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MSW Initial/Refresher Training
Work Authorization



Work Authorization
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Training Objectives

Objectives

• Personnel understand when a general permit to work, 

special permits and/or work plans are required

• Personnel understand how a permit to work is 

authorized and communicated

• Personnel must know their role and responsibilities 

within the Work Authorization
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Introduction

• Work Authorization refers to the authority to allow for work to happen. Not all work will require 

permit and the requirement is to be decided by the Task Consequence Catalogue as a guide.

• Permit to Work (PTW) is considered when work may adversely affect the safety of the workforce, 

the environment or the integrity of Chevron’s assets. 

• Permit to Work consists of three activities:

– General Permit to Work

– Specialized Permits

– Work Plans

Objectives of Permit to Work

• Authorize certain people to carry out specific work, at a specific location, during a specified time 

frame

• Facilitate communication of how the work process is controlled and who is in control

• Identify job scope and set the parameters by which to manage work

• Detail when work should be stopped 
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Roles and Responsibilities

Permit Holder/Requester
• Understands the planned work, and the relevant maintenance and emergency 

procedures

• Facilitate, review, and documents onsite Hazard Analysis

• Create and/or aid in the drafting of work permits and work plans

• Confirms isolation for equipment as described on Equipment Isolation 

Checklist

• Witness verification of zero energy prior to commencing work

• Conducts pre-job briefing and communicate work scope, potential hazards, 

mitigations, permit/work plan conditions to the work crew

• Communicates permit to applicable work team members and other involved 

personnel to check for Simultaneous Operations.

• Ensures gas tests are conducted as required by work permit.

• Jointly verifies with Permit Issuer / Approver that the conditions required to 

safely execute the job are in place.

Permit Issuer
• Assures equipment is properly prepared and isolated prior to releasing 

work to the Permit Holder

• Review associated hazard analysis documents (JSA, PPHA, Start Work 

Checks)

• Participate in Pre-Job Safety Briefing for Critical Consequence work.

• Visit job site with Permit Holder prior to issuing permits 

• Participates in permit renewal, and revalidation

• Closes out permit

http://www.google.com/url?url=http://pixshark.com/person-clipart.htm&rct=j&frm=1&q=&esrc=s&sa=U&ei=y-8vVc2fBMfxoASSkoHgAg&ved=0CDAQ9QEwDTgU&usg=AFQjCNH-Z6uoU2zvrc3ht8Fg3ipHWzvg-Q
http://www.google.com/url?url=http://www.clipartbest.com/clipart-person&rct=j&frm=1&q=&esrc=s&sa=U&ei=y-8vVc2fBMfxoASSkoHgAg&ved=0CCYQ9QEwCDgU&usg=AFQjCNFZu8N8QquEg8xtBncDlPBfn0X8IA
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Roles and Responsibilities

Area Controller

• For F&L, Operations Manager or M&C Project Manager

• Ensure work is being conducted in accordance with permits and 

hazard analysis documents

Subject Matter Expert

• Specific HES and technical expertise (authorized electrical 

person, civil engineer, etc) 

High level Chevron Manager

• Approve critical consequence work activities (hot tapping; entry into inert 

atmospheres; isolation where positive physical isolation is required but 

cannot be reasonably achieved (Area Manager, Engineering Manager, and 

others)

http://www.google.com/url?url=http://www.clker.com/clipart-business-person-red.html&rct=j&frm=1&q=&esrc=s&sa=U&ei=y-8vVc2fBMfxoASSkoHgAg&ved=0CDQQ9QEwDzgU&usg=AFQjCNGnJ-s0pvto9PG4tWySVZyKuEE-PA


7© 2022 Chevron

Permit to Work
Requirements for conducting a PPHA

A documented Planning Phase Hazard Analysis (PPHA) is required for:

❑ SIMOPs activities

❑ Bypassing critical protections

❑ Confined space activities with special hazardous conditions

❑ Work on energized equipment over 50 volts

❑ Excavation activities requiring protective systems (e.g. shoring, bracing, sloping)

❑ Open flame hot work in a Hazardous (Classified) Area or inside a tank or vessel

❑ Hot tapping

❑ Activities requiring Positive Physical Isolation (PPI)

❑ Critical Lift Operations

❑ Any activities involving explosives

❑ Any activities requiring approval from a Chevron high level manager
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Permit to Work 

• Document the work task to be performed in the General Work Permit 

Form

– Complete all fields, as applicable

– Self-permitting is never allowed

– Permit shall have initial duration of 12 hours and permits 

extending beyond 12 hours will require a revalidation

• Prior to the issue of any type of permit a qualified person will carry out
a site hazard assessment to identify any potential hazards associated
with the work to be done.

• The hazard assessment will also identify any potential for flammable or
toxic gases or vapours to be present.

• Permit Requestor and Permit Issuer / Approver shall jointly verify that
the required conditions are in place prior to authorizing work.

o Requires physical inspection of the Job Site.

o All required conditions must be verified and in place before issuing 

the Permit to Work / Form.

o Permit Issuer and the Permit Requestor initials the Permit or Form 

confirming that they have thoroughly checked & verified all the 

requirements are in place and functioning.
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PTW currently used within F&L 

Single PTW System GWP + Form(s) PTW System Electronic PTW System
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Permit to Work – Single PTW System
Generate a General Permit to Work

• Document the work task to be performed in the General 

Work Permit Form

– Complete all fields, as applicable

– Self-permitting is never allowed

– Initial permit issuance duration not to exceed 

12 hours

• General Permit to Work, Confined Space Entry Permit, 

Excavation Permit, Working at Heights Permit, and Hot 

Work Permits has been combined into one streamlined 

permit.

Additional forms such as fall rescue plans, equipment 

isolation lists, and critical lift plans will still be required 

for the associated work activity



11© 2022 Chevron

Permit to Work – Single PTW System

• The streamlined Permit to Work will require the 

same general information as before

• If there are changes such as number of personnel, 

job scope, etc. they can be noted on the respective 

permit section, initialed and dated
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Permit to Work – Single PTW System

• Forms shall be printed when needed

• Retail and ISC Facility Permit Nos. will 

be the Facility Number/SAP Plant 

number, date & time (ex. 

21044473019800)
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Permit to Work – Single PTW System

• Check the boxes associated with the specialized activity 

that applies to the work and check the applicable 

requirements for each

• Verifications of these requirements should be done by 

the individuals performance the work in conjunction with 

any associated Essentials Checklist
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Permit to Work – Single PTW System

• Some standalone forms/plans are still required for applicable 

work activities

• Those forms shall be included in the overall permit package for 

the activity

• Form/plan requirements can be in found in the applicable Safe 

Work Practice
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Permit to Work – Single PTW System (2nd Page)

• Fill out the gas testing requirements applicable to the 

specialized activities in the sections on page 1.
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• Once hazards relevant to the work have been addressed, 

agreement has been reached, and any required safeguard 

verifications have been completed, the Permit Issuer and Permit 

Holder shall sign to indicate that the requirements are understood 

and that the work crew will comply with them.

Permit to Work – Single PTW System (2nd Page)
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• Additional gas testing results from initial, as well as gas testing 

necessary as a result of permit revalidation, shall be 

documented here

• Revalidation approval is also documented within this section

Permit to Work – Single PTW System (2nd Page)
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• Record confined space entrants in the confined space entry 

log if confined space entry is one of the selected specialized 

activities

Permit to Work – Single PTW System (2nd Page)
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• By signing the permit closure portion of the permit, the 

Permit Issuer and Permit Holder are acknowledging that 

work has been completed and a closeout discussion with 

the work team has been conducted

Permit to Work – Single PTW System (2nd Page)
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• The Hazard Analysis will cover:

– Scope of work

– The conditions of the General Work Permit & associated 

documents

– Potential hazards & risks associated to the work & the 

defined control measures

– Advice that anybody can stop the work if it is felt unsafe to 

continue

– Evacuation & emergency response plan requirements

– Emergency action requirements, including assembly 

expectations

– Location of emergency response & first aid equipment

– PPE requirements

– Conditions when Stop Work shall be used

Permit to Work – Single PTW System (3rd Page)
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• The Permit Holder must conduct a pre-job safety briefing with 

all workers at the job site whenever a PTW is issued, extended 

or renewed

• All those attending the Pre-job brief are required to sign the 

form

• The Hazard Analysis/Pre-job Briefing within the Single PTW 

System will replace the need/use of the Pre-Job Safety Briefing 

Tool and Job Safety Analysis (JSA)

Permit to Work – Single PTW System (3rd Page)
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• For the specialized activities that are not included in the 

Single PTW System, a General Permit to Work will no 

longer be required

• Only the associated permit/form with appropriate 

approvals will be needed to begin work. 

– Examples include:

• Diving

• Energized Electrical Work

Permit to Work – Single PTW System
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Permit to Work – GWP + Forms PTW System

• The General Work Permit is divided into 3 sections “A”, “B” 

and “C”:

o “A” (request for work) to be completed by the Permit 

Requester/Holder and submitted to the Permit Issuer”

o “B” to be completed by Permit Issuer

o “C” will require designated parties to sign as applicable.

• Only the Permit Issuer can make changes to the information 

on the forms and changes MUST be made on all copies and 

COMMUNICATED to Permit Requester/Holder.

o One exception is, addition gas test results may be 

recorded on copy posted at the job site

• Local variations to the format are allowed if the permit meets 

the design requirements of the Permit to Work Standard.

• Relevant forms (Hot Work Form / Confined Space Entry Form 

/  Excavation Form / Work at Heights Form) will accompany 

the GWP as according to the work description.
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Permit to Work – GWP + Forms PTW System

• The Permit to Work will provide space to list:

o Description of the work to be done, with job limitations

o Location of the work site or area

o Permit Requester’s name & company

o Date and time period for which the work permit is valid

o Gas test results, if required

o Consequence Rating of job

o Permit Requester/Holder’s signature and date signed

o Permit Issuer’s signature and date signed

o General permit to work extension details

o General permit to work renewal section
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Permit to Work – GWP + Forms PTW System

Both Permit Issuer and Permit Holder 

are required to initial next to each item 

checked in Section B on GWP and all 

other relevant forms
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26

• Permit Approval, Extension, Renewal and close out are in Section C

• Wet signatories are required as according to dedicated roles.

Permit to Work – GWP + Forms PTW System

Permit Extension 

Section

Permit Renewal 

Section

Permit Approval 

Section

Permit Closeout 

Section
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• Revalidation requires the Permit Issuer to verify and 

document that all conditions and requirements on the 

permit and forms remain in effect. 

• Revalidation is documented on the Pre-Job Safety 

Briefing Tool.

Permit to Work – GWP + Forms PTW System
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Permit to Work – Electronic PTW (ePTW) System 

• Electronic Permit to Work is a digital permitting system 

that replaces paper-based permitting to enable control of 

work

• Electronic Permit to Work:

• Minimizes risk

• Maximizes safety

• Increases operational efficiency

• Increases effectiveness
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Each permit activity type has its own associated 

symbol and color. The symbol and color never change 

during the life of the permit.

• Maximum single-issue period of the permit is 12 

hours, but it may be suspended/re-issued as 

required within that shift

• All permits have a maximum 30-day life (except 

Bypassing Critical Protections, which has a 

maximum 3-day life)

Permit to Work – Electronic PTW (ePTW) System 
Permit Activities and Workflow Icons

Each step of workflow status has its own icon shape

• Icon shape changes as the permit moves through 

the workflow

• This shape change is displayed on the site graphics, 

as well as electronic and printed copies of the permit



30© 2022 Chevron

PERMIT 

REQUESTOR

PERMIT APPROVER/ 
HIGH LEVEL APPROVER

PERMIT 
VALIDATOR 

Draft 

Permit

PERMIT HOLDER

Validate

Permit

Request

Approve

Permit

Perform

Work

Close

Permit

Confirm

Permit 

Closed

Draft/

Draft for 

Turnaround

Awaiting 

Validation
Permit in Place 

(Live)
STATUS Closed

Awaiting 

Approval

*Mutually Exclusive*

Via Desktop

Via mobile 

device or 

desktop

Via mobile 

device or 

desktop

Via control room 

desktop 

Method of data entry/ signing/workflow progression

Print Permit

Permit to Work – Electronic PTW (ePTW) System 
Permit Work Flow 
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PERMIT 

REQUESTER

PERMIT 
APPROVER */ 
HIGH LEVEL 
APPROVER *

PERMIT 
VALIDATOR

Draft 

Permit

PERMIT 

HOLDER *

Validate
Permit
Request

Close

Permit

Draft/
Draft for 

Turnaround

Awaiting 

Validation
LiveSTATUS Closed

Awaiting 

Approval

Offline/Paper Approval, Acceptance  
and Performance of Work

Offline

Closing

ICON

Approve

Permit

Accept Permit

and Perform Work

Online

Confirm

Permit 

Closed

Online

* Mutually exclusive – same person may not be Permit Approver, High Level Approver or Permit Holder

Permit to Work – Electronic PTW (ePTW) System 
Permit Work Flow 
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• Gas testing must be conducted in accordance with Gas 

Detection Standard immediately prior to work for any tasks 

that require gas testing. Including, but not limited to:

– Hot Work

– Confined Space Entry

– Isolation of Hazardous Energy in areas with potentially 

hazardous atmosphere

– Excavation

• Must be performed and evaluated by a Qualified Gas 

Tester

• Work activities can ONLY begin once gas testing results 

are within acceptable limits and no more than 1 hour after 

area was tested and for Hot Work 2 hours for others.

Preparation of the Job Site & Equipment – Gas Testing 

Gas Testing

Effective Isolation
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Permit to Work

• Review and communicate Hazard Analysis, Permits and 

Work Plans

• Conduct Work

– A copy of the PTW pack must be kept onsite including, but 

not limited to the following:

• General Permit to Work

• Specialized Permits

• Work Plans

– Work must be monitored to ensure work is performed 

safely and in accordance with work plans  
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Pre-Job Safety Briefing

• Permit Requestor/Holder must conduct a pre-job safety briefing 

with all workers at the job site, whenever a Permit to Work is to 

be issued, extended or renewed and before work resumes after 

permit revalidation.

• Pre-job Safety Briefing Tool/Form is to record the content of the 

meeting. If additional workers arrive on site after the safety 

briefing, a briefing needs to be conducted with them.

• The Pre-job Safety Briefing will cover:
o Scope of work

o The conditions of the Permit to Work & associated documents

o Potential hazards & risks associated to the work & the defined 
control measures (JLA discussion)

o Advice that anybody can stop the work if it is felt unsafe to 
continue

o Evacuation & emergency response plan requirements

o Emergency action requirements, including assembly expectations

o Location of emergency response & first aid equipment

o PPE requirements

o Stop Work Authority
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Permit Extension & Renewal

• A General Work Permit shall have the initial duration of 

12 hours and permits extending beyond 12 hours will 

require a revalidation.

• A General Work Permit can be renewed on a daily basis for 

up to a maximum of 6 consecutive working days.

• Before extending or renewing a permit the Permit Issuer 

must ensure that:

– All conditions, restrictions and control measures 

remain in effect

– Any gas tests carried out initially are repeated

– Gas results are accurately recorded and are within the 

acceptable range

– The number of workers in attendance is updated

– The maximum allowable hours within a calendar day is 

not exceeded

– The Permit Issuer / Holder signs the extension / 

renewal section

– The Work Permit is updated
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• The Permit to Work must be cancelled and work 

suspended under any of the following conditions:

o Change of entire work crew

o Change of Permit Requester / Holder

o Change in scope of work (work not originally planned)

o Reached maximum working hours for a calendar day

o Change in job site conditions, resulting in potential 

hazard

o Serious injury, incident or near loss at the job site

o Withdrawal of work permit by Permit Issuer

Incident

Product Spillage

Permit Cancellation
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Return Permit & Inspect Work Area

Visually Inspect Work Area

• The Permit Issuer inspects the job site with the Permit 

Requester to verify :-

o that the job has been completed as per the original 

scope, and

o the site is left in a safe condition.

• The Permit Issuer can now close out the Work Permit and/or 

work form, by crossing the appropriate box and signing the 

close out.

• Do not sign this section if the same job continues – insert 

the next PTW number.

Work Completion
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Permit to Work records will be retained in accordance with 

the following guidelines:

◼ Copies of all PTW, forms and associated 

documentation will be kept for one year.

◼ In cases where an incident occurred at the job site 

while the permit was in effect, the permit form and 

related documents must be kept with the incident 

investigation documentation. 

◼ If permitted job involved potential health hazard, 

consider retaining permit documentation for an 

extended period of time.

Record Retention
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Short Quiz


