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Introduction  

 
The objective of the Permit to Work process is to ensure Port Otago Limited and its operational Staff, 
Contractors and their Sub Contractors maintain and utilize a rigorous process for identifying and 
mitigating workplace hazards when work is performed.  
 
Permit to Work forms can be used for any task, large or small, where hazard identification and 
additional control are desired.  
 
POL Permit to Work permitting procedures will provide a framework for issuing work-authorization 
permits for the installation, servicing and maintenance of equipment or other non-routine or 
specialised work.  
 
The permit process can be used to carry safe work practices at any place of employment beyond 
minimum compliance requirements and will assist Port Otago Limited to satisfy compliance 
requirements. 
 
 

Permit to Work Used any time there is an identified need to 
minimize risk to employees and equipment 
through hazard identification and control. 
 
 

 

 

Task Specific Permit Types 

 

 

Dive Permit Authorization of all dives performed within 
200m of any Port Otago Limited facility including 
Wharfs, Navigation Aids, and the like.  
 

Immobilisation Permit Authorization to perform Vessel Immobilisation  
 

Hull Painting Permit Authorization to conduct hull painting activities 
whilst alongside a Port Otago Limited Wharf 
 

Life Boat Recovery Permit Authorization to conduct Life Boat Recovery 
Exercises activities whilst alongside a Port Otago 
Limited Wharf 
 

 
 

 

Job Safety Analysis 

 

 

Job Safety Analysis Document risks & controls associated with any 
work performed. The JSA is normally used with 
all work-authorization permits and can be used 
to supplement operating procedures.  
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Roles & Responsibilities  

 

 

 

 

 

Permit Applicants  

 
1. Have knowledge of the type and scope of work being requested to be performed  
2. Generate a Permit to Work or other work-authorization permits utilizing information on a 

job safety analysis (JSA) if applicable  
3. Ensure appropriate permits are utilized based on the scope of work  
4. Ensure knowledgeable personnel are involved in assessing hazards and identifying controls 

to mitigate risk to the work crew  
5. Ensure proper close-out of the permit with the Permit Approver  

 
 

 

 

 

Permit Approver  

 
1. Have knowledge of the type and scope of work to be performed  
2. Review JSA and work-authorization permits with Permit Applicant  and any other staff 

involved to ensure all hazards and controls have been identified  
3. Ensure appropriate permits are utilized base on the scope of work  
4. Review the key aspects of the job with the Permit Applicant and any other staff involved to 

validate permit conditions as close to the work start time as practical (within one hour is 

recommended to minimize risk of unknown changes to job site)  

 

 

 
 
Job Safety Analysis (JSA)  

 

The job safety analysis (JSA) is the foundation document for assessing risk associated with any type 
of work performed. The JSA is intended to drive the safe work permitting process.  
 
The simple, yet highly-effective, form should be used to identify the risk associated with the specific 
job and controls to be used to mitigate the hazards. The JSA can be used for standard operating 
procedures and maintenance procedures as well as safe work permits.  
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Basic How to Guide: 

 

 

 

Step 1: 

 

Identify the type of Permit required: 
 
 
 
 
I.e.; Dive, Immobilisation,  
Hull Panting…. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Step 2: 

 
Complete the general information: - including who is applying for a Permit Approval and the details 
of Location / Vessel / Contact Details 
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Step 3: 

 
Identify if the Dive work: - will include any of the follow from the checklist 
 
 
 

 
 
 
 
 
 

Step 4: 

 
Review and identify: - any Permit Conditions that need to be met 
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Step 5: 

 
Confirm: - that any or all of the following have been completed. 
 
 
 

 
 
 
 
 
 
 

Step 6: 

 
Complete the information: - regarding diver’s names, Qualifications held. 
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Step 7: 

 
Read the Permit Approval and complete and sign: - as indicated by the highlighted area. 
 

 
 
 

Step 8: 

 
 
Scan and attach completed Permit / JSA documentation and send to: 
 
pilots@portotago.co.nz     include the Subject Line:  PERMIT  
 
   
Note:  All Permits and supporting documentation is to be sent to Port Otago Limited Duty Pilot at 
least 24 hours prior to work commencing. 

 

 

 

 

 

mailto:pilots@portotago.co.nz
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Step 10: 

 
On receipt of Email: - the Port Otago Limited Duty Pilot will reply with an email either confirming 
Approval or requesting additional information / special conditions. 
 

 

Step 11: 

 
On completion of the work: - the Applicant or Authorised Representative to sign as per Section 7: 
and provide evidence of same to Duty Pilot Port Otago limited 
 

 
 
 

Additional Support: 

 

Permit Forms and Documents including this guide are located on the Port Otago Limited Website 
and can be accessed via the internet or by following this link 
 
https://www.portotago.co.nz/  
 
 

 
 
 
If additional support is required contact Port Otago Limited on 03 472 9882 ask to speak to 
the Duty Pilot. 

https://www.portotago.co.nz/
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Definitions  

 
 
 
Competent Person - one who is capable of identifying existing and predictable hazards in the 
surroundings, or working conditions which are unsanitary, hazardous, or dangerous to 
employees, and who has authorization to take prompt corrective measures to eliminate them.  
 
Confined Space – Refers to a space that:  
• Has limited or restricted means of entry or exit (e.g., tanks, vessels, silos, storage bins, 
hoppers, vaults, and pits are spaces that can have limited means of entry).  

• Is not designed for continuous employee occupancy.  
• Is large enough and configured so that a person can bodily enter and perform assigned work.  

 
Working at Heights / Critical Lift – For the purpose of this procedure, a critical lift refers to a lift 
of material or personnel where potential hazards related to the work or surrounding areas are 
significant. Examples include lifts over or near electric lines, process chemical pipes, steam 
pipes, compressed air lines, pressure vessels, chemical storage, occupied areas etc.  
 
Entry – The action by which a person passes through an opening into a Confined Space. Entry 
includes ensuing work activities in the space, and is considered to have occurred as soon as any 
part of the entrant’s body breaks the plane of an opening into the space.  
 
Entry Permit – The written Permit to Work with a separate Confined Space Permit completed.  
 
Entry Supervisor / Standby – The person, such as the employer, foreman, or crew chief, 
responsible for determining if acceptable Entry conditions are present at a Permit-Required 
Confined Space where Entry is planned, for authorizing entry and overseeing entry operations, 
and for terminating Entry as required.  
 
Dive Supervisor – A suitably qualified and competent person as part of the Dive Team who will 
be responsible for determining if acceptable safe Dive conditions are present overseeing Dive 
operations, and for terminating the Dive as required.  
 
Hot Work – Any work that contributes a direct source of ignition within an area that contains 
flammable and/or combustible materials, which are available to ignite. Cutting, welding, 
grinding, heat-treating, jack-hammer operations, power tools, abrasive blasting and other 
similar activities that can result in a flame or spark being generated, as well as non-rated vehicle 
entry into electrically-classified process areas.  
 

Isolation – The process by which hazardous energy sources are removed or controlled or the 

identified hazards of a work area are controlled or mitigated. 

 


