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WARNING!!!!!
The “contractor work permit” does NOT allow for HOTWORK of any type or a Confined Space Entry of any type or any energy isolations (LOTO).  A contractor engaged in these activities MUST obtain separate work permits for their scope of work invoving HOTWORK, Confined Space Entry, and LOTO. These additional permits will be issued along with the contractor work permit for these tasks.  

WARNING!!!!!!
1.0 PURPOSE

1.1 Work which is conducted by contractors in process, storage and warehouse areas needs to be controlled by Company personnel in a safe and consistent manner.  The hazards involving the work that is to be accomplished must be communicated to those doing the work, but also to Company operating personnel whose work could affect the safety of the area and or the chemical process(es).

2.0 RESPONSIBILITY



2.1 Management
2.1.1 To provide a mechanism so that personnel in the area are aware of contractors presence and scope of work they will be conducting.
2.1.2 Audit this process regularly to assure its effectiveness
2.2 “Company Representative”

2.2.1 Review the permit scope and permit requirements and fill out the permit during this review with the contractor job supervisor.

2.2.2 Inspect the work area at the end of the day or make arrangements with the COMPANY Supervisor to inspect the area at the end of the day when the permit is closed out.

2.2.3 Close out the permit AFTER the area has been inspected for housekeeping, flammables removed, etc.

2.3 “COMPANY Supervisor”
2.3.1 Approves the permit BEFORE the contractor(s) begin work.
3.0 SCOPE

3.1 A contractor work permit describes the requirements the Contractor Job Supervisor needs to follow to obtain the necessary clearance to get the job started, work safely in the area, and complete their work each day/shift.  
3.2 The work permit references and coordinates, as applicable, lockout/tagout procedures, confined space entry procedures, personal protective equipment, asbestos removal, trenching/excavation, emergency information, waste/trash disposal,  communication requirements, chemical hazards for the area and process, and steps to follow once the job is completed.
3.3 This procedure will:

a. Ensure that contractors understand the chemical and process hazards present in chemical process, storage and/or warehouse areas.

b. Authorize and control work performed on, in, or adjacent to process, storage and warehouse areas.

c. Ensure that contractors are familiar with the site Emergency Response procedures such as emergency phones numbers, evacuation routes, site alarms, locations of eyewashes, showers, fire extinguishers and phones.

d. Ensure that contractors use safe work practices within the plant.

e. Enable the facility to track the safety performance of all contractors and use the performance as a criteria for awarding future contracts.

f. Provide a mechanism for auditing the safety performance of all contractors.

g. Provide a mechanism by which contractors inform the facility of any hazards they bring into the workplace, create in the workplace or discover in the workplace.

3.2 This program applies to all contractors who provide maintenance, repair, turnaround, renovation, expansion or specialty work on, in or adjacent to process, storage and warehouse areas.

3.2.1 Examples of contractors covered by this procedure include:

3.2.1.1 Mechanical piping contractors

3.2.1.2 Electrical contractors

3.2.1.3 Insulation contractors

3.2.1.4 General Construction contractors

3.2.2 This procedure does NOT apply to visitors or incidental services contractors.

3.2.3 Examples of incidental services contractors NOT covered include:

3.2.3.1 Janitorial contractors

3.2.3.2 Food services contractors

3.2.3.3 Delivery Services

3.2.3.4 Laundry Services

3.2.3.5 Lawn Care 


WARNING!
Lawn Care providers who will be operating equipment that could pose a threat to a storage area or a chemical process will need a permit or be constantly monitored by COMPANY personnel while working adjacent to a chemical process and/or storage area such as the main tank farm area or a process building.

3.3 The Contractor Work Permit contains the General Requirements needed to safely perform general work activities inside a chemical facility.  

3.3.1 Since every situation is different, no one checklist will cover all precautions needed.  

3.3.2 Therefore, it is essential that management/supervisors, engineers and contractors study the situation in detail, plan the course of action applying all reasonable precautions and execute the job safely. 

4.0 PROCEDURE
4.1 DEFINITIONS

4.1.1 Process, Storage, Warehouse Area - An area of the facility in which a hazardous chemical is processed, stored, transferred, handled, and/or used.

4.1.2 Incidental Services Contractor - Contractors who perform delivery services and minor work outside process, storage, warehouse areas.  Examples are janitorial work, food and drink services, laundry, delivery or other supply services.

4.1.3 Adjacent – an area of the facility in which a contractor covered by this policy is working and could: 1) cause a process upset condition or incident through the type of work he/she is doing, 2) working on a piece of equipment that could have an impact on a process, storage or warehouse area (i.e. working on a utility that is used by one of these areas) or 3) be affected by a release or incident inside a process, storage or warehouse area.

4.1.4 Contractor Job Supervisor – the contractor employee that is the supervisor for that work/job.  He/She is responsible for assuring full compliance with the work permit and maintaining all his/her crew within compliance with COMPANY rules and regulations.

4.1.5 COMPANY – Representative – the COMPANY employee that has hired, scheduled, or organized the work the contractor will be performing, and will be responsible for the contractor on site. This MUST be at least a Supervisor level, Engineer or higher employee. 

4.1.6 COMPANY Supervisor– the COMPANY supervisor assigned to the department to supervise work activity in that dept. and/or building.

4.2 BEFORE contractors begin work in, on or adjacent to a process, storage, or warehouse area a Contractor Work Permit is to be issued by the COMPANY Representative that contracted and hired the contractor and the permit MUST BE APPROVED by a COMPANY Supervisor on duty for the area that the work will take place.

4.3 The contractor’s supervisor on the job will assure ALL of his/her crew has reviewed the permit requirements and expectations of working on COMPANY property.

4.4 The permit will be posted in the immediate work area and remain posted at the work site in plain view during the entire life of the permit.
NOTE:
It is the decision of the COMPANY Representative AND COMPANY Supervisor as to whether a permit is needed for each level of an area if the contractor’s work takes them to different levels of the area.  This should be carefully considered since conditions can change greatly from one level to another inside process and storage areas, allowing some work  to be conducted in some areas and other type work not to be conducted.

4.5 The permit can not exceed a 24 hour period and must be approved at EACH shift change by the COMPANY Supervisor responsible for the area the permit is issued for.

4.5.1 If a permit needs to continue into a new shift, two (2) things MUST happen to keep the permit valid:

4.5.1.1 The COMPANY Representative that issued the permit MUST make arrangements with the COMPANY Supervisor to inspect the contractors work performance and area immediately and sign-off on the permit to assume responsibility for the permit. 

4.5.1.2 Any new contractor employees that are added to the permit MUST have the permit scope and requirements reviewed with them BEFORE they begin work, by the contractor’s job supervisor.

4.5.1.2.1 This review is done by the contractor’s job supervisor, NOT COMPANY personnel.

NOTE:
ALWAYS make sure that COMPANY personnel in the area are aware of the active permit in their area.  This is critical at shift changes!  At ALL times the COMPANY Supervisor MUST know of ALL contractor crews in his/her area and the type of work they are conducting.

W A R N I N G!!!!!
The “contractor work permit” does NOT allow for HOTWORK of any type or a Confined Space Entry of any type or any energy isolations (LOTO).  A contractor engaged in these activities MUST obtain separate work permits for their scope of work invoving HOTWORK, Confined Space Entry, and LOTO. These additional permits will be issued along with the contractor work permit for these tasks. 

W A R N I N G!!!!!!
MAKE SURE that this requirement is discussed and clearly understood by the contract

supervisor on the job.   Make certain he/she understands his/her responsibilities for

reviewing the entire work permit with the crew.
4.6 The contractor’s job supervisor for that project/job MUST sign the permit; signifying responsibility for working within the scope of the permit.  

4.6.1 This SAME contractor supervisor is required to be the one that signs off on the permit when it is closed assuring that the area is being left in a safe and clean condition.

4.6.2 Permits that run over a shift or ones that have new contractor job supervisor assigned during the work, MUST be briefed on the permit scope and requirements; then signs off on the same permit to assume ownership and responsibility for that permitted work.

4.7 Upon completion of work permitted by the permit, the contractor’s job supervisor will contact the COMPANY Supervisor responsible for the area the work took place in and have the area inspected BEFORE closing the permit. 

5.0 TRAINING

5.1 Training will be provided annually to COMPANY employees at the Supervisor level and higher.

5.2 A written certification record will be maintained to verify employee training.  

5.3 The training record will include

5.3.1 the name of the employee trained, 

5.3.2 the date of the training, 

5.3.3 the name of the trainer.

6.0 REVIEW
6.1 This procedure will be reviewed and amended:

6.1.1 As new information becomes available

6.1.2 Upon discovery of incomplete or inaccurate information contained within the procedure

6.1.3 When there are changes to the content or references within the procedure.

6.2 All reviews of this procedure will be in writing utilizing the Management of Change procedure.  
6.2.1 If the review results in a change to the procedure, then the change must be reviewed by a team comprising members from labor and management. 

6.3 All revisions will be noted on the procedure Revision Sheet (see Addendum A).

7.0 Other Information:

7.1 Appendix A- Copy of Work Permit

7.2 Appendix B- Permit Instructions

APPENDIX A

CONTRACTOR WORK PERMIT

APPENDIX B

Contractor Work Permit Instructions

General Information
Date:  The date on which the work is to take place.

Start Time: The start time of the contractors work for that job.

End Time:  The time that the contractor is required to stop work or the time at which another COMPANY supervisor must approve the permit to continue with the work under that same permit.

Building: The building(s) that the work is to take place in.  Sometimes contractors will work in two different buildings during the same project on the same day.  In this case, it is allowable to cover both work areas on one permit.  This MUST be clearly stated on the permit and understood by the contractor(s).

Location/Equip.: This is the location inside the building.  Be as specific as possible, using vessel #’s, directional guides (i.e. North, South, East, West), floor #’s, etc.  What equipment are the contractors being permitted to work on.  This must be clearly understood by all contractors identified on the permit.  This section and the scope section have been found to be major causes in serious accidents in our industry.  Contractors cut loose to work on whatever they think needs worked on will for sure cause you serious problems one day.  A simply error of working on the work pump could cost someone a limb or their life.

Contract Company: What is the contractor Company(s) name(s).  NEVER should a contractor work permit be issued to a contractor that does not have an ORANGE contractor ID badge.  If they do not have a badge, they have not been trained or quite possibly not even approved to work on this site.  They should have a visitor badge in this case and as a visitor they are required to be escorted when in the plant areas and can not be issued a contractor work permit.  It is not expected of the Dept. Supervisor, (unless he/she is the person that hired and scheduled the contractor) to know the contractor’s work restrictions from when they got approved to work on site in 2000.  If there is any questions, the listing of the contractors and their restrictions is a shared file on my computer and may be accessed.

Contractor Job Supervisor Name:  Who is the contract Company job site supervisor.  This is NOT a COMPANY employee, but an employee of the contractor Company that is responsible for the work being done and the contract workers.  This person would preferably remain at the job site after the permit is issued, but this is NOT absolutely required.  It MUST be clear however, that any incident involving the contractor work crew is his/her responsibility whether they are present or not.  This person MUST be on site during the duration of the permit.

Scope of Work: This defines what work the contractors are PERMITTED to do.  Being as specific as possible helps everyone know what is allowed to be done and not to be done.  Making statement like “paint lines” leaves a lot open to interpretation.  This should be stated as “paint sprinkler lines red”.  This limits the painting to sprinkler lines and the color to red.  With the work being done by humans, and making statements like “paint lines” it is sure to happen one day that we will end up with pink acid lines.  When working on pumps, state pump number or identify the pump in some fashion so the contractors know they are NOT to work on anything else pump that pump.  When working on or in vessels, be sure to state the vessel number.

List Workers:
List all the contract workers.  If the permit is for multiple contract companies then each contractor name should be associated with one of the companies noted on the permit.  Use the back of the field copy for space if needed.  In regards to this section, the field copy and the top copy do NOT have to match.  This means that if a contract worker starts later in the day, he/she does not need to sign in on both copies; only on the field copy.   

Contractor Workers have been made aware of:
Waste/Trash Disposal: This is to assure that contractors know their responsibility as it relates to waste disposal.  This is clearly stated in the contractor training video but needs to be reminded as it may have been months since they were trained.

Barricading requirements: This is to assure that contractors know their responsibility as it relates to putting up and taking down barricade tape, the significance of crossing barricades, the different color tapes and what they mean, and to report to COMPANY supervisor any tape that needs to be left up after they are gone.

Chemical/material/process hazards:  This is to assure that contractors know OUR process, chemical, and material hazards in the area they will be working.  It is OUR responsibility to make sure that everyone working around hazardous chemicals/materials and hazardous processes know the hazards and how to protect themselves from exposure and what to do if exposed.

Location of eyewash/showers: This is to assure that contractors are aware of the nearest available eyewash and safety shower to the area they will be working.  In the future (2001), the requirement will be to test the eyewash/shower while issuing the permit to assure it is functional 

Location of phone/emergency #: This is to assure that contractors are aware of the nearest available phone for use during an emergency and that they know the emergency #4800.  This number is also displayed on the bottom of the permit form.

Location of nearest fire extinguisher: This is to assure that contractors are aware of the nearest available fire extinguisher for use during an emergency. In the future (2001), the requirement will be to inspect the fire extinguisher while issuing the permit to assure it is in place and functional and note this inspection on the inspection tag.

Other work area activities: This is to assure the contractors understand the limitations of their work permit(s) and other hazardous work that may be going on in the area.  An example is issuing a hotwork permit for Type 2 hotwork and the contractor not knowing this is limited to this type and strikes an arc in B-41 thinking he is OK to do so since he already has a hotwork permit.

Crew Accountability:  This is to assure that the contractor supervisor knows his/her role and responsibility during emergencies such as keeping track of his personnel and that his crew follow ALL safety rules while working on site, etc.

Permit Completion procedure: This is to assure the contractor supervisor noted on the permit knows his/her responsibility for closing out the work permit before leaving the site.  The contractors are NOT trained on this during their contractor training.  This MUST be done at the time of issue between contractor supervisor and COMPANY supervisor.

Housekeeping requirements: This is to assure that contractors are aware of our housekeeping requirements.

Required Monitoring Equipment:  If any monitoring equipment is required for their work and we supply this equipment, we MUST ensure that the contractor(s) using this equipment know how to operate the equipment as it is intended.  Just leaving a passport lying/hanging in the area is NOT sufficient.  NOTE:  the contractors should be supplying their OWN safety equipment at this time.  Any jobs bid on, they should include the cost of atmospheric monitors if they need to rent these.  ALL approved 2000 contractors have been advised of this at least twice in 2000.

Emergency Procedures: This is to assure that contractors know about our emergency codes (covered in their training) and about our new headcount procedure and windsocks (not covered in their training).  The head count procedure is to be reviewed between contractor supervisor and COMPANY supervisor at the time the permit is issued.

Required Safety Equipment:
Each of these requirements are to be checked off if needed by the contractor during their work that is defined in the “scope” section of the permit.  It is OUR responsibility to ensure the contractors know how to protect themselves from our hazards.  BEAWARE that some of these requirements are linked together through our SOPs. 

COMPANY Personnel has:
Reviewed Contractor MSDS: This is to show that an MSDS review has been performed on any hazardous chemicals that the contractor has brought on site and that an MSDS is available for those chemicals.  We covered OUR chemical and process hazards in section 13 earlier in the permit process.  This section is STRICTLY for any chemicals the contractor may bring on site to do their work.  If the chemical is one that we already have on site, we may use our MSDS.  This is for chemicals such as acetylene for welding.  Do NOT consider any solvents to be like ours.  We must know what chemicals the contractors are using on EACH and EVERY job; as different chemicals used in different locations pose entirely different hazards.  A 55-gallon drum of Acetone being used in B-41 which is a classified area is a lot different than it being used in B-54 or B-12, which are NOT classified areas.  If the contractor does not bring any chemicals on site for the job, then N/A should be checked.

Inspected Work Area:  This means that the immediate area the contractors will be working in has been inspected by the permit issuer(s).  These permits are not to be issued from offices!  It is our responsibility to maintain a safe and healthy work environment for everyone working on this site and we should not let contractors work in unsafe areas because of our hazards.  We should also set expectations of housekeeping when we issue the permit and by inspecting the work area before work begins allows us to state to the contractor, “the area should be this clean when you are finished”.

Notified Affected personnel of work:  This section is a reminder that we are required to notify other personnel in the area, both COMPANY and other contractors, of the work taking place in the area.  One way of doing this is by posting a copy of the permit at the work site and the other copy in a centralized area such as the LOTO boards or supervisor office.  The other way is to verbally inform them and note this on their work permit(s)

Reviewed LOTO w/ job supervision:  This is to assure that the contractor supervisor has walked the isolation down with a qualified COMPANY employee.  At this time the contractor supervisor will also sign the back of the LOTO permit signifying this has been completed.  It is the contractor’s job supervisors responsibility to walk down the isolation with his/her employees.  It is our responsibility to show the contractor how they are protected.  If the work does NOT involve an isolation, then N/A should be checked.  
Additional Permits or Hazardous Work?
This area is to identify to the contractor that additional permits or approvals are needed for more hazardous type work such as hotwork, confined space entry, etc.  It is also a checklist to be used by COMPANY personnel to identify any of the other hazardous tasks that could be needed.

Contractor Supervisor Signature:  This is the area where the contractor’s job supervisor responsible for the contractor crew is to sign when the permit is issued to him/her.  His/Her signature signifies their understanding of the hazards associated with the work, the permit’s limitations, their responsibilities to work safely, and our safety requirements of them while doing the defined work in the “scope” section.  This is the same person that appears in “Contractor Job Supervisor Name” section.
COMPANY Supervisor Signature: This is the area where the COMPANY Dept. Supervisor, of the area the work is taking place,  signs the permit when it is issued.  Another signature that may appear in this space is the person responsible for hiring, scheduling, etc. the contractor for the work.  Both persons MUST be a COMPANY employee.

Closure:
Job Status: This is the area where the contractor informs the department supervisor, of the area the work took place in, the status of their work.  Work is either “complete”, which requires no further explanation or “incomplete”, which requires details of the incomplete work.

Details of the Incomplete Job Status:  details of the “incomplete” work can be critical at times; therefore as much detail as possible should be provided.  Comments such as “ran out of time”, “work not complete”, etc. should not be accepted.

Contractor Supervisor Signature:  This is the area that the contractor’s job supervisor for the work, preferably the same person in “Contractor Job Supervisor Name” section, signs to close the permit at the end of the day and that the details on any incomplete work are accurate.  It should be noted that the person signing in this section is responsible for the closure of the work.  Any issues that may arise at a later time regarding this work will fall on this person’s responsibility, even if they do not hold a supervision level position within the contractor Company.  If they do not hold this level of position in the Company then they should not be signing as a “supervisor”.

COMPANY Employee who inspected the work area:  This is the area where the COMPANY employee who inspected the area signs off that the area is clean, no hazards have been left behind by the contractors such as flammable and combustible liquids, barricade tape has been taken down and no strips are left behind, etc.  Once the contractor leaves the site, their hazards and mess becomes our hazards and mess and we do not need that kind of help.
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