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PERMIT TO WORK

A.
INTRODUCTION

The Permit to Work system is a formal written document designed to control certain types of work that have been identified as potentially hazardous. It not only authorizes the performance of potentially hazardous work, but is designed to identify the hazardous aspects of the work and to specify appropriate safety measures to be taken in the performance of that work.  

The implementation of this policy is a line management responsibility and to this end all managers and supervisors are urged and required to play an active role in the development of personnel.  In this program, we will identify the levels of permitting authority, and discuss the responsible person and the competent worker.

B.
PERMIT TO WORK

The Permit to Work system is designed to ensure that authorized and properly trained personnel have considered all potential hazards and that all reasonable precautions have been taken to reduce risk to personnel involved in performing the task.  It is essential that all personnel who are signatory to the permit fully understand their responsibilities.  

DEFINITION

No work which may be considered potentially hazardous, shall be carried out by any person on any operation other than in accordance with the written instruction of the manager/supervisor in charge of that operation (Permit Authority) and given to the Responsible Person.

This written work instruction is to include any work at a place where there is inadequate ventilation for dilution and dispelling injurious or flammable fumes, vapors or gases likely to be given off, inadequate oxygen, welding, flame cutting, work involving or giving rise to a source of ignition and any work on electrical equipment.

RESPONSIBILITY

It is the primary responsibility of every individual working on a Eagle Industrial Instrumentation site to ensure compliance with safe working practices and to maintain and foster a safe working environment.  The effort of each individual in observing safe working practices is the cornerstone of our safety program.  

Within EAGLE INDUSTRIAL INSTRUMENTATION, the designation of supervisor is not restricted to those personnel who are designated supervisory personnel by the virtue of their position.  The term ‘supervisor’ includes all personnel who by their knowledge, skill and experience, are capable of working safely and efficiently without direct supervision and can assist others in doing so.

C.
PERMIT AUTHORITY

The Permit Authority should be fully acquainted with the Permit to Work System.  They should ensure that:

· A JSA is completed for each job and reviewed with all workers.

· All work requiring a permit must be clearly identified.

· The permit contains a clear description of the work scope, location, start time and duration.

· Conflicting permits are cross-referenced clearly and effectively.

· Conflicting work which could cause a hazard if allowed to continue at the same time is made safe or suspended.

· All persons involved in permit controlled operations are identified.

· The effectiveness of permit control is not impaired by shift changes.

· A percentage (as appropriate) of permits issued each day is audited to ensure compliance with the system and maintenance of accurate records.

· Records are maintained in compliance with statutory requirements.

· All personnel working within the Permit to Work System are trained in its use and maintenance of adequate records.

· All checklists are referenced.

· The time period in which the work may be done (the period of validity should not overlap shifts, or extend beyond a 12 hour period).

· Any change in personnel, or scope of work, requires that the work be stopped and a Pre-Job Safety Meeting be conducted to discuss the change with all personnel involved and the requirements of the work itself.

· A new Permit to Work should be completed and the old permit closed out at anytime the permit in force does not provide for the safety of the operation and personnel involved.

D.
RESPONSIBLE PERSON (Permit Holder)

The Responsible Person (Permit Holder) shall also be fully acquainted with the operation and function of the Permit to Work System and in particular, individual functions within the system.  The Responsible Person (Permit Holder) is, among other things, the person who completes the permit.

The Responsible Person (Permit Holder) will be of supervisor status and could also be a Eagle Industrial Instrumentation or third party employee.  This should be dependent upon the scope of the work involved and the nature of the permit.

The Responsible Person (Permit Holder) should be completely familiar with the area concerned as well as the task and is charged with ensuring that:

All hazards associated with the proposed task have been identified.

All steps to ensure the safety of the site, the workers, and the unit have been identified.

The work site has been examined and all precautions specified, including isolation, to be taken prior to the work starting, have been taken and will remain effective while the permit is in force.

· Appoint the competent worker(s).

· Appoint the person(s) who may have to acEagle Industrial Instrumentation the competent worker(s).

· The competent Worker(s) are fully aware of the precautions taken, any additional precautions to be taken, and procedures to be followed for the duration of the permit.

· Any additional requirements may be recorded on the permit.

· Warrant that the attached instructions are fully understood and adhered to.

· Issue the Permit to Work to the competent worker(s).

· A copy of the permit is on display in the control room and, if practical, at the work site.

· The work site is examined upon completion of the work and/or close out of the permit, whichever comes first.

· Detail circumstances under which the permit automatically becomes invalid.

· Details of the permit requirements, status of work and work site on non-completed work are handed over at shift change.

· Any necessary training or instruction is given to workers to ensure that they understand the Permit to Work System and procedures in general and specific precautions required for their particular job.

· Any work requiring a permit is not started until the permit has been authorized, signed, and issued.

· The Permit Authority is informed of any invalidation of the permit due to a change in work scope or identification of new or additional hazards.

· The Responsible Person (Permit Holder) signs agreeing and accepting responsibility for the safe implementation of the task.

E.
COMPETENT WORKER

The Competent Worker shall:

· Have a good general understanding of the Permit to Work System as well as procedures which may be required in any location at which they may have to work.

· Have a good detailed working knowledge of the Permit to Work System and specific procedures that apply to the job.

· Ensure that they do not start any work on any job requiring a permit until the permit has been authorized and issued.

· Ensure that they fully understand and comply with the conditions and precautions specified on the permit issued.

· The Responsible Person (Permit Holder) reports immediately any changes which may affect the validity of the permit.

· Be responsible and accountable to work safely in accordance with the Permit to Work instructions.

F.
PERMIT CANCELLATION

Permit Cancellation gives details of the status of the work and the condition of the work site at the time of completion, or work close out, whichever is soonest.

When the work to which a permit relates has been completed, it is the duty of the Competent Worker to whom the permit has been issued to:

· Make the work site safe.

· Indicate on the permit the status of the work and the work site.

· Inform ‘Other persons to be notified’ of the status of the work.

· Deliver the work permit to the Responsible Person (Permit Holder).

· Upon receipt of the work permit, the Responsible Person (Permit Holder) shall check and to ensure that the work details provided by the Competent Worker are correct and shall confirm that the work site has been left in safe condition.

· The Responsible Person shall then sign and return the completed permit to the Permit Authority for cancellation.

· The Permit Authority shall ensure that a record of issue and return to work permit is preserved and kept for a period of one year from the date of issue.

· If there is a delay in completion of the work, such as waiting on parts, the permit should be cancelled and reissued.

· Permits which have not been closed out but for which work has not been completed should be kept visible and identifiable.  They should not be removed/filed until reissue of Permit to Work has been completed.

G.
PRE-JOB SAFETY MEETINGS

This program is designed to be used prior to beginning any job that is out of the ordinary or which may contain unexpected hazards to personnel. It is not intended to replace the existing safety meeting format currently being used.

The Pre-Job Safety Meeting is designed to be a simple and effective safety tools for your use.  Using proper planning techniques prior to beginning any job can prevent unwanted incidents and accidents before they occur.

Pre-Job safety meetings should make sure that:

· You have the right equipment for the job

· Personnel understand how to safely do the job

· The proper safety procedure to do the job is in place

If there are personnel involved in the work that have never performed the job before, a Pre-Job Safety Meeting should be conducted.  If there is any doubt about whether or not to conduct the Pre-Job Safety Meeting, the job supervisor will conduct a Pre-Job safety meeting.

Pre-Job Safety Meeting topics include, but are not limited to:

· Operations that involve the crane or rigging.

· Any transfer operations where applicable

· Any change in personnel or job conditions (environmental, mechanical, etc.) after the job has begun.

· Proceeding with a job in which a near miss, an incident, or lack of performance occurred.

· Using or handling hazardous chemicals

· Any job requiring a Permit to Work for:

· Confined space entry

· Lock-out/tag-out (electrical/mechanical isolation)

· Hot work/cold work (working at heights)

· Any time a member of the work group requests a Pre-Job Safety Meeting

The Pre-Job safety meeting is one of the most valuable tools available in accident prevention.  The Pre-Job safety meeting checklist format should be used at the beginning of each work shift to discuss general guidelines for the work to be accomplished during the shift.
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LOCKOUT/TAGOUT PROCEDURE

These procedures shall be used to ensure that any area/equipment has been isolated from all potentially hazardous energy prior to personnel performing any service or maintenance activities where the unexpected energizing, start up or release of stored energy could cause injury to personnel.

RESPONSIBILITY


Appropriate employees shall receive training in the use of the Lockout/Tagout procedure.

All employees will receive training in understanding the importance of maintaining the integrity of the Lockout/Tagout procedure.

PREPARATION FOR LOCKOUT/TAGOUT

· Make a survey to locate and identify all isolating devices to be certain which switches, valves, or other energy isolating devices apply to the equipment to be locked or tagged out.

· More than one energy source (electrical, mechanical or others) may be involved.

· All equipment shall be locked out or tagged out to protect against accidental or inadvertent operation when such operation could cause injury to personnel.

· Do not attempt to operate any switch, valve or other energy isolating device when it is locked or tagged out.

LOCKOUT/TAGOUT SEQUENCE


· Notify all affected employees that the Lockout/Tagout Procedure is being utilized and the reason for its use.

· The authorized Permit Holder shall know the type and magnitude of energy that the machine or equipment utilizes and shall understand the hazards involved.

· Do not attempt to operate or remove any switch, valve, or other isolating device where it is locked or tagged out.

· If the machine or equipment is operating, it shall be shut down by the normal stopping procedure (depress stop button, open toggle switch, etc.).

· Operate the switch, valve, or other energy isolating device so that the equipment is isolated from its energy source.  Stored energy (such as that in springs, elevated machine members, air, gas, steam, or water pressure, etc.,) must be dissipated or restrained by methods such as repositioning, blocking, bleeding down, etc.

· Lockout and/or Tagout the energy isolating devices with proper locks or tags designed for the purpose.  Use additional safety measures as necessary.

· After ensuring that no personnel are exposed, and as a check to ensure that all energy sources have been disconnected, operate the push button or other normal operating controls to make certain that the equipment will not operate.


Caution:  Return operation control(s) to the neutral or off position after the test.

RESTORATION OF MACHINES OR EQUIPMENT TO NORMAL OPERATION 

· After servicing and/or maintenance is complete and equipment is ready for normal operation, check the area to ensure that no one is exposed.

· After all tools have been removed from equipment or machine, guards have been re-installed and employees are in the clear, remove all Lockout/Tagout devices.  Operate the energy isolating devices to restore energy to the machine or equipment.
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LOCKOUT/TAGOUT WORK PERMIT

EAGLE INDUSTRIAL INSTRUMENTATION

DATE





JOB DESCRIPTION










PERMIT AUTHORITY









RESPONSIBLE PERSON









COMPETENT PERSONS
     






· Equipment to be locked or tagged out






· Types of energy involved:








· Hazards of the energy:








· Time frame to complete job:








· List all isolating devices that apply:


















· Are all energy sources both primary and secondary, isolated & shutdown?

Yes

No



· Are all isolating devices locked, tagged or both?  Yes

No



· Are multiple lock hasps in use?  Yes

No



· Are all tags filled out completely?  Yes

No



· Has the system been inspected to insure that all moving parts have stopped?
Yes

No


· Have ground wires been installed where applicable?  Yes

No


· Has any trapped pressure (pneumatic, hydraulic) been released?  

Yes

No


· Are all relief valves left in the open position?  Yes

No


· Have all parts that can fall been blocked or braced?  Yes

No


· Have process piping systems where applicable been bled down and purged?

Yes

No


· Can stored energy re-accumulate?  Yes

No


· Can stored energy be monitored for hazardous levels?  Yes

No


· Are all danger areas clear of personnel?  Yes


No


· Have you verified all lockouts or tagouts are adequate and cannot be moved to the “on” position?  Yes

No


· Have all operating switches been actuated to see if equipment will operate?  

Yes

No


· Has all personal protective equipment necessary to complete the job been acquired?

Yes

No


· Has a JSA been written and discussed with all personnel?

Yes

No


Approved by:  










Permit Authority




Responsible Person


Time Started:   








Permit Cancelled:  










Permit Authority


Time Cancelled:    






This permit is good through one (1) shift.  (

 hrs.)

If work continues beyond the time limit or shift change, the permit must be cancelled and a new one issued.

Upon completion of the job, the permit must be cancelled by the permitting authority and filed.

CONFINED SPACE PROCEDURES

Confined spaces, such as tanks or other areas surrounded by surfaces that prevent sufficient ventilation through normal air movement, may potentially contain dangerous or combustible gases, or may lack enough oxygen to sustain life.

Therefore, no personnel shall enter any confined space known or suspected to contain any hazards until he area has been tested, declared safe, and permission given to enter by the Work Permit Authority and a JSA completed & reviewed with all workers.

TESTING AND PRECAUTIONS FOR CONFINED SPACE ENTRY

· Personnel working in or around confined spaces must be aware of the dangers involved.  Becoming familiar with pre-entry planning and with simple safety measures can ensure that most dangers are avoided.

· Before personnel are allowed to enter a confined space, testing shall be performed by the Work Permit authority to assure that the atmosphere in the confined space is free of dangerous or combustible gases and contains a normal atmospheric oxygen concentration of between 9.5 and 23.5 percent.  Anything below 19.5 percent will be considered oxygen deficient.

· All pumps and lines which may reasonably cause contaminates to flow into the confined space shall be disconnected, blinded and locked out, or effectively isolated by other means to prevent development of dangerous air contamination or engulfment.

· A space that is cleared for entry to perform work inside shall be re-tested periodically to ensure that the atmosphere where the work is being performed remains safe.  To maintain approval for entry and work inside a confined space, re-testing must be done at the beginning of every shift change when a new permit is implemented, or when a noted atmospheric change or work location change occur within the tank.

· Any confined space which is oxygen deficient shall have a notice conspicuously posted on or near every personnel access opening to such space.  The notice shall include a warning not to enter the space until testing indicates that the oxygen level is sufficient.

· When ventilating a tank or confined space that has a hazardous atmosphere, consideration should be given to venting in a manner that does not create a hazard in another space or to other workers in adjacent areas. 

· Oxygen, other than normal air (atmospheric oxygen), should NEVER be used to ventilate a confined space.

· Continuous forced ventilation of normal outside air (atmospheric oxygen) shall be provided at all times while work is being performed in a confined space.

· Personnel may not enter the confined space until forced air ventilation has eliminated the hazardous atmosphere and the oxygen content is between 19.5 and 23.5 percent.

· The forced air ventilation shall be directed to ventilate the immediate areas where personnel will be present within the space and shall continue until all personnel have left the space.

· The supply of forced air shall be from a clean source and must not increase the hazards in the space.

· The atmosphere within the space shall be periodically tested to ensure an uncontaminated air supply and prevention of accumulation of a hazardous atmosphere.

· If a hazardous atmosphere is detected during entry, personnel shall leave the space immediately.

· The space should be evaluated to determine how the atmosphere developed and measures should be implemented to protect personnel prior to any subsequent entry.

· Whenever work inside a confined space is stopped for any significant time (exclusive of normal breaks) all equipment and tools being used inside the space shall be removed.

· Personnel required to work inside a tank or other confined space shall wear appropriate breathing apparatus, depending on previous contents or ventilation inside the tank or confined space.

**A person shall be posted outside the space as a watch and must remain at their post at all times while work is being performed inside the confined space, ready to render any assistance in case of an emergency.

· This person shall be aware of the hazards that may be faced during entry into the confined space including information on the mode, signs, or symptoms, and consequences of exposure.

· They must be aware of behavioral effects of hazard exposure to personnel inside the confined space.

· An accurate count and identity of personnel inside the confined space must be maintained.

· The watch must remain outside the confined space during entry operations until relieved by another qualified person.

· The watch will maintain periodic communication with personnel inside the confined space and take appropriate measures at any time there is questionable action inside the confined space.

· The watch will have a suitable respirator or Self Contained Breathing Apparatus (SCBS) available for immediate use.

TEAMWORK


· Safe confined space entry takes teamwork between all parties involved, the entrant, the watch and the Permit Authority.

· Everyone must do their part, so that any employee who enters a confined space will be able to complete the task efficiently and safely.

PERMIT AUTHORITY/RESPONSIBILITIES

· Understands the hazards that may be faced during entry, including information on the signs, consequences, or symptoms and mode of exposure.
· Verifies that the Permit to Work has been properly completed and that all required tests including JSA’s have been conducted according to proper procedure, before signing the permit and allowing work to begin.
· Terminates the entry and cancels the permit, as required.
· Removes unauthorized individuals who enter, or attempt to enter, the permitted space during entry operations.
· Determines that entry operations remain consistent with the terms of the permit and that acceptable entry conditions are maintained.
· Reissues, or terminates, permit when shifts or conditions change.
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DETERMINE NATURE OF WORK REQUIRING PERMIT
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CONDUCT APPROPRIATE TRAINING
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REMEDIAL
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DETAIL CIRCUMSTANCES OF CANCELLATION





ESTABLISH NEW TIME FRAME TO COMPLETE JOB





SUBMIT NEW PERMIT FOR AUTHORIZATION





BEGIN WORK





POST NEW PERMIT
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LOCKOUT/TAGOUT FLOW CHART





Completion of Permit to Work





Permit Authority signs permit





Lockout/Tagout Permit to Work required





Notify affected employees of work to be performed





Identify all energy sources





Identify and obtain lockout/tagout devices needed to control energy sources





Cancel permit





Remove all tools and equipment used





Conduct work in compliance with permit





Test energy control devices to ensure equipment is isolated





If an emergency occurs





Implement Lockout/Tagout procedures





Evacuate affected personnel and notify supervisor





Ensure that all personnel are accounted for





Remove Lockout/Tagout devices





Notify affected personnel





Restore power and verify operation





Ensure that machinery is operating properly





Release control to affected personnel





Cancel and file permit





  NO





YES





Completion of Permit to Work





Confined Space Permit to Work


required





Permit Authority signs permit





Permit holder and workers sign permit





Conduct air monitoring


(oxygen, LEL, etc.)





Record air monitoring results





Are air monitoring test results acceptable?





Ventilate space as appropriate





Are chemicals to be used in the space?





Is cutting or welding to be performed?
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Repeat air monitoring





Conduct work in compliance with permit
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YES
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