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1.0 PURPOSE

PSB is a logistic- based service which operates year- round, 24 hours a day. PSB is fully

committed to delivering an integrated supply base service which is able to effectively provide

an integrated marine service that encompasses vessels, wharf facilities, supply base facilities,

and engineering support services under PTTEP SSHE management System and international

standard such as ISO45001:2018, ISO14001:2015, ISO22301 & ISPS. Code.

PSB Mission: PSB deliver fully integrated offshore base services with satisfaction to all

customers.

PSB Vision: Leading jetty and supply base services to be a one stop services provider,

aiming to support oil and gas operators with commitment to first class safety, security,

health and environment standards, high efficiency from competency skilled people and

cost effectiveness

This manual has been developed to outline the services of PSB Songkhla operations. The

key purpose of this manual is to provide a guideline for staff, contractors and business partners

for execution at the PSB Songkhla.

This manual also demonstrates the minimum SSHE requirements that all staff and

contractors shall comply with in order to ensure that the activities are executed safely and

cause no harm to personnel and/or environment.

PSB Songkhla comprise of 5 service units; the Jetty operation unit, the Warehouse operation

unit, the Facility support unit, the Waste Management operation also the CCU Management

operation.
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2.0 SCOPE

Scope of PSB Songkhla Operational Manual applies to all the processes and activities

associated with PSB Songkhla operations for the Jetty, Warehouse, Facility support, Waste

Management and CCU Management.

3.0 REFERENCES

3.1 PTTEP CONTROLLING DOCUMENTS

Document Number Document Title

11038-PDR-SSHE-304/01-R00 SSHE Documentation Management Procedure

11038-STD-SSHE000-R05 SSHE Management System

11038-STD-SSHE-505-R02 Operational Safety Management Standard

12148-PDR-SSHE-505/02-R00 Arsenic, Mercury and Benzene Procedure

SSHE-106-PDR-521 Waste Management Procedure

10009-WIS-OSB-1014-R00 Work Instruction for Personal Protective Equipment

N/A
PSB SSHE Supporting document: Personal Protective

Equipment
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3.2 OTHER REFERENCE DOCUMENTS

3.2.1 JETTY Operation reference Documents

Document Number Document Title

13279-PDR-SSHE-WIS-50402-R00 Work Instruction for CCTV Surveillance and

Monitoring / Reporting

13279-PDR-SSHE-WIS-50712-R00 Work Instruction for Substance Abuse Drug

Alcohol Monitoring

13279-PDR-SSHE-WIS-505/11-R00 Work Instruction for Routine Jobs Registration

13279-PDR-SSHE-WIS-505/11-R00 Work Instruction for Safety Toolbox Talk

13279-PDR-SSHE-WIS-505/58-R00 Work Instruction for Cargo Lashing Observation

13279-PDR-SSHE- 505/39-R00 PSB Mobile Crane Operation Procedure

13279-PDR-SSHE- 505/40-R00 PSB Mobile Forklift Operation Procedure

13279-PDR-SSHE- 505/39-R00 PSB SSHE Rules and Regulation Procedure

BCM03-SSHE-1035-PDR-500 PSB. Business Continuity Plan

13279-PDR-SSHE-501/08-R00 PSB Emergency Response Plan

13279-PDR-SSHE-501/03-R00 PSB Jetty Oil Spill Response Plan

NA. PSB Radiation Emergency Preparedness and

Response Plan
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ISPS Code International Code for the Security of Ships and Port

Facilities

ISO14001:2015 Environmental Management System Standard

ISO45001:2018 OccupationalHealth and Safety Management System

Standard

ISO22301 Business Continuity Plan

3.2.2 Warehouse Operation reference Documents

Document Number Document Title

N/A

. . 2550

N/A

. . 2555

N/A

. . 2556

N/A

. . 2558
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N/A

. . 2559

N/A

3.2.3 Facility Operation reference Documents

Document Number Document Title

NIL

PTTEP BIT Guidelines

http://ep-

intranet/hrs/sites/hit/library/Guideline/Forms/AllItems.aspx

12119-STD-009-R01 Password Usage Rule

12157-GDL-DRT-003-R00 Guidelines in respecting and protecting other

employees’ personal information.

12119-STD-003 Information Confidentiality Standard

12119-STD-014-R01 Local System Administrator Privilege Security

Governance)

12119-STD-007-R01 Internet Usage Rule

12119-STD-011-R01 Secure Development Rule

12206-STD-004-R03 E-Mail Usage Standard
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12119-PDR-008-R0 Classification and Handling of information Procedure

12119-STD-005-R03 Information Backup Standard)

12119-STD-008-R01 Cryptography and Key Management Rule)

12119-STD-010-R01 Software Usage Rule

12119-PCY-003 Cyber Security Policy

12119-STD-011-R01 Secure Development Rule

3.2.4 Waste Management Operation reference Documents

Document Number Document Title

NIL NIL

3.2.5 CCU Management Operation reference Documents

Document Number Document Title

EMS-12089-GDL-5-INT-002-R00 Integrity Management of Container Guideline
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4.0 DEFINITION

4.1 ORGANISATION AND DEPARTMENTS

Terminology Description

Corporate Refers to the PTTEP business groups hierarchically

above asset level, and located in the PTTEP

headquarters, Bangkok.

Function Group Refers to a corporate level business group. These may

have associated divisions, departments, and/or

operational assets within their hierarchy.

Division A business group may have one or more distinct groups

within its hierarchy. These are referred to as divisions.

Asset Refers to an operational asset, site, or location within a

respective business group.

Department A subgroup within a business group, division or asset.

4.2 LANGUAGE

May Indicates a possible course of action

Should Indicates a preferred course of action

Shall Indicates a course of action with a mandatory status
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4.3 COMMON ACRONYMS

PSB Petroleum Development Support Base

SSHE Safety, Security, Health and Environment

ISPS International Ship and Port Facility Security Code

DAN Dispatch Advise Note

HQ Head Quarter

RF Radio Frequency

CCU Cargo Carrying Unit

OSB/A Public Affairs Section

OSB/B PSB Business Section

OSB/N Ranong Support Base Section

OSB/S Songkhla Support Base Section
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5.0 ROLES AND RESPONSIBILITIES

5.1 Manager, Songkhla Support Base section

Manager, Songkhla Support Base Section is responsible for:

• Encouraging and enforcing their subordinates within their responsibilities to effectively

implement PSB Songkhla operational manual.

• Ensure that all staff and Contractors are made aware of the SSHE in all activities.

• Make a commendation for work instruction to ensure that they are aligned with corporate

standard.

5.2 Supervisor

Supervisor is responsible for:

• Provide guidance to the staff on how to comply with the PSB Songkhla Operational

Manual requirements with own operations.

5.3 Custodian or Document controller

Document controller is responsible for:

• Maintaining revision history and document status register.

5.4 PSB staff

PSB staff is responsible for:

• Operating owned activity compliant with the PSB Songkhla operational manual

requirements.
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6.0 PSB OREATIONAL MODEL

PSB Songkhla is administrated by PSB. PSB Songkhla organizational structure is as illustrated

in Figure 1. PSB serves as a fully integrated supply base service which comprises of 5 service

units: The Jetty operation unit, the Warehouse operation unit, the Office support unit, the Waste

Management operation and the CCU Management operation.

PSB Songkhla (OSB/S) manages the Jetty and Warehouse services operations, supported by

the business section (OSB/B) on accounting and any related business issues e.g. business

strategic model, billing, and the Public Affairs section (OSB/A) on connecting social

communities, networking with government affairs.

Figure 1: PSB Songkhla Organizational Structure
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6.1 JETTY OPERATION UNIT

The Jetty operation is the main support for all offshore activities via vessels as a part of

the marine’s operations.  The key activities are vessel berth and unberth, communication

among parties who work in operations and cargo operations (including passenger transfer

between onshore and offshore) Jetty operates year- round, 24 hours a day and is committed

to delivering fully integrated supply base services which connect all the elements of the clients’

logistics and material management activities to support its extensive natural gas development

and production projects in the Gulf of Thailand. Jetty operations can separate activities as

follow,

Figure 2: PSB Jetty Work Process
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6.1.1 Vessel Berth & Un-berthing operations.

The clients make the berth application at least 24 hours prior to arrival of the vessel at

the PSB Jetty. Vessels are assigned a berth based on ‘first come, first serve basis’, their

operational requirements and length of stay. Allocation of berths is at the discretion of PSB.

PSB reserves the right to assign berths for the optimal utilization of PSB Jetty space.

PSB will give an allowance of two (2) hours variation from the vessel’s estimated arrival

time. Similarly, all vessels shall keep to their estimated departure time as far as possible.

For Vessel Berth & Un-berthing operation details, see appendix A: JETTY OPERATION

1. Berth application

2. Berthing of vessels alongside the PSB jetty

3. Installation and removal of gangway

4. Draft restriction to PSB Jetty

5. Vessels berthing restriction at berth#1, #2 and #6 – Due to the limited size port at Berth#1,

vessels should be berthed with the vessel’s port side to the jetty. Berth#2 and #6 should be

berthed with the vessel’s starboard side.
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Figure 3: Berth Arrangement

6.1.2 Cargo Operation

All customers under PSB Jetty services shall be compiled with all requisitions Transport

request (TR) from the field into the cargo manifest for the jetty to prepare the Stowage/Loading

Plan based on data from the cargo manifest and submitted for review/acceptance by the

Master/Chief Officer before starting to load cargo operation.

For offloading cargo operations, once all vessels depart from the offshore location, the

advice shipment will be sent from offshore for the Jetty team to prepare crane operation time

plan for offloading the cargo based on data from the Backload Manifest and DAN completed

with distribution to all consignee for transportation. Moreover, upon vessel arrival at PSB Jetty,

the Jetty Officer goes on board to check cargoes against safety requirements before starting

to offload the cargo operations.

For Cargo Operation details, see appendix A: JETTY OPERATION

1. Crew change and passenger joining vessel at PSB Jetty
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2. Bulk loading form shore tanks to vessel

3. Transfer from truck tanker to shore tanks

4. Cargo loading and unloading operations

5. Pre-loading of cargo – Stowage loading plan

6. Documentation of vessel cargo operations

7. Removal of cargo from the PSB Jetty

8. Storage and handling of dangerous cargo and hazardous material

9. Bunkering – Road tanker to vessel alongside PSB Jetty

10. Bunkering at PTT oil depot for PTTEP chartered vessels

11. Storage of cargo on Jetty

12. Weight limit on PSB Jetty

13. Vehicle length limited to PSB Jetty

14. Use of Marshalling yard

15. Fresh water Supply
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6.1.3 Communication

There is PSB Radio operator working every day, 24 hours a day, to support the PSB

operations with vessel movements inbound and outbound, flight operations and a

telecommunications operator during emergencies. See appendix A: JETTY OPERATION (PSB

Radio Operator)

6.1.4 Other services

PSB jetty perform other activities to support the main operations such as maintenance of

jetty equipment, and special requirements from the government office (Harbor Department)

For other Jetty service details, see appendix A: JETTY OPERATION

1. Switching on high mast light

2. Lifting of PSB 2

3. IMO – ISPS Code

4. Using and maintaining the Yokohama Pneumatic rubber fender

5. Contact or damage to PSB Jetty by vessel
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6.2 WAREHOUSE OPERATION UNIT

The Warehouse operation at PSB Songkhla consists of 2 units.

Non- Freezone Warehouse controlled by company.

Freezone Warehouse comply with Customs laws and regulations respectively.

Warehouse operations is a part inventory management.  The overall warehouse

operations is based on an inventory policy. Warehouse operations has 2 processes; Inventory

Management and Warehouse Operation as seen in the diagram below:

Figure 4: Warehouse Activities
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6.2.1 Warehouse Operations

In term of role and responsibility segregation into 2 groups

1) Operator, stock is responsible for data input reflects SAP system transaction.
2) Warehouse storekeepers is responsible for material movement.

2.1) Warehouse storekeepers, Receiving
2.2) Warehouse storekeepers, Binning
2.3) Warehouse storekeepers, Dispatching

Warehouse operations tasks at PSB is segregated into 3 major activities.

6.2.1.1 Material Movement

• Incoming Material. (Responsible by Warehouse storekeepers, Receiving)

1. The activity of this process starts from the inventory process which is stock

replenishment other sub process such as shipping until goods delivery to warehouse

followed by goods receiving and stock placement.

Operator stock manages all related transaction of incoming material.

Warehouse storekeeper (Receiving team) is responsible for physically checking.

Warehouse storekeepers (Binning) is responsible for stock placement.

All of this process is called Goods receive reference P.O.

2. Stock return from withdrawal (Goods issue reference reservation) at same condition but

QTY is not used. This process is called Goods return.

3. Apart of inventory process, there is direct material which performs goods receive by

warehouse but direct delivery to destination as stated in P.O.
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• Outgoing Material

Major activities of this process are goods issuing, cargo manifest and stock picking.

Operator stock post Goods Issue reference reservation (GI).

Warehouse storekeeper (Binning) is responsible for stock picking.

Warehouse storekeeper (Dispatchers) are responsible for material packing

preparation and consolidate to be cargo manifest to the destination.

6.2.1.2 Storage Management (Responsible by Warehouse storekeepers, Binning)

Besides inventory, the management of some material types requires compliance with the legal,

and standard practice to ensure safe storage and conditions of materials such as pipes and

chemical storage methods and temperature-controlled materials.

Storage management at PSB warehouse in general segregation are as follows.

BIN PREFIX starting by alphabet which is meaning of storage types and followed by numeric

are stand for row and level. Sample are as follows.

PREFIX STORGAE TYPE CONDITION

A, B, C COOL ROOM Material requires control temperature storage.

D, DG CHEMICAL STORGAE Dangerous goods

G GROUND FLOOR Big size material

M MEZZANINE SHELF Small material able to storge at normal condition.

P PALLET SHELF RACK Bigger material able to storge at normal condition
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6.2.1.3 Cargo planning (Responsible by Warehouse storekeepers, Dispatching)

Warehouse outgoing material consolidated into offshore shipment cargo, Cargo planning with

related parties is managed by Dispatching team such as CCU usage, reserve vessel deck

space and issue cargo manifest (MMR in I-Logistics)

Y, Z YARD Pipe storage or huge material

SPECIFIC

STORGAE TYE

(IF ANY): EPRS

SPECIAL MATERIAL Material support EPRS and unable to storage at normal

strigae.
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6.3 FACILITY OPERATION UNIT

The Facility team is responsible for acquiring local services as per user requirements to

support other operation groups in PSB. Their main activity is to manage and control the overall

logistics services and activities including office services and general administration, light fleet

vehicle services, maintenance services and IT to provide efficiency and effective logistics to

support the company’s projects and external customers. Facility operations at PSB is

segregated into 4 major’s activities; maintenance activities, Light fleet activities, housekeeping

activities and IT support activities as shown in the chart below: -

Figure 5: Facility Activities

6.3.1 Maintenance activities

6.3.1.1 Contractor Management Activities

The major activity in this process is the contractor acquisition and control. There are some

processes such as employing the contractor, confirming the practice of entering the area,

informing safety regulations before starting work and overseeing all contractors to strictly

comply with company rules and regulations.
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6.3.1.2 General Maintenance Activities

The activities of this process are to receive user requirements, building equipment repair and

the maintenance, monitoring and managing of PM for all PSB critical equipment etc.

PSB Facility has a management system for notification of repairs called “PSB work

request” and has a maintenance workshop to store equipment, tools, and spare parts. So PSB

maintenance team has to know how to keep, maintain spare parts, clean tools and the

disbursement process.

To perform maintenance tasks in line with safety regulations, work methods and use of

equipment appropriately and safely, there is a system for continuous maintenance (PM plan)

of equipment to ensure that they are always ready to use.

For maintenance activity details, see appendix C: FACILITY OPERATION

1. Septic tank maintenance and cleaning

2. Air Conditioning maintenance and repair

3. Diesel generator – monthly checklist

4. Drainage cleaning

5. Portable and static grinder

6. Maintenance workshop and storeroom

7. Arc welding

8. Flame cutting

9. Use of scaffolding and portable ladder
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10. Water pump maintenance

11. Weighbridge calibration and maintenance

12. Working at height

13. PM Solar cell

6.3.2 Light Fleet Activities

Activities related to all company light fleet transportation support in PSB operations.

Company vehicles include golf buggy service scopes, provided to all PTTEP, PTTEP service

staff and permanent contractors who are given permission from their section supervisor.

To outline the safe work instructions for company vehicles so they are operated safely at

all times. Passengers and company drivers are aware of their responsibilities to make sure that

the transportation is booked correctly, to ensure the vehicles are carefully checked and

cleaned, all passengers know and understand the practice of using company vehicles and the

drivers comply with the company's regulations, see appendix C: FACILITY OPERATION -

Company vehicle

6.3.3 Housekeeping Activities

Their main responsibility is to take care of the orderliness and cleanliness of the PSB

office both indoors and outdoors, including the cleanliness of various office equipment.

There are plans and regulations for cleaning care, checklist forms, dividing tasks and

responsibilities according to each area in the PSB. For housekeeping activity details, see

appendix C: FACILITY OPERATION

1. Housekeeping Activities
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2. Refrigerator Cleaning

3. Washroom cleaning

4. Office Cleaning

5. Waste Management

6. Caretaker Activities

6.3.4 IT Support Activities

IT support activity relates to all IT and Telecommunication systems as follow,

• Install, maintain, and modify current and/or new IT & Telecommunication system

• Coordinate and work with other disciplines e.g. Maintenance, electrical to resolve

problems related to IT & telecommunication and system.

• Maintain IT & telecommunication equipment inventory

For IT support activity details, see appendix C: FACILITY OPERATION

1. System implementation and maintenance

2. Radio Communications

3. Welding fume control

4. IT materials handling and storage

5. Controlling access to information and systems

6. PROCESSING INFORMATION AND DOCUMENTS

7. Supporting and Maintaining Commercial Software

8. Cyber Security
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6.4 WASTE MANGEMENT OPERATION

Waste Management related tasks Jet A-1 handling, Waste handling and Transportation are

activities to ensure all user/requester/contract holders shall initiate in Waste Management

System.

For Waste Management Operation see appendix D: WASTE MANAGEMENT OPERATION

1. Jet A-1 Handling Operation

2. Waste Handling and Transportation

6.5 CCU MANGEMENT OPERATION

Cargo carrying units are activity support all User/requester for rental services, these units are

ready for use in different areas, with safety standards aligned to customer needs. The service

is focused on clients of The Petroleum support Base (PSB) in Songkhla, various sizes and

types of the Cargo carrying units (CCU) to meet customer demands.

For CCU Management Operation see appendix E: CCU MANAGEMENT OPERATION

1. CCU Management
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1. Reference

1.1 PTTEP SSHE CONTROLLING DOCUMENTS

1.2 OTHER REFERENCE DOCUMENTS

Document Number Document Title

ISPS Code
International Code for the Security of Ships and

Port Facilities

ISO14001:2015 Environmental Management System Standard

ISO45001:2018
Occupational Health and Safety Management

System Standard

ISO22301 Business Continuity Plan

Document Number Document Title

13279-PDR-SSHE-WIS-50402-R00 Work Instruction for CCTV Surveillance and
Monitoring / Reporting

13279-PDR-SSHE-WIS-50712-R00 Work Instruction for Substance Abuse Drug

Alcohol Monitoring

13279-PDR-SSHE-WIS-505/11-R00 Work Instruction for Routine Jobs Registration

13279-PDR-SSHE-WIS-505/11-R00 Work Instruction for Safety Toolbox Talk

13279-PDR-SSHE-WIS-505/58-R00 Work Instruction for Cargo Lashing Observation

13279-PDR-SSHE- 505/39-R00 PSB Mobile Crane Operation Procedure

13279-PDR-SSHE- 505/40-R00 PSB Mobile Forklift Operation Procedure

13279-PDR-SSHE- 505/39-R00 PSB SSHE Rules and Regulation Procedure

BCM03-SSHE-1035-PDR-500 PSB. Business Continuity Plan

13279-PDR-SSHE-501/08-R00 PSB Emergency Response Plan

13279-PDR-SSHE-501/03-R00 PSB Jetty Oil Spill Response Plan

NA. PSB Radiation Emergency Preparedness and
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2. DEFINITION

2.1 GENERAL DEFINITION

Terminology Description

Anchor Rack
The place on vessel that design for keep and secure anchor.

Avoid for the anchor move out from the correct position.

Agent/Agency

Who are get authorize from vessel’s owner to responsibility

contact and process with government department and all

concern party.

Barricade

An improvised barrier erected across a street or other

thoroughfare to prevent or delay the movement of opposing

forces.

Bearings The level to which something bad can be tolerated.

Bathymetric The measurement of depth of water in oceans, seas, or lakes.

Bentonite
One kind of mineral that use for support process of drilling

operation.

Berth
The area that assigned for vessel alongside for operation in the

port.

Binoculars
Optical instrument with a lens for each eye, used for viewing

distant objects

Blended Cement One kind cement that use in process of drilling operation.

Breadth Maximum wide of vessel.

Bulk Type of bulk product included Base oil, Cement, Barite
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Terminology Description

Cabin Load

Cargo that weight not over 20 Kgs and one person can transfer

from shore to the vessel by hand carry without lifting equipment

required.

Capacity The maximum amount that something can contain.

Cargo Manifest
The document shows all detail of cargo which onboard the

vessel.

Compass
Instrument containing a magnetized pointer that shows the

direction of magnetic north and bearings from it.

Crane Operator
The guy who are responsibility for control mobile crane during

lifting operation follow signalman instruction.

Crew
The guy who are employed from vessel’s owner company for

working on the vessel.

Datum A fixed starting point of a scale or operation.

Draft Distance from the bottom or Keel of vessel to water line.

Which reading by draught mark.

Dust Collector

The equipment that has the small tank for contain dust. Use

for keeping the dust that may be leak or spill from hose &

connection during operation transfer bulk cargo

Fender

The equipment that makes for protect jetty construction. and

assistance to reduce the ship hull damaged by hit the jetty

during alongside

Gangway The equipment that put cross between shore and vessel. Use for

everybody walk crossing. Install handrail at both side for protect

and avoid fall in the water during walk cross. Make from wood,

steel (depend on design)
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Terminology Description

Lifting Gear The equipment that uses for support lifting operation.

Life Jacket
Sleeveless buoyant or inflatable jacket for keeping a person

afloat in water.

Marshalling Yard
The area assigned for all vehicles stop for cargo/document

checking process before permit to proceed jetty area.

Navigation Channel

The area that justifies for vessel use for maneuvering in the

port, river. The border of channel will be post by the marking

buoy in both sides.

Outrigger
The beam, spar, or framework projecting from or over the side

of crane

Piles
A heavy beam or post driven vertically into the bed of a river, soft

ground, etc., to support the foundations of a structure.

Pilot

The government officer from Marine department who will be step

on board to be advisor for pilotage inbound and outbound within

port limit area

Port Facility Security

Officer

A person appointed as responsible for the development,

implementation, revision, and maintenance of the Facility Security

Plan and to serve as the liaison with the Vessel Security Officer and

company security officers

Port Facility Security

Plan

A plan developed to ensure the application and measures

designed to protect the facility and vessels, their cargos, and

persons on board from the risks of a security incident.
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Terminology Description

Port Side Left side of the vessel

Radioactive
Emitting o r relating to the emission of ionizing radiation or

particles.

Rigger

The position of manpower works in Jetty area. Their job

description is taking care for lifting operation and follow

instruction from foreman during lifting operation.

Rolling
The feature that vessel moves to port and starboard side due to

effect form sea wave or current

Oar
The pole with a flat blade, pivoting in an oar lock, used to row

or steer a boat through the water.

Safety Net
The net installed at both left and right side of gangway to

protect personal falling into the water during walk cross

gangway.

Seacock

A valve in an opening through a ship's hull below or near

the waterline (especially one connecting a ship's engine-

cooling system to the sea).

Segregation table

The table that informs about the method of stowage dangerous

cargo on board when vessel stowage dangerous cargo on

board more than one class. For avoid explosion and mixed of

cargo and safe the vessel.

Shallow water The navigation channel depth which may be not safe for

vessel maneuvering

Ship Security Officer the specific individual onboard the vessel who is accountable to

the master for the security of vessel, including implementation

and maintenance of the vessel security plan and to serve as the

liaison with the company security officer and the facility security

officer.
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Terminology Description

Signalman

The guy made signal by hand with correct international code

to the crane operator at some area that crane operator is not

available to see by visual

Spill

Spill is any loss of containment (oil and chemical) that reached

the environment. The spill volume reported should reflect the

volume of material that reached the environment only (i.e. not

inclusive of any released volume retained within secondary or

other confinement).

Starboard Side Right side of the vessel

Stowage Plan

The plan that justifies location of cargo on deck. and should be

done before operation started. The Jetty o f f i ce r on duty

should discussed with Master / Chief officer for tentative

position of cargo and agreement.

Stevedore Gang The manpower who are working in Jetty area is involved in loading

and unloading cargo operation

Tariff
The information that justifies the cost rate for all service in PSB

area.

Tide Table

Table that shows water depth of any navigation channel, river,

and port. All vessel that required to make sure water deep that

sufficient for maneuvering.

Tugboat
A boat with a powerful engine is used to pull/tow another

moving as required direction

Work Vest
The personal protective equipment is designed like a life

jacket using to r e s c u e the person getting drowned when

falling into the sea.
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2.2 COMMON ACRONYMS

CCU Cargo Container Unit

DAN Dispatch Advise Note

DG Dangerous Good(s)

ETA Estimate Time Arrival

ETD Estimate Time Departure

GRT Gross Tonnage

ISPS International Code for the Security of Ships and Port Facilities

LOA Length Overall

MGO Marine Gas Oil

NRT Net Tonnage

POB Personal on board

ROB Remain on Board

SSB Single Side Band

TR Transportation Request

VAR Vessel Arrival Report

VDR Vessel Departure Report

VHF Very High Frequency

Terminology Description

Yokohama Fender
A moveable bumper is used to absorb the kinetic energy of

a boat or vessel berthing against a jetty and reduce the

damage, design with many size depends on the operation
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3. BERTH AND UNBERTH OPERATION

3.1 BERTH APPLICATION

3.1.1 Office Hour:
1) PSB Jetty operating hours are Monday to Saturday from 0600 to 2400 hours.

The Jetty is available to operate out of the operating hour upon request.
2) PSB Jetty is 380 meters in length and is divided into 6 berths numbered 1 to 6.

The maximum size vessel permitted to use the jetty is:
- Length Overall (LOA): 120 meters
- Molded Breadth: 18 meters
- Maximum Draft: 5.5 meters.
- Max. Gross Tonnage (GRT.) 7,000 tons

3) A company that intends to use the jetty should submit its application as follows
- Working Hours Monday to Saturday (0600-2400 Hours)
- Duty Jetty Officer Tel: +6674338812, +6674338815, +6674338816,

+6674338817, +6674338818, +6674338823 and +6674338824

- Mobile: +6689 9687050

- E-mail:SONGKHLA.Jetty@pttep.com
4) Duty Radio Operator Tel: +6674 338889

- Mobile: +6681 8270537 (Radio room)

- E-mail:SONGKHLA.Operator@pttep.com

The customer should as far as possible make the E-Booking Jetty at least 24 hours
prior to arrival of the vessel at PSB Jetty. The E-Booking application should be made in
https://flpnwc-c5a22b0e3.dispatcher.ap1.hana.ondemand.com/sites?siteId=6f087d41-
6414-4552-a674-5a4e23131edd#pttep4ebookingjt-Display (see Reference A3.1 - 1)

An urgent request can be made by telephone but must be followed at the
earliest time possible, and not later than the arrival of the vessel at PSB Jetty.

Vessels are assigned a berth based on ‘first come, first served’, their operational
requirements and length of stay. Allocation of berths is at the discretion of PSB.

PSB reserves the right to assign berths for the optimal utilization of PSB Jetty space.

.
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3.1.2 Arrival and departure time

Master of vessel, owners or agents are advised to ensure that the vessel keeps to
its estimated Time of arrival (ETA) as far as possible. PSB will give an allowance of 2 hours
variation from the vessel’s ETA. Any vessel not able to keep to its ETA may have its berth
cancelled.

Similarly, all vessels shall keep to their Estimated Departure Time (ETD) as far as
possible. A vessel which is required to stay at its berth more than 2 hours beyond its ETD
may be required to leave the berth. It may be offered another berth if such berth is available.

3.1.3 Cancellation charges
Should it be necessary to cancel the berth application, master of vessel, owners or

agents should ensure that such cancellation is made at least 12 hours before the berthing
schedule. Any cancellation made less than 12 hours before the berthing schedule shall be subject
to cancellation charge as per PSB Tariff.

3.1.4 Terms and Condition
1) The charges, rates, rules, and regulations published in PSB Tariff shall apply equally

to all users of the facilities owned and operated by PSB on and after the effective date of this
Tariff or any supplements thereto.

2) Appliance of PSB Jetty and other PSB facilities shall constitute in the terms and
conditions of PSB Tariff and shall evidence an agreement on the parts of the vessels, their
owners and agents, and other users of such facilities, to pay all charges specified in the Tariff
and to be governed by all rules and regulations published therein.

3) PSB is not obligated to accept any cargo, either inbound or outbound, which
is not compatible with the accepted objectives of the Base and the established assurances to
the community. The refusal of any such cargo is discretionary at the sole option of PSB.

4) PSB Jetty shall provide material handling equipment and stevedore gang for support
operation. No outside equipment and/or person shall operate within PSB without explicit
permission from PSB. Permission shall be at the sole discretion of PSB.

5) PSB shall not be responsible for any damage to cargo being loaded, unloaded
handled, stored or otherwise present on its facilities or for any loss of any cargo or for any delay
to the same however caused

6) PSB shall not be responsible for any personal injuries or death resulting from any
cause whatsoever on its properties or facilities.

7) PSB shall have the authority to implement changes to the Tariff at any time
without prior notice
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3.1.5 Berth facilities & support
1) Permanent 100 tons Crane and available crane as per customer request
2) Permanent Forklift 2 nos. of 7 tons, 2 nos. of 5 tons
3) 15 tons forklifts as per customer request
4) Prime mover & Trailers (request via MHE. Team)
5) Yokohama fenders – 1.5 meters; 10 EA
6) Weighbridge (in Marshalling Yard)
7) Marshalling Yard
8) Freshwater Supply Tank; 3,000 Cu.M.

9) Stevedoring gangs

10)Support Team for Bunkering, included with service boat & oil containment

boom.

11)Gangway

12)Blue Rubbish skid

13) High Mast light
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Reference A3.1 - 1 Berth Application (E-Booking)

Remarks: Requester must fulfill detail as much as possible
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Reference A3.1 - 2 Berth facility.

Reference A3.1 – 3 Contact information PSB Jetty team.

PSB. Jetty Contact number

No. Name Position Email Mobile Office

1 Songkhla Jetty - SONGKHLA.Jetty@pttep.com 089-968 7050 -

2 Prayut Boonthung Supervisor, Jetty PrayutB@pttep.com 089-920 4575 074-33 8705
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3.2 BERTHING OF VESSEL ALONGSIDE PSB JETTY
3.2.1 Safety precautions

1) Vessel draft should not exceed 5.5 meters for transit through the channel leading
to PSB jetty.

2) Vessel with LOA greater than 120 m. and Molded Breadth greater than 18 m. are
prohibited from berthing at PSB jetty.

3) Vessel with protrusion(s) greater than 0.5 m. are prohibited to alongside PSB jetty.
4) Vessel which has restricted in maneuvering is not permitted to alongside PSB jetty

without tug(s) assistance.
5) Masters of vessels must ensure that a competent officer and sufficient crew are

onboard at all times when a vessel is alongside PSB Jetty (Ref. Minimum Safe Manning
Certificate) In case of shifting as requested or emergency case.

3.2.2 Berthing Instructions
1) Upon receipt of vessel call at PSB, the Jetty Officer shall prepare the Jetty activity

report & Ahead Plan Operation. This will be distributed to under mention by 1500 hrs. for
the following day operation:

- Songkhla Base Manager /Jetty Supervisor/Jetty /Songkhla Marine Control
- PSB. Radio
- Warehouse / Yard
- PIC. related with Material Handling Equipment (MHE)
- Pilot
- Agency
- Ship’s Owner
- Any Department or Contractor who may concerned.

2) PSB Jetty shall instruct master of vessel to berth the vessel at the jetty in
accordance with the Vessel Berthing Plan.

3) Vessel shall be berthed as follows:
- Berth # 2 & 6 – Starboard side to jetty
- Berth # 1,3,4,5 - Port side to jetty

The exceptions of berthing arrangement may request by master due vessel repairing,
installation, and Crane’s limitation for cargo discharging / loading.

4) Jetty Officer or foreman shall position inverted flag “November” during
daylight hours. These flag markers to be removed once the vessel is safely moored.

5) Jetty Officer/Foreman shall ensure that the flag/light markers are installed at
designated berth and that the mooring gang is on standby and ready to receive the vessel
fifteen (15) minutes before vessel scheduled arrival.
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6) Vessel shall be secured alongside with 4 to 6 inches (circumference) mooring
lines as follows:

- Head and stern lines
- Fore and aft springs lines

- Foreword and Aft Breast line (as request)
Jetty Officer/Foreman may request the master to change or double up the mooring ropes
if he concerned that the mooring ropes are improperly or in poor condition.

7) The head and stern lines shall as far as practical be secured to the 50 ton -bollards.
The rest (spring and breast) of the mooring lines can be secured to the 30-ton bollards.

8) No head rope and stern lines of two (2) vessels or more shall be secured to one
30-ton bollards. Also, vessel of LOA 90 meters and more shall have their head and stern
lines secured to the 50-ton bollards.

9) Vessel that is doubled banked (secured alongside another vessel at the jetty)
may arrangement in case of essential situation such as unable anchorage at SKL. Shelter area
in monsoon season and doubled banked vesse l shall have at least one head and stern
lines secured to the 50-ton bollards. The outboard vessel(s) shall, besides the mooring ropes
secured to the vessel, have at least one (1) head and stern rope(s) secured to the jetty bollards.

10) Mooring ropes shall be adjusted by the ship’s crew accordingly with the rise
and fall of the tides.

3.2.3 Role and responsibility related with Berthing / Unberthing
1) Support team who in-charged Berthing / Unberthing support with safely mooring

included 1 Foreman and 2-3 mooring man (Calling Mooring Gang)
2) Foreman/ Support team leader in-charged communication with Pilot or Master via

VHF.06 (Backup VHF.16) related with Berth no., which side alongside, vessel position,
Mooring arrangement or any involved.

3) The mooring gang performed secure or release mooring rope as Foreman/ Support
team leader advise by verbal or hand signal only.

4) The mooring gang should standby (15) minutes before vessel scheduled arrival or
Departure

5) The Mooring Gang must be awareness and complied with JSA. / Risk assessment
for Vessel Berth / Unberthing strictly.
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Reference A3.2 – 1 Berth Instruction.

Reference A3.2 – 2 Berth Instruction

Reference A3.2 – 3: 85 Set of Fender & 39 set of Bollard Layout
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3.3 INSTALLATION AND REMOVAL OF GANGWAY

3.3.1 Safety Precautions

1) Gangway which provided by Jetty must be inspected prior to installing on vessel.

2) Gangway should have hand rails on both sides, stable and in good condition.

3) Ensure gangway is securely and correctly installed, sufficiently illuminated, and

equipped with a safety net (if practical).

4) When installed, the gangway should have an inclination of not more than 30° with the

vessel deck and jetty. Gangway which has inclination greater than the 30° should not be used

unless an extension platform is available to reduce this inclination.

5)The shipboard end of the gangway must be securely fastened to the vessel’s structure.

The shore end of the gangway must have at least 0.75 meters of the gangway length resting on the

jetty at all times. This is to avoid the gangway falling off should the vessel move away from the jetty

due to tidal and vessel movement.

6) Personnel and crew are prohibited from crossing over to vessel / jetty without a proper

gangway in place.

7) No shifting gangway without permission.

8) No heavy cargo (more than 20 kgs.) or too big package carried onto gangway.

9)Gangway should not be installed on the vessel at a location closer than 1.5 m. from any

connection (manifold or power supply), barrier, grating etc.)

10) When using a heavy gangway, always place a wooden mat or steel plate under the

gangway.

11) Routine inspection to be ensure that no any damage occurred, any damage shall be

reported to Jetty Officer and repairing as soon as possible.

3.3.2 Installation and removal of gangway instructions
1) Safe boarding begins with the gangway. It is therefore important that the gangway is in

safe condition and that it is properly secured between the jetty and the vessel alongside.

2)The gangway shall be positioned on the vessel by the vessel crew advised.

3) Gangway should not be installed on the vessel at a location closer than 1.5 meters from

any connections (manifold or power supply), barrier, grating, etc.
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4) The gangway should always be as perpendicular to the vessel as possible throughout

the vessel stay alongside the jetty. The responsibility for this shall be the vessel’s crew.

5) Prior unmooring gangway must be removed by Jetty’s forklift and mooring gang, which

agreed by Master and Jetty on duty only.

6) Inspection should be carried to ensure that no any damage was sustained during the

use usage. Any damage shall be reported, and the gangway taken out of service if the damage is

serious. The gangway shall be sent for repair immediately.

7) If any reason any gangway is considered unsafe to use – STOP USE IMMEDIATELY re-

rig, re-secure or re-position as necessary to remove the hazard.

Reference A3.3 – 1 INSTALLATION AND REMOVAL OF GANGWAY
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3.4 DRAFT RESTRICTION TO PSB JETTY

3.4.1 Safety Precautions
Yearly bathymetric survey of the PSB navigational channel is carried out by a qualified and

competent survey company.
Any vessels will be requested from time to time to carry out sounding of the track from

entrance buoy to PSB jetty using onboard echo sounders. This is to cross check with the yearly
bathymetric sounding. The data recording shall be sent to the Jetty Supervisor and Jetty Officer
upon securing alongside the jetty. Time start, vessel course and speed and time of completion
must be accurately recorded.

Master of Vessel is to report immediately to PSB Radio in the event his vessel contacted
bottom or there is suspected contacting of the bottom. The position of the actual or suspected
contact should be recorded and if possible, marked with a buoy.

Large scale bathymetric survey plots and Yearly Tide Tables of Songkhla Port are available
at both Jetty and PSB Jetty on request.

Vessels proceeding to/from PSB Jetty shall maintain safe speed and which will not endanger
other vessels or structures or to cause wake damage.

3.4.2 Instructions
Duty PSB Radio is required to obtain the forward and aft drafts of vessels proceeding

to PSB Jetty.
Vessels with drafts above 5.5 meters are to be prohibited entry to PSB Jetty and may be

advised to anchorage or wait for further instruction.
Alongside vessels with draft greater than 5.5 meters, the PSB Radio immediately check

the Tide Table of ETD (Estimate Departure Time) and inform to Jetty Supervisor or Jetty
Officer for further instructions.

3.4.3 Notification
As of September 2023, the shallowest charted depth of the navigational channel from eastern

end of Songkhla Deep Sea Port to PSB Jetty is 9.1 meters below Chart Datum.
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Reference 3.4.- 1 Songkhla Channel _updated September 2023
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3.4.4 Vessel specification
Specifications for vessels permitted to proceed to PSB Jetty shall not exceed the
following:

Length Overall (LOA) – Not greater than 120 meters
Breadth Molded – Not greater than 18 meters.
Maximum Draft – 5.5 meters

The above specifications may be amended as and when directed by the Pilot office.

Reference A3.4 - 2 Coordinates of PSB dredged channel.

Reference A3.4 - 3 Water depth from Songkhla Deep Sea port to PSB jetty.
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3.5 VESSELS BERTHING RESTRICTION (at BERTH#1, #2 AND #6)

3.5.1 Instructions
1) Prior to the berthing of any vessel at Berth # 1, the Master of the Vessel must be

advised of the danger of the approach and shall be instructed to keep close to PSB Jetty (Berth
# 1 # 2& #6)

2) In doubt Master may request another berth or situation explained to him. A copy of
the PSB Bathymetric Chart is to be given to him.

3) A vessel berthing at Berth # 1 should not have any part of draft greater than 5.5 meters.
4) No vessels under tow shall be permitted to berth at Berth # 1, #2 & #6.
5) At Berth # 1 should be berthed with port side only and double banking is prohibited.

Berth # 2 & 6 should be berthed Starboard side only and should not double banking at berth#2
when there is any vessel alongside at Berth # 1. Double bank berth#2 is permitted for:

- Crew Boats
- Double bank vessel has planned depart before alongside vessel at Berth # 1.

6) Vessels may berth at Berth # 2 with port side if operations required.

Reference A3.5 - 1 - Bathymetric Survey (Updated April 2023)

APPENDIX A: JETTY OPERATION

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

4. VESSEL CREW CHANGE AND PASSENGER JOINING VESSEL AT PSB JETTY

PSB. Jetty permitted for vessel crew change and passenger transferring, however each

concern parties and agency must be ensured that the following procedures are

followed:

4.1 Vessel Crew Change

4.1.1 Under PTTEP/PTTED chartered vessel: Crew changes must be verified by

authorized person completely with 3 Green lights including PTTEP’s Marine,

PTTEP’s Doctor and administration. via SHV. System. And Songkhla Marine

Control or Ship’s owner should be informed Jetty Supervisor, PFSO. and Songkhla

Safety by official mail for the Signed-on and Signed-off crew list at least 1 day in

advance.

4.1.2 Customer’s vessel: Customer or Ship’s owner should be informed Jetty

Supervisor, PFSO. and Songkhla Safety by official mail for the Signed-on and

Signed-off crew list at least 1 day in advance.

4.1.3 Upon arrival at Jetty Guard House all s i g n e d - o n crew shall present all

baggage and hand-carried packages for screening by themselves opening and visual by

Security guard on duty.

4.1.4 If any considered suspicious baggage, Security Guard & Safety Officer may

ask to examination/clarification.

4.1.5 In case of found any prohibited item(s)/ goods shall be confiscated/retained

by Security Guard and a report to the SSHE Supervisor and/or Jetty Supervisor for further

action. However, confiscated item(s)/good(s) shall be retained by their agent and take

back once returning from offshore.

4.1.6 In case of found any explosives item, the PTTEP Emergency Procedure for

Bomb Threats must immediately activated. The owner of the baggage/package must

be detained and handed over to the police onward.

4.1.7 All crew are required to undergo Blood Alcohol Concentration (BAC) testing,

Weapon Screening, or any screening as additional required.
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4.2 Passenger

4.2.1 The PTTEP’s passenger (Permanent staff & Contractor) must be verified

by authorized person completely via SHV. System and booked and confirmed

/approved by Logistic Supervisor or authorized person and agreed with Passenger

Check-in staff within 1500 hrs. 1 days in advance of travelling date. Via I-Logistic

system.

4.2.2 For customer’s passenger (who request Passenger Check-in services),

PIC. (including Ship’s owner or Customer or Charterer) should be sent Passenger

list by official mail to Jetty Supervisor and Songkhla Passenger Check-in within

1500 hrs. 1 days in advance of travelling date.

4.2.3 All passengers and each agency who belong to PTTEP or Customer who

request Passenger Check-in services should be ensure that.

1) All passenger in list already booked

2) Songkhla Passenger Check-in staff confirmed check-in time to all

concerned parties such as Offshore site (PTTEP. & PTTED. Oil Field), Marine

Department (Customer), Contractor, Agency, PSB. Jetty, PSB. Security, Driver

& etc. within 2100 hrs. 1 days in advance of travelling date.

3) Not permission for additional passengers in travelling date,

exception emergency case only which under Jetty Supervisor considering

case by case.

4) Agency should be managed passenger transferring time at

Passenger Check-in building not earlier or later than 30 mins.

5) Agency must be ensured that all passenger’s passport ready for

Immigration clearance or Immigration appointment.
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4.2.4 Upon arrival Passenger Check-in building should be conducted as following

process (Reference A4.3: Passenger Check-in Process)

1) Fulfill Declaration Form (Reference A4.1) and preparing ID. card or

passport.

2) All passengers are required to undergo Body temperature and Blood

Alcohol Concentration (BAC) testing then must be 0% mg. only.

3) Ensure that not any prohibited items in their luggage.

4) Walk through Scanner machine by put each mobile phone, wallet, and other

oddment in provided tray.

5) Drug testing if any additional required.

6) Submit Declaration Form, Passport / ID. card to Passenger Check-in staff

for checking their document one by one and in I-Logistic system.

7) Waiting for safety briefing call.

8) All passenger was transferred to vessel via provided van.

9) After entrance into Passenger Check-in building any passenger may not

permission to re-exit or converse with others who not same trip passenger.
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Reference A4.1 Declaration Form
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Reference A4.2 Prohibited Items and Goods
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Reference A4.3 Passenger Check-in Process
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5. BULK TRANSFERRING OPERATION
5.1 Safety precautions

5.1.1 Safety toolbox talk shall be conducted including JSA (Job Safety Analysis) & HIT
(Hazard Identification Toolbox card) with bulk contractor operator, truck/ road tanker
operator and vessel’s Chief Engineer for discussion regarded procedures Duty/responsibility
and any concerns.

5.1.2. Do not transferring without approval &. signed by Operation Authority, Safety
Authority and Area Authority to completed PTW.

5.1.3. Valid test certificates for silos, pop up, load cell, etc. must be available for inspection
when requested by Jetty Officer and/or Safety Officer.

5.1.4. The fuel tank of the compressor must be topped up prior to any loading operation
and any excess fuel (diesel) shall not be kept at the silo platform.

5.1.5. Maximum working pressure for the transfer is following.
1) Dry bulk from silo tank to vessel shall be not exceed 45 psi (3.1 bar).
2) Dry bulk from truck to silo tank/ vessel shall be not exceed 30 psi (2.1 bar).
3) Liquid bulk from tank or road tanker to vessel shall be not exceed 40 psi (2.7 bar).

5.1.6. The bulk contractor operator(s) shall check all hose(s), connections, Cargo pump

including any equipment are in good condition as Bulk transfer check list, especially Pressure

Gauge annual pressure test at 150 PSI (10.3 bar) is required and

1) Silo tank; Pressure test at 60 psi (4.1bar) every 5 years.

2) Flexible hose for dry bulk; Pressure test at 60 psi (4.1bar) annually.

3) Flexible hose for liquid bulk; Pressure test at 150 PSI (10.3 bar) annually.
5.1.7 Both ends (couplings) should be color-coded using the universal color code

scheme. The color code scheme adopted by PTTEP.

5.1.8 Appropriate warning signs to be placed.

5.1.9 Loading to be attended to throughout the operation by contractor and crew.

5.1.10 Drip trays shall be placed below coupling connections for Base Oil loading.

5.1.11 Spill equipment must be standby throughout loading operation.

5.1.12 Loading operation must be suspended (Stop Work Authority – SWA.) in case of

pressure built-up and/or spillage is thoroughly investigated, and the cause(s) of this built-up/

spillage is determined and rectified.

5.1.13 No continuation of loading until spillage has been contained and cleared up.

5.1.14 Base Oil / Liquid bulk transferring period 0600 2000 hrs. Commencement shall be

started before end of daylight and able to continue in nighttime with additional precaution /

measurement.
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5.1.15 Bulk truck/ road tanker shall be secure parked at the designated area.

5.2 Type of Bulk product

5.2.1 Base oil (Liquid bulk)

5.2.2 Barite / Bentonite (Dry bulk)

5.2.3 Blended cement (Dry bulk)

5.3 Bulk transferring instruction.
5.3.1. Bulk transferring from truck/ road tanker to silo tank.

5.3.1.1.Prior to truck/ road tanker arriving.
Bulk contractor Supervisor/Operator should check and provide following,
a) Check available quantity at each silo and adequate quantity for loading.
b) Plan to receive any bulk cargo not over 85% of maximum capacity of tank.
c) Check liquid bulk for water contamination by water indicating paste.
d) Provide compressor, adequate fuel for compressor, load cell, hoses, valves, gauges,

meter (liquid bulk) etc. and ensure that relevant test/inspection certificates are valid and
available.

e) Provide spill kit equipment for emergency case.

5.3.1.2.On arrival of truck/ road tanker.
a) Truck/ road tanker shall be parked with secure in operational area and suitable to

connect with manifold for silo tank.
b) Safety toolbox meeting shall be conducted before commencing the transferring by bulk

contractor supervisor/ operator.
c) Quantity of bulk cargo in truck/ road tanker shall be checked by bulk contractor

supervisor/ operator and/or concern parties.
d) Check and record quantity of bulk cargo in silo tank.
e) Bulk contractor operator or truck/ road tanker operator shall connect hose from truck/

road tanker’s manifold to silo tank’s manifold. Dust collector is required if transferring
dry bulk cargo.

f) When transferring liquid bulk, the following additional precautions must be taken.
- Drip trays and/or plastic sheets to be placed below coupling connections.
- Spill response team and equipment to be on standby.

g) Open the valves of road tanker and silo tank (receiving line) and test pipeline system
by bulk contractor operator.

h) Double check all valves and line system.
i) Prior transferring, bulk contractor operators and truck/ road tanker operator shall be

assigned in proper stations and able to response immediately.
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j) Designed person must be briefed on their duties and actions to be taken in the event of
an emergency shutdown, shall not leave their stations until operation is completed or
properly relief.

k) Communication shall be in agreed channel.

l) Do a checklist – bulk transfer (refer to Reference A5-12)

5.3.1.3.Commencement of transferring.
a) When readiness of all parties is agreed, commence the transferring bulk cargo at 25%

pressure of the delivery rate for 5 to 10 minutes.
b) Check pressure gauge is working under safe pressure and air pressure is flowing in

vent line system and blow out at dust collector without any bulk cargo.
c) For liquid bulk, should be transferred by gravity, Flow meter gauge checked at silo tank

to ensure cargo received.
d) Communication must always be maintained between bulk contractor supervisor/

operator and truck/ road tanker throughout the transferring operation. In the event

communication is lost, transferring operation shall cease immediately and will only

continue when communication is resumed.

e) Both bulk contractor supervisor/ operator and truck/ road tanker operator shall check
connections for leakage and the bulk cargo is flowing.

f) On confirmation that the loading is in order, the truck/ road tanker operator shall
gradually increase the pressure to the designed working pressure consistence with
accepted safety practices.

g) Under no circumstances is the transfer to be carried out beyond the designed working
pressure.

h) In the event of any pressure built-up or spillage, the truck/ road tanker operator shall
immediately stop the transferring and alert the bulk contractor supervisor/ operator and
Jetty Officer.

i) Spillage shall be attended to immediately and do not transfer until properly cleanup
Refer to PDR-SSHE-WIS-50103-R00 PSB Jetty Oil Spill Response Plan

j) No transferring is to continue after a pressure built-up and/or spillage until a thorough
investigation and rectified.

k) The transferring operation shall always be monitored, and personnel assigned to the
stations shall remain in their stations until completion of the transferring.

5.3.1.4.Completion of transferring.
a) On completion of transferring, truck/ road tanker operator shall release pressure to

ensure remaining bulk cargo in line is clear then decrease and cease pressure. Close
the valves then check and ensure that no pressure in line system so disconnect the
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hose from the manifolds.
b) Both the bulk contractor supervisor/operator and truck/ road tanker shall check the

quantity loaded by the readings on the shore loading cells.
c) After every truck/ road tanker completed to transfer, bulk contractor operator shall keep

cleaning the silo platform area and housekeeping their equipment before leaving the
area.

5.3.1.5.Cleanup for spillage on silo platform
a) In the event of any dry bulk spillage on transfer area, the bulk contractor is responsible

for the immediate cleanup and shall keep the spillage into designated spill containment.
b) In the event of any liquid bulk spillage on transfer area, the bulk contractor is responsible

for the immediate cleanup thereof. Spillage washed off the platform flows into drainage
trenches and interceptors; bulk contractor operators are not only responsible for
cleaning the surface of the jetty but also responsible for cleaning the trenches and
interceptors.

c) It is the responsibility of the Jetty Officer to ensure that all affected trenches and
interceptors in the vicinity of the wash down have been inspected and the required
actions be taken by the bulk contractor. The inspection of trenches and interceptors is
to be carried out by the Jetty Officer with the bulk contractor in attendance.

d) In the event of a spillage, the Jetty Officer shall submit the Pollution/Spill Report within
6 hours after the spillage has been contained and cleaned.

5.3.2. Bulk transferring from silo tank to vessel.
5.3.2.1. Prior to vessel arriving.

a) Bulk Contractor Supervisor/Operator to check following
- Quantity available at each silo and adequate quantity for transferring.
- Check liquid bulk for water contamination by water indicating paste.
- Compressor, adequate fuel for compressor, load cell, hoses, valves, gauges, etc. and
ensure that relevant test/inspection certificates are valid and available.

b) Master of Vessel loading bulk product shall:
- Check quantity in vessel tanks.
- Release pressure in tanks till zero and clean up tanks if required whilst on passage to
PSB.

- Check/ test pipe line system assigned tanks for the bulk transferring.

5.3.2.2.On arrival of vessel alongside.
Vessel tank(s) & system - Bulk Contractor Supervisor/Operator together with vessel’s Chief

Engineer or his designate are to carry out the following.
a) Inspect vessel bulk tank(s) assigned for loading.
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b) For liquid bulk (Base Oil), if tank is partially filled, ascertain the quantity and check
content in tank(s) for water contamination. to be recorded accordingly.

c) Check load cell and Load Cell Calibration Certificate if available.
If vessel load cell is not calibrated or if Chief Engineer is not certain of accuracy, obtain
tank(s) capacity sounding table(s).

d) Connect bulk hose to vessel bulk connection coupling making sure that the bulk hose
is connected to the correct bulk cargo (Blended Cement, Barite, and Base Oil) coupling.

e) Make sure that the connection is properly locked, i.e. using a whip check safety cable.
f) Appropriate filling and vent lines valves to the vessel tank assigned for bulk transferring

are opened.
g) For transferring of Barite and Cement, vessels without onboard dust collector shall

connect the vent lines to a portable dust collector to be supplied by the bulk contractor
operators.

h) Blow compressed air through the filling line to make sure that the appropriate valve(s)
is/are opened and that the line to the assigned filling tank(s) is clear.

Shore silo(s) and system - On completion of checking vessel’s tank(s) and
system, the Bulk Contractor Supervisor/Operator, and vessel Chief Engineer or his
designate are to check:

i) Check bulk (Base Oil) for water contamination by water indicating paste.
If water is found, no transfer is permitted until the volume/quantity of water contamination.
is determined and water removed from the tank(s).

j) Silo load cell reading for bulk product in assigned tank and record the reading.
If the Chief Engineer or his designated is not satisfied with the reading of the load cell,
he may request for a visual inspection or physical sounding of the bulk product in the

silo(s).
k) A comparison can then be made against both readings to determine its correctness.

If reading of the load cell proof to be incorrect, the quantity of bulk product loaded
shall be determined by sounding.

l) If transferring is to be determined by sounding and if vessel’s tank(s) is partially
filled, the content(s) in this tank(s) must first be determined before transferring is to
commence.

m) Prior to transferring, bulk contractor operators and vessel’s Chief Engineer or his
designate shall be assigned in the stations they are able to shut down immediately.

n) Personnel assigned to these stations must be briefed on their duties and actions to be
taken in the event of an emergency shutdown. They shall not leave their stations until
the transferring operation is completed or properly relief.
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5.3.2.3.Commencement of transferring.
a) When readiness of all parties is agreed, commence the transferring bulk cargo.
b) Check pressure gauge is working under safe pressure and air pressure is flowing in

vent line system and blow out at dust collector without any bulk cargo.
c) For liquid bulk, check meter is running and monitor the manhole of assigned vessel tank

to ensure liquid bulk cargo have been filled in vessel tank.
d) When transferring liquid bulk, the following additional precautions must be taken:

- drip trays to be placed below the coupling connections.
- Spill response team and equipment to be on standby.

e) Communication must be maintained between the Bulk Contractor Supervisor /Operator
and the vessel’s Chief Engineer or his designated throughout the transferring operation
all times. In the event communication is lost, loading operation shall cease immediately
and will only continue when communication is restored.

f) For liquid bulk cargo, once the receiving vessel is ready to receive the bulk, the Bulk
Contractor Supervisor/Operator shall commence the transferring at 25% pressure of the
delivery rate for 5 to 10 minutes. Not applicable to Bended Cement and Barite as
insufficient pressure will cause the bulk product to be blocked.

g) Both the Bulk Contractor Supervisor/Operator and vessel’s Chief Engineer or Designate
shall check connections for leakage and the bulk is flowing to the assigned tank(s).

h) On confirmation that the transferring is in order, the Bulk Contractor Supervisor/Operator
shall increase the pressure gradually to the designed working pressure consistence
with accepted safety practices.

i) Under no circumstances is the transfer to be carried out beyond the designed working
pressure.

j) In the event of any pressure built-up or spillage, the Bulk Contractor Supervisor
/Operator shall immediately stop the transferring and alert the vessel’s Chief Engineer
or his designate and Jetty Officer.

k) Spillage shall be attended to immediately and no transfer until the spillage is cleanup
Refer to PSB Emergency and Crisis Response Plan Procedure 1009-PDR-OSB-0001-
Revision 00

l) No transferring is to continue after a pressure built-up and/or spillage until a thorough
investigation is carried out and the cause of this built-up/spillage is determined and
rectified.

m) The transferring operation shall be monitored all times and personnel assigned to the
stations shall remain in their stations until completion of the transferring.
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5.3.2.4.Completion of transferring.
a) On completion of transferring, the Bulk Contractor Supervisor/Operator shall ensure that

the hose is clear of bulk before disconnecting.
b) Both the Bulk Contractor Supervisor/Operator and vessel’s Chief Engineer or his

designate shall check the quantity loaded by the readings on the shore and vessel
loading cells. These reading shall be recorded in the Bulk Loading Receipt.

c) In addition to item b) above, when transferring liquid bulk cargo, the Chief Engineer or
his designated person shall check for water contamination using water indicating paste.
Any water found must be indicated in the Bulk Loading Receipt.

d) In the event of any weight shortage dispute, the assigned tank(s) shall be sounding
measured and recorded in the Bulk Loading Receipt.

e) The Bulk Contractor Supervisor/Operator shall take a sample of the bulk loaded and
label the assigned tank(s) as follows:
- Date Loaded
- Tank number#
- Batch number#

f) Both the Bulk Contractor Supervisor/Operator and vessel’s Chief Engineer or his
designate shall sign the Bulk Loading Receipt. Jetty Officer shall sign as witness. Any
weight shortage and/or water contamination shall be noted in the Bulk Contractor Ticket

g) The Bulk contractor Supervisor/Operator shall issue the signed Bulk Ticket as follows:
- 1 Original to PSB Jetty
- 1 copy to vessel
- 1 copy retains with contractor

h) The Bulk Contractor Supervisor/Operator shall ensure that any spillage on the jetty and
silo platform is clean up and secured before leaving the area

i) In the event of a spillage, the Jetty Officer shall submit the Pollution/Spill Report within
6 hours after the spillage has been contained and cleaned.

5.3.2.5. Cleanup for spillage on Jetty.
a) In the event of any bulk spillage on the jetty, the bulk contractor is responsible for the

immediate cleanup thereof. Spillage washed off the jetty flows into drainage trenches
and interceptors; bulk contractors are not only responsible for cleaning the surface of
the jetty but also responsible for cleaning the trenches and interceptors.

b) It is the responsibility of the Jetty Officer to ensure that all affected trenches and
interceptors in the vicinity of the wash down have been inspected and the required
actions be taken by the contractor. The inspection of trenches and interceptors is to be
carried out by the Jetty Officer with the bulk contractor in attendance.

c) Any bulk residue in the trenches or interceptors that may have resulted from the wash
down must be removed immediately. In the event of the spillage is in the form of Base
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Oil, MGO or any other hazardous liquid substance that may be harmful to the
environment, the substance must be treated before being allowed to be discharged into
the sea.

5.3.3. Bulk transferring from truck/ road tanker to vessel.
5.3.3.1.Prior to vessel arriving.

a) Bulk Contractor Supervisor/Operator to check following.
- Check quantity required, remaining quantity in vessel tank and arrange truck/ road
tanker(s) with adequate quantity for transferring as ordering by Transportation Request
(TR).
- Arrange hoses, connections, gauges, portable meter (if required), etc. and ensure that
relevant test/inspection certificates are valid and available.
- Request Permit to Work (PTW), cold work, before commencing transferring operation
(Refer to Permit to Work procedure: 12148-PDR-SSHE-505/42-R00).

b) Master of Vessel loading bulk cargo shall:
- Check quantity in vessel tanks.
- Release pressure in tanks till zero and clean up tanks if required whilst on passage to
PSB.
- Check/ test pipeline system assigned tanks for the bulk transferring.

c) Truck/ Road tanker Operator
- For dry bulk cargo, weight and record the truck/ road tanker before transferring.
- For liquid bulk cargo, keep recording receiving volume from original.

5.3.3.2.On arrival of truck/ road tanker and vessel alongside.
a) Truck/ road tanker shall be parked with safe and secure in operational area and suitable

to connect with manifold for vessel connection. If there are other operations such as
lifting operation in adjacent operational area, the truck/ road tanker shall be parked far
from load radius/ crane’s radius.

b) Safety toolbox meeting shall be conducted before commencing the transferring by bulk
contractor supervisor/ operator.

c) Quantity of bulk cargo in truck/ road tanker shall be checked by bulk contractor
supervisor/ operator, vessel’s Chief Engineer or his designate and/or concern parties.

d) Quantity of bulk cargo in vessel tank shall be checked by bulk contractor supervisor/
operator, vessel’s Chief Engineer or his designate.

e) Bulk contractor operator shall connect hose from truck/ road tanker’s manifold to
vessel’s manifold. Dust collector is required if transferring dry bulk cargo. For liquid bulk
cargo, meter is arranged by bulk contractor.

f) When transferring liquid bulk, the following additional precautions must be taken.
- Drip trays and/or plastic sheets to be placed below coupling connections.
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- Spill response team and equipment to be on standby.
g) Open the valves of road tanker and vessel tank (receiving line) and test pipe line system

by bulk contractor operator/ road tanker operator.
h) Double check all valves and line system.
i) Prior to transferring, bulk contractor operators, truck/ road tanker operator shall be

assigned in the stations they are able to shut down immediately.
j) Personnel assigned to these stations must be briefed on their duties and actions to be

taken in the event of an emergency shutdown. They shall not leave their stations until
the transferring operation is completed or properly relief.

k) Communication shall be in agreed channel.
l) Do a checklist – bulk transfer (refer to Reference XX-XX) by bulk contractor operator.

5.3.3.3.Commencement of transferring.
a) When readiness of all parties is agreed, commence the transferring bulk cargo.
b) Check pressure gauge is working under safe pressure and air pressure is flowing in

vent line system and blow out at dust collector without any bulk cargo.
c) For liquid bulk, check meter is running and monitor the manhole of assigned vessel tank

to ensure liquid bulk cargo have been filled in vessel tank.
d) Communication must be maintained between the Bulk Contractor Supervisor /Operator

and the vessel’s Chief Engineer or his designated throughout the transferring operation
all times. In the event communication is lost, transferring operation shall cease
immediately and will only continue when communication is restored.

e) For liquid bulk cargo, once the receiving vessel is ready to receive the bulk, the Bulk
Contractor Supervisor/Operator shall commence the transferring at 25% pressure of the
delivery rate for 5 to 10 minutes. Not applicable to Bended Cement and Barite as
insufficient pressure will cause the bulk product to be blocked.

f) Both the Bulk Contractor Supervisor/Operator and vessel’s Chief Engineer or Designate
shall check connections for leakage and the bulk is flowing to the assigned tank(s).

g) On confirmation that the transferring is in order, the Bulk Contractor Supervisor/Operator
shall increase the pressure gradually to the designed working pressure consistence
with accepted safety practices.

h) Under no circumstances is the transfer to be carried out beyond the designed working
pressure.

i) In the event of any pressure built-up or spillage, the Bulk Contractor Supervisor
/Operator shall immediately stop the transferring and alert the vessel’s Chief Engineer
or his designate and Jetty Officer.

j) Spillage shall be attended to immediately and no transfer until the spillage is cleanup
Refer to PSB Emergency and Crisis Response Plan Procedure 1009-PDR-OSB-0001-
Revision 00
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k) No transferring is to continue after a pressure built-up and/or spillage until a thorough
investigation is carried out and the cause of this built-up/spillage is determined and
rectified.

l) The transferring operation shall be monitored all times and personnel assigned to the
stations shall remain in their stations until completion of the transferring.

5.3.3.4.Completion of transferring.
a) On completion of transferring, the Bulk Contractor Supervisor/Operator shall ensure that

the hose is clear of bulk before disconnecting.
b) For dry bulk cargo, each truck/ road tanker(s) shall be weighted after transferring to

vessel. For liquid bulk cargo, reading the result from portable meter. The results shall
be recorded in the Bulk Loading Receipt.

c) When transferring liquid bulk cargo, the Chief Engineer or his designated person shall
check for water contamination using water indicating paste. Any water found must be
indicated in the Bulk Loading Receipt.

d) In the event of any weight shortage dispute, the assigned tank(s) shall be sounding
measured and recorded in the Bulk Loading Receipt.

e) The Bulk Contractor Supervisor/Operator shall take a sample of the bulk loaded and
label the assigned tank(s) as follows:
- Date Loaded.
- Tank number#
- Batch number#

f) Both the Bulk Contractor Supervisor/Operator and vessel’s Chief Engineer or his
designate shall sign the Bulk Loading Receipt. Jetty Officer shall sign as witness. Any
weight shortage and/or water contamination shall be noted in the Bulk Contractor Ticket.

g) The Bulk contractor Supervisor/Operator shall issue the signed Bulk Ticket as follows:
- 1 Original to PSB Jetty.
- 1 copy to vessel.
- 1 copy retains with contractor.

h) The Bulk Contractor Supervisor/Operator shall ensure that truck/ road tanker is secured
and the spillage on the jetty is cleaned up before leaving the operational area.

i) In the event of a spillage, the Jetty Officer shall submit the Pollution/Spill Report within
6 hours after the spillage has been contained and cleaned.

5.3.3.5.Cleanup for spillage on Jetty.
a) In the event of any bulk spillage on the jetty, the bulk contractor is responsible for the

immediate cleanup thereof. Spillage washed off the jetty flows into drainage trenches
and interceptors; bulk contractors are not only responsible for cleaning the surface of
the jetty but also responsible for cleaning the trenches and interceptors.
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b) It is the responsibility of the Jetty Officer to ensure that all affected trenches and
interceptors in the vicinity of the wash down have been inspected and the required
actions be taken by the contractor. The inspection of trenches and interceptors is to be
carried out by the Jetty Officer with the bulk contractor in attendance.

c) Any bulk residue in the trenches or interceptors that may have resulted from the wash
down must be removed immediately. In the event of the spillage is in the form of Base
Oil, MGO or any other hazardous liquid substance that may be harmful to the
environment, the substance must be treated before being allowed to be discharged into
the sea.

5.4 Role & Responsibility related with Bulk (Dry Bulk & Liquid bulk) transferring.

5.4.1 Bulk Contractor
1) Provide all related equipment which their bulk such as compressor, adequate fuel for

compressor, load cell, Dust collector, hoses, valves, gauges, meter (liquid bulk) etc. and
ensure that relevant test/inspection certificates are valid and good condition prior

commencement. Not limited to truck tanker and silo tank which installed at Jetty area.
2) Task Supervisor must ensure that PTW. was approved by authorization person in

advance (If required – such as Oil Base Mud transferring)

3) Provide adequate manpower who assigned in proper stations and able to response

immediately whole transfer operation, especially Emergency stop, and any connection.
4)  Provide adequate & proper communication equipment and establish / testing prior

commencement.

5) Provide spill kit equipment for emergency case.
6) Strictly complied with bulk transferring procedure and PSB. Jetty requirement, if any

doubt don’t hesitate to discuss with Jetty Supervisor / Jetty Officer / Support team leader.

5.4.2 Jetty Support Team / Jetty Officer on duty
1) Lead to Safety toolbox meeting before start bulk transferring by bulk contractor.
2) Witness all equipment condition and valid certificate, not limited to truck/ tanker, hose

connection, Manpower sufficiency, PPE.

3) Observe other readiness such as Truck stopper, Fire Extinguisher, Spill response

equipment, communication with concerned parties, prohibited warning sign if required.
4) Deployed Oil boom to cover all operation area in case of Oil Base Mud transferring

and retrieve once operation completed (Hose disconnected and all valve closed.)

5) To be ensure all Jetty discharged valves were closed completely.
6) Frequently checked for dry bulk transferring and standby at worksite all times for Oil

Base Mud transferring.
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Reference A5 - 1 Color-code scheme.
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Reference A5 – 2 Checklist – Bulk Transfer to Vessel
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Reference A5 – 3 Checklist – Bulk Transfer from Truck to Silo Tank
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Reference A5 – 4 Transfer of Base oil from Truck/Tanker to Tank/Buffer Tank

Reference A5 – 5 Transfer of Base oil from Tank/Buffer Tank to Vessel
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Reference A5 – 6 Transfer of Base oil from Truck to Vessel

Reference A5 – 7 Transfer of Barite / Bentonite and Blend Cement from Truck to Silo Tank
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Reference A5 – 8 Transfer of Barite / Bentonite and Blend Cement from Truck to Silo Tank

Reference A5 – 9 Transfer of Barite / Bentonite and Blend Cement from Silo Tank to Vessel

APPENDIX A: JETTY OPERATION

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

Reference A5 – 10 Berth Arrangement
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6 CARGO LOADING AND OFFLOADING OPERATION

6.1 Safety precautions

1) All lifting operations are to be carried out with extreme care regardless of the weight

of the cargo Refer to PDR-SSHE-50539-R00 Compliance with PSB Mobile Crane Operation

Procedure and PDR-SSHE-50540-R00 Compliance with PSB Forklift Operation Procedure Any

Cargo which specify is a critical lift as below definition extreme care must be taken in planning

where to stow heavy cargo onboard the vessel. Cargo weight must be well within the crane’s

loading capacity. Only qualified and experienced riggers can be designated as signalman. The

signalman is to be the only person to give instructions to the crane operator. Crane operators are

to be instructed to take instructions from the designated signalman only. The crane operator may

only take instructions from personal other than the designated signalman in emergency situations.

2) The designated signalman must position himself at a location where he can see both

the cargo being lifted/landed and the crane operator. Similarly, the crane operator must be able to

see the designated signalman at all times.
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3) Communication between the designated signalman and the crane operator is done

by hand signal. In the event communication between the designated signalman and crane

operator is obstructed, the crane operator is to stop the lifting operation immediately; the crane

operator may only continue lifting operations once an alternative form of communication is found.

4) In an emergency, any person, whether involved with the lifting operation or not, shall

have the right to stop the lifting operation.

5) The crane operator is the final authority when deciding whether a lift can be safely

executed or not.

6) Lifting operations are to cease during thunder storms, heavy rain, poor visibility,

strong wind speed 25 kt. and whenever a vessel is coming alongside, departing or changing

berths and, vessel testing her main engines. The shore crane shall be slewed away from the

vessel and positioned shoreward as shown below.

7) Crane operators must possess valid certificates relevant to the crane he/she operates.
8) With regard to lifting gear and lifting gear accessories, CCUs must have valid

certificates and valid color coding. Notwithstanding this, any lifting gear and/or CCUs

which are in poor condition are not to be accepted or used. (refer to Reference A6.1-1

CCU pre-trip Inspection checklist)

9) In the event that CCUs are loaded with cargo, the cargo weight must be evenly

distributed. CCUs with cargo weight unevenly distributed should never be lifted.

10) The weight of the cargo to be lifted must be known and passed on to the crane

operator. Cargo with weight that is unknown or doubtful should not be lifted until the weight is

ascertained.

11) PSB Jetty is not allows to load/unload wooden box or any cargoes without sufficient

handling gear or properly package. It must be put in the basket or a proper cargo carrying unit

completed with the certificate certified by PTTEP approved classification and the communication

is required to all concern parties to agree through the lifting process.



APPENDIX A: JETTY OPERATION

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

12) The special cargoes or Project cargo are required lifting procedure and properly

packaging. Project coordinator must be on site at all times.

13) Cargo which is out of the crane’s capacity to load/unload must not be lifted under

any circumstances. The crane load chart is to be used to determine the crane load capacity.

14) Dangerous cargo, such as, explosives, radioactive materials, flammable/toxic

substances, etc. should be stowed as far back toward the stern as possible.

15) Dangerous cargo which may have a chemical or other reaction with other cargo is

to be kept separate.

16) Dangerous cargo which is not marked with the appropriate signs is not to be lifting

onto or off the vessel.

17) A safe zone barricade around the lifting operation must be erected; this area is of

bounds for all personnel except those crew members and personnel involved in the lifting

operation.

18) Cabin load is cargo which weight not over 20 kg. And the package is suitable and

convenience for hand carrying onboard. Cabin load is required to transfer via gangway only (Not

allow to transfer cargo via ship side). The transferring must be done piecemeal. If more than

one piece, they must be firmly tied to measure that could be taken safely onboard.

19) Frozen food container must be loaded in properly location by Cargo officer or

ship’s crew advisement and also connected power supply with temperature condition check by

cargo owner as well. And to be ensure the power cables was wiring properly (shortest as much

as possible and not sagging)
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Reference A6.1 - 1 CCU Pre-Trip Inspection checklist

TYPE OF CCU :

Yes No NA Yes No NA

Note

10

9

14 SDS

Verified By :

Tank Container , ,

Tote Tank

Date :

1

6

CCU Owner / Sender

13

15

11

12

CCU

, - (Forklift),

4

color code CCU, Sling Shackle

Tag Line 2 CCU tag line

(Tag line 1/2" - 3/4", 10 - 12 )

CCU ,

CCU CCU 1/3

CCU, CG CCU

"CONTRACTOR’S CCU APPROVAL FOR TRANSPORTATION STICKER"

CCU Songkhla Inspection Team

Certificate / / /

Master Link 1.2

3

CCU 3 : Visual Inspection Cert. / Proof Load

Test Cert. / MT Report CCU 1

1

Certificate Report 1

CCU . .

7

2

CCU MGW CCU

CCU,

Certificate

5

CCU - /

-

CCU PRE-TRIP INSPECTION CHECKLIST

COMPANY / CCU OWNER :

WIN / ID NO :

CCU Owner / Sende PTTEP Tally Clerk

COLOR CODE :

Item

Container / Cargo Basket / Gas Cylinder Rack / Tool Box / Tank / Skid / Unit / Other (Please specify)

CERTIFYING AUTHORITY :

DESTINATION OF CARGO :

8

Shackle

Certificate  Shackle Safety Shackle (Bolt type) Cotter Pin

Shackle /

PSB MARSHALING

Approved By :

Dete :
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6.2 Method and step of work

6.2.1 Backload cargo operation: The lifting operation for cargoes delivered from offshore

location to PSB Jetty via marine transportation (PTTEP Vessel fleet).

6.2.1.1 Prior vessel arriving at PSB Jetty.

1) Marine Control (Superintendent, Offshore Marine Control) set and distributed

10 Days Look Ahead – Production and Rig Vessel schedule to all concerned parties.

2) Production platform Logistic Supervisor and/ or Rig Material Man distributed

Backload Cargo Manifest with the picture of cargo on deck.

3) When received vessel schedule and backload cargo information. PSB Jetty

officer set the period of discharging cargo.

4) PSB Jetty officer forward backload cargo manifest to Cargo owners for

collecting their cargoes during mentioned period.

5) PSB Jetty officer create a lift plan for discharging cargo, prepare JSA / HIT

Card and conduct Toolbox talk before commencing to discharge cargoes.

6.2.1.2 When vessel arriving at PSB Jetty.

1) PSB Jetty officer or his designated contact to Master, Chief officer of duty

officer to request Vessel Arrival Report: VAR, Backload Cargo Manifest with ship’s stamp

and update the period to discharge backload cargoes.

2) Foreman and/ or Tally clerk check backload cargoes, they must be in good

conditions and comply with PTTEP’s lifting procedure and shown in backload cargo

manifest prior to lifting cargo. In case of found some defect of cargoes or some cargoes

have not been shown in backload cargo manifest, suddenly informed to PSB Jetty

officer to solve the problem.

PSB Jetty officer shall contact cargo owner/ concerned parties to solve the

problem if found some defect of CCU. In case of some cargo have not been shown in

cargo manifest, PSB Jetty officer shall check with the origin of cargo to ensure shall the

cargoes discharge at PSB Jetty?

Finally, any defect of backload cargo shall be clarified prior to lifting.

3) Mobile crane shall be set up in proper position as lift plan and lifting

accessories shall be provided together. (Mobile set up mentioned in 13279-PDR-SSHE-

505/39 R00 Compliance with PSB Mobile crane). In case of there are other activities

such as bulk transferring operation, PSB Jetty Officer shall communicate with all parties
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about the step of performing activities to ensure all activities is in safe conditions.

4) Foreman checks working area to ensure the working area is clear.

5) Forklifts shall stand by in working area.

6) Foreman communicates with Tally clerk (at Marshalling yard) to call the truck/

trailer for collecting backload cargoes into Jetty.

7) Truck/ trailer shall stand by in assigned position.

6.2.1.3 Commencing backload cargo operation.

1) Signal man shall be in visible position for crane operator. Signal sign by Hand

signals or other suitable communication channels.

2) Lifting design shall be considered as conditions in below: -

- Easiness to lift from vessel such as lift cargoes by stern.

- Position of cargo in vessel’s stowage.

- Use the same type of lifting accessories.

- Vessel’s stability.

- Ordering of arriving trucks.

3) For cargoes able to be lifted by forklift, the cargoes shall be lifted by mobile

crane from vessel’s deck to Jetty’s area then they shall be lifted by forklift from Jetty’s

area to truck/ trailer.

For cargoes must be lifted by only mobile crane. The cargoes shall be lifted from

vessel’s deck directly to truck/ trailer. The owners of mentioned cargoes shall arrange

their vehicle(s) to collect during the operational period.

4) Landing area (at Jetty) shall be clear for each landing cargoes so forklift shall

lift the cargoes from landing area to stowage area (at Jetty).

5) Foreman records the coming truck’s information consist of truck’s license

plate, time-in, time-out and the company which arrange the truck to collect cargo.

6) When the cargoes loaded on truck, they must be lashed with appropriate and

good condition lashing gear and proper lashing points. Other lashing requirements shall

be complied as specified in 13279-PDR-SSHE-WIS-505/58-R00 Work Instruction for

Cargo Lasing Observation. Tally clerk double check to ensure all loaded cargoes have

been lashed with appropriate and good condition lashing gear and proper lashing

points before permitting the truck to leave from Jetty area.
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6.2.1.4 Completion of backload cargo operation.

1) Uninstall crane and move the crane from operational area.

2) Tally clerk finally check to ensure actual backload cargoes matching with

cargo list in backload cargo manifest then update to PSB Jetty Officer.

3) In case of backload cargo manifest have been revised, PSB Jetty Office shall

give the revised version to Vessel’s master/ his designated for endorsement with

signature and ship’s stamp.

4) In case of backload cargo remaining at Jetty area, PSB Jetty office shall

contact cargo owner for collecting the cargoes within the day. Not allow to stow any

cargoes at Jetty area overnight except getting a permission from PSB Jetty officer.

6.2.2. Loading cargo operation: The lifting operation for cargoes delivered from PSB

Jetty to offshore location via marine transportation (PTTEP vessel fleet). In normally, this

process is continued from backload cargo operation.

6.2.2.1 Prior Vessel arriving at PSB Jetty

1) PSB Jetty officer complies all cargo requisitions from the field. The detail

requirements for cargo requisitions shall be type of packaging, dimension, weight,

cargo owner. The cargo requisitions shall be submitted 1 day in advance before

departure date of vessel. Not allow to submit the cargo requisition in the date of vessel’s

departure, except the cargo requisition is urgent cargo to support offshore activity.

2) PSB Jetty officer shall create a pre-stowage plan base on detail in cargo

requisitions.

3) In case of cargo requisitions are over the limitation of vessel’s capacity, Marine

Control (Superintendent, Offshore Marine Control) make decision to serve priority cargo

of each offshore location.  Note: Marine Control shall ask Rig material man and/ or

Offshore Logistic Supervisor for activities and priority cargoes and manage vessel in fleet

to support with efficiency.

4) PSB Jetty officer shall set loading cargo operation schedule. (Period for loading

cargo operation depends on quantity of loading cargoes, available of PSB Jetty mobile

crane, vessel schedule, vessel activity and availability of cargo delivery).

5) PSB Jetty officer shall contact cargo owners to deliver their own cargoes within

loading cargo operation schedule. In event of the cargoes can be lifted by forklift, they can

be delivered prior to loading cargo operation schedule.
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6) PSB Jetty officer shall create lift plan and verified JSA (Job Safety Analysis).

6.2.2.2 When vessel arriving at PSB Jetty

1) PSB Jetty officer shall submit pre-stowage plan to vessel’s master or his

designated for acceptance and endorsement. In case of the pre-stowage plan is not

accepted, it shall be revised as vessel’s master or his designated recommendations.

2) After getting accepted pre-stowage plan, PSB Jetty officer shall update pre-

stowage plan to all operators.

3) PSB Jetty officer shall conduct toolbox talk, update lift plan and JSA (Job

Safety Analysis).

4) Mobile crane shall be set up in proper position as lift plan and lifting

accessories shall be provided together.

5) All the delivery trucks park in Marshalling yard for standing by to delivery

cargo.

6) Tally clerk (at Marshalling yard) shall check all cargoes on the truck, one by

one, to ensure all cargoes is good conditions and their concern certifications is still valid.

In case of found some defect of cargoes or any certifications is invalid, the tally clerk shall

inform to PSB Jetty officer. The PSB Jetty officer shall inform cargo owner to revise the

package of cargo to be in good conditions and the certifications is valid.

7) After checking the cargoes, cargoes are ready to load to vessel. Tally clerk

shall inform Foreman (at Jetty area) the list of cargoes ready to load.

8) Foreman checks working area to ensure working area is clear.

9) Forklift shall stand by in working area.

10) Foreman communicates to Tally clerk (at Marshalling yard) to call the truck

delivery cargo in Jetty area.

11) Truck shall park in assigned position (at Jetty area).
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6.2.2.3 Commencing loading cargo operation.

1) Signal man shall be in visible position for crane operator. Signal sign by Hand

signals or other suitable communication channels.

2) Lifting design shall consider as below conditions:

- Lift the loading cargo which can use the crane only such as piping, heavy lift

or the refer containers.

- Crane’s capacity related with cargo position (Reference A6.2 - 4)

- Lift by the group of destination’s discharging.

- Vessel’s stability.

- Ordering of arriving truck.

- Chemical incompatible cargo segregation (Reference A6.2 - 3).

3) For the cargoes can be lifted by crane only, shall load cargoes directly lift from

the truck to vessel’s deck.

For the cargoes can be lifted by forklift, first step the cargoes shall be lifted from

truck to Jetty area then use the crane lift the cargoes from Jetty area to vessel’s deck.

4) Before lifting the loading cargo, tally clerk (at Jetty area) and riggers (at Jetty

area) shall double check the conditions of loading cargoes by visual inspection. In case

of found some defect of cargoes, shall report to PSB Jetty officer. PSB Jetty officer shall

update to cargo owner to revise their loading cargoes. Including to check actual loading

cargoes match with detail in draft cargo manifest.

5) Foreman records the coming truck’s information consist of truck’s license plate,

time-in, time-out and the company which arrange the truck to delivery cargo.

6) Rigger assigned Signal man shall design to load cargo be similar pre-stowage

plan. In case of loading cargo is much different from pre-stowage plan, shall update to

vessel’s master/ his designated for approval.

7) All cargoes shall be weighted and record actual weight of each cargo.

8) During loading cargo, vessel’s master/ his designated shall monitor all lifts to

be loaded. Any recommendations from vessel’s master/ his designated shall inform PSB

Jetty officer to coordinate with team.

9) For final stowage plan shall be updated by PSB Jetty officer and submitted to

vessel’s master before leaving from PSB Jetty.
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6.2.2.4 Completion on loading cargo operation

1) Uninstall crane and move the crane from operational area.

2) PSB Jetty officer shall submit cargo manifest (Reference A6.2 - 1) and final

stowage plan (Reference A6.2 - 2) to vessel’s master/ his designated for endorsement.

3) PSB Jetty officer shall take a photo of deck cargo when completed.

4) Send all details of loading cargoes to all destinations and all concerned parties

via email and send Packing list and hard copy via vessel.

Reference A6.2 - 1 Sample of Cargo Manifest

Reference A6.2 - 2 Sample of Stowage/Loading Plan
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Reference A6.2 - 3 Chemical incompatibility chart
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Reference A6.2 - 4 100-Ton Truck Crane Load Chart
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6.3 PRE-LOADING OF CARGO – STOWAGE LOADING PLAN

(For any vessel under PTTEP. Chartering only)

6.3.1 Safety precautions

1) Check and ensure cargoes loaded onboard do not exceed the vessel’s

maximum deck cargo capacity and weight well distributed.

2) Dangerous cargoes (explosives, radioactive source, flammable substances,

etc.) are stowed as far back to the stern of the vessel as possible.

3) Dangerous cargoes which react to each other are segregated and comply

with IMDG segregation table.

4) Check cargoes weights and ensure they are well within the jetty crane lifting

ratings. Always check crane Load Chart for cargo near to crane maximum lifting rating.

6.3.2 Instructions
1) Prior to vessel arriving PSB jetty, the Jetty Officer shall compile all requisitions

into Cargo Manifest.

2) Stowage/loading plan should be prepared based on data from Cargo Manifest

from asset / Summary TR. from Drilling prior to vessel for agreement and acceptance by

Master/Chief Officer prior arriving PSB jetty.

3) If Stowage/loading Plan is not accepted by Master/Chief Officer, to be revised

as recommended by Master/Chief Officer and re-send to them.

4) Ensure cargoes are loaded in accordance with the accepted Stowage Plan.
5) On completion of loading, Stowage/loading Plan is to be signed by

Master/Chief Officer.

6.4 DOCUMENTATION OF VESSEL CARGO OPERATION

(For any vessel under PTTEP. Chartering only)

6.4.1 Instructions

The Material man shall send their Transport Request (TR) and the Offshore Logistics

Supervisor send their Material Movement Requisition (MMR.) via approved E-mail to PSB

Concerns and Contractor(s) directly (with CC.: PSB Radio and Songkhla Marine Support) as

far as possible but not later than 24 hours prior vessel arrival PSB.
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As above diagram The Material man shall prepare the Dispatch Advice Note (DAN)

and send Summary TR. to PSB Jetty via e-mail at least 24-hour prior vessel arrival. Then PSB

Jetty shall prepare the Stowage/Loading plan and also Contractor(s) shall submit detail in i-

Logist ics appl ication and other document(s) as required.

Offshore Logistics Supervisor shall prepare the Dispatch Advice Note (DAN) and also

all users / contractor shall submit detail in  i -Logist ics, then PSB Jetty will generate Cargo

Manifest and also prepare the Stowage/Loading (Reference A6.4 – 6)

Jetty Officer shall compile the Cargo Manifest and Summary TR. Then prepare the

Stowage / Loading Plan taking into consideration the following:

1) Destination(s) of cargo to be delivered

2) Distribution of cargo based on 1 above and vessel stability during loading at

PSB jetty and discharging at destination(s)

Master of vessel shall on arrival at Songkhla Harbor Fairway Buoy contact PSB

Operations Centre (PSB Radio) and submit her ROB as follows.

Cargo Type Arrival

Deck cargo Ton

Blended cement Ton

Barite Ton

Bentonite Ton

Base Oil M³

H2S scavenger M³

MGO M³

Potable water M³

Passenger PAX

Others
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NOTE:

PSB Radio needs to submit Vessel Arrival Report (Reference A6.4 - 2) fo r Vesse l  under

PTTEP ’s  Char te r  and  CPOC. ’s  Char te r  on l y  (Not including customer such as Chevron,

CEC. /CEPSA, Mubadala and any project vessel in PTTEP.’s concession area).

The cargo loaded is to be checked and confirmed against the Cargo Manifest. Any cargo

listed in the Cargo Manifest but not loaded on the vessel are to be deleted from the Cargo

Manifest. The amended Cargo Manifest is to be signed by Jetty Officer and master of the vessel.

The copy cargo Manifest together with the Stowage / Loading Plan is to be given to

the master of the vessel. The original cargo manifest is to be kept by the Jetty Officer.

For any vessel under PTTEP’s chartering: Prior departure, the Jetty Officer should be issued

the following documents and also acknowledge signed by Master and also send to relevant

PTTEP’s personnel within 3 hours after departure from PSB.

1) The Vessel Departure Report (Reference A6.4 - 3)

2) Bulk Loading Receipt (Reference A6.4 - 7)

3) Passenger List (Reference A6.4 - 5)

4) Cargo Manifest (Reference A6.4 - 4)

5) Loading Plan (Reference A.6.4 - 6)

In addition, The Jetty Officer should forward above documents along with service order

(Reference 6.4 - 1) to Logistic Supervisor.

6.4.2 Passenger Disembarkation/Embarkation

In the event that there is passenger(s) to be disembarked from arriving vessel and/or

embarked for departing vessel, Transit Passenger List is to be submitted by requestor(s),

Contractor(s) and/or the requestor’s/Contractor/vessel’s agent(s).

It is the responsibilities of the requestor(s) and/or Contractor(s) to ensure that

approval is obtained from PTTEP’s Marine Department in Bangkok for the passenger to

embark.
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Reference A6.4 - 1 Delivery Ticket
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Reference A6.4 – 2 Vessel Arrival Report
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Reference A6.4 - 3 Vessel Departure Report
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Reference A6.4 – 4 Cargo Manifest

Reference A6.4 – 5 Transit Passenger List
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Reference A6.4 – 6 Stowage / Loading Plan

Reference A6.4 – 7 Bulk Loading Receipt
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6.5 REMOVAL CARGO FROM PSB JETTY

Instructions

1) No cargo shall be discharged onto PSB Jetty without it first being cleared by

Customs – Applicable to backload cargo from foreign asset only (i.e. CPOC)

2) All cargoes lifted ashore shall be listed in the Cargo Manifest. Cargo that is not

listed on the Cargo Manifest shall not be lifted onto PSB Jetty unless authorization is given

in writing from the cargo owner/agent/ representative.

3) Cargo with weight that is at the limit of the available crane’s lifting capacity

shall be careful checked and weight verified with the master of the vessel and/or with

the cargo owner/agent/representative.

4) Cargo with weight that is at the limit of the available crane’s lifting capacity and

cannot be confirmed or verified and/or cargo that is improperly packed/lashed, and/or

invalid or improper lifting gear/lifting points shall not be lifted.

5) In case of Cargo with weight that over the limit of the available crane’s lifting

capacity may on-call more capacity crane by cargo’s owner / Asset approved

6) Trailer and/or vehicle collecting the cargo shall have the proper authorized

document from the owner to receive the cargo.

7) Trailer and/or vehicle collecting the cargo shall be suitable for the cargo it is

collecting. No cargo shall be loaded on a vehicle if it exceeds the maximum load

capacity of the vehicle, unstable and/or if the cargo protrudes out of the side of the vehicle

by 0.25 meters unless it is escorted by another vehicle.

8) Proper lashing points are available on the vehicle and, appropriate and good

condition lashing gear must be used.

9) Vehicle loaded with the cargo shall not be permitted to move or leave the loading

area until the lashings are properly checked.

10) The maximum height (from ground to upper most tip of cargo) of any cargo when

loaded on a vehicle shall not exceed 5.0 meters. Vehicle carrying cargo that exceeds 5.0

meters shall be prohibited from leaving the jetty unless the cargo is meant to be stored

at PSB immediate premises.

11) Security guard is not to allow any vehicle carrying cargo to leave PSB Jetty

without the proper document.
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Reference A6.5 - 1 Height Limitation

No vehicle is permitted to leave PSB Jetty if the cargo it is carrying exceeds the maximum

height (measured from ground level to the upper most tip of the cargo) of 5.0 meter.

Reference A6.5 - 2 Lashing gear.
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6.6 MOBILE CRANE OPERATION

Crane Operation for lifting activities is one of the main activities in PSB. Jetty. The lifting operation

is classified as the high-risk task and is one of the major causes of fatalities and serious incidents in

Exploration and Production activities which concerns with legal enforcement and controlled by

company regulation. This compliance aims to provide workforces to understand their role and

responsibility including their mandatory task as well as step for safe lifting operation with a framework

and guidance to lift is to be taken in a safe and efficient manner.

6.6.1 Lifting Plan Preparation

The document plan for the proposed lifting operation. The lifting plan details of how the

lifting operation shall be undertaken Reference A4.8 - 1. The lifting equipment and lifting

accessories to be used, how the equipment and lifting accessories shall be rigged up and the

control measures in place to manage the risk. Every lifting operation should be preceded by a

lifting plan by lifting supervisor (or Performing Authority, PA) is responsible for prepared/pre-lift

inspection before using the crane.

6.6.2 Lifting Category

A categorization of lifting operations shall be clearly defined reflecting the risk of the

lifting operation and required level of control. In order to efficiently of operation and safety

management,

6.6.2.1 Routine Lifting - is uncomplicated lift that are performed on a regular basis

which involve basic sling practice. This type of lifting shall be registered in the PSB routine jobs

registration database such the handling of pipe, tubulars, containers, material basket which

usually performed by deck crew and Jetty’s Skilled labor shall be issued.

1) Generic Lifting Plan

2) Lift Plan Safety Checklist and

3) HIT. Card

6.6.2.2 Non-Routine Simple is uncomplicated lift that are performed on an irregular

basis such a special equipment that requiring installation by a competent operator. The lifting

activity is not registered in routine jobs database or performed by contractor.

Control measure: Permit to work (PTW.), Specific Lifting Plan, Lifting Plan Safety Checklist, Job

Safety Analysis (JSA.) and Toolbox talk.
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6.6.2.3 Non-Routine Critical is the liftings that are difficult due to the nature of the load

or complicated. This type of lifting is not done in regular or routine basis but not limited to

1) Extremely heavy load

2) Load with unknown to estimate weight and/or center of gravity

3) Load is special and/or expensive whose loss would have a serious impact on

production operation

4) The load, if damaged or upset, would result in release into the environment

5) Load lower into or lift from Confined Space

6) Lifting over unprotected plant or equipment

7) Use of two or more lifting appliances including tallying pipe using winch and

crane. Tandem lift with two cranes

8) Non-standard rigging arrangements

9) In environmental condition likely to affect to equipment performance such high

wind (7-9 m/s), visible lightening or thunder is audible, or heavy rain.

10) Critical: Max. Gross weight is >75% SWL. indicated in load chart is special

and/or expensive the loss would have serious impact to production operation >1MMUSD.

11) Control measure: Permit to work (PTW.), Specific Lifting Plan additional

inspection prior to heavy lift, Lifting Plan Safety Checklist, Job Safety Analysis (JSA.) and

Toolbox talk

6.6.3 Safe Practice for lifting tubular.

APPENDIX A: JETTY OPERATION

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

APPENDIX A: JETTY OPERATION

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

6.6.4 Mobile crane setup

The mobile crane will be able to support the load only if the ground bearing will support

the load from crane. The ground on which crane sits must be reasonable level, compacted, and

sufficient stable to support the weight of the crane and its lifting load without collapse or

subsidence.

In summary, the crane is properly set up for lifting when the following condition are met.

1) The hook is directly above the load Center of Gravity (CG).

2) Rigging is correct.

3) Boom length, load radius, and crane rated capacity are known.

4) All outriggers and beams are extended.

5) Outrigger pads are on solid footing or blocking.

6) Crane is level.
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Reference A6.6 - 1 Example for Routine Lifting Plan

Reference A6.6 - 2 Lifting Color Code
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Reference A6.6 - 3 Lifting Plan Form
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Reference A6.6 - 4 Lifting Safety Checklist
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Reference A6.6 - 5 HIT. Card
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Reference A6.6 - 6 Crane setting for Lifting operation
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6.7 STORAGE AND HANDLING OF DANGEROUS CARGO AND HAZARDOUS MATERIALS

6.7.1 Safety precautions

1) PSB Jetty has all right to reject any dangerous cargo/hazardous materials

delivered without proper documents as required by Thai law.

2) Read the SDS of the dangerous cargo/hazardous materials to be handled

or stored and know what precautions are to be taken when handling this dangerous

cargo/hazardous material. Refer SDS Manual at Jetty Office if one is not attached to the

dangerous cargo/hazardous materials.

3) Dangerous cargoes and hazardous materials must carry the mandatory

labels to indicate their content as required by IMDG Code.

4) Dangerous cargo delivered to PSB jetty must be accompanied by MSDS

and this shall be kept in a water proof plastic bag placed together with the dangerous cargo.

5) Ensure dangerous cargoes are barracked and if necessaries have it under

guard.

6) Dangerous cargoes are not permitted to be stored at PSB jetty longer than

is necessary. It shall be brought into the jetty and loaded onboard just before the vessel is

scheduled to depart.

7) Barrack and warning signs and lights (RED revolving light) shall be put in

place.

8) Radioactive source shall be kept in container designed for the source. It

shall be securely connected with a 200 meters line and float.

6.7.2 Instructions

1) Dangerous cargo and hazardous materials shall be stored at the jetty

for loading onto vessels only. Under no circumstance is storage of dangerous cargo and

hazardous materials permitted to remain on the jetty longer than four (4) hours prior vessel

arrival.

.

APPENDIX A: JETTY OPERATION

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

2) Dangerous cargo and hazardous materials permitted to be stored at the

jetty shall be properly barricaded and appropriate warning signs indicating the danger(s) and

flashing red lights erected all-round the cargo/materials. Guard(s) to be posted if required.

3) Appropriate spill and firefighting equipment shall be positioned close to

these cargo/materials.

4) Explosives and radioactive source shall not be permitted to be stored at the

jetty at any time. They are to be brought to the jetty just be vessel’s departure. They must be

unloaded in the event vessel’s departure time has been delayed for more than 4 hours.

5) Dangerous cargo and hazardous materials shall be segregated as suggested by

IMDG.

6) Vessel loaded with dangerous cargo and hazardous materials shall display

at the vessel’s main mast the flag BRAVO and/or a pulsating red light and a pulsating red

light at night to indicate she is carrying dangerous cargo and/or hazardous materials.

7) Personnel handling dangerous cargo and/or hazardous materials shall:
- Attend a safety toolb o x meeting conducted by the Jetty Officer or foreman.

- Barricade the loading area and display the flag BRAVO, pulsating red light and

relevant signboard.

- Keep personnel not involved with the loading operation away from the site; -

Wear the required PPE
- In the event of an accident during the loading of dangerous cargo or

hazardous materials, they are to clear the area immediately until the situation is

properly assessed.

8) No personnel are to attempt to cleanup a chemical spill without the Safety

supervision of the Department’s personnel and without the proper PPE and equipment.

9) In the event of an accident, the Jetty Officer / Foreman shall immediately

inform: PSB Radio, Jetty Supervisor, Safety Supervisor.

10) The Jetty Officer shall submit An Incident Report (IMS) to the Jetty

Supervisor immediately after the incident has been resolved.
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6.8 Bunkering by Road Tanker to vessel which alongside PSB. Jetty

6.8.1 MGO. Bunkering Contractor Roles and responsibilities

1) Provide all related equipment such as Flexible hoses, valves, gauges, meter

Pressure gauge and etc. To be ensure that relevant test/inspection.

certificates are valid and good condition prior commencement. Not limited to truck tanker.

2) Task Supervisor must ensure that PTW. was approved by authorization.

person in advance.

3) Provide adequate manpower who assigned in proper stations and able to

response immediately whole transfer operation, especially Emergency stop, and any

connection.

4)  Provide adequate & proper communication equipment and also establish /

testing prior commencement.

5) Provide spill kit equipment for emergency case.

6) Strictly complied with MGO. bunkering procedure and PSB. Jetty requirement,

If any doubt doesn’t hesitate to discuss with Jetty Supervisor / Jetty Officer / Support team

leader.

6.8.2 Jetty Support Team - Roles and responsibilities related with MGO. Bunkering

1) Jetty Support Team in-charged of witness and close monitoring overall

bunkering operation

2) Jetty Support Team including

a) Team leader is Foreman or Senior Rigger.

b) 2 or 3 Rigger / Mooring Man

3) Lead to Safety toolbox meeting before bunkering operation.

4) Witness all equipment condition and valid certificate, not limited to truck

tanker, hose connection, Manpower sufficiency and PPE.

5) Observe other readiness such as Truck stopper, Fire Extinguisher, Spill

response equipment, communication with concerned parties and Prohibited warning sign.

6) Deployed Oil boom to cover all operation area in case of MGO. Bunkering

and retrieve once operation completed (Hose disconnected and all valve closed.)
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7) To be ensure all Jetty discharged valves were closed completely.

8) Frequently condition & pressure checked and standby at worksite all times

6.8.3 Method of Bunkering by road tanker to vessel.

6.8.3.1 Before transfer
1) Put up safety signs with Flag Bravo/Red Flashing Lights in vicinity of bunkering

operation – BUNKERING IN PROGRESS. NO SMOKING.

2) Establish communication procedure between all parties (Jetty Officer, vessel’s

Master/Chief Engineer, and road tanker operator).

3) Instruct road tanker operator and Master/Chief Engineer of receiving vessel to

connect hoses.

4) Inspect hose connections and ensure that they are properly connected.

5) Valves to the assigned tank(s) are in good working condition and open as

required.
6) Place drip tray below the road tanker’s discharge outlet and vessel’s intake

connections as well as any connection along the transfer hoses.

7) Ensure Co2 and/or foam extinguishers are strategically placed at the transfer

area.

8) Ensure personnel are assigned to the shut off valves both on the road tanker

and vessel. Personnel assigned to these stations must be briefed on their duties and actions

to be taken in the event of an emergency shutdown. They shall not leave their stations until

the loading operation is completed or they are properly relieved.

9) Ensure the following oil spill equipment is on standby.

9.1) Backpack dispersant sprayer – 2 units.

9.2) Oil containment boom – 100 meters.

9.3) Oil spill response boat.

10) Vessel flies the International Day/Night Signals on the main mast – Day Flag

Bravo and at night a flashing red light.

11) Bunkering operation warning to be broadcast throughout the vessel.

12) Bunkering operation period 0600 2000 hrs. Commencement shall be started

before end of daylight and able to continue in nighttime with additional precaution /

measurement.
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6.8.3.2 During Transfer

1) Check hose connections again to ensure that they are properly connected.
2) Check with Master/Chief Engineer receiving vessel that they are ready to

commence transfer.

3) Ensure communication between all parties is maintained at all times throughout

the transfer operation. In the event of lost communication, transfer operation shall cease

immediately and will only continue when communication is restored.

4) Instruct road tanker operator to commence transfer at 25% of transfer rate and

check for leakage on connections and along entire length of hose and confirm MGO. received

by sounding & Pressure monitoring.

5) The maximum pressure permitted for transferring is not to exceed 40 psi (2.7

bar) (SWL. for flexible hose is 150 psi/ 10 bar)

6) Check drip tray is below connections and drips (if any) are collected in the drip

tray and drip tray is not full. Replace if required.

7) Gradually increase transfer rate if no leakage is detected.

8) Continue checking all connections and hose for leakage and monitoring of

transfer operations including Pressure check frequently. The transfer operation shall be

monitored at all times and personnel assigned to the stations shall remain at their stations until

completion of the loading.

9) Ensure Regular broadcasts of bunkering operation throughout the vessel.

10) Under no circumstances is the transfer to be carried out beyond the designed

working pressure.

11) In case of any pressure build-up by pressure gauge monitoring or spillage, the

road tanker operator shall immediately stop the transfer and alert the vessel’s Master/Chief Eng.

and the Jetty Officer.

12) No transfer is to continue after a pressure build-up and/or spillage until a

thorough investigation is carried out and the cause of this build-up/spillage is determined and

rectified.

13) Spillage shall be attended to immediately and do not transfer until properly

cleanup Refer to PDR-SSHE-WIS-50103-R00 PSB Jetty Oil Spill Response Plan.

14) Master/Chief Engineer of receiving vessel to monitor tank being filled and to

report when tank is at 75% capacity.
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15) Reduce transfer rate when tank is at 90% capacity. This is a critical period and

transfer rate should be adjusted accordingly.

16) Stop transfer when instructed by Master/Chief Engineer of receiving vessel.

6.8.3.3 Completion of transfer

1) Stop pump and shut off discharge valve(s).

2) Check and ensure that pressure is “zero”

3) Check and ensure no MGO remains in transfer hose.

4) Disconnect hose coupling from road tanker making sure the drip tray is in place.

5) Disconnect connection coupling at vessel making sure drip tray is in place.
6) Remove all International Day/Night Signals from the main mast – Day Flag Bravo

and at night a flashing red light.

7) The Jetty Officer shall ensure that any spillage on the transfer area is cleaned

up before leaving the area.

8) In the event of a spillage, the Duty Jetty Officer shall submit the Pollution/Spill

Report within 6 hours after the spillage has been contained and cleaned.

9) A copy of the receipt shall be given to the Jetty Officer.

Note: Vessel and/or agent shall be responsible for the correct type and quantity of MGO supplied by the MGO

supply company. PSB shall not be in any way held responsible for the type and quantity of MGO supplied to

the vessel by vessel and/or agent MGO supply company.
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Reference A6.8 - 1 -MGO. Transfer system

Installation Pressure Gauge at Truck side & Ship side
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Reference A6.8 - 2 Job Safety Analysis (JSA)
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Reference A6.8 - 3 MGO Transfer Checklist
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Reference A6.8 – 4 Safety signed.
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Reference A6.8 - 5 Pollution/Spill Report
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6.9 BUNKERING AT PTT OIL TERMINAL FOR PTTEP CHARTERED VESSELS

6.9.1 Safety precaution

1) Ensure bunkering operation is carried in accordance with PTT Oil Terminal and

Vessel’s SOI for bunkering.

2) The connecting up of the transfer hose is the responsibility of both the vessel and

PTT Oil Terminal and shall be carried out with extra care.

3) To avoid any dispute of quantity received, the Chief Engineer is required to carry

out a sounding of each tank and the total quantity should be clearly determined. The same

should be carried out after completion of transfer.

4) For new Masters of Vessels, PSB Jetty Officer shall accompany vessel to PTT Oil

Terminal berth for the first time. Subsequently, vessel shall proceed on its own.

6.9.2 Instructions

The Jetty officer shall brief the master of vessel/chief engineer on the requirements of

marine department (Bangkok). The requirements are as follows:

1) The berth at PTT oil depot that the vessel is to proceed alongside for bunkering –

see Reference A6.9 - 1.

2) Prior to bunkering a clear meter reading must be taken and recorded.

3) Fuel oil (MGO) sample should be taken at the inlet end of the vessel and this will be

kept in a sample bottle and sealed. A copy of the certificate of analysis is also to be kept. The

content and details of the transfer shall be recorded and pasted on the fuel oil (MGO) sample

bottle.

4) The signed Delivery Receipt/Delivery Note shall be submitted to the Jetty Officer

immediately on completion of bunkering. A photocopy of the Delivery Receipt/Delivery Note and

Certificate of Analysis shall be given to the vessel for their record and file.
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Reference A6.9 - 1 PTT Oil Terminal Berths / PTTOR.

Reference A6.9 - 2 Fuel Oil Sample
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Reference A6.9 – 3 Sample PTT Oil Terminal Delivery Receipt/Delivery Note
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Reference A6.9 – 4 Sample of Certificate of Analysis
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6.10 STORAGE OF CARGO ON JETTY

6.10.1 Safety precautions

1) Explosive or radioactive source Storage or Temporary storage at Jetty is prohibited.

2) Dangerous cargo of a toxic, corrosive, flammable or explosive nature, if required to

be stored at the jetty, must be segregated into separated areas. Safety Barriers shall be put up

around the cargo and warning signs posted to warn personnel working in the vicinity.

3) Safety Data Sheet must be posted on each chemical product/ package.

4) Appropriate safety measurement such as Muster station, Rigging, Fire Fighting

Equipment, Fire extinguishers, Spill equipment response, etc. may also be required.

6.10.2 Instructions

1) To ensure that no cargo, as far as possible, is stored at the jetty, the jetty officer shall

contact the cargo owner to request that they collect their cargo on arrival of the vessel.

2) Cargo owners who are unable to collect their cargo within four (4) hours of vessel’s

arrival shall have their cargo shifted to the transit storage area. Owners of such cargo shall be

required to pay for material handling equipment (MHE) and for loading of their cargo at the

transit storage area.

3) Owners of explosive and/or radioactive sources must ensure that they collect these

materials immediately upon vessel’s arrival. Duty jetty officer is required to report to their

supervisor if any owner fails to comply with this instruction.

4) In case of cargo owner request storage their cargo at the jetty overnight, they would

be submitting a written request to the supervisor for approval. The owner of cargo may be

required to move their cargo stored on the jetty at any time when instructed by PSB. Cost for

moving the cargo shall be borne by the owner.

5) At no time should the total storage area on the jetty occupy an area greater than 42

square meters (12 x 3.5 meters) and the total weight cannot exceed 40 tones per berth.
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Reference A6.10 - 1 Temporary Storage Area on Jetty
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6.11 WEIGHT LIMITATION ON PSB JETTY

6.11.1 Jetty design

The jetty is designed supported on piles with load bearing of 3 MT/m² to support crane

on the jetty, longitudinal beams were built closer to the edge of the seaward side of the jetty.

The As-Built drawings of jetty construction are available with the Facility Department.

6.11.2 Instructions

1)The maximum crane capacity depends on Max. out rigger Load 90 mt is permitted to

operate on PSB Jetty.

2) Crane above this capacity is strictly prohibited. User who intends to use crane

above this 120 metric tons capacity is required to submit calculations showing

the safe use of the crane on PSB Jetty. This calculation must be carried out by

certificate engineering company.

3) All cranes regardless of the capacities must place the crane’s outrigger floats on

the longitudinal beams on the deck of the jetty. These beams are clearly marked

in yellow.

4) In the event the outrigger floats cannot be placed directly over these longitudinal

beams, wooden or steel mats must be used to spread the load of the crane.

APPENDIX A: JETTY OPERATION
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Reference A6.11 - 1 Jetty design
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Reference 6.11 - 2 Longitudinal support beams for crane outriggers
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6.12 VEHICLE LENGTH LIMITATION TO PSB JETTY

Instructions

1) Vehicle with length greater than 15 meters and/or width broader than 3.5 m. are

prohibited from using the road leading to the jetty.

2) In the event that vehicle with above specification needs to enter the jetty, the

contractor is to contact the Jetty Officer for alternative route.

3) The contractor of the vehicle shall provide the following information:

3.1) Length

3.2) Width

3.3) Gross weight (including cargo weight)

3.4) Dimension of cargo

3.5) Weight of cargo

3.6) Vessel to be loaded.

3.7) Time of entry
4) The Jetty Officer will contact the Safety Officer to notify the guards on duty at entrance

to jetty and to direct the vehicle on its arrival.

5) The Jetty Officer is to ensure that the vehicle is properly parked and will not affect the

safe operations on the jetty and adjacent berth.

6) The vehicle shall depart the jetty immediately on completion of its operation. Note: The

total weight of the vehicle and cargo should not exceed 120 mt.

Reference A6.12 - 1 Sketch of prohibited road to be used.
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6.13 Role and Responsibility related with Cargo Operation and Cargo movement at PSB.

1) Jetty team included with 3 shift operation

a) Shift #A: normal working period 0600 – 1500 hrs.

b) Shift #B:  normal working period 1500 – 2400 hrs.

c) Shift #C: normal working period 1000 – 1900 hrs.

d) Each shift included:

- 3 Officer / Assist Officer

- 1 Foreman

- 2 Tally Clerk (1 at Jetty & 1 at Marshalling Yard)

- 4 Rigger + 1 Signaler

- Support Team / Mooring Gang (1 Team leader & 2-3 Mooring man)

2.) Officer / Assist Officer

a) Manage Berthing Arrangement which related with all cargo operation.

b) Preparing MHE resources and arrangement loading / backloading as custom

requested.

c) Prepare Pre-loading plan in accordance with the approved Cargo Manifest

and inform to all concern parties.

d) Coordinate with Offshore Logistics, Vessel, Contractors, Customers include

Shipping agent, SKL Pilotage, Immigration, Logistics transportation and relevant

parties on Cargo and necessary resources movement.

e) Organize JSA, PTW., Lifting plan to perform Operations

f) Oversee Jetty team on daily operations, perform remedial actions and

solution to resolve the unforeseen daily events.

3.) Foreman

a) Check Backload & Load out cargoes correctly as the Cargo manifest or

Loading Plan before lifting from / onto vessel.

b) Basically, check backload cargo certificate & visual inspect for condition of

cargoes before lifting from vessel.

c) In-charge of team leader in their working shift as Safety regulation and JSA

and also leader of daily toolbox talks prior working commencement in their shift.

d) Co-operate with vessel’s cargo duty Officer related with cargo position on

deck or any concerned.
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e) Co-operate with Tally Clerk for sequence of loading / off-loading. (by walkie-

talkie)

4) Tally Clerk (at Jetty Worksite)

a) Team leader at shore side during cargo operation which related with cargo

and MHE.

b) Checking Load out cargoes correctly, such as quantity and actual weight

for safe lifting operation.

c) Basically, recheck other concerned such as visual inspect for lifting gear

condition before lifting and truck/trailer condition.

d) Co-operate with Tally Clerk at Marshalling yard for sequence of truck/trailer

(by walkie- talkie) both Loading and Backload cargo.

e) Arrangement for backload / load out cargo to/from truck/trailer with safely

and cooperate with Crane & Forklift and lead to support team for MHE. signal.

5) Tally Clerk (at Marshalling Yard)

a) Checking Load out cargoes correctly, such as Cargo manifest, CCU.

Certificate and CCU. checklist

b) Basically, check other concerned such as visual inspect for lifting gear

condition & truck/trailer condition

c) Co-operate with Tally Clerk in Jetty area for sequence of truck/trailer. (by

walkie-talkie) both loading and Backload cargo.
d) Co-operate with security guard for vehicle parking arrangement and

released to Jetty

6) Stevedore Gang

a) In-charged Rigger & Signaler by separate 2 group as following.

a.1) Onboard ship vessel: including 2 Rigger and 1 Signaler under

Foreman operated.

a.2) On Jetty side: including 2 Riggers under Tally clerk operated.

b) Rigger on Jetty side in-charged assist Tally Clerk to storage cargo on Jetty

area properly and not obstructed traffic lane.

c) One of Rigger on Jetty who assigned to be Rigger & Signaler as Tally

clerk advise must be communicated with Crane Operator before lifting and released

hook by hand signal.
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d) Basically, visual check for lifting gear and cargo condition, in any doubt

and seem unsafe condition must be Stopped work and report to Foreman /Tally clerk

immediately.

7) Jetty Support Team

a) In-charged signaler for Crane & Forklift during lifting operation with

truck/trailer as Tally clerks assigned.

b) In-charged Fresh water supply service with assigned vessel including

hose connection /disconnection, quantity monitoring, Flow meter recording and

reporting to Officer on duty. c) In-charged Rigger in case of piping / casing

backloading.

Reference A6.13 - Role and Responsibility related with Cargo Operation
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6.14 Garbage received / disposal at PSB Jetty

1) Reference to Marine Department Notification 41/2567, Issued date 16 Feb.2024

related with Garbage received / disposal at Jetty.

2) Any vessel which alongside with PSB. Jetty must be strictly complied as following

a) Send e-mail To Jetty SONGKHLA.Jetty@pttep.com , CC.: Jetty Supervisor and

whom may concern with attached THE ADVANCE NOTIFICATION FORM FOR

WASTE DELIVERY TO PORT RECEPTION FACILITIES at least 1 day in advance.

b) Vessel should be fulfill information as much as possible, such as

- Ship’s particular

- Port and voyage particular

- Type and amount of waste / residues for discharge to facility, especially type of

ship’s garbage must to comply with MARPOL Annex5 is General waste and

Non-Hazardous waste as port permission only.

c) Once vessel arrival Jetty: inform to Jetty officer on duty prior garbage disposal to

Blue skip as provided by Jetty / Facility

d) All garbage must be storage in plastic bag with no any leaking and drop into skip

by hand only. (Don’t throw from vessel side)

e) Jetty officer & Ship’s officer sign in form and keep in Ship’s Garbage Record book.
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3) PSB. Jetty must be strictly complied as following.

a) Provide proper blue skip and adequate of all amount waste from ship.

b) Request to PSB. Waste Management Team via Waste Management System for

receiving waste from ship every 3 days or Bule skip were full.

c) Record waste disposal from each vessel in “ ” and kept signed

THE ADVANCE NOTIFICATION FORM FOR WASTE DELIVERY TO PORT

RECEPTION FACILITIES at least 3 months for Marine Department audit

d) Ref. Document “PSB. Jetty Waste Management Plan” issued Aug.2024
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e) Jetty Supervisor report to Marine Department on monthly basis (within 10th of next

month) via Marine Department website. https://md.go.th/
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7. USE OF MARSHALLING YARD

7.1 Safety precautions

4) No vehicle is permitted to park at the Marshalling Yard unless they have the necessary

Cargo Delivery/Collection form from the respective company to confirm that the vehicle is to

deliver/collect cargo to/from the vessels alongside the jetty.

5) At no time is the driver to leave the Marshalling Yard when the vehicle is parked at the

Marshalling Yard.

6) Entry and Exit signs are clearly posted at the Marshalling Yard and all drivers are

required to adhere to these signs.

7) No vehicles shall be permitted to remain overnight at the Marshalling Yard unless

written authorization is issued by the Jetty Supervisor as area Authority. In this instance, the

driver of the vehicle must park near the weighbridge and stay with the vehicle or leave the

contact details on the overnight parking form for emergency case.

8) All of vehicle (including Cargo and Bulk) must be checked-in at the Marshalling Yard

and wait for calling by Tally Clerk / Foreman / Jetty Officer.

9) No vehicles (trailers, trucks, pickup, cars, etc.) are permitted to park along the public

road in the vicinity of PSB.

10)The speed limit within PSB Jetty is 20 KPH

11)Due to the heavy traffic volume expected, vehicle shall only arrive at PSB not more than

half hour of the scheduled delivery/collection time.

12)No vehicle parked at the Marshalling Yard longer than necessary (1 hr.). A vehicle

staying longer than the one (1) hour limit may be asked to leave the Marshalling Yard and will

not be permitted further entry.

7.2 Instructions for PSB. Jetty Traffic and Security Control

PSB Jetty just improved traffic and security control and implement in1st April 2020 as

following.

7.2.1 All vehicle must entry Marshalling Yard for security checked at CQ.2 by Security

guard.

7.2.2 Security guard will advise for standby Lane which 2 type of Parking area

1) Normal Parking Area is the area for Cargo truck and Trailer
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2) Reserve Lane / Fast Lane is the area for Bulk truck, MGO. Truck and Contractor

vehicle.

7.2.3 All drivers must be checked-in at CQ.3 for

1) Registration in Bit Visitor System by ID. card or license then take 1 slip

2) Full fill in record book including.

- Driver’s name

- Destination / Ship’s name

- ID. card or license number

3) Take movable PTTEP. Logo and also display at in front of.

7.2.4 For Cargo truck and Trailer once completed items 3)

1) Parking and Standby for next instruction from Tally Clerk (PTTEP) or Security

(CTEP) as proper time

2) During awaiting at Marshalling yard
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2.1) Tally Clerk (PTTEP) will check/inspect the cargo against the Cargo Manifest,

the condition of the CCUs, Certificate validity of CCUs, CCUs/Lifting gear, the cargo stowage

condition and Cargo lashings:

2.2) Vehicle/cargo not complying with any of the conditions above will not be

allowed to proceed to PSB Jetty

2.3) Upon being certified fit for entry to PSB Jetty, the Data Entry Clerk shall

indicate this in the Daily Vehicle Movement. Similar if a vehicle is certified unfit (either

certification and/or lashing), this shall also be indicated in the Daily Vehicle Movement

2.4) Jetty Officer will contact Data Entry Clerk to dispatch the required vehicles

to the Jetty when they are ready to backload cargo or unload cargo onto the vessels.

2.5) Data Entry Clerk will announce through the Marshalling Yard Public Address

System to dispatch the required vehicles to the jetty.

2.6) The driver of the vehicle will then proceed to the exit of the Marshalling Yard.

The security guard manning the exit will issue a Jetty Entry Pass to the driver who will then

proceed to the jetty entrance. On arrival at the jetty entrance, he will show the JEP to the security

guard manning the entrance. The security guard on seeing the JEP will raise the auto barrier

for the vehicle to proceed into the jetty.

2.7) The driver of the vehicle will proceed directly to the berth where the vessel

is and deliver or collect the cargo.

2.8) The Data Entry Clerk will record the Jetty Entry Pass # and highlight the row

to indicate that the vehicle has left the Marshalling Yard

2.9) On completion of delivery and/or collection of cargo, the driver of the vehicle

shall ensure that the cargo is properly lashed before leaving the jetty.

3) Once get instruction by Tally clerk, can direct to CQ.5 and step to CQ.6 for

- Alcohol checking,

- Body Temperature checking

- Weapon / Body scanning

- ID. card or license exchanging, then will take Visitor card / Entry Pass

7.2.5 Once Cargo operation completed; vehicle shall proceed to CQ.6

1) Turn back slip with signed by Tally Clerk (PTTEP) or Assigned personnel (CTEP)
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by Check-out for Bit Visitor System

2) Turn back Jetty Entry Pass

3) Turn back Visitor Card and take back ID. card or license

Reference A7-1 Cargo Delivery / Collection Form
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Reference A7 – 2 Sample of Delivery note / ticket
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Reference A7-3 Daily Vehicle Movement

Reference A7-4 Overnight parking request

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

APPENDIX A: JETTY OPERATION

Reference A7-5 Sample of CCU Certification
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Reference A7-6 Sample of lighting gear & ancillary Certification
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Reference A7-7 Container checklists
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Reference A7-8 Packing and lashing
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Reference A7-9 Jetty entry pass

Reference A7-10 Bit Visitor Slip and Jetty Gate pass / Visitor Card
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8.COMMUNICATION (PSB RADIO OPERATOR)

8.1 Instruction for vessel inbound and outbound communication and cooperation

8.1.1 Vessel inbound – PSB Radio must follow below instructions, with completed

documents and communication as required, for smooth and efficient operation.
1) Jetty activity report & Ahead plan Operation and Daily vessel movement schedule:

PSB Radio shall issue Jetty activity report & Ahead plan Operation and record on operation

white board for better communication and understanding among team.

2) Daily vessel movement schedule shall inform to SKL Pilot station via E-mail for

booking pilotage service.

3) Advised shipment: When receive Advised Shipment PSB Radio shall.

3.1) Forward E-mail in loop of Vessel inbound for distribution.

3.2) Sent SMS via AIS Smart messaging to PSB GROUP.

For example: M/V PACIFIC PICKLE DEP AQP 091800 ETA PSB JETTY 100800. 1 PAX.

3.3) Record information in Operation LOGBOOK.

3.4) Update on white board.

Remark: If not receive Advised shipment, PSB Radio shall follow up with offshore Radio operator

since the Vessel schedule may be changed or delay.

4) Revise ETA to pilot. - After receiving advised shipment, if the estimated time of Arrival

(ETA) of the vessel is different from ahead plan, PSB Radio shall revise and inform new ETA to

pilot station. Pilot boarding time may be changed or not depend on SKL Pilot. PSB Radio shall

coordinate with Jetty officer for operation workflow.

5) Three (3) Hours position report: - PSB Radio shall monitor and receive 3 hours

position from vessel proceeding to PSB Jetty via SSB. This information shall be recorded in

Positioning report log sheet.

6) VHF Radio contact: When vessel proceeding close to the entrance buoy, she will

contact PSB Radio via VHF channel 6. PSB Radio shall monitor and provide berth confirmation

and pilot boarding time to the vessel’s master. PSB Radio shall confirm with Jetty Officer before

providing information to vessel’s master. PSB Radio must keep communicate with both ends

and provide latest information available.

7) ROB request / Vessel Arrival Report (VAR) - Once the vessel alongside PSB jetty,

PSB Radio shall request the Remain on Board (ROB) following the request form. Then, PSB Radio
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shall complete VAR form and send to all concerned parties (in VAR loop) accordingly.

8) Send SMS and Log - After finishing ROB request and VAR has been sent, PSB

Radio must sent SMS via Smart messaging and log information in operation logbook.

8.1.2 Vessel outbound
1) Jetty activity report & Ahead plan Operation and Daily vessel movement schedule:

PSB Radio shall coordinate and communicate with jetty officer to get the most update Estimated

Time of Departure (ETD) (from Jetty activity report & Ahead plan Operation). PSB Radio shall

write on operation white board.

2) Pilot boarding time: Agent or PSB jetty will notify the SKL pilot 1 hour before ETD.

PSB Radio shall assist Jetty officer to confirm and verify the ETD if it is changed or delayed.

3) Vessel departure: PSB Radio shall monitor VHF channel 6 to assist PSB jetty officer

to relay any information from the vessel’s master.

4) Vessel Departure Report (VDR): For PTTEP charter vessel, PSB jetty personnel will

send VDR to PSB Radio after vessel departure. PSB Radio should check the correctness before

distributing the document to all concerned parties (in VESSEL OUTBOUND loop).

5) Send SMS and Log: Information in VDR must be sent via SMS and logged in the

OPERATION LOGBOOK.

For Example: M/V BOURBON MORRAKOT DEP PSB JETTY 101200 ETA WCD 110200.

NO PAX. RADIOACTIVE SOURCE CLASS#7 AT STBD SIDE STURN.

6) Three (3) Hours position report: PSB Radio shall monitor and receive 3 hours position

report from vessel proceeding outbound via SSB. This information shall be recorded in

Positioning report log sheet.
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8.2 Instruction for flight operation

PSB Radio is responsible to issue the flight watching report of each aircraft’s position

and report to all concerns.

8.2.1 Flight schedule: Keep monitoring only. Since Heliport unable communicate in

whatever reason, PSB. radio will represent. Once upon receiving the flight schedule from

Songkhla traffic, PSB Radio shall follow the instructions as the followings.

- Distributes the Flight Schedule to concerned parties (in Schedule Loop).

- Send SMS to Songkhla heliport Team.

8.2.2 Weather forecast: PSB Radio will regularly receive a weather forecast for PTTEP –

Arthit, Arthit North, BONGKOT, Great BONGKOT South fields from weather forecast contractor

via email. It is PSB Radio responsibility to check significant weather which relate to PTTEP fields

before distributing it to concerned parties (in Weather Forecast Loop). In case of bad weather,

PSB Radio shall closely monitor the weather forecast – to ensure safest operation.

8.2.3 Flight monitoring: PSB Radio shall monitor a flight from AIR GROUND with standby

frequency 129.450. Departure time, Compulsory Reporting Point, and Arrival time must be

logged in the Helicopter Operation Daily Record - for safety reason in case of emergency.

8.2.4 Flight checklist: Contractor will provide flight checklist and send to PSB Radio via e-

mail. Information in a flight checklist shall be filled in “Helicopter Operation Daily Record’’.

8.2.5 Helicopter Operation Daily Record: Helicopter Operation Daily Record is the report

which summarizes Helicopter Operation in a daily basis. It is PSB Radio responsibility to

conduct the report. This report includes information such as a Flight number, Aircraft

registration, ETD, ETA, Number of passengers, Route check point, and Destination for both

inbound and outbound flight.
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8.3 Vessel berthing PSB Jetty

PSB Radio must ensure that the correct information is communicated to the vessel.

8.3.1 Receiving and Mooring operation of the vessels alongside PSB jetty must be

conducted in the safest manner.

8.3.2 PSB Radio shall instruct master of vessel to berth the vessel at the jetty in

accordance with the Vessel Berthing Plan.

- Berth # 2 & 6 – Starboard side to jetty

- Berth # 1,3,4,5 – Port side to jetty

8.3.3 The exceptions to this berthing arrangement are request from master of vessel for

purpose of vessel repairs, installation, etc. and discharging/loading of cargo, which is beyond

the lifting rating of jetty cranes or as request to do so by PSB jetty personnel.

8.4 Vessel proceeding to PSB Jetty
8.4.1 PSB Radio must ensure that Master of every vessel proceeding to PSB Jetty

knows the procedure.

8.4.2 PSB Radio must ensure that the following communication channels is passed to

vessel’s master.

8.4.3 PSB Radio

1) SSB – Stations between the Gulf of Thailand and Fairway Buoy (3 nm from entrance

to Songkhla Harbor).

0000 – 2400 Hours 3785 kHz 24 Hours standby frequency

0000 – 2400 Hours 4595 kHz Backup frequency
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2)  VHF Channel – Vessels in vicinity of fairway Buoy and PSB on Ch. 6 – 156.300 kHz

At External Stations

Channel on

Radio

Channel

Number

Ship Transmit

MHz

Ship Receive

MHz
Use For

1 6 156.300 156.300 Marine

(PSB

2 11 156.550 156.550 PTT Terminal

3 13 156.650 156.650 Port Authority

4 14 156.700 156.700 Pilot

5 16 156.800 156.800 National

6 17 156.850 156.850 Chevron

3) Vessel on arrival at Fairway Buoy shall contact Songkhla Pilot on Ch. 14. On being

granted approval to proceed to PSB Jetty, Master shall call PSB Radio on Ch. 6 or by SSB.

4) In the event of failure to contact Pilot Office, Master shall call PSB Radio for

assistance.

8.5 Vessels movement at PSB Jetty

PSB Radio must ensure that vessel movement at PSB Jetty is under control.
8.5.1 PSB Radio must ensure that the following communication channels are passed to

vessel’s master. The frequencies for calling the various stations are as follows.

- VHF Channel – Channel - - 156.300 kHz

- SSB – To be used in the event of VHF failure

0000 – 2400 Hours   3785 kHz. 24 Hours standby frequency

0000 – 2400 Hours 4595 kHz Backup frequency

8.5.2 Vessel shall contact PSB Radio for departure, shifting berth or any movement at

PSB Jetty

8.5.3 . Vessel shall be cast off once get from PSB Radio

8.5.4 PSB Radio shall check with PTT Oil Depot for any vessel arrival and/or departure

movement and to coordinate such movement before ranting approval for vessel departing from

PSB Jetty.
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8.5.5 PSB Radio shall monitor vessel movement between Entrance Buoy and PSB Jetty.

Any alert or information received from Songkhla Harbor Department or relevant parties (Chevron,

PTT Oil Depot, etc.) pertaining to vessel safety shall be relayed to in- coming and/or out-going

vessels.

8.5.6 PSB Radio shall monitor that vessels proceeding to/from PSB Jetty do so at a speed

consistent with safe navigation and which will not endanger other vessels or structures or to

cause wake damage. Vessel that proceeds at speed above safe speed shall be immediate

instructed to reduce speed and the incident recorded in the operations Logged and reported

to Jetty Supervisor.

8.5.7 PSB Radio (in cooperation with Pilot) shall ensure that no vessels, boats, barges or

other watercraft of any kind are anchored in the turning area or channel to PSB or otherwise

obstruct navigation, except in cases of actual emergency. Vessel that anchors in these areas

shall be immediate instructed to clear and the incident recorded in the operations Logged and

reported to Jetty Supervisors.

8.5.8 PSB Radio shall ensure that no unauthorized vessels, boats, barges or other

watercraft are permitted to come alongside PSB Jetty and/or vessels alongside PSB Jetty. Any

unauthorized must be instructed to leave the jetty/vessel immediately. This shall be logged in

the Operations Log and reported to Jetty Supervisor immediately.

8.5.9 Once a vessel has departed PSB Jetty for anchorage or offshore field, it is deemed

that this vessel has departed PSB and Vessel Departure Report shall be sent accordingly.

8.5.10 Should this same vessel subsequently returned to PSB, it shall be deemed as a

new entry and Vessel Arrival Report (VAR) be sent accordingly.

8.5.11 All vessels movements shall be logged in the Operations Log.

8.6 Oil spill response contingency plan.

8.6.1 On spotting an oil spill, whether it is from PSB Jetty or any other source, the spotter

should immediately notify the PSB Radio and Jetty Officer at PSB Jetty.

1) PSB Radio Office: 074 338889 Mobile: 081 8270537

2) Jetty Officer: Office: +6674338815, +6674338817, +6674338824 and

Mobile: 089 9687050
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8.6.2 The spotter shall state the following:

1) Location of the spill

2) Source of the spill (if known)

3) Direction of flow.

4) Estimated size of the spill.

8.6.3 PSB Radio shall immediately contact the following:

1) Jetty Supervisor

2) Jetty Officer

3) Songkhla Base Manager

4) Safety Officer

5) IESG
8.6.4 EMERGENCYPROCEDURES

It is very likely the PSB Radio will be contacted, in any number of different

Emergency situation scenarios, with requests for support. PSB Radio must be aware this

could happen and be prepared. A copy of the Weekly PSB duty Roster sheet that

contains all contact details must always be available in the Radio Room.

It is the responsibility of the Songkhla Base Manager to prepare the PSB duty

Roster Sheet, ensure the contact details are correct and provide a copy for the PSB Radio

each week. Request for support can be basically divided into 2 sections i.e. events that

occur offshore or events than occur onshore. In both cases the PSB Radio will be required

to response immediately and in no case wait for a change of shift, or the next day.

8.7 Update emergency contact list.

Keep monthly update Emergency Contact List by calling check then submit to Jetty Supervisor

for review and approved then distribute every date 01st on each month to PSB Emergency

Response team.
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Reference A8 – 1 Emergency contact list



Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

APPENDIX A: JETTY OPERATION

9. OTHER SERVICE

9.1 SWITCHING ON HIGH MAST LIGHT

9.1.1Safety precautions

1) All safety precautions pertaining to operating with electricity shall be observed.

Operations other than switching on/off the high mast lights (i.e. maintenance operation) shall be

requested to PSB service team.

2) No operations shall be carried out in darkness or insufficient lighting. Personnel

engaged in any operations on the jetty shall have total visibility of the surrounding area he/she

is working in.

3) In the event of electrical power failure during night/adverse weather operations, all

work shall cease immediately until such time power is restored or when the emergency power

supply on the jetty is switched on.

9.1.2 Instructions

1) The high mast lights are only to be switched on during night operations and/or

during adverse weather condition, which limit visibility.

2) Only the necessary light(s) will be switched:

2.1) Berth # 1 & 2 – HML # 4

2.2) Berth # 2 & 3 – HML # 3

2.3) Berth # 3 & 4 – HML #2

2.4) Berth # 5 & 6 – HML #1

3) Jetty Officer/Jetty Foreman shall strictly adhere to the procedure for switching on

and off the high mast lights.

4) Each high mast light consists of two layers of lights – upper and lower layer. Each

layer has 10 x 2000 watt lights. For night and/or adverse weather operations, only the lower layer

needs to be switched on. However, should the Jetty Officer /Jetty supervisor find the lighting

insufficient, he may switch on the upper layer or adjacent high mast lights to ensure safe

operations?

5) The high mast light(s) shall be switched on during the night and/or adverse weather

condition limiting visibility for vessel(s) coming alongside the jetty. The light(s) shall be switched

off after vessel(s) is safely secured alongside and vessel(s) has switched on her deck lights.
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6) All four (4) high mast lights shall be switched during an emergency.

7) Jetty Officer/Jetty foreman are to report immediately to Jetty Supervisor any light,

which is not working.

Reference A9.1 – 1 Location of lights and Control Panel
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Reference A9.1 – 2 Steps to switching on the lights
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9.2 LIFTING OF PSB 2 INSTRUCTION

9.2.1 PSB 2 shall only be lifted with the specially designed lifting beam.

9.2.2 No cargo or heavy items shall be left inside the boat during lifting except boat’s gear

and fuel in the fuel tank.

9.2.3 The webbing slings shall be placed such that the boat is lifted horizontally both fore

and aft and, across.

9.2.4 Check and ensure all openings are closed with the correct plugs supplied.

9.2.5 The out boat motors (OBMs) should be tilted in the stored position.

9.2.6 Lift boat not more than 0.75 meters from the ground or just sufficient to clear any

obstruction.

9.2.7 Lower the boat gently onto the water until the webbing slings are slack. Remove the

webbing slings making sure that the after webbing slings does not get entangle with the OBM.

9.2.8 Ensure boat is properly secured to the pontoon and that at least two (2) rubber

fenders are in place.

9.2.9 Check all sea cocks (openings) are securely fastened and there is no water ingress.

9.2.10 Connect main OBMs and control panel cable to battery.

9.2.11 Lower the OBM into operating position, ensure both throttles at neutral

and start both OBMs. Allow OBMs to run for half an hour.

9.2.12 Check following operative:

1) Port and Starboard navigation lights

2) Mast head light

3) Horn (Siren)

4) All gauges (Speedo meter, Temperature, etc.)

9.2.13 Shut down both OBMs after half an hour and raise both OBMs to stored position.
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Reference A9.2 – 1 Lifting beam and slings
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9.3 IMO - ISPS CODE

9.3.1 Safety precautions

1) PSB Port Facility Security Plan (PFSP) is a CONFIDENTIAL document and is kept

by the Port Facility Security Officer (PFSO). A second copy is kept in the PSB Radio.

2) No vessel that is not ISPS compliance is permitted to berth at PSB Jetty.

3) Vessel that come from non-ISPS compliance port is also permitted to berthing.

9.3.2 Instructions

9.3.2.1 Jetty supervisor is responsible for the implementation of the ISPS code and to

appoint a port facility security officer (PFSO) whose duties shall be:

1) Conduct and initial comprehensive onsite security survey of the port facility

taking into account the relevant port facility security assessments (PFSA)

2) Ensure the development and maintain of the port facility security plan (PFSP).

3) Implement and exercise the PFSP.

4) Undertake regular security inspections of the port facility to ensure the

relevancies of appropriate security measures.

5) Recommend and incorporating as appropriate modifications to the PFSP in order

to correct deficiencies and to update the plan to take into account relevant change to the port

facility.

6) Enhance security awareness and vigilance of the port facility personnel.

7) Ensure that the security plans, procedures, systems, and equipment do not

compromise the safety of facility employees, tenants, contractors, and visitors.

8) Ensure adequate training has been provided to personnel responsible for the

security of the port facility.

9) Report to the relevant authorities and maintaining records of occurrence which

threaten the security of the port facilities.

10) Coordinate with other external security agencies as appropriate.

11) Coordinate implementation of the PFSP with the appropriate company Security

Officer (CSO)and Ship Security Officer (SSO)

12) Ensure that security equipment is properly operated, tested, calibrated, and

maintained.
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9.3.2.2 All other jetty personnel shall assist the PFSO in security matters at the jetty.

They shall report any matter that affects the security of the jetty and PSB facilities.

9.3.2.3The following shall deem to affect the security of the vessel:

1) Vessel that is not ISPS compliance.

2) Vessel coming from non-ISPS compliance port.

3) Vessel’s crew behaving in a suspicious manner.

4) Vessel’s crew loitering around in RESTRICTED AREA.

5) Boat behaving suspicious in close proximity of PSB Jetty

6) Diver(s) in close proximity of PSB Jetty; and

7) Any other unusual activities in close proximity of PSB Jetty and facilities.

9.4 SECURITY GUARDS

9.4.1 Qualified security personnel operate continuously to maintain:

1) Access and traffic control conduct perimeter patrols, surveillance of the entire port

facility and be an intrinsic part of the facility during all Security Levels.

2) Security personnel will report to the PFSO all deficiencies found i.e. lighting,

surveillance equipment and all security incidents as and when occurred.

3) Security personnel will also initiate emergency response for security and non-

security related incidents.

4) Security personnel are identified by their uniform and photo identification card,

which must be displayed on them at all times.

5) Additional persons will augment security personnel during increased Security

Levels

APPENDIX A: JETTY OPERATION
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9.4.2 Upgrading of Security Level

9.4.2.1 On receipt of Security Notice (Alert) from PSB Security guard, PSB. Radio shall

immediately inform:

1) Songkhla Base Manager

2) Port Facility Security Officer – Chaiyan Tongpech

3) All PSB Security Guard.

4) All vessels alongside PSB Jetty (VHF); and

5) All incoming vessels (VHF/SSB)

Remark: All Security guard and vessels are to acknowledge receipt of the message and upgrade

their Security Level accordingly.

9.4.2.2 In the event that the Security Notice (Alert) issued from HQ or Relevant Authority

is received after office hours and/or during Saturday, Sunday and Public holidays, the PSB

Radio shall immediately take action to inform:

1) Safety Officer on duty

2) Jetty Officer on duty

3) Port Facility Security Officer (PFSO) – Chaiyan Tongpech

4) Security Guard

5) All vessels alongside PSB Jetty (VHF); and

6) All incoming vessels (VHF/SSB)

9.4.2.3 In the event that the Security Level is upgraded to Security Level 3, contact

the Safety Officer and/or PSB Radio for instruction(s).

9.4.2.4 Should PSB be under attack or the immediate vicinity of PSB (PTT Oil

Terminal, Songkhla Deep Sea Port), is under attack PSB Radio is to instruct all vessels

alongside PSB Jetty to cast off.

9.4.2.5 Sample of the Security Notice (Alert) is shown in Annex 1.

9.4.2.6 The Security Level equivalent between PTTEP and IMO ISPS Code as follows.

9.4.2.7 Ensure all communications are properly logged in the Operations Log

9.4.2.8 Key Contact Telephone Numbers – Annex E
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9.4.2.9 The Security Measures to be taken for each Security Level is shown in

Appendices.

- Annex A – Security Notice (Alert)

- Annex B - Security Level 1

- Annex C – Security Level2

- Annex D – Security Level 3

Security Level Equivalent Condition
PTTEP/PSB ISPS Code

Green/Yellow Security Level 1 Normal operations

Orange Security Level 2 Heightened security posture

Red Security Level 3 Imminent security risk
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Annex A - Security Notice (Alert)

Annex B Security Level 1

This is the minimum security level. This security level indicates a possibility of a general threat

against PTTEPI Petroleum Development Support Base and vessels at its facility and that security

measures must always be maintained during normal working conditions.
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Annex C Security Level 2

Security Level 2 is established when intelligence from a reliable source has been received indicating

that a threat to ports/terminals has been given to a respective operating region, area or port or type of

vessel, although no “specific” target has been identified.

Annex D Security Level 3

Security Level 3 represents a high-level security threat against a specific target. This security

threat level represents the highest threat level, based on reliable intelligence agencies and indicates

that a specific vessel or port/terminal/base has been identified as a “Target” and that the threat is

highly probable or imminent.
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Annex E - KEY CONTACT TELEPHONE NUMBERS (monthly update)
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9.5 FRESH WATER SUPPLY

9.5.1 Prior to Vessel Alongside: Routine Preparation

a) 0600-0630hrs.: Water meter check and update by Support Team

b) 0730hrs.: Summarize and update the total amount of FW Jetty supplied to vessel

on previous day into online data base dashboard (POWER BI) by Officer on duty.

c) Initial contact from Vessel (ETA SKL Fairway Buoy)

To Confirm amount of FW requested from Vessel (Also base on ROB from Vessel

Departure Report) by Radio Room

9.5.2 Vessel Alongside at PSB Jetty:

a) After 0800hrs. Received PSB Fresh water availability information from data base

dashboard (Power BI) Updated by SKL Maintenance Team.

b) Confirm with Supply Vessel and Crew Boat for FW Jetty could supply by Officer on

duty and Vessel Acknowledged via VHF Radio.

c) Prior to transfer FW. Ship crew is responsible to report to PSB Jetty & Radio Room

before commencing transfer FW for records.

d) Connecting & Disconnecting water hose and on and off water meter valve is

responsible by Ship Crew and will be witness by Support Team.

e) During transferring FW, Water meter will be monitoring every single hour. (50 m3 /

hour.) by Support team.

f) Complete of transferring FW. Vessel must report to Jetty & Radio Room for the

actual amount of FW received by ship crew.

g) Commencing and completing time of transferring FW will be report by Vessel (Ship

Crew) to Radio Room & PSB Jetty.

h) Summarize the total amount of FW supplied to vessel at the end of the day and

prepare the information for the next day report (POWER BI) by Officer on duty.

**REMARK**

FW: Fresh Water

PSB Daily freshwater availability will be provide as daily basis by SKL Maintenance after

0800hrs. via data base dashboard (POWER BI).
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9.6 CONTACT OR DAMAGE TO PSB JETTY BY VESSEL

9.6.1 Safety Precautions

1) Any contact with the physical structure of PSB Jetty regardless of the severity must

be reported immediately and a damage assessment made by a qualified and competent

person.

2) PSB Jetty is constructed with the platform sitting on beams and plies. Any damage

to the beams and pile could result in corrosion to the reinforcement bars in these main structures

as seawater may penetrate through the cracks and do invisible internal damages. Immediate

repairs to these main structures must be carried out.

9.6.2 Instructions

1) Any vessel colliding with the jetty regardless of the severity must be reported to the

Jetty Supervisor immediately.

2) A detail assessment of the contacted area must be carried out by the Jetty Officer,

Safety Officer and the Master of the Vessel or his designated subordinate or agent.

3) A detailed report completes with photographs showing the damage area(s) to the

concrete structure, fender, etc. is to be submitted to the Jetty Supervisor within three (3) hours

of the incident.

4) This report must be signed by the Jetty Officer, Safety Officer and the Master of the

Vessel. One copy to be kept by the Master of the Vessel and the other copy to be submitted to

the Jetty Supervisor.

5) Jetty Supervisor must send the report to the Company’s Consultant for their

assessment immediately on receipt from the Jetty Officer.

6) In the event the incident happened after working hours, on weekends or during a

public holiday, Jetty Supervisor may depend on the severity of the incident, send the report on

the next working day.

7) In the event that the damage is severe, Jetty Supervisor, upon consultant and

approval from Songkhla Base Manager declare the jetty close and shall clear the jetty of vessels,

equipment and personnel.
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8) In the event the incident resulted in fatality to PSB personnel, contractor, vessel

crew, etc., the following actions must be taken immediately.

8.1) Contact the Marine Police to carry out an investigation.

8.2) Detain the vessel from leaving PSB Jetty until after the Marine Police

investigation and after authorization from them.

8.3) Inform Marine Department, Songkhla in case of pilot boarding on vessel which

contact or damage to PSB jetty, Jetty Officer shall immediately inform pilot to require Master to

sign Entering / Sailing /Shifting Form P1 (Ref. A6.5 - 1)

8.4) Songkhla Base Manager

8.5) Inform Bangkok legal and Insurance personnel.

8.6) Inform vessel’s agent.

9) Should personnel (PSB, contractor, vessel, etc.) falls (MOB) into the water during

the incident, immediately try to recover the person and if need be, launch the PSB boat Fairway2

to carry out the rescue.

10) If the MOB cannot be found on the water surface, contact diving company for

divers to search for the MOB. Every effort must be made to recover MOB immediately.

11) No vessel is permitted to enter or depart PSB Jetty during an incident that involves

MOB until such time the person has been recovered or approval given by Jetty Supervisor.

Inbound vessel shall be directed to hold at Fairway Buoy. Vessel already at PSB Channel shall

be asked to hold position at Buoy # 16 and to exercise extreme caution.

12) Should the incident result in fatality, Jetty Supervisor must immediately inform the

Songkhla Base Manager.

13) The following PTTEP Operation Assets must be immediately informed of the

closure and be instructed not to send any vessels to PSB Jetty

13.1) BONGKOT (BONGKOT North and BONGKOT South)

13.2) Arthit

13.3) Any third party which has prior booking for vessels for berthing at PSB Jetty

14) Jetty Supervisor shall request from Songkhla Base Manager approval to use

alternative jetty and inform all PSB Departments, contractors, etc. of the alternative

arrangement(s). More than one (1) jetty may be utilized.
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15) The following jetty may be used (only in extreme urgent cases):

15.1) Chevron Jetty/ Pratheep Jetty

15.2) Sawat Jetty

15.3) MPP Jetty

16) Jetty Supervisor shall immediately carry out the following:

16.1) Engage qualified and competent divers to carry out underwater inspection.

16.2) Contact Company’s Consultant to carry out assessment of the damage.

16.3) Inform Bangkok legal and Insurance Departments personnel.

17) Until a detailed assessment has been completed, the jetty shall remain close until

approval for use is issued by the Company’s Consultant.
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Reference A9.6 – 1 Contact/Damage Incident Form
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1.0 REFERENCE

1.1 PTTEP SSHE CONTROLLING DOCUMENTS

1.2 OTHER REFERENCE DOCUMENTS

Document Number Document Title

N/A

. . 2550

N/A

. . 2555

N/A

. . 2556

N/A

. . 2558

N/A

. . 2559

N/A

Document Number Document Title

11038-STD-SSHE-505-R02

Operational Safety Management Standard

Appendix B: Use of Personal Protective

Equipment (PPE)
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2.0 DEFINITION

2.1 GENERAL DEFINITION

Terminology Description

DDR
Damage/Discrepancy Report

DIRECT PO Direct Purchase Order ( )

MIV
Material Input Voucher

MMR
Materials Movement Request  (

Offshore)

OCTG Oil Country Tubular Good

PO Purchase Order

Physical Inventory Cycle

Count

RCR Reception Report

RES Reservation
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Terminology Description

IDR
Inventory Damaged and Discrepancy Report

STOCK PO Stock Purchase Order

UN1863
 4 

DAN Dispatch Advise Note

TO Transfer Order

3.0 PERSONNEL PROTECTIVE EQUIPMENT ( )

Operational Safety Management Standard 11038-STD-SSHE-505-R02 Appendix B: Use
of Personal Protective Equipment (PPE)

(PPE)  :-
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4.0 WAREHOUSE OPERATION for Normal Warehouse Operation

4.1 Incoming Material

4.1.1 New Material (Purchase Order)

4.1.1.1 Stock Material

1. ( )

2.
 ( )

3.  ( )

4.  ( )

5.

6.

7.
 ( )

4.1.1.2 Direct Material

1.  ( )

2.

3.  ( )
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4.  ( )

5.  ( )

6.
( )

7.  ( )
 ( )

4.1.2 Return Material

4.1.2.1 Return Material ( )

1.  ( )
DAN MMR

2.  ( )
 ( )

3.

5.

6.
 ( )
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Reference B4.1 – 1 DAMAGED AND DISCREPANCY REPORT (DDR):
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Reference B4.1 – 2 MATERIAL MOVEMENT REQUEST (MMR): (
OFFSHORE)

APPENDIX B: WAREHOUSE OPERATION

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

Reference B4.1 – 3 DISPATCH ADVISE NOTR (DAN):
( ONSHORE)
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Reference B4.1 – 4 RECEPTION REPORT (RCR):
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Reference B4.1 – 5 TRANSFER ORDER (TO):
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Reference B4.1 – 6 MATERIAL INPUT VOUCHERS:
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Reference B4.1–7 DAN (DISPATCH ADVISE NOTE) (
ONSHORE)
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4.2 OUTGOING MATERIAL

4.2.1 GOODS ISSUE REFERENCE RESERVATION AND PROVIDE TO VENDOR
REFERENCE PO SUBCONTRACT:

.

1.

2.

3.  ( )

4.  ( )
 ( )

5. write off Inventory Management HQ
 ( )
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Reference B4.2 – 1 MATERIAL MOVEMENT REQUEST (MMR) (
OFFSHORE)
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Reference B4.2 – 2 DAN (DISPATCH ADVISE NOTE) (
ONSHORE)
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Reference B4.2 – 3 TRANSFER ORDER (TO)
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Reference B4.2 – 4
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Reference B4.2 – 5 Write off.
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4.3 YARD OPERATION

4.3.1

1.  ( )

2.
 ( )

3.  ( )
Third party Inspection report

4.  ( )

5. Third party

6.

7.
 ( )

8.  ( )

4.3.2

1.  ( )

2.
 ( )

3.  ( )
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4.

5.

6.
 ( )

4.3.3 (GOODS ISSUE REFERENCE
RESERVATION)

1.
 ( )

2.  ( )

3.  ( )

4.3.4

1. Job Safety analysis
(JSA) Hazard identify Tools (HIT Card)

2. Routine Lifting Plan

3.

4.3.5 (CRANE OPERATOR),
(SIGNALER), (RIGGER) (FOREMAN)

4.3.6
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4.3.7  ( )

4.3.8
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 ( )

/
/

/ / /

30" 3 12 36 7000 252000

20" 4 18 72 1692 121824

13-3/8" 7 27 189 1250 236250

9-5/8" 9 36 324 800 259200

7" 12 50 600 600 360000

5" 15 60 900 400 360000

4-1/2" 3 360 1080 270 291600

3-1/2" 4 360 1440 180 259200

2-7/8" 4 462 1848 120 221760



APPENDIX B: WAREHOUSE OPERATION

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

4.3.9

1.
10 15 3-4

(1 Rack) 3.5 (Rack)
1.5-2 8-10

2. 10
300 x 300 400 x 400

3.

30” 20” 13 3/8” 9 5/8” 7” 4 ½” 3 ½” 2 7/8”
3 or 4 3 or 4 3 or 4 3 or 4 3 or 4 4 4 4

4. 5.5 4
2

5. 4 7 4

6. 3

7.

4.3.10

(REFERENCE B4.3 –
7,B4.3 - 8)
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4.3.11
(REFERENCE B4.3 - 6)

Reference B4.3 – 1 RECEPTION REPORT (RCR):
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Reference B4.3 – 2 MATERIAL INPUT VOUCHER (MIV):
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Reference B4.3 – 3 DAN (DISPATCH ADVISE NOTE) ( )
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Reference B4.3 – 4 MATERIAL MOVEMENT REQUEST (MMR) (
OFFSHORE)
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Reference B4.3 – 5 TRANSFER ORDER (TO):
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Reference B4.3 – 6 YARD WEEKLY CHECK LIST:
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Reference B4.3 – 8 Yard 2
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4.4 CHEMICAL HANDLING AND STORAGE

4.4.1

1.  ( )
SDS

2.  ( )

4.4.2  (
)

. . 2550

1.
. . 2550

1( ) 6.2( )
7( )
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2.

GHS (
11003-STD-SSHE-590-005-R02 6.4)

1) Pictograms( )

2) Signal word e.g. danger/warning ( / )

3) Hazard Statements( )

4) Precautionary statements( )

5) Product identifier( )

6) Supplier identification( )

7) Any other additional information( )

3.  ( )

4.

.1

5.  ( )

6. ,  (
)

7. ,  (
)
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8.  ( )
Reference B3.4 - 8

9.

10.  ( )

4.4.3

1. )Disallow any people who do not
involve enter the chemicals and dangerous object storage area.(

)

2.

3.

4.

5.

6.

4.4.4 2
( . . 2550) : -

1.

1.1 ( )
90

1.2 ( )
5 10

90
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1.3 2A 3A 3B

1.4 2A 5

1

1.5 3A , 3B 10
1 %

1.6 1 , 2 B , 4.1 A , 4.2 , 4.3 ,5.1 ,
5.2 6.1

2. (Segregate Storage)
2

. . 2550
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4.4.5

4.4.6

1.
074 338889 8889

2. PSB Emergency and
Crisis Response Plan

3.
Reference B4.4 - 4

Reference B4.4 – 1 RCR REF. P.O
SDS
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Reference B4.4 – 2 SDS Information ( )

1)

2) Hazards identification( )

3) Composition/information on ingredients( )

4) First-aid measures( )

5) Fire-fighting measures( )

6) Accidental release measures( )

7) Handling and storage( )

8) Exposure controls/personal protection(
)

9) Physical and chemical properties( )

10) Stability and reactivity( )

11) Toxicological information( )

12) Ecological information( )

13) Disposal considerations( )

14) Transport information( )

15) Regulatory information( )

16) SDS (
)
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Reference B4.4 – 3 GHS
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Reference B4.4 – 4 The GHS Label Sample ( GHS)
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Reference B4.4 – 5 The Chemical storage regulations ( )
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Reference B4.4 – 6 Spill Kit

1
(

)
6

2 ( ) 6
3 6

4 Nitrile rubber 12

5 4

6 3

7 5
8 3M N95 1

9
3M6009 3M6007

Exp (……/……../…….)
6

10 3M6006 Exp (……/……../…….) 6

11 1
12 2
13 2
14 2
15 2
16 2
17 5
18 125 2
19 2
20 1
21 1
22 5
23 2
*24 4

* 24 Chemical Transit area
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Reference B4.4 – 8 Weekly Chemical Storage Checklist

WEEK No./Date: Warehouse No.:

AREA TO BE INSPECTED
STATUS

REMARK
YES NO

CHEMICAL ROOM
CLEANLINESS HOUSEKEEPING
LIGHTING
FLOOR / GROUND INTEGRITY
EYEWASH STATION GOOD FUNTIONAL
DRIP TRAY IN GOOD CONDITION
OTHERS

VENTILATION
FIRE EXTINGUISHER IN ORDER
SDS AVAILABLE
SPILL KIT / PPE
SEGREGATION
DRUMS / CANS CONDITION
STORAGE SHELVES

RACK IN GOOD ORDER
ALL STACK STABLE AND SECURE AGAINST FALL
AREA CLEAN AND NO DRIPS
SPILL CONTIANMENT SUMP (NO WATER)

OTHERS

SUGGESTION

CHECKED BY: DATE:
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4.5 GAS STORAGE AND HANDLING

4.5.1

1.  (
) , ,

2.

1. Hydrostatic test

2. Certificate of Analysis or Certificate of Conformity

3. Certificate of Purity

4. SDS

3. Inspection Team

3.1 Compressed Gas Cylinder Inspection

3.2 DDR
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4.5.2  ( )

4.5.2.1 (LPG)

4.5.2.2 , , , , , CO2,
Freeon

(Freon)
( )
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4.5.2.3

4.5.2.4 , ,

4.5.2.5

4.5.2.6

4.5.2.7

4.5.2.8
Gas storage weekly checklist (Reference B4.5-

1)

4.5.3

LPG

User Rack
CCU Pre-Trip Inspection Checklist (Reference B7.3-5)

(Rack)

074
338889 8889
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Reference B4.5 – 1 Gas Storage Weekly Checklist

Gas Storage Area Weekly Checklist

PSB Warehouse Gas
storage area

Gas storage area

-

SDS
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Reference B4.5 – 2 Certificate of Analysis
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Reference B4.5 – 3 Certificate of Conformity or Certificate of Purity
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Reference B4.5 – 4 Hydrostatic test
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Reference B4.5 – 5 Safety Data Sheet (SDS)
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4.6
RESERVATION

4.6.1 SERVICE ORDER (S.O)

4.6.2 LOCAL
TRANSPORTAION REQUEST ( )
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4.5.3 LOCAL 3rd PARTY
LOCAL 3rd PARTY

CARGO MANIFEST
CARGO MANIFEST

5.0 MATERIAL CYCLE COUNT

5.1 Physical Inventory Cycle Count

1.

2.

3.

4.

5.
IDR

6.
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Reference B5.1 – 1 YEAR COUNT PLAN:

Reference B5.1 – 2 DAILY Count Sheet:
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Reference B5.1 – 3 INVENTORY DAMAGED AND DISCREPANCY REPORT (IDR):
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Reference B5.1 – 4 MONTHLY CYCLE COUNT REPORT:
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6.0 WAREHOUSE OPERATION for Free Zone  Warehouse Operation

6.1 Incoming Material ( )

1.

2.

3. Material Input Voucher

 ( )

4.  ( )

Cargo Physical

Inspection Form

5.  ( ) Material Input

Voucher

SAP

6. (Transfer Order)

( )

SAP

APPENDIX B: WAREHOUSE OPERATION

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

Reference B 6.1.1
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Reference B 6.1.2
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Reference B 6.1.3
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Reference B 6.1.4 Material Input Voucher (MIV)
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Reference B 6.1.5 (Transfer Order)
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6.2 Outgoing Material ( )

1.

2.

(Transfer Order) (

)

3.

4.

5.
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Reference B 6.2.1 (Transfer Order)
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Reference B 6.2.2
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Reference B 6.2.3



APPENDIX B: WAREHOUSE OPERATION

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

Reference B 6.2.4 (Dispatch Advise Note)
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6.3 Customs Report ( )

 2  30  31 
 30 

 1  1  30

 2  1  31
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Reference B 6.3.1  22/2565

APPENDIX B: WAREHOUSE OPERATION

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

Reference B 6.3.2



APPENDIX B: WAREHOUSE OPERATION

Revision No:03 UNCONTROLLED when printed,

visit PSB SSHE Document Center for latest version.

Reference B 6.3.3
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Reference B 6.3.4
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6.4 Physical Count ( )

1.

2.
3.

4.
5.
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Reference B 6.4.1
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Reference B 6.4.1  ( )
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6.5 Chemical Storage and handling ( )

4. Warehouse Operation 4.4.2
4.4.6

6.6 Tubular Storage and handling ( )

 4. Warehouse Operation 4.3 YARD OPERATION
 4.3.4 4.3.11

6.7 Temporary Exit ( )

6.7.1

1.

2.

(Temporary Exit Form)  (

)

3.  ( ) 

4. /

 ( )

5. (

) SAP

6.7.2

1.

2. /
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 ( )

3.

(Temporary Exit Form) Material Input Voucher  (

)

4.  (

) SAP

5. SAP
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Reference B 6.7.1 (Temporary Exit Form)
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Reference B 6.7.2 /
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1.0 REFERENCE

1.1 PTTEP SSHE CONTROLLING DOCUMENTS

1.2 OTHER REFERENCE DOCUMENTS

Document Number Document Title

12119-STD-009-R01 Password Usage Rule

12157-GDL-DRT-003-R00 Guidelines in respecting and protecting other

employees’ personal information.

12119-STD-003 Information Confidentiality Standard

12119-STD-014-R01 Local System Administrator Privilege Security

Governance)

12119-STD-007-R01 Internet Usage Rule

12119-STD-011-R01 Secure Development Rule

12206-STD-004-R03 E-Mail Usage Standard

12119-PDR-008-R0 Classification and Handling of information

Procedure

12119-STD-005-R03 Information Backup Standard)

12119-STD-008-R01 Cryptography and Key Management Rule)

12119-STD-010-R01 Software Usage Rule

12119-PCY-003 Cyber Security Policy

12119-STD-011-R01 Secure Development Rule

Document Number Document Title

 NIL

 PTTEP BIT Guidelines

http://ep-

 intranet/hrs/sites/hit/library/Guideline/Forms/AllItems.aspx
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2.0 DEFINITION

2.1 GENERAL DEFINITION

Terminology Description

HIT CARD
Hazard Identification & Toolbox Card

DDC
Defensive Driving Course

OCIO Office of the Chief Information Officer

ODC Digital Center of Excellence Department

PTT Digital
The company provide innovative technology to accelerate higher

business performance for PTT Group

IFM/T
The department in charge of telecommunication and

infrastructure

PSB IT PTT Digital delegated onsite supporting team

End-Users
Employees having permission to access and use the corporate

information system and network

2.2 ACRONYMS

PPE Personal Protective Equipment

PSB Petroleum Development Support Base (Songkhla)

 ( )

PTW Permit To Work
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SDS Safety Data Sheet

IT Information technology

JSA Job Safety Analysis

UPS Uninterruptible Power Supply

RF Radio Frequency

SSB Single Side Band

EMR Electromagnetic Radiation

SAR Specific Abortion Rate

RFTA Radio Frequency Transmitting Apparatus

MHz Mega Hertz

GHz Giga Hertz

NBTC
The National Broadcasting and Telecommunications

Commission

RAS Remote Access System

VPN Virtual private network

SOC Security Operations Center

SIEM Security Information and Event Management
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3.0 MAINTENANCE ACTIVITIES

 Maintenance Activities  PSB SKL

PREVENTIVE MAINTENANCE PLAN 

3.1 SEPTIC TANK MAINTENANCE AND CLEANING

It is the responsibility of maintenance team to ensure the septic tank is well

maintained and emptied periodically as required. The maintenance is outsourced by a

service contractor and the work steps are as follows.

3.1.1 Maintenance service officer will be responsible for maintenance activities once

required as Preventive Maintenance Plan 

.

• Conduct a Toolbox Talk completed with HIT Card

 HIT card

•  Put on all personal protective equipment as specified in the list.

•  Checking of water leaking all over septic tank area.

• Checking of air pump working condition.

• Checking of septic tank cover condition.

• Open the septic tank cover, check for cleanliness of media and waste decay

condition in the tank.
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• In case of non-compostable waste found, it must be segregated by wire mesh and

dispose as general waste.

• Tightly close the septic tank cover

• Record the septic tank checking activities.

• In case of any abnormality found, report to the team leader promptly by using the

recorded checklist.

3.1.2 Septic tank cleaning will be conducted by an outside contractor (schedule of septic

tank cleaning plan is refer to the result of visual inspection)

 (

)

 2  EIA

• Hiring of outside contractor shall be complied with Appendix for Procurement

Support operation.

 Appendix for Procurement Support operation

•  Conduct a Tool Box Talk with the contractor prior to work.

 (Tool Box Talk) 

•  Barricade off the area to prevent trespassing.

• Contractor workers put on all personal protective equipment as specified in the list.

• Turn off the air pump.

• Open the cover of the tank, remove out the from the working area, dispose.

APPENDIX C: FACILITY OPERATION

Revision No: 03 UNCONTROLLED when printed,

Visit PSB SSHE Center for latest version.

•  While pumping out the septic tank, inspect condition of the tank to ensure it does

not leak.

•  Visually inspect the tank for cracks or collapse and repair as necessary

•  Tightly close up the septic tank cover and remove the barrier.

•  Check for the water level in septic tank after 2 days of cleaning and turn on the air

pump

 2

3.1.3  Safety requirement ( )

•  JSA – 

• PTW – 

• Risk assessment – septic tank, toxic liquid, bacteria– -

, ,

•  Tool Box Talk – 

•  SDS – 

3.1.4  Safety protective equipment ( )

•  Helmet 

•  Clear safety glasses 

• Leather gloves. 

•  Safety shoes 
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Reference C3.1 – 1 SEPTIC TANK PREVENTIVE MAINTENANCE PLAN

                    2 
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Reference C3.1 – 2 SEPTIC TANK MONTHLY CHECKLIST

( )

3.2 AIR CONDITION

It is the responsibilities of Maintenance Team to ensure that the air conditioners are in good

condition and ready to work. The preventive maintenance and cleaning are organized by the

Maintenance Team. The following instruction shall be taken for air conditioning maintenance.

  

3.2.1 General maintenance and repair is in charge of maintenance service officers.

• Users have to submit work request via PSB Work Request System to Maintenance

Team.

• Conduct a Toolbox Talk completed with HIT Card
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 HIT card

• Put on all PPE i.e. Helmets, Clear safety glasses, Respirator masks etc. as specified

in the list.

• In case repair was able to fix problems, assign a technician to visually inspect and

repair.

• A/C units will be isolated by an electrical technician before servicing begins shall be

complied with Work Instruction for Lock Out Tag Out

. .

 Work Instruction for Lock Out Tag Out

• Remove the Log-out Tag-out and turn on electrical system for air conditioner system

test.

 Log out tag out 

• After check and cannot be repaired, hiring of outside contractor shall be complied

with Appendix for Procurement Support operation

 Appendix

for Procurement Support operation 

• The maintenance team must deliver the broken units to the scrap area.

• Any wastes associated with the operation must be disposed of in the provided bins.

The hazardous waste i.e. oily rags, refrigerant oil must be disposed in the red rubbish

skip for hazardous waste. If in doubt, contact your supervisor.
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  3.2.2  Air conditioning maintenance and repair which has planned maintenance will be

conducted by an outside contractor.

 ( )

• Hiring of outside contractor shall be complied with Appendix for Procurement Support

operation

 Appendix for Procurement Support operation

• Conduct a Toolbox Talk completed with HIT Card

 HIT card

• Contractor workers arrive with the pump truck equipped with PPE.

• A/C units will be isolated by an electrical technician before servicing begins shall be

complied with Work Instruction for Lock Out Tag Out

. .

 Work Instruction for Lock Out Tag Out

• Air conditioners should be inspected, cleaned, filled up refrigerant, always check the

condition and be ready to work.

• Remove the Log-out Tag-out and turn on electrical system for air conditioner system

test

 Log out tag out 

• In case of any abnormal operation, contractor must report to supervisor immediately

for implement.

• Upon completion of the service, the A/C will be switched on and contractor submit

the service summary report and job deliver document as well.

. .

3.2.3 Safety requirement ( )
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 • JSA – 

 • PTW – 

• Risk assessment – Electricity, Work at height - 

 • Toolbox Talk – 

 • SDS – 

3.2.4 Safety protective equipment ( )

 • Helmet 

 • Clear safety glasses 

 • Leather gloves. 

 • Safety shoes 

3.2.5 Training ( )

 • Basic Electrical Training ( )

 • Log Out Tag Out ( )
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Reference C3.2 – 1 PREVENTIVE MAINTENANCE AIR CONDITION PLAN

 1  3 
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3.3 DIESEL GENERATOR 

It is the responsibility of the maintenance team to ensure that the generator is inspected

and maintained for a specified period. Weekly inspections will be performed by maintenance

staff and the annual maintenance will be performed by external contractors. Follow the steps

below.

NOTE: The helicopter power supply is not under the responsibility of the maintenance

department. The PTTEP Petroleum Development Support (PSB)

:

. . (PSB)

3.3.1 Maintenance service officer will be responsible for maintenance activities. (Once required

as preventive maintenance plan – weekly check list)

 (

)

• Conduct Toolbox Talk and prepare HIT card before work is started.

• Follow all safety instructions in the manufacturer’s manual.

• Only qualified electricians should operate the equipment.

• Be careful not to touch hot surface or high temperature oil.

• Do not refill the fuel tank when the engine is hot or running.
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• The drip tray must be used where necessary during maintenance operations, the

operations should be performed with all precautions taken to prevent any spillage

which may seep into the soil or drainage system.

• Any spill should be cleaned up immediately to prevent oil going to drainage system. In

case of spill (e.g. leak of diesel storage tank), the PSB Spill Contingency team carried

out as PSB Emergency and Crisis Response Plan Procedure

• Put on all personal protective equipment as specified in the list.

• Checking of water leaking all over septic tank area.

• The system is inspected must have at least two staffs controlled.

• Cut off the current distribution system from generator for protecting hazard from reverse

electrical current while testing the generator.

• Check the condition of diesel generator and other lists as specified in checklist.

 ( )

• Record the inspection result in Diesel Generator Checklist.

 ( )

• In case of any abnormal activities, report to supervisor immediately with Diesel Generator

Checklist.
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3.3.2 Diesel generator preventive maintenance will be conducted by an outside contractor

(schedule of preventive maintenance plan is refer to annual maintenance plan)

• Employ contractors according to the Appendix for Procurement Support operation.

 Appendix for Procurement Support operation

• A work permit shall be issued before commencing the job.

 JSA  HIT CARD 

• Conduct a Toolbox Talk with the team.

 (Tool Box Talk)  PSB 

• Contractor workers arrive with the pump truck equipped with PPE.

(JSA)

• Follow all safety instructions in the manufacturer’s manual.

• Only qualified electricians should operate the equipment.

• Be careful not to touch hot surface or high temperature oil.

• The drip tray must be used where necessary during maintenance operations; the operations

should be performed with all precautions taken to prevent any spillage which may seep into

the soil or drainage system.

• Any spill should be cleaned up immediately to prevent oil going to drainage system. In case

of spill (e.g. leak of diesel storage tank), the PSB Spill Contingency team carried out as PSB

Emergency and Crisis Response Plan Procedure
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• Cut off the current distribution system from generator for protecting hazard from reverse

electrical current while testing the generator.

• After annual check, the air filter, oil filter, changing engine oil and cooling water etc. are

deteriorate. So, it should be changed.

,

• Contractors inspect the operation of generator and report results to Maintenance Team.

• The waste from maintenance i.e. lubricating oil, oily rags and etc. must be disposed off as

hazardous waste. It should be collected by Contractor.

.

3.3.3 Safety requirement ( )

• JSA – 

• PTW – 

• Risk assessment –  Electricity, Diesel Fuel, Noise 

 – , ,

• Toolbox Talk – 

• SDS – 

3.3.4 Safety protective equipment ( )

• Helmet 

• Clear safety glasses 

• Ear plugs/Ear Muff /

• Safety gloves 

• Safety shoes 
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Reference C3.3 – 1 DIESEL GENERATOR CHECKLIST (

)
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Reference C3.3 – 2 DIESEL GENERATOR RUNNING & FUEL RECORD

(  Generator)
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3.4 DRAINAGE CLEANING 

3.4.1 Instruction 

It is the responsibility of maintenance team to ensure drainage cleaning periodically as

required in yearly. The cleaning is outsourced by a service contractor and the work steps are

as follows:

:

• Employ contractors according to Appendix for Procurement Support operation.

 Appendix for Procurement Support operation

• Conduct Tool Box Talk with contractors before work is started.

• Barricade off the area or signs  to prevent trespassing.

• Ensure that contractor workers arrive with a pump truck equipped with PPE.

• Open the cover of the drainage tank and remove from the working area.

,

 “

”

• Flush and wash down drainage system with fresh water into the de-oilers.

• Close drainage cover.

Remark: Drainage cleaning (trench) is recommended at least once per year depending on

inspection results. This is to ensure there is no sediment build-up in the system which could

cause a blockage of the drains.

:
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3.4.2 Safety requirement ( )

• JSA – 

• PTW – 

• Risk assessment – confine space, toxic liquid, bacteria– 

, ,

• Tool Box Talk – 

• SDS – 

3.4.3 Safety protective equipment ( )

• Helmet 

• Clear safety glasses 

• Leather gloves. 

• Safety shoes 

3.5 GRINDER AND BENCH GRINDER 

It is a responsibility of maintenance team to ensure that portable and static grinders are well

maintained and be ready for use when required. The instructions are as follows:

3.5.1 Grinder ( )

• Prior to starting work, all equipment must be checked to ensure that they are in a good

condition and ready to be used.

• Prepare hot work permit for all arc welding unless it is workshop routine work.

• Prepare equipment requisition form for portable grinder to storekeeper
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• Conduct a Toolbox Talk with the team.

 (HIT CARD)

• Put on all personal protective equipment as specified in the list.

(JSA)

• Prior to grinding a piece of work, ensure that it is properly and tightly secured with clamps.

• Store fire extinguishers at proper locations to be used in emergency situations and a fire

watch man must be assigned to monitor flammable incidence.

• Working area must be in a safe, dry and hygienic condition with adequate airflow.

• Prior to working near flammable objects, the activities must be permitted by safety officer.

• Do not modify any parts of equipment which are made by manufacturers, e.g. no removing

of protective masks or handles of grinders.

• After finish using grinder, clean it up and store in proper area.
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3.5.2 Bench grinder ( )

• Prior to starting work, all equipment must be checked to ensure that they are in a good

condition and ready to be used.

• Put on all personal protective equipment as specified in the list.

• Store fire extinguishers at proper locations to be used in emergency situations and a fire

watch man must be assigned to monitor flammable incidence.

• Switch on the static grinder and ensure that it has been installed stably and securely.

• Install breaker and ground wire.

• Ensure that there are no obstacles in the working area.

.

• Do not modify any parts of equipment which are made by manufacturers, e.g. no removing

of protective masks or handles of grinders.

• After finish using grinder, clean it up and store in proper area.

Remark .

In case of outdoor using by maintenance team, record activities log into the log book. For

non-maintenance section users, it is required to prepare a tools request form to storekeeper.
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3.5.3 Safety requirement ( )

• JSA – 

• Risk Assessment - Electricity, Rotating Equipment, Sharp/cutter Subject, 

 – , , ,

• PTW –  ( )

• Toolbox (HIT) Card – 

3.5.4 Safety protective equipment ( )

• Helmet 

• Safety clear glasses 

• Safety face shield 

• Mask 

• Ear muffs/Ear plug /

• Safety Gloves (Long sleeve) 

• Safety shoes 

• Coverall 

• Leather apron 
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Reference C3.5 – 1 GRINDER MONTHLY CHECKLIST ( )

      Reference C3.5 - 2 BENCH GRINDER MONTHLY CHECKLIST

( )
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Reference C3.5 - 3 GRINDER PRE-USE Inspection ( )
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Reference C3.5 - 4 BENCH GRINDER PRE-USE Inspection (

)
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Reference C3.5 – 5 GRINDER WORK INSTRUCTION ( )
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Reference C3.5 – 6 BENCH GRINDER WORK INSTRUCTION ( )
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3.6 MAINTENANCE WORKSHOP AND STORE ROOM 

The process of controlling the inventory request is correct and safe from the maintenance

staff as follows.

3.6.1 Maintenance shop management 

• Maintenance staff to be informed of Toolbox (HIT) Card of operations.

• Wear Personal Protective Equipment

 (PPE)

• Properly allocate equipment storage area and classify by equipment function with labels

posted to indicate types of equipment.

• It is the responsibilities of all maintenance staff for taking care of building.

• Prior to starting work, all equipment must be checked to ensure that they are in a good

condition and ready to be used. If any problems are occurred should be reported

immediately to your supervisor.

• After activities finished, all tools must be cleaned up and properly stored.

• All spills shall immediately be cleaned up by employees properly trained.

• Garbage or waste from work shall be classified and put into the correct bins
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3.6.2 INVENTORY MANAGEMENT 

• Only authorized storekeepers are allowed to enter storage areas. Other users must be

allowed by storekeepers.

• Wear Personal Protective Equipment

 (PPE)

• Personnel shall wear back support at all times when lifting up heavy materials.

• Properly allocate equipment storage area and classify by equipment function with labels

posted to indicate types of equipment.

• Parcel disbursement Make a receipt for tools and equipment from the storage staff.

• Storekeepers must check status of tools before and after use.

-

• Check the on-hand inventory every week to purchase the requested product.

3.6.3 Safety requirement ( )

• Toolbox (HIT) Card – 

• SDS – 

3.6.4 Safety protective equipment ( )

• Helmet 

• Safety gloves 

• Safety Shoes 

• Safety glasses 

• Mask 

• Coverall 



APPENDIX C: FACILITY OPERATION

Revision No: 03 UNCONTROLLED when printed,

Visit PSB SSHE Center for latest version.

Reference C3.6 – 1 Tools request ( )
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Reference C3.6 – 2 Inventory Request ( )
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Reference C3.6 – 3 MAINTENANCE WORKSHOP LAYOUT (

)

Reference C3.6 – 5 STOREROOM LAYOUT ( )
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Reference C3.6 – 4 STOREROOM LAYOUT ( )
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3.7 ARC WELDING 

3.7.1 THE CORRECT AND SAFE OPERATION PROCEDURES ARE AS FOLLOWS.

• Hot work permit to be made out for all arc welding unless it is routine in the workshop.

• Conduct a Toolbox (HIT) Card with the team.

 Tool Box (HIT) Card 

• Put on all personal protective equipment as specified in the list.

• Prior to starting work, all equipment must be checked to ensure that they are in a good

condition and ready to be used.

 regulator, Flash back 

• In case of working near flammable objects, measure the quantity of gas in the air by using a

gas detector.

• If a welding machine is used in a high-rick area such as a chemical storage area Areas

near flammable object or areas prone to sparks the vapor content of the gas must be

measured by safety personnel before starting work.

• Store fire extinguishers at proper locations to be used in emergency situations.

• Cordon off working area

• Use fire blankets or screens to protect surrounding equipment and area from heat and

sparks.
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• Use the correct type of grinding equipment for the correct purpose of each job category,

e.g. using cutting disc for cutting work and using grinding disc for grinding work.

• Do not modify any parts of equipment which are made by manufacturers, e.g. no removing

of protective masks or handles of grinders.

• After finish using grinder, clean it up and store in proper area.

Remarks

• Always keep the cylinder valve closed between jobs

• Do not rest the torch inside pipe or a confined space with the cylinder valve in the open

position.

/

• Always make sure bottles are secured.

,

• In the case of using a metal welding machine outside the maintenance building Make a

receipt for tools and equipment from the storage staff.

3.7.2 Safety requirement ( )

• JSA – 

• Risk Assessment - Electricity, Rotating Equipment, Sharp/cutter Subject, Arc Welding,

Gas Cutting  – , ,

, ,

• PTW –  ( )

• Toolbox (HIT) Card – 

3.7.3 Safety protective equipment ( )

• Welding helmet 

• Respirator mask 
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• Leather gloves. 

• Safety arm Sleeve (Long sleeve) 

• Safety shoes 

• Coverall 

• Leather apron 

3.7.4 Welder qualification requirement. ( )

         • Welding workers must have an educational level. Professional Diploma or Advanced

                 Vocational Diploma ( , )

         • Welding workers must have at least 2 years of welding experience. (

 2 )

         • Welding workers must complete at least 30 hours of welding skill upgrading training.

               (  30 )

         • Welding workers must be creative. ( )

         • Welding workers must have good technical skills. (

                )

         • Welding workers must be knowledgeable in all aspects. (

              )

         • Welding workers must be smart in their work. ( )

         • Welding workers must have self-confidence. ( )

         • Welding workers must have diligence, patience, and perseverance. (

)

         • Welding workers must have good personality and human relations. (

)

         • Welding workers must be honest. ( )

         • Welding workers must be responsible. ( )
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Reference C3.7 – 1 WELDING MACHINE Pre-Use Inspection (

)
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Reference C3.7 – 2 WELDING MACHINE MONTHLY CHECKLIST (

)
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Reference C3.7 – 3 WORK INSTRUCTION ( )
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3.8 FLAME CUTTING  ( )

3.8.1 The correct and safe operation procedures are as follows.

• Hot work permit to be made out for all arc welding unless it is routine in the

workshop.

• Conduct a Toolbox (HIT) Card with the team.

 Tool Box (HIT) Card 

• Put on all Personal Protective Equipment as specified in the list.

• Prior to starting work, all equipment must be checked to ensure that they are in a

good condition and ready to be used.

• Store fire extinguishers at proper locations to be used in emergency situations.

• Cordon off working area

• Use fire blankets or screens to protect surrounding equipment and area from heat

and sparks.

• Working area must be in a safe, dry, hygienic condition with adequate airflow.

• In case of working near flammable objects, measure the quantity of gas in the air by

using a gas detector.

 ( )
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• Use the correct type of grinding equipment for the correct purpose of each job

category, e.g. using cutting disc for cutting work and using grinding disc for grinding

work.

 ( )

• Do not modify any parts of equipment which are made by manufacturers, e.g. no

removing of protective masks or handles of grinders.

• After finish using grinder, clean it up and store in proper area.

 ( )

• Check area for sparks, smoke etc. after the task. Fire watchman to stay at site for at

least ½ hour after job.

Remarks

• Store cylinder upright

• Always make sure bottles are secured.

,

• Do not conduct operations in rainy conditions.

 ( )

• In the case of using a gas metal cutting machine Electricity and plasma are used

   outside the maintenance building. Make a receipt for tools and equipment from the

   storage staff.
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3.8.2 Safety requirement ( )

• JSA – 

• Risk Assessment - Electricity, Rotating Equipment, Sharp/cutter Subject, Arc

Welding, Gas Cutting, Gas Storage  – ,

, , , ,

 • PTW –  ( )

 • Toolbox (HIT) Card – 

3.8.3 Safety protective equipment ( )

 • Face shield. 

 • Respirator mask 

 • Leather gloves 

 • Safety shoes 

 • Coverall 
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Reference C3.8 – 1 FLAME CUTTING MACHINE Pre Use Inspection

( )
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Reference C3.8 – 2 FLAME CUTTING MACHINE MONTHLY CHECKLIST (

)

Reference C3.8 – 3 PLASMA CUTTING MACHINE MONTHLY CHECKLIST (

)
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Reference C3.8 – 4 PLASMA CUTTING MACHINE WORK INSTRUCTION (

)
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3.9 USE OF SCAFFOLDING AND PORTABLE LADDER 

It is responsibilities for Maintenance Team to ensure that employees and contractors abide

by the instruction below:

3.9.1 Use scaffolding ( )

• Always read and follow manufacturer’s instructions and labels

• Supported scaffolds consist of one or more platforms supported by outrigger beams,

brackets, poles, legs, uprights, posts, frames, or similar rigid support. (picture 01)

( ) ( )

 (  01)

• Guardrails or personal fall arrest systems for fall prevention/protection are required for

workers on platforms 10 feet or higher.

/

 10 

• Working platforms/decks must be planked close to the guardrails.

• Planks are to be overlapped on a support at least 6 inches, but not more than 12 inches.

 6  12 .

• Legs, posts, frames, poles, and uprights must be on base plates and mud sills, or a firm

foundation; and, be properly aligned and braced.

, , ,  (base plates) 

• Maximum intended load for scaffolding shall be known prior to the job starting and approve

by engineer.

• Uneven ground to be avoided
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• All major work above 10 ft is to use scaffolding.

 10 

3.9.2 Use portable ladder ( )

• Always read and follow manufacturer’s instructions and labels

• Keep your body in the middle of the ladder, do not lean out 1

• Never move a ladder with someone on or tools. Use a tool belt
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• Storekeeper, Maintenance Workshop to inspect monthly and tick safety tag.

3.9.3 PRE-JOB ( )

• Area for scaffolding to be surveyed prior to start of the job.

.

• Type of scaffolding to be used is to be carefully selected by the Contractor/user.

• Maintenance Team and safety officer are to check quality of scaffolding and tagging

system (where required Safety department shall be asked for assistance).
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• Risk assessment/JSA shall be conducted prior to the job in the presence of the

Services department PSB and if required the Safety department

• All involved in the operation shall be gathered for a PTW meeting as per

• After all permits have taken place and equipment check a quick re-cap is to be

carried out on the job in the form of a tool box talk

• Ensure fall protection is certified and in good condition. Check PPE.

• Make sure scaffolding tag is fully signed off

3.9.4 During the job ( )

• Ensure workers are using their fall protection correctly.

• Never exceed the SWL for the scaffolding

• Check for possible falling objects.

• Tie off equipment that has the potential of being blown off scaffolding.

• Be aware of personnel working under you; ensure there is adequate protection

under the scaffolding.

• Check boards are secure and all locking devices have not worked lose.
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• Report any un-safe conditions/acts immediately.

• Check for level of if there is any sinking of poles or out riggers.

3.9.5 Job finish rig down ( )

• Ensure there is a PSB maintenance/Safety department present when rigging down.

• Rigging down can prove more hazardous than rigging up, make sure Contractor

PSB staff follow the JSA and work safely.

• Start from the top and work backwards.

3.9.6 Safety requirement ( )

 • JSA – 

 • Risk Assessment - Work at High  – 

 • PTW –  ( )

 • Tool Box (HIT) Card – 

3.9.7 Safety protective equipment ( )

 • Safety Helmet  ( )

 • Safety gloves 

 • Safety glasses 

 • Safety shoes 

 • Safety belt/Harness 
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Reference C3.9 – 1 
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3.10 WATER PUMP MAINTENANCE 

It is responsibilities of Maintenance Team to ensure that the water pumps are in good

condition and be ready to work. Maintenance of water pump is in charge of

Maintenance Service Officers and must follow the instructions below:

3.10.1 The correct and safe operation procedures are as follows.

• Conduct a Toolbox Talk with Maintenance Team.

• Put on all PPE i.e. safety helmet, safety glasses, ear plug/ear muff etc. as specified

in the list.

• Water Pump will be isolated by an electrical technician before servicing begins.

Work Instruction for Lock Out Tag Out

. .

Log out Tag out  Work Instruction for Lock Out

Tag Out

• Close the inlet and outlet valves and check water pressure.

• Always check couplings, valves, gauges, swivel joints, frank nuts, grease, gasket,

flange, terminal box, water pump support.  If any of these are in poor condition, they

shall be immediately changed to maintain good working condition.

• Before performing Water Pump test, ensure that it has been assembled properly.
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• Open the inlet and outlet valves and remove the “log out tag out” sign, then switch-

on the electrical system to perform water pump test. (Work Instruction for Lock Out

Tag Out)

-  “ Log out Tag out ” 

 Work Instruction for Lock Out Tag

Out

• After check and cannot be repaired, the replacement unit must be approved by the

Manager, Logistics Operations, PSB.

• Clean tools and equipment used for Water pump maintenance and store in the proper area.

• Any wastes associated with the operation must be disposed of in the provided bins. The

hazardous waste i.e. grease, refrigerant oil must be disposed of in the hazardous bin in

accordance with Waste Management and Disposal Procedure.

3.10.2 Safety requirement ( )

• JSA – 

• Risk Assessment – Electricity Noise 

• Tool Box Talk – 

3.10.3 Safety protective equipment ( )

• Safety Helmet 

• Safety glasses 

• Ear plug/Ear muff /

• Coverall 

• Safety gloves 

• Safety shoes 
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Reference C3.10 – 1 PM PLAN ( )

1.  Check list 

2.  6 ,

, , , alignment 

3.

 Name plate

Reference C3.10 – 2 CHECK LIST ( )
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3.11 WEIGHBRIDGE CALIBRATION AND MAINTENANCE 

It is responsibilities for Maintenance Team to ensure that weighbridges are calibrated and

maintained every 2 years as defined by The Department of Weights and Measures, Ministry

of Commerce to be in good condition and ready to be used by contractors. Please follow the

instructions below

 2 

3.11.1 Instruction 

• Employ contractors shall be complied Appendix for Procurement Support operation

 Appendix for Procurement Support operation

• Conduct a Tool Box Talk completed with HIT Card

 HIT card

• Barricade off the area to prevent trespassing

• Contractor workers arrive with the pump truck equipped with PPE

• Check certifications of lifting equipment by safety officers

• Calibrate and maintain the weighbridge as specified instructions

• In the event that the weighbridge is damaged or malfunctioning, an outside contractor

should be hired to perform repairs. Once repairs have been done, the Department of Weights

and Measures is required to inspect and issue new certification to PSB

• The Department of Weights and Measures and certification is issued to PSB

. .  (PSB)
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3.11.2 Safety requirement ( )

• JSA – 

• PTW – 

• Risk assessment – Cable, Electrical Equipment and Power System 

• Tool Box Talk – 

• SDS – 

3.11.3 Safety protective equipment ( )

• Helmet 

• Clear safety glasses 

• Safety shoes 

Reference C3.11 – 1 PERFORM CALIBRATION ( )
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3.12 WORKING AT HEIGHT 

3.12.1 Instruction 

It is responsibilities for Maintenance Team to ensure that employees and contractors abide

by the instruction below:

• When working at height all work to be preceded by a tool box talk JSA and Permit to Work if

required

• Prepare Tools Request Form to storekeeper

• All certification for cranes, baskets, and lifting gear etc; to be checked prior to start of work.

• All scaffolders shall be certified and their certificates checked prior to the job commencing.

• Barrier off the area if there is human or vehicle movement in the area

3.12.2 Personal basket 

• Ensure the personal baskets are designed and registered correctly according to PTTEP

standard.

. .

• When being used on a forklift the Basket shall have some means of securing the basket to

the crane lifting frame. This will stop any slipping of the basket off of the forklift blades. Check

basket floor for rusting, check door bolts and general condition.

• Visual inspection of the lifting gear and color code is to be carried out prior to every job.
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. .

• Workers shall wear the correct PPE when in the basket

• There must be communications from the basket to the crane/ forklift operator,

• All body parts are to be kept inside the basket when moving in to position

Personal basket

3.12.3 Scaffolding safety

• Contractors are to be carefully monitored when erecting and using scaffolding at PSB.

• Use scaffolding/Ladder is to be read in conjunction to this Work Instruction for Use of

Scaffolding and Portable Ladder

/

• Do not work when weather is bad.

• Guard rails and personal fall arrest systems shall be used and installed for workers and The

top rail of scaffold is fully planked with no gaps or holes.
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• All ladders are to be in good condition and installed correctly and secured by rope or

purpose built scaffolding clamps.

• Leg posts, frames and posts shall be on base plates and mud sills.

• Never exceed the SWL for the scaffolding

• Ensure kicker boards are installed to protect from “fall hazards”.

• Be aware of overhead hazards and electrical lines.

Scaffold erection   
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3.12.4 Use of ladders 

• Choose the proper ladders for job purpose.

• Ensure all our contractors abide by PTTEP safe ladder policy

. .

• All ladders are to be visually inspected prior to use. All PSB ladders are to have a SSHE

department Safety sticker attached and are to be inspected on a monthly basis.

• Avoid overhead and electrical hazards

• Maintain 3 points of contact when ascending and descending the ladder

 3 

• All ladders shall be secured and tied off if used for extended periods of time

• Safety man to be utilized to hold the ladder if the ladder is not tied off for extended use.

• When using a step ladder ensure it is fully opened and locked. Ensure the ground is even

(use blocking if required).

• Never climb the top three rungs of the ladder.

• Always use a tool belt for tools never hang tools on the ladder.

• The ladder should extend at least 3 foot over the top support.

• Never exceed the safe working load of the ladder.
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• Ladder angle should not be greater than ¼ of its working height.

¼

3.12.5 Safety Requirement ( )

• JSA –

• Risk Assessment - Work at High  – 

• PTW –  ( )

• Tool Box (HIT) Card –

3.12.6 Safety Protective Equipment ( )

• Safety Helmet  ( )

• Safety gloves

• Safety glasses

• Safety shoes

• Safety belt/Harness
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3.13  Solar cell

 1  Solar cell 

 PSB

 136.08 

 432  2.4 

 315 /  2561

3.13.1

 Solar cell 

•  Solar cell Panel  2  / 

•
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a.

b.

c.

d.

e.

f.

g.

a.

a.

b.

a.

b.

c.

d.

a.

b.

c.

d.  (Digital Power Miter) 

Multimeter  Calibration 
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a.

b.

 Ladder 

a.  Ladder 

b.

•

(Preventive Maintenance) 

3.13.2 

•

 Real Time monitoring 

 2 

 2 
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•  reset  Protection

Relay  Control room  PSB – A 

 3  Protection Relay  / 

 Solar cell

 4  SL–MDB1 /  (Circuit Breaker)
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 5  Reset  Protection Relay

3.13.3 

•  SSHE  Solar cell 

 Real Time monitoring  Summary Energy Yield Report  vendor

•  SSHE 

 (Environmental Performance Reporting System  EPS) 

•  SSHE 

. .
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•  SSHE  PSB

 6  PSB
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            Reference: C3.13 – 1 

Maintenance PV Module Report 
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Reference: C3.13 – 3  Reset  Protection Relay

Date Time Reset by Note

 Reset  Protection Relay
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3.14  ( Emergency Light)

.  3 

 120 

 3 

 3 

 60 

60

 1 

 90 
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Reference: C3.14 – 1 EMERGENCY LIGHT CHECK LIST 
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3.15  ( Emergency Exit Sign)

. . 2555  11

 120 

 3 

 60 
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 60 

 3 

 90 

 1 

Reference: C3.14 – 1 EMERGENCY LIGHT CHECK LIST 
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3.16  ( Air compressor)
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Reference: C3.16 – 1 Air Compressor Monthly Checklist 

Reference: C3.16 – 2 Drill Press Machine Monthly Checklist 
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Reference: C3.16 – 3 Drill Press Machine Pre-Use Inspection 
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3.17  (Circular saw)
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3.18  (Jigsaw)

APPENDIX C: FACILITY OPERATION

Revision No: 03 UNCONTROLLED when printed,

Visit PSB SSHE Center for latest version.

3.19  (Blower)
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3.20  (Electric drill, Rotary drill)
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3.21
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4.0 LIGHT FLEET VEHICLE

Performance use of Light Fleet Vehicle must be inspected by supervisor on a regular

basis every month as follows.

- Self-Audio on Critical process

Camera Random Checking

Availability of Both camera

Camera Angle, Related Record on Camera

- Land Transportation Emergency Exercise: Light Feet

Kick of meeting for prepare land transportation emergency exercise.

Conduct land transportation emergency exercise.

- JMP for routine route

Develop JMP for routine route.

- Safety observation card report (Driving Green)

Driving observation: Safe Driving Behaviour

-

 , ,

-

-

-  (  SOC)
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4.1 COMPANY VEHICLE 

It is the responsibility of drivers to ensure the vehicles are carefully checked daily and

cleaned weekly. Waste from vehicles cleaning activities (i.e. waste food, paper, rags and etc)

will be disposed in blue rubbish skip for general waste. The instruction steps are as follow.

4.1.1 Transportation and Golf Buggy Requisition 

• Staff shall request company transportation via workflow “https://icarpool.pttep.com”

system. For daily transportation, staffs shall book the transportation via Songkhla

Carpool email 1 day in advance. (The iCarpool system for PSB to support the cut-off

booking time at 12:00)

-

 Work Flow “ https://icarpool.pttep.com ”

 1  (  iCarpool  PSB  12.00 .)

• Staff who request company transportation shall send the request via Songkhla

Carpool email or carpool request system 1 day in advance. In case of self-driving,

staff need to hold validated driving license and DDC license only.

“ https://icarpool.pttep.com ”  1  (  12:00)

 DDC 

• For golf buggy request, staff shall request 1 day in advance via Songkhla Carpool

email. In case of 8 seats golf buggy, the request should be made of least 1 day in

advance which driven by the company driver only.

“ https://icarpool.pttep.com ”  1  8 - 12 

 1 . .
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• A carpool service staff will collect all the request and usage for further daily

transportation arrangement and will send the radio operator the schedule to staffs via

email.

• For company transportation self-driving, the copy of original driving license and

DDC license should be sent to transportation staff for data collection.

 DDC 

• For receive-return transportation, staff must contact Transportation Service

-

Remarks :

• In case of staff request using the company buggy golf 4 seats or 2 seats and would

like to drive by themselves, user must pass the basic training course of buggy golf

driving and be allowed by company trainer.

 4, 6  2 

• In case of staff request using the company car and traveling out of Songkhla area,

user must prepare the PTTEP JOURNEY MANAGEMENT ASSESSMENT AND APPROVAL from and be

approved by Songkhla Base Manager (Reference).

 (JMP) 

 Songkhla Base Manager ( )

• In case of staff request the company carpool service and travel within Songkhla

province by the regular route and outside the route at nighttime from 8.00 pm to 5.00

am, user must the PTTEP JOURNEY MANAGEMENT ASSESSMENT AND APPROVAL from to be traveled

1 day in advance (within 12.00Hrs.) and be approved by Songkhla Base Manager

(Reference).
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 ( )

 20.00 – 05.00 .

 (JMP)  1  (  12:00) 

 Songkhla Base Manager ( )

• Company cars do not allow to use ferry

4.1.2 Vehicle driving .

4.1.2.1 Company Driver 

• Driver must hold driving license which issued by transportation department and

DDC license should be valid.

 DDC 

• Driver who is in charge of daily vehicle checklist (Reference) must record the

defects or abnormalities of the vehicle and contact the transportation officers

immediately.

 ( )

• Driver must wear PPE as per informed. Such as safety glasses

• Driver must be well grooming according to company procedure.

Driver must strictly follow company procedure as follows:

• Driver and all passengers must wear seat belt during the trip.

• Driver is in charge of checking and remind the passengers to fasten the seat belt.

• Using mobile phone while driving is prohibited.
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• Driver must strictly follow the company speed limit of 90 kilometers per hour

 90 

• Driver must strictly follow generally accepted safe driving practices and obey traffic

regulations.

• Drug, alcohol, beverage and other sedatives are prohibited. The supervisor is

eligible to check if drivers are suspicious to take those prohibited substances.

/

• Driver must take sufficient rest with physically and mentally fit to work under the

decision of supervisor.

• Driver must not continuously drive longer than 4 hours without a rest.

 4 

• Driver has responsibility to open safety procedure for company transportation CD to

passengers.

• Driver has responsibility to turn on camera at all time during the trip.

• Driver must record the mileage both before and after the trip in the form (Reference)

-  ( )

• Driver must ensure passengers sign their name every time they use company

transportation.
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• All vehicles must be parked at the designated area PSB Office and Heliport Base

only. If a company car has been taken by employees to use outside of working hours,

employees must ask for permission first.

 PSB Office  Heliport Base 

• For staff shuttle transportation, driver must use the designated routes only

(Reference)

-  ( )

• Driver must pass an alcohol test prior to work

4.1.2.2 Non-Company Driver 

• Any staff who want to use company cars excluding golf buggy must have personal

driving license issued by department of transportation and validated DDC license.

 DDC 

• Staff should conduct basic car check-up before trip. In case of finding defects or

abnormalities, please inform transportation officers immediately.

• Staff must strictly follow company procedure as follows:

• Staff and all passengers must wear available personal restraints.

• Staff has responsibility to turn on camera at all time during the trip

• Using mobile phone while driving is prohibited.
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• Staff must strictly follow the company speed limit of 90 kilometers per hour and/or

traffic law regulation

/

• Employee must follow generally accepted safe driving practices and obey traffic

regulations.

• Drug, alcohol, beverage and other sedatives are prohibited.

/

• Staff who use company car must not continuously drive longer than 4 hours without

a rest.

 4 

• Drivers must record the mileage both before and after the trip in the form

(Reference)

-

 ( )

• All vehicles must be parked at the designated area only then return car key to

carpool service staff.

• Clean up before return the car.

• In case of accident, report accident immediately to Transportation Service

Tel. 074-338-848 and Radio Room 074-338-889

 074-338-848  074-338-889
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• In case of using golf buggy, staffs must strictly follow company procedure

(Reference)

 ( )

4.1.3 Vehicle cleaning 

• Driver must always keep the vehicle clean and tidy

• Waste from vehicle cleaning should be disposed in a proper rubbish skip.  If in

doubt, contact your supervisor.

• Driver have to carry out vehicle inspection regularly. In case of any outstanding

issues is found during the vehicle inspection, drivers should report to supervisor for

further action. Driver must not use the vehicle till outstanding issues have been

solved.

• Carpool Service Staff has responsibility to take vehicles to service center for

maintenance and keep the record of it.

• Carpool Service Staff must inform the Facility Supervisor and coordinate with the

related agency in case of accident occurred.

4.1.4 Safety Requirement 

 • Risk Assessment – 

 • Tool Box (HIT Card) – 
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4.1.5 SAFETY PROTECTIVE EQUIPMENT

• Safety shoes

• Safety sunglasses  ( )

4.1.6 TRAINING

• Defensive Driving Course

Reference C4.1 – 1 iCarpool System
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Reference C4.1 – 2 LOG BOOK FOR GOLF BUGGY 

Reference C4.1 – 3 DRIVING RECORD FORM 
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 Reference C4.1 – 4 PTTEP JOURNEY MANAGEMENT ASSESSMENT AND APPROVAL

FORM
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Reference C4.1 – 5 BE WAGON DAILY CHECK LIST 
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 Reference C4.1 – 6 GOLF CAR CHECK LIST 
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5.0 MAID AND HOUSEKEEPING ACTIVITIES 

5.1 HOUSEKEEPING ACTIVITIES

      5.1.1 Instruction 

It is the responsibility of maid to ensure that office building, washroom, refrigerator is

cleaned including proper guidelines for cleanliness and waste management for all PSB areas

and according to work plan by checking and using the operating record which will have

safety / security requirements, protective equipment and training are as follows:

 PSB 

5.1.2 Safety requirements relevant to housekeeping activities 

.

Toolbox (HIT Card)

As per SDS

Risk Assessment: Electrical Equipment, Ergonomics, Fatigue

: , ,

Always wear the specified personal protective equipment (PPE) before working.

Checking all related tools or equipment to be in good condition and ready for use

before working
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Consult the manufacturer's manual before use, such as paper documents i.e.

Certificate, Tool / Equipment Manual and Safety Data Sheet (SDS).

Record the cleaning in daily / weekly / monthly activities checklist.

.

5.1.3 Safety Protective Equipment 

Facial Masks 

Rubber gloves 

Rubber boots 

5.1.4 Training 

Hygiene

Chemicals

Waste Management .

Behavior based safety .

5.1.5 List of Housekeeping Activities can be divided into 4 categories

 4 

1. Refrigerator Cleaning 

2. Washroom Cleaning 

3. Office Cleaning 

4. Waste Management 
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5.2 Refrigerator Cleaning 

   5.2.1 Procedures and operating methods of housekeeping activities

It is the responsibility of maid to ensure that the refrigerators are cleaned, and maid

shall perform big cleaning as work plan by following refrigerator cleaning weekly checklist

(Reference) and the general waste from refrigerator (i.e., expired products, food, paper, rags

etc.) will be disposed as in blue rubbish skip. The cleaning instructions are as follows:

 ( )

 ( )

:

Perform refrigerator cleaning once every week.

 1 

Put on all personal protective equipment as specified in the list.

.

Segregate all expired items from the refrigerator by observation on the label

according to the following procedures:

.

- MFG / MFD  Manufacturing Date / Manufactured Date 

- EXP / EXD  Expiry Date / Expiration Date 

- BB / BBE  Best Before / Best Before End 

Keep only food products in the refrigerator. Do not keep glue, medication, chemical

and sprays etc. in the refrigerator.
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Empty food cans are classed as non-hazardous waste and should be disposed in

blue rubbish skip for general waste. If in doubt, consult supervisor.

Press the defrost button (In case of those old refrigerators), then remove the power

source and ensure that the power cable will be kept safely.

 ( )

Apply cleaning liquid on a sponge / rag and clean all racks inside the refrigerator.

 / 

Use a damp cloth to wipe off the cleaning liquid.

Wiping down the refrigerator by using a dry towel cloth in order to eunsre that the

internal and external surface of the refrigerator is completely dry.

Ensure that the refrigerator is in good condition then plug in availability.

Record the activity in the refrigerator cleaning weekly checklist.

If any abnormality is found, report it to supervisor promptly and record to the

refrigerator cleaning weekly checklist.
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Reference C5.2 – 1 PSB REFRIGERATION CLEANING WEEKLY CHECKLIST
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5.3 Washroom Cleaning 

    5.3.1 It is the responsibility of maid to ensure the washrooms in their responsibilities are

clean and neat. Maid shall perform their tasks in term of washroom cleaning according to

work plan by using the washroom cleaning daily checklist (Appendix),

the cleaning procedures are as follows:

 ( )

 :

Conduct Toolbox (HIT Card) with the office cleaners.

Put on PPE properly (rubber boots, facial mask, rubber gloves) and prepare cleaning

equipment.

 ( ,

, )

Barricade cleaning area with “No Entry / Caution wet floor, cleaning in progress” sign

in front of the toilet entrance.

 “ / ”

.

Sweep up the toilet floor at least 1 time before starting the toilet cleaning process.

 1 .

Ensure that the cleanser is the right type to be used, proper and be allowed to use in

PSB Songkhla area, prior to use reading labels for understanding is required.

 PSB 
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Pour cleanser mixed according to the specified ratio on the label into the toilet and

leave for 10-15 minutes.

10-15

Use a toilet brush to clean the toilet bowl and urinal bowl until they are clean and then

clear away with clean water at least once. Then use a damp cloth to wash the toilet

seat cover and use a dry cloth to wipe it until the cleanser disappear.

1

Pour cleanser mixed according to specified ratio on the label onto a sponge, squeeze

until bubbles appear and polish the sink and mirror. Clear away with clean water at

least once then use a damp cloth to wash the sink and mirror to ensure that their

surfaces are clean and the cleanser disappear.

 1 

Put water in a bucket and pour cleanser mixed according to specified ratio on the

label into the bucket. Then use a mop dipped in that cleanser mixed bucket, spinning

until it is damp. And then use the mop to polish all over the floor. After that, keep

waiting until the floor is dry. (In case of very dirty floors, it is required to be polished

one more time or until it is seen to be clean)

 (  1 )
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Clean equipment, then dry it off and keep it in the equipment storage area.

Ensure that the cleaned area is completely dry then remove “No entry/ Caution wet

floor, cleaning in progress” sign from the toilet entrance.

 “ / ”

Record the washroom cleaning and checking over in the daily checklist. (Reference)

 ( )

Dispose of all toilet waste as the general waste category in blue rubbish skip.

         Reference C5.3 – 1 PSB WASHROOM CLEANING DAILY CHECKLIST

2

5.3.1 Checklist 1 /
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5.3.2 Checklist 2 /

5.4 Office Cleaning

      5.4.1 Office and Working Areas Cleaning

It is the responsibility of the maid to ensure that the office building, meeting room and

working areas are cleaned on basis according to the following procedures:

:

Conduct Toolbox (HIT Card) with the office cleaners.

 Tool Box (HIT Card)

Put on PPE properly (rubber boots, facial mask, rubber gloves) and prepare cleaning

equipment.
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 ( ,

, )

Sweep up debris on the floors within surrounding office buildings.

Barricade cleaning area with “No Entry / Caution wet floor, cleaning in progress.”

sign in front of the toilet entrance.

 “ / .”

Ensure that the cleanser is the right type to be used, proper and be allowed to use in

PSB Songkhla area, prior to use reading labels for understanding is required.

 PSB 

Put water in a bucket and pour cleanser mixed according to specified ratio on the

label into the bucket. Then use a mop dipped in that cleanser mixed bucket, spinning

until it is damp. And then use the mop to polish all over the floor. After that, keep

waiting until the floor is dry. (In case of very dirty floors, it is required to be polished

one more time or until it is seen to be clean)

Clean equipment, then dry it off and keep it in the equipment storage area.

Ensure that the cleaned area is completely dry then remove “No entry/ Caution wet

floor, cleaning in progress” sign from the toilet entrance.

 “ / ”
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Record the washroom cleaning and checking over in the daily checklist. (Reference)

 ( )

Cleaning the working areas by using a damp cloth to wipe and clean desks, office

telephones and a door handle of each room.

 Reference C5.4 – 1 Office and Working Areas Cleaning

.

5.4.1.1 Checklist
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5.4.1.2 Checklist
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5.4.2 Meeting Room Cleaning 

It is the responsibility of maid to clean and prepare meeting room on basis according

to the following procedures:

:

Ensure that the meeting rooms are clean on basis and ready for service

.

In case of general cleaning of meeting room, refer to the guideline 5.4.1 Office and

Working Areas Cleaning for non-carpeted floor meeting room.

 5.4.1 

.

In case of carpeted floor meeting room, clean with a vacuum cleaner at least once a

month.

 1 

Ensure that the meeting room’s air conditioner and lighting system work well for

service. If found malfunction or damage, notify maintenance team to repair it as soon

as possible.

Prepare drinking water and glass for serving attendees which is in accordance with

the appropriate guidelines (as Green Meeting requirement)

 (

)
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After the meeting ended, clean the meeting room on basis and take out the used water glass

/ other items from the room, turn off the air conditioner / lights and prepare the meeting room

to be serviceable condition again.

Reference C5.4 – 3 -

                                    (Monthly Meeting Room checklist)
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5.4.3 Beast of Burden Observation 

It is the responsibility of maid to observe the beast of burden within office building and

all PSB workplaces free from the beast of burden that cause health effects. To prevent the

accumulation for germs, maid shall ensure that the beast of burden within office building and

workplaces issue are recorded and resolved properly as the instructions are as follows:

Survey all areas in office building and carefully check for the hidden spots that might

be hiding places of the beast of burden.

Identify the type species of the found beast of burden.

Get rid of the found beast of burden, collect a carcass, and clean up at the found

spot to prevent the spread of germs.

.

Record the data of found beast of burden as checklist (Reference).

 ( )

Keep clean and check the source of the beast of burden regularly.
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Reference C5.4 – 4 Beast of Burden Observation Checklist
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5.5 Waste Management 

It is the responsibility of maid to collect and sort the garbage from office activity

before disposing of it in the trash. In order to reduce the solid waste and operate in an

environmentally friendly direction as follows:

Put on PPE properly (facial mask, rubber gloves) and prepare the necessary

equipment for collecting garbage.

 ( ,

) .

Prepare a black plastic bag for garbage.

Garbage sorting that can be classified as follows.

1. Wet / biodegradable waste / Organic waste are waste that is perishable and

biodegradable, such as food waste. fruit peels, vegetable remnants, meat, dried

leaves.

 /  / 

2. General waste is garbage that is often non-biodegradable or difficult to

decompose but not toxic and is not worth recycling. It is necessary to find the

right way to get rid of it, such as a sachet of sweets. Foam boxes, plastic bags,

food contamination containers. bagasse
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:

3. Recycle waste is a garbage dumped that can be reused. Non-single use such as

plastic bottles, plastic bags, glass bottles, cans, carton boxes, paper

, , , , ,

4. Hazardous or toxic waste is unused materials, deteriorating products or

containers containing or contaminating objects. Various hazardous chemicals that

are characterized by toxic substances Flammable Substances Corrosive

Chemical Radioactive substances and pathogens that cause harm to a person

include nasal cover, cotton swabs, syringes, syringes.

 (Hazardous Waste) 

Once the waste has been sorted by type, put it in a garbage bag, close the bag

tightly before disposing and dispose of it in the designated garbage collection point.

If it is hazardous waste such as masks, nose pads, wound dressings, syringes, take

them to the hospital. and prepare new garbage bags and put them in the trash.

If it is recycled waste such as plastic bottles, plastic bags, glass bottles, cans,

cardboard boxes, paper, they must be collected at the donation points for the Bottle

for Children project to help support scholarships. And if they are hazardous waste
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such as batteries, batteries, they will be sent to the Waste manage team to dispose of

the waste properly and safely.

, , , ,

,
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5.6 CARETAKER ACTIVITIES 

5.6.1 Instruction for general cleaning activities

It is the responsibility of caretaker to ensure that all areas within PSB Songkhla

including roads, gardens, lawns, grease traps and equipment are cleaned and taken care

according to work plan by checking and using the operating record which will have safety /

security requirements, protective equipment and training are as follows:

 PSB 

5.6.2 Safety requirements relevant to general cleaning activities

Toolbox (HIT Card)

Permit to Work

Risk Assessment: Cellulosic Materials, Electricity, working at height, Vibration,

Behavior, Fatigue

: , , ,

, ,

Always wear the specified personal protective equipment (PPE) before working.

Checking all related tools or equipment to be in good condition and ready for use

before working
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Consult the manufacturer's manual before use, such as paper documents i.e.

Certificate, Tool / Equipment Manual and Safety Data Sheet (SDS).

Record the cleaning in daily / weekly / monthly activities checklist.

.

5.6.3 Safety Protective Equipment 

Coverall

Safety boots 

Rubber boots 

Safety gloves 

Rubber gloves 

Safety glasses 

Rubber/PVC Apron /

Safety shields 

Helmets

Back support where required 

As per SDS 

5.6.4 Training 

Hygiene

Chemicals

Working at height 

Waste Management .

Permit to Work .
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5.6.5 List of General cleaning activities can be divided into 6 categories

 6 .

1. General Gardening 

2. Daily Cleaning Routine 

3.  Weekly Cleaning Routine 

4. Monthly Cleaning Routine 

5. Bi-Monthly Cleaning Routine 

6. Six Month Cleaning Routine 

5.6.5.1 General Gardening Procedures and operating methods of general cleaning activities

It is the responsibility of the caretaker to maintain the garden, lawn, water the plants

and collect dry leaves and grass clippings within PSB Songkhla area as follow:

 PSB 

1. Landscape improvement work by contractors must be performed as follows

.

Hiring of outside contractor shall be complied with Appendix for Procurement Support

operation.

 Appendix for Procurement Support operation.

Contractors must do landscaping around the building, trim trees, and lawns over PSB

Songkhla area wherewith determine the period of operation once a month.

 PSB  1 .

Prepare JSA documents and Permit to Work prior to start working

 (JSA)  (PTW)

.
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Conduct a Toolbox Talk and completed with HIT Card.

 (HIT Card)

Ensure that all tools or equipment are in good condition and ready for use. If they

have not been inspected and found to be defective to stop working and notify the

maintenance team to repair, it in good condition.

.

Caretaker must supervise the contractor throughout the working period.

.

2. Landscape care and plants watering must be performed as follows

.

Check joints of water and sprinklers that no damage or leaks. If found defective

device, Stop Work and notify maintenance team to repair it in good condition.

.

Watering the plants and take care of the lawn in the designated areas according to

the working schedule in the morning / afternoon round depends on the area and the

suitability of the season.

 / .
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Ensure that the water rubber tube is not resting on or against any electrical

equipment.

.

Be careful when watering, the water will not be splashed to other person or devices.

.

3. Apply fertilizer on ornamental plants must be performed as follows

.

Prepare fertilizers for nourishing ornamental plants.

.

Apply fertilizer for ornamental plants over PSB Songkhla area wherewith determine the

period of operation once a month.

 PSB 

 1 .

When the work is completed store the fertilizer in the prepared storage area.
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5.6.5.2 Daily Cleaning Routine 

It is the responsibility of the caretaker to keep both sidewalks, roads clean and

garbage collected around the PSB Songkhla area every day as follows:

 PSB 

1. Sweeping rubbish on sidewalks and roads must be performed as follows.

Prepare equipment for cleaning up trash, dry leaves and ensure that they are in good

condition and ready for use.

.

Prepare garbage bags for trash.

.

Sweep up trash, dry leaves on sidewalks and roads over PSB Songkhla area.

 PSB.

Collecting all garbage put it in a garbage bag and dispose of them in the trash

properly.

.

2. Collect garbage and food scraps must be performed as follows.

Double-check the gloves used to collect garbage are in good condition and ready for

use and Caretaker should wear back support to prevent back pain.

.
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Prepare garbage bags for trash.

.

Collecting all garbage, food scraps from the canteen and pantry room including

waste in each area around the PSB Songkhla area as assigned.

 PSB .

Sorting the trash into the correct category.

Strictly implement the operation table to prevent the accumulation of waste and

residues.

.

5.6.5.3 Weekly Cleaning Routine 

It is the responsibility of the caretaker to maintain cleanliness in the smoking area,

clean the drain grate, plastic bottle collects around the PSB Songkhla area every week and

send the weekly checklist as follows:

 PSB

1. Maintain cleanliness of the smoking area must be performed as follows

.

Prepare equipment for cleaning the smoking area.

.

Prepare garbage bags for cigarette butts and rubbish.

.
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Collect cigarette butts and sweep the surrounding rubbish of all smoking areas in the

PSB Songkhla and dispose of it in the trash.

 PSB 

.

2. Cleaning the drains must be performed as follows

.

Double-check the equipment used for cleaning to be in good condition and ready to

use.

/

.

Check joints of water and sprinklers that no damage or leaks. If found defective

device, Stop Work and notify maintenance team to repair it in good condition.

.

Clean all drainages in the PSB Songkhla area by opening the drain grate lid to collect

waste then squirt water to clean thoroughly.

 PSB 

.

Ensure that the water rubber tube is not resting on or against any electrical

equipment.

.

Close the drain grate cover.

.
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3. Collect plastic bottle (to support CSR project) must be performed as follows.

( )

Collect plastic bottles from designated bins in the office building and over the PSB

Songkhla area.

PSB .

Store in the plastic bottle collection area in front of the Crew rest area.

Crew rest

area.

Reference C5.6 – 1 PSB Caretaker Activities daily/Weekly Checklist
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5.6.5.4 Monthly Cleaning Routine /

It is the responsibility of the caretaker to maintain cleanliness the balcony of the office

building, windows outside the office, cleanliness of the Trimurti, the shrine and including

manage of various equipment within the PSB Songkhla area as follows:

 PSB 

1. Cleaning the balcony and window outside the office building must be performed as follows

Double-check the equipment used for cleaning to be in good condition and ready to

use.

/

.

Check joints of water and sprinklers that no damage or leaks. If found defective

device, Stop Work and notify maintenance team to repair it in good condition.

.

Sweep the debris on the balcony surface and use a rag to wipe the dust off the

windows outside the office building.

 PSB.

Ensure that the cleanser is proper and prior to use reading labels for understanding is

required.

.
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Pour the cleaning solution according to the proportion indicated on the label. Then

use a scrub brush to clean the balcony floor and use a rag to wipe the windows

outside the office building

.

Squirt the liquid stain on the balcony surface to be clean and use a clean rag to wipe

the window outside the office building until dry.

.

Ensure that the water rubber tube is not resting on or against any electrical

equipment.

Be careful when watering, the water will not be splashed to other person or devices.

.

Clean the equipment then let it dry and stored it in the cleaning equipment storage

area.

.

2. Cleaning the shrine and the Trimurti area must be performed as follows

Checking all related tools or equipment to be in good condition and ready for use

before work
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Sweeping rubbish and dust around the area surrounding the shrine and the Trimurti.

Mopping the floor in front of the shrine and the Trimurti then put the trash into a

garbage bag.

.

Discharge water from a whirlpool of the Trimurti then uses a scrub brush to clean

inside of the whirlpool.

.

Add water to the whirlpool as usual.

.

Clean the equipment then let it dry and stored it in the cleaning equipment storage

area.

.

3. Cleaning the stainless-steel drinking water machines (by requiring to be done in an odd

month) must be performed as follows

 ( )

Double-check the equipment used for cleaning to be in good condition and ready to

use.

 / 

Check joints of water and sprinklers that no damage or leaks. If found defective

device, Stop Work and notify maintenance team to repair it in good condition.

APPENDIX C: FACILITY OPERATION

Revision No: 03 UNCONTROLLED when printed,

Visit PSB SSHE Center for latest version.

Cleaning stainless steel drinking water machines without using chemical cleaner

within PSB Songkhla area.

 PSB 

Ensure that the water rubber tube is not resting on or against any electrical

equipment.

Be careful when watering, the water will not be splashed to other person or

equipment.

4. Clean the grease trap (by requiring to be done in an even month) must be performed as

follows

 ( )

Double-check the equipment used for cleaning to be in good condition and ready to

use.

/

Check joints of water and sprinklers that no damage or leaks. If found defective

device, Stop Work and notify maintenance team to repair it in good condition.
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Prepare garbage bags for trash.

Clean all areas of the grease trap in the PSB GT01-12 by using a device to scoop dirt

out of the grease trap then put it in a garbage bag and take it to the garbage pickup

point.

 PSB  GT01-12 

Squirt to clean the grease trap.

Ensure that the water rubber tube is not resting on or against any electrical

equipment.

Be careful when watering, the water will not be splashed to other person or devices.

.
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Reference C5.6 – 2 PSB Grease Trap Cleaning Plan and Checklist

PSB
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5. Cleaning the exhaust fan and air purifier's air filter (by requiring to be done in an odd

month) must be performed as follows

 (

)

Double-check the equipment used for cleaning to be in good condition and ready to

use.

/

Cleaning all exterior ventilation fans at PSB building

 PSB

Cleaning the air purifier filter in the meeting room 205 PSB building

 205 

PSB

For all ventilation fans, ensure to remove the power source and keep the power cable.

Safely before working.

Take off the equipment for cleaning.

Remove dust on the surfaces of equipment and dispose into the trash properly.

Cleaning the equipment, then dry it off and store it in the designated area.

Before assembling the device back for use make sure that all parts of the equipment

being cleaned are completely dry.
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6. Cleaning ceiling (by requiring to be done in an even month) must be performed as follows

 ( )

Checking all related tools or equipment to be in good condition and ready for use

before work

Clean the ceiling by sweeping cobweb the exterior and interior of the PSB office

building.

PSB

If there are other impurities, can be wiped according to the process and dispose of

the dirt in the trash.

Reference C5.6 – 3 PSB Caretaker Activities Monthly Checklist

/
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6.0 IT SUPPORT AND INFRASTRUCTURE ACTIVITIES

6.1 SYSTEM IMPLEMENTATION AND MAINTENANCE

6.1.1 Working at height – Refer to Working at height instruction in 3.12 section.

6.1.2 Electricity

6.1.2.1 Safety requirement

• Brief on the scope of work and identify work step.

• Select the right equipment including hand tools properly, and Personal Protective

Equipment (PPE) that having a routine quality control checklist. Conduct visual inspection

before each use.

• JSA and permit to work must be issued and approved. Electrical Isolation

Complementary Permit is mandatory for total electrical isolation, partial electrical isolation

work while electrical self-isolation is required the action by Electrical Authorised Person

(EAP) responsible for each area.

• Toolbox talk carried out – Hazard identification and prevention, PTTEP Life Saving

Program and record before start working.

6.1.2.2 Training and Personnel Qualifications

• Qualified IT personnel and contractors involved in electrical work are instructed to

follow safe work practices and trained safety in electrical works to ensure competent

person on site and qualified person control works.

• Electrical Authorised Person (EAP) is responsible for electrical isolations in responsible

area.

6.1.2.3 Standards and Compliance

a) Plugs and socket-outlets for household and similar purposes: cord extension sets must

comply with TIS 2432-2555 that announced by Thai Industrial Standards Institute (TISI).

b) Lightning protection system must comply with

• The Engineering Institute of Thailand (EIT): Lightning protection standard 2022 (EIT

022014-22)

• The Engineering Institute of Thailand (EIT): Protection against lightning part 3 Physical

damage to structure and life hazard (EIT 2009-53)

• IEC 62305-3: Protection against Lightning - Part 3 Physical Damage to Structure and

Life Hazard
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• NFPA 780: Standard for the Installation of Lightning Protection Systems

6.1.2.4 Safe Work Practices

a) Extension Cords:

• Use only equipment that is approved to meet a mandatory standard.

• Do not modify cords or use them incorrectly.

• Use factory-assembled cord sets and only extension cords that are 3-wire type.

• Use only cords, connection devices, and fittings that are equipped with strain relief.

• Remove cords from receptacles by pulling on the plugs, not the cords.

• Verify proper use of “lockout / tagout” for high voltage cords/equipment.

b) Equipment:

• Ground all power supply systems, electrical circuits, and electrical equipment.

• Use double-insulated tools and equipment, distinctively marked.

• Visually inspect all electrical equipment as well as hand tools before use. Take any

defective equipment out of service.

Reference – 1 Equipment guideline check
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Reference – 2 Equipment visual check

• Frequently inspect electrical systems to ensure that the path to ground is continuous.

• Do not remove ground prongs from cord- and plug-connected equipment or extension

cords.

• No wet hands when plugging or unplugging cords/equipment. Unless equipment is

designed for it, cannot be used in damp and wet locations.

6.1.3 Hardware and system

6.1.3.1 Safety requirement – Refer to 6.1.2.1 section.

6.1.3.2 Standards and Compliance

a) All purchases of new IT systems hardware or new components for existing systems must

follow PTTEP procurement and contracts procedure and conform to PTTEP, PTT Digital and

PTTEPI’s green procurement policies and comply with PTTEP safety standard, as well as

technical standards. Such requests to purchase must take account of longer-term

organizational business needs.

b) A complete list of all models, types, sizes, and options for the products or services being

submitted for PTTEP, ODC approval consideration.

c) PTTEP has a basic standardization plan for hardware. However, it is recommended that the

projects concentrate on “open systems” with multiple reputable suppliers/brands. This will also

result in negotiating and purchasing power.
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6.1.3.3 Equipment Control

a) Technical specifications/Operations manual/User manual

Hardware documentation must be kept up to date and readily available to the

staff that are authorized to support or maintain systems.

b) Inventory

A formal record of hardware inventory for all IT equipment is to be maintained and

kept up to date at all times. Movable asset must be ready to check/count at all times.

c) Hardware Disposal

All hardware and system faults/damage are to be stored, reported to PTTEP or the

nominated personnel as soon as it is noticed and recorded appropriately. Movable asset

or non-movable asset must be clarified by relevant parties. Disposal process must follow

PTTEP Waste Management and write-off or donation process/procedure.

6.1.3.4 Safe Work Practices

a) Installation and services

• All hardware and systems installations are to be planned formally and notified to all

related parties ahead of the proposed installation date.

• Issuing IT hardware or services to personnel: Line management must authorize the

issue of IT hardware or services adhere to PTTEP OneClick system. Usage is restricted

to business purposes and end-users must be aware of and accept the terms and

conditions of use, especially responsibility for the security of information held on such

devices.

b) Commissioning

• All hardware and systems must be fully and comprehensively tested and formally

accepted by qualified IT personnel or user’s signature before being transferred to the

live environment.

• General assembly drawings, single line diagram, complete set of manufacturing

drawings, materials list, electrical schematics, nameplate format, spec. sheets,

installation, and operation shall be reviewed and submitted for reference after finishing a

job.
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c) Preventive maintenance (PM)/Corrective maintenance (CM)

• All hardware and systems must be planned included committed expenditure and task

every year and performed on proper maintenance procedures, as this increase in system

complexity results in an inherently less reliable overall system.

• Maintenance report: This records all maintenance work carried out, including a

description of the work, date of completion, estimated and actual cost, warranties and

recommendations.

d) Supplying continuous power to critical equipment

Uninterruptible Power Supply (UPS) system with properly installed grounding is to be

installed to ensure the continuity of services, avoid data loss situation and protect all equipment

from damage during power outages.

e) Cable management

Cables e.g. networking should be installed follow by connectivity map, run through cable

troughs, pipes, conduits with adequate protection and kept neat and tidy with a properly

organized cable. Limit the amount of exposed cabling within public areas. Qualified engineers

are to maintain for ensuring the integrity of both the cables and the wall sockets. Any unused

networking cables or wall sockets should be sealed off and their status formally noted.

6.2 RADIO COMMUNICATIONS

6.2.1 Safety requirement – Refer to 6.1.2.1 section.

• Ensure the appropriate controls to manage the potential RF EMR hazard

6.2.2 Training and Personnel Qualifications

• Qualified IT personnel and contractors involved in RF and microwave works are

instructed are instructed to follow safe work practices and trained safety in RF EMR safety

to ensure competent person on site and qualified person control works.

• RF EMR hazard area signage and access restriction methods

• Task supervisor responsibilities:

1. Read and implement the requirements of entry point warning signs to RF EMR

areas

2. Be approved to make inactive and isolate Radio Transmitting Apparatus
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3. Follow the requirements and any relevant work procedures

4. Brief contractors and instructed persons prior to accessing a tower or pole

containing Radio Frequency Transmitting Apparatus and ensure that all such

persons study the Site Management Book

5. Notify the supervisor and follow the recovery and response in the event of any

over-exposure

6.2.3 Standards and Compliance

6.2.3.1 License

a) All radio licenses were addressed from The National Broadcasting and Telecommunications

Commission (NBTC), Bangkok were under controlled by PTTEP, ODC and PTT Digital, IFM/T.

The copy of documents were filed by PSB IT department.

b) Fixed radio station

All service types of fixed radio station were applied by PTTEP for station or operator

license, transceiver license as well as radio frequency license.

c) Portable handheld radio

The portable handheld radio is licensed for operational use within the PTTEPI (PSB)

(address 222 Moo.1, Tambol Hua Kao, Amphur Singhanakorn, Songkhla).

None of portable handheld radio can be taken out of PSB area. Severe disciplinary action

will be taken against offender. It is an offence to operate these portable handheld radios outside

PTTEPI.

6.2.3.2 Radio communication standards

• Before use each channel, make sure that channel is not occupied by others.

• Press Push-to-talk (PTT) button at least three seconds, speak after hear channel

reservation voice.

• Make your message with precision, conciseness, brevity, and clearness.

• Do not send information about the Company.

• Avoid long and complicated transmissions. If your message is long, break it up into

several transmissions.

• End each transmission with ‘over’.

• After speaking, hold PTT button for 1 second for complete the transmission.
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• Do not use another department channel unless emergency

• In case require to use main channel for long period, switch to use pool channel by

express ‘Please switch to channel pool 1/2’. After finish transmission, switch back to

main channel.

• Do not bring Portable Radio out of PSB area.

• Do not use impolite words or vulgar in communications.

• Do not express anger in communication.

• Do not send and receive any content in violation of laws.

• Do not play music or entertainment and advertising of all types.

• Provide the opportunity to urgent emergency news as first priority.

• Do not allow others to use occupied radio handheld.

• Do not drink alcohol or use radio communication while not sober.

• In the event of an urgent need to send news or interruptions, personnel should be

waiting an important message, then send.

6.2.4 Equipment control

6.2.4.1 Portable handheld radio basic use

a) One portable handheld radio is supplied with the following accessories:

• Rubber antenna

• Rechargeable battery pack

• Single-unit charger

For whom are required flexibility for hands-free operations, are supplied the following

accessories:

• Leather case

• Shoulder strap

• Remote speaker microphone (RSM)

b) Any general wear and tear due to normal operation will not find the staff liable. However, the

staff who loses and/or damage any Company owned portable handheld radio(s) due to

negligence will be held liable for the damage and/or loss asset.
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6.2.4.2 Portable handheld radio distribution

a) Personnel must understand the Instruction guide of Radio Communication Equipment

provided from PSB IT department and must study the user guide and follow them.

b) Individual staff or department shall visually check and test the portable handheld radio(s)

and its accessories to ensure the correct information and it is functioning. Also, acknowledge

the receipt by sign the PTTEP asset transfer form only after satisfied that everything is in order.

c) The details on the portable handheld radio(s) such as serial number, registration number

are in the inventory reference or in case of hardware problem / lost.

6.2.4.3 Operational Safety and Maintenance Guideline

a) Portable handheld radio

• The preventive maintenance is to be scheduled every year. Personnel should

cooperate with inspection by PSB IT department. However, if there is any concerned

issue from use, personnel must notify to PSB IT to further check or replace new one if

necessary.

• The use of the portable handheld radio should not be under high voltage power lines

or trees, bridges, steel cover, otherwise a drawback of using radio frequencies.

• While sending broadcast should not increase or decrease the power output (HI - LOW).

• Personnel should not press Push-to-talk (PTT)) too long (over 30 seconds).

• To avoid electromagnetic interference and/or compatibility conflicts, turn off the

portable handheld radio in any facility where posted notices instruct to do.

b) Single-unit charger

• The single-unit charger is not suitable for outdoor use. Use only in dry

locations/conditions.

• Disconnect from line voltage by removing the power plug from the outlet.

c) Battery

• The portable handheld radio must be turned off when charging the battery to ensure a

full charge or when it is unattended for long periods.

• Batteries can be recharged attached to the radio or as a separate unit.

• Batteries must be fully charged before first use. It is highly recommended that this initial

charge is done using a long conditioning cycle to maximize the battery is initial capacity.
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• Remove the portable handheld radio(s) / battery when it is fully charged (LED turns

steady GREEN)

• Replace or recharge the battery as soon as the radio indicates the battery is low.

• Avoid recharging a full battery that has had little or no use. Overcharging the battery

will reduce the life of the battery.

• Avoid leaving the battery in a charger for more than two days.

• Maintain an ambient temperature of between 5°C and 40°C during recharging.

Optimum battery performance will be obtained between 15°C and 25°C.

• Do not allow the battery contacts to become short circuited. This may happen if a

metallic object such as a coin or paper clip comes into contact with both battery contacts.

• Do not attempt to open the battery pack. It is a sealed unit and is not serviceable.

d) Antenna

• Before use, make sure the radio antenna connected to a dipole antenna completely.

• Should not twist or rotate the antenna.

• Be careful not to bend the antenna which will cause low performance.

6.2.4.4 Portable handheld radio management

a) No longer in use portable handheld radio and/or accessories

• Personnel must contact PSB IT department

• PSB IT department will receive and will keep back for spare

b) Damaged portable handheld radio and/or accessories

• Personnel must report to Line Supervisor and PSB IT department.

• The formal report such as the Incident Report is required to submit to Songkhla Base

Manager, PSB IT and Songkhla Safety department.

• PSB IT departments will check and will deliver a replacement if necessary.

c) Loss portable handheld radio

• Personnel must report to Line Supervisor.

• The formal report such as the Incident Report is required to submit to Songkhla Base

Manager, PSB IT and Songkhla Safety department.

• A police report is to be made as soon as possible but not later than 24 hours after the

loss.
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• Personnel report to the police station and return a police report to PSB IT department.

• PSB IT departments should deliver a replacement to continue using.

6.2.5 Safe Work Practices

6.2.5.1 RF EMR (Radio Frequency Electromagnetic Radiation) Hazard

Radio Frequency (RF) Electromagnetic Radiation refers to the waves of the

electromagnetic spectrum that fall within the frequency range where radio waves operate.

These frequencies range from about 3 kHz to 300 GHz. RF electromagnetic fields are used for

various purposes, including communication, radar, and microwave heating. However, like any

form of energy, they have the potential to present hazards under certain conditions.

a) Types of Hazards

- Thermal Hazards

The primary mechanism by which RF energy causes harm is through thermal

effects. RF radiation can cause tissue heating. This is the principle by which microwave

ovens cook food. When absorbed in large enough quantities by biological tissues, it can

increase body temperature and potentially cause burns or heat-related injuries.

- Non-Thermal Hazards

Research into non-thermal effects of RF exposure is ongoing. Some studies

suggest that there may be biological effects at non-thermal levels of RF exposure, but

these effects and their potential health impacts are not yet fully understood.

6.2.5.2 Safety guideline

Regulatory agencies around the world have established safety guidelines to limit

people's exposure to RF radiation. These guidelines typically specify maximum exposure levels

based on the Specific Absorption Rate (SAR), which measures the rate at which the body

absorbs RF energy.

a) Potential Health Effects

Short-term Effects: Overexposure to RF radiation can result in thermal damage to tissues

and acute health problems.
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Long-term Effects: There is ongoing research into whether long-term exposure to lower

levels of RF radiation has any detrimental health effects, such as an increased risk of cancer.

To date, no consistent evidence has confirmed such effects, but research continues.

b) Mitigation Measures

- To minimize the risks associated with RF radiation, the following measures can be taken:

Limiting Exposure: Following the principle of ALARA (As Low As Reasonably Achievable),

exposure to RF radiation should be minimized where possible.

- Engineering Controls: RF sources can be shielded or designed in a way that minimizes

unnecessary exposure.

- Personal Protective Equipment (PPE): In occupational settings, workers may wear PPE

designed to protect against RF radiation.

Maintaining Distance: The intensity of RF fields decreases rapidly with distance, so keeping a

safe distance from RF sources can reduce exposure.

- Regulatory Compliance: Manufacturers of RF-emitting devices must comply with

regulatory standards to ensure that their products are safe for use by the public.

While RF electromagnetic radiation is essential for modern communication and various

industrial applications, its potential hazards necessitate careful management and adherence

to safety guidelines. Ongoing research into the long-term effects of RF exposure underscores

the importance of a cautious and informed approach to the use of RF technologies.

6.2.5.3 RF EMR (Radio Frequency Electromagnetic Radiation) Exposure control

RF EMR are areas that are established around RF transmitting equipment or devices to

control exposure to RF fields. These zones help ensure that individuals are not exposed to RF

energy at levels that exceed regulatory limits and safety guidelines, which are designed to

prevent harmful health effects.

a) Establishment of RF EMR Access Zones

Access zones are typically defined based on:

- RF Field Strength

Measurements of the electromagnetic field strength are used to define areas where

the levels exceed the maximum permissible exposure (MPE) limits for occupational or

general population/uncontrolled exposure.
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- Frequency of the Transmitter

Since the absorption rate varies with frequency, the size and shape of an access

zone can be different depending on the frequency of the RF source.

- Power Output and Antenna Characteristics

Higher power transmitters or antennas with high gain can project RF energy further,

necessitating larger access zones.

- Operational Patterns

The time during which a transmitter is operational will affect the level of exposure,

so access zones may be dynamic, reflecting changes in transmission.

Each antenna has specific radiation pattern. Each type is shown below:
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Equipment, feeder and antenna list:

No.
Radio

Type

Radio

Quantity

Power

(Watt)

Antenna

Type

Antenna

Location

Antenna

Quantity

Radio

Pattern

1 SSB 2 150
Long Wire

Antenna

PSB Building-

A Rooftop

(Red Zone)

2
Omni

directional

2
AIR-to-

GND
1 25

Dipole

Antenna

PSB Building-

A Rooftop

(Yellow Zone)

2
Omni

directional

3
VHF

Repeater
2 40

Yagi

Antenna

PSB Building-

A Rooftop

(Yellow Zone)

2 Directional

4
VHF

Marine
3 20

Whip

Antenna

PSB Building-

A Rooftop

(Yellow Zone)

4
Omni

directional

b) Types of Access Zones

- Controlled Access Zones

These areas are where the level of RF radiation may exceed the occupational exposure

limits. Access is restricted to trained and aware personnel who can take appropriate

precautions. These individuals are typically required to wear personal protective equipment

(PPE) and may be subject to additional monitoring.

- Uncontrolled Access Zones

These areas are designed to ensure that the general public is not exposed to RF levels

above the safety guidelines. No special training or PPE is required because the RF levels are

within the limits considered safe for the general population.
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PSB Building-A rooftop access zones are divided into three areas for an Active Radio

Transmitting Antenna:

General White Zone General access allowed

Restricted Yellow Zone
Limited access limited to specially qualified

personnel

Prohibited Red Zone
No access without confirmation power

reduction or transmitter shutdown
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c) Management of Access Zones

- Signage

Access zones are often marked with signs that indicate the presence of RF fields

and the requirements for entry.

- Physical Barriers

Fences, locked doors, or other barriers may be used to prevent unintended access

to areas with high RF fields.

- Training

Personnel who may need to enter controlled access zones are given appropriate

training about the risks and the safety measures they need to follow.

- Surveillance and Monitoring

Regular monitoring of RF field strength can ensure that the access zones remain

properly aligned with the actual levels of RF energy present.

6.2.5.4 Regulatory Compliance

Regulatory bodies such as the NBTC and others, as well as international guidelines,

specify exposure limits and recommend ways to establish and manage access zones to ensure

safety.

a) Work on Radio Frequency Transmitting Apparatus Required to be Isolated

- Prior to Commencing Work

1. Study the Site Management Book to determine the Prohibited (Red) and qualified

personnel Access Zones.

2.  Make inactive and isolate identified Radio Frequency Transmitting Apparatus

before accessing structure.

- Requirements for Request for Access

1.  For all work on a Radio Frequency Transmitting Apparatus which requires the

Radio Frequency Transmitting Apparatus in the charge of a controller isolated a

Request for Access shall be submitted.

2.  Radio Frequency Transmitting Apparatus that is not in the charge of a controller

such as telephony trunks and VHF/ UHF radio.

- Isolation/Restoration and Access
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1. Qualified personnel contacts the controller to advice of the planned removal from

service of the Radio Frequency Transmitting Apparatus as described on the

Request for Access. Brief on scope of work, identify work step and toolbox talk.

2. The controller shall issue qualified personnel with a verbal clearance to

commence work.

3. Qualified personnel isolates the Radio Frequency Apparatus and attaches Do

Not Operate tag(s) if no testing is required during work or attaches Warning Tag(s)

if testing is required during work.

4. Prior to accessing the tower, pole or structure qualified personnel shall consult

the Site Management Book to determine any relevant Prohibited Access Zones and

Radio Frequency Worker Access Zones and confirm the correct RFTA is now

isolated.

5. If, during work, the Radio Frequency Transmitting Apparatus is required to be

made active for testing purposes, qualified personnel shall ensure that all

connections have been properly re-Safe Work Practices on Radio Frequency

Transmitting Apparatus instated and that all persons are clear of the Radio

Frequency Transmitting Antenna and relevant access zones and that any plant,

tools and materials have been removed unless required for the testing.

6. On completion of work, qualified personnel is to remove the Do Not Operate or

Warning Tag(s) and restore to service the isolated Radio Frequency Transmitting

Apparatus.

7. After restoration is complete, qualified personnel is to advise the controller that

work is completed and that the Radio Frequency Transmitting Apparatus has been

returned to service.

b) Work on Active or Inactive Radio Frequency Transmitting Apparatus

- Work on Active or Inactive Antenna, Coax, Waveguide, Filter or Coupler

1. Study the Site Management Book to determine the Prohibited Access Zones and

Radio Frequency Worker Access Zones

2. Identify the Radio Frequency Transmitting Antenna

APPENDIX C: FACILITY OPERATION

Revision No: 03 UNCONTROLLED when printed,

Visit PSB SSHE Center for latest version.

3. Take suitable precautions such as having an observer in place and/or wearing

a personal detector/monitor when entering Radio Frequency Worker Access Zones

4. Use safe work methods relevant to the work.

c) Radio Frequency Transmitting Apparatus Hazardous Situations

Situation Hazard Control

Accessing

Towers/Poles

Radio Frequency

Personnel Injury

- Study Site Management Book

- Avoid entering prohibited or

restricted access zones

- Use Personal Monitor/Detector if

required

Work on a

Radio

Frequency

Transmitting

Antenna

Exposure to RF radiation

Burns

- Isolate Radio Frequency

Transmitting Antenna

- Identifying isolated Radio

Frequency Transmitting Antenna

- Identifying any active Radio

Frequency Transmitting Antenna

Electrical

storage

batteries

Electric shock

Manual handling injuries

Electrolyte burns

- Electrical isolation and testing

- Mechanical aids, multiple persons

- PPE, gloves, face mask

- Eye wash available

- Ventilation

6.3 WELDING FUME CONTROL

6.3.1 Safe Work Practices

• Typical soldering work should be done in areas with good ventilation and fans

positioned to pull air away from the operator’s breathing zone, and any signs or

symptoms of irritation should be immediately reported to supervisor and to Songkhla

nurse.

• Where soldering is done frequently, local exhaust ventilation may be necessary.
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• To prevent the ingestion of lead, hands should be washed with soap and water before

breaks, lunch, prior to smoking, at the completion of soldering and at the end of the

workday.

• Work areas should be kept clean and wiped with a damp paper towel to minimize the

presence of lead dust in the work area.

• Food is not permitted in laboratory work areas.

• IT personnel who perform soldering are required to take soldering awareness.

6.4 IT MATERIALS HANDLING AND STORAGE

6.4.1 Manual Handling

6.4.1.1 Safe Work Practices

a) Assessment

Where manual handling/lifting must be carried out then it must be assessed, and proper

procedures must be used. There is no such thing as a completely ‘safe’ manual handling

operation. However, the following guidelines can mitigate the risk and reduce the need for a

more detailed assessment.

• Can you handle the load yourself or do you need assistance?

• Is there sufficient space, suitable lighting, a clear route and floor condition to where

you are taking the load?

• Plan deliveries and storage to take into account load sizes, locations and distribution,

both manual and mechanical handling.

• Assess all loads: are they heavy, bulky, unstable, difficult to grasp, sharp, etc.?  Size

up the load and if necessary, make a trial lift by rocking it from side to side and then

lifting it a few inches. Use guideline weight to make a quick and easy assessment.
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 b) Plan

The guideline weights assume that the load is readily grasped with both hands and that

the operation takes place in reasonable working conditions, with the lifter in a stable body

position.

• Wear suitable clothing and PPE such as gloves and safety boots to protect against

cuts, crushing toes, etc.

• Do not carry a load that would obscure your vision.

• If necessary, move the loads in stages.

• Required ergonomic training and always use a good handling technique:

- Stand reasonably close to the load, feet hip width apart with one foot slightly forward

pointing in the direction you are going.

- Bend your knees whilst keeping your back straight.

- Gat a secure grip on your load.

- Breathe in before commencing the lift.

- Carry out the lift smoothly using the legs to take the strain, keeping the back straight,

chin up and arms close to the body.

- Step off in the direction the advanced foot is pointing, keeping the load close to the

body and avoid jerky or twisting movements.
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• If necessary, stop for rests en-route.

6.4.2 Combustible material Handling

6.4.2.1 Safe Work Practices

• Avoid unnecessary storage. Only the minimum supplies absolutely necessary to the

functioning of work should be kept within its perimeter. Packing materials and other

unnecessary items should be removed as much as possible.

• Separate combustible and flammable materials from other storage items to prevent

greater damage should an explosion or fire occur.

• Keep ignition sources such as cigarettes, open flames, static, sparks, or hotplates away

from combustible material storage and work areas.

• Make sure the fire protection system is appropriate for the type of chemical from print

cartridge being stored (water spray, dry chemical, etc.).

6.4.3 Dust Handling

6.4.3.1 Safe Work Practices

• Assess several hazards associated with exposure to it in the workplace.

•  Develop and maintain a housekeeping program.

•  Limit and reduce the amount of overhead horizontal surfaces which trap dust and hard

to clean.

• Make sure equipment is grounded to avoid electrical and static sparking.

• Inspect all equipment, especially older for possible ignition source.

6.4.4 Print Cartridge Dust Handling
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6.4.4.1 Safe Work Practices

a) Assessment

•  Assess risks of overexposure to print cartridge from the Safety Data Sheet (SDS) which

list all chemicals used in print cartridge together with storage precautions, first aid in the

event of exposure and any fire hazard associated with product components.  It is the first

step in protecting personnel.

• Learn about the standard operating procedure for changing the print cartridge in a

printer. For example, use PPE such as safety carbon dust mask.

b) Plan

• Print cartridges should be recorded and stored at room temperature and dry location.

They must keep away from excessive heat, sparks and magnetic sources.

• Used print cartridge should be placed in sealed boxes for disposal. Disposal is subject

to safety requirements, local regulation.

• Give careful consideration to the location of printers in relation to employee work areas

to prevent unnecessary stress from the heat or noise of the machine or print cartridge

dust. These can be dispersed by good room ventilation, air conditioning or dedicated

extract ventilation.

6.4.5 Electronic Waste Disposal

6.4.6.1 Safe Work Practices

• The obsolete IT equipment is to be disposed in accordance with PTTEP Waste

Management and Disposal Procedure and by authorized personnel who have ensured

that the relevant confidence information and other security risks have been mitigated.

• The commitment and follow up of environmental responsibility and management should

be designed and organized after disposal.

6.4.6 Storage Rooms

6.4.6.1 Safe Work Practices

• Make sure the room is equipped with fire alarm system. The room should also be

properly ventilated. Provide fire extinguisher and proper fire team training to specific

employees.
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• Confidential documents, information, valuable materials and equipment are to be

stored in a secure manner in accordance with their classification status.

• Combustible materials such as papers, cartons, bubble films, foam absorber from

equipment packaging must keep away from sparks or sources of ignition. Sensitive

electronic/electrical devices are to be regularly inspected and planned for preventive

maintenance.

• All personnel around storage area are to be trained and exercised fire evacuation with

plan.

6.5 CONTROLLING ACCESS TO INFORMATION AND SYSTEMS

6.5.1 Standards and Compliance

The announcement of access control for information system, 12119-STD-001-R03:

Access Control and Device Usage Standard was established to secure PTTEP’s information

systems and network infrastructure any computers, mobile and, wireless communication

devices together with all personal computer devices, all users shall use computers and mobile

devices in accordance with the corporate acceptable use policy to protect PTTEP’s information

systems and network infrastructure from remote access by an employee safely.

6.5.2 Controlling access to information system.

a) Managing user access

• All users shall comply with PTTEP’s IT policies, standards, requirements and related

procedures.

• Access to information system must be authorized by business level, OCIO team (ODC)

and information owner, adhere to PTTEP OneClick system. Access rights (or privileges)

must be recorded in an Access Control list which to be regarded as highly confidential

and safeguarded accordingly.

b) Securing unattended workstations

• All information system is always to be safeguarded appropriately – especially when left

unattended.
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• All end-users of workstations, PCs/laptops are to ensure that their screens are

clear/blank and automatically turn off when not being used both for security and to save

energy.

c) Managing network access controls

Access to the PTTEP resources on the network must be strictly controlled to prevent

unauthorized access.

d) Managing passwords (12119-STD-009-R01: Password Usage Rule)

• The selection of password, their usage and management as a primary means to Control

Access to systems is to strictly control by PTTEP and PTT Digital for maintaining security

and reducing vulnerability to password attacker.

• All employees are aware of PTTEP password policy and how to select strong

passwords which are critical for computer security. In particular, passwords shall not be

shared with any other person for any reason.

• All employees must treat passwords as private and highly confidential. Noncompliance

with this policy could result in disciplinary action.

e) Restricting access

Access Controls are to be set at appropriate level, which minimizes information security

risks and also allows PTTEP’s business activities to be carried without undue hindrance.

f) Monitoring system access and use

Access is to be logged and monitored to identify potential misuse of systems or

information.

g) Personnel information security control

The playing of games on office computers is prohibited and using for personal/private

business is strongly discouraged.

h) Granting permission to access files and documents

Access to information and documents is to strictly control to ensure that only authorized

personnel may have access to sensitive information.

i) Managing higher risk system access

Access Controls for highly sensitive information or high-risk systems are to be set in

accordance with the value and classification of the information asset being protected.
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j) Controlling remote user access

Remote access control procedures must provide adequate safeguards through robust

identification, authentication, and encryption techniques.

6.6 PROCESSING INFORMATION AND DOCUMENTS

6.6.1 Standards and Compliance

All users must adhere to the Personal Data Protection Act, B.E. 2562 (2019), as well as

the country’s laws, regulations and guidelines in respecting and protecting other

employees’ personal information. Data Retention Guideline can refer to 12157-GDL-DRT-

003-R00. Furthermore, PTTEP 12119-STD-003: Information Confidentiality Standard

announced to manage and classify corporate information appropriately and securely.

6.6.1.1 Networks

a) Configuring networks

The network must be designed and configured to deliver high performance and reliability

to meet business need while providing a high security of access control and range of privilege

restrictions.

b) Managing the network

Qualified IT personnel are to manage PTTEP’s network and preserve its integrity in

collaboration with the nominated individual system owners.

c) Using centralized, networked, or standalone printers

Information classified as highly confidential or top secret, may never be sent to a network

printer without there being an authorized person to safeguard its confidentiality during and after

printing.

d) Accessing the network remotely

• All users shall use computers and mobile devices in accordance with the corporate

acceptable use policy to protect PTTEP’s information systems and network infrastructure

from remote access.

• Remote Access System (RAS) or Virtual Private Network (VPN) to PTTEP’s network and

resources will only be permitted to be authorized end-users. All users are to be
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authenticated, data and information are to be encrypted across the network and

privileges are to be restricted.

• Off-site computer usage, whether at home or at other locations, may only be used with

the authorization of line management. Usage is restricted to business purposes and end-

users must be aware of and accept the terms and conditions of use, which must include

the adoption of adequate and appropriate information security measures. All users are

ultimately responsible for any damage incurred as a result of their use of RAS or VPN.

e) Defending information from malicious attack

Hardware and system, operating and application software, networks and other network

communication systems must be adequately configured and safeguarded against both

physical attack and unauthorized network intrusion.

6.6.1.2 System operation and administration (PTTEP’s 12119-STD-014-R01: Local System

Administrator Privilege Security Governance)

a) Delegating system administrators

PTTEP systems are to be managed by PTT Digital or a suitably qualified IT personnel or

system administrator who is responsible for overseeing day to day running and security of the

systems.

b) Administrating systems

PTT Digital or a suitably qualified IT personnel or system administrators must be fully

trained and have adequate experience in the wide range of systems and platforms used by

PTTEP. In addition, they must be knowledgeable and conversant with the range of Information

Security risks, which need to be managed.

c) Controlling data distribution

For authorized personnel, appropriate data and information must be made available as

and when required. For all other persons, access to such data and information is prohibited

with appropriate technical control required to supplement this policy.

d) Permitting third party access

Third-party access to corporate information is only permitted when the information is

adequately secured and the risk of unauthorized access is considered to be negligible.

e) Managing system operation and system administration



APPENDIX C: FACILITY OPERATION

Revision No: 03 UNCONTROLLED when printed,

Visit PSB SSHE Center for latest version.

PTTEP systems must be operated and administered using documented procedures in a

manner which are both efficient and effective in protecting PTTEP’s Information Security.

f) Managing system documentation

System documentation is a requirement for all the PTTEP’s information systems. Such

documents must be kept up-to-date and be available.

g) Monitoring event logs

Event logs must be properly reviewed and managed by qualified IT personnel.

h) Scheduling systems operation

Systems Operations schedules are to be formally planned, authorized and documented.

i) Scheduling changes to routine systems operation

Changes to routine system operations are to be fully tested and approved before being

implemented.

j) Monitoring operational audit logs

Operational audit logs are to be reviewed regularly by qualified IT personnel and

discrepancies reported to the owner of information system.

k) Synchronizing systems clock

System clocks must be synchronized regularly especially between PTTEP’s various

processing platforms.

l) Responding to systems faults

Qualified and authorized IT personnel or approved third party technicians are to

troubleshoot the problem of information system or repair hardware faults.

m) Reviewing transaction/processing reports

Transaction or processing reports should be regularly reviewed by properly trained and

qualified IT personnel.

n) Commissioning facilities management

Any facilities management company must be able to demonstrate compliance with

PTTEP’s IT Policies and also provide a service level agreement, which documents the

performance expected, and the remedies available in case of noncompliance.
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6.6.1.3 E-mail and the World Wide Web

a) Downloading files and information from the Internet

• Great care must be taken when downloading information and files from the Internet to

safeguard against both malicious software and inappropriate contents.

• All employees are expected to use the Internet responsibly and productively. Internet

access is limited to job-related activities only and personal use is not permitted (PTTEP’s

12119-STD-007-R01: Internet Usage Rule).

• The equipment, services and technology used to access the Internet are the property

of PTTEP which reserves the right to monitor Internet traffic and monitor and access data

that is composed, sent or received through its online connections (PTTEP’s 12119-STD-

011-R01: Secure Development Rule).

b) Using and receiving digital signatures

The transmission of sensitive and confidential data is to be authenticated by the use of

digital signature wherever possible.

c) Electronic mail (E-mail) Usage (PTTEP’s 12206-STD-004-R03: E-Mail Usage Standard)

• E-mail sent via PTTEP email system should only be used for business purposes, using

terms which are consistent with other forms of business communication and should not

contain content that is deemed to be offensive. This includes the use of vulgar or

harassing language/images.

• The attachment of data files to an email is to be made after confirming the classification

of the information being sent and then having scanned and verified the file for the

possibility of a virus or other malicious code.

• Incoming e-mail must be treated with the most care due to its inherent Information

Security risks. The opening of emails with file attachments should be avoided unless such

attachments have already been scanned for possible viruses or other malicious code.

• Unsolicited bulk email (E-mail spam, Phishing or Junk e-mail) is to be treated with

caution and not responded to.

• Ensure that information which is forwarded by email (especially attachments) is

correctly addressed and only being sent to appropriate person(s).

APPENDIX C: FACILITY OPERATION

Revision No: 03 UNCONTROLLED when printed,

Visit PSB SSHE Center for latest version.

• Data retention periods for emails must be established to meet legal and business

requirements and must be adhered to by all personnel.

d) Setting up Internet access

• Persons responsible for setting up Internet access must ensure that PTTEP’s network

is safeguarded from malicious intrusion by developing, as a minimum, a configured

Firewall.

• Human Resource Management must ensure that all personnel with Internet access

(including e-mail) are aware of and will comply with an acceptable code of conduct in

their usage of the Internet.

e) Using “Search Engines”

Information obtained from Internet sources should be verified before being used for

business purposes.

f) Filtering inappropriate material from the Internet

PTT Digital and the Security Operations Center (SOC) will use software filters and other

techniques whenever possible to restrict access to inappropriate information on the Internet by

personnel. Report of attempted access will be scrutinized by PTT Digital on a regular basis.

6.6.1.4 Telephones and fax

a) Making conference calls

Conference calls are only permitted where personnel are aware of the Information

Security issues involved.

b) Using video conferencing facilities

Video Conferencing calls are only permitted where personnel are aware of the

Information Security issues involved.

c) Recording of telephone conversations

All parties are to be notified in advance whenever telephonic conversations are to be

recorded.

6.6.1.5 Data management

12119-PDR-008-R0: Classification and Handling of information Procedure are to label,

store, send, distribute and destroy PTTEP's various forms of information (in paper or electronic

format) in a secure way.
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a) Transferring and exchanging data

Sensitive or confidential data/information may only be transferred across networks, or

copied to other media, when the confidentiality and integrity of the data can be reasonably

assured such as using encryption techniques. Those data transfer must be done only by

authorized persons.

b) Managing data storage

Day-to-day data storage must ensure that current data is readily available to authorized

end-users and that archives are both created and accessible in case of need.

c) Managing databases

The integrity and stability of PTTEP’s databases must be made a backup and maintained

at proper schedule.

d) Setting up a new folder/directory

Data directories and structures should be established by the owner of the information

system with end-users adhering to that structure. Access restriction to such directories should

be applied as necessary to restrict unauthorized access.

e) Amending directory structures

Existing directory and folder structures may only be amended with the appropriate

authorization, usually from the owner of the information system concerned.

f) Archiving documents

The archiving of documents must take place with due consideration for legal, regulatory

and business issues with liaison between technical and business personnel.

g) Information retention policy

• The information created and stored by PTTEP’s information systems must be retained

for minimum period that meets both legal and business requirements.

• Thai Revenue Code mandates all companies must retain all business transactions and

taxation for five years. All retained records are subject to government audit.

h) Setting up new spreadsheets

The classification of spreadsheets must be appropriate to the sensitivity and

confidentiality of data contained therein. All financial/data models used for decision-making are

to be fully documented and controlled by the information owner.



APPENDIX C: FACILITY OPERATION

Revision No: 03 UNCONTROLLED when printed,

Visit PSB SSHE Center for latest version.

i) Linking information between documents and files

Highly sensitive or critical documents must not rely upon the availability or integrity of

(external) data files over which the author may have no control. Key documents and reports

must be self-contained and contain all the necessary information.

j) Using version control systems

Version control procedures should always be applied to documentation belonging to

PTTEP or its customers.

k) Sharing data on project management systems

Only authorized personnel may access sensitive or confidential data on projects owned

or managed by PTTEP or its employees.

l) Using meaningful file names

The naming of PTTEP’s data files must be meaningful and capable of being recognized

by intended end-users.

m) Saving data/information by individual end-users

All end-users of information systems whose job function requires them to create or amend

data files must save their work on the system regularly in accordance with best practice and to

prevent corruption or loss through system or power malfunction.

6.6.1.6 Back up, Recovery and archiving (12119-STD-005-R03: Information Backup Standard)

a) Recovering data

Information system on shared network drive must ensure that adequate backup and

system recovery procedures are in place, which shall follow Backup, Restoration and Retention

procedure, contained in the technical literature.

b) Backing up data on personal computers (PCs)/laptop

Information and data stored on PCs/laptop is recommended to be backed up regularly.

The ideal period is once in 24 hours. It is the responsibility of all employees that this takes place

on a regular basis.

c) Managing backups and recovery procedures

Backup of PTTEP’s data files and the ability to recover such data is a top priority. The

daily backup of data is considered as minimum. The recovery procedures must meet the

needs of business by PTT Digital or qualified IT personnel at a head office.
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PTTEP Backup Diagram (17 May 2021)

Backup and Replication Diagram (15 November 2020)
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d) Archiving information

The storage media for archiving information must be appropriate to its expected

longevity. The format in which the data is stored must be carefully considered, especially where

proprietary formats are involved.

e) Archiving electronic files

The archiving of electronic data files must reflect the needs of the business and also any

legal and regulatory requirements.

f) Recovery and restoring of data files

Management must ensure that safeguards are in place to protect the integrity of data

files during the recovery and restoration of data files; especially where such files may replace

with more recent files.

6.6.1.7 Document Handing

a) Managing hard copy printouts

Hard copies of sensitive and classified material must be protected and handled

according to the distribution and authorization levels specified for those documents.

b) Fax machines / Photocopying confidential information

Sensitive or confidential information may only be faxed where more secure methods of

transmission are not feasible. Both the owner of the information and the intended recipient must

authorize the transmissions beforehand.

All employees are to be made aware of the risk of breaching confidentiality associated

with the photocopying (duplication) of sensitive documents. Authorization from the document

owner should be obtained where documents are classified as highly confidential or above.

c) Filing of documents and information

All information used, for or by PTTEP, must be filled appropriately and according to its

classification.

d) The countersigning of documents

Documents should be countersigned (either manually or electronically) to confirm their

validity and integrity; especially those documents which commit or oblige PTTEP in its business

activities.
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e) Checking document correctness

Documents should be checked to confirm their validity and integrity, especially those

which commit or oblige the organization in its business activities.

f) Approving documents

All written communications sent out by PTTEP to third parties are to be approved by

authorized persons.

g) Verifying signatures

All signatures authorizing access to systems or release of information must be properly

authenticated.

h) Receiving unsolicited emails

Unsolicited mail should not receive serious attention until and unless the sender’s identity

and authenticity of the mail have been verified.

6.6.1.8 Securing Data

a) Using encryption techniques (PTTEP’s 12119-STD-008-R01: Cryptography and Key

Management Rule)

Where appropriate, sensitive or confidential information or data should always be

transmitted in encrypted form. Prior to transmission, consideration must always be given to the

procedures to be used between the sending and recipient parties and any possible legal

issues from using encryption techniques.

b) Sharing information

All employees are fully aware of their legal and corporate duties and responsibilities

concerning the inappropriate sharing and releasing of information, both within PTTEP and to

external parties.

c) Sending information to third parties

Prior to sending information to third parties, not only must the intended recipient be

authorized to receive such information, but the procedures and information security measures

adopted by the third party, must be seen to continue to assure the confidentiality and integrity

of the information.
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d) Maintaining customer information confidentiality

Information related to clients and third-party contracts of PTTEP is confidential and must

be protected and safeguarded from authorized access and disclosure.

e) Fire risks to PTTEP information

All data and information must be protected against the risk of fire damage at all times.

The level of such protection must always reflect the risk of fire and the value and classification

of the information being safeguarded.

f) Dealing with sensitive financial information

Sensitive financial information is to be classified as Highly Confidential and must be

afforded security measures (technology and procedural) which, in combination, safeguard

such information from unauthorized access and disclosure.

g) Deleting data created/owned by others

Data is to be protected against unauthorized and accidental changes and may only be

deleted with the proper authority.

h) Protecting documents with passwords:

• Sensitive/confidential electronic data and information should be secure whenever

possible with access control applied to the directory(s) and/or file(s) on the computer

system concerned. However, the sole use of passwords to secure individual file(s) is less

effective and hence discouraged as passwords may be either forgotten or become

revealed (over time) to unauthorized persons.

• Such passwords must be changed periodically.

i) Printing of classified documents

Information classified as Highly Confidential or Top Secret, may never be sent to a

network printer without there being an authorized person to retrieve it and hence safeguard its

confidentiality during and after printing.

6.6.1.9 Other Information Handling and Processing

a) Defining information

PTT Digital and/or PSB IT department must record, maintain and update to PTTEP IT

assets inventory.
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b) Using multifunction printer or photocopier for personal use

The use of multifunction printer or photocopier for personal use is discouraged. In

exceptions, specific permission may be given by supervisor or manager.

c) Misaddressing communications to third parties

Email addresses and faxes are to be checked carefully prior to dispatch, especially

where the information is considered to be confidential or disclosed e-mail address or other

contact information to the recipients.

d) Traveling on business

All employees who traveling on business are responsible for the security of information

in their custody.

6.7 SUPPORTING AND MAINTAINING COMMERCIAL SOFTWARE

6.7.1 Standards and Compliance

• Standardization refers to the standardization of operational system, standard software

except specific software using by the specific department.

• The establishment and implementation of PTTEP’s 12119-STD-010-R01: Software

Usage Rule for procedures and restriction is taking into account PTTEP’s business

needs.

• All software utilized for working shall be officially licensed, compliance with PTTEP’s

standards and requirements, be of the latest version and industry standard.

6.7.2 Safe Work Practices

Software Installation and Maintenance

• A list of software and keeping it up-to-date and validation records shall be provided on

request is the responsibility of PTT Digital or qualified IT personnel at a head office.

• PSB IT department is a team to perform onsite software setup, installation, and

upgrades following PTTEP standards.
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6.8 CYBER SECURITY

6.8.1 Standards and Compliance

• All IT-related work process and activities, IT-related business continuity plan in PTTEP

follow 12119-PCY-003: Cyber Security Policy to effectively prevent cyber attacks and

dangers and in accordance with Thailand Cybersecurity Act B.E. 2562 as well as comply

with international cyber security frameworks or practice.

• The information system was recorded of usage per legal requirement and data backup

and recovery was implemented to ensure business continuity

• PTTEP obtained PTT Digital’s services and established the Security Operations Center

(SOC) for IT network surveillance, conducting Cyber Security Response Drills, regularly

performing data backup and reviewing disaster recovery plan and connected Security

Information and Event Management (SIEM) with the network firewalls for providing real-

time analysis of security alerts.

• PSB IT department is onsite supporting team who can minimize impact as an

experienced first-responder and also responsible for providing live feedback and advice

from security team on the spot.

• A periodic assessment of network security is carried out after decided by PTTEP

(12119-STD-011-R01: Secure Development Rule).

• PSB IT department also support PTTEP IT master plan and IT risk management to be

able to take control of the situation and respond promptly as well as cybersecurity drills

and the development of Digital Security Awareness e-Learning.

•  Anti-Virus software is to be deployed on all PTTEP computer and server systems with

the most up-to-date virus definition and scheduled for scanning at proper time.

• Free Anti-malware programs may be installed to protect malicious software (malware).
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1.0 REFERENCE

1.1 PTTEP SSHE CONTROLLING DOCUMENTS

1.2 OTHER REFERENCE DOCUMENTS

Document Number Document Title

NIL

Document Number Document Title

11038-STD-SSHE-505-R02 Operational Safety Management Standard

12148-PDR-SSHE-505/02-R00 Arsenic, Mercury, and Benzene Procedure

SSHE-106-PDR-521 Waste Management Procedure

N/A
PSB SSHE Supporting document: Personal

Protective Equipment
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2.0 DEFINITION

2.1 ACRONYMS

PPE Personal Protective Equipment

PSB Petroleum Development Support Base (Songkhla)

 ( )

SDS Safety Data Sheet

MMR Materials Manifest Request Form

DAN Dispatch advise Note Form

3.0 PERSONNEL PROTECTIVE EQUIPMENT ( )

Operational Safety Management Standard 11038-STD-SSHE-505-R02 Appendix B:
Use of Personal Protective Equipment (PPE) 10009-WIS-OSB-1014-R00 Work Instruction
for Personal Protective Equipment

(PPE)
SDS:

Coverall

Rubber Boots

Safety Goggles
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4.0 JET A-1 HANDLING OPERATION

4.1 Jet A-1 Tank Cleaning Instruction

Jet A-1 Tank Draining

1. Jet A1
(Chemical transit area)

2. Jet A1 (Request Jet A1) (Draining),
A-Frame Support Jet A-1 A-Frame

3. (Secondary Containment) Jet A-1

4.
200

5.

6.

Jet A-1 Tank Cleaning

1. A-Frame Support Jet A-1 A-
Frame

2. (Inspection Hat)

3. (Secondary Containment)

4.

5.

6.

7. (Outlet 3”)

8. , (Outlet 3”)

9. Jet A1

10.
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Reference D4 – 1 JET A1

Reference D4 – 2 JET A1

Reference D4 – 3 UN1863
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Reference D4 – 4 JET-A1 TANK CHECK LIST
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5.0 WASTE HANDLING AND TRANSPORTATION

5.1

1 Arsenic, Mercury and

Benzene Procedure 12148-PDR-SSHE-505/02-R00

0.025 mg/m3

/ /

2

 3-4

3

4 . .

( ) Waste Management Procedure SSHE-106-PDR-521

5.2

 (Reference D5- 1)
- .8

 (Reference D5 - 2, D5 - 3)

5.3

DAN (Reference D5 - 4)

 (Reference D5 - 6)
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5.4

Electronic File

5.5 Waste Management System

Waste Management
System

1.  (Generator) Waste
Management System http://hq-iweb2008.pttep.com/pttep-wms/main/ http://ep-
intranet/Pages/Home.aspx > workflow & Service > Waste Management

2. WMS Destination
Moderator Location 1
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3.  (Generator) Submit
Modulator Submit Email

Modulator 1 PSB Waste Management Team

Summit
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4. Modulator
Verify

Modulator Reject
Verify
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5.
Transferred

6.
Completed
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APPENDIX D: WASTE MANAGEMENT OPERATION

Revision No: 03 UNCONTROLLED when printed,

Visit PSB SSHE Center for latest version.

Reference D5 – 2 - .8
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Reference D5 – 3 4
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Reference D5 – 4 Dispatch Advise Note (DAN)
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Reference D5 – 5 MMR
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Reference D5 – 6
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Reference D5 – 7

1
(

)
6

2 ( ) 6

3 6

4 Nitrile rubber 12

5 4

6 3

7 5

8 3M N95 1

9
3M6009 3M6007

Exp (……/……. /…….)
6

10 3M6006 Exp (……/……../…….) 6

11 1

12 2

13 2

14 2

15 2

16 2

17 5

18 125 2
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19 2

20 1

21 1

22 5

23 2

*24 4

* 24 Chemical Transit area
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Reference D5 – 8
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Reference D5-9

PSB MERCURY LOG SHEET DATE:

Brief description of work to be carried out:

Supervisor In charge:

Parameter Result Remark

Time

Sample Results (Hg readings)

Wind Direction

Location of sample

Parameter Result Remark

Time

Sample Results (Hg readings)

Wind Direction

Location of sample

Parameter Result Remark

Time

Sample Results (Hg readings)

Wind Direction

Location of sample

Name of workers who works in these activities:

Name Signature Name Signature

Checked by: Acknowledge by Team Leader:

Distribution to:
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WASTE STORAGE AREA WEEKLY CHECKLIST

Week No: Site:

Area to be inspected
Status

Yes No

Worker Container/Office -

Cleanliness, housekeeping -

Lightings – /

Air Ventilation –

Others –

Eyewash/ Shower –

Fire Extinguisher–

SDS available –

Spill Kit / PPE –

Segregation -

Drums/Cans Condition -

Storage Shelves -

Floor/ground integrity

All stacks stable and secure against falls

Area clean and no drips / spills

Comment:

Inspect by Inspection Date

Acknowledge by Acknowledge

Date

Reference D5 – 10
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1.0 REFERENCE

1.1 PTTEP SSHE CONTROLLING DOCUMENTS

1.2 OTHER REFERENCE DOCUMENTS

Document Number Document Title

NIL

2.0 DEFINITION

2.1 ACRONYMS

CCU Cargo Carrying Unit

DT Delivery Ticket

Document Number Document Title

EMS-12089-GDL-5-INT-002-R00 Integrity Management of Container Guideline
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3.0 Cargo Carrying Unit Management (CCU Management)

CCU. cargo carrying unit EMS-12089-GDL-5-INT-002-R00 :

Integrity Management of Container Guideline

(PSB) CCU

3.1 CCU

Start

CCU USER User
Type/Dimension/Location/Date of rental

requirment User
Data CCU

CCU
/ Certificate Color

code/ Safety pin / Tag line

User
TL.

Biding CCU
Spec

User

User

WIN
Number User

E-booking (MHE)
Forklift Trailer CCU

User

Location / Date /
User Excel

FIX440, PSB Own E-
booking E-booking

CCU

User
CCU

CCU Team
CCU

/ Certificate Color code/
Safety pin / Tag line/ /

CCU

Excel
User CCU

E-booking

1. Users
Email

report
2.
Excel User

CCU E-
booking

User
CCU

Return to
inventory /

Ready to use

1. TL.
User

2. Inspector
scope CCU

1. TL. Vendor

PSB
2. Vendor

report
PSB

3. Vendor
Maintenance

CCU Vendor

CCU PSB

Biding CCU
OEG, ARGO, SK

CCU User
Dimension

Start SO. SAPCCU Inspector

CCU INVENTORY

User CCU.
Location
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3.2 CCU PSB

CCU CCU

(Visual Checking) ,Color Code, Certificate, Sling set,

CCU Email

E-booking

Reference E.3-1 CCU

REQUESTER
PLANT/ASSET CCU DESCRIPTION

CCU
DIMENSION

RENTAL PERIOD
REMARKS BY
REQUESTER

REMARKS BY
PSB CCU( PFO/ ART/BKT,xxx) (

CONTAINER,BASKET,XXX) FROM /TO

Reference E.3-2 E-booking CCU
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3.3 CCU Sling set .

CCU Visual Checking , Color Code,

Certificate, Sling set,

CARGO CARRYING UNIT INSPECTION REPORT (Reference E.3-17 )

Reference E.3-3 CCU

Reference E.3-4 CCU
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3.4 CCU PSB

CCU CCU CCU

Visual Checking, Color Code, Sling set,

CCU Area (Y-07)

Reference E.3-5 - CCU area (Y-07)

3.5 CCU

CCU CCU

Sling set , Drained , Fish net

- CCU

Cost DT Back charge -

Reference E.3-6 CCU CCU

CCUCCU
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Reference E.3-7 Sling Set .

Reference E.3-8 Drained

Reference E.3-9 Lid of rubbish skip
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Reference E.3-10 Corrosion and rusty

Reference E.3-11 Tarpaulin and rope

Reference E.3-12 Fish net
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Reference E.3-13 Tag line

Reference E.3-14 Charge
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3.6

CCU Inspector CCU CCU

Visual Checking CCU

Maintenance CCU CCU

CCU

6 CCU CCU Team

Reference E.3-15 CCU Maintenance

1 campaign inspect PMI CCU inspect

color code

Reference E.3-16 COLOR CODE FOR LIFTING EQUIPMENT

CCU Dope
sling

Lubricate,
WD40,

Drainage,
Tagline

CCU.
Sling

6 Months

Every Return
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Reference E.3-17 CARGO CARRYING UNIT INSPECTION REPORT
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3.7 E-booking DT

CCU E-booking
CCU Asset

E-booking CCU Reference E.3-1
E-booking DT Flow chart

FLOW CHART E-BOOKING - DT

Start

E-
booking Rig

Location

Charging
CCU

WIN
Location , User,

Dept

Master Data
Fiori Support Team

SAP
User

Location
WIN

Location ilogistics
Songkhla

E-
booking

Location

EB
EB

ilogistics Songkhla
Operator/Jetty

EB

E-booking
Charging

CCU
USER Location- CCU

E-
booking

Lo

Lo/

Download EB
User

User E-booking
Turn E-booking to DT

(EB,DT)

Cost

EB
Location

ilog,Opeator
jetty

END

APPENDIX E: CCU MANAGEMENT OPERATION

Revision No: 03 UNCONTROLLED when printed,

Revision No: 03 UNCONTROLLED when printed,

Visit PSB SSHE Center for latest version.

Reference E.3-18 E-booking

Reference E.3-19 DT
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Flow chart Utilization - Monthly statistics

Start

Cost Report
Monthly Charging equipment(MGE) SAP

T-CODE: ZMMEBPR003

CCU MGE
Utilization

CCU

(1 =1E-booking) CCU Summary
Assest and User G1/61 SOLE OLG/L , G1/61 SOLE OLG/M

, ARTHIT OTF

PSB Monthly
Statistics Report Unit

Tariff Group Rental-PSB Own
Production days-Drilling days

Assest

END

3.8 CCU

E-booking DT CCU
Report Monthly Charging equipment, Utilization, Monthly

statistics, Summary Asset and User CCU
CCU Budget Flow chart
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Reference E.3-20 Monthly Charging equipment

Reference E.3-21 Utilization CCU
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Reference E.3-22 Monthly Statistics

Reference E.3-23 Summary Asset and User



  

 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Rภาคผนวก ข-3 
CCU Checklist



















  

 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Rภาคผนวก ข-4 
Bulk Transferring Operation
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5. BULK TRANSFERRING OPERATION
5.1 Safety precautions

5.1.1 Safety toolbox talk shall be conducted including JSA (Job Safety Analysis) & HIT
(Hazard Identification Toolbox card) with bulk contractor operator, truck/ road tanker
operator and vessel’s Chief Engineer for discussion regarded procedures Duty/responsibility
and any concerns.

5.1.2. Do not transferring without approval &. signed by Operation Authority, Safety
Authority and Area Authority to completed PTW.

5.1.3. Valid test certificates for silos, pop up, load cell, etc. must be available for inspection
when requested by Jetty Officer and/or Safety Officer.

5.1.4. The fuel tank of the compressor must be topped up prior to any loading operation
and any excess fuel (diesel) shall not be kept at the silo platform.

5.1.5. Maximum working pressure for the transfer is following.
1) Dry bulk from silo tank to vessel shall be not exceed 45 psi (3.1 bar).
2) Dry bulk from truck to silo tank/ vessel shall be not exceed 30 psi (2.1 bar).
3) Liquid bulk from tank or road tanker to vessel shall be not exceed 40 psi (2.7 bar).

5.1.6. The bulk contractor operator(s) shall check all hose(s), connections, Cargo pump

including any equipment are in good condition as Bulk transfer check list, especially Pressure

Gauge annual pressure test at 150 PSI (10.3 bar) is required and

1) Silo tank; Pressure test at 60 psi (4.1bar) every 5 years.

2) Flexible hose for dry bulk; Pressure test at 60 psi (4.1bar) annually.

3) Flexible hose for liquid bulk; Pressure test at 150 PSI (10.3 bar) annually.
5.1.7 Both ends (couplings) should be color-coded using the universal color code

scheme. The color code scheme adopted by PTTEP.

5.1.8 Appropriate warning signs to be placed.

5.1.9 Loading to be attended to throughout the operation by contractor and crew.

5.1.10 Drip trays shall be placed below coupling connections for Base Oil loading.

5.1.11 Spill equipment must be standby throughout loading operation.

5.1.12 Loading operation must be suspended (Stop Work Authority – SWA.) in case of

pressure built-up and/or spillage is thoroughly investigated, and the cause(s) of this built-up/

spillage is determined and rectified.

5.1.13 No continuation of loading until spillage has been contained and cleared up.

5.1.14 Base Oil / Liquid bulk transferring period 0600 2000 hrs. Commencement shall be

started before end of daylight and able to continue in nighttime with additional precaution /

measurement.
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5.1.15 Bulk truck/ road tanker shall be secure parked at the designated area.

5.2 Type of Bulk product

5.2.1 Base oil (Liquid bulk)

5.2.2 Barite / Bentonite (Dry bulk)

5.2.3 Blended cement (Dry bulk)

5.3 Bulk transferring instruction.
5.3.1. Bulk transferring from truck/ road tanker to silo tank.

5.3.1.1.Prior to truck/ road tanker arriving.
Bulk contractor Supervisor/Operator should check and provide following,
a) Check available quantity at each silo and adequate quantity for loading.
b) Plan to receive any bulk cargo not over 85% of maximum capacity of tank.
c) Check liquid bulk for water contamination by water indicating paste.
d) Provide compressor, adequate fuel for compressor, load cell, hoses, valves, gauges,

meter (liquid bulk) etc. and ensure that relevant test/inspection certificates are valid and
available.

e) Provide spill kit equipment for emergency case.

5.3.1.2.On arrival of truck/ road tanker.
a) Truck/ road tanker shall be parked with secure in operational area and suitable to

connect with manifold for silo tank.
b) Safety toolbox meeting shall be conducted before commencing the transferring by bulk

contractor supervisor/ operator.
c) Quantity of bulk cargo in truck/ road tanker shall be checked by bulk contractor

supervisor/ operator and/or concern parties.
d) Check and record quantity of bulk cargo in silo tank.
e) Bulk contractor operator or truck/ road tanker operator shall connect hose from truck/

road tanker’s manifold to silo tank’s manifold. Dust collector is required if transferring
dry bulk cargo.

f) When transferring liquid bulk, the following additional precautions must be taken.
- Drip trays and/or plastic sheets to be placed below coupling connections.
- Spill response team and equipment to be on standby.

g) Open the valves of road tanker and silo tank (receiving line) and test pipeline system
by bulk contractor operator.

h) Double check all valves and line system.
i) Prior transferring, bulk contractor operators and truck/ road tanker operator shall be

assigned in proper stations and able to response immediately.
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j) Designed person must be briefed on their duties and actions to be taken in the event of
an emergency shutdown, shall not leave their stations until operation is completed or
properly relief.

k) Communication shall be in agreed channel.

l) Do a checklist – bulk transfer (refer to Reference A5-12)

5.3.1.3.Commencement of transferring.
a) When readiness of all parties is agreed, commence the transferring bulk cargo at 25%

pressure of the delivery rate for 5 to 10 minutes.
b) Check pressure gauge is working under safe pressure and air pressure is flowing in

vent line system and blow out at dust collector without any bulk cargo.
c) For liquid bulk, should be transferred by gravity, Flow meter gauge checked at silo tank

to ensure cargo received.
d) Communication must always be maintained between bulk contractor supervisor/

operator and truck/ road tanker throughout the transferring operation. In the event

communication is lost, transferring operation shall cease immediately and will only

continue when communication is resumed.

e) Both bulk contractor supervisor/ operator and truck/ road tanker operator shall check
connections for leakage and the bulk cargo is flowing.

f) On confirmation that the loading is in order, the truck/ road tanker operator shall
gradually increase the pressure to the designed working pressure consistence with
accepted safety practices.

g) Under no circumstances is the transfer to be carried out beyond the designed working
pressure.

h) In the event of any pressure built-up or spillage, the truck/ road tanker operator shall
immediately stop the transferring and alert the bulk contractor supervisor/ operator and
Jetty Officer.

i) Spillage shall be attended to immediately and do not transfer until properly cleanup
Refer to PDR-SSHE-WIS-50103-R00 PSB Jetty Oil Spill Response Plan

j) No transferring is to continue after a pressure built-up and/or spillage until a thorough
investigation and rectified.

k) The transferring operation shall always be monitored, and personnel assigned to the
stations shall remain in their stations until completion of the transferring.

5.3.1.4.Completion of transferring.
a) On completion of transferring, truck/ road tanker operator shall release pressure to

ensure remaining bulk cargo in line is clear then decrease and cease pressure. Close
the valves then check and ensure that no pressure in line system so disconnect the
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hose from the manifolds.
b) Both the bulk contractor supervisor/operator and truck/ road tanker shall check the

quantity loaded by the readings on the shore loading cells.
c) After every truck/ road tanker completed to transfer, bulk contractor operator shall keep

cleaning the silo platform area and housekeeping their equipment before leaving the
area.

5.3.1.5.Cleanup for spillage on silo platform
a) In the event of any dry bulk spillage on transfer area, the bulk contractor is responsible

for the immediate cleanup and shall keep the spillage into designated spill containment.
b) In the event of any liquid bulk spillage on transfer area, the bulk contractor is responsible

for the immediate cleanup thereof. Spillage washed off the platform flows into drainage
trenches and interceptors; bulk contractor operators are not only responsible for
cleaning the surface of the jetty but also responsible for cleaning the trenches and
interceptors.

c) It is the responsibility of the Jetty Officer to ensure that all affected trenches and
interceptors in the vicinity of the wash down have been inspected and the required
actions be taken by the bulk contractor. The inspection of trenches and interceptors is
to be carried out by the Jetty Officer with the bulk contractor in attendance.

d) In the event of a spillage, the Jetty Officer shall submit the Pollution/Spill Report within
6 hours after the spillage has been contained and cleaned.

5.3.2. Bulk transferring from silo tank to vessel.
5.3.2.1. Prior to vessel arriving.

a) Bulk Contractor Supervisor/Operator to check following
- Quantity available at each silo and adequate quantity for transferring.
- Check liquid bulk for water contamination by water indicating paste.
- Compressor, adequate fuel for compressor, load cell, hoses, valves, gauges, etc. and
ensure that relevant test/inspection certificates are valid and available.

b) Master of Vessel loading bulk product shall:
- Check quantity in vessel tanks.
- Release pressure in tanks till zero and clean up tanks if required whilst on passage to
PSB.

- Check/ test pipe line system assigned tanks for the bulk transferring.

5.3.2.2.On arrival of vessel alongside.
Vessel tank(s) & system - Bulk Contractor Supervisor/Operator together with vessel’s Chief

Engineer or his designate are to carry out the following.
a) Inspect vessel bulk tank(s) assigned for loading.
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b) For liquid bulk (Base Oil), if tank is partially filled, ascertain the quantity and check
content in tank(s) for water contamination. to be recorded accordingly.

c) Check load cell and Load Cell Calibration Certificate if available.
If vessel load cell is not calibrated or if Chief Engineer is not certain of accuracy, obtain
tank(s) capacity sounding table(s).

d) Connect bulk hose to vessel bulk connection coupling making sure that the bulk hose
is connected to the correct bulk cargo (Blended Cement, Barite, and Base Oil) coupling.

e) Make sure that the connection is properly locked, i.e. using a whip check safety cable.
f) Appropriate filling and vent lines valves to the vessel tank assigned for bulk transferring

are opened.
g) For transferring of Barite and Cement, vessels without onboard dust collector shall

connect the vent lines to a portable dust collector to be supplied by the bulk contractor
operators.

h) Blow compressed air through the filling line to make sure that the appropriate valve(s)
is/are opened and that the line to the assigned filling tank(s) is clear.

Shore silo(s) and system - On completion of checking vessel’s tank(s) and
system, the Bulk Contractor Supervisor/Operator, and vessel Chief Engineer or his
designate are to check:

i) Check bulk (Base Oil) for water contamination by water indicating paste.
If water is found, no transfer is permitted until the volume/quantity of water contamination.
is determined and water removed from the tank(s).

j) Silo load cell reading for bulk product in assigned tank and record the reading.
If the Chief Engineer or his designated is not satisfied with the reading of the load cell,
he may request for a visual inspection or physical sounding of the bulk product in the

silo(s).
k) A comparison can then be made against both readings to determine its correctness.

If reading of the load cell proof to be incorrect, the quantity of bulk product loaded
shall be determined by sounding.

l) If transferring is to be determined by sounding and if vessel’s tank(s) is partially
filled, the content(s) in this tank(s) must first be determined before transferring is to
commence.

m) Prior to transferring, bulk contractor operators and vessel’s Chief Engineer or his
designate shall be assigned in the stations they are able to shut down immediately.

n) Personnel assigned to these stations must be briefed on their duties and actions to be
taken in the event of an emergency shutdown. They shall not leave their stations until
the transferring operation is completed or properly relief.
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5.3.2.3.Commencement of transferring.
a) When readiness of all parties is agreed, commence the transferring bulk cargo.
b) Check pressure gauge is working under safe pressure and air pressure is flowing in

vent line system and blow out at dust collector without any bulk cargo.
c) For liquid bulk, check meter is running and monitor the manhole of assigned vessel tank

to ensure liquid bulk cargo have been filled in vessel tank.
d) When transferring liquid bulk, the following additional precautions must be taken:

- drip trays to be placed below the coupling connections.
- Spill response team and equipment to be on standby.

e) Communication must be maintained between the Bulk Contractor Supervisor /Operator
and the vessel’s Chief Engineer or his designated throughout the transferring operation
all times. In the event communication is lost, loading operation shall cease immediately
and will only continue when communication is restored.

f) For liquid bulk cargo, once the receiving vessel is ready to receive the bulk, the Bulk
Contractor Supervisor/Operator shall commence the transferring at 25% pressure of the
delivery rate for 5 to 10 minutes. Not applicable to Bended Cement and Barite as
insufficient pressure will cause the bulk product to be blocked.

g) Both the Bulk Contractor Supervisor/Operator and vessel’s Chief Engineer or Designate
shall check connections for leakage and the bulk is flowing to the assigned tank(s).

h) On confirmation that the transferring is in order, the Bulk Contractor Supervisor/Operator
shall increase the pressure gradually to the designed working pressure consistence
with accepted safety practices.

i) Under no circumstances is the transfer to be carried out beyond the designed working
pressure.

j) In the event of any pressure built-up or spillage, the Bulk Contractor Supervisor
/Operator shall immediately stop the transferring and alert the vessel’s Chief Engineer
or his designate and Jetty Officer.

k) Spillage shall be attended to immediately and no transfer until the spillage is cleanup
Refer to PSB Emergency and Crisis Response Plan Procedure 1009-PDR-OSB-0001-
Revision 00

l) No transferring is to continue after a pressure built-up and/or spillage until a thorough
investigation is carried out and the cause of this built-up/spillage is determined and
rectified.

m) The transferring operation shall be monitored all times and personnel assigned to the
stations shall remain in their stations until completion of the transferring.
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5.3.2.4.Completion of transferring.
a) On completion of transferring, the Bulk Contractor Supervisor/Operator shall ensure that

the hose is clear of bulk before disconnecting.
b) Both the Bulk Contractor Supervisor/Operator and vessel’s Chief Engineer or his

designate shall check the quantity loaded by the readings on the shore and vessel
loading cells. These reading shall be recorded in the Bulk Loading Receipt.

c) In addition to item b) above, when transferring liquid bulk cargo, the Chief Engineer or
his designated person shall check for water contamination using water indicating paste.
Any water found must be indicated in the Bulk Loading Receipt.

d) In the event of any weight shortage dispute, the assigned tank(s) shall be sounding
measured and recorded in the Bulk Loading Receipt.

e) The Bulk Contractor Supervisor/Operator shall take a sample of the bulk loaded and
label the assigned tank(s) as follows:
- Date Loaded
- Tank number#
- Batch number#

f) Both the Bulk Contractor Supervisor/Operator and vessel’s Chief Engineer or his
designate shall sign the Bulk Loading Receipt. Jetty Officer shall sign as witness. Any
weight shortage and/or water contamination shall be noted in the Bulk Contractor Ticket

g) The Bulk contractor Supervisor/Operator shall issue the signed Bulk Ticket as follows:
- 1 Original to PSB Jetty
- 1 copy to vessel
- 1 copy retains with contractor

h) The Bulk Contractor Supervisor/Operator shall ensure that any spillage on the jetty and
silo platform is clean up and secured before leaving the area

i) In the event of a spillage, the Jetty Officer shall submit the Pollution/Spill Report within
6 hours after the spillage has been contained and cleaned.

5.3.2.5. Cleanup for spillage on Jetty.
a) In the event of any bulk spillage on the jetty, the bulk contractor is responsible for the

immediate cleanup thereof. Spillage washed off the jetty flows into drainage trenches
and interceptors; bulk contractors are not only responsible for cleaning the surface of
the jetty but also responsible for cleaning the trenches and interceptors.

b) It is the responsibility of the Jetty Officer to ensure that all affected trenches and
interceptors in the vicinity of the wash down have been inspected and the required
actions be taken by the contractor. The inspection of trenches and interceptors is to be
carried out by the Jetty Officer with the bulk contractor in attendance.

c) Any bulk residue in the trenches or interceptors that may have resulted from the wash
down must be removed immediately. In the event of the spillage is in the form of Base
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Oil, MGO or any other hazardous liquid substance that may be harmful to the
environment, the substance must be treated before being allowed to be discharged into
the sea.

5.3.3. Bulk transferring from truck/ road tanker to vessel.
5.3.3.1.Prior to vessel arriving.

a) Bulk Contractor Supervisor/Operator to check following.
- Check quantity required, remaining quantity in vessel tank and arrange truck/ road
tanker(s) with adequate quantity for transferring as ordering by Transportation Request
(TR).
- Arrange hoses, connections, gauges, portable meter (if required), etc. and ensure that
relevant test/inspection certificates are valid and available.
- Request Permit to Work (PTW), cold work, before commencing transferring operation
(Refer to Permit to Work procedure: 12148-PDR-SSHE-505/42-R00).

b) Master of Vessel loading bulk cargo shall:
- Check quantity in vessel tanks.
- Release pressure in tanks till zero and clean up tanks if required whilst on passage to
PSB.
- Check/ test pipeline system assigned tanks for the bulk transferring.

c) Truck/ Road tanker Operator
- For dry bulk cargo, weight and record the truck/ road tanker before transferring.
- For liquid bulk cargo, keep recording receiving volume from original.

5.3.3.2.On arrival of truck/ road tanker and vessel alongside.
a) Truck/ road tanker shall be parked with safe and secure in operational area and suitable

to connect with manifold for vessel connection. If there are other operations such as
lifting operation in adjacent operational area, the truck/ road tanker shall be parked far
from load radius/ crane’s radius.

b) Safety toolbox meeting shall be conducted before commencing the transferring by bulk
contractor supervisor/ operator.

c) Quantity of bulk cargo in truck/ road tanker shall be checked by bulk contractor
supervisor/ operator, vessel’s Chief Engineer or his designate and/or concern parties.

d) Quantity of bulk cargo in vessel tank shall be checked by bulk contractor supervisor/
operator, vessel’s Chief Engineer or his designate.

e) Bulk contractor operator shall connect hose from truck/ road tanker’s manifold to
vessel’s manifold. Dust collector is required if transferring dry bulk cargo. For liquid bulk
cargo, meter is arranged by bulk contractor.

f) When transferring liquid bulk, the following additional precautions must be taken.
- Drip trays and/or plastic sheets to be placed below coupling connections.
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- Spill response team and equipment to be on standby.
g) Open the valves of road tanker and vessel tank (receiving line) and test pipe line system

by bulk contractor operator/ road tanker operator.
h) Double check all valves and line system.
i) Prior to transferring, bulk contractor operators, truck/ road tanker operator shall be

assigned in the stations they are able to shut down immediately.
j) Personnel assigned to these stations must be briefed on their duties and actions to be

taken in the event of an emergency shutdown. They shall not leave their stations until
the transferring operation is completed or properly relief.

k) Communication shall be in agreed channel.
l) Do a checklist – bulk transfer (refer to Reference XX-XX) by bulk contractor operator.

5.3.3.3.Commencement of transferring.
a) When readiness of all parties is agreed, commence the transferring bulk cargo.
b) Check pressure gauge is working under safe pressure and air pressure is flowing in

vent line system and blow out at dust collector without any bulk cargo.
c) For liquid bulk, check meter is running and monitor the manhole of assigned vessel tank

to ensure liquid bulk cargo have been filled in vessel tank.
d) Communication must be maintained between the Bulk Contractor Supervisor /Operator

and the vessel’s Chief Engineer or his designated throughout the transferring operation
all times. In the event communication is lost, transferring operation shall cease
immediately and will only continue when communication is restored.

e) For liquid bulk cargo, once the receiving vessel is ready to receive the bulk, the Bulk
Contractor Supervisor/Operator shall commence the transferring at 25% pressure of the
delivery rate for 5 to 10 minutes. Not applicable to Bended Cement and Barite as
insufficient pressure will cause the bulk product to be blocked.

f) Both the Bulk Contractor Supervisor/Operator and vessel’s Chief Engineer or Designate
shall check connections for leakage and the bulk is flowing to the assigned tank(s).

g) On confirmation that the transferring is in order, the Bulk Contractor Supervisor/Operator
shall increase the pressure gradually to the designed working pressure consistence
with accepted safety practices.

h) Under no circumstances is the transfer to be carried out beyond the designed working
pressure.

i) In the event of any pressure built-up or spillage, the Bulk Contractor Supervisor
/Operator shall immediately stop the transferring and alert the vessel’s Chief Engineer
or his designate and Jetty Officer.

j) Spillage shall be attended to immediately and no transfer until the spillage is cleanup
Refer to PSB Emergency and Crisis Response Plan Procedure 1009-PDR-OSB-0001-
Revision 00
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k) No transferring is to continue after a pressure built-up and/or spillage until a thorough
investigation is carried out and the cause of this built-up/spillage is determined and
rectified.

l) The transferring operation shall be monitored all times and personnel assigned to the
stations shall remain in their stations until completion of the transferring.

5.3.3.4.Completion of transferring.
a) On completion of transferring, the Bulk Contractor Supervisor/Operator shall ensure that

the hose is clear of bulk before disconnecting.
b) For dry bulk cargo, each truck/ road tanker(s) shall be weighted after transferring to

vessel. For liquid bulk cargo, reading the result from portable meter. The results shall
be recorded in the Bulk Loading Receipt.

c) When transferring liquid bulk cargo, the Chief Engineer or his designated person shall
check for water contamination using water indicating paste. Any water found must be
indicated in the Bulk Loading Receipt.

d) In the event of any weight shortage dispute, the assigned tank(s) shall be sounding
measured and recorded in the Bulk Loading Receipt.

e) The Bulk Contractor Supervisor/Operator shall take a sample of the bulk loaded and
label the assigned tank(s) as follows:
- Date Loaded.
- Tank number#
- Batch number#

f) Both the Bulk Contractor Supervisor/Operator and vessel’s Chief Engineer or his
designate shall sign the Bulk Loading Receipt. Jetty Officer shall sign as witness. Any
weight shortage and/or water contamination shall be noted in the Bulk Contractor Ticket.

g) The Bulk contractor Supervisor/Operator shall issue the signed Bulk Ticket as follows:
- 1 Original to PSB Jetty.
- 1 copy to vessel.
- 1 copy retains with contractor.

h) The Bulk Contractor Supervisor/Operator shall ensure that truck/ road tanker is secured
and the spillage on the jetty is cleaned up before leaving the operational area.

i) In the event of a spillage, the Jetty Officer shall submit the Pollution/Spill Report within
6 hours after the spillage has been contained and cleaned.

5.3.3.5.Cleanup for spillage on Jetty.
a) In the event of any bulk spillage on the jetty, the bulk contractor is responsible for the

immediate cleanup thereof. Spillage washed off the jetty flows into drainage trenches
and interceptors; bulk contractors are not only responsible for cleaning the surface of
the jetty but also responsible for cleaning the trenches and interceptors.
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b) It is the responsibility of the Jetty Officer to ensure that all affected trenches and
interceptors in the vicinity of the wash down have been inspected and the required
actions be taken by the contractor. The inspection of trenches and interceptors is to be
carried out by the Jetty Officer with the bulk contractor in attendance.

c) Any bulk residue in the trenches or interceptors that may have resulted from the wash
down must be removed immediately. In the event of the spillage is in the form of Base
Oil, MGO or any other hazardous liquid substance that may be harmful to the
environment, the substance must be treated before being allowed to be discharged into
the sea.

5.4 Role & Responsibility related with Bulk (Dry Bulk & Liquid bulk) transferring.

5.4.1 Bulk Contractor
1) Provide all related equipment which their bulk such as compressor, adequate fuel for

compressor, load cell, Dust collector, hoses, valves, gauges, meter (liquid bulk) etc. and
ensure that relevant test/inspection certificates are valid and good condition prior

commencement. Not limited to truck tanker and silo tank which installed at Jetty area.
2) Task Supervisor must ensure that PTW. was approved by authorization person in

advance (If required – such as Oil Base Mud transferring)

3) Provide adequate manpower who assigned in proper stations and able to response

immediately whole transfer operation, especially Emergency stop, and any connection.
4)  Provide adequate & proper communication equipment and establish / testing prior

commencement.

5) Provide spill kit equipment for emergency case.
6) Strictly complied with bulk transferring procedure and PSB. Jetty requirement, if any

doubt don’t hesitate to discuss with Jetty Supervisor / Jetty Officer / Support team leader.

5.4.2 Jetty Support Team / Jetty Officer on duty
1) Lead to Safety toolbox meeting before start bulk transferring by bulk contractor.
2) Witness all equipment condition and valid certificate, not limited to truck/ tanker, hose

connection, Manpower sufficiency, PPE.

3) Observe other readiness such as Truck stopper, Fire Extinguisher, Spill response

equipment, communication with concerned parties, prohibited warning sign if required.
4) Deployed Oil boom to cover all operation area in case of Oil Base Mud transferring

and retrieve once operation completed (Hose disconnected and all valve closed.)

5) To be ensure all Jetty discharged valves were closed completely.
6) Frequently checked for dry bulk transferring and standby at worksite all times for Oil

Base Mud transferring.
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Reference A5 - 1 Color-code scheme.
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Reference A5 – 2 Checklist – Bulk Transfer to Vessel
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Reference A5 – 3 Checklist – Bulk Transfer from Truck to Silo Tank
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Reference A5 – 4 Transfer of Base oil from Truck/Tanker to Tank/Buffer Tank

Reference A5 – 5 Transfer of Base oil from Tank/Buffer Tank to Vessel
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Reference A5 – 6 Transfer of Base oil from Truck to Vessel

Reference A5 – 7 Transfer of Barite / Bentonite and Blend Cement from Truck to Silo Tank
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Reference A5 – 8 Transfer of Barite / Bentonite and Blend Cement from Truck to Silo Tank

Reference A5 – 9 Transfer of Barite / Bentonite and Blend Cement from Silo Tank to Vessel
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Reference A5 – 10 Berth Arrangement



  

 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Rภาคผนวก ข-5 
Bunkering by Road Tanker to Vessel























































  

 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Rภาคผนวก ข-6 
Bulk Transfer to Vessel Checklist



















  

 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Rภาคผนวก ข-7 
การอบรมด้านความปลอดภัยในการทำงาน (Safety Training Courses)



No. Name Departmant Date
1 Sunphet Sudsanit OSB/S 13/05/2025
2 Natchaphon Phuangsuwan OSB/S 13/05/2025
3 Chainarong suksanguan OSB/S 13/05/2025
4 Peerapat Buadam OSB/S 13/05/2025
5 Wuttichai Muangsuwan OSB/S 13/05/2025
6 Ketkanok Kaewcharoen OSB/S 13/05/2025
7 Natchapon Soonkhong OSB/S 13/05/2025
8 Thanika Wongputkam OSB/S 13/05/2025
9 Panu Sabouch OSB/S 13/05/2025
10 Piyachuloes OSB/S 13/05/2025
11 Ratchapoom phankhong OSB/S 13/05/2025
12 Chawan Khundamri OSB/S 13/05/2025
13 Supawit Sraro OSB/S 13/05/2025
14 Jakkrit Sangrak OSB/S 13/05/2025
15 Panu Pitugsagulsiri OSB/S 13/05/2025
16 Yutthapong Kosentoh OSB/S 13/05/2025

Registration by QR Code
Course: �S-SSHE1107 Behavior Based Safety (BBS) & observation
Venue: PSB Buiding B105
Instructor: Karn S. & Wannakarn J.

No. Name Departmant Date
1 Teerawat  Promrawat OSB/S 20/01/2025

2 Jarash Madbilhed OSB/S 20/01/2025

3 Kornkamon Kimseng OSB/S 20/01/2025

4 Nitikorn jantapong OSB/S 20/01/2025

5 Karanyapart Laosinpaisan OSB/S 20/01/2025

6 Jantra Chuaypuak OSB/S 20/01/2025

7 Jessada Heemlah OSB/S 20/01/2025

8 Sirinan Promseng OSB/S 20/01/2025

9 Piya Chuloes OSB/S 20/01/2025

10 Napong Wiwatsuppagit OSB/S 20/01/2025

11 Poramin Nookao OSB/S 20/01/2025

12 Jakkrit Sangrak OSB/S 20/01/2025

13 Nawin Shusing OSB/S 20/01/2025

14 Watchara wongsuwan OSB/S 20/01/2025

15 Natchaphon Phuangsuwan OSB/S 20/01/2025

16 Haneen aekem OSB/S 20/01/2025

17 Prasit Mud OSB/S 20/01/2025

18 Anant Siri OSB/S 20/01/2025

19 Jakkrit Sangrak OSB/S 20/01/2025

20 Piya Chuloes OSB/S 20/01/2025

21 Jessada H OSB/S 20/01/2025

22 Nawin Shusing OSB/S 20/01/2025

23 Niwat OSB/S 20/01/2025

24 Sanya Tongnin OSB/S 20/01/2025

25 Prasit Mud OSB/S 20/01/2025

26 Wiwat lntasara OSB/S 20/01/2025

27 Anucha Hadmad OSB/S 20/01/2025

28 Pitak L. OSB/S 20/01/2025

29 Pratchayakorn Binlee OSB/S 20/01/2025

Registration by QR Code

Course: �S-SSHE1127 Warehouse Safety
Venue: PSB Buiding B105
Instructor : Karn S.



No. Name Departmant Date

Registration by QR Code

Course: �S-SSHE1127 Warehouse Safety
Venue: PSB Buiding B105
Instructor : Karn S.

30 Sompol Ruktong OSB/S 20/01/2025

31 Yotsapan Phin-aksorn OSB/S 20/01/2025

32 Yanisa Sromrattanawong OSB/S 20/01/2025

33 Suebjanya Anantapong OSB/S 20/01/2025

34 Thanika Wongputkam OSB/S 20/01/2025

35 Rungrudee Sriputtapon OSB/S 20/01/2025

36 Noppadol Loylip OSB/S 20/01/2025

37 Sataporn Sappaiboon OSB/S 20/01/2025

38 REWADEE NOOPRAPAN OSB/S 20/01/2025

39 กฤษณะ คาํวลัย์ OSB/S 20/01/2025

40 Roekdee laongkaeo OSB/S 20/01/2025

41 Areerat Phoemsuthaphot OSB/S 20/01/2025

42 Rosee Heemhem OSB/S 20/01/2025

43 Thiraphon Suwannarat OSB/S 20/01/2025

44 Khanchai T OSB/S 20/01/2025

45 Virot Tohmeen OSB/S 20/01/2025

46 IS-SAN SAHABANKOK OSB/S 20/01/2025

47 Prasit Maneeoi OSB/S 20/01/2025

48 Panya.Kheetong OSB/S 20/01/2025

49 Areerat Phoemsuthaphot OSB/S 20/01/2025

50 Panya.Kheetong OSB/S 20/01/2025

51 Anirut sittiimit OSB/S 20/01/2025

52 Sarayu Phimkronburee OSB/S 20/01/2025

53 อุรพุงศ ์ทองเพชร OSB/S 20/01/2025

54 Nur-inee Armeen OSB/S 20/01/2025

55 Kampon Mudtohpan OSB/S 20/01/2025

No. Name Departmant Date
1 Watchara wongsuwan OSB/S 17/03/2025
2 Chawan Khundamri OSB/S 17/03/2025
3 Jarash Madbilhed OSB/S 17/03/2025
4 Poramin Nookao OSB/S 17/03/2025
5 Sataporn Sappaiboon OSB/S 17/03/2025
6 Adisak Sooksai OSB/S 17/03/2025
7 Nawin Shusing OSB/S 17/03/2025
8 Nitipon Phuttawee OSB/S 17/03/2025
9 Natchapon Soonkhong OSB/S 17/03/2025
10 Nuttawut Kongkailmeen OSB/S 17/03/2025
11 Chawan Khundamri OSB/S 23/06/2025

12 Rewadee Nooprapan OSB/S 23/06/2025

13 Thanika Wongputkam OSB/S 23/06/2025

14 Nattawut Kongkailmeen OSB/S 23/06/2025

15 Ketkanok Kaewcharoen OSB/S 23/06/2025

16 Jessada Heemlah OSB/S 23/06/2025

17 Rosee Heemhem OSB/S 23/06/2025

18 Yanisa Sromrattanawong OSB/S 23/06/2025

19 Sataporn Sappaiboon OSB/S 23/06/2025

20 Jakkrit Sangrak OSB/S 23/06/2025

21 Thiraphon Suwannarat OSB/S 23/06/2025

22 Perapat promsen OSB/S 23/06/2025

23 Supakorn sittiamorn OSB/S 23/06/2025

24 Ratchapoom phankhong OSB/S 23/06/2025

25 Chainarong suksanguan OSB/S 23/06/2025

26 Natchapon Soonkhong OSB/S 23/06/2025

27 Phuwanet Rattanacom OSB/S 23/06/2025

Registration by QR Code
Course: �S-SSHE1128a Chemical Safety Management
Venue: PSB Buiding B105
Instructor: Karn S.



No. Name Departmant Date

Registration by QR Code
Course: �S-SSHE1128a Chemical Safety Management
Venue: PSB Buiding B105
Instructor: Karn S.

28 Nuttaphong Pinthongpan OSB/S 23/06/2025

29 Adisak Sooksai OSB/S 23/06/2025

30 Yotsapan Phin-aksorn OSB/S 23/06/2025

31 Jarash Madbilhed OSB/S 23/06/2025

32 Nitikorn jantapong OSB/S 23/06/2025

33 Sarawut Okaew OSB/S 23/06/2025

No. Name Departmant Date
1 Supawit Sraro OSB/S 21/05/2025
2 Sunphet Sudsanit OSB/S 21/05/2025
3 Nattawut Kongkailmeen OSB/S 21/05/2025
4 Ratchapoom phankhong OSB/S 21/05/2025
5 Inthat khunpradit OSB/S 21/05/2025
6 Natchapon Soonkhong OSB/S 21/05/2025
7 Panu Pitugsagulsiri OSB/S 21/05/2025
8 Wuttichai Muangsuwan OSB/S 21/05/2025
9 Jedsada Khwanthong OSB/S 21/05/2025
10 Panuwat Pumapanit OSB/S 21/05/2025
11 Kasaemsan Rukkachat OSB/S 21/05/2025
12 Kanisorn Patangtaro OSB/S 21/05/2025
13 Jakkrit Sangrak OSB/S 21/05/2025
14 Piya chuloes OSB/S 21/05/2025
15 Suchapree Fhuakong OSB/S 21/05/2025

Registration by QR Code
Course: �S-SSHE2206 Safe Lifting Operation Level 1
Venue: PSB Buiding B105
Instructor: Karn S. & Wannakarn J.



No. Name Departmant Date
1 Ketkanok Kaewcharoen OSB/S 21/03/2025

2 Rewadee Nooprapan OSB/S 21/03/2025

3 Suebjanya Anantapong OSB/S 21/03/2025

4 Rosee Heemhem EMI 21/03/2025

5 Thanika Wongputkam OSB/S 21/03/2025

6 Ketkanok Kaewcharoen OSB/S 21/03/2025

7 Rungrudee Sriputtapon OSB/S 21/03/2025

8 Yanisa Sromrattanawong OSB/S 21/03/2025

9 Yotsapan Phin-aksorn OSB/S 21/03/2025

10 Thiraphon Suwannarat OSB/S 21/03/2025

11 Kocham Nuansuchon OSB/S 21/03/2025

Registration by QR Code

Course: �Cause of the Incident & How to report incident workshop

Venue: PSB Buiding B105

Instructor: Haneen A. & Karanyapart L.

No. Name Departmant Date

1 Nada Wongbunyathikarn OSB/S 16-17/01/2025

2 Bancha Chimtrakool OSB/S 16-17/01/2025

3 Rattanan Singthuean OSB/S 16-17/01/2025

4 Thana Yampram OSB/S 16-17/01/2025

5 Teerawat Pranom OSB/S 16-17/01/2025

5 Ruttikorn Techocha OSB/S 16-17/01/2025

6 Sasima Thongkaewkattiya OSB/S 16-17/01/2025

7 Narit Lertmethanon OSB/S 16-17/01/2025

8 Karanyapart Laosinpaisan OSB/S 16-17/01/2025

9 Rangsirot Nathong OSB/S 16-17/01/2025

10 Tanawat Suwanrat OSB/S 16-17/01/2025

11 Khanchai Tangsuchol OSB/S 16-17/01/2025

12 Janphen Kongtan OSB/S 16-17/01/2025

13 Yootthana Kheawjaroen OSB/S 16-17/01/2025

14 Nitchakan Thonglong OSB/S 16-17/01/2025

15 Karn Sawetjinda OSB/S 16-17/01/2025

16 Kiratikan Chitcharoen OSB/S 16-17/01/2025

17 Suliman Bula OSB/S 16-17/01/2025

18 Nussaree Ditjanapongpon OSB/S 16-17/01/2025

19 Pantita Wongbiasat OSB/S 16-17/01/2025

20 Somsak Chainoo OSB/S 16-17/01/2025

21 Suchapree Fhuakong OSB/S 16-17/01/2025

22 Haneen Aekem OSB/S 16-17/01/2025

Registration by QR Code

Course: �Green Office Auditor training

Venue: PSB Buiding A205

Instructor: Dr. Siam as PTTEP Green Office's project consultant 



No. Name Departmant Date
1 Perapat promsen OSB/S 17/06/2025
2 Nattawut Kongkailmeen OSB/S 17/06/2025
3 Thanika Wongputkam OSB/S 17/06/2025
4 Rosee Heemhem OSB/S 17/06/2025
5 Suebjanya Anantapong OSB/S 17/06/2025
6 Yotsapan Phin-aksorn OSB/S 17/06/2025
7 Thiraphon Suwannarat OSB/S 17/06/2025
8  Ketkanok Kaewcharoen OSB/S 17/06/2025
9 Rewadee Nooprapan OSB/S 17/06/2025
10 Rungrudee Sriputtapon OSB/S 17/06/2025
11 Yanisa Sromrattanawong OSB/S 17/06/2025

Registration by QR Code
Course: �โรคจากการประกอบอาชีพ
Venue: PSB Buiding B105
Instructor: Wannakarn J.

No. Name Departmant Date
1 Suliman Bula OSB/S 05/02/2025

2 Yootthana Kheawjaroen OSB/S 05/02/2025

3 Angsinee Ritthipakdee OSB/S 05/02/2025

4 Sirorat Limthai OSB/S 05/02/2025

5 Somruedee Sookyarerk OSB/S 05/02/2025

6 Kanokwan Boonsuk OSB/S 05/02/2025

7 Vichuda Sudtum OSB/S 05/02/2025

8 Jidapa Chaichana OSB/S 05/02/2025

9 Thachaded Wattathum OSB/S 05/02/2025

10 Watchara Wongsuwong OSB/S 05/02/2025

11 Theerapat Suwanno OSB/S 05/02/2025

12 Nartchawee Arunwet OSB/S 05/02/2025

13 Surapat Satienjaroensakul OSB/S 05/02/2025

14 Panatda Molito OSB/S 05/02/2025

15 Nut Promkeaw OSB/S 05/02/2025

16 Nitipon phuttwee OSB/S 05/02/2025

17 Anant Siri OSB/S 05/02/2025

18 Rangsirot Nathong OSB/S 05/02/2025

19 Sanya Maksakha OSB/S 05/02/2025

20 Panya Kheetong OSB/S 05/02/2025

21 Pongsak Niyomdecha OSB/S 05/02/2025

22 sarawut O-kaew OSB/S 05/02/2025

23 นายมนิตย ์หมีละ OSB/S 05/02/2025

24 นายกฤษฎา เพชรมทุธา OSB/S 05/02/2025

25 นายพนชักร เอียดสยุ OSB/S 05/02/2025

26 นายราเชนทร ์หลาํสบุ OSB/S 05/02/2025

27 นายชาริ เวชกะ OSB/S 05/02/2025

28 นายปรีชา  อิสระ OSB/S 05/02/2025

29 นายณัฐวฒุิ  หมดุตะเหลบ็ OSB/S 05/02/2025

Registration by QR Code

Course: �ความเมืÉอยลา้จากการทาํงาน Fatigue Campaign

Venue: PSB Buiding B105

Instructor: Nada W.



No. Name Departmant Date

Registration by QR Code

Course: �ความเมืÉอยลา้จากการทาํงาน Fatigue Campaign

Venue: PSB Buiding B105

Instructor: Nada W.

30 นายพสักร หมดัลหิมีน OSB/S 05/02/2025

31 Amonrat  Rostip OSB/S 19/02/2025

32 Janphen Kongtan OSB/S 19/02/2025

33 Dararat Buasom OSB/S 19/02/2025

34 Jaroonsak Tirapalika OSB/S 19/02/2025

35 Jakkrit Sangrak OSB/S 19/02/2025

36 Supakin Suwanno OSB/S 19/02/2025

37 Adisak Sooksai OSB/S 19/02/2025

38 Natchapon Soonkhong OSB/S 19/02/2025

39 Jakaphan Disara OSB/S 19/02/2025

40 Urasa Suntharamard OSB/S 19/02/2025

41 Monthicha Ponthai OSB/S 19/02/2025

42 Suchawadee Klaprot OSB/S 19/02/2025

43 Wisanu Ariwasaro OSB/S 19/02/2025

44 Potjanee Kerdsaengsuriyong OSB/S 19/02/2025

45 Watcharee Buawhoon OSB/S 19/02/2025

46 Charoen Puttasaro OSB/S 19/02/2025

47 Teerawat Pranom OSB/S 19/02/2025

48 Saharat Sangthong OSB/S 19/02/2025

49 Buchaya Ratanasuteeranon OSB/S 05/03/2025

50 Sippanon Mutarwan OSB/S 05/03/2025

51 Thidathip Plaichum OSB/S 05/03/2025

52 Patthanun  Sirirut OSB/S 05/03/2025

53 Musleeheem Besa OSB/S 05/03/2025

54 Arun Damad OSB/S 05/03/2025

55 Suttirux  Kaewmanee OSB/S 05/03/2025

56 Ammaret Suwannarat OSB/S 05/03/2025

57 Chomphunut Yannarat OSB/S 05/03/2025

No. Name Departmant Date

Registration by QR Code

Course: �ความเมืÉอยลา้จากการทาํงาน Fatigue Campaign

Venue: PSB Buiding B105

Instructor: Nada W.

58 Rungwit Sengnet OSB/S 05/03/2025

59 Karn Kopichai OSB/S 05/03/2025

60 Prasit Maneesoi OSB/S 05/03/2025

61 Napong Wiwatsuppagit OSB/S 05/03/2025

62 Kritdsna Kamwan OSB/S 05/03/2025

63 Sataporn Sappaiboon OSB/S 05/03/2025

64 Wannakarn Jumroonnam OSB/S 05/03/2025

65 Chalermpong Inkaew OSB/S 05/03/2025

66 Thanee Ruangsri OSB/S 05/03/2025

67 Nitchakan Thonglong OSB/S 05/03/2025

68 Thiraphon Suwannarat OSB/S 19/03/2025

69 Suebjanya Anantapong OSB/S 19/03/2025

70 Thanika Wongputkam OSB/S 19/03/2025

71 Rosee Heemhem OSB/S 19/03/2025

72 Rungrudee Sriputtapon OSB/S 19/03/2025

73 Rewadee Nooprapan OSB/S 19/03/2025

74 Ketkanok Kaewcharoen OSB/S 19/03/2025

75 Yanisa Sroemrattanawong OSB/S 19/03/2025

76 Yotsapan Phin-aksorn OSB/S 19/03/2025

77 supawee uppatham OSB/S 19/03/2025

78 Aadsada Sangsom OSB/S 19/03/2025

79 Piyaphat Treeratrakool OSB/S 19/03/2025

80 Asard Samoh OSB/S 19/03/2025

81 Pannawat Ananchuen OSB/S 19/03/2025

82 Nattapong Phuengtua OSB/S 19/03/2025

83 Nuttaporn Chim-in OSB/S 19/03/2025

84 Terawat Promrawat OSB/S 19/03/2025

85 Roekdee Laongkaeo OSB/S 19/03/2025



No. Name Departmant Date

Registration by QR Code

Course: �ความเมืÉอยลา้จากการทาํงาน Fatigue Campaign

Venue: PSB Buiding B105

Instructor: Nada W.

86 Jarash Madbilhed OSB/S 19/03/2025

87 Nitikorn Jantapong OSB/S 19/03/2025

88 Sukrit kusolphat OSB/S 19/03/2025

89 Sornsin Phothong OSB/S 19/03/2025

90 Krittawit Buapech OSB/S 19/03/2025

91 Areerat Phoemsuthaphot OSB/S 19/03/2025

92 Waraporn Sonsen OSB/S 19/03/2025

93 Nussaree Ditjanapongpon OSB/S 19/03/2025

94 Pantita Wongbiasat OSB/S 19/03/2025

95 Pimson Suwan OSB/S 02/04/2025

96 Wuttipong Makanukit OSB/S 02/04/2025

97 Jantra Chuaypuak OSB/S 02/04/2025

98 Kornkamon Kimseng OSB/S 02/04/2025

99 Nur-ainee Ameen OSB/S 02/04/2025

100 Rasita Suwonsin OSB/S 02/04/2025

101 Sirinan Promseng OSB/S 02/04/2025

102 Virot Tohmeen OSB/S 02/04/2025

103 Kittiyaporn Thongsuk OSB/S 02/04/2025

106 Thongbai Nakhan OSB/S 02/04/2025

107 Preecha sikato OSB/S 02/04/2025

108 Sittisak Sawaddisuk OSB/S 02/04/2025

109 Kosit Intaree OSB/S 02/04/2025

110 Surapat Laongpan OSB/S 02/04/2025

111 Preecha Maneerat OSB/S 02/04/2025

112 Fareeda Phitakkumpol OSB/S 02/04/2025



  

 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Rภาคผนวก ข-8 
แผนการตรวจสอบและบำรุงรักษาเชิงป้องกันเครื่องจักร  

(Planned Maintenance Program)



No Equipment description Section owner Manufacture Model / Series S/N Tag No. Description Location Criticality Description for PM Remark Check by 
Name

Current 
Location 
Check list

Old location 
Checklist

PM Period 
Time Frequency Jan(P) Feb(P) Mar(P) Apr(P) May(P) Jun(P) Jul(P) Aug(P) Sep(P) Oct(P) Nov(P) Dec(P) Jan(A) Feb(A) Mar(A) Apr(A) May(A) Jun(A) Jul(A) Aug(A) Sep(A) Oct(A) Nov(A) Dec(A) Weight

1 MV Electrical Transformer E-01 and Switchboard PSB Facility EKARAT Engineering 4605119
630 kVA E1TR011-PSB TR 01 หมอ้แปลง + ตูไ้ฟ + ตูไ้ฟ ทา่เรอื 1 JETTY High

ตรวจสอบสภาพโดยรอบหมอ้แปลง/ฟัง
เสยีการสปารค์ของสาย/ตรวจสอบความ
เป็นฉนวนของน ้ามัน/เปลยีนสารดดู
ความชืน้ โดย External Vendor

Rangsirot N. Facility 1Y Yearly 1Y 5

2 MV Electrical Transformer H-01 and Switchboard PSB Facility EKARAT Engineering 62147357
630 kVA H1TR011-PSB TR 02 หมอ้แปลง + ตูไ้ฟ PSB OFFICE 

(Pump Room) High

ตรวจสอบสภาพโดยรอบหมอ้แปลง/ฟัง
เสยีการสปารค์ของสาย/ตรวจสอบความ
เป็นฉนวนของน ้ามัน/เปลยีนสารดดู
ความชืน้ โดย External Vendor

Rangsirot N. Facility 1Y Yearly 1Y 5

3 MV Electrical Transformer A-01 and Switchboard PSB Facility Thai Macwell 201227126
250 kVA A1TR011-PSB TR 03 หมอ้แปลง + ตูไ้ฟ BKT WH High

ตรวจสอบสภาพโดยรอบหมอ้แปลง/ฟัง
เสยีการสปารค์ของสาย/ตรวจสอบความ
เป็นฉนวนของน ้ามัน/เปลยีนสารดดู
ความชืน้ โดย External Vendor

Rangsirot N. Facility 1Y Yearly 1Y 5

4 MV Electrical Transformer L-01 and Switchboard PSB Facility Charoenchai FD207294
315 kVA L1TR011-PSB TR 04 หมอ้แปลง + ตูไ้ฟ OTF OFFICE High

ตรวจสอบสภาพโดยรอบหมอ้แปลง/ฟัง
เสยีการสปารค์ของสาย/ตรวจสอบความ
เป็นฉนวนของน ้ามัน/เปลยีนสารดดู
ความชืน้ โดย External Vendor

Rangsirot N. Facility 1Y Yearly 1Y 5

5 MV Electrical Transformer M-01 and Switchboard PSB Facility CC transformer 491763 
250 kVA M1TR011-PSB TR 05 หมอ้แปลง + ตูไ้ฟ PMI OFFICE#1 High

ตรวจสอบสภาพโดยรอบหมอ้แปลง/ฟัง
เสยีการสปารค์ของสาย/ตรวจสอบความ
เป็นฉนวนของน ้ามัน/เปลยีนสารดดู
ความชืน้ โดย External Vendor

Rangsirot N. Facility 1Y Yearly 1Y 5

6 MV Electrical Transformer D-01 and Switchboard PSB Facility QTC 4604696
250 kVA D1TR011-PSB TR 06 หมอ้แปลง + ตูไ้ฟ FREE ZONE High

ตรวจสอบสภาพโดยรอบหมอ้แปลง/ฟัง
เสยีการสปารค์ของสาย/ตรวจสอบความ
เป็นฉนวนของน ้ามัน/เปลยีนสารดดู
ความชืน้ โดย External Vendor

Rangsirot N. Facility 1Y Yearly 1Y 5

file://pttep.com/DFSRootSKL/0841-2 OLG-B/Department Share/PSB Construction and Project Team/PSB Integrated PM Program Development/Report/2023/2023 PSB PM Plan/Check list
file://pttep.com/DFSRootSKL/0841-2 OLG-B/Department Share/PSB Construction and Project Team/PSB Integrated PM Program Development/Report/2023/2023 PSB PM Plan/Check list
file://pttep.com/DFSRootSKL/0841-2 OLG-B/Department Share/PSB Construction and Project Team/PSB Integrated PM Program Development/Report/2023/2023 PSB PM Plan/Check list
file://pttep.com/DFSRootSKL/0841-2 OLG-B/Department Share/PSB Construction and Project Team/PSB Integrated PM Program Development/Report/2023/2023 PSB PM Plan/Check list
file://pttep.com/DFSRootSKL/0841-2 OLG-B/Department Share/PSB Construction and Project Team/PSB Integrated PM Program Development/Report/2023/2023 PSB PM Plan/Check list
file://pttep.com/DFSRootSKL/0841-2 OLG-B/Department Share/PSB Construction and Project Team/PSB Integrated PM Program Development/Report/2023/2023 PSB PM Plan/Check list
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Rภาคผนวก ข-9 
ตัวอย่างการตรวจเช็คสภาพเครื่องจักร/  

อุปกรณ์ที่มีเสียงดัง

































Sittisak Sawaddisuk
Stamp

Sittisak Sawaddisuk
Rectangle









  

 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Rภาคผนวก ข-10 
Septic Tank Checklist











































  

 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Rภาคผนวก ข-11 
Grease Trap Checklist













  

 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Rภาคผนวก ข-12 
PSB Caretaker Activities Daily Checklist















  

 

 
 

 
 
 
 
 
 
 
 
 
 
 

 

Rภาคผนวก ข-13 
PSB Jetty Oil Spill Response Plan



UNCONTROLLED when printed, visit PTTEP SSHE intranet for the latest version.
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INTRODUCTION

1. PURPOSE 

The purpose of this Work Instruction is to assess PSB jetty possible spill scenario(s) and to identify

response plan with suitable tactics/equipment. 

This plan details how a Tier 1 response operation is to be undertaken in response to a marine oil 

spill that occurs within PSB Jetty and immediately area under PSB responsible. In the event of a Tier 

2 or 3 responses at PSB Jetty and its immediate area, this plan will provide Marine Department with 

the specific information of PSB facilities and capabilities which may assist the regional, national 

and/or international responders in their planning and response.

2. SCOPE 

The scope of this Work Instruction covers in all operating area of Jetty, Berth and adjacent beaches 

as follows:

PSB Jetty including berth dedicated to Chevron 

PSB Chemical silo area (Base Oil)

REQUIREMENTS

3. PSB JETTY LOCATION AND ACTIVITIES

3.1 PSB JETTY DESCRIPTION

PSB Jetty is located at 222 Moo 1, Tambol Huakao, Amphur Singhanakorn, Songkhla 90280, 

Thailand and constructed on an outcrop of land and is of plied construction. It has six (6) berths with 

a total linear length of 380 meters.  The water depths at the jetty various between 6 meters and 8 

meters. PSB Jetty has designed as a closed drain system which can contain oil in case of spill. All 3 

manholes can be isolated in case of spill on PSB Jetty.

In the event of any spill at the jetty, the spilt substances will flow beneath the jetty i.e. from Berth #1 

to Berth #6 or vice versa.
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Figure1: PSB Jetty Facilities 

3.2 TYPE OF OIL STORED AT PSB JETTY/FACILITY 

The facilities on the jetty are for storage of: 

Table 1: Summary of oil storage at PSB Jetty 

Description No of Silos 
Total Volume 

(m3) 
Remarks 

Base Oil 5 400  

MGO bunkering from road 

tanker to marine vessel 

- NA Maximum Road tanker truck 

capacity is 40,000 m3/ road 

tanker 

The safety data sheet of Base Oil and Marine Gas Oil can be found in Appendix A 
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4. OIL SPILL RESPONSE AT PSB JETTY 

4.1 POSSIBLE SOURCE OF SPILL AT PSB JETTY 

Possible source of spill at PSB Jetty are listed in the table below; 

Table 2: Possible source of spill at PSB Jetty 

Activities Possible cause Possible 
quantities of spill 

Potential of 
sensitive receptor Prevention Measures 

MGO 
bunkering 
from road 
tanker to 
vessel 

Connection hose 
at vessel 
manifold, vessel 
manifold failure. 

Transferring Hose 
burst. 

(Marine Vessel 
Side) 

 Approximately of 
136.87 liters 
spillage to the sea 

(Transferring Hose 
size is 3” x 30 
meters) 

 Fishery village 
(Salahum) 

 Fishery village 
(Ban Lay) 

 Onsite inspection 
(Bunkering Checklist) 
prior to commence 
verification of hose 
and install whip check 

 Certification of 
transferring hose  

 Secondary 
containment  

 Boom deployment 

 Administrative 
Control: Permit to 
Work (PTW)  

Back pressure 
from vessel 
pipeline. 

 Approximately of 
455 liters 
(Diameter 6” and 
25 meters long, 
Possible of spill is 
vary depend on 
vessel structure 
and design.) 

 Fishery village 
(Salahum) 

 Fishery village 
(Ban Lay) 

 Vessel MGO pipeline, 
Valves, etc inspected 
by Vessel Crew prior 
to start MGO 
transferring 

Connection hose, 
Discharge Valve, 
Discharge Line 
assembly at road 
tanker failure. 

Transferring Hose 
burst. 

(On Jetty Side) 

 Approximately of 
136.87 liters 
release on PSB 
jetty ground (in 
case of no 
secondary 
containment 
however PSB Jetty 
is designed as 
closed drained) 

(Transferring Hose 
size is 3” x 30 
meters) 

 Fishery village 
(Salahum) 

 Fishery village 
(Ban Lay) 

 Onsite inspection 
(Bunkering Checklist) 
prior to commence 
verification of hose 
and install whip check 

 Certification of 
transferring hose  

 Secondary 
containment PSB 
Jetty is designed as a 
closed drain system 

 Administrative 
Control: Permit to 
Work (PTW) 

Overflow from 
roof of road 
tanker 

 Zero because PSB 
Jetty is design as a 
closed drain 
system 

None  Contractor pre-
inspection prior to 
entry to PSB area 

 Tally Clerk perform 
inspection prior to 
dispatch to PSB Jetty 
from marshalling yard 

 PSB Jetty Foreman 
inspect road tanker 
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Activities Possible cause Possible 
quantities of spill 

Potential of 
sensitive receptor Prevention Measures 

prior to loading (MGO 
Bunkering Checklist) 

Base Oil 
Transfer from 
silo to vessel 

Rupture of base 
oil silo caused the 
leakage of silo 
tank 

 Zero because the 
base oil silo is 
equipped with 
construction wall 
(secondary 
containment) 

None  Inspection and 
maintenance program 
by silo’s contractor 

 Secondary 
containment 

Connection hose 
at vessel manifold 
failure (Marine 
Vessel Side) 

 Approximately of 
91.24 liters spillage 
to the sea 

(Transferring Hose 
size is 3” x 20 
meters) 

 Fishery village 
(Salahum) 

 Fishery village 
(Ban Lay) 

 Onsite inspection prior 
to commence 
verification of hose 
and install whip check 

 Certification of 
transferring hose  

 Secondary 
containment  

Connection hose 
at manifold (On 
Jetty Side) 

 Approximately of 
91.24 liters release 
on PSB jetty 
ground (in case of 
no secondary 
containment 
however PSB Jetty 
is designed as 
closed drained) 

(Transferring Hose 
size is 3” x 20 
meters) 

 Fishery village 
(near PTTOR) 

 Fishery village 
(Ban Lay) 

 Onsite inspection prior 
to commence 
verification of hose 

 Certification of 
transferring hose  

 Secondary 
containment PSB 
Jetty is designed as a 
closed drain system 

Piping Leakage 
at PSB jetty 
caused from 
Corrosion/Erosion 

 Zero because PSB 
Jetty is design as a 
closed drain 
system 

None  Piping inspection 
and replacement 
program  

 Connecting hose 
certification 

Base Oil 
Transfer from 
road tanker 
to vessel 

Connection hose 
at vessel manifold 
failure (Marine 
Vessel Side) 

 Approximately of 
136.87 liters 
spillage to the sea 

 (Transferring Hose 
size is 3” x 30 
meters) 

 Fishery village 
(Salahum) 

 Fishery village 
(Ban Lay) 

 Onsite inspection prior 
to commence 
verification of hose 
and install whip check 

 Certification of 
transferring hose  

 Secondary 
containment  

 Administrative 
Control: Permit to 
Work (PTW) 

Connection hose 
at road tanker 

 Approximately of 
136.87 liters 
release on PSB 

 Fishery village 
(Salahum) 

 Onsite inspection 
(Bunkering Checklist) 
prior to commence 
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Activities Possible cause Possible 
quantities of spill 

Potential of 
sensitive receptor Prevention Measures 

failure (On Jetty 
Side) 

jetty ground (in 
case of no 
secondary 
containment 
however PSB Jetty 
is designed as 
closed drained) 

 (Transferring Hose 
size is 3” x 30 
meters) 

 Fishery village 
(Ban Lay) 

verification of hose 
and install whip check 

 Certification of 
transferring hose  

 Secondary 
containment PSB 
Jetty is designed as 
a closed drain 
system 

 Administrative 
Control: Permit to 
Work (PTW) 

Overflow from 
roof of road 
tanker 

 Zero because PSB 
Jetty is design as a 
closed drain 
system 

None  Contractor pre-
inspection prior to 
entry to PSB area 

 Tally Clerk perform 
inspection prior to 
dispatch to PSB Jetty 
from marshalling yard 

 PSB Jetty Foreman 
inspect road tanker 
prior to loading 

Synthetic 
based drilling 
fluid (SBM) 
transfer 
from/to road 
tanker 
to/from 
vessel 

Connection hose 
at vessel manifold 
failure (Marine 
Vessel Side) 

 Approximately of 
136.87 liters 
spillage to the sea 

 (Transferring Hose 
size is 3” x 30 
meters) 

 Fishery village 
(Salahum) 

 Fishery village 
(Ban Lay) 

 Onsite inspection prior 
to commence 
verification of hose 
and install whip check 

 Certification of 
transferring hose  

 Secondary 
containment  

 Administrative 
Control: Permit to 
Work (PTW) 

Connection hose 
at road tanker 
failure (On Jetty 
Side) 

 Approximately of 
136.87 liters 
release on PSB 
jetty ground (in 
case of no 
secondary 
containment 
however PSB Jetty 
is designed as 
closed drained) 

 (Transferring Hose 
size is 3” x 30 
meters) 

 Fishery village 
(Salahum) 

 Fishery village 
(Ban Lay) 

 Onsite inspection prior 
to commence 
verification of hose 
and install whip check 

 Certification of 
transferring hose  

 Secondary 
containment PSB 
Jetty is designed as a 
closed drain system 

 Administrative 
Control: Permit to 
Work (PTW) 

Overflow from 
roof of road 
tanker 

 Zero because PSB 
Jetty is design as a 
closed drain 
system 

None  Contractor pre-
inspection prior to 
entry to PSB area 
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Activities Possible cause Possible 
quantities of spill 

Potential of 
sensitive receptor Prevention Measures 

 Tally Clerk perform 
inspection prior to 
dispatch to PSB Jetty 
from marshalling yard 

 PSB Jetty Foreman 
inspect road tanker 
prior to loading 

Vessel on 
board 
activities  

Vessel operation 
(deck 
maintenance) 

Approximate less 
than 5 liters 

 Fishery village 
(Salahum) 

 Fishery village 
(Ban Lay) 

 Port regulation (not 
allow tank transfer at 
PSB Jetty) 

 Administrative 
Control: Permit to 
Work (PTW) 

Vessel 
collision 
during 
berthing or 
transit 
to/from PSB 

Mis-operation 
during vessel 
maneuvering  

Crew Boat Oil Tank 
Capacity is 25 m3 
and Supply Vessel 
Fuel Oil Tank 
capacity is very 
from 50m3 to 120 
m3) 

 Fishery village 
(Salahum) 

 Fishery village 
(Ban Lay) 

 A double vessel fuel 
oil tank wall design 

 Safe Speed and 
distance Approach 
principle 

 Pilot escort or 
certified marine 
vessel chief officer 
from pilot  

 

4.2 OIL SPILL RESPONSE PHILOSOPHY 

In case of Oil Spill, Observer shall inform Radio Operator per PSB Emergency and Crisis Response 

Plan Procedure, after that Oil Spill Response Team will be settled to response the emergency. An 

oil spill response philosophy is under 4Cs concepts which are; 

Communicate: Immediately notify others working in the area and call 8889 

                          Address the situation: Location, Spill Type, Quantity, etc. 

Control:            If there is a way to stop the spill or minimize the chances of it becoming  

                         worse, take those actions (such as closing a valve or righting a container   

                         that has tipped over). 

                         Workers should immediately don appropriate PPE for the chemical and  

                         the nature of the hazard. 

Contain:           Confining the spilled material to a small area by using absorbent  

                          material.  

                          Prevent the spill from spreading to drains or other places that may allow  

                          the material to flow into environmental. 
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Clean up:         Immediate with site remediation (if needed) 

General Safety consideration  

 Set up Hot, warm and cold zone.  

 Ensure site are safe to access possible ignition should be removed. 

 Vehicle or traffic in area shall be limited or stopped. 

 Smoking is prohibited. 

Boat Safety 

 Ensure all personnel wear life jacket. 

 Avoiding board access through or into hazardous/spill area. 

Health: Consideration of Asphyxiation danger. 

4.3 OIL SPILL RESPONSE EQUIPMENT 

There is several spill response equipment prepare at PSB jetty and majority of equipment can 

summarize as function base in table below: 

Table 3: Major Oil Spill Response Equipment at PSB Jetty 

Application Product Name Capability Minimum 
Requirement Photo 

Boom 

Permanent containment 
boom and fence boom 

Rapid Oil 
Containment 

Barrier 
1,200 meters 

 

 
 

Beach Boom 
Seal the land 

and water 
connection 

25 meters 

 

 
 

Water pump and air 
blower for beach boom 

Fill water and 
air into beach 

boom 
chambers 

1 set 
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Application Product Name Capability Minimum 
Requirement Photo 

Oil 
Absorbent 

Absorbent Sheet 
(3 M Petroleum Sorbent 
Sheet Type, Model HP-

255, Size 17" x 19) 

2.522 
Liters/Sheet 

300 sheets 

 

 
 

Absorbent Boom 
(Oil Sorbent Boom T-

270, Size) 200 mm x 3 
m 

65.575 
Liters/Boom 

28 pieces 

 

Chemical 
Absorbent 

Chemical absorbent 
(3M Chemical Sorbent 
Roll C-RL15150DD) 

117 
Liters/Roll 

2 Roll 

 

Chemical absorbent 
(3M Chemical Sorbent 

Mini-Boom P-200 
Series) 

3.8 
Liters/Piece 

15 pieces 

 

Chemical absorbent 
(3M Chemical Sorbent 

Folded) 
40 Liters/Box 1 box 

 

Dispersant 
Dispersant 

(Sea Clean Oil Spill 
Dispersant) 

- 40 Gallons 

 

Supporting 
Equipment 

Sand 
0.2 grams 
oil/grams 
sorbent) 

160 kgs 

 

 
 

Saw Dust 
2.8 grams 
oil/grams 
sorbent) 

32 kgs 

 

 
 

Boat 
(SB 080 M A2) 

Estimate 
Speed 12 

Knots 
capacity 

60HP 

1 boat 
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Application Product Name Capability Minimum 
Requirement Photo 

Skimmer 
(Brand: LAMOR) 

12,000 
Liters/min 

 
1 Set 

 

 
 

Empty Tank 500 Liters 1 Tank 

 

 
 

Marker Buoy - 4 pieces 

 

 
 

 

4.4 OIL SPILL RESPONSE TEAM 

PSB Jetty department has develop organize to support operation for 24 hours in 3 shift patterns, In 

case of spill occur, A PSB Jetty has assigned person to response with spill as specified in table 

below; 

Table 4: Key position and emergency roles 

Position Number Emergency Roles Remarks 

Supervisor, Jetty 1 
Deputy On Scene 

Commander  
 

Assigned Officer, 

Jetty 
1 

Intervention Team 

Leader 

Referring to PSB 

Emergency Team 

Member Appointment 

Memorandum 

Jetty Officer, 

Foreman, Skilled 

Labour 
- 

Response Team 

Member 

Referring to PSB 

Emergency Team 

Member Appointment 

Memorandum 
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4.5 OIL SPILL RESPONSE TACTICS

Figure 2: PSB Possible Spill Direction (MGO Bunkering/SBM Transferring at Berth no.1)

Figure 3: PSB Possible Spill Direction (Base Oil Transferring at Berth no.1- 5)
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4.5.1 Pre-Incident Plan: MGO/ Synthetic based drilling fluid (SBM) spill into the sea

Scenario: MGO bunkering/ Synthetic based drilling fluid (SBM) transferring hose connection failure

and possible spill into the seawater at PSB Berth no.1 (Assigned berth)

MGO/SBM spill into the sea

Oil Spill Response TeamForeman
Road Tanker Operator & 

Vessel Crew

MGO/SBM spill from 

transferring hose 

connection failure 

Close discharge valve and 

vessel manifold valve
Observe spill at the sea

Found spill outside 

containment boom

Deploy standby 

containment boom No.01

Deploy additional 

containment boom (if 

needed, depend on sea 

water current SW & NE)

Using absorbent sheet and 

boom to absorb the spill

Deploy skimmer (if needed)

Observe spill at the sea

Found remaining spill  

Collect used absorbent and 

contaminated water for 

disposal

Collect sea water sampling 

at point A,B and C

Yes

No

Yes

No
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4.5.2 Pre-Incident Plan: Base Oil spill into the sea

Scenario: Base Oil transferring hose connection failure and possible spill into the seawater at PSB 

Berth no.1-5 (Assigned berth)

Base Oil spill into the sea

Oil Spill Response TeamForeman
Road Tanker Operator & 

Vessel Crew
Berthing at Berth No.1 & 2

Base Oil spill from 

transferring hose 

connection failure 

Close discharge valve and 

vessel manifold valve
Observe spill at the sea

Deploy standby 

containment boom No.01

Deploy additional 

containment boom (if 

needed, depend on sea 

water current SW & NE)

Using absorbent sheet and 

boom to absorb the spill

Deploy skimmer (if needed)

Observe spill at the sea

Found remaining spill  

Collect used absorbent and 

contaminated water for 

disposal

Collect sea water sampling 

at point A,B and C

Oil spill clean up completed

No

Yes
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Base Oil spill into the sea

Oil Spill Response TeamForeman
Road Tanker Operator & 

Vessel Crew
Berthing at Berth No.3 - 5

Base Oil spill from 

transferring hose 

connection failure 

Close discharge valve and 

vessel manifold valve
Observe spill at the sea

Deploy containment boom 

(Ban-Lay side)

Using absorbent sheet and 

boom to absorb the spill

Deploy skimmer (if needed)

Observe spill at the sea

Found remaining spill  

Collect used absorbent and 

contaminated water for 

disposal

Collect sea water sampling 

at point B and C

Oil spill clean up completed

No

Yes
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4.5.3 Pre-Incident Plan: Spill on Jetty Area

Scenario: Transferring hose connection failure and possible spill on Jetty Area (On Land)

Spill on Jetty Area

Oil Spill Response TeamForeman/ Bulk Operator
Bulk Operator/ Road Tanker 

Operator & Vessel Crew

Transferring hose 

connection failure 

Close discharge valve, 

vessel manifold valve and 

stop road tanker engine

Observe spill on Jetty 

Concrete Floor

Using absorbent sheet and 

boom to absorb the spill

Observe spill area

Found remaining spill  

Collect used absorbent for 

disposal

Oil spill clean up completed

No

Yes

Use absorbent boom to 

contain the spill

Check the status of Jetty 

discharge valve No.1,2 & 3,

4.6 OIL SPILL EXERCISE

PSB Jetty shall conduct oil spill exercise at least once per year to ensure the readiness and 

effectiveness of personnel, equipment and procedure. The exercise can be integrated or separate 

from annual exercise program.
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APPENDICES

APPENDIX A: BASE OIL SDS
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APPENDIX B: MGO SDS 
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ROLES AND RESPONSIBILITIES 
 

Roles Responsibilities 

Document Owner 

 

The owner of the PSB Jetty Oil Spill Response Plan is Manager, 

Songkhla Support Base Section with responsibilities for: 

 Issuing this work instruction and its revisions. 

 Ensuring effective implementation of the work instruction. 

Document Custodian 

 

The custodian of the Authorized PSB Songkhla Safety Controller is 

SSHE Supervisor with responsibilities for: 

 Ensuring effective implementation of the work instruction. 

Oil Spill Response Team 

 

Oil Spill Response Team is responsibilities for: 

 Combat the emergency as directed by the OSC. 

 Response to PSB jetty spill scenario(s) as identify in this work 

instruction. 
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DEFINITION AND ACRONYMS 

Set out below are common specific terms presented in alphabetical order: 

Term Definition 

Asset Refers to an operating Asset, site, or location within a respective 

Function Group. 

Corporate Refers to the PTTEP business groups hierarchically above Asset 

level, and located in the PTTEP headquarters, Bangkok. 

Division A business group may have one or more distinct groups within its 

hierarchy. These are referred to as Divisions. 

Department A subgroup within a Function Group, Division or Asset. 

Function Group Refers to a corporate level business group. These may have 

associated Divisions, Departments, or operational Assets within their 

hierarchy.   

 

Acronyms Description 

MGO Marine Gas Oil 

PSB  Petroleum Development Support Base 

SBM Synthetic based drilling fluid  

SDS Safety Data Sheet 

 

REFERENCES 
 

Document Code Document Title 

PTTEP SSHE Controlling Documents 

12146-PDR-SSHE-501/03-

R02 

Spill Management Plan 

13279-PDR-SSHE-501/08-

R00 

PSB Emergency and Crisis Response Plan Procedure 
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REVISION HISTORY 
 

Rev. Description of Revision 

0 Authorized by: OSB/S, Date: March 2021 

New Document  

1 Authorized by: OSB/S, Date: September 2023 

 Revised oil spill response philosophy. 

 Updated oil spill response equipment. 
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INTRODUCTION 

1.0 PURPOSE 

The purpose of the PSB Emergency Response Plan (ERP) is to clearly define the roles and 

responsibilities of the Emergency Response Team (ERT) during an actual or potential emergency 

that could create an impact to the PSB.  

The ERP should ensure an integrated response at the appropriate level to any relevant emergency 

and to minimize the potential impact to the people, environment, reputation, viability, operability, and 

earning capability of the PSB 

The ERP: 

 Identifies the major risk potentially impacting business operations and local communities 

 Describes the response priority, strategies and the management organization 

 Sets out the roles and responsibilities of the key personnel involved 

 Contains internal and external notification procedures, community resources, response 

organization charts resources and personnel 

 Describes how to PSB will establish communications to manage the impacts of the 

emergency 

The response of all teams at all levels of the organization will follow the following priorities: 

1. The protection of PEOPLE 

2. The protection of Environment 

3. The protection of Assets 

4. The protection of Reputation 

2.0 SCOPE 

The scope of this procedure is to cover the roles, responsibilities, and process that the ERT will follow 

when responding to an actual or potential emergency. 

This plan covers all operations and activities carried out by PSB, including 

 Jetty 

 Warehouse and Yard 

 Office  

 Drilling and Well Service Workshop 

 Maintenance and Inspection Workshop 

 Any areas which are under supervision and control of PSB 
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3.0 DEFINITIONS AND ACRONYMS 

3.1 TERMS AND DEFINITIONS  

All terms and definitions in this document can be reached at SSHE Intranet > SSHE MS > SSHE 

Terms and Definitions. 

3.2 ACRONYMS  

All acronyms in this document are available at SSHE Intranet > SSHE MS > SSHE Acronym. 

REQUIREMENTS 

4.0 EMERGENCY MANAGEMENT 

4.1 PTTEP EMERGENCY AND CRISIS CLASSIFICATION 

PTTEP Emergency and Crisis Management are classified into 3 Tier response. The emergency may 

not be significant initially and may expand to require the additional resources.  3 Tier response level 

helps the emergency team to consider the necessary response resources according to its severity 

and potential impact as follows: 

Tier 1 

 Involves a problem which has limited impact and minimal potential for escalating, poses 

a threat to safety and the environment, poses no threat to the public. 

 Can be handled by PSB Emergency Response Team (ERT) within a reasonable time 

frame. 

Tier 2 

 Involves an emergency with greater magnitude and major severity in nature or has the 

potential to escalate and continue for a significant period of time until the public may 

raise and concern. 

 May involve damage to PSB Facilities/ Assets and/ or impact to third parties and may 

pose a significant threat to safety, the environment and its facilities/ Assets. 

 May request an external assistant from local authorities in the impact area i.e. Police 

Station, Fire Department, Oil Industry Environment Safety Group Association of Thailand 

(IESG), Royal Thai Navy for Thailand operations or the nearby oil and gas operating 

asset etc. 

 Results in activation of the Emergency Management Team in Bangkok Office and/or 

activation of Asset Emergency Management Team. 

Corporate EMT shall be established to manage and provide relevant supports to the assets in Tier 2 

emergency situation. EMT Members should include the top management/authorized person of the 

affected Asset and other key positions from various disciplines as defined in the EMP. 
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Tier 3 

 Involves a catastrophic scenario resulted in the multiple injuries, fatalities, major fires, 

environmental damage, toxic gas release, significant business interruption and poses a 

significant threat to the environment or damage to PSB Assets and finally bring in 

significant media attention 

 Requests an external assistant from higher local authorities or international resources 

i.e. the Oil Spill Response Limited (OSRL) etc. 

 Results in activation of the corporate Crisis Management Team (CMT) 

Use the PTTEP Risk Assessment Matrix to consider the initial appropriate levels of response to any 

particular event. 

 

Figure 1: PTTEP Risk Assessment Matrix 

4.2 PSB EMERGENCY RESPONSE FLOW 

4.2.1 Emergency Declarations and notification 

The activation of emergency and the emergency response actions on PSB will be done by Manager, 

Songkhla Support Base Section who is acting as a Leader of Onsite Emergency Response Team 

(ERT) 

However, in all cases, such emergency shall be notified with the PTTEP Corporate as following steps 

(as shown in Figure 2). 

 In case of Emergency, the OSC/ Manager, Songkhla Support Base Section shall inform 

the VP.,Petroleum Development Support Base 

 OSC will assess the tier of the Emergency. If the emergency is minor and under Tier 1, 

the VP.,Petroleum Development Support Base shall receive the information update with 

OSC, until the situation is back to normal. 
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 If the emergency is defined as Tier 2 or above, the VP.,Petroleum Development Support 

Base of will then consider activating the EMT by requesting the Telephone Operator to 

call the Duty Roster Members as required. The SVP., Supply Chain Management Div. 

will be acting as the EMT Leader 

 The SVP., Supply Chain Management Div. will report the situation to the EVP, Operation 

Support Group 

 The EVP, Operation Support Group will report the CEO and consider activating the CMT 

4.2.2 Communication during emergency 

Communication during an emergency are: 

 Radio or 

 Telephones or 

 Mobile Phone or 

 E-mail or 

 Fax or 

 Microsoft Team or another system 

The Fire Alarm (Bell Sound) may be sounded manually by activating of alarm call point, alarm call 

by PSB Radio Operator or automatically activated by detector in the event of an emergency (fire). 

On hearing the fire alarm personnel must make their work area safe and proceed to their muster 

point. 

Emergency Call Message:  Emergency at ……………… Please proceed to your muster point 

immediately. 

The Emergency Evacuation Alarm (Minimum 1 minute of intermittent siren follow by 15-30 seconds 

of uninterrupted siren) is an indication to all personnel that it is no longer deemed safe to stay at their 

location.  The activation of the Emergency Evacuation Alarm is usually initiated by the OSC or Duty 

Officer and followed by a PA announcement. 

Emergency Call Message: Emergency at ……………… Please proceed to your muster point 

immediately. 

There are instructions for Muster Checkers to account for and report to the Muster Logger all those 

who have mustered, and any missing personnel. In some circumstances it may be unsafe to Muster 

at the Primary Muster Point and the back-up Muster Points will be used. In all circumstances a PA 

announcement will instruct personnel where to go.   If however personnel are in doubt or do not hear 

any instructions over the PA system they should contact the Radio room by radio or emergency 

telephone. 
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PSB Emergency Response Flow Chart
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Emergency Situation

Raise the Emergency Alarm or Call PSB 

Radio Operator 

Inform Manager, Songkhla Support Base 

Section or Duty Officer

Asses the emergency situation 

and tier response 

Follow PSB Emergency Response Plan 

Coordinate with CPOC Base Manager if 

emergency situation occur at CPOC 

Warehouse

Inform VP, Petroleum Development 

Support Base for EMT and CMT Activation

De-activating an emergency when the 

emergency is over

Debrief within 24 - 48 hours after 

emergency is over

Investigate the emergency.

All incidents, which have resulted in the 

activation of an emergency response, must 

be investigated 

OSC access situation and notify VP for 

activation of BCP (if needed)

Follow BCP if BCP is activated

Prepare Close-Out Report

Tier 2/3

Tier 1

Figure 2: PSB Emergency Response Flow Chart
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4.3 PSB EMERGENCY RESPONSE TEAM STRUCTURE

PSB ERT generates Strategic Objectives, determines response priorities, ensures that emergency 

response operations are performed in a safe manner, interacts with VP, customers and the public, 

and handles any personnel relative and/ or media matters. Structures of the PSB Emergency 

Response Team according to the Tier levels are demonstrated in Figure 3.

When activated, PSB ERT and/or PSB members (as shown in Figure 3 PSB Emergency Response

Team) shall gather at the Emergency Control Center (PSB Radio Room) at PSB Office as a primary

place.  However, alternative Emergency Control Center can be advised by OSC.
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On-Scene Commander (OSC)
Manager, Songkhla Support

Base Section

Deputy On-Scene 
Commander 

Area Supervisor

Intervention Team 
Leader

Site Emergency 
Response Team

Fire, Oil Spill and 

Chemical Spill 

Mutual Aid 
Coordinator

SSHE Officer/ SSHE 

Technician

SSHE
SSHE, Supervisor

Medical Team
Nurse, Medical 

Assistant and Stretcher 

Team

Security Team
Supervised by SSHE 

Supervisor

Facility 
Management

Supervisor, Songkhla 

Facility Management

Warehouse 
Management

Supervisor, Warehouse 

and Material Yard

Jetty Management
Supervisor, Jetty

Telecommunication
Radio Operator

Event Logger
Appointed Personnel

Customer Relation
PSB Business 

Coordination 

External Relation
Manager, Public Affairs 

Section

Relative Response
HR Operations

Tier 2 & 3
EMT and CMT

Fire Warden
Appointed Personnel

MHE & Waste 
Management

Supervisor, MHE and 

CCU Services

Figure 3: PSB Emergency Response Team Structure
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4.4 ROLE AND RESPONSIBILITIES OF PSB EMERGENCY RESPONSE TEAM 

PSB ERT and site support teams are involved to assure that adequate arrangements and resources 

are available and appropriate response is made to deal with the emergency. 

Once Emergency Situation is activated, PSB ERT members will gather at the Emergency Control 

Room (PSB Radio Room) at PSB Office Building unless otherwise designated.  

Table 1: OSC and Duputy OSC Area of Responsibility  

Area
Tier 1/2/3 (at Emergency Scene)

OSC Deputy OSC ITL

Warehouse Building

Material Yard

Manager, Songkhla 
Support Base 
Section

Or Duty Officer

Supervisor, 
Warehouse and 
Material Yard

Appointed Personnel

Jetty

Marshalling Yard

Passenger Check-in 
Building

Manager, Songkhla 
Support Base 
Section

Or Duty Officer

Supervisor, Jetty Appointed Personnel

Office Building

Water Tank

Fire Service and 
Canteen

PSB Maintenance 
Workshop

Drilling and Well 
Service Workshop

Maintenance and 
Inspection Workshop

Manager, Songkhla 
Support Base 
Section

Or Duty Officer

Supervisor, 
Songkhla Facility 
Management

Appointed Personnel

Responsibilities, specific tasks and checklist of actions for responding to an emergency or a crisis 

are summarized for the following members however additional members can be assigned by OSC.
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On-Scene Commander (OSC)  

Responsible Person: Manager, Songkhla 
Support Base Section 

Report to: VP Petroleum Development Support 
Base Department and Corporate EMT Leader 

Location to Report: PSB Radio Room Emergency Level: Tiers 1/2/3 

Basic Function: 
 Lead PSB ERT and support Deputy OSC on tactic and resources to recover emergency. 

 

Responsibilities Specific Tasks 

1. Activates PSB ERT. 

2. Informs VP OSB and Corporate EMT 
Leader on the emergency. 

3. Leads PSB ERT to support Deputy OSC 
and ERT for strategy, tactic and resources 
to recover the situation. 

4. Coordinate with concerning internal and/or 
external parties to seek support. 

5. Monitors the emergency and decide if it is 
likely to escalate to a crisis. 

 

 

 

 

1. Implement PSB ERP and relevant 
Contingency Plan (CP) to support Deputy 
OSC.  

2. Assess the risk of the emergency and 
communicate to Deputy OSC and ERT. 

3. Implement a Business Continuity Plan (if 
needed) to recover critical business functions 
and processes. 

4. Set up teams to address short-term 
reinstatement or permanent restoration. 

5. Consider the need for personnel change over 
during the incident lifecycle. 

6. Ensure that a record is kept of all significant 
events, decisions, etc., (within own sphere) 
and passed to secretarial system (hourly 
collection). 

7. Call for “Timeout” whenever there seems to be 
conflicting situations in the Emergency Control 
Room to update the followings:   

o Exact status of the event at the accident 
scene & evacuation details. 

o Status and priority of supports provided 
to the site e.g. firefighting, Medevac 
transportation, accommodation. 

o To brainstorm & resolve key issues. 

Plus 1 hour Plus 5 hours and beyond 

 As certain what has happened? 

 Are resources sufficient and have been 
notified? 

 Where the media activity center is? 

 Review what has happened 

 Review resources (ERT) and determine need 
to establish shifts 

 Get update on emergency response strategy 

 What are the key issues? 
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 Are all sources of information being 
monitored? 

 What are the emerging issues? 

 Has a public release been made? 

 Are we supporting the authorities 
sufficiently? 

 

 What commitments have been made and are 
deadlines being met? 
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Deputy On-Scene Commander 

Responsible Person: Area Supervisor or 
Team Leader until Area Supervisor arrives. Report to: OSC 

Location to Report: Scene of Emergency Emergency Level: Tiers 1/2/3 

Basic Function:  
 Control and recovery the emergency safely. 

 

Responsibilities Specific Tasks 

1. To control all activities at the scene of 
emergency. 

2. Lead Intervention Team. 

 

1. Switch radio to Emergency channel.   

2. Set up a command point at a safe location. 

3. Establish contact (Radio/Telephone) with the 
On-Scene Commander (OSC) and supply 
situation reports. 

4. Account for all personnel at the scene of the 
emergency. 

5. Control all rescue and first aid activities at the 
scene of the emergency. 

6. Establish casualty control area when required. 

7. Liaise with mutual aid focal point person when 
called. 

8. Set up Hot Zone, Warm Zone and Cold Zone 
and assure personnel have proper PPE. 

9. Request ambulance if needed and arrange for 
casualty treatment and evacuation. 
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Intervention Team Leader (ITL) 

Responsible Person: Appointed Personnel Report to: Deputy OSC 

Location to Report: Scene of Emergency Emergency Level: Tiers 1/2/3 

Basic Function: 
 To combat the incident as directed by Deputy OSC 

 

Responsibilities Specific Tasks 

1. Combat the emergency as directed by the 
Deputy OSC. 

 

On receiving the emergency alarm/call 

1. Switch radio to Emergency channel. 

2. Go to emergency scene and report to Deputy 
OSC. 

3. Combat the emergency as directed by the 
Deputy OSC. 
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Mutual Aid Coordinator 

Responsible Person: SSHE Officer/ SSHE 
Technician Report to: Deputy OSC 

Location to Report: Scene of Emergency Emergency Level: Tier 1/2/3 

Basic Function: 
 Provide advice to Deputy OSC on emergency response 

 Coordinate with all mutual aid representatives 

 

Responsibilities Routine Tasks 

1. Assist Deputy OSC on control activities at 
the scene. 

2. Advise on using all firefighting equipment. 

3. Establish Staging Area Layout. 

4. Maintain communication with Deputy OSC.  

5. Coordinate between the Deputy OSC and 
outside mutual aid parties; fire truck, 
ambulance for example 

6. Request and prepare all equipment and 
make available as required by the Deputy 
OSC and report resource status changes. 

7. Maintain Staging Area Resources Form 

8. Assembly and release of fire protection or 
emergency equipment and supplies to 
support the emergency response action. All 
resources within the designated Staging 
Areas are under the direct control of the 
Staging Officer and should be available as 
soon as possible. 

9. Maintain Unit Log. 

 

1. Conduct monthly fire & emergency inspection. 

2. Conduct preventive maintenance of fire 
equipment and emergency equipment. 

3. Conduct annual fire hoses test. 
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SSHE 

Responsible Person: SSHE Supervisor Report to: OSC 

Location to Report: PSB Radio Room Emergency Level: Tier 1/2/3 

Basic Function:  
 Advise OSC on safety, security, health and environment matters. 

 

Responsibilities Specific Tasks 

1. Advise OSC on SSHE related matters and 
requirements.  

 

 

1. Receive briefing from the OSC.  

2. Identify parties (authorities) to be contacted 
or advised of the situation as dictated by 
statutory and other requirements. 

3. Formally notify Duty Persons that an 
emergency has arisen. 

4. Make a note of all relevant information 
received and consequential activity 
performed and pass each note to Event 
Logger for logging. 

5. Call in or consult with Corporate SSHE if 
required. 

6. Provide technical advice on equipment and 
resources to be utilized to control any 
situation and contain its impact. 

7. Advise of requirements under the various 
SSHE regulations and other statutory 
reporting requirements. 

8. Provide technical data as is required by the 
site emergency response organization and 
the ERT. 

9. Consider the need for personnel change over 
during the emergency lifecycle. 

10. When the emergency has been declared as 
finished, collect a copy of the Emergency 
Log, and originals of all other 
communications (e.g. other Log Sheets, 
Questionnaire Notes, Faxes, etc.) made by 
ERT members, for analysis and improvement 
of emergency preparedness. 

11. Call in other members of SSHE staff if 
required. 
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Medical Team 

Responsible Person: PSB Nurse on shift, 
Medical Assistant and Stretcher Team Report to: Deputy OSC 

Location to Report: Medical Room and 
scene of emergency 

Emergency Level: Tier 1/2/3 

Basic Function:  
 First aid treatment for injured person 

 

Responsibilities Specific Tasks 

1. First aid treatment for injured person. 

 

 

On receiving the emergency alarm: 

1. Switch radio to Emergency Channel. 

2. Provide first aid as requested by the Deputy 
OSC. 

3. Evacuate injured personnel. 

4. Pass the information of injured or death to 
Deputy OSC and OSC. 
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Security Team 

Responsible Person: Security Guards 
(onsite & additionally assigned guards) Report to: OSC 

Location to Report: Scene of Emergency Emergency Level: Tier 1/2/3 

Basic Function:  
 Traffic and site access control 

 

Responsibilities Specific Tasks 

1. Traffic and site access control 

 

 

1. Follow instructions of the OSC. 

2. Site accesses and traffic control. 

3. Coordinate with law enforcement as required. 

4. Keep a log of all activities. 

5. Control all traffic into and out of the areas. 

6. Liaise with the police for roadblocks outside 
property as required. 

7. Restrict all entry to the areas. 

8. Keep the emergency area free of all non-
emergency vehicles and personnel. 

9. Ensure that all the master keys of emergency 
gates are available ready for use at the main 
gate. 

10. Have a mobile security guard ready to open 
emergency gates if required. 

11. Call in extra security guards as required. 
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Facility Management 

Responsible Person: Supervisor, Songkhla 
Facility Management Report to: OSC 

Location to Report: PSB Radio Room Emergency Level: Tier 1/2/3 

Basic Function:  
 Provide support on facility, maintenance, and IT service during emergency. 

 

Responsibilities Specific Tasks 

1. Support OSC and PSB ERT for facilities 
and operation support. 

 

 

1. Support OSC and PSB ERT on facilities such 
as temporary office, accommodation, light 
vehicle transportation, meals, break, 
refreshment etc. 

2. Provide maintenance services as required. 

3. Identifies services and support requirements 
for plan and expected operations. 

4. Provide specialized services relating to 
engineering drawing, documentation of 
equipment, operational procedures relevant 
to the process involved. 

5. Call in other members of the Maintenance. 

6. Seek further support from vendors and 
suppliers for operation support and services. 

7. Call in other operation support staff if 
required. 

8. Coordinates and processes request for 
additional resources. 

9. Reviews Action Plan and estimate 
requirement for next operation period.  

10. Maintain a personal log of events of all 
activities undertaken during the emergency 
life cycle. Ensure completed log sheets are 
passed to the Event Logger. 
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Warehouse Management 

Responsible Person: Supervisor, 

Warehouse and Material Yard 
Report to: OSC 

Location to Report: PSB Radio Room Emergency Level: Tier 1/2/3 

Basic Function:  

 Provide support and coordinate on all warehouse and materials related. 

 

Responsibilities Specific Tasks 

1. Provide support and coordinate on all 
warehouse and materials related. 

2. Coordinate and consult with other 
members of the Logistics Team as 
required, to ensure availability/ continuity of 
all services, materials, and modes of 
transport required. 

 

1. Arrange for the provision of all logistical 
requirements to aid the emergency response.  

2. Work closely with OSC to ensure that the 
supply of logistical support is effective. 

3. Make a note of all relevant information 
received and consequential activity 
performed and pass each note to Event 
Logger for logging. 

4. Advise the OSC of logistics support status. 

5. Maintain a personal log of events of all 
activities undertaken during the emergency 
life cycle. Ensure completed log sheets are 
passed to the Event Logger. 

6. Call in other warehouse staff to support if 
required. 
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Jetty Management 

Responsible Person: Supervisor, Jetty Report to: OSC 

Location to Report: PSB Radio Room Emergency Level: Tier 1/2/3 

Basic Function:  

 Provide support and coordinate on all jetty operation related. 

 

Responsibilities Specific Tasks 

1. Provide support and coordinate on all jetty 
operation related. 

2. Coordinate and consult with other members 
of the Marine Team as required, to ensure 
availability/ continuity of all services, 
materials, and modes of transport required. 

 

1. Consider mobilization of additional 
specialist support depending on the 
emergency. 

2. Arrange for the provision of all jetty 
requirements to aid the emergency 
response i.e. oil spill containment boom, etc.  

3. Work closely with OSC, Marine Team and 
Marine Department to ensure that the 
supply of Logistics Support Vessels is 
effective. 

4. Make a note of all relevant information 
received and consequential activity 
performed and pass each note to Event 
Logger for logging. 

5. Advise the OSC of jetty operation status. 

6. Maintain a personal log of events of all 
activities undertaken during the emergency 
life cycle. Ensure completed log sheets are 
passed to the Event Logger. 

7. Call in other jetty staff to support if required. 
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MHE and Waste Management 

Responsible Person: Supervisor, MHE and 

CCU Services 
Report to: OSC 

Location to Report: PSB Radio Room Emergency Level: Tier 1/2/3 

Basic Function:  

 Provide support on  material handling equipment, CCU and waste management. 

 

Responsibilities Specific Tasks 

1. Provide support on  material handling 
equipment, CCU and waste management 

 

 

1. Provide advice on waste handling and 
disposal including qualified vendors to 
handle such wastes. 

2. Arrange for the provision of material 
handling equipment and manpower to aid 
the emergency response. 

3. Call in other operation support staff if 
required. 

4. Coordinates and processes request for 
additional resources. 

5. Reviews Action Plan and estimate 
requirement for next operation period. 

6. Maintain a personal log of events of all 
activities undertaken during the emergency 
life cycle. Ensure completed log sheets are 
passed to the Event Logger. 
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Telecommunication 

Responsible Person: Radio Operator Report to: OSC  

Location to Report: PSB Radio Room Emergency Level: Tier 1/2/3 

Basic Function:  

 Provide services on communication in support of emergency. 

 

Responsibilities Specific Tasks 

1. Respond to emergency and non-
emergency calls for assistance and 
information and provides communication 
support services. 

 

 

1. Ensure clear communications among 
emergency teams as requested by concerned 
parties. 

2. Upon receiving emergency information, log 
the information in the Emergency Report 
Form . 

3. Wait for further instruction from OSC. 

4. Call ERT members as requested by OSC 
respectively 

5. Take the telephone number of any callers 
and pass these details to the ERT  

6. DO NOT release information or details of the 
emergency to unauthorized callers. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
PSB Emergency Response Plan 13279-PDR-SSHE-501/08-R01 
  

 

September 2024, Revision 1 Company Confidential - Uncontrolled When Printed Page 22 of 70 
 

Event Logger 

Responsible Person: Appointed Personnel Report to: OSC  

Location to Report: PSB Radio Room Emergency Level: Tier 1/2/3 

Basic Function:  

 Logging the situation and actions on the event log board. 

 

Responsibilities Specific Tasks 

1. Ensure that emergency event and other 
information log on the relevant log boards. 

 

1. Liaise with all ERTs to ensure that all 
information is recorded. 

2. Ensure that all events are precisely and 
accurately recorded as they occur. 

3. Upon assigned by the OSC, initiate Event Log 
on the event logging board and commence 
compiling a log of events, actions, decisions, 
and communications. 

4. Ensure that Event Data is clear and displayed 
to all. 

5. Check the event logging board for up-to-date 
critical information. 

6. Record all events precisely, accurately and 
clearly including incident type, location, date 
and times. 
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Customer Relation 

Responsible Person: Assigned PSB 

Business Coordination Officer  
Report to: OSC 

Location to Report: PSB Radio Room 

(Standby for calling by OSC) 
Emergency Level: Tier 2/3 

Basic Function:  

 Support and advice OSC on customer relations. 

 

Responsibilities Specific Tasks 

1. Support and advice OSC on operation 
planning and customer relations.  

 

1. Coordinate and update customers on the 
emergency and effect on operation. 

2. Review operation plan and advise OSC to 
minimize impact on operation and customer 
while ensuring safety of operation during the 
emergency. 
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External Relation (Media & Community Response Role) 

Responsible Person: Manager, Public Affairs 

Section 
Report to: OSC 

Location to Report: PSB Radio Room 
(Standby for calling by OSC) 

Emergency Level: Tier 2/3 

Basic Function:  

 Provide advice on all press/media/community related issues in support of emergency. 

 

Responsibilities Specific Tasks 

1. In conjunction with the OSC or PTTEP EMT 
& CMT Leader, establish a pro-active media 
liaison and public affairs strategy. 

 

 

1. To brief the OSC on media interest, issues 
developing and requests from the media for 
information. 

2. Maintain communications with the CCT 
Duty and provide regular updates. 

3. Work with the Security if the press/ 
community begin to show interest or arrive 
PSB. 

4. Determine potential level of media interest 
and seek advice or assistance from CCT 
Duty as necessary.  

5. Maintain a log of media activity identifying 
the line of questioning being adopted by the 
media and issues developing and pass this 
information to the OSC and CCT Duty on a 
regular pre-agreed frequency. 
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Relative Response  

Responsible Person: HR Operations Report to: OSC 

Location to Report: PSB Radio Room 

(Standby for calling by OSC) 
Emergency Level: Tier 2/3 

Basic Function:  

 Provide advice on relative response issues in support of emergency 

 

Responsibilities Specific Tasks 

1. Advise the OSC on personnel and welfare 
issues relating to staff. 

 

 

 

1. Maintain POB on site and the status of 
casualties. 

2. Enact company personnel policies relating 
to staff welfare. 

3. Co-ordinate with hospitals for the treatment 
of injured persons, provide additional 
support of required. 

4. Ensure appropriate legal advice is available 
for the OSC when making critical decisions. 

5. Establish status of personnel involved in the 
emergency including injuries and 
movements to other locations. 

6. Consider the mobilization the team to 
support any enquires from family and 
friends.  

7. Seek advice or assistance from RRT Duty. 

8. Maintain regular communications with the 
RRT Duty and ensure he/she has all the 
relevant information related to the 
emergency. 

9. Ensure to have personnel available to 
dispatch to reception points as required 
(hospitals) and always maintain close 
communication with personnel. 

10. Work closely with OSC to determine 
appropriate message to employees. 

11. Maintain a personal log of events of all 
activities undertaken during the emergency 
life cycle. 
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Fire Warden  

Responsible Person: Appointed Personnel Report to: OSC 

Location to Report: Muster Point Emergency Level: Tier 1/2/3 

Basic Function:  

 Manage the evacuation of all persons from his/her designated area during a fire or other 

emergency. 

 

Responsibilities Specific Tasks 

1. Manage the evacuation of all persons from 
his/her designated area during a fire or other 
emergency. 

 

1. Advice all persons within their assigned area 
to evacuate via the nearest safe exit during a 
fire or other emergency. 

2. Check all accessible spaces in their area to 
ensure that everyone has evacuated. 

3. Take charge of the head count at the muster 
point area to ensure that all personnel have 
been accounted for and report the head 
count to OSC. 
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4.5 DEACTIVATION AND POST INCIDENT ACTIONS 

4.5.1 Deactivation 

The OSC, in consultation with the Deputy OSC, is the sole authority for deactivating an emergency. 

Deactivation should only begin when the Deputy OSC and OSC agree that the emergency has been 

contained, and satisfactorily overcome in all respects. 

 The activities and procedures which must be undertaken to recover from an emergency 

incident, the OSC shall ensure that the Deputy OSC conduct the following activities 

include, but are not limited to: 

o The clean-up, maintenance and testing of equipment 

o The re-commissioning of facilities, plant, and equipment 

o The replenishment of stocks (such as, firefighting foam, spill clean-up materials, 

replacement parts). 

4.5.2 Deactivation 

Once a decision has been made that no further actions are outstanding and that an emergency is 

over, many issues need to be considered before standing down. There is a need to consider the 

following: 

 Ascertain the current position of each team member as regards their role, 

responsibilities, and any on-going/ outstanding actions 

 Identify and assign any outstanding actions including debriefing of interested external 

parties 

 Put in place a review procedure to ensure the completion of outstanding actions 

 Understand any outstanding human resource issues and ensure that the necessary 

information is provided, and the appropriate steps are being taken 

 Ensure that all staff are aware of the incident close out and update them regarding the 

short and long-term issues affecting the PSB (if known) 

 Ensure that all information has been captured and recorded 

 Have a Team Debrief before staff leave or return to normal duties 

After the review a Close-Out Report should be prepared. The report should cover the following: 

 Understand and document the cause(s) of the emergency 

 Document all involved parties and details of participating personnel  

 Analyse the response and identify any learning points to be incorporated into the 

appropriate procedures and/or to be shared with other assets 

 Review the effectiveness of all actions taken 
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4.5.3 Investigation and Post Emergency Review 

All incidents, which have resulted in the activation of an emergency response, must be investigated. 

Incident investigation should be conducted in accordance with Incident Management Standard as 

soon as possible and safe to do so. It is the responsibility of the OSC to designate a team responsible 

for performing the appropriate incident investigation.  

The OSC shall convene a Review Meeting of the emergency. Those attending the Review Meeting 

shall include all Emergency Response Team members who participated in the emergency response. 

Minutes of the Review Meeting shall be recorded and archived for future analysis. The Review 

Meeting shall determine (but not limited to) the following: 

 Were employees properly informed of ERP? 

 Did employees respond according to ERP? 

 Were employee’s responses timely? 

 Were the procedures adequate? 

 What were problems encountered during the response activities? 

 What can be improved? 

 How can similar events be avoided in the future? 
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4.6 TRAINING AND EXERCISE 

Training requirement shall follow SSHE training and competency requirement. Requirements for key 

emergency training and exercises are summarized in the following table.  

Table 2: Training and exercise 

Training and exercise 
R

ef
re

sh
 

fr
eq

ue
nc

y 

O
SC

 

D
ep

ut
y 

O
SC

 

ER
T 

In
te

rv
en

tio
n 

te
am

 

Remark 

Training 

PSB ERP Introduction 3Y X X X X 
All new ERT 
personnel must 
attended 

Intermediate Fire Fighting 3Y  X  X 

For personnel 
who is assigned 
as Fire 
Response Team 

Chemical Spill Response 3Y  X  X 

For personnel 
who is assigned 
as Chemical 
Spill Response 
Team 

Exercise 

Fire and Evacuation  
Once 
per 
year 

X X X X  

Chemical/ Waste Spill  

2 
Times 

per 
year 

X X X X  

Oil Spill  
Once 
per 
year 

X X X X  

Joint Emergency Exercise 
Tier 2/3 with offshore 

Once 
per 
year 

X  X  

Refer to offshore 
major 
emergency 
exercise plan 
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ROLES AND RESPONSIBILITIES 
 

Roles Responsibilities 

Document Owner The owner of the PSB Emergency Response Plan is Manager, 

Songkhla Support Base Section, with responsibilities for: 

 Issuing PSB Emergency Response Plan and its revisions. 

 Giving clear direction on how the PSB Emergency Response 

Plan is to be implemented and maintained. 

 Ensure that all employees and contractors are aware of the 

provisions of this plan and carry out the requirements contained 

therein. 

Document Custodian The custodian of the PSB Emergency Response Plan is 

Supervisor, SSHE, with responsibilities for: 

 Maintaining revision history and document status register. 

Manager, Songkhla Support 

Base Section 

 Acting as a Leader of Onsite Emergency Response Team. 

 Promote implementation of the plan across operations and 

assess compliance on a regular basis. 

 Ensure that the job descriptions for personnel engaged in 

supporting implementation of this plan are documented and 

understood by the relevant parties. 

 Continually monitor, asses and review requirements relating to 

this plan as required. 

 Ensure that changes to emergency arrangements are 

documented and communicated to all employees and 

contractors. 

Supervisor, SSHE  Monitor the implementation of the PSB Emergency Response 

Plan to ensure the effective implementation of PSB Emergency 

Response Plan. 

 Shall conduct the emergenct exercise as nesessary to ensure 

that the PSB Emergency Response Plan will fuction in an 

emergency. 

Supervisor, Jetty  Provide support and coordinate on all jetty operation related. 

 Coordinate and consult with other members of the Marine Team 

as required, to ensure availability/ continuity of all services, 

materials, and modes of transport required. 
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Roles Responsibilities 

Supervisor, Warehouse and 

Material Yard 

 Provide support and coordinate on all warehouse and materials 

related. 

 Coordinate and consult with other members of the Logistics 

Team as required, to ensure availability/ continuity of all 

services, materials, and modes of transport required. 

Supervisor, Songkhla Facility 

Management 

 Provide support and coordinate on all facility management 

related. 

Supervisor, MHE and CCU 

Services 

 Provide support on  material handling equipment, CCU and 

waste management. 

On Scene Commander  An authorized person, who has overall authority and 

responsibility for supporting and providing tactical activities and 

action plans to the Deputy On-Scene Commander, including 

the development of strategic objectives. Incident Commander 

also sets priorities and defines organization of the PSB ERT 

and the overall action plans for the particular response. He/she 

has to work closely with Corporate EMT and CMT. 

 For PSB, OSC is Manager, Songkhla Support Base Section.  In 

case an absence of Manager, Songkhla Support Base Section, 

Duty Officer shall take role of OSC 

Deputy On-Scene 

Commander 

 An individual responsible for all onsite responses, especially 

providing direction and onsite tactical operations and always 

retains the authority to determine the appropriate course of 

response actions.  

 For PSB, Deputy On-Scene Commander shall be an Area 

Supervisor at the scene of the incident such as Jetty 

Supervisor, Warehouse and Yard Supervisor, Songkhla Facility 

Management Supervisor or designated persons. 
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REFERENCES 
 

Document Number Document Title 

PTTEP Controlling Documents 

11038-STD-SSHE-401-R06 SSHE Risk Management Standard 

11038-STD-SSHE-501-R05 Emergency and Crisis Management Standard 
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APPENDICES 
 

APPENDIX A: PSB WEEKEND AND PUBLIC HOLIDAY DUTY PERSONNEL 

Staffs are nominated for duty roster for a period of weekend and public holiday, the roster will be 

distributed every Friday for weekend and one day before public holiday by PSB Radio Operator. 

Generic Duty Roster Responsibilities are: 

 Be available and be always within 2 hours radius of PSB office. 

 Always carry the mobile phone. 

 Ensure that the mobile telephones are always working. 

 Be aware of specific responsibilities during an emergency. 

 When receiving an emergency call, respond as directed by the call message. 

 

Figure 4: Example of PSB Weekend and public holiday callout personnel  
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APPENDIX B: EMERGENCY REPORT FORM 

This form will be completed by the PSB Radio Operator on receiving notification of an emergency. 

Callers Details 

Callers Name: Telephone:  1.  

 2.  

Emergency Details 

Date of Emergency: Time of Emergency: 

Emergency Location: ……………….…..…………………………. 

Type of Emergency (Circle):  Fire / Explosion / Oil Spill / Chemical Spill/ Road Traffic Accident / 

Security 

Other: ....................................................................................... 

Does the caller require help?   Yes / No  

What help is needed?  Medical / Search & Rescue / Oil Spill Response / Technical 

Other: ....................................................................................... 

Scale of Emergency:  People 

Details PTTEP Contractors Third Parties Unknown 

Fatalities:     

Injured:     

Missing:     

Scale of Emergency: Environment 

Detail Oil Chemical Other 

Type:    

Quantity Released:    

Quantity Remaining:    

Scale of Emergency: Involvement at the scene 

Is there a Company Representative at the scene?  Yes / No   

Name: ...........................................................................Contact Number: ..........................  

Organizations at scene: Police / Fire / Ambulance / Navy / Media 

Other....................................................................................................................................  

Recorders Details 

Emergency level: (Circle)Tier 1/ 2/ 3  Date/Time of Alert: 

Recorders Name: Contact Number: 
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APPENDIX C: BOMB THREAT CALL CHECKLIST 
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APPENDIX E: PSB EMERGENCY CONTACT LIST 

PSB Emergency Contact List will be checked and update by Radio Operator on monthly  basis 

 

Figure 5: Example of PSB Emergency Contact List 

 

 

 

 
PSB Emergency Response Plan 13279-PDR-SSHE-501/08-R01] 
  

 

September 2024, Revision 1 Company Confidential - Uncontrolled When Printed Page 39 of 70 
 

APPENDIX F: PSB MUSTER POINT LOCATION 

Working Location Muster Point Number 
Back Up Muster Point 

Number 

Jetty 1 2 

PSB Office Building A and B, CPOC 

Office, Fire Service Workshop and 

PSB Maintenance Workshop  

2 4 

Free Zone Warehouse and PSB 

Warehouse 3  
3 4 

PSB Warehouse 6 4 5 

Maintenance Workshop (EMI) 1 and 2 6 5 

Drilling and Well Service Workshop 

(OTF) 
7 5 

PSB Warehouse 1 and PSB 

Warehouse 4 
8 5 

PSB Warehouse 5 and CPOC 

Warehouse 
9 5 

Maintenance Workshop (EMI) 3  10 4 

Passenger Check-in Building 11 4 

PSB Warehouse 7 12 4 
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Figure 6: PSB Muster Point Layout 
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APPENDIX G: PSB EMERGENCY EXERCISE EVALUATION TEMPLATE 

การประเมินผลการฝึกซ้อม XXXXX 

ฐานสนับสนุนการพัฒนาปิโตรเลียม จังหวัดสงขลา 

การฝึกซ้อมเหตุฉุกเฉิน:  

เรืÉอง:  

วันทีÉ:     

ผู้ ร่วมซ้อมแผน:  

วัตถุประสงค์: 

สถานการณ์จําลองการฝึกซ้อม: 

เวลา การดําเนินการ 

  

  

  

  

  

  

  

 

ดําเนินการฝึกซ้อม XXXXX ประมาณ XX นาที 

 

 

 
PSB Emergency Response Plan 13279-PDR-SSHE-501/08-R01] 
  

 

September 2024, Revision 1 Company Confidential - Uncontrolled When Printed Page 42 of 70 
 

1. ด้านการรักษาพยาบาล:  

ประเด็นประเมิน ผลการประเมิน ข้อเสนอแนะเพิÉมเติม 

ř.ř การสืÉอสารและการรับแจ้งเหตุ 
(รวดเร็ว/ครบถ้วน/ข้อมลูถูกต้องน่าเชืÉอถือ) 

o เหมาะสม 
o ไม่เหมาะสม 

 

ř.Ś การคัดกรอง/คดัแยก ผู้ประสบภยัตามระดบั
ความรุนแรง ณ จุดเกิดเหตุ (เสียชีวิต/บาดเจ็บ
เล็กน้อย/บาดเจ็บปานกลาง/บาดเจ็บรุนแรง) 

o มี 
o ไม่มี 

 

ř.ś การจัดเตรียมความพร้อมในการรักษาพยาบาล
เบื Êองต้น(สถานทีÉ/แพทย์ พยาบาล/เจ้าหน้าทีÉ/
เครืÉองมือ/อุปกรณ์ 

o เพียงพอ 
o ไม่เพียงพอ 

 

ř.Ŝ การปฏิบติัการในการรักษาพยาบาลเบื Êองต้นของ
ทีมฉุกเฉิน 

o เหมาะสม 
o ไม่เหมาะสม 

 

ř.ŝ การประสานงานการปฏิบติังานระหว่าง
เจ้าหน้าทีÉ 

o เหมาะสม 
o ไม่เหมาะสม 

 

ř.Ş จุดจอดรถพยาบาล จุดนําส่งขึ Êนรถ เส้นทางเดิน
รถพยาบาล 

o สะดวก 
o ไม่เหมาะสม 

 

ř.ş ระบบลําเลียง ขนย้าย และการนําส่งผู้ประสบภยั 
(ถูกต้องตามวิธีการ/การนําส่งยงัสถานพยาบาล/การ
ดูแลระหว่างนําส่ง) 

o เหมาะสม 
o ไม่สะดวก 

 

ř.Š การดูแลผู้บาดเจ็บของทีมแพทย์ พยาบาล ทีม
อาสากู้ชีพ (การปฐมพยาบาล/การช่วยฟืÊนคืนชีพ/
การยกและการเคลืÉอนย้ายผู้บาดเจ็บ/การห้ามเลือด/
การดามกระดูก/แผลไฟไหม้) 

o ถูกต้อง 
o ไม่ถูกต้อง 

 

řš. และอืÉนๆ 
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2. ด้านการเผชิญเหตุ:  

ประเด็นประเมิน ผลการประเมิน ข้อเสนอแนะเพิÉมเติม 

Ś.ř การรับแจ้งเหตุ การประสาน การร้องขอกําลงั
สนับสนุน (รวดเร็ว/ชดัเจน) 

o รวดเร็ว/ชดัเจน 
o ล่าช้า/ไม่ชัดเจน 

 

Ś.Ś ระบบการบญัชาการเหตุการณ์ (การบญัชาการ
เหตุการณ์ในแต่ละระดบัชั Êน) 

o ถูกต้อง 
o ไม่ถูกต้อง 

 

Ś.ś บญัชาการเหตุการณ์มีสญัลกัษณ์บ่งบอกทีÉ
ชดัเจน 

o มี 
o ไม่มี 

 

Ś.Ŝ การรายงานตวัต่อผู้บญัชาการเหตุการณ์เพืÉอ
รองรับการสัÉงการ 

o มี 
o ไม่มี 

 

Ś.ŝ การประเมินสถานการณ์ ณ จุดเกิดเหตุ (ความ
ปลอดภยั / สิÉงจําเป็นในการกู้ภยั-อุปกรณ์กู้ภยั การ
วางตําแหน่งพาหนะอุปกรณ์ กําลงัคน/การประเมิน
ด้านสิÉงแวดล้อม) 

o มี 
o ไม่มี 

 

Ś.Ş การกําหนดพื ÊนทีÉ o เหมาะสม 
o ไม่เหมาะสม 

 

Ś.ş ความรวดเร็วในการเคลืÉอนย้ายผู้ประสบภยั o รวดเร็ว 
o ล่าช้า 

 

Ś.Š วิธีปฏิบติัการช่วยเหลือผู้ประสบภยัโดยใช้
เครืÉองมือ อุปกรณ์ รวมทั Êงกําลงัพล ทีมแพทย์ 
พยาบาล ทีมกู้ชีพ กู้ภยัฯลฯ 

o ถูกต้อง 
o ไม่ถูกต้อง 

 

Ś.š และอืÉนๆ 
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3. ด้านการสืÉอสาร:  

ประเด็นประเมิน ผลการประเมิน ข้อเสนอแนะเพิÉมเติม 

ś.ř ระบบการติดต่อสืÉอสาร   
- รูปแบบการติดต่อสืÉอสาร o เหมาะสม 

o ไม่เหมาะสม 
โดยใช้..................................... 
เพราะ....................................... 

- อุปกรณ์ทีÉใช้ในการสืÉอสาร o เหมาะสม 
o ไม่เหมาะสม 

โดยใช้..................................... 
เพราะ....................................... 

- เครือข่ายหลกัและเครือข่ายสํารอง o ม ี
o ไม่มี 

 

- ความสามารถในการจดัช่องทางการสืÉอสารทีÉ
สําคญัต่อการสนับสนุนการปฏิบติังานตอบโต้เหตุ
ฉุกเฉิน 

o เหมาะสม 
o ไม่เหมาะสม 

 

ś.Ś การรับส่งข่าวสารข้อมลูในภารกิจต่างกับศูนย์
บญัชาการ 

o ชดัเจน/ถกูต้อง 
o ไม่ชดัเจน / ไม่

ถูกต้อง 

 

ś.ś การประสานการปฏิบติัในการส่งข้อมลูข่าวสาร
แก่หน่วยงาน และเครือข่ายต่างๆ 

o ม ี
o ไม่มี 

 

ś.Ŝ และอืÉนๆ   
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4. ด้านการอพยพ:  

ประเด็นประเมิน ผลการประเมิน ข้อเสนอแนะเพิÉมเติม 

Ŝ.ř การแจ้งเตือนภยั o รวดเร็ว/ชดัเจน 
o ล่าช้า ไม่ชัดเจน  

 

Ŝ.Ś มีการวางแผนการอพยพผู้ประสบภยัออกจาก
พื ÊนทีÉประสบภยั 

o มี 
o ไม่มี 

 

- การกําหนดเส้นทางอพยพ o เหมาะสม 
o ไม่เหมาะสม 

 

- มีการจดักําลงัพลและผู้นําการอพยพ o มี 
o ไม่มี 

 

- เครืÉองมือ อุปกรณ์ ยานพาหนะทีÉใช้ในการอพยพ o เหมาะสม 
o ไม่เหมาะสม 

 

- สถานทีÉรองรับการอพยพ o เหมาะสม 
o ไม่เหมาะสม 

 

Ŝ.ś กระบวนการลงทะเบียนผู้อพยพ o เหมาะสม 
o ไม่เหมาะสม 

 

Ŝ.Ŝ และอืÉนๆ 
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5. ด้านการรกัษาความสงบเรียบร้อยและการจราจร: 

ประเด็นประเมิน ผลการประเมิน ข้อเสนอแนะเพิÉมเติม 

ŝ.ř การจัดระบบการจราจร o เหมาะสม รวดเร็ว 
o ไม่เหมาะสม 

 

ŝ.Ś การควบคุมฝูงชน การป้องกันอุบติัเหตุซํ Êาซ้อน o มี/เหมาะสม  
o ไม่มี 

 

ŝ.ś การดูแลความปลอดภยัในชีวิต และทรัพย์สิน
บริเวณทีÉเกิดภยั 

o มี/เหมาะสม  
o ไม่มี 

 

5.4 และอืÉนๆ   
 

6. ด้านการประชาสมัพนัธ์: 

ประเด็นประเมิน ผลการประเมิน ข้อเสนอแนะเพิÉมเติม 

Ş.ř การประชาสมัพนัธ์ข้อมลูข่าวสารให้ประชาชนทีÉ
อาศยัอยู่บริเวณพื ÊนทีÉได้รับทราบ ก่อนการฝึกซ้อม
แผนฯ เพืÉอลดความตืÉนตระหนก 

o ม ีรบัรูอ้ย่างทั Éวถงึ 
o ม ีรบัรูไ้ม่อย่าง

ทั Éวถงึ 

 

Ş.Ś วิธีการประชาสมัพนัธ์ หรือแถลงข่าวต่อ
สืÉอมวลชน (เทคนิค/การสรุปประเด็น) 

o เหมาะสม  
o ไม่เหมาะสม  

 

Ş.ś การจัดสถานทีÉแถลงข่าวต่อสืÉอมวลชน o เหมาะสม  
o ไม่เหมาะสม  

 

Ş.Ŝ เอกสารประกอบการซ้อมแผนฯ o มเีหมาะสม 
เพยีงพอ 

o ม ี ไม่เพยีงพอ 

 

Ş.ŝ และอืÉนๆ   
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องค์ประกอบโดยรวมของการฝึกซ้อมแผนฯ 
ให้ใส่เครืÉองหมาย √ ลงในช่องระดบัความเหมาะสม/สอดคลอ้ง ตามความเห็นของท่าน 

 

 

ขัÊนตอน 

ระดับความเหมาะสม/สอดคล้อง  

 

ข้อคิดเห็นเพิÉมเติม 

ดีมาก 

 

4 

ดี 
 

3 

พอใช้ 

 

2 

ควร
ปรับปรุง 

1 

การฝึกภาคปฏิบัติภาคสนาม (FTX)      
1. การควบคุม สัÉงการ ของผู้บญัชาการ
เหตุการณ์แต่ละระดบั 

     

2. การจดัสถานการณ์จําลอง พื ÊนทีÉเกิดภยั 
ทีÉตั Êงศูนย์บญัชาการเหตุการณ์ และ
ผู้ประสบภยั 

     

3. ความเข้าใจของเจ้าหน้าทีÉแต่ละหน่วยใน
การปฏิบติังาน 

     

4. อุปกรณ์เครืÉองมือเครืÉองใช้ทีÉนํามาใช้ใน
การฝึกซ้อมฯ 

     

5. ระบบการติดต่อสืÉอสารและความถูกต้อง
ของข้อมลูข่าวสาร 

     

6. ความคล่องตวัและรวดเร็วในการ
ปฏิบติังานของชุดปฏิบติัการต่างๆ 

     

7. การให้ความร่วมมือของทุกภาคส่วนทีÉ
ร่วมฝึกซ้อมแผนฯ 

     

8. การจดัระบบจราจรในทีÉเกิดเหตุ      

9. การบรรลวุตัถุประสงค์ของการฝึกซ้อม
แผนฯ 

     

 

ผู้ประเมิน _________________________________________________  หน่วยงาน ___________________________ 

ทีÉมา: จากหนังสือคู่มือการปฏิบัติงานตามกระบวนงานการฝึกซ้อมแผนฯ สํานักนโยบายป้องกันและบรรเทาสาธารณภัย กรมป้องกันและบรรเทาสาธารณภัย 

กระทรวงมหาดไทย สิงหาคม 2553  
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