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	           Work Permit Operational Control Procedure
                                         Owner/ Department: Quality & Risk Management



1. Purpose

The purpose of this procedure is to establish a controlled process for the issuance, execution, monitoring, and closure of work permits at SMSA facilities. This ensures that all activities are performed safely and in compliance with applicable safety and environmental standards.

2. Scope

This procedure applies to all maintenance, repair, construction, or inspection activities carried out by internal personnel or external contractors across all SMSA locations, especially those involving physical, chemical, electrical, or environmental hazards.

3. Definitions

· Work Permit: A formal, written authorization required before starting any task that presents safety or environmental risks. It identifies hazards, outlines required controls, and specifies accountability.

· Lockout/Tagout (LOTO): A safety protocol that ensures hazardous energy sources are isolated and rendered inoperative before work begins.

· Confined Space: A space not designed for continuous occupancy with limited means of entry or exit, which may present physical or atmospheric risks.

4. Responsibilities

4.1. Work Permit Issuer (Admin Department or EHS Representative)

· Verify that the work area and associated equipment are prepared and safe for work.

· Ensure appropriate Lockout/Tagout (LOTO) measures are implemented in accordance with SMSA’s Lockout Tagout Procedure (DOC#4155).

· Ensure that Personal Protective Equipment (PPE) requirements are identified and communicated based on the nature of the task, in alignment with SMSA’s Hazard Assessment, Use & Selection of Personal Protective Equipment – Work Instructions (DOC#4153).

· Conduct a joint site inspection with the acceptor before issuing the permit.

· Identify and communicate hazards and required controls (e.g., ventilation, fire watch, gas testing).

· Inform relevant departments prior to commencement of work.

· Monitor site activities regularly and revoke the permit if conditions become unsafe.

· Retain a copy of the work permit on the EHS Committee / Management Representative (MR) board until closure.

4.2. Work Permit Acceptor (Authorized Maintenance or Contractor Personnel)

· Review all listed hazards and controls before accepting the permit, in line with the approved Method Statement (GUIDE#2873) that outlines the safe system of work.

· Ensure compliance with all stated conditions; unauthorized deviations will void the permit.

· Remain on-site during work execution, or delegate to another authorized acceptor if leaving.

· Report any change in work conditions immediately to the issuer.

· Ensure the site is cleaned post-completion and inform the issuer for joint closure inspection and sign-off.

5. Permit Requirement Criteria

Permits must be issued before conducting any of the following tasks:

· Hot work (e.g., welding, cutting, grinding)

· Electrical work on live systems above 25 volts

· Confined space entry

· Working at height

· Use of powered impact tools or inspection of critical infrastructure (e.g., elevators, fire systems)

· Hazardous chemical handling

· LOTO activities

· Exposure to moving machinery, high pressure.

6. Permit Issuance and Posting

· Permits must be issued using the approved Work Permit / Authorization Form (GUIDE#2872).

· Both issuer and acceptor must sign the permit before work begins.

· The original permit must be clearly posted at the job site during work.

7. Compliance and Enforcement

· Violation of permit conditions may result in immediate suspension and withdrawal of work authorization.

· QRM may conduct random audits and inspections to verify adherence to permit controls.

· Non-compliance may result in disciplinary action or contractor disqualification.

8. Related Documents

	Document Title
	Document Number

	Work Permit / Authorization Form
	GUIDE#2872

	Method Statement Template and Work Execution Guide
	GUIDE#2873

	Control of Records and Documents Procedure
	GUIDE#8744

	Hazard Assessment, Use & Selection of Personal Protective Equipment – Work Instructions
	DOC#4153

	Lockout Tagout (LOTO) Procedure
	DOC#4155



	EHS Incident Accident and CAPA Form
	DOC#2801



	Incident, Emergency Preparedness & Response Procedure
	DOC#2800
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