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AMENDMENTS SHEET
ISSUE/ PAGE SUBJECT OF THE
REV # NUMBER AMENDMENT AEEROVED BY VALL

. Executive
01/00 All First issue after re-structure of the Operation 01/04/2015
System Safety Rules Ditector
2" issue after enhancement made to
the followings:
- Standardize the cable jointers
process and introduce the
jointers  qualifications  and
training.
- Add OSHAD requirements for
All training and certified HSE EOD 01/12/2016
personnel.

- ADWEA qualification to be
added as requirements for
companies who apply for
personnel approval.

- Operation Authority to
Contractors who operate the
private substations. The process
has been updated.
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1. PURPOSE |
The purpose of this Distribution Safety Instruction (DSI) is to formalize, simplify and
h organize the system by which all personnel categories are set and minimum competency
requirements, verifications, and approvals to ensure compliance to ADDC System Safety |
Rules.

h 2. SCOPE h

l The scope of this Distribution Safety Instruction covers all categories of personnel required

to work on or near the system where system safety rules and distribution safety instructions
I are applied, the scope includes but not limited to the following: "
e ADDC employees
h e  Contractor's personnel
* Private Electrical Equipment Operation and Maintenance Personnel in interface
boundaries h
Il e  Contractor's HSE personnel

e  (Cable jointers l

3. Definitions & Terminology

“ ADWEA: Abu Dhabi Water and Electricity Authority
ADDC: Abu Dhabi Distribution Company !
| DSI: Distribution Safety Instruction
! HSE: Heath Safety and Environment
NEBOSH: National Examination Board for Occupational Safety and Health "
SSR: System Safety Rules

" OSHAD: Occupational Safety and Health Center — Abu Dhabi i

" Terms printed in bold type are as defined in the Company System Safety Rules.
4

PERSONNEL CATEGORIZATIONS "

i As defined in the System Safety Rules, the following are the categories of Personnel.
‘ ® Senior Authorized Person (SAP)

¢ Competent Person (CP) ]l
I e Authorized Person (AP)
‘ e Control Person (CN)
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In additional to the above categories, this DSI covers the following: l

¢ ADDC Project’s HSE Engineers/Officers
I e Cable Jointers

5. MINIMUM REQUIREMENTS |
i The following documents are required for commencing the approval process:

l 5.1 ADDC Personnel (First Time)

e System Safety Rule Training. l

¢ Submit Application on Maximo which is approved by Line Manager. This application

" shall clearly define the nomination information, category of authorization, category of
appointment and scope.

HSE training attendance I

e  Personal Photo
e For Cable Jointers (training and assessment certificate by cable/joint manufacture)

" ADDC Personnel under development or training shall complete the development period in
order to be approved and certified under any of the categories defined above.

ADDC Personnel approvals shall be limited to staff who are able to lead and supervise the l
working party and that covers but not limited to the following:
e  Senior Engineers, Engineers, Assistant Engineers,
e Supervisors, Technicians and Electricians

5.2 ADDC Personnel (Renewal or Upgrade) I

System Safety Rule Training
* Renewal or Upgrade Application on Maximo approved by Line Manager. The
application shall clearly define the category and limitation of scope that applicant shall
cover. Il
e  HSE Training Attendance
®  Previous Certificate.
e Personal Near Miss/Observation Register (Minimum 5 Near Miss or
Observation/Month)
| e For Cable Jointers (refresh training and assessment by cable/joint manufacture)

b K
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5.3 Contractor's Competent Person

Minimum Requirements:

Qualification: Bachelor of Engineering or minimum technical diploma.

Experience: Minimum three years’ experience in distribution systems (specific

experience in the area/system match with the scope of work requested)

Specific HSE Training (the training provider shall be registered with OSHAD):

- HSE Risk Assessment

- HSE Emergency Management including Fire Fighting Training

- First Aid including CPR training

Legally works under the ADWEA Qualified company sponsorship with job title

matching with competency requirements.

Project HSE Management Plan Approval (in case of ADDC Projects), the project HSE

Plan shall be Approved (AP) or Approved except noted (AEN) as minimum.

Work Method Statement and Risk Assessment for non ADDC Projects where the scope

of work requires ADDC Competency.

Specifically, for persons nominated to be a competent person with scope for Testing

and Commissioning Engineer, the following are additional requirements added to the

above:

- Qualification: The personnel qualification shall be Bachelor of Engineering as a
minimum.

- Experience: Minimum three years’ experience in testing and commissioning of
specific types of distribution equipment.

- Note: in special circumstances if the applicant did not have Bachelor of
Engineering degree, ADDC may accept qualification of Engineering Diploma, the
applicant must have a minimum of 7 years’ experience in Testing and
Commissioning.

- Training and authorization: ADDC may require the nominated person to be trained
and officially authorized by equipment manufacturer to perform specific tests,
accordingly when that requested, the nominated person shall obtain and submit
such authorization as part of attachments to application. Other HSE trainings to be
complied as mentioned above for the competent person.

Documents to be submitted

Qualification Certificates
Experience Certificates

Valid Training Certificates
Personal CV

Passport copy with valid Visa
Emirates ID Copy

Project HSE Plan Approval
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® Personal Near Miss/Observation Register (Minimum 5 Near Miss or
Observation/Month)
¢  Personal Photo

5.4 Contractor's HSE Personnel

Minimum Requirements:
¢ Qualification: Bachelor of Engineering or equivalent
¢  Experience: Minimum three years’ HSE experience
* Professional HSE Training (the training provider shall be registered with OSHAD):
- OSHAD HSE Practitioner
- NEBOSH IGC Certification
- HSE Risk Management
- HSE Emergency Management
- Certified First Aider including CPR training
* Legally works under the ADWEA Qualified company sponsorship with job title
matching with competency requirements
® Project HSE Management Plan Approval
* NOTE: The title will be HSE Engineer if the HSE Personnel has a Bachelor of
Engineering Degree or else it will be as HSE Officer.

Documents to be submitted
Qualification Certificates
Experience Certificates
Valid Training Certificates
Personal CV

Passport copy with valid Visa I
Emirates ID Copy

The designation on the visa should co-relate with job task to be performed.

Project HSE Plan Approval

Personal Near Miss/Observation Register (Minimum 5 Near Miss or
Observation/Month) I

e Personal Photo
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5.5 Private Substation Operation and Maintenance Personnel
Personnel performing operation and maintenance of private property at interface boundary
with ADDC network and where such activity may affect ADDC network; such personnel shall

meet ADDC competency requirements.

Minimum Requirements:

Letter from the property owner requesting nomination for ADDC approval.

When such Operation and Maintenance is done by Contractor, the contractor shall be
Registered and Qualified as per ADWEA requirements. The qualification category
shall match with the scope of operation and maintenance which is required to be done
by the contractor.

Personal Qualification: Bachelor of Engineering or equivalent.

Experience: Minimum three years’ experience in operation and maintenance of
distribution systems.

HSE Training: (The training provider shall be registered with OSHAD):

- HSE Risk Assessment

- HSE Emergency Management including Fire Fighting Training

- First Aid including CPR training

Legally works under the ADWEA Qualified company sponsorship with job title
matching with competency requirements.

Documents to be submitted

Appointment letter from the property owner to ADDC
O&M Procedures for work to be performed
Qualification Certificates

Experience Certificates

Valid Training Certificates

Personal CV

Passport copy with valid Visa

Emirates ID Copy

Personal Photo

5.6 Cable Jointer Personnel

Minimum Requirements:

Qualification: Technical diploma + 3 Years® Experience
Or, Qualification: Secondary School (10 Years Study) + 5 Years’ Experience

Experience: the above experience must be in cable jointing and termination work.
Trainings:
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- Professional cable joint and termination training and certification by third party
approved by ADDC.

- Fire Fighting Training

- First Aid training

Legally works under ADWEA Qualified Company sponsorship with job title matching

with competency requirements.

Project HSE Management Plan Approval (in case of ADDC Projects),

Work Method Statement and Risk Assessment for non ADDC Projects where the scope

of work requires ADDC Competency.

Payment of applicable fees

Documents to be submitted
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Personal CV

Passport copy with valid Visa
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6. PROCESS

6.1 ADDC Personnel

6.1.1

Application for First Time

The employee shall be qualified and experienced to cover the scope of competency as
defined in the minimum requirements above.

Newly joined experienced employee, after receiving complete safety induction shall
undergo site familiarization in order to be familiar with the site conditions and System
Safety Rules requirements.

The nominated employee for certificate shall attend System Safety Rule Training prior
to processing the application.

Nominated employee shall make Maximo application providing  the
information/documentation mentioned above.

The application shall be approved by line manager; approval of application means the
nominated employee is technically fit with the requirements.

HSEQ Department shall arrange an appointment; the appointment covers the following:
- Technical Interview

-SSR and DSIs Written exam

- HSE oral interview.

Written HSE exam (pass mark is 80%)

The examination and interviews shall be done by members of Approval committee.
Additional members may be added based on the scope of competency; such members
shall be selected by HSEQ Manager.

Those who successfully pass the examination process will be issued a Certification
CARD for a period of Two Years.

Those who do not pass the examination process, will be given a month’s time to study
before being allowed for a re-examination again.

Those who are unable to pass the examination process even for the second time, they
shall be subject to site training under direct supervision from an approved person with
the same competency category; i.e. if the applicant applies for CP, then, he shall be
trained on site by CP etc. for one month and subject to re-examination.
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¢  Those who do not pass the examination process for the third time, the applicant will be
rejected and shall not apply again for a period of at least one year.

" 6.1.2  Application for Renewal or Upgrade

e The nominated employee shall attend refresher System Safety Rule Training course
prior to processing the renewal application.

 Nominated employee shall make Maximo application providing the
ﬂ information/documentation mentioned above.

e If the applicant applies for an upgrade certificate, the application will be evaluated by
HSEQ Department to make decision for his training needs based on the new scope.

e The application shall be approved by the line manager; approval of application means
the nominated employee is technically fit with the requirements.

e If there is no change in the scope, the HSEQ Department shall arrange an appointment
to cover the following:
|| - Technical Interview
-SSR and DSIs Written exam (only in case of changes made in SSR/DSIs)
- HSE oral interview.

®  Those who successfully pass the examination process will be issued with a certification
CARD for a period of Two Years.

6.2 Contractor’s Competent and HSE Personnel

6.2.1  Application for First Time, Renewal and/or Upgrade

e  The applicant shall meet the above defined minimum requirements. all application not
meeting the requirements shall be rejected.

e The contractor shall submit the application online and which should be attached with
all required documents defined above.

e The application will be evaluated by HSEQ Department; when approved, it will be
routed to concerned ADDC Engineer for approval.

e HSEQ Department shall arrange an appointment; the appointment covers the
following:

This Document is the property of ADDC, and cannot be used nor given to outside party without prior authorisation. Print outs from soft copies are
Uncontrolled, unless stamped in red as “Controlled Copy” ||
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- Technical Interview
-SSR and DSIs Written exam (Pass mark 80%)
- HSE oral interview.
e Competent Personnel Certificate (CARD) shall be issued to those who successfully
pass examination for a duration of two years.

e HSE Personnel Certificate (CARD) shall be issued to those who successfully pass
examination for the specified Project Duration.

¢ Those who do not pass the first examination process; the examiner shall identify and
highlight to the applicant, the gaps and training needs in order to fulfil the
requirements. The applicant shall then be given one month time to be ready for a re-
examination.

Those who do not pass the examination process for the second time, shall be rejected.

Provision to re-apply will be after a period one year depending on the discretion of the
interviewer. Corrective action taken to improve shall be provided prior to submitting an
application.

e HSE personnel are not allowed to change the Project they are assigned to, until no
objection letter from ADDC project engineer indicating that the works are completed
for the current project.

6.3 Private Substation Operation and Maintenance Personnel

6.3.1 Application for First Time, Renewal and/or Upgrade

e The applicant and Contractor shall meet the above defined minimum requirements. All
application / contractors not meeting the requirements shall be rejected.

e The applicant shall submit the application online and attached with all the required
documents as defined above including approval from the property owner.

e The application shall be evaluated by HSEQ Department; when approved, it will be
routed to concerned ADDC Operation and / or Maintenance Engineer for approval.

e HSEQ Department shall arrange an appointment; the appointment will cover the
following:
- Operation and Maintenance Technical Interview
-SSR and DSIs Written exam (Pass mark 80%)
- HSE oral interview.
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Competent Personnel Certificate (CARD) shall be issued to those who successfully
pass examination for a duration of two years.

HSEQ Department has the authority to limit the number of working site/scope based on
the assessment made and requirements of operation of the substations.

Those who are not able to pass the first examination process; the examiner shall
identify to the applicant the gaps and training needs to fulfil the requirements. The
applicant will then be given one months’ time to be ready for re-examination.

Those who are not able to pass the examination process for a second time shall be
rejected.

6.4 Cable Jointers

6.4.1

Application for First Time and Renewal

The applicant shall meet the above defined minimum requirements; all application not
meeting the requirements shall be rejected.

The applicant shall submit the application online and attached with all the required
documents as defined above.

The application will be evaluated by HSEQ Department; when approved, it will be
routed to concerned ADDC Technical team for approval.

If there is no change in the scope, the HSEQ Department shall arrange an appointment
to cover the following:

- Technical Interview

- HSE oral interview.

Those who successfully pass the examination process will be issued a certification
CARD for a period of Two Years.

Those who are not able to pass the first interview process; the examiner shall identify
to the applicant, the gaps and training needs to fulfil the requirements. The applicant
will then be given one month time to be ready for re-examination.

Those who are not able to pass the examination process for the second time shall be
rejected.
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7. GENERAL ROLES

Nominated person shall be legally working under the sponsorship of the company who
can access the system and make the application.

The nominated person shall be employee of the ADWEA qualified company for the
scope of work requested by applicant.

Nominated person shall be ready for examination and Interview; if not, he shall ask to
postpone his examination at least three days before the date of examination.

No other person will be allowed in an examination room during an examination, except
the candidates concerned.

When more than one candidate taking the exam are in the same room, candidates shall
not communicate with one another in any manner, whatsoever during the examination.

No materials or electronic devices shall be brought into the examination room or used
at an examination except those authorized by the Authorization Officer. Unauthorized
electronic devices include, but are not limited to: cellular telephones, I-pads, laptop
computers, calculators, electronic dictionaries.

Any candidate found using mobile phone camera to take picture of the examination
paper will be blacklisted.

Candidates who bring any unauthorized materials or electronic devices into an
examination room or who assist or obtain assistance from other candidates or from any
unauthorized source will be subject to cancelation of exam and will be blacklisted in
ADDC.

ADDC Personnel who obtain the competency certificate for the first time shall be
monitored by a field expert having the same level of competency for a period of three
months.

ADDC Golden HSE Rules disciplinary actions will be implemented for the approved
personnel who violates the Golden HSE Rules, System Safety Rules, DSIs and other
HSE Requirements.

As outcome from accident investigation, the approved personnel may be subjected to
disciplinary actions based on the violation made and contribution of such violation to
the accident.
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If the certificate (CARD) has been withdrawn due to a violation and the applicant needs
to re-apply again; the case shall be evaluated by HSEQ Department. The corrective
actions made to prevent reoccurrence will also be studied. When the case has been
reviewed and accepted, the applicant shall start the process as new certificate applicant.

Certification CARD shall be retained by the competent person performing the job and
must be produced when required for verification, while at the work site. CARD shall
also be shown to Authorized Person during Safety Document process.

Approval of contractor’s personnel shall be started only after the project HSE
Management Plan is Approved or in Approved Except as Noted status., When it is not
an ADDC project, then specific Work Method Statement with risk assessment shall be
prepared and approved prior to commencing with the works.

To enhance and improve the safety on site and as part of ADDC Behaviour Based
Safety Program, each approved person shall report at least five near misses /
Observations on a monthly basis and renewal of certification CARD will be processed
only if the Near miss/observation register has been submitted and verified.

8. APPENDIXES

Contractor Competency Process
ADDC employees Competency Process
e-competency application guidance
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