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Purpose

• To reduce the risk to which our workforce is exposed
and the potential for harm to third parties.

• To strengthen our ability to deliver Group HSSE
performance by defining minimum requirements for
control of work processes.

Intent

• To ensure there is a formal approach to managing
work risk.

Application and Implementation

• The Standard applies to BP operated facilities

• Workforce – BP employees and any contractors
performing work on BP premises

Control of Work Standard
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What we are trying to avoid- CoW Failures 



4

Elements of Control of Work process

1. Policy and procedures

2. Roles, responsibilities and accountabilities

3. Training and Competence

4. Planning and scheduling

5. Task-based risk assessment

6. Permit to work system

7. Authorisation and communication

8. Monitoring and interruption of work

9. Work completion and close out

10.Self-verification

11.Lessons learnt

12.Stop unsafe work



Defined roles in PTW system

• Performing Authority (PA)- A competent employee, contractor or sub-
contractor who has been trained on CoW system and who receives the 
WP from the IA and shall either be in control of the people performing 
the work or be the person doing the work.

• Issuing Authority (IA)- A competent employee who has been trained on 
CoW system and declared competent in identifying hazards and 
evaluating the risks associated with those hazards to implement 
mitigation plans and issue work permit to the PA.

• Site Authority- A person who is responsible for all works that occur on 
their site and is accountable for the CoW system on that site.

• Authorised Gas Tester-A trained and competent employee who has been 
authorised to conduct toxic and hazardous gas testing and issue a gas test 
certificate in this regard.
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Training and competency

CoW Role Training Competency
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CoW 1 - Demonstrate understanding of a work permit system Compile Method Statements
Issued with PA Certificate

Risk Assessment Identify task hazards, list consequences and provide 
controls to mitigate the hazards.
Issued with a Certificate or appointment as risk assessor.

BP Passport for Retail sites Understanding of retail Risks and hazards. Issued with 
Passport card
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CoW 2 - Issue a permit to work in a process environment Issued with IA Certificate

Gas tester Issued with a certificate or training records.

CoW HITRA Facilitate level 2 Task Risk Assessment.
Identify site and process hazards.
Training records.

OHS Act and Regulations (Only in South Africa)
Health and safety at work in Industrial Establishment 
Regulation - Decree 48/73 of June 2005 (Only in Mozambique)

Knowledge of national regulations relating to health and 
safety.
Training records or interview

Site Induction (Technical) Understanding of the Terminal or Retail site operations, 
process and layout.
Attendance records or interview
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CoW 2 - Issue a permit to work in a process environment Issued with IA certificate

CoW HITRA Facilitate level 2 Task Risk Assessment.
Training records.

Process Safety Identify site and process safety related hazards.
Training records

OHS Act and Regulations (Only in South Africa)
Health and safety at work in Industrial Establishment 
Regulation - Decree 48/73 of June 2005 (Only in Mozambique)

Knowledge of national regulations relating to health and 
safety.
Training records or interview
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CoW HITRA Facilitate level 2 Task Risk Assessment.
Training records.

Process Safety Identify site and process safety related hazards.
Training records.

OHS Act and Regulations (Only in South Africa)
Health and safety at work in Industrial Establishment 
Regulation - Decree 48/73 of June 2005 (Only in Mozambique)

Knowledge of national regulations relating to health and 
safety.
Training records or interview
Experience as IA for BP
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Competence Certificate - Sample
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Work request
and Identify the
Individual Tasks

Identify and Plan the
Resources –

people and equipment

Identify and Assess
the Hazards

Define the Controls

Perform the Work

Complete the Work

Capture and embed
lessons learnt

Manage the Controls

Authorise and
Communicate

Close out the Permit to
Work Process

Stop
Unsafe
work

CoW Guide:
HITRA

CoW Guides:
1. Hot Work
2. Confined space
3. Ground Disturbance
4. Working at height
5. Lifting operations
6. Energy Isolation

CoW Guide:
Permit to work
practice
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The Permit to Work process flow
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Permits for routine and non–routine work

CoW

Permit to Work

Routine and 

low risk tasks

Non – Routine

High risk tasks

Full CoW process 

(MS HITRA)
Risk assessed task 

procedure

Job Card Work Permit



Low risk routine tasks Permit 

• CoW low risk or routine option is categorised in the Task Risk Category 
Table (TRCT) and allows for the use of a combination of Risk Assessed 
Procedures (RAP) and BP Jobcard permit.

• The risk assessed procedures shall:

− Be limited to use for those tasks defined in the TRCT

− Include a clear scope and task steps

− Clearly define scope limitations

− Have the tasks executed by competent persons

− Involve only a single trade when executed

− Define precautions and other effective control steps

− Be approved by the Site Authority and be subjected to periodic reviews
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BP Jobcard permit
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BP’s Golden Rules of Safety
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Non-Routine Work Permit preparations

• Compulsory Tasks that require Work Permit

− Work on energy systems – Isolation Confirmation Certificate

− Confined Space Entry - Confined Space entry permit and Gas testing 
certificate 

− Work at heights

− Hot work – Certificate which is only valid for a day

− Ground disturbance - Certificate

− Lifting operations – Approved lift plan
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Method Statement

• The completed Method Statement is reviewed by:

− Site/Area Authority and the Area Engineer.

− People (Usually contractor staff) who will be doing the work.

− The Performing Authority responsible for supervising the work.

− Competent employee and specialist for the activity (SMEs).

− Local agency (where local legislation demands oversight).

• All concerned parties review the document and give their formal 
professional advice. Final endorsement rests with the Site Authority.
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Method statement sample
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TRA -Process

• There are three basic stages below to establish workplace precautions:

− Hazard identification - Identify the task, jobsite and process hazards 
that could cause harm.

− Risk assessment - Assess the risk that may arise from hazards.

− Risk control - Deciding on suitable measures to eliminate or control 
risk.
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Agreement on risk and controls

A. Approval to proceed should only be sought when the TRA team 
unanimously agree that, having considered any residual risks, the 
identified hazards and risks are controlled to the point that the task(s) for 
the job can be conducted safely.

B. The TRA team shall record on the TRA form:

− The assessment, including all the identified control measures that 
should be in place for the defined task.

− The residual risk level for each identified hazard, with the highest 
residual risk defining the minimum level of approval as per 
approval matrix.
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TRA form
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Risk Matrix and approval levels 
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Authorisation and Communication of WP

• In signing the WP, the PA confirms that they understand and accept all conditions 
and controls imposed and commit to communicating this to all involved in the 
work.

• A permit is in force and valid only if it bears all signatures by the relevant 
authorities, i.e. Issuing Authority, Performing Authority and Site/Area Authority

• The PA shall ensure that the workforce members are made aware of the WP 
contents, especially the:

− Scope of work.

− Hazards that may be encountered.

− The controls and mitigation actions that are in place to reduce these hazards 
and their effects.

− All relevant equipment has been positively identified prior to work.

• The above is discussed in a toolbox talk meeting that is held just before 
commencement of the work. 

• Note: Self-permitting whereby the performing contractor or employee 
(PA) is the same person issuing the permit (IA) is not allowed.
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Work permit sample
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Pre-job briefing (Toolbox talks)

• A pre-job briefing is led by the PA prior to starting the task. 

• The meeting discuss hazards and risks for the tasks at hand, and the 
recommended controls that need to be observed. 

• All members of the workforce involved and affected parties in the task 
attend the briefing and sign the toolbox talk register to indicate their 
understanding of the hazards involved and the control measures that 
have been put in place.

• A record of the tool box discussion is retained with the WP 
documentation on completion of the works.
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Work monitoring frequency

• The frequency and level of monitoring of the work site is determined as an output 
of the Task Risk Assessment process. 

• For higher risk activities, e.g. confined space entry, the monitoring requirements 
will be higher. The monitoring requirements are communicated by the IA to all 

parties and indicated on the WP.

• As a minimum, worksite monitoring or inspections are conducted:

− Before work commences as part of the WP issuing requirements.

− Within 2 hours after commencing with the works.

− At pre-defined intermediate intervals for work lasting more than 4 hours.

23



WP suspension

• Work Permit is suspended if work has been stopped but not completed 
due to one of the following reasons: 

− To change isolation(s) that affects the plant or equipment where work 
is carried out. 

− To carry out sanction for test on equipment as per LOTO procedure.

− Work activities are halted and personnel leave the site as a result of 
inclement of weather.

− The scope of work changes from the original approved WP.

• In all of the above cases the reasons for WP suspension are documented 
on the WP.

• All copies (white, pink and yellow) of the suspended WP are retained on 
site by the IA or SA (in the case of a contracted IA).
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WP re-validation

• WPs are revalidated by the IA, PA and SM on the following conditions:

− To extend the WP where work was not completed within a 12 hour 
shift up to a maximum of 7 consecutive days. Subject to no change in 
work conditions for which the permit was issued.

− Isolations have been re-enforced with revised isolation certificates as 
was required under Section 14.3(1 and 2) of this procedure.

− The worksite has been assessed and conditions have not changed.
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Verification and re-instatement of plant or 
equipment

• The requirements and conditions acceptable for handover of the 
equipment or plant to Operations are then detailed in the closed WP. 
Before handover can occur the following must be undertaken:

− The plant or equipment being worked on should be de-isolated and 
reinstated.

− Integrity testing of equipment shall be carried out as required.

− Relevant safety related devices shall be tested for functionality.

− The equipment, plant or system should be tested for proper 
functioning and performance data recorded.

• Any changes to previous operational procedures are being managed by a 
MoC process and considered as appropriate on the permit closure.
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Thank You 
Any Questions


