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1.0 SCOPE

1.1 This procedure covers general requirements for management of change (MOC) processes. The purpose of the MOC process is to evaluate and properly manage any modifications to the design, control, or operations of a Process Safety Management (PSM) covered process. In most operating facilities, change is inevitable. These changes may or may not have a significant impact on the safety, health and environment of the facility. This procedure provides guidance to ensure changes are properly documented, reviewed, and approved by appropriate persons. The process is intended to identify potential hazards prior to the change, evaluate and mitigate risks, and update all process safety information including process hazards analyses, operating procedures, training requirements, and pre-startup safety reviews.

This procedure is intended to cover emergency, temporary and permanent changes in a facility. 

Paragraph 1910.119(l) of the OSHA PSM legislation states that, "The employer shall establish and implement written procedures to manage changes (except "replacement in kind") to process chemicals, technology, equipment, and procedures and changes to facilities that affect covered processes.”

2.0
REFERENCES

The latest edition of the following standards and publications are referred to herein.

Standards and Publications

	INEOS Nitriles Engineering Practices

	EP 3-8-1
	Process Safety Management

	EP 3-8-2
	PHA/HAZOP Practice Procedure

	EP 3-8-6
	PSSR (Pre-startup safety review) Procedure

	EP 3-8-7
	PSM Audit

	OSHA

	29 CFR Part 1910.119
	Process Safety Management


3.0 DEFINITIONS

3.1 Change – Any modification, alteration or adjustment to a PSM covered process that is not considered a "replacement in kind". 

3.2 Management of Change (MOC) – A process intended to assure that no unintended hazards are introduced, to assure risks are properly evaluated and minimized, and to keep current process safety information, hazard analyses, operating procedures, training, mechanical integrity, and pre-startup safety reviews before changes are implemented.

3.3 Process Hazards Analysis – Those techniques used to determine the frequency and/or consequences of hazardous events and the effect on the surrounding environment.

3.4 Process Unit – A main production component of the operating unit of the facility.

3.5 Replacement-in-kind (RIK) – A replacement-in-kind is defined as an identical replacement of any other alternative specifically provided for in the design specification, as long as the alternative does not in any way adversely affect the function or safety of the item or associated items or affect process safety information. OSHA does not require a MOC process for changes considered "replacement in kind". Some examples of Replacement in Kind versus Changes Requiring an MOC are listed in Appendix B.
3.6 Property Records files (PR files) – records specific to a piece of equipment.  

3.7 Process Safety Information (PSI) – PSI includes the following:

· P&IDs

· Procedures (controlled)

· Organizational charts

· SDS

· SHE Critical Instrument Lists

· SHE Critical Equipment Lists

· Design calculations

· Process chemistry changes

· Safe upper/lower limits

4.0 ROLES AND RESPONSIBILITIES

4.1 Change Request Originator – After reviewing with Asset Engineer for the affected area, the Change Request Originator completes the change request to initiate a safety review of any modification to existing units including the installation of new equipment (not replacement in kind).
4.2 Project Manager/Change Leader – An individual who is responsible for the planning, coordinating, and execution of a particular project.

4.3 Asset Engineer – Reviews proposed Change Request with employee to determine if the idea is appropriate for submittal.

4.4 PSM Engineer –- Serves as the single point of contact and control point for all change requests. The PSM Engineer maintains the Change Request and monitors the progress of each change request.  The PSM Engineer will be the chair of the Change Control Team.  

4.5 Change Control Team – Responsible for approving, rejecting or forwarding the Change Request on for more detailed analysis and justification. The change control team will be comprised of various representatives from the different departments.  Specifically, representation will include Mechanical Integrity, I&E, Control Systems, SHE, OSBL/ISBL Asset Engineers, OSBL/ISBL Day Managers, Capital Projects, Maintenance, Environmental (Air and Water).
4.6 Area Authority – Person responsible for specific sections of the facility.
4.7 Manual Owner – Each “manual” such as SOSO, EOP, SOP, Maintenance Guidelines (all controlled documents) have manual owners responsible for ensuring all procedures are correct and up to date.  
5.0 MOC DOCUMENTATION

5.1 PROCESS FOR CATEGORY “A” MODIFICATIONS - SOSO I-A-09.02
Physical changes to design, operations or activities which are not replacement-in-kind (RIK) are addressed with Category A Modifications.  They can be permanent, temporary or emergency in nature.  They may be assigned as either expense or capital projects.  See Figure 1 for process flow.

5.2 PROCESS FOR CATEGORY “B” MODIFICATIONS – SOSO I-A-09.03
A Document Amendment form shall be completed for any new, reactivated or change to an existing controlled procedure or form covered by this SOSO.  

The Change Leader will provide a new, an archive request, or revisions to procedures to the Document Control Admin.  The Document Control Admin will generate a Mod B form with a unique number along with a draft of the revision, new procedure, or request to archive back to the Area Authority.  The Change Leader (or designee) is responsible for providing in the “Description of Change to Procedure” field a brief summary supporting the need for a Mod B.  The Change Leader (or designee) will present the Mod B form to the Change Control Team and provide a description of the change.  

The Change Control Team will identify reviewers that will need to sign off on the Mod B in conjunction with the Change Leader.
The Change Control Team will confirm the training requirements for each procedure.  The Change Control Team shall also determine whether the change can be implemented prior to the completion of training.

If the Change Control Team determines the change requires a review, one Master copy of the document shall be circulated for review.  All comments shall be made on this Master copy.  The Controlling Secretary will maintain an index which lists the signatories required for approval of each “B” modification.

All comments shall be made on this Master copy.  It’s the responsibility of the Manual Owner to address all comments made during the review process.  For those comments or changes the “owner” takes issue with, he/she must resolve these to the mutual satisfaction of the parties involved before issuing the document.  If such comments do not relate to the initially proposed document change, the “owner” will issue the document and present the new changes to the Change Control Team under a separate Mod B number.
Once all signatures have been received, and all corrections made, the Mod B documents shall be sent to the responsible area authority.  The area authority, or designee, shall send the original Mod B review sheet to the Controlling Secretary and a copy to the Plant Training Coordinator so that files and the Mod B Index may be updated.  The responsible authority, or designee, will then distribute the procedure and update the Mod B database in the date approved field.
5.3 PROCESS FOR CATEGORY “C” MODIFICATIONS – SOSO I-A-09.04
The Category C procedure is triggered when staffing levels or organizational changes occur.  The Mod C Checklist SOSO I-A-09.04, with signatures, will be considered the MOC for these types of changes.  It is the Manager’s responsibility to ensure the checklist is completed.  

For new hires, the Mod C must be completed prior to the employee training induction process.  

Staffing Change/Job Reassignment:

A Mod C is required for any job reassignment or staffing change.  Examples of when a Mod C is required:

· Change in Subject Matter Expert as listed in SOSO I-A-23.00.
· Change in reporting structure (supervisor, shift, department).  
· Any change in the organizational chart.
· Change in area of responsibility (ie,  Day Manager absorbing another area or swapping an area with another Day Manager; change in operating area responsibility)
· Change in program responsibility (ie, potable water, Otto, Pride, PSM, air, water, UST, step-up, technical step)
· Change in license or certification
· Addition or removal from emergency support teams (ie, HART, ERT, EMT, Incident Command, Call Out)
· Modification to Job Description other than administrative.


For job reassignments or staffing changes, the Mod C should be completed immediately or no more than 30 days post change.  The Mod C is the responsibility of the affected employee’s direct supervisor.  


Organizational Change:


A Mod C is required for all organizational changes.  The Manager over the affected organizational change is responsible for completing the Mod C.  The Mod C must be completed prior the organizational change occurring.  Examples of organizational changes are:

· New positions added to or positions removed from the organizational chart.

· Reductions in force

· Outsourcing previously Ineos held positions

· Insourcing previous contract positions.

· Replacing resident contract companies

· Consolidation of positions

5.3.1
Contractors will be included if the change they are recommending eliminates or dramatically reduces a service that the contractor has been offering to the Green Lake Complex, or if it affects ERT.

5.3.2
HR is responsible for administering the Mod C process.  An action item will be entered into Gensuites.

5.4 PROCESS FOR CATEGORY “D” MODIFICATIONS – SOSO I-A-09.05
When equipment is taken out of service to be idle for an extended period of time or removed from plant site, the Mod D checklist is to be utilized.  The purpose of this checklist is to ensure the safety of personnel and that the appropriate actions are taken to minimize risks associated with the new source review (NSR) issues/permit applicability.  This checklist is intended for equipment/unit shutdowns that are longer than 6 months.  Typically, when equipment is removed from service it is marked on the P&ID as “Out of Service” and shaded.  The shading and out of service should only be placed on the P&ID when equipment is free of organics, however all plant safety practices are to be followed as the equipment is live.  When equipment is to be removed from the plant site, then follow SOSO I-E-05.00 DECONTAMINATION AND DISPOSAL OF PLANT EQUIPMENT & MATERIALS.  Returning “Out of Service” equipment to in service requires MOC review.

5.5 PROCESS FOR PRE-START UP SAFETY REVIEWS (PSSR) – Please reference SOSO I-A-09.09
6.0
TRAINING

Employees involved in the operating a process and maintenance and contract employees whose job tasks will be affected by a change in the process shall be informed of the change, trained in the change or any new or modified procedures prior to the start-up of the process or affected part of the process. This training should be documented and maintained in the MOC file.

Process for Determining Level of Training:

Formal Training is required for:

· A new procedure

· Modifications to processes, piping, or systems that result in changes to

· Physical control points such as valve realignment, new tie-ins, additional valves

· Process controls not included in temporary shift instructions

· Upper and lower safe limits

· Procedure step order when not associated with a checklist

Procedure Reviews can be used for:

· Minor changes to procedure step order when not associated with a checklist

· Clarification on procedure tasks including recommended controls and loss exposures

All scenarios cannot be predicted.  When in doubt, consult with the Training Coordinator.

7.0
MOC PROCESS FLOW

See Figure 1 for Permanent Change Requests

See Figure 2 for Emergency Change Requests

See Figure 3 for Temporary Change Requests

8.0
CHANGE REQUEST FORM

The Change Request Form (Figure 3) should be used to document the suggested change after conferring with the appropriate Asset Engineer.  The form should include a detailed description of the proposed change.  The form should also include the technical basis for the change.  The technical basis is intended to explain the need for the proposed change, the work required to achieve the change, design change details if any, and any siting information related to the change.  This documentation should be sufficiently detailed to allow those who are reviewing or authorizing the change to approve, deny or suggest further revisions.  Consultation should be had with the Asset Engineer over the affected area.
The Change Request Electronic Form can be found on the Glicon Homepage.

EVALUATING CHANGE REQUEST FORMS
In order to evaluate and prioritize a change request, the “priority” and “type” of the change are taken into consideration. Use Table 2 and Table 3 to list and define the “priority” and “type” data elements that are applicable for the project. 
Change requests are evaluated using the priority criteria shown in Table 2.

Change requests are evaluated and assigned one or more of the justification types listed in Table 3.

12.0
UPDATING PROCESS SAFETY INFORMATION

Changes occurring in a covered process will require updates to the associated Process Safety Information, such as, P&IDs, Operating Procedures, Process Flow Diagrams, etc. The Change Request Originator and Area Manager or designate should provide red-lined or new information as needed. Upon implementation all of the affected PSI should be permanently updated.
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14.0
TABLES

Table 1 – Change Request Data

	Element
	Description

	Date
	The date the CR was created

	CR #
	Auto-generated by Change Request system.

	Submitted By:
	Name of person submitting change request

	Email/Phone:
	Email or phone number of person submitting change request.

	Description
	Details of the desired change. 

	Technical Basis
	The impact or benefits of a change should also be described. Technical basis for the change and changes to procedures.

	Authorization
	The appropriate authorization for the change as determined by the Change Control Team.


Table 2 – Change Request Priority Criteria

	Priority
	Description

	Mandatory
	Change is required to prevent exposure to personnel or environment or to prevent unit shutdown.

	High
	Changes where there is a high risk (high likelihood and severe consequences) to safety, environment, or production.

	Medium
	Changes where there is a medium level risk to safety, environment, or production.

	Low
	Changes where the risk to safety, environment, or production is minimally affected.


Table 3 – Change Request Type and Justification Criteria

	Type
	Description

	Scope
	Project requires a technical scope change.

	Safety, Health, and Environmental
	The reason for the change is to improve the safety, health, and environmental risks associated with the system.

	Functional
	The change is needed for the facility to function.

	Constructability
	The facilities cannot be fabricated as designed or specified.

	Statutory
	The change is required to comply with legislation or other mandatory requirements.

	Schedule
	The change is needed to ensure the project schedule is met.

	Product
	Change affecting product.

	Procurement
	Change is required because a supplier cannot meet commitments and obligations.

	Quality
	The change is needed to improve the product quality.

	Other
	As defined.


16.0
APPENDIX A – CHANGE REQUEST FORM EXAMPLE
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18.0
APPENDIX B – REPLACEMENT IN KIND VERSUS CHANGES REQUIRING AN MOC

	Case
	Description
	MOC Required?

	
	
	Yes
	No

	1
	Lubricant change in a compressor from mineral based to synthetic oil
	X
	

	2
	Acceptance of shipment of inbound anhydrous ammonia from an alternate supplier
	
	X

	3
	Changing a screw compressor with one with a rebuilt screw
	
	X

	4
	Resetting suction control setting but remaining within the safe operating envelope
	
	X

	5
	Reconfiguring offices in a process plant
	
	X

	6
	Adding a Bourdon tube pressure gauge to a regulator temporarily to set the regulator
	
	X

	7
	Replacement of equipment that is no longer made by the original manufacturer
	X
	

	8
	Replacing carbon steel piping with stainless steel piping
	X
	

	9
	Outsourcing of operations or maintenance
	X
	

	10
	Change in a process composition outside of the operating range
	X
	

	11
	Vessel replacement in kind in which the PR file is updated
	
	X

	
	
	
	


END OF PROCEDURE

	APPROVALS:
	DATE:

	Chris Urbanowich – SHE Mgr.
	09/17/20

	Pat Daigle – Safety Specialist
	09/23/20

	Jose Rodriguez – Production Mgr.
	09/21/20

	Dave Spacek – Site Director
	09/18/20


LOG OF CHANGES AND REVISIONS:

	Revision#
	Date
	Mod B#
	Revision

	43
	09/24/20
	18428
	Completely Rewritten

	
	
	
	

	
	
	
	

	
	
	
	


