PERMIT TO WORK MANUAL
**Landing Page**

The permit to work application can be accessed from https://permit.apptermpoint.com

For existing users(job owners, vendors, managers), click on get started and login with the credentials
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APM TERMINALS =0 ciovai race LOGIN  REGISTER

WELCOME TO

Apapa Container Terminal

Create on account to access our online semvices such.as online gate pass, permit to work
Weare fully'operational and have adepted the safety mneastires'and protocols outlined by APM Terminals and local authorities

Figure 1.0: Landing Page
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—— #@lognHere!l —

Login Forgot Password?

Figure 1.1: Login page
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https://permit.apptermpoint.com/

For new users (job owners only), click on the REGISTER link as indicated below and fill the registration
form.
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WELCOME TO

Apapa Container Terminal

Create an account to access our online semvices such as online gate pass, permit to work
Weare fully'operational and have adopted the safety meastires'and protocols outlined by APM Terminals and local authorities

Figure 1.2: Registration

<« C & permitapptermpoint.com/auth/register w ® 0 9ﬂ 0a» @

—— & Register Here

NOTICE!!!Registration is only for Job Owners

Enter your First name

Already have an account? Login
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Verify Your Email Address

@ Permit to work <no-reply@apptermpoint.com:
To w §

I This message was sent from outside of your organization. Please do not click links or open attachments unless you recognize the source of this email and know the content is safe.

Dear User,

Your account has been created. Here are your login details.

Email : csiesEae @apmterminals.com
Password:v

Please click on the below activation link to verify your email address or copy and paste it in your browser address bar.

https://permit.apptermpoint.com/auth/verifyuseraccount/bc62db2df5e3ab759cfc81e2f9a2eac3

APM Terminals Apapa
MNote: This notification has been sent automatically. Replying to this email therefore is not possible.

Figure 1.3: Registration form and activation

Reset password

There is also an option to reset password when it is forgotten. This option resets the user password and

a copy of the credentials is sent to the user registered email address.
Note: This option is only available for job owners and managers ONLY

< C & permit.apptermpoint.com/auth/resst

— @ Reset Password!

Submit

Homepage

Figure 1.4: Reset password
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Dashboard

On the dashboard, there is a view of pending, active, clarified and expired permit to work requests.
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GENERAL

Clarification

Pending PTW for Clarification

# Dashboard

& Apply for Permit

# Generated Permits

@ Check PTW Status

& Change Password

a Logout

L2020 All Righic Bocarvad

Figure 1.5: Dashboard
Apply for Permit

To apply for a permit to work, click on the apply for permit and click on New Permit
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Permit to work applications m
GENERAL

# Dashboard The daily Permit to vork is valid from 08:00 hours to 17:00 hours. Application for extension should be made before 15:00 hours
Show| 10 w | entries Search
& Apply for Permit
1D RefNo Vendor Task Status Action
# Generated Permits R
1 APPPTW/201001/BK46QY  Construlenz ACiMaintenance/Repair/installation | | |
@ Check PTW Status. R
2 APPPTW/200910/2BP51K COCHRANE AFRICA nfrastructure | |
& Change Password
3 APPPTW/200909/58FNZW  CARES NIGERIA Givil works | |
a Logout
4 APPPTW/200309/4MCYAS  COCHRANE AFRICA nfrastructure [ |
5 APPPTW/200308/DYUHGL  COCHRANE AFRICA nfrastructure [ |
6 APPPTW/200908/B2TNVY  CARES NIGERIA Civil works
7 APPPTW/200807/KGE5W3  COCHRANE AFRICA nfrastructure | |
8 00307/5JDFLT  CARES NIGERIA Civil works [ |

Figure 1.6: Permit to work
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# Dashboard

& Apply for Permit
# Generated Permits
@ Check PTW Status
o Change Password

a Logout

@ permit.apptermpoint.com/newpermit

* Qo GEHHOe »® :

New Permit to Work

Vendor -select- - High Risk -select- v

Location _select- - Risk Category
Activity Enter Activity Task | _select- N
From 8 | 16-10-2020 Area —select- h
To @ 16102020 Responsible | -select- N

Department
Kindiy indicate the full details of the job to bs caried ot how it will be camied out, tools avalabie and mode of operation

Description of work

4

Document Upload Section

Document Type  -selecl- v Add Attachment | [ Choose File | No file chosen Q) insert

m Cancel

Figure 1.7: Apply for permit

Vendor

Activity

From

Locatio Warkshop Responsible | Engineering MHC - -
Department From = 16-10-2020
- Activity +d out, tools available October 2020 -+
i : -select To

Mo Tu We Th Fr Sa Su

Customer Service

D of work
it 2 Engineering Facilities Maintenance 2 13 14 18
S i I .. rg inenance Planring | 19 20 2 2
tion of work | B15 Id Attachment | Engineering MHC 2% 27 28 29 30 N

h - Ces o0 2 3 4 5 6 8

Figure 1.8: Dropdown list

Document Upload Section

Document Type

Document Type

Document Type

Document Type

Document Type

Competency Certificate v Add Attachment \m\ Mo file chosen Q) Insert

“select- v Add Attachment | [ Choose File | No file chosen B remove
-select- v Add Attachment | [ Choose File | No file chosen B Remove
-select- v Add Attachment | [ Choose File | No file chosen B remove
-select- v Add Attachment |M| No file chosen @ Remove

Figure 1.9: File upload field.

Once the request is submitted, the system sends an email with the details of the job to the Vendor and
Job Owner to provide the required information.
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If all the required information was provided by the job owner, click on the update button and submit the
application again. Once this is done, the job owner can now approve the application and indicate that a
joint review has been done.

On submission, this request goes to the manager of the responsible department to approve.
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Permit to work applications m
GENERAL

ﬂ Dashboard The daily Permit to work is valid from 08:00 hours to 1700 hours. Application for extension shouki be made before 15:00 hours
Show| 10 ~ | entries Search:
& Apply for Permit
D RefNo Vendor Task Status Action
# Generated Permits
1 APPPTW/201001/BK46QY Construlenz AC/Maintenance/Repair/Installation
@ Check PTW Status
2 APPPTWI200910/2BP51K COCHRANE AFRICA nfrastructure | |
& Change Password
3 APPPTWI200909/58FNZW | CARES NIGERIA Civil works [ |
a Logout
4 APPPTWI200909/4MCYAS | COCHRANE AFRICA nfrastructure [ |
5 APPPTW/200908/DYUHGL | COCHRANE AFRICA nfrastructure | |
6 APPPTWI200908/B2TNVY | CARES NIGERIA Civil works
7 APPPTW/200907/KGB5W3 | COCHRANE AFRICA nfrastructure [ |
8 APPPTW/200907/5JDFLT CARES NIGERIA Civil works [ |

Figure 2.0: Permit to work application
Permit to work status

The status of any permit to work request can be checked by entering the reference number.

< C @& permitapptermpoint.com/checkstatus T @0 & e »Q
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Check PTW Status
GENERAL

# Dashboard PTW Reference Number APPPTW/201001/BK46QY|
& Apply for Permit

ea
# Generated Permits

@ Check PTW Status

& Change Password

a Logout

Figure 2.1: PTW Status
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<« C @& permit.apptermpoint.com/verifystatus % @ O ?ﬂ Ha» @ H

PTW Status

Your Permit to work is awaiting HSE approval

Figure 2.2: PTW Status check
Generating Permit to work

Once the permit to work has ben approved at the first application, the button to Generate PTW appears
on the apply for permit display.
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Permit to work applications m
GENERAL

# Dashboard The daily Permil to vrork is valid from 08:00 hours to 17-00 hours. Application for extension should be made before 15:00 hours
Show| 10 ~ | entries Search.
& Apply for Permit
D RefNo Vendor Task Status Action

# Generated Permits
1 APPPTW/201001/BK46QY | Construlenz AC/Maintenance/Repair/Installation 2 Generats PTW

Figure 2.3: Generate PTW

When you click on the Generate PTW button, it will open the form to fill the details of the contractor
personnel and indicate their induction status.

On this form, select the risk option and risk category. Also indicate the date for the job and attach any
related document for the daily task.

Classification: Internal
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APM TERMINALS ~

GENERAL

# Dashboard

& Apply for Permit
# Generated Permits
@ Check PTW Status
£ Change Password

& Logout

e

Vendor Name Construlenz

Location | wnite House

Activity Positioning of AC outdoor unit

From 12-10-2020

12-10-2020

Description of work lifting of AC outdoor unit

Personnel name

List of Contractors Personnel {

Document Upload Section (

ax o GgEOGE »®

ermit to Work for the day Ensure you select the comrect date of the job to be carmied eut and the Risk Category

High Risk

Risk Category

Task AC/Maintenanca/Repairinstallation

Area Admin Building -

Department Project -

Induction Status -select-

Document Type -select- v Add Attachment | Choose File | No file chosen oy N5
Figure 2.4: Generate PTW form
List of Contractors Personnel ( )
Personnel name Induction Status | -gelect- - | ) mnsert

Contractor name

Contractor name

Contractor name

Contractor name

Contractor name

<]

Figure 2.5: Contractor personnel details/document upload
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Document Type

Document Type

Document Type

~select-

-select-

-select-

Document Upload Section (

Induction Status -select- v
Induction Status -select- ~ X
Induction Status -select- ~ |
Induction Status -select- v X
Induction Status | -select- v ﬁ

)
Add Attachment | [Choose File | No file chosen Ly Insen
Add Attachment | [ Choose File | No fils chosen [ remove
Add Attachment | [ Choose File | No fils chosen @ Remove



Printing the permit

After all approvals have been completed, the button to print the permit to work will be visible. Click on
the check box and print permit

Ademola Adejayan (Job Owner)

Adebola Olufemi Ogunkoya (Project)

Lucky Usoh (Technical)

Lucky Usoh (Technical)

Enobong Udofot (HSE)

Comment/Timestamp

Comment/Timestamp

Comment/Timestamp

Comment/Timestamp

Comment/Timestamp

1 understand my work will be stopped and possibly evicted from the terminal if | do not abide by the safety commitment
**Kindly Print the Permit to work in Landscape mode and set Margins to Nonex*

APPROVALS HISTORY'

Reserved

Figure 2.6: Permit approvals

< c

@ permit.apptermpoint.com/permitprint

Page1 APM TERMINALS

Permit to work] Issue Date:

15-10-2020 Issue Time:

025301 PM

"vahd from 16-10-2020 to 16-10-2020

PTW N

| APPPTW/200825/UIVN1-0002

[section 1- Non-regular contractors only

approved contractors start at section 2

anyviolatien of

resu with th contractor heing remor

ntractors Insurance details received? /N

Jes tre contactor methog o work besn spproves byt i

two questions

he PTW must not be issued

[section 2- Genere] Permit to Work (FTW): This section must b complete by 3l cont

site visit

loontractor company nam=
zddress if appiiesble]; or asnT
13 nameis] and Sepanment:

CARES NIGERIA

Jpersan in charge (FIc): Name

lpic contzct o

Jemersency comtact umiser os03s754ES
Isection 3: Description of Activities: This secrion must be completed by all contrectors on each site vis
Ibecription of work to be carried] 1. Site layout work 2. Work setting-out 3. Installation of structural fabricated steel s=ctions 4. Work with squipment’s such as Fark [ift, Paint Sprayer, Welding, 2585en of werk 12 be caried cut: \i it House
ut: ICuming /Gringing machine and Step/A Ladder 5. House Keeping [moer ot onae S
Isection 4: High isk FTy i actvities,  "High Fis .
Confined s;nms{ working at neig.1 | nazavdnumm\amq
NE,MEJ mwm{ ‘Stored Energy (electical, pressure systems, Lom\l | Suspended mau#
fsection s wna on s wna eee na| nsp PpE continuzd wma nsp
aciviy i receiued for 5
T A T HE e P High Visiilty lothing (Vest, coversls etc] Hearing protectian; Ear defenders/plugs

Is the supervisor of the ares sware of the contractors presence:

hszrds/risks in the ergzncy procedurey
Activity pragaration . Has the actiity bsen vasessed for impact on normsl operstions Feet protection; safety Footwear piratory pr ) =

0 do heirjobs ‘Agreed safe accass/egress procedurs Hesd protecrion; safety hesduean hard b Bocly/Forsa protection)

+as work area been isolated or barrers placed for segregation?] Hand protection, Gloves (liquids & chemicais] Fail protection; safety harnesg

v ractars pressnce

Is Lock-out tag-out{LOTO) required:

£y protection; safety Glassed

Fire/flams retardant dothing

LOTO Lock identifcztion

Face protection; face masy]

Personal floatation device

[section & Permit To Work ssuer (I not closed out by the issuer, the d

iEture must be enter

Pen

it To Work close Out: {compl

Authorised inCSME or Famt iszuer
Completedb:jian signaturs contact No:
frmit Authorizer: {BLOCK CAPITALS)
Close out ay:
ompletas by Name: Signature: e &
it ssuer: {BL0CK CapTALS) signature
Close out 8y
Completed by- Name: siznature: P &
fprmit rolder- {BLOCK CAPITALS) signature
Iseetion 7- Monitaring / work area inspections: {Mark baxss v=¥as, N = No, N/ permit issuer criiy.
 inspecrion1 Completed by: Name: Oimeration o <orformances r——
(sere of job) Time reportsd in FaTALS?
s the correct epe being used? | [ tthe work ares cisn =0 iy enomun 10 winimize hazares are thod of warkrisk controls being follow: [ 1 e e v requiemens oeine folowee| I any changes? Review PTW
inspection 2
{P1 Handover] Completed by Name: Ghsenation Non-conformances signature
Time report=d in FATALS?
s the correct PPE being used? 15 the work area dsan and tidy enoguh to minimize hazards? are of work/risk controls being follows Are the PTW requirements being followed? Any Changes? Review PTW
inspection 3
{P1 Handover] Completed by Name: Ghsenation Non-conformances Signature
Time report=d in FATALS?
s the correct BFE being us=d? [ i the vk srss cian ane sy snogun 1o minimizs hssarss? [ e of work/risk controls being follow | Are the FTW requirsments being followed? [ Ay Changss? Review FTW [

[section & Completion, PTW Close out: (Sign Section & for Close Sut

¥ = es, W= No, N/A = Not Applicable)

s the activity stopped work for this permit?

Hes 2l quipment and suppliss besn removed

Fias the work ares been savisfactorily dlezned and fidisd?

| —

Close out comments [Record incidents, near miss reports and non-

conformances] Enter details 2nd FATALS number

Figure 2.7: Permit to work
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«

Section 9- High Risk Permit to Work Issue must only be i conjunction with page 1 (General Permit To Work). ¥ = Yes it is aranged or done E= Executed. It has been checked and confirmed that it is in place and being followed.

C @ permitapptermpoint.com/pe

SN E

Risk (Working at Height,Hot Work,)

YE

. iste rather than fall protection?

nt resdily availsble?

WA ta be carried cut mimimum in pairsitwe peope)?

aders only for access and hgnt. short duramon work?

faccess souiament anly to be used for s Intended purose within is rated caacity?

Fiarnesses 10 be worn to prevent a fall uitable anchor coints located?

of inspection by

s um height o tawer scatfald, st

fcaffolding re-inspection every 7 days or as necessary T

rea below

ind speed measued and sutable if apgropriate?

ombustibies removed, covered or dsmped dawn?

ihes and penings in veall. Fioars, parbbons and

5k £ insulsbon or Gther materials withing igered?

23 from from flammable Iquids and gasses?

v su Bined o use? Fire pracedure explained to all stai

Person appointed on “Fire watch duties

Erinklers are perating?

b

ieighiring sress ssessed for risks of hest transfer?

ko

bmake detectors solatedjcovered s required?

T

tmosohare checked for flammakle gases?

HIGH RISK PERMIT TO WORK ISSUE

APM TERMINALS =7, oo 1

sareTY NIGERIA)
11 will ot be & pedestrian in the terminal
21 will anly mave In the bus / vehicle to and from my job site
3.1 will sbide by all ARMT terminal safety rules
4 1wl wear my complets PPE whike performing my duties which Inciude but nat mited to tard hat, reflactive vess, safety boot
5.1 will ensure o fisk PTW arein o oy wark.
& 1wl ensure the safety of mysef and my teammate, we wil work safe and go hame safe
NAME SIGN DATE
Fosin sumony
Funde Alsa
Faftu forahim

Figure 2.8: High risk form and contractor safety commitment form.

Request for extension

Permit to work extension can be requested using the extend button.

Generated permit to work

“The daily Permit 1o work 5 valid from 08:00 nours fo 1700 hours. Appioation for extension should be made before 15:00 hours

Show| 10 v eniries

D RefNo

1 APPPTW/200825/UIJVN1-0002
2 APPPTW/200825/QPIAED-0002
3 APPPTW/200825CTUF6-0002
4 APPPTW/200825/QPIAED-0001
5 APPPTW/200825/JCTUF6-0001

Showing 1o 5 of 5 entries

Extend Permit to Work

Vendor Name: CARES NIGERIA
From 00:00

Reason for extension

Figure 2.9: Extend permit

Classification: Internal

Vendor

CARES NIGERIA

SATO Engineering

Construlenz

SATO Engineering

Construlenz

Task Status
Welding + Approved
Civil works

Civil works [ ]

Givil works

Civil works [ ]

W Caneel

Extension

Activity

aw o GEHDE »® :

Search:

Action

- ]

Previous MNext

Car Port Installation



Close Permit to work

Permit to work must be closed daily. The system will automatically freeze out any permit that is not

closed and no new requests can be initiated.

To close permit to work, click Close and enter the reason for the closure.

Generated permit to work

Show| 10 v entries

D RefNo
1 APPPTW/200825/ULIVN1-0002
2 APPPTW/200825/QP9AED-0002

APPPTW/200825//CTUF6-0002
1 APPPTW/200825/QP9AED-0001
5 APPPTW/200825//CTUF6-0001

Showing 1 to 5 of 5 entries

Close Permit to Work

Vendor Name | CARES NIGERIA

Reason for Closure

Figure 3.0: Close permit

Classification: Internal

Vendor

CARES NIGERIA

SATO Engineering

Construlenz

SATO Engineering

Construlenz

500 haves

Lo [ o

Search:
Extension Action
@
o
m e
o]

Previous

Activity | Car Port Installation

MNext



