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Health, Safety & Environmental Management System (HSE MS) Guide

Welcome to PDO’s HSE MS.

This presentation will explain:

What the HSE-MS is.

Why was it simplified.

What'’s in and what’s out of the HSE-MS.

How it is controlled.

Where do you find it.

And provide some examples of the simplified HSE-MS Processes.

So let’s get started!!
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What is PDO’s HSE-MS?

PDO obeys the laws of Oman, as well as requirements of its shareholders an stakeholders. It does this by identifying what
these requirements are, and then captures these in the form of the business policies and practices of the PDO Control
Framework.

These consist of different documents (Policies, Code of practice, Procedures and Specifications, which direct how work is done
within PDO. The HSE MS is thus the collection of these requirements that are needed to manage health, safety and
environment activities and it;

*Ensures compliance with Oman legal requirements

*Helps protect employees

*Includes ISO 14001:2015 requirements (Environmental management)
*Includes ISO 45001:2018 requirements (Occupational Health & Safety)
* is a process based system. (Each activity has inputs and outputs)
*Includes core operational requirements.

*Presents activities on as 1 page processes

Links activities where required.

*Eliminates duplication

* Is easy to use and access
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What’s in and what’s out of the HSE-MS?

20-30%

This is the part that matters!!/

In the HSE MS In HSE_MS

1. Process flow diagrams replace procedures. These define the steps of an activity or task. They define the Why, What
Who, Where When and How. Example: The Steps to be followed in getting PTW approval for welding a pipeline

2. Specifications are kept in the Corporate Management System (CMS) and are linked where required. Specifications
describe measurable criteria (how many / how much) Example: SP-2000 vehicle requirements

3. Supporting documentation. Example: Checklists, templates, Reference documents, Legal requirements, Forms.

70 - 80 % of the document

was not addressing the activities

OUT of the HSE MS involved NOT IN HSE-MS

4. Old style Procedures. These are replaced by Process Flow Diagrams

5. Guidelines: Process flows are clear enough. There is no longer a need for guidelines.
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How is the HSE-MS controlled?

*PDO personnel access from the Intranet. Intranet users have direct access to all documents.

*Contractors access from the internet. If a document is “Restricted” A message stating “document
unavailable” will appear on screen) and access is then via Contract Holders.

Process owner: MSEM

*HSE-MS is centrally coordinated for change management. Process Author:  MSE3
*Compliance to the HSE-MS is not negotiable! 150 ref: 10.2
Date issued: 11172017

Process #: EF1 vi1.0
*\ersion control information on each page?

wTers MS EM Cor trolled documents are

CP-122 HSE Manual Proces Amthon  MSED )

102 - o .
Incident Non conformity & Corrective Action (6.1) o= izerr 55';‘?,‘2,";::’::22;3 valid i

~  —
Hardcopies ONLY VALID if manually date stamped
- 000000000__0_0_0___]
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How is the HSE-MS controlled?

*Always available on website (Electronically)
*Always current: As changes are approved, they are published.

*PDO personnel access from the Intranet.
*Contractors access from the internet.

*No hard copies printed for distribution!

*NB: Working copies are only valid for 1 day
*BUT ONLY IF THE PERSON PRINTING THEM SIGNS AND DATES THE COPY MANUALLY
*AND RE-SIGNS IT IF THEY USE IT AGAIN ON ANOTHER DAY!!
*Undated copies, or copies older than 1 day are uncontrolled.

e == Controlled documents are
CP-122 HSE Manual Coorsmtomion | TEE online.
150 ref: . = - -
Incident Nonconformity & Corrective Action (6.1) Date Ssued: /1L =Ll ::l:?:?p‘?i: ic:rpe'zm.vahd *
e 55 E

Hardcopies ONLY VALID if manually date stamped
. ]
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Where do you find the HSE-MS? (Contractors)

For PDO Employees, there is a link on the HSE website. This link will open the simplified HSE MS.

http://pdointernet/hseforcontractors/Index.aspx

For contractors there is a link on the HSE for Contractors website. This link will open the simplified HSE MS.

http://www.pdo.co.om/hseforcontractors/Index.aspx

The current procedures will remain available until 30 June 2018.
All users of the HSE MS to access and use the simplified HSE MS.

If you experience problems with the site, or find errors with links, or errors with some of the processes, you are
requested to report these to the Document controIIer using the link on the website.

To request a change

& Ol Janala TS 2
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http://www.pdo.co.om/hseforcontractors/Index.aspx
http://www.pdo.co.om/hseforcontractors/Index.aspx
http://www.pdo.co.om/hseforcontractors/Index.aspx
http://www.pdo.co.om/hseforcontractors/Index.aspx

Where do you find the HSE-MS? (PDO)

/!:’ . ABOUT PDO | MD HOME PAGE

2018 HSE Stats

‘ Fatalities

-

Volkswagen Tiguan Turbo TSI
2.0 4WD 201

S 97909631

PRODUCTION 4

L“ Key Figures

L’, Production Dashboard
@ Nibras RTO Portal
*2 PcAD portal

"J Scorecard Update

r_a, Performance Dashboard

Qe La DLz =

Petroleum Development Oman

| CORPORATE & FUNCTIONAL SITES v ORGANISATIONAL BITES v APPLICATIONS

FOLLOW My Profile

Check Mail

PDO Wins
OPAL Awards

Search...

Clarke, Vaughan MSES53

| SERVILES | ORGANISATION CHART

BUSINESS PRINCIPLES

26
APR

25
APR

24
APR

BLOW THE WHISTLE

PDO teams win again in FIFCO Cup & qualify for next ro.... 12:00
Football World Corporate Champions Cup: PDO Day 2 Resu.... 13:20
Planned Services Downtime Notification 12:55
Unavailability of SAP Windows Servers (Production) 10:15
Today & Thursday: Reminder PDO celebrates World Health.... 08:40
MD/TD Talk Survey 16:00
Latest Corporate Real Estate newsletter published 15:00
iSecure Bytes Newsletter - Cloud Security 13:00
Integrated Operations Centre Newsletter launched 12:00

AIPSM INCIDENT COI DECLARATION
DATABOOK

Launched
The AI-PSM Incident

Near

NEAR MISS
REPORTING

Miss Reporting Tool

Photo Gallery

PDO Publications PDO WWW Website

EVENTS A

30 Oman Energy & Water
APR 2018...
Read More ...

08 Hawa Presenatation (Sheikh

mMAy Aflah Al-Khalili)...
Read More ...

QUICK LINKS

@ SAPpHiRe (ESS)
SAP

COI-Conflict of Interest

Staff Finder
Employee Policy Manual
Livelink

Ky
-
[=4" Travel & Flight
L
=}
2
=

PCL Training Calendar

,//'
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Where do you find the HSE-MS? (PDO)

— o b
@ Facilities /Bus. Support : 2 = / e - | M Inbox- vaughaniclarke-- e

Accommodation Booking Tool

Search this site..

Housing Management System

Office space Management System

HSE Documents

A day in the life of-

Security Applications e-Form

Enterprise -

150 45001 150 14001 Forms, templates &

‘Welcome to the Health, Safety and Environmental Management System (HSE MS)
This is the Health, Safaty and Fnvironmental Management System (HSF MS) of Petroleum Development Oman (PRO). It ensure that Health, Safety and Fvironmental activities are done so as fo protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the ISO 14001:2015 Environmental Management System and ISO 45001:2018 Occupational Health and Safety Standard.

B H Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system Is completed.
Telephone Billing system e ey ( ) e v o

CP-122 version 5 will be withdrawn after final testing.

Security Visitor Management System

UIB Maintenance Service Req uests Al HSE requitements are presented as process low disgrams, instead of provedures. Each pre= Mow is |i:m=a 10 1 page, and assutisled activilies are linked. No duplication of sclivities is allowed. Each sctivily reflects the responsible

function, what is required, and includes all support i such as E lists,

Please choose an option from the menu at the top or an option from the list below.
HSE Documentation definitions
Introduction

On-screen Symbols

10 request a change
For system support

Basic Navigation

Environmental Awareness Training HSE S Views

MSCM Functional Support View

IHTIMAM Database DO bise policy.

List of recent changes

IHTIMAM Observation Card

NOTE: The HSE Management System dasignad is maintained in an electranic format, and printad copies are only valid for the date of print.

Leadership HSE Engagement Visit

LTI Data Book

PIM-PDO Incident Management

Simplified HSE Management System

STOP & LSRR (PDO Observation & Intervention
Program)
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Where do you find the HSE-MS? (Contractors)

“as¥  Petroleum Development Oman

ap. -\ T 1 '.‘..‘S =
.q‘ Q\A-LJQ-NW HSE Policy Corporate HSE Business Plan  Golden Rules  Life Saving Rules Search this site... o)

On the same page
as old system

General

Organization Structure Health & Welfare Operational Safety Environment Incident Investigation & Projects ffjl'e‘c'_hﬂic’al& Process Safery

W ;otmolomh Dcv.l;pmom ('Dm-n

HSE T(aipjng '-\
Online Library AT N - \ iy

Competency

Legal Documents

HSE MS Information pack July 2018
Pdf format

HSE MS Information Pack (Powerpoint
July 2018)

4CAAP

Tools

PIM-PDO Incident Management ;
PIM Training & Information Road Safety HSE Change Management
HSE Helpdesk SWW

STOP SWW =
Manho_utis Reporting SWW

Job HSE Plan SWW

SAQ

MDIRC

Leaders!'l_i'p HSE Engagement Visit
NEAR MISS Reporting SWW
Env:ronmentalAwarenes on-line
Trainirrrgr

AAULY 1VAU AWNUILIU UL 1L L'Iay 2018



@ @ http://pdointernet/hsepoc/Pages/Home.aspx

* | P Inbox - vaughaniclarke...

G~ ~ [ @=h - Page~ Safety~ Tools~ @@~ &

e L5 e 5=

Search this site...
Petroleum Development Oman

’
o

Home = HSEPOC

ﬂ- Enterprise~ A day in the life of~ IS0 45001 IS0 14001 Forms, and checklists~ Printing instructions Index View

nmental Management System (HSE MS)

This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard. R E F D Oc’S

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams, instead of procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication of activities is allowed. Each activity reflects the responsible
function, what is required, and includes all support infermation such as templates, standards, checklists, etc.

Please choose an option from the menu at the top or an option from the list below. G Iossa ry

Documentation definitions

On-screen Symbols
MSEM Functional Support View

HSE MS Coordinator

PDOQ HSE Policy

List of recent changes

NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print

;)“" ! ~.—.-|: u‘:.;S-s.

Petroleum Development Oman
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<~ @ @ hitp://pdointernet/hsepoc/Pages/Home.aspx

G~ ~ [ @=h - Page~ Safety~ Tools~ @@~ &

& Home % | M Inbox - vaughaniclarke... | 5 New tab A LE
ug

Search this site...
Petroleum Development Oman

Home = HSEPOC

Simplified HSE Documents

- Enterprise~ A day in the life of~ IS0 45001 ISO 14001 Forms, and checklists~

Printing instructions Index View

Welcome to the Health, Safety and Environmental Management System (HSE MS) . 3

This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.

—_—

All HSE requirements are presented as process flow diagrams, instead of procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication gf

activities is allowed. Each activity reflects the responsible
function, what is required, and includes all support infermation such as templates, standards, checklists, etc.

Please choose an option from the menu at the top or an option from the list below.

'UpIDaded PR-1243 Emergency Procedures Part III, Contingengy Pla
Emergencies (23 Processes) Updated all links, created web pages,
Corrected Decision box Apply for PTW [(Replaced 2nd Yes with No)
|-Updated Day in the Life of (OSD High risk employees).

- Assistant Driller (0SD)

- Control Room operator (0OSD)

- Production Operator (0SD)

- Production Helper (OSD)

- Production Chemist (0OSD)

- Production Supervisor (0OSD)

[|- Static Supervisor (O5D)

(- Mechanical Technician (O5D)

- Electrical Technician (0SD)

- Instrument Technician (0SD)

- NDT Technician {05D)

- Chemical / Vacum Tanker Driver (OSD)
- Crane Operator (0SD)

- Light duty/ Canter Driver {0QSD)
Helper (OSD)

Documentation definitions

Introduction

On-screen Symbols
Basic Navigation
HSE MS View

This log allows quick
check if any changes
have occurred to your
document

MSEM Functional Support View

PDO HSE Policy

qC List of recent chan

NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print

es
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ages/Home.aspx

Safety ~ Tools = @@~ L

:_)\.ﬂ-_'iv -_.a:ﬂ.‘m :\.Jj-u Search this site...
Petroleum Development Oman

Home = HSEPOC

Simplified HSE Documents

in the life of~

IS0 45001 IS0 14001 Forms,

Index View

Printing instructions

-

Welcome to the Health, Safety a\v.d Environmental Management System (HSE MS)
Wgnagement System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of

This is the Health, Safety and EnvironmentaN
operation and comply to the legal requiremenidg Oman. It includes the requirements of the 1SO 14001:2015 Environmental Management System and ISO 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HS L —

Documentation definitions

Introduction
Leadership (1)
On-screen Symbols

Basic Navigation
HSE MS View

HSE MS Now has 6
“NEW” elements
Leadership, Planning, ....

‘ Y

Sl Planning (2)
-

L ¢
Support (3)

= Ly Operation (4)

MSEM Functional Support View

PDO HSE Policy

List of recent changes

NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print

“»| | Performance Evaluation (5) -

= Improvement (6) —
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ages/Home.aspx

G~ ~ [ @=h - Page~ Safety~ Tools~ @@~ &

Search this site...

Hardcopies are

Home = HSEPOC

Ble =
Enterprise~ in the life of~ IS0 45001 IS0 14001 Forms, and checklists~ Printing instructions Index View
-

D e to - ealt] afe = D - = anageme e
This is the Health, Safety and Environmental ement System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements an. It includes the requirements of the ISO 14001:2015 Environmental Management System and 1SO 45001:2018 Occupational Health and Safety Standard.
Please note that this electronic version of the HSE wilNeplace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.

==
All HSE requirements are presented as process flow diagrams\instea f procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication activitie F——
function, what is required, and includes all support infermatior\guch as © plates, standards, checklists, etc. / =
Please choose an option from the menu at the top or an option fri the list delow. /
/

Documentation definitions / ~

Introduction /

On-screen Symbols Each element has /

e ! L

- o /

HSE MS View different sub-elements, oTSyste

MSEM Functional Support View Fa

PDO HSE Policy eee - Yy -

Leadership & Commitment
{11)

List of recent changes

HSEPdlc'.rilz:l [ ]

NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print
Organizational Roles,
- Responsibilities,
Accountabiliies &
Authorities (1.3)

Participation & Cunsuh:aﬁm| |
U— 4)

-

| Leadership Assurance (1.5) |M

\/

-\ -2 R s =
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ages/Home.aspx

Safety ~ Tools = @@~ L

:_)\.ﬂ-_'iv -_.a:ﬂ.‘m :\.Jj-u Search this site...
Petroleum Development Oman

Home = HSEPOC

Simplified HSE Documents

in the life of~

IS0 45001 IS0 14001 Forms,

Index View

Printing instructions

-

Welcome to the Health, Safety an< Environmental Management System (HSE MS)
This is the Health, Safety and Environmental 'Y
operation and comply to the legal requirements\gf

nagement System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
an. It includes the requirements of the ISO 14001:2015 Environmental Management System and 1SO 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE P replace the hard copy version (known as CP-122) once testing of the system is completed.

CP-122 version 5 will be withdrawn after final testing)

[ o 1
[ ]
[ =]

All HSE requirements are presented as process flow diagramy, instea®\pf procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication gfactivitie:
function, what is required, and includes all support infermatioNsuch as Nmplates, standards, checklists, etc.

Please choose an option from the menu at the top or an option

Documentation definitions

Introduction

On-screen Symbols
Basic Navigation
HSE MS View

Each element has
different sub-elements,

a change

MSEM Functional Support View

HSE MS Coordinator

PDO HSE Policy

List of recent changes

General (6.0)

NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print

Incident Nonconformity &
Corrective Action (6.1)

v

Continual improvement (6.2)

Improvement Assurance (6.3)
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ages/Home.aspx

Safety ~ Tools = @@~ L

:_)\.ﬂ-_'iv -_.a:ﬂ.‘m :\.Jj-u Search this site...
Petroleum Development Oman

Home = HSEPOC

Simplified HSE Documents ,
in the life ofr IS0 45001 IS0 14001 Printing instructions Index View

-

Welcome to the Health, Safety av:d Environmental Management System (HSE MS)
This is the Health, Safety and EnvironmentaNe nagement System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requiremen® M Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSB ill replace the hard copy version (known as CP-122) once testing of the system is completed. L —
CP-122 version 5 will be withdrawn after final testi

All HSE requirements are presented as process flow diagra xad of procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication gfactivities is allowed. Each activity reflects the responsible
function, what is required, and includes all support informa %s templates, standards, checklists, etc.
Please choose an option from the menu at the top or an optio ist below.

=1

Leadership

Documentation definitions

Planning

Introduction
Operation

T == T
Mmmmmm(s\
Ql Improvement (6) l

On-screen Symbols

Basic Navigation HSE MS can be accessed

A CmetEhal SupporT VIS from both access points
FoosE relar and go to same place in
List of recent changes system

v
v
Support o
»

HSE Performance evaluztion  »

Improvement

General (6.0)

NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print

Incident Nonconformity &
Corrective Action (6.1)

v

Continual improvement (6.2)

Improvement Assurance (6.3)
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ages/Home.aspx

Safety ~ Tools = @@~ L

e — :.)""‘—'i' _A'_-n':‘z!;“;;“ :\-J;j-:‘ Search this site...
¥gp¥ Petroleum Development Oman

Home = HSEPOC

Simplified HSE Documents

Welcome to the Health, Safety and vavironmental Management System (HSE MS)
This is the Health, Safety and Environmental Ma\
operation and comply to the legal requirements oND

in the life of~ IS0 45001 IS0 14001 Forms,

Printing instructions Index View

-

gment System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
qn. It includes the requirements of the ISO 14001:2015 Environmental Management System and 1SO 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MN\wvi place the hard copy version (known as CP-122) once testing of the system is completed. L —
CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams,\
function, what is required, and includes all support infermation

Please choose an option from the menu at the top or an option frofN

the list behQw. Leadershin (1) _ Enterpri

Planrirg (2) ‘

Leadership

Documentation definitions

Planning

Support
Introduction

Example : Incident
nonconformity and
corrective action PR-
1418

Gperation

On-screen Symbols
Basic Navigation
HSE MS View

HSE Performance evaluation
Improvement.

MSEM Functional Support View

ZSE MS Coordinator
PDO HSE Policy

List of recent changes

Incident Nonconformity &
Corrective Action (6.1)

NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print PR-1418 I{:ifa?]t Report

[2
PR-1418 Incident
Chssification (6.1b)

v
| |PR—141BIrt'l1enthl'rf'l3ﬁm| |

| | PR-1418 Incident Team | |

selection (6.1d)
¥
PR-1418 Incident Investigation
Process (6.1e)

PR-1418 Incident Final Report
(6.1f)

Corrective action logging

(6.1a)

/

$ b‘-.—p ! ~.—.-|: ’.‘:.;S’S.

HSE MS Rollout 1 May 2018
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St Jaid

- W L Ny Search this site...
'ap¥  Petroleum Development Oman

Hardcopies are only VALID (for 1 day) if manually date stamped on date they are printed

Printing instructions

@ Sign In

B A®BXRQ OO 11

CP-122 HSE Manusal i : L
Incident Nonconfarmity & Corrective Action (8.1) e e e

Incident Nonconformity &
Corrective Action (6.1)

PR-1418 Incident Report
(6.1a)

¥
PR-1418 Incident
Classification (6.1b)

PR-1418 Incident Netification
(61q)

Yes
o — —
‘l PR-1418 Incident Team .’
L selection (6.1d)
——
PR-1418 Incident Investigation
Process (6.18)

PR-1418 Incident Final Report
(6.1f)

I Corrective action logging

(6.1a)

Petroleum Development Oman

-, Tz y S g R - ' B
@ Ol Ja s LTS, s HSE MS Rollout 1 May 2018



PR-1418 Example 1: Team selection

PR-1418 Incident
Team salection (6.1d)
Blank Terms of Reference
Team Setup and ToR template

e

Incident Cwner: -
Identify potartialtear, embers —
Who must do each
activity

Checklist for
Ensure one competent 1CAM
trained investigator in team competency

i e
P L AW e

Ensure minimum of one Subject Nl =
Matter Expert team member g
pe What must be dOD
Incident Owmer:

Initiate kickoff meeting

Incident Camer:
Issue Terms of Reference

Incident Camer:
Ensure MSE3 involvemnent

Incident Camer:

Ensure MSE4 involverment for
process safety incidents

Incident Camer:
Ensure HSE Team involve ment

- \Y —) N o AP e =
@ Ol Ja s LTS, HSE MS Rollout 1 May 2018
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St Jaid

- W L Ny Search this site...
'ap¥  Petroleum Development Oman

Hardcopies are only VALID (for 1 day) if manually date stamped on date they are printed

Printing instructions

@ Sign In

B A®BXRQ OO 11

CP-122 HSE Manusal i : L
Incident Nonconfarmity & Corrective Action (8.1) e e e

Incident Nonconformity &
Corrective Action (6.1)

PR-1418 Incident Report
(6.1a)

¥
PR-1418 Incident
Classification (6.1b)

PR-1418 Incident Netification
(61q)

¥e

PR-1418 Incident Team
selection (6.1d)

PR-1418 Incident hwst‘gatiujp

Process (6.18)

PR-1418 Incident Final Report
(6.1f)

Corrective action logging
(6.1a)

Petroleum Development Oman

-, Tz y S g R - ' B
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PR-1418 Example 2: Investigation

PR-141E Incident Investigation

Bl Steps to deliver
e investigation and who
Imvestigation Tezm: doeS What|
Visit incident scene \

Imvestigation Tezm:
Gather and collate evidenoe:

Immediate causes
identification and
evidence gathering

Imvestigztion Tezm:
ldentify mme diate @uses

Imvestipation Team: Irves tigation Team:
ldentify prooes s imues Obtain phomgraphic evdence

Imvestigation Team: Imees tigation Team:
Identify proced ure s immodoed Ide ntify emironmental factors

Imvestipation Team: Imvestigation Team:
‘Obtain withess statements Identify equipment involved

Root cause analysis
ICAM Templates

Imvestipation Team: Irves tigation Team:
lde ntify ohserved violations Develop Time fine

Imestipation Team: Imvestigation Team:
ldentify paper related activities Verify evide noe validicy

System failure
identification Templates

/I\EIRCReporting
\templates
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Simplified HSE Documents
ﬂ- Enterprise~ A day in t l- 001

Welcome to the Health, Safety and Environmental Man \gement System (HSE MS)

This is the Health, Safety and Environmental Management System (HSE N ) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the feguirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Printing instructions Index View

-

Please note that this electronic version of the HSE MS will replace the hakd c}py version (known as CP-122) once testing of the system is completed. L —
CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams, instead of profedure!

. Each process flow is limited to 1 page, and associated activities are linked. No duplication gfactivities is allowed. Each activity reflects the responsible
function, what is required, and includes all support infermation such as templates,

gndards, checklists, etc.

Please choose an option from the menu at the top or an option from the list bglow.

Documentation definitions

5. Leadership (1)

Introduction

On-screen Symbols
Basic Navigation
HSE MS View

5.3 Organizational roles, responsibilities and authorities

ISO 45001
(Previously OHSAS

MSEM Functional Support View

5.1 Leadership and commitment (1.1 )
(13)

"
5.4 Consultation and partid pation of workers )
18001)

Elements

NOTE: The HSE Management System designed is maintained in an electronic format, and prnfed CORTES B8 only valid for the date of print ) ) )
6.1 Actions to address risks and opportunities (2.1) 6.1.3 Determination of legal requirements and other

requirements (2.1.3)

6.1.4 Planning action (2.1.4)

PDO HSE Policy

List of recent changes

6.1.2 Hazard identification and assessment of risks and

opportunities (2.1.2)

$ b‘-.—p ! ~.—.-|: ’.‘:.;S’S.
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ISO 45001: 2017 Elements (Occupational Health & Safety Environment)

43 1 -
CF12ZHSEManta - Printed hemd co pies ooty valid i i &jm (3)

9.3 Management review (5.3)

9.2 Internal audit (5.2)

150 45001 view [1.3.2) ok e date ofpsint is renectes.
7.1 Resources (3.1) =55 7.3 Awareness (3.3)
7.5 Documented information (3.5)
5. Leadership (1) 8 Operation (4)
(13)
9 Performance evaluation (5)
5.2 Environmental policy (1.2) et foarts
EE 5.4 Consultation and partid pation of workers (1.4)
9 1 Monitoring, measurement, analysis and performance
6.1 Actions to address risks and opportunities (2.1) £E 6.1.3 Determination of legal requirements and other
requirements (2.1.3)
6.1.2 Harzard identification and assessment of risks and

7.2 Competence (3.2) faaly 7.4 Communication (3.4)
4 Context of the organization (1.1.a)
. e 8.1 Operational planning and contral (4.1) B 8.2 Emergency preparedness and response (4.6)
5-1 Leadership and commitment (1.1) == 5.3 Organizational roles, responsitilities and authorities _
: evaluation (5.1]
6 Planning (2) (5-1)
opportunities (2.1.2)

103 Continual improvernent (6.2)

6.2 OH&S objectives and planning to achieve them (2.2)

ISO 45001 Requires
incident nonconformity
reporting and
investigation

Rollout 1 May 2018
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Index View & E

CP-122 HSE Manusal

incident Nonconformity & Correciive Action (8.1) et b e

Incident Nonconformity &
Corrective Action (6.1)

PR-1413 Incident Report
tﬁ;lall .
PR-1418 Incident Arrive at same
| | Classification (6.1b) | |
processes as
Enterprise view!

PR-1418 Incident Netification
(61q)

¥e

PR-1418 Incident Team
selection (6.1d)

=

ic

.
PR-1418 Incident Investigation
Process (6.18)

PR-1418 Incident Final Report
(6.1f)

Corrective action logging
(6.1a)
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Welcome to the Health, Safety and Environmental Management Systern (HSE MS)

This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Pavelopment Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of ISO 14001:2015 Environmental Management System and ISO 45001:2018 Occupational Health and Safety Standard.

ﬂ- Enterprise~ A day in the life of~ IS0 45

Printing instructions

Index View

Please note that this electronic version of the HSE MS will replace the hard copy version|{k
CP-122 version 5 will be withdrawn after final testing.

pwn as CP-122) once testing of the system is completed. L —

All HSE requirements are presented as process flow diagrams, instead of procedures. Eagh progess flow is limited to 1 page, and associated activities are linked. No duplication gfactivities is allowed. Each activity reflects the responsible
function, what is required, and includes all support infermation such as templates, standards, dhecklists, etc.

Please choose an option from the menu at the top or an option from the list below.

Documentation definitions

Introduction

On-screen Symbols
Basic Navigation
HSE MS View

5.1 Leadership and commitment {1.1)
ional roles, responsibilities and authorities (1.3)
5.2 Environmental policy (1.2)

6.1 Actions to addres s risks and opportunities (2.1)

MSEM Functional Support View

PDO HSE Policy

ISO 14001
Elements

electronic format, and printed copies are only valid for the date g#print

List of recent changes

NOTE: The HSE Management System designed is maintained in %

$ b‘-.—p ! ~.—.-|: ’.‘:.;S’S.

Petroleum Development Oman

HSE MS Rollout 1 May 2018



ISO 14001: 2015 Elements (Environment)

ISO 14001 view (1.3.3) - = 7 Support (3)

Environmental management system

7.3 Awareness (3.3)
1 Scope(l.la)

2_Nomnative references == . 7.4 Communication (3.4)

4 Context of the organization (1.1.a)

9.3 Management review (5.3)

6.2 Environmental objectives and planning to achieve them

10.3 Continual improvernent (6.2)

ISO 14001 Requires
incident nonconformity
reporting and
investigation
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Incident Nonconformity &
Corrective Action (6.1)

PR-1418 Incident Report
(6.1a)

Arrive at same
processes as
Enterprise view!

¥
PR-1418 Incident
Classification (6.1b)

PR-1418 Incident Netification
(61q)

— ]

PR-1418 Incident Investigation
Process (6.18)

"
i PR-1418 Incident T
A me [P

PR-1418 Incident Final Report
(6.1f)

I Corrective action logging

(6.1a)
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SE Documen

- Enterprise~ A day in the life of~ IS0 45001 IS0 14001 Forms, and checkli

Index View

This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams, instead of procedures. Eggh =
function, what is required, and includes all support infermation such as te

dio 1 page, and associated activities are linked. No duplication of activities is allowed. Each activity reflects e responsible
;> standards, checklists, etc.

Please choose an option from the menu at the top or an option fr. e list beloww.

2 other ways to find
documents

a ”
Search” for a document
ﬁ Enterprisev A day in the life of+ 1S0 45001 IS0 14001 Forms, templates and checklists~
HSE MS View or
MSEM Functional Support Vifw

PDO HSE Policy Search here Lists all HSE MS doc’s

Documentation definitions

Introduction

— Quick Links
On-screen Symbols Home = HSEPOG = Index

Basic Navigation

7o request a change

For system support

List of recent cifanges

Document Index

NOTE: The HSE Managemenf System designed is maintai o

—  EA1- Leadership (1)

- EALL
- EAIL11- MSE1 Operational Safety (1.1.1)

EA1111 - Chief Medical Officer {1.1.MCC )
EA1112 - MSEML Lean Value Stream Lead (1.1.ML)
EA1114 - Demonstrated Leadership (1.1f)

EA1113 - Create supportive Culture (1.1c )

EA112 - MSE2 Environment (1.1.2 )

Qe Ja AL
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HSE MS Index View

Search here

_
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/
Document Index Either type in what you
- are looking for

— EAL - Leadership (1)

- EAll

- EA111 - MSE1 Operational Safety (1.1.1 )

EA1111 - Chief Medical Officer (1.1.MCC )

EA1112 - MSEML Lean Walue Stream Lead (1.1.ML ) Or Scr‘O” dOWn u ntil you
EA1114 - Demonstrated Leadership {1.1f) fi nd What y0U a I"e
looking for

EA1113 - Create supportive Culture {1.1c )

EA112 - MSE2 Environment (1.1.2 )

EA113 - MSE3 HSE Projects and Incident Investigation (1.1.3 )
EA115 - MSE5 HSE Corporate Planning & Assurance(1.1.5 )
EA117 - MSE7 Corporate Road Safety (1.1.7 )

EA111 - Chief Medical Officer (1.1.MCC )

EA111 - Stream Lead (1.1.ML)
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ified HSE Documents

A day in the life of~ IS0 45001 IS0 14001

ft

Welcome to the Health, Safety and Environmental Management System (HSE MS)
This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDOJ.
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Envi,

Enterprise~ Printing instructions Index View

-

t ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
ental Management System and ISO 45001:2018 Occupational Health and Safety Standard.

esting of the system is completed. L —

|Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) o
CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams, instead of procedures. Each process flow ifflimitedfto 1 page, and associated activities are linked. No duplication gfactivities is allowed. Each activity reflects the responsible
function, what is required, and includes all support infermation such as templates, standards, checklistsf etc.

|Please choose an option from the menu at the top or an option from the list below.

Documentation definitions

Introduction

Forms, templates and checklists=

On-screen Symbols
Basic Navigation

== Quick access to | :::;ates : — .
——— HSE Related forms, | creckicte . L2 SP1237a-L2 ﬁl'.udlt Radiation Occupational Health
P S checklists & templates i :ii:a Audit Emergency Response
: a Audit Contract HSE Management
INOTE: The HSE Management System designed is maintained in an electronic format, and printEE TEpEs—=r=Gnly valid for the date of print E L2 PR1980a Audit HSE Training Competence

L2 SP2000a Audit Road safety

Social Events Risk Assessment Template
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Forms, templates and checklists= A day in the life of~

/
m Forms N ironmental Management System (HSE ¢S)

This isthe H Templates » ian (O cupationa}ﬁealth I
operationan  Checklists , 0

L2 PR11 Adn nuract HSE Management
Please note that this electronic version of the HSE g 12

CP-122 version 5 will be withdrawn after final test L2 PR1980a Audit HSE Training Competence
L2 SP2000a Audit Road safety

Social Events Risk Assessment Template
All HSE requirements are presented as process flow g sy mrowcus wr s cor o e as s 1

function, what is required, and includes all support information such as templates, standards, checklists, etc

Please choose an option from the menu at the top or an option from the list below.

Documentation definitions

Introduction

On-screen Symbols
Basic Mavigation
HSE MS View (Also called Enterprise view)

MSEM (Corporate) Functional Support View

PDO HSE Policy

List of recent changes

HNOTE: The HSE Manaocement Svstem desianed is maintained in an electranic format. and printed conies are only vals

Level 2 Assurance: Terms of references

Personnel Selected for Interview:

Audit Title: jl#ergenc\r Response Readiness Compliance Audit
Audit Date: ] Auditee:
7 < (Mame & Ref Indicator)
Audit location: ’, 7 Audit Coordinator:
Vs (Mame & Ref Indicatar)
Document to be peliewed: CP-122/CP-123/ PR-1065 Scope:
Z Area ERP — Area HSE Case | Provide assurance of adequate structures, processes, and
CHfCSR ~» controls in place for emergency preparedness
(Ma mggﬂef Indicator)
rfractor Representative: Audit Team
AName & Ref Indicator) (Mame & Ref Indicator)
7 Compliance mandatory: OYes OONo Personnel Targeted [ Yes O No
Select Location:
0 Operations o Contractor ] O Commissioning o Maintenance o Exploration
o Project o 'Wellservices o o North o South o Infrastructure
0 Gas O Engineering o O Logistic o o

o Operator O Supervisor O o Area Authority o Permit holder o

01 Maintenance Coordinator o DTL O o HSE Advisor o Prod. Cord. =]
Audit Topic
1-Structure of the emergency response management system | CYES CONQ | [ pocument inspection [ Recom Analysis [ Process Wimessed [ Site
available, and describes the various elements that make up Intendlew
the ERMS
2-Availability of appropriate organisation, facilities, | OYES ONO | 0 pocument inspection [ Recom Analysis () Process Winessad [ Sits
procedures and competent personnel to enable immediate Imteniew
action to be taken to manage emergencies and cowvers all
parts of the facility & minimise consequential losses
3-Emergency response plans and procedures satisfied the | CYES ONO | 0 pocument inspection [ Recond Analysis () Process Winessed [ Sits
requirements of the laws of the Sultanate of Oman (in line Intendlew
with this CP-123 — PR-1065)
4- Appropriate chain of command has been established and | OYES ONO | [0 pocument inspection [ Recom Analysis (] Process Witessad [ Site
identified in emergency response procedures Imteniew
5- Detailed structure, roles and responsibilities of the OYES ONO | O pocument inspection [ Recond Analysls [ Process Winessed [ Site
Emergency Control Teams is available Inteniew
&- Have all Emergency Control Organisation personnel been COYES ONQ | [ pocument inspection [ Record Analysis [ Process Witessad [ Site
trained in their duties as per requirements of PDO Intendlew
7- Does all staff receive awareness training cutlining their CIYES CIND | [ pocument inspection (] Recom Analysis [ Process Winessad [ Sits
role in an emergency? Intendlew
8- Evacuation instructions, maps & signs clear for staff, CYES ONQ | [ pocument inspection, [ Recom Analysls [ Process Witnessad [ Site
clients and visitors to understand? Imendes
9- Systematic testing of the emergency response system TIYES CINO | ) Document inspection [ Reecom Analysis [ Process Witessad [ Site
conducted regularly to verify the effectiveness, and Intendlew
identification of the improvements implemented prompthy
10- Risk assessment conducted prior to developing CYES MO ] pocument inspection [ Record Analysls [ Process Winessad [ Site
emergency response plan? And all scenarios result of HEMP Intendlew
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Home = HSEPOC

A day in the life of~ IS0 45001 IS0 14001 Forms, and checklists~

Printing instructions Index View
nmental Management System (HSE MS) (

This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams, instead of

res. Each process flow is limi
function, what is required, and includes all support infermation s

age, and associated activities are linked. No duplication of activities is allowed. Each activity reflects the responsible
s templates, standards, checklists, etc.

Please choose an option from the menu at the top or an ton from the list below.

Documentation definitions

Introduction

This opens the
Corporate management
System (CMS) where
Specifications are
maintained.
NOTE This is not
available to contractors

On-screen Symbols
Basic Navigation
HSE MS View

MSEM Functional Su
PDO HSE Policy

6rpbrate Management System

—

Welcome to Corporate Management System (CMS) Portal
List of recept changes

CMS is one of the key elements in the PDO Control Framework (PCF) that describes what PDO does, how
business to ensure it delivers its vision and mission. All the Business Control Documents (i.e. Policies, Code of

NOTE: The HSE Manadement System designed is the Corporate Management System, where it provides employees a clear statement on how they should cor
controls in the way we manage the business documents and its metadata. CMS new features includes, bt
review, publishing and removal of documents, metadata management, dashboard displaying the integrity

document owners that documents are due for review.

Q Search CMS Document(s) Recently Published Document(s)

ot o
SP-2195 Project Initiation and Closeout Specification
PR-2049 Passing Valve Management

—  |PR-2326 Level 3 Operations Integrated Assurance

@ s

HSE MS Rollout 1 May 2018
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Simplified HSE Documents

- Enterprise~ A day in the life of~ IS0 45001 IS0 14001 Forms,

Welcome to the Health, Safety and Environmental Management System (HSE MS)

=
This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard. ‘ R E F D Oc’S )
Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.

CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams, instead of procedures. Egch e

Glossary

Documentation definitions

Opens a list of the more
: -
© United 1-emetbpiowr important Codes of -

v P practice o v cuppor
MSEM Functional Support Vifw

i HSE MS Coordinator
PDO HSE Policy |

CP-102 - Corporate Document Management - CoP

CP-109 - Delegation of Authority - CoP

CP-122 - Health, Safety and Environment Mgmt System - CoP
CP-123 - Emergency Response Documents Part I - CoP
CP-130 - HLD COP for Learning & Development Services - CoP
CP-131 - Risk and Opportunity Management
CP-136 - Planning in PDO - CoP

CP-142 - Audits and Reviews Code of Practice
CP-162 - Internal Communication CoP

CP-200 - Water Management Code of Practice
CP-201 - Knowledge Management Code of Practice
CP-206 - Management of Change - CoP

Introduction

On-screen Symbols

List of recent chfanges

NOTE: The HSE Managemen) System designed is maintain

T ) R
@ Oue landlss HSE MS Rollout 1 May 2018
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ISO 14001 Forms,

This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.

page, and associated activities are linked. No duplication of activities is allowed. Each activity reflects the responsible

All HSE requirements are presented as process flow diagrams, instead of procedures. Egch

Documentation definitions

This provides an in-
house definition of the
various HSE terms used

Introduction

On-screen Symbols
Basic Navigation
HSE MS View

MSEM Functional Support Vifw
PDO HSE Policy

Print

Glossary of terms

Accident / incident rates - Measures of accident / incident loss experience within given time periods,
as a means of comparison. (Examples: injury frequency rate, injury severity rate, injury index, all

List of recent cifanges injury frequency rate, major property damage rate, and critical items damage rate).

NOTE The HSE Managemeny System designed . Accident report - A written summary describing the accident / incident, presenting an analysis of
causes and suggestions for remedial action, and documenting actions taken as preventive or control

measures.

Accident / incident analysis - Study of accident / incident experience through compilation of related
facts and information about the nature of injuries and/or damage, and the causal factors. The
purpose is to identify trends and problem areas and to identify the critical safety problems as a basis
for program objectives and activities.

Accident / incident investigation - A systematic search for factual information on the extent and
nature of a specific loss or near-miss, the related events, the substandard practices and conditions
which influenced the events, the basic or roots causes, and the management actions needed to

b‘-.’; 1 --—.-lj Rt

Petroleum Development Oman

&

Printing instructions

Index View

REF DOC’S

Glossary

To request a change
For system support

uick Links

HSE MS Coordinator
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Home = HSEPOC

ﬂ- Enterprise~

A day in the life of~

W, ome to the Health, Safety and

This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.

CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams, instead of procedures. Egch e

Documentation definitions

Introduction

On-screen Symbols
Basic Navigation
HSE MS View
MSEM Functional Support Vifw

PDO HSE Policy
Email

List of recent cfanges Name

Company Number
NOTE: The HSE Managemenf System designed is m:
Request For

Comment Box

Attachments

b“.—p ! '.—.-lj e,

Petroleum Development Oman

IS0 45001

ChangeRequest - New Item

Request for Change

ISO 14001 Forms,

nmental Management System (HSE MS)

Eneter your email

Enter your name

Enter company number

Change, Improvement or Update to Process

IMake suggestions, or report errors here
Add a file or screen shot below

Submit

Cancel

Search this site...

Printing instructions

page, and associated activities are linked. No duplication of activities is allowed. Each activity reflects the responsible

This is where you make
suggestions or report
errors

Index View

-

REF DOC’S

Glossary

Quick Links
‘ To request a change

For system support

SE MS Coordinator

HSE MS Rollout 1 May 2018
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This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
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CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams, instead of procedures. Egch page, and associated activities are linked. No duplication of activities is allowed. Each activity reflects the responsible

A series of “Frequently

Documentation definitions
HSE MS View 150 A day in the life Index View
Introduction

On-screen Symbols
Basic Navigation
HSE MS View

The documents hierarchy is known as the Corporate Management System (CMS), and it de
MSEM Functional Support Vifw business practices include codes of practice, which provide a high level overview of expect
These are represented in figure 1:

PDO HSE Policy

List of recent chfanges

NOTE: The HSE Managemenf System designed is maintained in an elec

Figure 1: The Corporate Management System
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r Safety and Environmental Management System (HSE MS) (
This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of

operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams, instead of procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication of acti
function, what is required, and includes all support infermation such as templates, standards, checklists, etc.

Please choose an option from the menu at the top or an option from the list below. G Iossa ry

es is allowed. Each activity reflects the responsible

Documentation definitions

Introduction

On-screen Symbols
Basic Navigation
HSE MS View

Useful system
information but
not essential
reading!

Quick tinks |

MSEM Functional Support View
PDO HSE Poli

List of recent changes

NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print
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This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

|Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.
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All HSE requirements are presented as process flow diagrams, instead of procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication
function, what is required, and includes all support infermation such as templates, standards, checklists, etc.

activities is allowed. Each activity reflects the responsible

|Please choose an option from the menu at the top or an option from th
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ocumentation definitions

See next slide for screen shot

Select to see what
definitions are used in
system

On-screen Symbols

Basic Navigation

HSE MS View

MSEM Functional Support View

Business Principles: Sets the objectives, principles and rules for how PDO conducts its business.

Code of Practice: Code of Practice provide a high level overview of expectation & requirements for each fun
PDO HSE Policy

List of recent changes Form: An hard copy or electronic format with spaces to be completed

INOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print Guideline: & written guide E):p|ain'|ng how to perform a SpE‘CiﬁC activity_

Policy: Overall intentions and direction of an organisation that describes a course of action officially agreed.

Procedure: Describe the specific way the activity is to be performed. It is the formal description for executing
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ions for documentation terminology

Business Principles? Hojoj(c S principles and rules for how PDO conducts its business.

Code of Practice: Code of Practice provide a high level overview of expectation & requirements for each function.

Form: An hard copy or electronic format with spaces to be completed

Guideline: A written guide explaining how to perform a specific activity.
Policy: Overall intentions and direction of an organisation that describes a course of action officially agreed.

Procedure: Describe the specific way the activity is to be performed. It is the formal description for executing an activity to achieve a result in a accordance with the specification It is replaced in the HSE MS by Process

flow diagrams.

Process: Series of actions taken in order to achieve a particular result.

Process flow: A diagram detailing activities at the workplace.

Record: Information kept in a permanent form, e.g. written, printed or electronic.

Specification: provide the rules for testing compliance. They prescribe requirements to be fulfilled by a product, process or service in line with the code of practice.

Standard: A level of quality, skill, ability or achievement by which something is judged.
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This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.
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~
All HSE requirements are presented as process flow diagrams, instead of procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication gfactivities is allowed. Each activity reflects the responsible
function, what is required, and includes all support infermation such as templates, standards, checklists, etc.

See next slide for screen shot | IR 2%

Please choose an option from the menu at the top or an option from the list below.

Introduction

This is the PDO HSE MS. It is there for your use, to allow you to clearly understand what is required td
Basic Navigation

HSE MS View

Explains the parts of the
system

MSEM Functional Support View

Please refer to “On-Screen Symbols page") to better understand how the pages are laid out. Additio
PDO HSE Policy

The Various Views and Integration of the System

List of recent changes

Enterprise view: An overall view of the HSE M5 structure is provided. This includes links to nex
Sub-Processes: 2nd level of Bird’s-eye view: These are sub-process diagram where a number o
Process Flowcharts: (Activity Level) The lowest level is the flowchart, used to depict processes.

Pop-ups: A variety of requirements, orExplanatory notes required to complete an activity.

L
NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print

Index view: A simple list of the various processes. It also serves as a document master list.
1SO 14001 view: A representation of the requirements of the environmental management syst
1SO 45001 view: A representation of the requirements of the Occupational heal health and safi
A Day in the Life of (DILO) view: A representation of HSE critical functions, highlighting key act
MSEM Functional Support View: A representation of the Corporate HSE function, highlighting
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# Forms, templates and checklists~ Enterprise~ A day in the life of~ 1SO 45001 IS0 14001 Printing instructions Index View &

REF DOC’S

The Various Views and Integration of the System .

This is the PDO HSE MS. It is there for your use, to allow you to clearly understand what is required to perform an activity safely, and without harming the environment.

iPIease refer to “On-Screen Symbols page") to better understand how the pages are laid out. Additional information is available as pop-up buttons along side steps within processes.

¢ Enterprise view: An overall view of the HSE MS structure is provided. This includes links to next level views. These can be considered as a Bird’s-eye view of what the PDO HSE MS is based on.

* Sub-Processes: 2nd level of Bird’s-eye view: These are sub-process diagram where a number of Flowcharts logically fit together. These in turn have have links down to the individual activity Flowcharts/processes.
* Process Flowcharts: (Activity Level) The lowest level is the flowchart, used to depict processes. Additional information is added to the flow diagrams by adding buttons and linking information to these buttons. G I o s S a ry
* Pop-ups: A variety of requirements, orExplanatory notes required to complete an activity.

¢ Index view: A simple list of the various processes. It also serves as a document master list.

¢ ISO 14001 view: A representation of the requirements of the environmental management system structure.

* SO 45001 view: A representation of the requirements of the Occupational heal health and safety management system structure. m
¢ A Day in the Life of (DILO) view: A representation of HSE critical functions, highlighting key activities that they are required to manage as part of their role.

To request a change

For system support

HSE MS Coordinator

-\ -2 R s =
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All HSE requirements are presented as process flow diagrams, instead of procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplicgfio
function, what is required, and includes all suppeort infermation such as templates, standards, checklists, etc. On-screen Sy“]bnls ‘ ‘

Please choose an option from the menu at the top or an option from the list below.

Each symbol represents a specific requirement, responsibility, support information or associa

Documentation definitions These are as follows:

Introduction

Describes all the
different boxes, buttons
&symbols used in
system

On-screen Symbols
EEH L s,

HSE MS View

Supenizory Positions

ISR T IIS T e T e Activities are also differentiated by colour, with generic process in grey, strategic processes in

PDO HSE Policy complied with, but are not HSE documents, these are in yellow.

Unmapped process

List of recent changes [ erational process c oomss [

NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print

Many activities require informed decision making to enable their completion. These are repre

-+ *

All support informaticn is represented graphically, depending on the type of information repr
that is specific to the activity.

o

All the symbols are shown below indicating what they represent.

£= Annotation Activation

Buisiness
—— decision

Authorise Authority
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On-screen Symbols
ach symbol represents a specific requirement, responsibility, support information or associated system. The roles are colour coded to assist in visually identifying what level of employee is responsible for each

individual activity:

These are as follows: /mctiVity done by Supe rvisor>

=

Activities are also differentiated by colour, with generic process in grey, strategic processes in burgundy and contractor in dark green. Some processes impact on HSE activities but are not within the remit of the HSE

MS Where these are complied with, but are not HSE documents, these are in yellow. G I os sa ry
= ____~ Document not available in HSE MD
Contractor Process Wmmn&ﬁml ——

~

v

Many activities require informed decision making to enable their completion. These are represente

nge diamond, and indicate what is required if an answer is “Yes” or “No”. m

To request a change

All support information is represented graphically, depending on the type of information represented. If the action requires the use of a checklist, the below symbol is used, and by clicking on it, the user will be For system support
ipresented with a checklist that is specific to the acthlty/ HSE MS Coordinator
;Aﬁt — Checklist needed to do activity, etc..> _

~—

}AII the symbols are shown below indicating what they represent.

&= Annotation Activation (ls/,) Authorise Authority Buisiness

O w—— decision
A ! autionary Py o N -
B — Vo '.-:.;s"s.
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Welcome to the Health, Safety and Environmental Management System (HSE MS)

-

This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.

—_—

All HSE requirements are presented as process flow diagrams, instead of procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication g

activities is allowed. Each activity reflects the responsible
function, what is required, and includes all support infermation such as templates, standards, checklists, etc.

Please choose an option from the menu at the top or an option from the list below.

Documentation definitions

Introduction

On-screen Symbols

Basic Navigation

Basic Navigation
HSE MS View

To access any part of the HSE M5, move the mouse cursor over the menu at the top. If a menu
be selected.

Explains how to move
around in system

MSEM Functional Support View

PDO HSE Policy

Mavigation Conventions
List of recent changes

To Navigate within the system:

* When the cursor arrow becomes a HAND then you can click on it

NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print

The BACK button on the menu bar will take you back to the previous screen

To search for any specific top click on the INDEX button in the side menu bar

* To get to the MAIN SCREEN click on the HOME button in the side menu bar

* To see more detail on a process flow diagram, click on the BUTTONS alongside the proces:
To EXIT the system click on FILE and EXIT
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Please note that this electronic version of the HSE

CP-122 version 5 will be withdrawn after final testing.

ﬂ- Enterprise~

Documentation definitions

This button is a quick
way to “Move” back 1
page only

Introduction

On-screen Symbols

Clicking in “hsepoc” will
open home page

Basic Navigation
HSE MS View

MSEM Functional Support View

PDO HSE Policy

List of recent changes

NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print
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W, ome to the Health, Safety and

nmental Management System (HSE MS)

This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.

—_—

All HSE requirements are presented as process flow diagrams, instead of procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication _gf

activities is allowed. Each activity reflects the responsible
function, what is required, and includes all support infermation such as templates, standards, checklists, etc.

Please choose an option from the menu at the top or an option from the list below.

Documentation definitions

Printing instructions

Index View

Introduction

On-screen Symbols Leadership (1)

Basic Navigation

¢

Sl Planning (2)

-
L i
Support (3)

HSE MS View

MSEM Functional Support View

HSE MS Now has 6
“NEW” elements

PDO HSE Policy

List of recent changes

NOTE: The HSE Management System designed is maintained in an electronic fo

=T for the date of print - B Operation (4)

“»| | Performance Evaluation (5) -
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nmental Management System (HSE MS) (
This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of

operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.

I Leadership (1) I
All HSE requirements are presented as process flow diagrams, instead of procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication activitie F——
. . . . . . . ning
function, what is required, and includes all support infermation such as templates, standards, checklists, etc.

Please choose an option from the menu at the top or an option from the list below.

Documentation definitions

Introduction

On-screen Symbols
Basic Navigation
HSE MS View

MSEM Functional Support View EaCh element has

PDO HSE Policy

I Improvement {6) I~
- —

,
different sub-elements, Leadersl'ip&'mmrrihnmt‘ |
(11

List of recent changes

HSEPdlc'.rilz:l [ ]

NOTE: The HSE Management System designed is maintained in an electronic fo = rinted copies a id for the date of print

Organizational Roles,
- Responsibilities,
Accountabilities &
Authorities (1.3)

Participation & Cunsuh:aﬁm| |
U— 4)

-

| Leadership Assurance (1.5) |M

$ e Ja s AT S

HSE MS Rollout 1 May 2018
Petroleum Development Oman




ages/Home.aspx

Safety ~ Tools = @@~ L

- D tom ey - —m =
- [ e JE Pt
¥gp¥ Petroleum Development Oman

Search this site...

Home = HSEPOC

in the life of~ IS0 45001 IS0 14001

Printing instructions Index View
Welcome to the Health, Sal. 'ty and Environmental Management System (HSE MS) (

This is the Health, Safety and Environ al Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal req

gnts of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of thy HSR MS will replace the hard copy version (known as CP-122) once testing of the system is completed. T—

Please choose an option from the menu at the top or an D‘t'l-ﬂn fro he list below. BOth pOintS display HSE
Documentation definitions MS elements

Introduction

On-screen Symbols

Basic Navigation | Leadership ’ [ Leadership & Commitment (1.1 )
HSE M35 View Planning * | HsE Policy (1.2 )
MSEM Functional Support viee
S ——— The HSE MS can also be Support 4 Organizational Roles, Responsibilities, Accountabilities & Authorities (1.3)
olicy X
accessed from here | Operation 4 Participation & Consultation (1.4)
- * HSE Performance evaluation ’ i
List of recent changes | | Leadership Assurance (1.5)
Improvement >
NOTE: The HSE Management System designed is maintained in an electronic formTe=agd printed copies arg gaberalid for the date of print

I Leadership (1) I

I Performance Evaluation (5)

I Improvement (6] I

$ b‘-.—p ! ~.—.-|: ’.‘:.;S’S.

HSE MS Rollout 1 May 2018
Petroleum Development Oman



gp

@ hitp://pdointernet/hsepoc/Pages/Home.aspx * | P Inbox - vaughaniclarke...

5 ~ B ~ [ &= = Page~ Safety~ Tools~ @~ &

-4‘."“ :-5"""—'; MM—& Search this site...
'Q“" Petroleum Development Oman

HSEPOC

Simplified HSE Documents

in the life of~

IS0 45001 IS0 14001 Forms, Printing instructions Index View

—

e ~

ment System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements oNONN. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MN\wvi place the hard copy version (known as CP-122) once testing of the system is completed.

CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams,\ procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication activities is allowed. Each activity reflects the responsible
function, what is required, and includes all support infermation
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Documentation definitions
Introduction . - -
Introduction . . k ks
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Improvement b

NOTE: The HSE Management System designed is maintained in an electronic format, and printed copies are only valid for the date of print
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nmental Management System (HSE MS)

This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams, instead of procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication

activities is allowed. Each activity reflects the responsible
function, what is required, and includes all support infermation such as templates, standards, checklists, etc.

Please choose an option from the menu at the top or an option from the list below.
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Activities:
Overall

MSE3 activities:

PR-1418
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reporting & follow-
up procedure
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Petroleum Developmen

MSEL
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Walue Stream
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Medical
Services
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Safety (L11]

#ppoint HSE CFDH ¢ SME
Personnmel (3.1.1)

Letter of Assurance
[5.211)

Behavigural Safety (4.1.132)

Worksite hazard
management [4.1.1.1)

HSEin Contracts (£.5)

HSECompeternce (3.2)

Appoint HSE CFOH / SME
Personnel (3.1.1)

Project support [4.1.2.11)

5P-215%4 Spedification for
Envircnm ental
Management (EMAH4.1.2.2 )

5P-1234 - HSE Spedifiction
- Personal Protedtve
Equipment (4.1.1.3)

Calibration, Yerification &
Assurance (5.1b.1)

Environmentzl Monitoring
& Reporting (5.1.2.1)

PR-1418 Incident

Fallow-up Procedure: H3E
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. - = Monitoring Measurement HSE Proiects (6.2.3 Learning from Incdents
Matificztion, Reporting and Anzhgsis & Evalustion (5.1) e I6.2.2)
liow-up Procedure: HSE
Incident Investigation (6.1
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A day in the life of~ IS0 45001 IS0 14001 Forms,

e to the Health, Safety and Environmental Management System (HSE MS)

This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standards of

Printing instructions

operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard.

Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.

CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams, instead of procedures. Each process flow is limited to 1 page, and associated activities are linked. No duplication g

function, what is required, and includes all support infermation such as templates, standards, checklists, etc.

Please choose an option from the menu at the top or an option from the list below.

Documentation definitions

Introduction

On-screen Symbols

Basic Navigation

HSE MS View

MSEM Functional Support View

PDO HSE Policy

This is how the HSE
Policy is developed

List of recent changes

NOTE: The HSE Management System designed is maintained in %

;)‘I — l ~.—.-l: '.‘:.:S"s.
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electronic format, and printed copies are only valid for the date g#

ies iz allowed. Fach activitv reflects the resnonsibla

HSE Policy (1.2 )

MDC
Develop or review policy for
achievement of Goal Zero

MDC
Review results and progress

MDC
Review operating environment

—_—

Index View

Al g AaDlall g Asall Al
Health, Safety and Environmental (HSE) Policy

and context for change

MDC
Identify areas of impad and
obtain additional sources of
information

MSEM
Incorporate change into policy
legally required, relevant,
appropriate and achievable

InPDO we all commit to:

« Demonstrate Leadership and target Goal
Zero - "No harm to people, assets or
envircnment”,

* Comply with applicable HSE laws,
regulations and standards.

Use o8 Lew gl el il 0

Al 5 Ayl

Aidliiey crllally palaa? o jhladl

* Identify personal and process risks, and

compliance obligations, then establish | £.#5 Oa aall Gulie dalym sy 23 s
suitable  controls to prevent incident QI s e o el Bld s L)
occurrence  whilst  highlignting  and | © 7 - il

minimi<ina FAncanienrag

HSE MS Rollout 1 May 2018



‘pdointern

G~ ~ [ @=h - Page~ Safety~ Tools~ @@~ &

=.:“ :_)I‘\.ﬂ-_'i- _".a;n. —‘___. :\S_:_“::u Search this site...
% Petroleum Development Oman
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- Enterprise~ A day in the life of~ IS0 45001 IS0 14001 Forms,

Printing instructions Index View
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Welcome to the Health, Safety and Environmental Management System (HSE MS)

This is the Health, Safety and Environmental Management System (HSE MS) of Petroleum Development Oman (PDO). It ensure that Health, Safety and Environmental activities are done so as to protect employees, maintain standapf
operation and comply to the legal requirements of Oman. It includes the requirements of the IS0 14001:2015 Environmental Management System and 150 45001:2018 Occupational Health and Safety Standard. R E F D Oc’S
Please note that this electronic version of the HSE MS will replace the hard copy version (known as CP-122) once testing of the system is completed.
CP-122 version 5 will be withdrawn after final testing.

All HSE requirements are presented as process flow diagrams, instead of procedures. Eggh =
function, what is required, and includes all support infermation such as te ;> standards, checklists, etc.

dio 1 page, and associated activities are linked. No duplication of activities is allowed. Each activity p&flects the fesponsible

Please choose an option from the menu at the top or an option fr. e list beloww.

Glossary

Documentation definitions

Introduction

Explains how to create a
“Hard copy” of a screen

g Instru
On-screen Symbols

Basic Navigation
HSE MS View
MSEM Functional Support Vifw

3. The printed page (hard copies) of the processes MUST then be validated by handwriting the date of the print onto each

1. Select the page to be printed and then either right click on it, or select Ctrl + P to bring up the print instruction

2. Check settings and print the page.
PDO HSE Policy

List of recent cifanges

4. If the process selected for printing has any referencepopups on it, such as Notes, Templates, Legal reminders, checklist
below.

NOTE: The HSE Managemenf System designed is maintaine«

This example is a process for selecting an investigation team, which has 4 popups’. The popups have information related

selecting them, the information becomes visible. So, if popup 1 is selected, it displays this associated information.

To properly print this process, the final hardeopy would consist of the printing the process plus popupl, popup 2, popup

PR-14 18 Incident
Tearn selection (6.1

Mote: L1: All assets and High Risk
activities/pr audited on 5 year cycle
Selection is time based and current factors
influencing risk profile of the company.

= I
Selection is time based and current factors
influencing risk profile of the company

Team Setup and TR £
Development X

A4

rckient Owner:
igerdily potertialtram members

Qe Ja AL
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The Simplification Process

* HSE-MS reduced to 6 management system elements (Called an Enterprise view)

*Includes requirements of 1ISO 45001:2018 (H&S) and ISO 14001:2015 (Env).

*HSE procedures revised into processes (Each process consists of an input, the actual activities for the process itself, and
delivers an output.

*Input and approval obtained from process owners (Content owners)

*Each process fits on 1 page.

*Each process limited to 16 activity blocks.

*Activity wording per block limited to 12 words, including responsible person title.

*Responsibility for each activity defined RespensiblaFetabn
*Each activity block starts with an action verb g /

- Area Authority:
*Processes converted to web data SV o= when

*Published on website / v

Action verb

& ;)‘ — l ~.—.-l: '.‘:.:S"s.
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How to use the HSE-MS

Navigation

*To access any part of the HSE MS, move the mouse cursor over the menu at the top.
*If a menu item contains a sub-menu, moving the mouse over the item will immediately expand the menu
displaying the sub-items.
*Any sub-item can then be selected.

*When the cursor arrow becomes a HAND then you can click on it

*The BACK button on the menu bar will take you back to the previous screen

*To search for any specific top click on the INDEX button in the side menu bar

*To get to the MAIN SCREEN click on the HOME button in the side menu bar

*To see more detail on a process flow diagram, click on the BUTTONS alongside the process blocks and text will pop up.
Click outside the popup to CLOSE it.

*To EXIT the system click on FILE and EXIT
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