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1 Introduction

1.1 Background

The Permit to Work (PTW) system is in use throughout the Company. One of the fundamental principles of the system is that all persons involved in using it should be licensed in their role; this licensing being in addition to the successful completion of the relevant training course(s).

The PTW System Procedure (PR-1172) provides the outline description and minimum requirements of the licensing system. The Procedure gives scope to apply a wide variety of methods to conduct the licensing assessment, detailing only the main reasons for the licensing system, the areas to be addressed and who should authorise the licences.
1.2 Purpose

This guideline is supplementary to the PTW System Procedure, providing more detail for those involved in conducting assessments and authorising licences.
1.3 Distribution/Target Audience

The target audience for this guideline are personnel charged with conducting assessments on,, authorising  and issuing licences to users of the PDO PTW system.

1.4 Changes to the Document

This document shall be subject to review by the Document Owner / Document Custodian every 3 years from the last date of issue. 

At any time during this period the document ‘Users’ may request the contents to be reviewed and revised. Requests for review and revision shall be made in writing to the Document Custodian using the ‘User Feedback Page’ or by sending a ‘Marked Up’ copy of the document. The decision to review or revise the document shall rest with the Functional Production Manager (UOP), the Owner.

1.5 Step-out Approval

Not applicable to this guideline, governed by the PTW procedure PR-1172
2 Licensing Guidelines
2.1 Scope
These guidelines provides information of the assessment requirements for nominated persons, for the purpose of licensing them to take an active part in using the PDO Permit to Work System. 
It covers the reasons for assessment, who conducts the assessment, the scope and focus of the licensing assessment and suggested means of conducting the assessments. 

IMPORTANT: The licensing process is one of Knowledge Assessment on Hazards and Procedures in the particular working environment of the candidate, and not one of either Permit to Work System knowledge (which is separately assessed in the PTW Training Course) or Job Competence Assessment. 

The licensing mechanism outlined in this guideline is built around Senior Line personnel formally authorising individuals with the responsibility of licensing people in the specified PTW roles i.e.

· Responsible Supervisor;

· Area Authority;

· Permit Applicant;

· Permit Holder

The recommendation is for Assessment Teams, of at least 3 people from relevant departments in PDO, be formed to assist the licenser in his role. 
NOTE: Where existing job competence assessment and training schemes are already in place and documented, it is agreed that these systems can be accepted as satisfying the requirements for questioning and licensing can be performed without separate individual assessments.
2.2 Reasons For PTW Licensing

2.2.1 Fundamental Requirement for an Effective PTW System 

The potential for serious and minor incidents in Petroleum Industry operations is well understood. To prevent them it is vital that there should be safe systems of work. The Permit to Work System is designed as such a 'safe system of work'. Incidents that have, and still do, occur are often attributed to failures to implement procedures properly, including the PTW procedure. These in turn maybe attributable to a lack of training, understanding or instruction of either the purpose or application of the PTW system. 

The issue of a permit under the PTW system does not, by itself, make a job safe. That can only be achieved by those preparing the work and those carrying it out. Those preparing and carrying out the job should think about and understand what they are doing and how their work may interface with that of others. They must take the necessary precautions for which they have been trained and for which they have been made responsible. 

The PTW system, itself, must satisfy key criteria to be an effective means of planning, conducting and completing work in a safe manner. The PDO PTW System has been developed, specifically for effectiveness in PDO's operations. These guidelines recognise that the system is, however, only as good as the care and competence of the persons using the system. It is therefore a requirement of the PTW system, that those using it are assessed before they fulfil any role within the system. 

2.2.2 Knowledge, Skills & Competence Required by the PTW System
The ability of a person to discharge his responsibilities under the Permit to Work (PTW) System is dependent on three main areas:
1. Knowledge, skill or competence i.e. Individual Job Skills of the person for his trade area.
2. Permit to Work System knowledge.
3. Knowledge of PDO's Working Environment and Procedures.
Job Skills is not specifically addressed in the PTW System; being covered either contractually or by the Staff Evaluation systems.
PTW System Knowledge is imparted and tested via the mandatory PTW training courses.
Knowledge of PDO's Working Environment and Procedures is the area that is addressed in the PTW Licensing and is covered by these guidelines. 
Competence assessment covers the three areas mentioned above but is, however interwoven with overall job-competence. For example a person required to act as a Production Operations Supervisor will have to demonstrate competence in the PTW system as one part of his overall list of competence requirements. Where a job competence assessment system exists, it should therefore not be necessary to repeat the competence assessment methods as part of the PTW system; it is an ongoing activity, and follows after licensing and working within the PTW system for a period of time. For this reason the aspects that should be covered in Competence Assessment are not dealt with as part of Licensing, which is a pre-requisite to beginning to work within the PTW system. 

2.3 Organisation of the Training Licensing and Competence Assessment Systems
2.3.1 Overall Organisation
Training, Licensing and Competence Assessment covers all persons with defined roles within the PTW system; the overall outline of the pre-qualification, training, licensing and competence assessment requirements are below. 
2.3.2 Training Records
Pre-requisites for PTW training are detailed in SP-1157 - HSE Specification - HSE Training. Training Records that demonstrate the individuals have received the required training, are kept by the training contractors, National Training Institute (NTI) and the Occupational Training Institute (OTI), and satisfactory completion of the courses is evidenced by the authentication in the HSE Training Passport. As part of the PTW Training courses, assessment testing is performed with candidates required to achieve a set pass mark in the assessment tests. 

2.3.3 Licensing
In addition to the formal training courses covered above, it is essential that personnel demonstrate familiarity with the area in which they will be working. They need to show knowledge of the general and specific and hazards relating to the plant that they may encounter and the precautions necessary to make work safe - they need to be licensed. Additional local training requirements should not be imposed by each individual Area. However, in some cases it may be prudent for a candidate to wait a period of time between attending the course and attending the license panel. This should be on a case by case basis, and not an absolute policy.

The licensing of persons with defined roles in the PTW system should be carried out by the personnel indicated in Table 1. At least one member of the licensing panel must hold a valid PTW signatories qualification. The remaining panel members must have completed a PTW signatories course at some time in the previous 5 years. The Licensing panel should be chaired by the Production Coordinator or delegate.
	Role
	Licensed By

	Production/Maintenance Coordinator
	Delivery Team Leader (following interview & issue of appointment letter)

	Responsible Supervisor
	Area Licensing Panel

	Area Authority
	Area Licensing Panel

	Permit Applicant
	Area Licensing Panel

	Permit Holder
	Area Licensing Panel


Before a licence is issued the candidate must: 

· Satisfy the Licensing Panel, following an appropriate assessment method, of his / her knowledge about the area of operation, the hazards that may encounter and the procedures that are  required to be followed.
· Satisfactorily completed the appropriate PTW Course. 

NOTE: Assessment for Licensing may take place before an individual is sent on a PTW Course, to ensure that the candidate is suitable for the proposed role. 

For consistency, the licence should be authorised by the Chairperson of the Licensing Panel (Production Coordinator or delegate).
2.3.4 Licensing Records
Following licensing, the Panel is required to keep a record of persons that have been licensed. For conformity, it is suggested that a form similar to the Licence Record Form shown in Appendix 1 be used. This record keeping will be available in an electronic database. The license panel should keep a record of failure rates of personnel attending the panel
2.3.5 Competence Assessment
Technical Competence Assessment mechanisms are the responsibility of others in PDO, therefore competence assessment is not addressed further in this Guideline.

However the PTW system requires that persons using the PTW System should have their competence periodically assessed after they have received the relevant training and been licensed in the system. The PTW training re-assessment period is three years from the completion date of the PTW training course.
2.4 Licensing of Permit to Work Candidates
2.4.1 Requirements of PTW System 

The PTW System Procedure PR-1172 requires that licensing be performed for all designated persons working within the system. It does, however, allow some flexibility in the manner in which the licensing assessment is conducted and allows persons to be licensed if they have been previously assessed by another recognised scheme, or in another approved PDO area.
2.4.2 Assessment Teams 

The persons involved in the assessment should be familiar with the work area of the candidate, the particular hazards associated with that discipline and PDO's Operating and Emergency Procedures applicable to the work area.

It is recommended that the selection of suitable persons to form the Assessment Team is based on knowledge and experience of the PTW system. The number of persons in the assessment team should be sufficient to provide a collaborative decision on a candidate. The team should comprise of a cross section of all departments.
2.4.3 Persons Already Assessed by an Approved Scheme 

Where persons have already been assessed for their role by an approved scheme the PTW System Procedure PR-1172 allows them to be licensed without formally repeating the assessment testing. The procedure states:
"Those who have already been assessed in their role, under a relevant approved assessment scheme, may be licensed (following, successful completion of the appropriate PTW Training course) without further examination, at the discretion of their Area Management."
In order to maintain the standards and auditability of this mechanism the following are suggested as minimum requirements for such persons:
· The scheme under which they have been assessed must exist in writing and be approved by an appropriate level of management within the business area. e.g. for Operations Personnel the scheme should be approved by the Head of Production 

· Written records of the assessment tests and the test results must exist. 

· The assessment testing methods must demonstrate that the person has acceptable knowledge of the key areas of responsibility as defined in the PTW System Procedure; extract below: 

"The licensing process requires questioning of personnel to ensure that they have gained sufficient familiarity with the hazards that may be encountered in their work areas, and the precautions necessary to safeguard against them. Assessments carried out during the Permit to Work Courses have assessed knowledge of the PTW System itself, and this area does not need to be repeated during this stage.” 
2.4.4 Personnel already Licensed for other PDO Areas.

When an individual transfers to another PDO location, it is the responsibility of the new locations senior line personnel to license the individual for that area. As an example, a Permit Holder who has successfully been through the licensing process in Fahud and applies for a license in Yibal, only requires the endorsement of the Production Co-ordinator in Yibal and a new license card issued. It does not required the full license panel to convene.

A similar situation exists where personnel may have been licensed by the Engineering Team, and have been operating as a Permit Applicant or Holder. This is not now a recognised licensing route. In this case, it only requires the discussion and endorsement of the Production Coordinator for a replacement license to be issued.
Questioning, which may be verbal or written, should cover the following topics: 

1. Responsible Supervisors and Area Authorities 

· The plant and equipment in their area, and the processes taking place in that area. Co-ordination of activities to prevent interactions between different Permit activities, or between Permit and Operational activities. 

· Potential hazards that may arise, and precautions required to minimise the threats.

· Relevant Operating Procedures, particularly those covering preparations for maintenance. 

· Emergency procedures. 

2. Applicants and Permit Holders 

· Their knowledge of the hazards associated with the technical content of the work that they will be supervising. 

· Knowledge of the potential hazards that could arise in the locations where they will be working. 

· Emergency procedures 

· Ability to communicate with their workforce in order to carry out TRIC/Toolbox Talks" 

The PTW Licensing Record Form, shown in Appendix 1, should be used to maintain a register of the Licensed persons, until the electronic database is available.
2.4.5 Persons Requiring Formal Assessment 

Where a person cannot fulfil the requirements in section 2.4.3, above, a formal assessment test should be conducted prior to Licensing the person.
2.4.6 Form of Examination 

Although the PTW manual suggests the assessment may take the form of written or verbal questioning, it is recommended that, where possible, verbal questioning is used, since this allows the licenser to gauge more about the level of understanding and communication ability of the candidate than short written or multiple choice question' papers would. It also enables the license panel to steer the examination questions according to answers given. 

The range of questions to be addressed to the candidates depend upon the role of the person in the PTW system (Responsible Supervisor, Area Authority, Applicant or Holder) and the person's trade. The questioning should cover the range as described in Section 2.4.3, above, and to assist in the preparation of suitable questions, the sample questions shown in Appendix 2 to this Guideline can be used. Under the PTW system, there are roles that can be filled by the same person at the same time on a single person. This is clearly described in PR-1172 section 5.8. In this case the interview for a PTW Applicant or PTW Responsible Supervisor should capture the requirements of the subordinate position. The Applicant interview should also capture the requirements of a Holder, and the Responsible Supervisor should also capture the requirements of the Area Authority. In this case, the person can be issued for the dual role.
It is recommended that the exact questions appearing in Appendix 2 are not used repeatedly because; 
1. they may not be directly applicable to the candidate's trade and 
2. it would be possible for candidates to learn the answers to specific questions prior to the assessment. 
It is recommended that each area develops it’s own questions database based on those in Appendix 2

2.4.6.1 Licence Cards

The License Cards available for use in the PTW System are shown in Appendix 3. There are separate cards for each PTW Role. It is intended that the License panel completes and signs them after the assessment test. 

Following PTW Training the License Panel will have the following available: 

· Notification from the training provider of the successful completion of the PTW course for each individual, together with a passport photograph of each individual. 

· The candidate will have a stamped and signed HSE Training passport. 

· Blank licence cards are available from Stock. 

The licence cards have the provision, to have the Area(s) or Work Type(s) restricted for the individuals. This provision may be used at the discretion of the License panel. 

For Responsible Supervisors and Area Authorities, where the focus is on knowledge of the Plant & processes under their responsibility, the Licenses are intended to be issued with Specific Area coverage, or restrictions. After successful questioning, Responsible Supervisors and Area Authorities may be issued with a License card for the area(s) in which they will work. 

For Applicants and Holders, where the focus is on knowledge of the Hazards in 'their own work discipline, the Licenses are intended to be issued with Specific coverage or restrictions on Types of Work. After successful questioning, Applicants and Permit Holders may be issued with a licence card for the type(s) of work under their control. It should be noted that a person holding a license for a PTW Applicant should also be allowed to operate as a PTW Holder.
If an individual has a “roving” role (e.g. Metering Specialist, Well Services, NDT Specialist, Geomatics survey) this should be identified on the license for the individual.

If an individual changes employer, this should not affect his license qualifications, or require any further licensing. The individual should be able to offer his existing license for immediate replacement.

There may be times when a project commissioning team or Well Services team requires regular access to an existing Operations Asset. As an example, a Project may need access to operational wells for commissioning purposes, or Well Services may need to remove a flowline isolation for well clean up etc.. In this case, the Production Co-ordinator for the operational area may issue a person from this group with a license card of temporary appointment with strict limitations, to act as an Area Authority for these agreed operational Assets only. The Production Co-ordinator would do this, having satisfied himself that the nominated persons are knowledgeable of the assets in question, and competent to sign appropriate permitry.
Following completion and signing of the licence cards they are laminated in a plastic cover. 

2.4.6.2 Authorised Gas Testers 

The Authorised Gas Testing course is separate from the PTW course and a separate card is issued to people who pass that course. The PTW system recognizes the qualification of those who have passed the Authorised Gas Tester's course but places a limitation on when a Permit Form can be signed by a non PDO person who is also an Authorised Gas Testers This is detailed in the PTW System procedure PR-1172.
No separate assessment is intended to be conducted specifically for Gas Testers. 

The AGT qualification is not a pre-requisite for any of the licensed positions, and should be treated separately. 

2.4.7 Re-Licensing 

Refresher training for PTW is every three years. Since Licensing is an initial assessment of a persons knowledge before he takes an active part in the PTW System, re-licensing following refresher training can be a much simpler process. The assessment of a persons continued ability to work adequately with the PTW System, may be as simple as a conversation with the Production Coordinator. This may be part of an ongoing Competence Assessment system, see Section 2.3.5. 

However, persons may be required to undergo additional training and licensing under certain circumstances, as outlined in the PTW Systems Procedure Section 12.7: 

Personnel are required to attend the appropriate Permit to Work Training Course and to be re-licensed by the Area Licensing team under the following circumstances: 

· If a person who has attended the Permit Holders Course is to take up a position and act as an Area Authority, Permit Applicant or Responsible Supervisor. 

· If a person's Line Manager believes that the individual would benefit from retraining in order to become re-familiarised with the system.
· If the persons licence has been revoked and it is felt the person needs to undergo further training and re-assessment.

Appendix 1 – Permit to Work Licensing Record

	Name
	Training Passport No.
	Indicator / Contractor
	Licensed As

	For Area / Work Site
	License No.
	Licensed by.
	PDO ref. Indicator
	Date of Issue

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Appendix 2 – PTW Licensing Typical Questions

GENERAL SAFETY

	Question
	Answer

	1. What eye protection would be suitable for use during grinding or chipping operations?
	Wrap around one piece safety goggles with mesh or perforated side ventilation

	2. What eye protection would be suitable for use during welding or burning operations?
	Optical filter goggles or face shields to reduce radiation to a safe level.

	3. What eye protection would be suitable for use during chemical handling operations?
	Visors which fit to a head harness or safety helmet to protect face from splashes

	4. What type of hearing defenders offer the best protection against all general noise attenuation?
	Ear muffs

	5. What footwear should be used to protect the wearer from the impact of heavy objects?
	Industrial class safety boots with steel toe cap protection.

	6. What footwear should be used to protect the wearer from contact with chemicals?
	Plastic and synthetic rubber. Integral tongue construction to prevent liquids going through laceholes

	7. What gloves should be used to protect the wearer from electricity?
	High Insulated as per BS 647

	8. When using a hand held power drill in a workshop, what protective equipment should be worn?
	Safety glasses or goggles


FIRST AID

	Question
	Answer

	1. How often should the water in eye baths be replaced?
	Every 3 months

	2. What is meant by First Aid?
	Immediate treatment at the scene of accident only

	3. What is the aim of resuscitation?
	To prevent damage to the brain and other vital organs caused by lack of oxygen.

	4. If battery acid is spilled on the skin, what first aid action should be taken?
	Wash affected area with copious amounts of fresh water then seek medical advice.

	5. What first aid treatment should be carried out on a skin burn if the skin is not broken?
	Wash under cold running water to remove heat for at least 10 min.

	6. Give the four ways by which a chemical/harmful substance may enter the body?
	Inhalation; Ingestion; Injection; Absorption

	7. What four factors influence the harmful effects of chemical poisoning?
	Duration of exposure; nature of chemical; amount entering the body; susceptibility of individual


FIRE & GAS

	Question
	Answer

	1. Do explosimeters measure gas volume or gas concentration?
	Gas concentration as a percentage of LEL (Lower explosive Limit).

	2. Why doesn't a gas sample above its UEL burn?
	Not enough oxygen to support combustion/Too much fuel (too rich to burn)

	3. What kind of extinguisher should be used to combat a small fire in a vehicle engine compartment?
	BCF/CO2/DCP

	4. A BCF fire extinguisher could be used on a car engine fire; True or False?
	True

	5. Smoking may take place in an area where Hot Work (welding, burning etc.) is being conducted. True or False?
	False


LADDERS, SCAFFOLD & CRANES

	Question
	Answer

	1. When stepping from a ladder onto a working platform, should you step up or down?
	Down

	2. When stepping down from a ladder to a working platform, do you  hold  stiles or  rungs?
	Stiles

	3. One hand may be used for carrying tools when climbing a ladder; True or False?
	False: both hands must be free to hold the ladder

	4. Why should each limb be on a different rung when climbing a ladder?
	In case of rung-breaks

	5. What work may be done from a ladder (3)?
	Light work; with one hand; no over reaching

	6. Should ladders be  used as a bridge?
	Never: can fall through or off, or ladder may slip

	7. What footwear is suitable for climbing ladders?
	Safety footwear

	8. How would you turn round when working on a ladder?
	You must not! Obtain other means of access

	9. Is it safe to reach through the rungs of a ladder?
	No

	10. Name 4 precautions you should take when transporting a ladder in a pick-up?
	Secure;  no side overhang;  rear overhang minimum and flagged; no articles on top of ladder

	11. What colour is a container for carrying additional petrol on vehicles?
	Red

	12. What colour is- a container far carrying additional lube oil on vehicles?
	Green

	13. What is a first aid accident?
	Work-related incident resulting in medical treatment for an employee who is able to resume his work within 24 Hours

	14. What precautions are to be taken when setting up a ladder for use?
	Secured near top or ensure it is footed.

	15. When wearing a harness, where would you attach it?
	Always above, and to a piece of permanent structure


PROCESS SAFETY

	Question
	Answer

	1. When is single" or double valve isolation not considered to be an adequate form of isolation?
	When it is relied upon as a means of isolation for the purpose of entry by personnel into tanks or vessels

	2. What preparations must be carried out before cold cutting into flowline?
	Isolate at Wellhead, depressurise, drain and purge

	3. When emptying a tanker into a 'saver pit' what precautions must be taken?
	Ensure tanker is connected to earthing bond to prevent sparking

	4. What should be the first move to combat a leaking flowline?
	Close isolating valves at the wellhead and manifold

	5. When is a tank/vessel considered to be inert?
	When it contains greater than 96% Inert gas (Nitrogen)

	6. What is the first step when instructed to vent a vessel or process equipment?
	Prepare a venting procedure

	7. What 2 precautions should be taken during venting a vessel or process equipment?
	Adjust flow rates to prevent freezing of control valves; avoid skin contact with vent lines

	8. What is the first step when instructed to vent or drain condensate?
	Prepare a venting/draining procedure

	9. Why do we report all Actual, Potential, and Near Miss incident
	To learn and put measures in place to prevent it happening again

	10. What type of gas meter would you use on a system where Nitrogen is present
	One that measure Hydrocarbon in inert atmosphere not a normal multi gas meter
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