initiate and organize kick of meetings for specific works,
e Ensure or additional compensatory measures when necessary,
e Check the validity period of the Work Permit,

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

e Promote and participate in site inspections and Work Permit audits,

The DGS Section Head shall ensure that:

e 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,

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

e Atool 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:

e 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,

o Ensure the correct issue of Complementary Permits/Certificates,
e Participate to the Job Risk Assessment,
e Participate to the daily coordination meeting,

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

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

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

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

e 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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o Notify the DGS Section Head of any anomaly he may notice during the
execution of the works,

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

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

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

e 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,

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

e Having a good understanding of all interfaces with surrounding activities,
e Participating to the Job Risk Assessment,

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

e Proposing procedures for the execution of the works,

e 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,

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

e Chairing the “Tool-box talk” meeting,

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

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

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

e 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,

e 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:

e The daily Work Permit coordination meeting in order to provide all




Zf d December 2011

o Page 9 of 33

field operating division

FLPY
el Jyiig

necessary information to the DGS Section Head, the Issuing and HSE
Authorities (e.g. drawings, procedure, spades list, ...),

o 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:

e Construction operations: ZFOD Construction Supervisor,
e Maintenance operations; ZFOD Maintenance Supervisor,
e Work-over operations: ZFOD Work-over Supervisor,

e 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:
e 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,

e 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,

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

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

e Participating in Tool-box talk meeting for sensitive operations,

e 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,

e Promoting and participating in Site Inspections and Work Permit audits,

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

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

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

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

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

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

e 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,

e 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.) ,

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

e Participate at on-site “Tool-box talk meeting” prior to start a job,
e Regularly monitor the progress of the jobs,
e Participate in the job commissioning if required,

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

e 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,

e 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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e 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,

e Help in case of leak, failure or abnormal situation,

e 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:
e 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.

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

e Certificates: “Excavation”, “Confined space entry”, “Radiography”,
“Scaffolding”, “Process/Mechanical/lnstrumentation 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:

e The description of the work to be carried out,
e The hazard identification of the work and the way to prevent them,
e 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.

e Cold Work Permit
The Cold Work Permit is distinguished by blue color.

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

e 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
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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:

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

e 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:

e The tasks to be carried out, equipment and materials,
e The risks linked to the work and its environment,

e The precautions to be enforced,

e 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:

e Change in environment,

e Precautions not respected,

e Concurrent jobs with higher priority

e 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:

4.1.

Request,
Preparation,
Approval,
Execution,
Termination control.

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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e 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,

e 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,

e 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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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:

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

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

o Ensured that required isolations have been properly performed,

e 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,

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

e 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.

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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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.

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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9.2. Hot work permits form
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9.3. Electrical isolation certificate form

Electrical Isolation Linked to PTW ‘Work site
certificate number

ELECTRICAL
ISOLATION CERTIFICATE

This permit must be initiated with a main work permit / each trade must provide one main work permit and one isolation certificate

ISOLATION REQUEST (By Performing authority) .1
‘Tag No : Equipment to be isolated | :Date
: Nature of work to be performe

: Signature Timed&Date :Department :Name

ISOLATION AUTHORIZATION (By Maintenance Superintendent) .2

I hereby authorized the 1solation of the equipment detailed in (1.) above
: Signature Timed&Date :Department : Name
ISOLATION (By Electrical authorized person) .3
State here precisely SITE / ROOM / PANEL / CIRCUIT BRAKER:

Isolation of the above mentioned electrical equipment has been completed by:

No Yes Action
No Yes Identification
No Yes Switched off
No Yes Racking out
No Yes Locked by padlock
No Yes De-energized verified
No Yes Green sheet to be mnstalled on padlock
No Yes Additional earthing needed

:Additional request
<eeeeeee.Comments: (additional earthing position etc.)

I hereby declare that the 1solation of the above mentioned equipment with Tag No: .................... .. has been checked by me and now 1t 1s safe to work as
requested for the above equipment

Signature Date & fime : Name

CLEARANCE (by Performing authority) .4

T hereby declare that the work detailed in (1.) above has been completed and that all persons under my charge have been withdrawn and instructed that it is no
longer safe to work on the equipment specified m (1.) above and that all equipment and tools have been removed from the work site

Signature Date & time : Name

REQUEST FOR DE-ISOLATION (Maintenance Superintendent) .5

hereby declare that the work to be carried out under this certificate has been completed.

Signature Date & time : Name

ELECTRICAL DE-ISOLATION (By Electrical authorized person) .6

1 hereby certify that the equipment specified in (1.) above has been reinstated and that all isolations have been removed. All caution notices, request and locks
have been removed from the work site (3.)

Signature Date & time : Name

COMPLETION (By Maintenance Superintendent) .7

I hereby declare that the work to be carried out under this certificate has been completed, the equipment specified m (1.) Above has beenreinstated and that
the main Work Permit has been closed

Signature Date & time : Name

DISTRIBUTION .8
2nd COPY 1st COPY ORIGINAL

Task Performer HSE department Control Room
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: Equipment to be isolated

: Nature of work to be performed

Date & time : Department Name

[Number of points at which the equipment detailed in (1) above is to be isolated: ......... Isolating devices to be used at each point together with
the appropriateposition for depressurizing / venting are indicated on the attached P&ID(s)

I hereby authorize the isolation of the equipment detailed in (1) above as described on the attached P&ID(s).

Signature Date & time : Department

REINSTATEMENT ISOLATION A. Process isolation
Date Time Date Time Lock No Tag No Location/instruction

REINSTATEMENT ISOLATION A. Mechanical isolation
Date Time Date Time Tag No Location/instruction

REINSTATEMENT ISOLATION A Instrument isolation
Date Time Date Time Lock No Tag No Location/instruction

I hereby declare that the equipment detailed in (1) above has been isolated as indicated.

Signature Date & time

T hereby declare that the work detailed in (1) above has been completed and that all persons under my charge have been withdrawn and instructed that 1t 1s no
longer safe to work on the equipment specified in (1) above and that all equipment and tools have been removed from the work site.
Signature Date & time Name

T hereby declare that I have checked the site and authorize the reinstatement of the equipment detailed in (1) above.

Signature Date & time

1 hereby certify that the equipment specified 1n (1) above has been reinstated and that all 1solations have been removed. All caution notices and locks have
been removed from the work site.

Signature Date & time Name

I hereby declare that the work to be carried out under this permit to work has been completed, the equipment specified in (1) above has been reinstated an
that the Maimn Work Permit has been closed.

Signature Date & time Name

2nd COPY 1st COPY ORIGINAL
Task Performer HSE department Control Room
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9.5. Excavation certificate form

-
Y axy
@ﬂn \/ KOGas

Excavation Linked to PTW Work site
certificate number

EXCAVATION CERTIFICATE

This permit must be mitiated with a mam work permst

LOCATION / NATURE OF WORK (by requester) .1

‘Department

‘Location of Work
‘Description of the work to be performed
Drawing associated No : Depth

Signature Date & time : Performung Authority Name

INSPECTION (By Production Superintendent) .2

After visiting the site, studying the above drawings and comparing with our documents we consider that

No Yes Damaged No Yes Hazardous There are objects liable to be

No Yes Backfilling No Yes Excavation This Permit is to be used for

No Yes Hand digging No Yes Mechanical Type of Digging Permitted
Signature Date & time Name

PRECAUTION TO BE TAKEN (HSE Authority) .3

No Yes Barriers / Warning Notice required
No Yes Flash light required
No Yes Road diversion required
No Yes Ladder / Starrway /Ramp Required (Required 1f excavation depth exceeds 4 feet. Maximum distance between worker and exit point must be
below 25 ft).
No Yes Scaffolding required
No Yes , ,
Sloping / shoring / trench shields required (Precaution required 1f excavation depth exceeds 5 feet)
Ne Yes Soil Classification checked by Registered Professional Engineer
No Yes

Daily inspection required

:Additional precautions

Signature Date & time : Name

ISSUED (by Production Superintendent) .4

I have personally checked the above conditions of the job site and found that the work may be carried out safely provided the above precautions are followed in
addition to those of main work permit

The permission is granted to commence excavation work.

Signature Date & time : Name

ACCEPTANCE (By Performing Authority) .5

I have read this certificate and understand and agree to accept all precautions and conditions

Signature Date & time Name

CLEARANCE (By Performing Authority) .6

T hereby declare that all work requiring this Excavation certificate has been completed and that all persons, equpment and tools have been removed from the
work site
Signature Date & time Name

COMPLETION (By Production Superintendent) .7

I hereby declare that excavation work has been completed and the main Work Permit has been closed
Signature Date & time Name

DISTRIBUTION .8
2nd COPY 1st COPY ORIGINAL
Task Performer HSE department Control Room
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9.6. Scaffolding certificate form

ot A
=) & 4
@lﬂ]ﬁ W, | kosas

Scaffolding certificate Linked to PTW Work site
. number

SCAFFOLDING CERTIFICATE

This permit must be initiated with a main work permit

LOCATION / NATURE OF WORK (by requester) .1

Location of Work : Department

D Removal D Erection : Description of the work to be performed
D NO D YES : Specific Drawing associated /m........ Width/m...... Height/ D Heavy D General D Light Scaffold duty
Signature Date & time : Performing Authority Name

INSPECTION (By Performing Authority) .2

NO Yes Hazard created to/from traffic NO Yes Familiar with area hazard
NO Yes Area free of combustible /toxic gas NO Yes Scaffold anchoring point approved
NO Yes Scaffold certificate material (tubes clamp ...) No Yes Foundation footing prepared
Signature Date & time Name

PRECAUTION TO BE TAKEN (By HSE Authority) .3

NO Yes Barriers / Warning Notice required

NO Yes Flash light required

NO Yes Road diversion required

NO Yes Ladder / Starrway /Ramp Required (Required if excavation depth exceeds 4 feet. Maximum distance between worker and exit point must be
below 25 fi).

NO Yes Scaffolding required

NO Yes L . . . -
Sloping / shoring / trench shields required (Precaution required if excavation depth exceeds 5 feet).

NO Yes Are proper scaffold entry tags used to inform personnel when 1t 15 safe (or not safe) to use a scaffold? (green, yellow, red)

NO Yes Daily mspection required

NO Yes Erection team has been certified

NO Yes Lifting device approval

NO Yes Safety barriers/ safety tape /work safety area

NO Yes Safety hamess mandatory

‘Additional precautions

Signature Date & time Name

ISSUED (by Scaffolding Erection Supervisor) .4

Tunderstand the hazard involved mn the above pernitted work and the limutation required has been explained to me. I have personally checked the scaffold and
found that the work may be carried out safely provided the above precautions are followed m addition to these of main work permit.

Signature Date & time Name

ACCEPTANCE (By Scaffolding controller) .5

T hereby declare that this scaffold has been erected in compliance with best industry practice and 1t’s conform of scaffold erection international standard.

Signature Date & time Name|

CLEARANCE & COMPLETION (By Performing authority) .6

I hereby declare that all work requiring this Scaffold certificate has been completed and that all persons, equipment and tools have been removed from the
work site

1 hereby declare that Scaffolding work has been completed and the main Work Permit has been closed.
Signature Date & time Name|
DISTRIBUTION .7

2nd COPY 1st COPY ORIGINAL
Task Performer HSE department Control Room
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9.7. Radiography certificate form

"
Y axy
@n" \/ KOGas

Work site Linked to PTW Radiography
certificate number

RADIOGRAPHY CERTIFICATE

This permit must be imtiated with a main work permmt

1. LOCATION / NATURE OF WORK (by requester)

Contractor : Performing Authority
: Location of Work

- Description of the work

:Tag No Equipment / Line

2. EQUIPMENT CERTIFICAT CHECK (By Contractor Radiography Protection Officer)
:Contact Tel No. Contractor Radiography Protection Officer Name
Contractor Performer Name
- Activity (Curies) ‘No : Type of Radioactive Source

Documents to be submitted by the Contractor Radiography Protection Officer to the HSE Superintendent

No Yes NATEC import authorization certificate
No Yes Radiographer’s qualification certificates
No Yes Decay chart for source
No Yes Certificate for the exposure container and record of leakage test
No Yes Calibration test for radiation dose meters
No Yes Copy of contractors local rules (including emergencies procedures)
Signature Date & time Name

3. PRECAUTION TO BE TAKEN (HSE AUTHORITY)

No Yes The restricted area 1s adequately marked at the safe it of 50 meters (reading to be <6 mSv)
No Yes The restricted area 1s clear of unclassified persons
No Yes All people involved in radiography operation are wearing monitoring badges
No Yes Equipment for retrieval of source in case of emergency 1s present on site
No Yes Confractor radiation meter 1s on site, calibrated and serviceable
No Yes Persons in the surrounding area have been informed
No Yes Flashing light to be operated when source is exposed
No Yes Radio contact with control room
:Additional precautions

Signature Date & time Name

4. ISSUED (by permit controller)

I have personally checked the above conditions of the job site and found that the work may be carried out safely provided the above precautions are followed n
addition to those of main work permit
Signature Date & time Name

5. ACCEPTANCE (By contractor Radiography protection Officer)

I have read this certificate and understand and agree to accept all precautions and conditions
Signature Date & time Name

6. CLEARANCE (By contractor Radiography protection Officer)

I hereby declare that all work requiring this radiography certificate has been completed and all persons, the source and equipment have been removed from
the work site
Signature Date & time Name

7. COMPLETION (By permit controller)

I hereby declare that radiography work has been completed and the main Work Permit has been closed
Signature Date & time Name

8. DISTRIBUTION

2nd COPY 1st COPY ORIGINAL
Task Performer HSE department Control Room
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9.8. Confined space entry certificate form

Wrork to be done by

n\..y o ] m_._ ) _:.ﬁwaannan_m_
_m__.-m W, | koGas ¥

ENIEEING STAEE

OD (Contractars Sigmature Tmme OUT Time I Name of entermg staff m confimed space
L
Confined Space Entry Certificate [==nr ]
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Jeature of enfry Associated Permit to Work detal
‘Pt 00 Wark Mo
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Full Test Results (for confinuous testing record at 15 minute intervals using continuation record)

CONDITIONS FOR ENTRY (To be compleded by Performi

Mo | Yes | Fixed Fire fishting Svstems Isolared Ho Ves [ Vessel blanked from all hazards
Mo | Yes | Fixed Fire fishtine Systens Bypassad Mo Yes | Vessel Isolated fom all hazards
Mo | Ves | Vessel pureed of gases / vapomrs o Yes | Inerting System Isolated
Mo | Yes | Vessel sufficiemtly clean to allow enmy ] Yes | Gas Monitor required
Mo | Ves | Brearhine Air Equipment required o Yes | Full-body Hamness & Life Lines provided
o | Yes | Spedal clothing required Mo Yes | Pesoue Equipment defined and available
e | v Commmirscation defined” radio / woice | other - - Fescue J Emergency team Available & Confacted
o | Yes Mo e
Time Latz Siznamume

I declare the above confined spaceis isolaved and that it cam be emered prividad the company procedsres for confined space entry are followed.
: Function Company -Satety Watcher Namy
Addifional ceaditions/precantions for eniry:

Gastest frequency every [ | munmles or comtimous[— ]
MName (Priaf)

Tima Date Desigmation Siznamre

CERTIRICATE CANCELLATION (Retum to Operations Anthority)
Betummed by - Mame (prat

Tims Date Designation Signamre

Distribution: Original — with main PTW / copy 1 — HSE Department / copy 2 — Control room
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9.9. Tool box meeting form

W S i B LB B s e
D R s S ZFOD HSE TOOL BOX TALK
TOPICS DISCUSSED S SR :
viticat Activifies zarous Agenis azardous tonsequentes. © | o HPTW o CPTW
0 Warking at height & Of o Ignition S DPTHENG S e
n klechanical ifting 5 Flammable Gas a Fire/Explosion
o Manual Handling o Toxic Chemicals a Elestric shack
1 Welding / Culting 1 Oxygen 1 Damage to equipment
O Power tools o Nitragen/ inert Gas 0 Hearing Loss o Excavation
0 Hand tools o Noise a Eye tnjury
1 Pressurefleak festing o Vibration o beaks and Spills & Confined space enfry
11 Process Isclation 12 Electrical Energy o1 Asphyiation N
o SIMOPS o Pressure o Toxic effects 2 Hlectricalsolation
1 Blectrical solation 03 Heat Stress alther . = Process-Mech-inst isolation
0 Stacking / Storage o Fafing objects i Dreventive Measires - -
o Confined space entry o Windfrain/Sandstorm 5 Proﬁer. BPE 1 o Scaffold
Chemical cleanin : Lack of competens .
0 nemica Cleaning ¢ HacK o conpeiency o Housekeeping & Ligic & Safety device by-pass
o Excavalion 2 Gontaminated water 21 Fall Protection
fal Pamtéing!saad biasting o Labn-aatéon Oiil 5 Barricading = Complenientary et
o Machinery 7 lonizing Radiation o Fire prevention T
1 Gonerate pouring 1 Hazardous chemicals m Gas detestion
aOthel s o Other 2PTW
aOther
CEE o e e e e e e e e o D2 D3 D4 | D5 DB DT
i ATTENDEES NAMES: - = 2 TRADE: - [ -BADGEN® |+ SIGNATURE: - i e e e
£
4
be filled by ZFOD' HSE représentalive { Tiek .+ to confimconfinuation ). =~ | Tk Pforetfondee present .
B Tick A for altondes aksort: 1
SONAMED o S POSITION R WORKAREA
Date
Time
Signatiee
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9.10. Permit to Work PTW flowchart.

Preparation

Approval Execution

=&

Reviews risk
assessment

Approves and signs

HSE

Requester Initiates Work
(Performing permit
Authority)

Foreman signs the
“validation part on
site”

Approves Work
permit

Participation of the
daily tool box talk
meeting

Work permit HSE technician signs
the “validation part on

authority site” of the work
permit

Closure

Issuing authority

Signs Works permit
closure
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9.11 PWT Logbook.

PERMIT YO WORK LOGBOOK

Number |Permit Type

Job Performer

Job Arca

Open {Date & Initfal}  {Closed {Bate & Initial)

Validity

Remarks

0G5 DFERATANG WORK FERIAIT FROCEDURE

DGS Section Head Signature
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9.12. Long Term Isolation Certificate Loghook.

LONG TERM ISOLATION LOGBOOK

bmuml

[ e eokation Gant a1

i [XC1ES N

L dypeebiserlion Eot B i e b Faupimient/ Taghio, s DD Dt alid Reasons for Ling Terel L

DGE GPERATING WORK PERMIT PROCEDURE




