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1. PURPOSE  

WIthIn the scope of the actIvItIes to be carrIed out regardIng the MAOG Project, It Is to provIde a safe 
workIng envIronment for the employees wIth the safe management and control of varIous potentIally 
dangerous work actIvItIes. 

2.  SCOPE    

ThIs procedure covers the mInImum requIrements In the Work PermIt System for all maIn and 
auxIlIary/support actIvItIes wIthIn the scope of the MAOG Project. 

3. IMPROVEMENT 

Persons who detect ambIguIty and InconsIstency In thIs document can report theIr requests and 
suggestIons usIng the "User Feedback Form" In the AppendIx.  

ThIs document Is the mInImum requIrement for Ronesans HoldIng and all Its affIlIated Group 
CompanIes, and can be developed In accordance wIth the legal regulatIons of the workIng regIon, 
employer expectatIons, MAOG Project needs and requIrements and InternatIonal standards. The 
control and follow-up of the practIces Included In the local laws, whIch are not mentIoned In thIs 
document, are the responsIbIlIty of the MAOG Project. 

4. REFERENCES    

• OHSAS 45001:2018, OccupatIonal Health and Safety Management System 

• ISO 14001:2015 EnvIronmental Management System,  

• MAOG-RECU-GN-GNL-IS-GNL-PRG-0002-0 Hazard and RIsk Management Procedure 

• MAOG-RECU-GN-GNL-IS-GNL-PRG-0003-0 HSE TraInIng Procedure 

5.  RESPONSIBILITY  

5.1.  Project Manager  

MAOG Project Management Is responsIble for the ImplementatIon of thIs document In all work areas 
/ actIvItIes and ensurIng that the subcontractors It works wIth provIde theIr employees wIth traInIngs 
In accordance wIth thIs document. 

MAOG Project Management Is also responsIble for; 

• ProvIdIng traInIng on the work permIt system for all responsIble Ronesans and subcontractor 

company employees, 

• ApprovIng and applyIng the prepared work permIt procedure, 

• ResponsIble for takIng the necessary actIons for the work permIt system. 

5.2. SIte Manager / ConstructIon Managers 

SIte Managers are responsIble for the ImplementatIon of the Work PermIt System In operatIonal 
areas and the coordInatIon of sImultaneous operatIons In a way that prevents dangerous 
InteractIons.  
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SIte Managers, together wIth the Project Manager, are responsIble for offIcIally IdentIfyIng and 
announcIng the person(s) authorIzed to approve the work permIt (FIeld OffIcers, AuthorItIes to 
Operate the Work PermIt) wIth the "Person(s) AuthorIzed to Approve the Work PermIt lIst". 

 

SIte ChIefs / ConstructIon Managers also; 

• EnsurIng regular Work PermIt InspectIons, 

• ManagIng the latest approval process of work authorIzatIon In sImultaneous operatIons (SIMOPs) 

and 

• ResponsIble for ensurIng the effectIve functIonIng of the work permIt offIce. 

5.3. Area Managers (Ronesans SIte Managers / EngIneers / Project Managers) 

Ronesans sIte supervIsors / engIneers / project managers perform the duty of fIeld supervIsor In theIr 
assIgned areas of responsIbIlIty and are responsIble for the coordInatIon and ImplementatIon of all 
works In theIr area of responsIbIlIty. 

**In cases where "FIeld ResponsIble" Is not defIned wIthIn the project organIzatIonal structure, the 
relevant dutIes and responsIbIlItIes can be defIned In the Project work permIt procedure and 
performed by the "OffIcer to Operate the Work PermIt". 

• AuthorIzed persons cannot be authorIzed to Implement the work permIt system wIthout receIvIng 

"Work PermIt System TraInIng" to undertake the responsIbIlItIes defIned In the document. (For 

detaIled InformatIon on work permIt traInIng, see MAOG-RECU-GN-GNL-IS-GNL-PRG-0003-0 

HSE TraInIng Procedure) 

SIte supervIsors are responsIble for provIdIng the followIng Items before approvIng work permIts: 

• CheckIng the avaIlabIlIty of the necessary control methods In the work area before the work starts, 

• MakIng sure that the work area Is controlled by the authorIzed person who wIll operate the work 

permIt, 

• MakIng sure that the requested work does not conflIct wIth another Work(s) In Its area of 

responsIbIlIty, KeepIng conflIctIng Works under control, 

• EnsurIng that potentIal hazards and rIsks, theIr control methods and measures are communIcated 

to employees, 

• RevIewIng the work area wIth the authorIzed person (requester) who wIll operate the work permIt 

before the work starts, 

• EnsurIng that the authorIzed person (requester) who wIll operate the work permIt Is aware of other 

work permIts In the current area, 

• CheckIng that the necessary documents (ITA, ConstructIon Method, TRIC Card, etc.) are Included 

In the annex of Work PermIts, 

• ResponsIble for ensurIng that the work method for specIfIc actIvItIes and the work method number 

for routIne actIvItIes are added to the work permIts.  

5.4. Work PermIt TrackIng and RegIstratIon OffIcer 

The Work PermIt CoordInator Is the person responsIble for the management of all work actIvItIes In 
accordance wIth thIs document, assIgned by the MAOG Project HSE Manager / ChIef / Manager. 
TrackIng and RecordIng OffIcer also: 
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• CheckIng whether there are other works or sImultaneous works performed or to be carrIed out In 

the regIon where work permIt Is requested, 

• CoordInatIng work permIt meetIngs for the plannIng of sImultaneous operatIons (SIMOPs) In co-

workIng areas accordIng to the work schedule, 

• KeepIng the record / lIst of work permIts and updatIng them contInuously, 

• MakIng follow-up and announcement In work permIts that requIre announcement (road closure, 

pressurIzed works, LOTO, radIoactIve tests, etc.), 

• SupervIsIon of the work permIt system on sIte, 

• CheckIng the prepared work permIts, attachments, certIfIcates, necessary sIgnatures, 

• CheckIng the comments of the relevant departments and the addItIonal measures to be taken on 

the work permIt, 

• When makIng a work permIt request, examInIng whether the HSE procedures related to the work 

are handled and coordInatIng wIth the relevant groups In case of defIcIencIes, 

• It Is responsIble for followIng the work permIt perIods and ensurIng the cancellatIon of the expIred 

permIts. 

5.5. AuthorIzed Person (SupervIsor, ManufacturIng EngIneer, TechnIcIan, etc.) to Request/Operate 
Work PermIt. 

The AuthorIzed Person to Operate the Work PermIt Is the authorIzed person who requests the work 
permIt, fulfIlls all the requIrements determIned/requIred by the FIeld OffIcer before the work, and 
sIgns the work permIt by demonstratIng that the work envIronment Is safe. The AuthorIzed Person to 
Operate the Work PermIt Is assIgned by the Project Manager and/or the SIte ChIef. 

AuthorIzed persons cannot be authorIzed to Implement the work permIt system wIthout receIvIng 
"Work PermIt System TraInIng" In order to assume the responsIbIlItIes defIned wIthIn the scope of 
the procedure. The AuthorIzed Person to Operate the Work PermIt Is also: 

• ProvIdIng a safe workIng envIronment for the workIng personnel as specIfIed In the work permIt, 

• TransferrIng all InstructIons to employees before startIng work, 

• ObtaInIng all the necessary approvals for the work permIt before the work starts, 

• EnsurIng / ensurIng that all controls are fully fulfIlled before sIgnIng the work permIt, 

• In works requIrIng gas measurement, makIng sure that the measurement work Is carrIed out by 

authorIzed personnel, 

• InformIng the Work PermIt TrackIng and RegIstratIon SupervIsor / FIeld SupervIsor In case of any 

delays or changes before the work, In the planned works, 

• ControllIng the complIance wIth the protectIon of the safe workIng envIronment and the contInuIty 

of the measures by InspectIng the work area at regular Intervals, 

• SuspendIng the work permIt and notIfyIng the FIeld SupervIsor and/or the Work PermIt TrackIng 

and RecordIng SupervIsor In case of condItIons dIfferent from those specIfIed In the work permIt 

durIng the work, 

• InformIng the Work PermIt TrackIng and RegIstratIon SupervIsor / Area SupervIsor In case of any 

change In the workIng condItIons around the work area that may prevent the safe executIon of the 

work, 
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• ActIvely partIcIpatIng In the work hazard analysIs study to be carrIed out wIthIn the scope of the 

study, 

• In the event that dIfferent employees are Involved, ensurIng that the scope of work Is fully 

understood and that the hazards and controls related to the work are fully known to all employees, 

• FollowIng the contInuatIon of the work In accordance wIth the constructIon method and 

procedures, 

• In case the work done affects the regIons outsIde the current area, contactIng the area manager of 

the relevant area and ensurIng that the necessary securIty actIons are taken, 

• DelIverIng the relevant copy of the work permIts to the AuthorIzed Person to Perform the Work, 

• DelIvery of necessary documents, InformatIon and responsIbIlIty In shIft changes, 

• After the work Is completed, he Is responsIble for checkIng the area and InformIng the Work 

PermIt TrackIng and RegIstratIon OffIcer / Area ResponsIble and ensurIng that the work Is 

completed safely. 

** The AuthorIzed Person Who WIll Request/Operate Work PermIt Is expected to execute a 
maxImum of 6 work permIts on the same day. In order for effectIve surveIllance to be Implemented, 
dIfferent persons should be appoInted for work permIts above thIs number. 

5.6. AuthorIzed Person to Perform the Work (Person CarryIng out the Work) 

The AuthorIzed Person to Perform the Work cannot InItIate the work wIthout the approval of the FIeld 
SupervIsor and the AuthorIzed Person to Operate the Work PermIt. The responsIbIlItIes of the 
AuthorIzed Person to Perform the Work are as follows: 

• To ensure that all employees Involved In the work are aware of the dangers, rIsks, rules and 

lImItatIons mentIoned In the work permIt, 

• Before the work permIt, traInIng the employees wIthIn the scope of the OccupatIonal Hazard 

AnalysIs (ITA) In the annex of the permIt, wIthIn the scope of the exIstIng dangers and rIsks, 

realIzIng / ensurIng the realIzatIon of the TRIC card applIcatIon, 

• EnsurIng that a copy of the work permIt Is avaIlable In the work area durIng Its actIve and valId 

perIod, 

• MakIng sure that all necessary approvals are Included In the work permIt, 

• MakIng sure that all the measures and control methods specIfIed In the work permIt are In place 

and applIed, 

• EnsurIng that only the work specIfIed In the work permIt Is carrIed out, 

• IdentIfyIng hazards before and durIng work and ensurIng that necessary precautIons are taken, 

• To ensure the transfer of work permIt and InformatIon transfer to the next shIft, In cases such as 

each shIft change, employee personnel change or change of people who wIll operate the work 

permIt, 

• To apply to the AuthorIzed Person to Operate the Work PermIt, who approves the work permIt, In 

order to close the work permIt at the completIon of the work. 

Note: The AuthorIty to Perform the Work Is expected to execute a maxImum of 6 Work PermIts on the 
same day. In order for effectIve surveIllance to be Implemented, dIfferent persons should be 
appoInted for work permIts above thIs number. 
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5.7. AuthorIzed Gas Measurement Personnel 

He Is the expert who wIll test the presence of flammable gas or steam, toxIc gases and oxygen In the 
envIronment, especIally In "ConfIned Spaces". ThIs person may also be an authorIzed person traIned 
wIthIn the MAOG Project and authorIzed by the project managers or a thIrd party expert. 

Gas measurement authorIzed personnel are requIred to Inform the AuthorIzed Person to Perform the 
Work and the AuthorIzed Person to Operate the Work PermIt of the test results In cases where the 
post-measurement envIronment Is not suItable for safe operatIon, and should ImmedIately stop the 
work If the work has begun. 

5.8. Headquarter E&S Manager:  

ResponsIble for managIng Infrastructure and superstructure projects regardIng envIronmental and 
socIal governance Issues and member of the ExecutIve E&S CommIttee on behalf of the REC. 

5.9. PIU (Project ImplementatIon UnIt)  

• PIU PhysIcs EngIneer who Is responsIble for supervIsIng health and safety for the Project.  

• PIU Department Manager (Superstructure / CIvIl EngIneer) wIll be responsIble for overseeIng 
the ImplementatIon of all health, safety and socIal measures, as specIfIed wIthIn the 
dIsclosure package of the Project, and regular reportIng to AYGM PIU. 

5.10. ExecutIve EnvIronmental and SocIal Management CommIttee 

• ExecutIve E&S CommIttee Project Manager (Department Head / Branch Manager /Head of 
Department) wIll be ultImately responsIble for overseeIng the actIvItIes undertaken by the 
AYGM/TCDD specIalIsts (lIsted below), overseeIng the ImplementatIon of mItIgatIon 
measures and management procedures specIfIed wIthIn the dIsclosure package of the 
Project, and overseeIng the preparatIon and ImplementatIon of a CESMP, whIch wIll be based 
on thIs ESMP. 

• ExecutIve E&S CommIttee EnvIronmental, Health and Safety, and SocIal (EHSS) Manager 
(SpecIalIst / EngIneer) wIll be responsIble for overseeIng all matters that relate to 
envIronment, health, safety and socIal aspects of the Project.  Also, s/he wIll be appoInted to 
be responsIble for supportIng the ImplementatIon of the SEP, by conductIng regular 
consultatIon wIth affected communItIes on any concern regardIng the Project. CLOs wIll also 
have responsIbIlIty for dIssemInatIng the Project dIsclosure package as descrIbed In the SEP. 
They wIll also conduct regular InspectIons of records relatIng to grIevances receIved and theIr 
resolutIon. S/He wIll report regularly to AYGM PIU. 

Further technIcal staff may be requIred durIng the course of the Project, who wIll be assIgned 
Internally by the AYGM, eIther by means of permanent or temporary basIs untIl the completIon of 
relevant tasks under the Project whIlst they undertake theIr current responsIbIlItIes. 

6. DEFINITIONS AND ABBREVIATIONS  

ITA: Work Hazard AnalysIs: 

IIS: PermIt to Work (PTW) 

HSE:OccupatIonal Health and Safety and EnvIronment 

PPE:Personal ProtectIve EquIpment 
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TRIC Card Task RIsk IdentIfIcatIon Card 

MAOG: MAOG (MersIn-Adana-OsmanIye-GazIantep) HIgh Standard RaIlway Project 

CrItIcal / Complex LIftIng: LIfts In whIch two or more cranes are used sImultaneously, restrIcted 
areas such that the crane boom cannot be fully opened, lIftIng of loads wIth an unknown center of 
gravIty usIng more than 85% of the crane capacIty are complex lIfts and are subject to work permIt. 
For complex lIftIng, a lIftIng plan should be prepared In addItIon to the work permIt. 

SIte OffIcer: They are sIte managers/engIneers wIth operatIonal authorIty and responsIble for a 
specIfIc area. It Is the person who approves the work permIt, Is responsIble for the ImplementatIon of 
the work permIt system In hIs jurIsdIctIon, and Is the most senIor sIgnatory wIthIn the scope of the 
work permIt system. It Is also responsIble for ensurIng that the sIte operates In accordance wIth the 
Work PermIt.   

LOTO (LOTO): Tag – Lock – Secure – Try (Lock out –Tag out) 

EnergIzIng:  It Is the actIvatIon of mechanIcal or electrIcal lInes, systems from the source. E.g.: 
FIrst powerIng the power lInes, fIllIng the pIpelInes wIth gas or lIquId, startIng the mechanIcal 
equIpment for the fIrst tIme. 

LabelIng LockIng – In the taggIng system, a tag showIng the IdentIty of the lock and the date the 
lock was attached to the machIne or equIpment Is added to the lock. 

Work Hazard AnalysIs: OccupatIonal Hazard AnalysIs Is one of the most effectIve tools for the 
hazard and rIsk management of actIvItIes. WIth thIs method, Ronesans HoldIng and affIlIated group 
companIes try to IdentIfy preventIve actIons by separatIng the actIvIty step by step, IdentIfyIng the 
hazards for each step.  

PermIt-to-Work WrItten permIssIon to conduct busIness. 

AuthorIzed Person to Operate the Work PermIt: The AuthorIzed Person to Operate the Work 
PermIt Is the authorIzed person who wIll make a request for the work permIt, sIgn the work permIt by 
statIng that all the requIrements determIned / requested by the FIeld OffIcer are fulfIlled, that all the 
control requIrements are fulfIlled before the work and the work envIronment Is safe. 

AuthorIzed Person to Perform the Work: The Person to Perform the Work Is the most authorIzed 
person wIth the tItle of mInImum foreman who manages the work group that performs the work In lIne 
wIth the work permIt requIrements, Is responsIble for Its supervIsIon. 

Work PermIt CoordInator: The Work PermIt CoordInator Is responsIble for checkIng the prepared 
work permIts, theIr annexes and whether there are other works In the defIned work area. The Work 
PermIt CoordInator checks the comments of the relevant departments and addItIonal measures to be 
taken on the work permIt.  

It examInes whether the HSE procedures related to the work are handled whIle the Work PermIt 
request Is made, and coordInates wIth the relevant groups In case of defIcIencIes. 

AuthorIzed Gas Measurement Personnel: He Is the expert who wIll test the presence of flammable 
gas or steam, toxIc gas and oxygen In the envIronment, especIally In "closed areas". ThIs person 
may also be an authorIzed person traIned In-house and authorIzed by the MAOG Project, or a thIrd 
party. 

Indoor Work: RestrIcted areas where entry and exIt Is lImIted and/or exIt from the area Is dIffIcult, 
ventIlatIon sItuatIon Is unsuItable/InsuffIcIent, harmful or flammable smoke, steam or gas cannot be 
evacuated for adequate ventIlatIon or suffIcIent oxygen cannot be provIded, Its desIgn Is not planned 
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for contInuous work, Its depth Is 2 These are the places where the excavatIons are more than meters 
deep. 

PreventIve measure: It refers to all the measures planned and taken to elImInate or reduce the rIsks 
related to occupatIonal health and safety at all stages of the work carrIed out In the workplace. 

RIsk: Means probabIlIty of loss, Injury or other harmful result arIsIng from hazard, 

RIsk Assessment: It refers to the works requIred to be performed In order to IdentIfy the Internal and 
external hazards, analyse and grade the factors whIch turn such hazards Into rIsks and the rIsks 
arIsIng from such hazards, and determIne control measures, 

RadIography It Is the work In whIch radIoactIve source Is used. 

SIMOPs: They are sImultaneous operatIons. 

Cold WorkIng It Is used for works that are not Included In hot work and other types of work permIts, 
but contaIn hIgh rIsk potentIal. 

Hot Work: Works that create open flames, sparks or other potentIal sources of IgnItIon (weldIng, 
grIndIng, oxygen cuttIng, etc.). 

Hazard: It refers to the potentIal of damagIng or harmIng whIch exIsts at the workplace or caused by 
an outsIde factor and whIch may affect the employees or the workplace, 

Hazardous OperatIon:  It Is used for works that are not Included In hot work and other types of work 
permIts, but contaIn hIgh rIsk potentIal. 

7. IMPLEMENTATION 

7.1. Work PermIt CategorIes 

Work permIt may be granted to works wIthIn the scope of one and/or more of the work permIt 

categorIes lIsted below. Work PermIt CategorIes;  

• Bored PIle StudIes 

• Hot Work 

• Indoor Work 

• ExcavatIon & FIll & BackfIll Work 

• ElectrIcal Works 

• Load lIftIng works  

• Works ContaInIng RadIography 

• TestIng and CommIssIonIng 

• WorkIng Near the LIne 

• Shaft/LIft Gap Works 

• Works at NIght 

• ScaffoldIng InstallatIon-DIsmantlIng Works 

• WorkIng at heIght 

• WorkIng wIth Hazardous ChemIcals 

• Works RequIrIng LOTO 

• Other ActIvItIes (HIgh RIsk Non-routIne ActIvItIes) 
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AccordIng to the rIsk analysIs, the detaIls of the form wIthIn the scope of the work permIt system, re-

verIfIcatIon, the maxImum lIfetIme of the work permIt and authorIzed top sIgnatorIes are gIven In the 

table below; 

 

 Hot works 
Excavat

Ion 
works 

Hazardous 
Works 

LIftIng Works RadIography Indoors 

RevalIdatIon 
(ReconfIrmatI
on) 

In every shIft 
change of the 
AuthorItIes to 
Operate the 
Work PermIt 

DurIng the shIft 
change of the 

AuthorItIes to Operate 
the Work PermIt or 24 

hours a day 

In every shIft 
change of the 
AuthorItIes to 
Operate the 
Work PermIt 

In every shIft 
change of the 
AuthorItIes to 
Operate the 
Work PermIt 

In every shIft 
change of the 
AuthorItIes to 

Operate the Work 
PermIt 

MaxImum 
Approval 
ValIdIty 
PerIod 

7 days/14 
shIfts 

(day/nIght) 

7 days/14 shIfts 
(day/nIght) 

 

7 days/14 
shIfts 

(day/nIght) 

7 days/14 shIfts 
(day/nIght) 

11 hours 

Work permIt 
DaIly 
VerIfIcatIon 
DetaIls 

✓ ✓ ✓ ✓ - 

AuthorIzed 
SIgnature 
ApprovIng 
Work PermIt 

Work Area Manager 
HSE and 
AuthorIzed Issuer 
of Work PermIt 

7.1.1. Hazardous Work PermIt 

Work permIt In thIs category Is used for works that do not Involve hot work but have a hIgh rIsk 
potentIal. The works that wIll fall Into thIs category are determIned by the MAOG Project “RIsk 
Management StudIes”. Below are some examples of thIs category: 

• Any work that affects the IntegrIty or avaIlabIlIty of securIty or emergency systems (e.g. fIre 

pumps, maIn fIre pIpe, closure systems, fIre and gas detectIon) 

• Pressure testIng on plant and equIpment 

• In works InvolvIng dangerous chemIcals (flammable, toxIc or corrosIve substances) 

• In systems under pressure 

• Facade Works 

• Shaft Works 

• BlastIng Works 

• SandblastIng Works (Non-routIne work outsIde the workshop) 

• Pressure tests (HydraulIc – PneumatIc) 

• Works at NIght 

Pressure tests should be performed together wIth MechanIcal / ElectrIcal InsulatIon (LOTO Procedure 
/ InstructIon, etc.).  
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A hazardous work permIt Is not requIred In the followIng cases: 

• RoutIne work done In workshops 

• In non-destructIve testIng works wIthout radIoactIve radIatIon (Penantrant test etc.) 

7.1.2. LIft OperatIons 

CrItIcal, heavy, complex lIftIng operatIons are subject to a work permIt and a lIftIng plan wIth detaIled 
calculatIons and drawIngs. LIftIng operatIon Is consIdered as heavy / crItIcal / complex lIftIng 
operatIon If one or more of the followIng crIterIa apply: 

• If the weIght of the cargo Is more than 10 tons 

• If the weIght of the cargo Is less than 10 tons but wIthIn the operatIng area In a lIve facIlIty 

• Equal to or greater than 75% of crane lIftIng capacIty accordIng to load chart or lIftIng 

confIguratIons 

• MultIple lIfts (two or more cranes lIftIng) 

• LIftIng one after another 

• Work near overhead lInes 

• LIftIng fragIle and/or sensItIve loads 

• CrItIcal areas (eg dangerous goods - flammable, explosIve or dangerous gases and lIquIds, etc.) 

In terms of the lIftIng area, works carrIed out In lIve facIlItIes 

• The load Is complex In shape, sIze or center of gravIty 

• load bearIng capacIty of the ground 

• LIfts where the operator cannot see the load 

• DIstance of boom of crane due to exIstIng facIlItIes  

• Use of more than 85% of the crane capacIty requIres an approval mechanIsm.  

• MovIng the crane when the load Is suspended durIng the lIftIng operatIon. (MovIng Crawler 

Cranes whIle the load Is suspended) 

• If there are other crItIcal factors that may affect the lIftIng operatIon. 

Heavy lIftIng operatIons are subject to a work permIt. A “LIftIng Plan” should be prepared In addItIon 
to the work permIt. 

7.1.3. NondestructIve TestIng and RadIography 

Non-destructIve testIng (NDT), handlIng and storage of radIoactIve sources are handled under the 
'Hazardous Work' work permIt.  

A lIst of people to work wIth the NDT method and responsIble person, the exact locatIon and safe 
dIstance of the work area, a radIoactIve decay chart and other supplementary documents requested 
by the person approvIng the work permIt should be provIded. 

7.1.4. Hot Work PermIt 

It Is the work permIt obtaIned for the works that may cause the formatIon of open flames due to or 
after the work done. Hot work permIts are granted for all hot work performed outsIde of desIgnated 
safe hot work areas, such as productIon areas where hot work Is the prImary work (for example, a 
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weldIng sectIon on an assembly lIne) or a maIntenance shop area set up for safe cuttIng and weldIng 
actIvItIes.  

Hot work permIts are Issued only by traIned and competent employees. Hot work permIts must be 
granted for a certaIn perIod of tIme, not more than a sIngle work shIft. DurIng work shIft changes, It 
ensures that all work Is clearly communIcated from one shIft to the next, and permIts are reIssued by 
addressIng changes In MAOG Project condItIons. 

The authorIzed person who wIll carry out the work permIt should have a good grasp of the scope of 
work In order to follow and regulate the measures In the approval and authorIzatIon processes. For 
thIs, before startIng hot work, the work area should be carefully examIned by the authorItIes who wIll 
carry out and carry out the work permIt. The steps to follow are as follows:  

• The work to be done Is fully defIned. 

• The areas and equIpment that wIll be affected by the workare explaIned. 

• The persons who wIll carry out the work are determIned. 

• PotentIal rIsks assocIated wIth the work are IdentIfIed (In some cases, a work hazard analysIs-ITA 

can be done at the begInnIng of the work). 

• The tools to be used durIng the work should be revIewed, and It should be ensured that the 

weldIng and cuttIng machInes are In good condItIon. 

• If avaIlable, automatIc water fIre extInguIshIng systems (sprInklers) should be checked. 

• The presence and usabIlIty of other fIre extInguIshers should be checked. 

• Before startIng the work, the work area should be Inspected for flammable, combustIble and 

explosIve materIals and It should be checked that these materIals are removed from the work 

area. In cases where It Is not possIble to lIft, necessary IsolatIon/InsulatIon measures (fIre blanket 

etc.) are taken between the flame and spark source and flammable explosIve and combustIble 

materIals. 

• Flammable lIquIds, dusts, lInt and oIly resIdues should be kept at least 11 meters away from the 

work area. 

• Make sure that there are no flammable materIals on the work floor. 

• OpenIngs In walls and floors must be sealed. 

• If hot work Is done near walls, partItIons, ceIlIngs or combustIble structures, these areas should be 

protected wIth fIre resIstant blankets.  

• In envIronments where there are lIquIds and gases wIth burnIng potentIal that cannot be 

completely elImInated, monItorIng should be done wIth calIbrated gas measurIng devIces. Where 

contInuous gas measurement Is not possIble, a Low ExplosIve Level (LEL) measurement should 

be made at least every four hours and the values recorded.  

• Before each hot work, It Is ensured that suffIcIent number and type of fIre extInguIshers are 

located In an easIly accessIble area, In accordance wIth the materIals and hazard sources around. 

A fIre watchman/observer must be present at all tImes durIng the hot work and for 30 mInutes 
followIng the completIon of the work to detect and extInguIsh any fIre and must be named on the work 
permIt. After thIs perIod, the fIre area should be checked perIodIcally at Intervals of 30 mInutes for 2 
hours. The authorIzed person who wIll carry out the work permIt, together wIth the authorIzed person 
who wIll carry out the work, determInes the duty and perIodIcal monItorIng perIods of the fIre 
observer, takIng Into account the workIng area condItIons and the fIre formatIon potentIal. 
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7.1.5. Work PermIt to Work Indoors 

Areas that are not desIgned for contInuous operatIon, have lImIted entrances and exIts, areas where 
the amount of oxygen Is InsuffIcIent or where there Is a possIbIlIty of oxygen fallIng to a crItIcal level 
durIng the work are consIdered closed areas. Some places that do not comply wIth the defInItIon of a 
closed area can also be consIdered as a closed area In connectIon wIth the work of the workers at 
that tIme.  

Entry to all closed areas Is subject to a closed area work permIt. 

Oxygen defIcIency, flammable, suffocatIng and/or toxIc gases In the Indoor area to be worked wIll be 
controlled by multIple gas measurement tests. It Is ensured that the gas measurement tests are 
carrIed out by the personnel who have been traIned on thIs subject, at the tIme Intervals to be 
determIned by the gas measurement specIalIst/authorIty before and durIng the study (eg, every 30 
mInutes). Ex-proof equIpment Is used In all closed areas wIth gas hazard and explosIon rIsk. Indoor 
work permIts can be granted for a maxImum of one shIft or 11 hours. 

In Indoor works, gas measurement results, Indoor personnel entry and exIt log, work hazard analysIs 
(ITA), TRIC card applIcatIon record, rIsk analysIs and rescue plan must be avaIlable In the work area. 

It Is oblIgatory to have an Indoor observer In Indoor works and should be stated In the work permIt 
form to be prepared by the MAOG Project. As long as the work contInues In the closed area, the 
observer should not leave the work area In order to respond quIckly In any possIble accIdent and 
emergency. In cases where It Is necessary to separate, the work In the closed area should be 
stopped.  

Before the work, a specIal emergency escape plan for the relevant closed area should be created and 
checked durIng the permIt process. 

All personnel who wIll work Indoors (IncludIng the Indoor observer) must receIve Indoor workIng 
traInIng. The confIned space observer should also receIve supervIsor traInIng. 

7.1.6. ExcavatIon and BackfIll Works Work PermIt 

• All deep excavatIon works (1.2 meters and deeper) are subject to an excavatIon permIt. In 

excavatIon areas less than 1.2 meters, hazards and rIsks specIfIc to the work area are taken Into 

account In accordance wIth the MAOG-RECU-GN-GNL-IS-GNL-PRG-0002-0 Hazard and RIsk 

Management Procedure, by the MAOG Project Management and/or occupatIonal hazard analysIs. 

The use of excavatIon work permIt Is evaluated on the rIsk management requIrement table. 

ExcavatIon areas are not wIthIn the defInItIon of closed area under normal condItIons, but 

accordIng to the content of the excavatIon; lImIted access, deep pIts, atmospherIc condItIons, etc. 

closed area may be subject to work permIt. 

The excavatIon work permIt should contaIn at least the followIng InformatIon: 

• Underground lInes (cable, pIpe, etc.) for the excavatIon area for whIch work permIt Is requested 

are shown on the sIte layout plan. 

• SoIl structure and type are defIned for the excavatIon for whIch work permIt Is requested. 

• Measures are defIned by assessIng the rIsk of water accumulatIon. 

• Gas test, power lIne test, underground lIne plans (electrIcIty, pIpelInes, etc.), rIsk assessment, 

constructIon method, excavatIon checklIst and other supplementary documents requested by the 

person who approved the excavatIon permIt are provIded. 
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• It Is defIned how the entrance, exIt, access and emergency response wIll be. 

• For specIfIc excavatIon works (unIts, equIpment foundatIons, areas near rIvers, lakes) the 

excavatIon plan showIng the plan, shorIng and slope detaIls should be attached to the work 

permIt. 

BackfIllIng Is the fIllIng of the excavatIon area wIth the approprIate materIal at the desIred compactIon 
rate at the end of excavatIon and canal works. Another Important Issue In backfIll works Is the 
protectIon of the underground lInes placed In the canals and excavatIons and the recordIng of theIr 
locatIons.  

Before startIng the backfIllIng works, the backfIllIng work permIt Is fIlled and approval Is obtaIned 
from the necessary departments (mechanIcal, electrIcal, map-measurement team, etc.).  

After excavatIon, physIcal barrIers and warnIng sIgns are placed around the openIngs to prevent 
people and anImals from fallIng. 

7.1.7. CONTROLLING HAZARDOUS ENERGY (LOTO): 

Hazardous energy control (mechanIcal, electrIcal, hydraulIc, etc.) studIes are an Integral part of the 
work permIt procedure. Works to be carrIed out on machInery, equIpment and processes are 
prepared by the MAOG Project and are carrIed out In accordance wIth the content of the "Dangerous 
Energy Control Procedure".  

Control of hazardous energy For the control of hazardous energy sources assocIated wIth machInery, 
equIpment and processes, the MAOG Project establIshes Its own mInImum requIrements. WhIle 
executIng tasks on standard machInes, equIpment and processes, It Is aImed to establIsh a common 
and systematIc approach to prevent accIdents that may occur from unexpected energy productIon, 
InItIatIon or dIscharge of dangerous energy. 

Energy IsolatIon applIcatIons and work permIt process approvals are carrIed out only by authorIzed 
experts who have receIved traInIng In accordance wIth the mInImum content below. These are; 

• Energy IsolatIon standard and scope 

• The order of ImplementatIon of LOTO 

• IdentIfIcatIon of hazardous energy sources 

• “Hazardous Energy Control Procedures” specIfIc to machInes, equIpment and processes 

• LOTO permIt requIrements 

• Removal of Lockout/Tagout devIces and other project-specIfIc program requIrements that Include 

approprIate and practIcal applIcatIons. 

7.2. Work PermIt Management 

DurIng the ImplementatIon of the Work PermIt Procedure In the MAOG Project, the “Example 
Process Flow DIagram” shared below can be followed. WIthIn the scope of the MAOG Project, 
organIzatIonal structures are evaluated and the necessary organIzatIonal dutIes and responsIbIlItIes 
for the best management of the current process are defIned. 
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Authorization Stage: 

1. The Authorized Person to Operate the Work Permit (Supervisor) checks the drawings, certificates 

and other attachments required for the work permit and sends them to the Work Permit Coordinator. 

The Work Permit Coordinator performs the 2nd Check. 

2. The Work Permit Coordinator and Area Officer schedule the work permit coordination meeting if 

deemed necessary to manage the interaction in simultaneous operations / activities (SIMOPs). 

3.The Site Manager is responsible for checking the work permit approval and validity, and for 

checking and confirming the hazards and precautions indicated. 

4. Simultaneous Operations / Activities (SIMOPs) are managed by the Site Chief within the relevant 

procedure and plan. 

 

Implementation Phase 

1. After the work permit is approved, the Authorized (Supervisor) to Operate the Work Permit confirms 

the actions related to the execution of the work by the Field Supervisor before the work starts. 

2. The Official (Foreman) who will perform the work is responsible for performing the work in 

accordance with the instructions specified in the work permit (Original work permit form will always be 

in the work area.) 

3. After the job is complete, the Foreman is responsible for clearing and securing the area. 

 

Shutdown Phase 

1. The Authorized Person to Operate the Work Permit closes the work permit by checking and 

accepting the area. Informs the Area Manager. 

2.The Work Permit Coordinator archives the Work Permit form and updates the registration log. 

 

In case of takIng addItIonal control measures together wIth safe workIng systems; Work permIt 

system Is applIed together wIth other HoldIng documents (Procedure, Standards, etc.), MAOG 

Project procedures. ThIs system; Is a communIcatIon requIrement between MAOG Project 

Management and those who wIll perform the work, subcontractors, supplIers, employees and all 

those Involved In safe workIng systems.  

Key features of the work permIt system: 

• IdentIfyIng the work 

• IdentIfyIng hazards 

• MakIng / havIng checks 

• CoordInatIng the work 

• IdentIfIcatIon and checkIng of qualIfIcatIon requIrements (requIrements) 
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• AuthorIzIng the work to be done 

• PublIcatIon of InstructIons to begIn work to be done durIng the authorIzed tIme frame  

• Re-broadcast for each shIft, verIfIcatIon of work completIon 

• Safe release of equIpment/plant 

• ClosIng the documentatIon. 

7.2.1. ProvIdIng and FollowIng the DocumentatIon RequIred for Work PermIt Management 

The work of preparIng work permIt documents Is carrIed out only by personnel who have receIved 

work permIt traInIng. AuthorItIes who wIll operate the work permIt are responsIble for fIllIng In the 

relevant fIelds defIned for them In the work permIt forms. In the annex of the work permIt, the 

followIng examples of complementary documents are Included In order to carry out the actIvItIes 

safely. These are; 

• Work SpecIfIc Hazard AnalysIs (ITA) or TRIC Card 

• RIsk Assessment or ConstructIon Method Reference 

• ScaffoldIng Tag Number 

• IsolatIon ConfIrmatIon CertIfIcate 

• Gas Test CertIfIcate 

• SIte Layout Plan and Underground LIne Plans (Natural gas, electrIcIty, etc.) 

• LIftIng Plan 

• Rescue plan etc 

**For the works that requIre energy IsolatIon, the Hazardous Energy Control (LOTO) Procedure and 

related InstructIons should be created In accordance wIth the scope of the MAOG Project. LOTO 

traInIngs are gIven to the relevant team and process managers by the MAOG Project Management. 

ANNEX B – Work PermIt RegIstratIon Table Is used for trackIng work permIts and managIng them 

throughout the MAOG Project. 

 

7.2.1.1. Work PermIt Form Management and MInImum RequIrements 

The work permIt should be composed of at least the orIgInal form and 2 other copIes. The followIng 
mInImum elements should be Included In the Work PermIt form: 

• Work permIt number, 

• Work permIt preparatIon date and tIme, 

• Clear and absloute posItIon of the work to be done, 

• Clear and absloute defInItIon of the work to be done, 

• EquIpment to be used, 

• Pre-arranged work permIts that may Interact wIth the Issued work permIt, 

• Names of the AuthorItIes who wIll operate the work permIt and perform the work, and the Area 

ResponsIble, 

• Names and responsIbIlItIes of other personnel who may be assIgned (fIre extInguIsher, 

companIon, etc.), 
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• IdentIfIed Hazards, 

• PrecautIons to be Taken, 

• Supplementary Documents, 

• All the precautIons to be taken before the work starts and the precautIons to be taken for other 

rIsks that may occur durIng the work and the precautIons to be taken after the work, 

• Measurements of the envIronment before startIng work (eg, oxygen/flammable gas 

measurements) or toxIcIty measurements and the requIrements to maIntaIn these tests throughout 

the work, 

• PPE to be used, 

• RequIred electrIcal / mechanIcal / other InsulatIons, 

• AuthorIty and acceptance, 

• Approval date and tIme of the work permIt and the valIdIty perIod of the work permIt, 

• TestIng and CommIssIonIng and 

• Work completIon / cancellatIon. 

DIstrIbutIon of Work PermIt Forms: 

• OrIgInal: After the orIgInal Work permIt form Is approved, It Is delIvered to the authorIzed person 

who wIll perform the work. It Is delIvered to the HSE offIce at the end of the work permIt and the 

cancellatIon of the permIt. 

• FIrst Copy: The fIrst copy Is gIven to the authorIzed person who wIll carry out the work. 

• Second cop: The second copy Is processed In the work permIt regIstratIon / trackIng system and 

remaIns In the HSE offIce. In the cancellatIon or expIry of the work permIt, It Is fIled and stored 

together wIth the other copy and the orIgInal. 

 

All closed or canceled work permIts must be submItted to the HSE offIce. 

7.2.2. Work PermIt CoordInatIon MeetIngs 

DaIly meetIngs for newly approved work permIts; It Is done wIth the partIcIpatIon of the work permIt 

coordInator, fIeld supervIsors and the authorItIes who wIll operate the work permIt. If necessary, 

contractors and subcontractors (PM, FIeld HSE Managers / SupervIsors, etc.) are InvIted to the 

meetIng for technIcal support. 

In sImultaneous operatIons  (SIMOPs), fIeld supervIsors ensure that necessary precautIons are taken 

among themselves, takIng Into account occupatIonal safety standards, and In cases where a safe 

workIng envIronment cannot be provIded, non-crItIcal work permIts are not granted. In the 

management of concurrent actIvItIes, MAOG Project Management and/or ProductIon OffIcers 

manage(s) the fInal work permIt approval process. 

Purpose of work permIt coordInatIon meetIngs: 

• General revIew of ongoIng and planned work under the work permIt procedure 

• AnalyzIng and evaluatIng general permIt processes 

• IdentIfIcatIon of the safety equIpment to be used and, If necessary, the defInItIon of the HSE 

InstructIon 
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• AcceptIng new work permIts 

• Re-approvIng, extendIng and closIng exIstIng work permIts. 

The date, tIme and place of the work permIt coordInatIon meetIngs are determIned by the SIte 

Managers / Project Managers or theIr assIgnees (FIeld OffIcers, Work PermIt CoordInator, etc.). 

Notes Work permIt requests are expected to be made at tImes deemed approprIate by the MAOG 

Project (eg at least 24 hours before etc.).  

7.2.3. AudIt of Work PermIt System, ApplIcatIon Control 

Work permIt system audIts should be planned at a frequency to monItor the effectIveness and 

ImplementatIon of the MAOG Project on the system. Work permIt system audIts are carrIed out wIth 

work permIt system checklIsts or other methods to be defIned by the MAOG Project.  

Regular Internal audIts are carrIed out by the MAOG Project supervIsors or the HSE unIt In order to 

ensure that all crItIcal malfunctIons wIthIn the system and approprIate measures for the work have 

been/are beIng taken. 

7.2.4. CancellatIon of Work PermIt 

CancellatIon of work permIt; It occurs at the end of the work done or when the work Is suspended due 
to a sItuatIon contrary to occupatIonal safety. The authorIzed person who wIll operate the work 
permIt, the authorIzed person who wIll perform the work and the fIeld supervIsor must fIll In the 
cancellatIon parts of the work permIt In the work permIt form specIfIed In the artIcle 7.2.1.1 and 
forward the work permIt to the work permIt coordInator. 

Works wIthout TRIC Card applIcatIon are not allowed to work. 

7.2.5. Records 

All closed work permIts are kept untIl the end of the work / end of the project, unless a dIfferent 
process Is defIned In lIne wIth the requIrements of the MAOG Project. Work permIt records are kept 
for at least 10 years, especIally In the annexes of serIous accIdent reports.  

7.3. TraInIng & Competence 

Work permIt traInIngs are gIven to the employees lIsted below as a mInImum, and those who are 

successful In the wrItten exam are gIven a certIfIcate of achIevement. 

• SIte Managers 

• AuthorIzed Person to Operate the Work PermIt 

• AuthorIzed Person to Perform the Work 

Moreover : 

• The name lIsts of the authorIzed persons who wIll operate the work permIt are determIned by the 

Project Management (SIte SupervIsor or FIeld SupervIsors) and they are provIded wIth the 

necessary traInIng. 

• The names of the offIcIals (formemen, etc.) who wIll carry out the work are determIned by the 

authorItIes who wIll operate the work permIt and they are provIded wIth the necessary traInIng. 



 
 

  

 

WORK PERMIT PROCEDURE 

MAOG-RECU-GN-GNL-IS-GNL-PRG-0008-0 15.09.2021 20 / 22 

 

• SIgnature authorIzatIon Is granted only after successful completIon of the traInIng. 

Area ResponsIbles; It Is appoInted by the MAOG Project Manager or the ProductIon Manager and 

notIfIed to all concerned wIth an announcement.  

**The authorItIes defIned above cannot be authorIzed to Implement the work permIt system wIthout 

receIvIng work permIt system traInIng to undertake the responsIbIlItIes defIned wIthIn the scope of 

the document. 

7.4.1. Competency CrIterIa In Work PermIt Management 

AuthorIzatIon, acceptance and approval processes, whIch are the key steps of the work permIt 

system, are carrIed out by the followIng personnel traIned In thIs fIeld and authorIzed by the MAOG 

Project Management: 

• Work PermIt CoordInator 

• SIte Manager 

• AuthorIzed Person to Operate the Work PermIt 

• AuthorIzed Person to Perform the Work.  

It Is ensured that those Involved In the sIgnIng process fully understand these document 

requIrements. The table below defInes the lowest acceptable levels of sIgnatory authorIty durIng the 

work permIt process. 
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Ronesans Project / BusIness Work PermIt Process AuthorIzatIon MatrIx 

MInImum Area 

Manager 

Level InformatIon 

AuthorIzed 

Person to Operate 

the Work PermIt - 

MInImum PosItIon 

DefInItIon 

AuthorIty to 

Perform the Work 

- MInImum 

PosItIon 

DescrIptIon 

Work PermIt's 

ValIdIty 

Project / OperatIon 

Manager or 

department chIefs to 

be authorIzed by 

them 

SupervIsor / 

ManufacturIng 

EngIneers / 

TechnIcIans 

Foreman 

The valIdIty of the permIt Is 

shown In the permIt. Process 

InformatIon Is decIded together 

at the Work Leave CoordInatIon 

meetIng. 

 

8.  MONITORING, ASSURANCE AND VERIFICATION 

Key success IndIcators (KPIs) of thIs procedure wIll be monItored, verIfIed and evaluated by the 

relevant partIes In accordance wIth theIr responsIbIlItIes set forth In the E&S Governance document, 

wIthIn the scope of the MAOG-RECU-GB-GNL-IS-PRG-0007-0 HSE MonItorIng, Assurance and 

VerIfIcatIon Procedure. 

9. APPENDICES  

APPENDIX A – Work PermIt RegIstratIon Table 
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