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CKS Airport Induction Package

2005 Feb     
-------------------------------------------------------------------------------------------------------    


Site Access

Prior to commencement of work at CKS airport, all employees and contractors are required to undergo a site induction. The induction consists of reviewing the attached site information, completing a questionnaire and undertaking a site tour.

The purpose of this induction is to provide personnel with a basic understanding of the Safety Health and Environmental requirements at the CKS airport Facility to ensure all works carried out are done so consistent with ExxonMobil Aviation's SHE Policies.

This induction is not a substitute for specific training required to complete some tasks on this facility. All visitors not inducted are required to be escorted at all times while on the premises.

The date of induction will be recorded in the induction Records folder ( OIMS folder number 12). Induction is valid for a two year  period. After this two year period,  if site access is still required the induction must be sat again. 

ExxonMobil reserves the right to invalidate an induction or require reinduction prior to the two year period should the person be involved in a serious safety or security breach on the facility.

Levels of  Induction

There are 3 Levels of Induction at CKS airport. These are as follows:

1  Full Induction

2  Induction of Contractors doing minor works ( no work permit required )

3  Accompanied Visitors

Level 1 - Full Induction

This includes all personnel employed in the function of refueling aircraft, all maintenance personnel employed on vehicle and plant function and all office personnel.

This level covers the following:

. Sign in Procedures

. Introduction to OIMS

. Introduction to Take Five

. Site Rules

. Emergency Alarms and Muster Points

. First Aid Locations

. Emergency Response

. Static Electricity

. Material Safety Data Sheets

. PPE

Level 2 - Induction for Contractors doing Minor Works

This includes all personnel employed in the function, delivery drivers etc.

This level covers the following:

. Sign Procedures

. Introduction to OIMS

. Introduction to Take Five

. Site Rules

. Emergency Alarm and Muster Points

. First Aid Locations

. Emergency Response

. Material Safety Data Sheets

. PPE

Level 3 - Accompanied Visitors

This includes all visitors attending site under escort by personnel at all times.

This level covers the following:

. Sign in

. Issue of Visitor's Pass

. Issue of Safety Information including:

     . Site Rules

     . Emergency Alarms and Muster Points

     . First Aid Locations

     . PPE

Security

The facility is surrounded by a fence with automatic gates. Access is gained by either the security guard thru a personnel gate or with a remote controller held by a designated person.

CKS Airport Management reserves the right to search both personal bags and vehicles that are brought onto and depart from the site.

Sign in Procedure

All visitors to site must enter the facility office and sign into the Visitor Log and obtain a visitor's pass. On departure the pass must be returned and the sign out completed in the Visitor Log.

Duty of Care

Every person entering this facility has a Duty of Care to their fellow employees as well as the company Duty of Care. These duties include:

ExxonNobil's Duties

Provide a Safe work environment 

Provide Safe work systems, procedures, plant and equipment

Provide information, instruction and training to minimize exposure to work hazards

Employee's Duties

Work in such a way to avoid affecting the health and safety of yourself and fellow workers

Complying with safety instructions, procedures, safe systems of work

Report any unsafe conditions or acts

Report all incidents, accidents, spills or misses

NOTE: Employee includes any person carrying out work at the facility, whether they be a ExxonMobil employee, contractor or sub contractor.

ExxonMobil Aviation Safety Health and Environmental Policy

In addition to complying strictly with the health, safety and environment measures as required by legislation it is ExxonMobil Aviation's policy to positively promote and give high priority to the continuing establishment of a safe and health working environment and to minimize the effect of operations on the environment. These objectives shall rank equally with other high priorities responsibilities. ExxonMobil Aviation recognizes that an   effective policy depends upon a dedicated attitude by all employees and assignees working for ExxonMobil Aviation at all levels.

The objective is to ensure that for the protection and physical well being of our employees and assignees, contractors, customers, the general public and the environment, working conditions and practices are established or recommended to achieve a safe, health, incident free operation. ExxonMobil Aviation will achieve this in general by adoption of the company wide Operations and Integrity Management System (OIMS) in particular by means of:

>  A safe and health working environment.

    . Safe and health premises with adequate amenities.

    . Provision and maintenance of safe plant, machinery, equipment and design         

      standards.

    . Procedures and equipment designed and operated to minimize the environment 

      impact of the operations.

    . Identification of potential hazards to health safety and the environment in the 

      workplace and the implementation of plans to eliminate or control such hazards.

    . Appropriate training and employee instruction.

    . A direct line management structure having personal responsibility for the health 

      and safety of employees and assignees under its control and accountable at all 

      levels.

    . Adequate supervision by competent personnel.

    . Provision for specialist advice.

Having set rules and standards to promote a safe working environment then ExxonMobil Aviation expects employees and assignees on their part to recognize that they equally have a clear duty to take every reasonable precaution to avoid injuries to themselves, their colleagues and members of the public and to avoid environmental incidents. As in other business activities failure to comply with these rules and standards may lead to implementation of disciplinary procedures.  

ExxonMobil Aviation will also take all reasonable steps to ensure that its contractors, or the contractors they supervise in their duties, abide by similar standards to safeguard their own employees, the general public and the environment.

ExxonMobil Aviation will work closely with local government representatives, industry organizations, and Airport Authorities to share information and develop and help implement necessary and cost effective regulations on the aspects of safety, health and environmental control in operations.

Prime responsibility for Safety, Health & Environmental policy lies with ExxonMobil Aviation line management who will encourage employees and assignees initiative in this area. Responsibility for monitoring the effectiveness of this policy lies with ExxonMobil Aviation's Operation Integrity Management Committee. Safety will be included with other performance indicators in Stewardship reviews and will form part of personal performance assessments.
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Operations Integrity Management System (OIMS)

ExxonMobil Aviation's Operations Integrity Management System (OIMS) provides the basic frame work for all operations to ensure " Nobody Gets Hurt ".

OIMS consists of 11 elements covering all aspects of our business. The 11 elements are listed below:

1. Management Leadership, Commitment and Accountability

2. Risk Assessment and Management

3. Facilities Design and Construction

4. Information / Documentation

5. Personnel and Training

6. Operations and Maintenance

7. Management of Change

8. Third Party Services

9. Incident Investigation & Analysis

10.Community Awareness and Emergency Preparedness

11.Operations Integrity Assessment and Improvement

Take Five

ExxonMobil Aviation uses the Take Five process to assess personal risk prior to completing any task. This requires you work through the following five steps prior to completing a task.

1. Stop, Step Back, Observe

2. Walk through Task

3. Identify Hazards

4. Control and Communicate

5. Safely Complete Task

Ask yourself - What's the worst thing that would happen to you today?

Site Rules

1. No Smoking in depot and apron

2. Cell phones must not be used while driving

3. No reversing in the vicinity of aircraft without prior approval

4. Speed limits must be complied with at all time

5. Matches, lighters, radios, cell phones not permitted in depot and apron

6. Wear PPE as per the site policy

7. All visitors and contractors must sign in 

8. All work must have a current work permit

9. Drugs and alcohol must not brought on site

Emergency Alarms and Muster Points

The site has the following shut down or emergency systems

. Pump Stop 

  Isolates power to pumps

. Hydrant Emergency Stop

  Shut down hydrant pumps feeding airport

. Fire Siren

  Audible siren - Stop refueling, shuts down hydrant system

. Direct phone line to Airport Fire Department.

If an alarm sounds in the facility you must stop work, make your work area safe and move to the muster point - ExxonMobil's Parking Area.

First Aid

There are first aid facilities in the office. In the event first aid is required, please come to the office where a first aider can be arranged.

In the event of getting a chemical in the eyes it is recommended that you flush the effected area with water for not less than 15 minutes, while waiting for Medical Assistance if required.

Emergency Response

The facility has an Emergency Response Plan. In the event of an emergency, raise the alarm, make safe your work area (where possible) and evacuate to the muster point.

Static Electricity

Static Electricity is one of the greatest hazards associated with working with petroleum products. Care should be taken to minimize the hazard created by static.

This can be done by ensuring a path is always provided for the electrical charge to flow through to EARTH or to equalize. This is achieved by using bonding. Sufficient time must always be allowed to allow static to dissipate. 

 If your clothing becomes covered in fuel immediately go to a safety shower and wet down the effected area. DO NOT REMOVE clothing unless under running water ass this can be a static hazard.

Material Safety Data Sheets (MSDS)

Material Safety Data Sheets must be provided prior to the use of any new chemical on site. It is the responsibility of the person introducing the chemical to provide the current MSDS. If a current MSDS cannot be provided prior to introduction of the chemical it cannot be brought onto site.

Personal Protective Equipment (PPE)

Refer Site PPE Matrix for latest task specific PPE requirements. Always ensure that you have sufficient Sun Protection when working outdoors and maintain hydration.

ExxonMobil Aviation Drug & Alcohol Policy

POLICY STATEMENT

The Company is committed to a safe, health, and productive workplace for all employees. The Company recognizes  that alcohol, drug, or other substance abuse by employees will impair their ability to perform properly and will have serious adverse effects on the safety, efficiency and productivity of other employees and the Company as a whole. The misuse of legitimate drugs, or the use, possession, distribution or sale of illicit or unprescribed controlled drugs on company business or premises, is strictly prohibited and constitutes serious misconduct, which will likely result in termination of employment. Possession, use, distribution or sale of alcoholic beverages on company premises is not allowed without prior approval of appropriate senior management. Being unfit for work because of use of drugs or alcohol is strictly prohibited and constitutes serious misconduct, which will likely result in termination of employment. While this policy refers specifically to alcohol and drugs, it is intended to apply to inhalants and other forms of substance abuse.

The Company recognizes alcohol or drug dependency as a treatable condition. Employees who suspect they have an alcohol or drug dependency are encouraged to seek advice and to follow appropriate treatment promptly before it results in job performance problems. Employee Health Advisory Program or medical professional staff will advise and assist in securing treatment. Those employees who follow approved treatment will receive disability benefits in accordance with the provisions of established benefit plans and medical insurance coverage consistent with existing plans.

No employee with alcohol or drug dependency will be terminated due to the request for help in overcoming that dependency or because of involvement in a rehabilitation effort. However, an employee who has had or is found to have a substance abuse problem will not be permitted to work in designated positions identified by management as being critical to the safety and well-being of employees, the public, or the Company. Any employee returning from rehabilitation will be required to participate in a company-approved after-care program. If an employee violates provisions of the employee Alcohol and Drug Use policy, appropriate disciplinary action will be taken. Such action cannot be avoided by a request at that time for treatment or rehabilitation. If an employee suffering from alcohol or drug dependency refuses rehabilitation or fails to respond to treatment or fails to meet satisfactory standard of effective work performance, appropriate disciplinary action, up to and including termination, will be taken. This policy does not require and should not result in any special regulations, privileges, or exemptions from normal job performance requirements.

The Company may conduct unannounced searches for drugs and alcohol on Company owned or controlled property. The Company may also require employees to submit to medical evaluation or alcohol and drug testing where cause exists to suspect alcohol or drug use, including workplace incidents. Unannounced periodic or random testing will be conducted when an employee meets any one of the following conditions: has had a substance abuse problem or is working in a designated position identified by management, a position where testing is required by law, or a specified executive position. A positive test result or refusal to submit to a drug or alcohol test is geounds for disciplinary action, including termination. In all circumstances the Company retains the right to take appropriate disciplinary action against an employee in possession of or under the influence of drugs or alcohol.

Contractor, common carrier, and vendor personnel are also covered by paragraph one and the search provisions of paragraph four of this policy. Those who violate the policy will be removed from company premises and may be denied future entry.

In addition to the above policy, it is a requirement of the Company that, as a component of the selection process, all applicants being considered for an offer of employment with the Company must undertake a drug test.

ASSOCIATED DOCUMENTS

Alcohol and Drug Guidelines
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Airfield Service Manager:_________________________

CKS Airport Induction Questionnaire

Answer on sheet provided. There is only one correct answer for each question. You must score a minimum of 10/12.

1. Site induction is valid for what period?

   A.   1 Day

   B.   1 Month

   C.  Never Expires

   D.   2 Years

2. In order to carry out work in the facility what must you have?

   A.   a safety helmet

   B.   a current induction

   C.   a dangerous good license

   D.   all of the above

3. Where are smokers allowed to smoke on Depot and Apron site?

   A.   Locker room

   B.   The BBQ Area

   C.   Smoking is not permitted on site

   D.   Any grassed area

4. Radio, mobile phones and pagers (not appropriately rated) are to be switched off on 

    depot because 

   A.   The can interfere with electronic systems

   B.   They may distract other workers

   C.   They pose a fire/explosion risk

   D.   It is difficult to hear them on an airport

5. In the event of a chemical coming into contact with the body or eyes it is 

    recommended to wash or flush the effected area for how long?

   A.   5 Minutes

   B.   10 Minutes

   C.   Not less than 15 Minutes

   D.   Until is stops hurting

6. Only serious incidents or injuries need to be reported to the Airport Manager?

   A.   True

   B.   False

7. The issuing of a work permit to perform a task eliminates all hazards from the task?

   A.   True

   B.   False

8. One of the greatest hazards encountered when working with fuel is?

   A.   Spillage

   B.   Petrol Tankers

   C.   Static Electricity

   D.   Dermatitis

9. What should you do if your clothing becomes saturated with fuel?

   A.   Quickly remove it to avoid fuel contacting the skin

   B.   Continue working until you have completed your task

   C.   Immediately and thoroughly wet down the clothing with water prior to 

          removing it

   D.   Take a smoke break

10. On hearing a fire alarm you should

   A.   Continue working until otherwise instructed

   B.   Stop work and make work area safe

   C.   Run to the main gate

   D.   Take a smoke break

11. What is the minimum Personal Protective Equipment for working in the facility?

   A.   Safety Footwear, Safety Glasses, Long Sleeves and trousers, gloves for fuel 

          handling and hard hat in designated tank farm area.

   B.   Safety Footwear, Safety Glasses,  gloves for fuel  handling and hard hat in  

         designated tank farm area.

   C.   Safety Footwear,  Long Sleeves and trousers, gloves for fuel handling and hard 

         hat in designated tank farm area.

   D.   Nothing in particular

12. An MSDS must be provided:

   A.   Prior to the use of a new chemical

   B.   Prior to leaving site/completion of the job

   C.   One day before using the chemical

   D.   It is not necessary to provide the MSDS

Induction Record - Answer Sheet

Date:_____________              Expires:________________________

Surname:__________________ Given Name:___________________

Phone Number:___________________________________________

Emergency Contract Person:_________________________________

Emergency Contract Phone:_________________________________

Level of Induction    1      2      3   ( circle appropriate level )

Company Name:__________________________________________

Position in Company:______________________________________

-----------------------------------------------------------------------------------------------------

Questionnaire  Answer Sheet

1.    A    B    C    D

2.    A    B    C    D

3.    A    B    C    D

4.    A    B    C    D

5.    A    B    C    D

6.    A    B        

7.    A    B   

8.    A    B    C    D

9.    A    B    C    D

10.  A    B    C    D

11.  A    B    C    D

12.  A    B    C    D

Score:___________

Inductee Signature:____________________

Trainer Signature:_____________________

—16—


[image: image2.png]Aviation



_1043825385.bin

