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	                         Management of Change (MOC) and Handling Unplanned Activity
 Work Instructions

Owner/Dept: QRM
                                           



	Purpose
	The purpose of this policy is to establish a systematic Management of Change (MOC) process for effectively managing and controlling changes in our work environment and processes, which may affect Environmental Health and Safety (EHS), Occupational Health and Safety (OHS), and Business Continuity. This policy aims to identify potential risks associated with changes, implement measures to mitigate them, timely updates on business continuity elements thereby ensuring all potential hazards are addressed for a safe and compliant workplace.

	Scope
	This policy applies to all employees, contractors, and subcontractors of SMSA. It covers changes related to:

· Workplace locations and surroundings

· Work organization

· Working conditions

· Equipment

· Materials/chemicals (especially those with hazardous properties)

· Workforce

· Sub-contractors and outsourced work

· Work processes impacting management systems
· Utilities (power, current, pressure, etc.)

· Legal and other requirements

· Developments in knowledge and technology
· Changes in information about hazards and occupational health & safety risks

	Responsibility
	Management

· Approve and support the implementation of MOC processes.
· Provide necessary resources for effective implementation.
· Ensure compliance with legal and other requirements.

Department Managers/Management Representatives (MR’s)
· Coordinate the MOC process.
· Identify and assess potential risks associated with changes.
· Develop and implement mitigation strategies.
· Update the BC System based on relevant changes required

· Maintain documentation and records of changes.
Employees

· Comply with the MOC procedures.
· Report any unplanned activities or observed risks.
· Participate in training and awareness programs.

Contractors, Subcontractors and Third-Party Agents
· Adhere to the company’s MOC policy.
· Communicate any changes in their scope of work.

	Instruction
	· Any proposed change or unplanned activity by the departments must be identified and documented using the MOC checklist and approval form (Refer to GUIDE Doc# 2763).
· Each change raised must be tracked using a unique change identifier number on the form.

· The form must be approved by the relevant departmental head.
· Identify changes within their respective area(s) that are covered by the MOC program and initiate the MOC review process.
· Collect appropriate background data associated with proposed changes necessary to evaluate the risks.
· Initiate and ensure training is conducted to affected employees.
· Take prompt corrective action when unsafe process safety conditions or practices are observed or reported.
· Revise appropriate SOPs or facility procedures based on changes.
· Assist with oversight of approved changes and address any actions, as assigned
Facilities Department
· Assist with oversight of approved changes and addressing actions needed to implement those changes, as it affects equipment and the facility.
· Review the proposed change and communicate any questions, clarifications, or concerns to the MOC originator. If there are substantial issues identified to the proposed change, notification to the originator will be made in writing (detailing the basis for the rejection).
· If the basis for the rejection cannot be reconciled, the originator will schedule a meeting with the department to review the technical basis for rejection and define an appropriate path to move forward. 
· If the proposed MOC is acceptable, the department will sign and date the new MOC procedure and effective dates
· Inform contractors working on or around a covered process about the requirements of the MOC program or direct the contractor to the department contact.
· Communicate MOC to affected employees within their area(s) of responsibility, as it pertains to departmental equipment.
Management Representative/ Department Manager
· Overseeing all aspects of this MOC program
· Where applicable, implementing and documenting training programs related to the SOP in liaison with the training department.

· Assuring the appropriate SOP documentation is maintained on each change associated with a process or equipment.
· Evaluate inventory and purchases for changes required.
· Update the BC System based on relevant changes as and when required (For BC reviews/changes please refer to table A below)
· Control planned changes and review the consequences of unintended changes taking action to mitigate any adverse effects, as necessary.

· Reviewing the BC program at planned intervals including BIA & risk assessment and update the MOC process as appropriate.
· Periodic auditing of compliance

· Ensure all unplanned activity in SMSA is recorded on an MOC master log form / register. This will help the department in future to plan similar work in a more effective manner.

· Analyze the MOC master log to look at trends, lessons learned, risks and opportunities for improvements.
Table A
Elements

Review period

Source

Employees

Monthly

Manpower report

Equipment (Qty)

As required/ along with BIA

BIA report

Systems- Software/ Hardware

As required/ along with BIA

BIA report

Locations

As required/ along with BIA

BIA report

Vendors

Annual

Vendor evaluation reviews

Contracts

Annual

BIA report

Processes

Semi annual

Audit/ Change requests

Regulatory requirements

Annual/ As required

Standard and regulatory required document

Supplies

As required/ along with BIA

BIA report

RTO's

Annual/ As required

BIA report/ Exercise reports

Documents/Records

Annual/ As required

Change requests

BIA

Annual/ As required

BIA report

Risks

Annual/ As required (Before and after BIA/ Exercise/incidents)

As per MORI document

BC plans/ Exercises

Annual/ As required

Exercise reports

Health & Safety:

• If health and safety is of concern, Personal Protective Equipment (PPE), engineering controls, and/method statement shall be implemented.

• PPE Assessments should be conducted in any areas where PPE is utilized or needed. EHS MR will assist in the assessment process.

• At a minimum MSDS must be reviewed and maintained if new items contain chemicals. 

• Hazardous chemicals and/or reagents used must be accompanied by Material Safety Data Sheets (MSDS). The same shall be sent for upload on GUIDE.
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