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STATEMENT OF PROCEDURE
The purpose of this procedure is to provide employees with guidelines for requesting a permit or addressing work coordination needs.  The procedure will cover planned, shutdown and equipment shutdown permitting.
The contents of this procedure meet all requirements of the Ineos 20 Principles for Behavioral Safety and Process Safety Management as detailed in SOSO I-A-01.06.

PROCEDURE 

Weekly Planning Meeting
1.0  Every Wednesday at 3:00 pm a meeting is held in the Maintenance Conference Room to plan and coordinate work for the upcoming week.  Additionally, any work requiring coordination between departments should be addressed, for example, needs for scaffolding, x-raying, vehicle entry, welding, insulation, support for outside contractors, I&E, etc.  

1.1  Each department, where applicable, will assign a designated individual to represent their department’s work request coordination needs at the weekly planning meeting.  The representative is responsible for communicating their department’s needs to those attending the meeting.  At a minimum the, Maintenance Specialists, Maintenance Coordinator and, I&E will send a representative.  Departments not listed do not need to attend unless they have work coordination or permit needs.  

Daily Schedule Update
2.0  At 2:00 pm daily in the Maintenance Conference Room, work group representative(s) will communicate with the Scheduler to update work progress, scope changes, resource delays, permit needs, etc.  These representative(s) will verbally relay to the Scheduler what permits they need for the next day.  Daily Hot Work permits may be also requested by sending an e-mail to the Maintenance Scheduler.
2.1  Permit requests need to have work order number, location, a good description of work to be performed, type of permits required, and time permit will be needed.  Permit requests not containing a good description are subject to being taken off the list.  Updates/requests must be completed by 3:00 pm.  Carry-over permits needed for the continuation of a job the next day must be resubmitted daily, as permit requests will not be carried over to the next day automatically.

2.2  At 2:00 pm each day in the Maintenance Conference Room, permit requests submitted in the Permit Request List will be reviewed by the Maintenance Scheduler, Operation’s Liaison(s) and contractor(s) involved to identify conflicts, and finalized into the Day or Night Permit List, no later than 4:00 pm.  In the event of computer failure, a printed copy of the list can be found posted on the scheduler’s door.
2.3  If there are any changes to the Day or Night Permit List after it has been finalized, it will be the responsibility of the individual, work group or Maintenance Specialist initiating the change(s) to inform the scheduler in order to make the necessary change(s).

2.4  Operations will review the Hot Work Permit List for their area by 7:00am for days and 7:00pm for nights.
END OR PROCEDURE
