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APPENDIX 4
Tool Box Talk Procedure

Purpose

Delivery of Effective Tool Box Talks, in which:

e Supervisors communicate hazards and controls to the work team prior to commencing a task,

e People discuss and understand the hazards, work procedures and safe working practices for their tasks
e The work team identify any additional hazards and required controls and, if necessary control updating
the permit to work.

Who is this for?

« Managers and Supervisors;

o HSE Professionals;

« All Sakhalin Energy staff, contractors and sub-contractors, including visitors to sites where Sakhalin
Energy activities are taking place;

What situations are covered?

The procedure describes requirements for planning and performing Tool Box Talk (TBT) before work
commences and continuous improvement of risk assessment process.

Requirements: Responsibilities

1. Area Authority / Site Controller are responsible to:
e Ensure all hazards are managed in accordance with SE ISSOW Permit to Work Manual and
Hazardous Activities Standards.
« Provide appropriate information and instruction and ensure competence of involved personnel.
 Perform quality checks of risk assessments (e.g. PTW Audits) and tool box talks (e.g. TBT
Audits) as per Attachment 2.

2. Supervisors / Performing Authorities (Tool Box Talk Leaders) are responsible to:

« Review the steps of each task and identify all the hazards and appropriate controls in
accordance with SE ISSOW Permit to Work Manual and Hazardous Activities Standards.

« Deliver Toolbox Talks in accordance with this procedure.

«  Ensure details of the assessment are communicated to the work team, allocating individual
responsibilities for job tasks and control measures.

«  Ensure that any potential improvements highlighted during the assessment process are
reviewed and actioned / implemented as appropriate.

«  Ensure that before work commences all members of the work team are in agreement with the
detail of the assessment and the proposed control measures.

3. People Carrying out the Work are responsible to:
. Understand the hazards and control measures associated with the task
« Actively monitor the worksite and surrounding area for changes that could affect HSE risks
«  Stop the work and reassess the risk for any HSE concerns
«  Share knowledge and contribute towards the toolbox talk
. Identify any lessons learned from the job
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General Requirements:

Toolbox talk (TBT) is a critical tool, which helps everyone understand the job they are involved with to
better execute it in a safe manner. Tool Box Talks should be done before any job commences following a
documented risk assessments. Tool Box Talk is the final opportunity to spot any hazards or risks left
unidentified in the Risk Assessment and for the working party to discuss the work to be done and register
any concerns with the Performing Authority.

1. TBT Leader competence requirements
Person assigned on the role of the TBT Leader/PA should meet the following competence requirements

e PtW Essentials training
e TBT Training

2. The structure of the toolbox talk should provide mechanisms for

o Discussing any formal risk assessment match for the job

e Confirming the general understanding of the task

¢ Identifying additional hazards and control measures

e Recording the communication and toolbox talk process.

e Collecting feedback and comments on the work process, hazards and controls

3. Tool Box Talk shall be held before all activities.

4. The toolbox talk should be held at the worksite so that all workers are able to see and evaluate the
hazards discussed at the meeting. It shall, where possible, include all people involved in the work or
those who may be affected by it such as subcontractors, vendors, and the crew.

5. A Toolbox Talk shall be an open two-way dialogue between all members of the work team to discuss all
HSE aspects of the job prior to starting the activity. If a task is going to be performed by only one person
this dialogue should be held between the person and his immediate supervisor.

Supervisor shall ask open questions, for example:
« What is the activity we are going to perform?
 What sub activities / tasks can it be broken down into?
= What are the main hazards associated with the each activity?
e What do you need to do to control these hazards?
 What tools are we going to use?
 Who will do which piece of work? What is each person’s role?
 What will you do if somebody gets hurt?
« Specifically how will we rescue a person if there is a problem?
 What will you do if an additional work is required, which is not described in the permit?
e What do we do if something goes wrong?
e Can other activity impact our works?
 What will you do if you see an unsafe act or condition?
« Finish the Tool Box Talk meeting with the question:
“Is there anything we have not discussed but you want to ask?”

6. Tool Box Talk fulfills three functions:

6.1 Provides the opportunity for those involved in the task, to identify further hazards and control
measures which may have been overlooked in the initial assessment. If there are any new hazards
then, for permitted activities, AA shall be informed and the permit shall be updated, if required,
before the work continues.
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6.2 Reaches agreement of the whole work team on whether or not to proceed with the activity. If
agreement cannot be reached, DO NOT START THE JOB.

6.3 Makes clear to all involved that, should conditions or personnel change or assumptions made when
planning the activity prove false, they should STOP THE JOB and re-assess the situation.,.

7. Stopping the job for HSE concerns

When conditions at the worksite change or when conditions when there is a deviation from the work
program the individual or work team shall stop the job and re-assess the situation. Only when the re-
assessment indicates that the risks can be made ALARP should the task be restarted.

Anyone concerned about the safety of a task has a duty to stop the job. The decision of that person must
be supported, even if it turns out to be based on incorrect reasoning. (Criticism of a decision in such
circumstances will increase the likelihood of the next job not being stopped when perhaps it should have
been).

RECORDS

Records should be maintained to document the implementation of this Procedure. This includes the Tool
Box Talk Prompt Card (Attachment 1) (or equivalent) or ISSOW TBT audit forms Attachment 2.

TOOL BOX TALK PROMPT CARD

As an aid to delivery of TBT, Sakhalin Energy provides a Tool Box Talk prompt card which should be
used for activities not controlled by a permit to work. The guidance on how to conduct a Tool Box Talk
can also be useful for permitted activities.

TOOL BOX TALK TRAINING MATERIAL

In order to improve the quality and delivery of Tool Box Talks, training material has been developed in
both Russian and English language versions. These can be found here: Effective Toolbox Training
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Attachment 1

KapTta nHcTtpykTtaxa/ TBT Card

Ne napag-ponyckaf WCC #

MecTo nposegeHus nHcTpyktaxka/ TBT location

PykoBogutens pabot/ Performing Authority

MNacnopT BezonacHOCTH Bemecrnal MSDS CepruduuaT(-bl) LONOAHUTENBHOTO I{OHTp-I}JI]I," S5CC .qm,-m.g] Other
BUALI ONACHOCTW/ HAZARD CATEGORIES 3ANATL BONPOCLL/ ASK QUESTIONS
ABWHYLLMECA OEBEKTBY rPY30N0AbEMHbBIE *  Hakme cywecreytoTonacHocTu? HKanoil epeg momeT ObITh NpUUMHEH?
MOVING OBIECTS | CNEPALLMMK/S

What are the hazards? How can we be hurt?
LIFTING OPERATIONS

* HKak Mmepbl KOHTPOAA NO3BOAAT BLINOAHMTL Bawy paGoty GesonacHo?

MALAIOLUWE NMPEAMETBI/ ARABNEHME/ What is in place to preventthings going wrong?
DROPPED OBIECTS PRESSURE
*  Y1oHeobBXOoOUMO 0EeNnaTh, ECAW UTO-TO NOHOET HE TaK?
" What do we do if something goes wrong?
B3PbIB/ EXPLOSION NEPEHOC TAMECTEW/
- MAMNUAL HANDLING ' *  Haume gpyrde BeINOAHALWMWECA paboTel MOMYT NOBAMATE Ha GesonacHoe

BELINOSIHEHWE Ballkx paboT?

What other ongoing activities can impact on your safety?
INEKTPHYECTBO/ IHCTPEMASTBHBIE
ELECTRICITY TEMMEPATYPbI/ * Moxernu eawa paboTa noctaeuTe Nog yrpozy GelonacHoe BEINOMHEHHE

EXTREME TEMPERATURES APYTMX NpoBOAMMEIX paboT M HaK NPefoTEPAaTHTE 3TO?
_ Can your activity put other people at risk and how to mitigate that risk?

NOWAP/ FIRE HOBbIA MEPCOHAMN/

MEW PERSOMMEL — *  OnpegeneHbl MK Kakme-nubo gpyrvue oNnacHOCTH Ha MecTe nposegeHun paboT?
UTO MOMET M3MEHUTLCA NPpU NpoBegeHun paboT?

Are there any other hazards at the work site? What could change while the job is

KHUMMEATbI M AQ0BMTBIE in progress?

! LY NOISE
BELWWECTBA/ TOXICS —
* KakoBbl OCHOBHLIE 3Tanbl Balweil paboTbl M KAKOBA POSib KOHKPETHOTO
Y4YacTHHMKA AaHHOo#H pafoTel?
TPABMBI PYH [ L What are the main task steps of your job and what is your particular role?
HAND INJURIES

TPABMbI MPKM XOAbBE/S
SLPIS/TRIPS/FALLS

S N
> P>BBED>R

Ecnm onpegenedbl ONacHOCTH, KOTOPBIE HE YHa3aH bl B HAPAL-A0NYCHE, WM Mepbl HONTPONA HEAOCTATOUH B ANA CTENEHW pHUCcka, paboTy He HauKHaTte. Heofxogumo coolMTE PYRoOBOAMTENO YuacTra.
JononHUTENBHBIE MEPB] KOHTPOMA MOTYT GBITE BIMCEHBI HIBHE W YTEEpHAEHE PyrosogmTenem Yuactra/
If you identify a hazard not covered by the permit or controls are not adequate for the risks, don't commence the job — contact the Area Autherity and discuss. Additional controls may be entered below and
validated by the Area Authority.

ONACHOCTHU/HAZARDS MEPbI KOHTPOMA/CONTROLS OTBETCTBEHHBLIIA/RESPONSIBELE PERSON

Pa@oTy MO:HHO HEHETE TONBKD KOMAE MEPEI KOHTPOAA NO BHOBE OBHAPYHEHHEIM ONBCHOCTAM YTEERHAEHEI M NOANWMCaHE PYKOBOAWTENEM YHECTHE MAKW YNOAHOMOYEHHEIM AMuomM/

Work can only proceed when any additional Hazardsand Controlsidentified have been verified and signed off by Area Authority or his delegate
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A NPUHAMAID, YTO OMWMCAHHME 3AAAHMA M OLEHKA DUCKOB TOYHO OTPAMAKT naavupyemywo paboty. Bee ofcysaeHHbIe MEDEI KOHTPONA WMEIOTCA.
I accept that the task description and Risk Assessment accurately reflects the work to be done. All discussed controls to mitigate the risks are in place.

MName Signature Date

OueHKa PUCHOE BO BPEMA NpoBeaeHnA pabot/3ameuanma pabouei rpynnel
Dynamic Risk Assessment/Work Party Comments

B cnyuae, ecnu

nocneA0BaTeNbHOCTE BhINOAHEHWA pafioT, Bbin Nepepsis HAW BABNEHE! MHBbIE ofcToATenwCcTE (Hanpumep, Noroga, TEMNEPaTypa, B3aHMOWCHIIDYAIDWME
paBoTel W T.A4.), KOTOPLIE CTAW NPUYHHOHA AONONHUTENLHBIX ONACHOCTEN, TO TAKME WSMEHEHHMA W NPUHATEIE MEDLI KOHTPOAA 4

GbITe NEp bl HHME:

If there has beena change to the task step, a work break, or any other circumstances (e.g. weather, temperature, conflicting activities, etc.) that caused additional hazards for the work
location or surrounding environment, then such changes and additional precautions taken shall be recorded below:

Onucaune usmewedna/situation change MpuuaTteie mepsl/Actions taken Mognuee PP/PA signature

Date

PAIAA Signature
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Tool Box Talk Quality Checklist

Location/MecTononoxeHne

Supervisor/PykoBoguTtens paGoT

Date&Time/dara&Bpemn

Job/3apanue

Quality Check donelllpoBepka
KauecTBa BbINOMHeHa:
Permit Details

E-ISSoW
Hot Work

P-ISSoW
Din Cold Work BC

WCC Number:

- Cold Work

Items + /- Comments/Actions

Date

Is the task description fully understood by Work Party:
Ask what they are doing and why they are doing it.

Understand the hazards involved in the task and what
controls are in place:
Ask what controls are in place and why

Is there any supporting documentation to the WCC (eg
ICC, LZRA):
Ask what the documents are and why they are used

Can the work group think of a better or safer way to
perform the task.

Is each member of the work group been explained their
tasks and responsibilities:

New people to the work site:
Ask what they were told about the hazards involved
with the task when they joined the work group.

If there are isolations in place (electrical, process,
mechanical), are the work group aware:

Ask the work group do they know of the isolations
and the reason for the isolation

Does the PA ask open questions and involved work
group in discussion?

Ask the team to describe what to do if something
goes wrong? Who is the responsible person?
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