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1 PURPOSE 

1.1 This Procedure is aimed at creating a tool that allows employees of CPC and contractors 

to observe and report on potential or perceived hazardous factors, unsafe conditions/ actions/ behavior 

and/or dangerous cases at facilities, as well as to make proposals for improving working conditions, 

condition of equipment, buildings, structures, applied mechanisms, and tools in the course of work, which 

is a fundamental element of preventive measures for risk management in the field of HSE. 

1.2 This Procedure defines the general process of collecting information and taking measures 

to eliminate unsafe behavior and working conditions, identify potentially dangerous situations, as well as 

to define the roles and responsibilities of the participants involved. This Procedure describes the structure 

and organization necessary to support an effective system of reporting on observations at CPC facilities. 

1.3 This Procedure is intended to facilitate participation of all CPC employees, contractors, as 

well as visitors to the facilities in improving the occupational health and safety culture in CPC. 

1.4 This Procedure defines the process for conducting trend analysis, sharing lessons learned 

across all CPC sites.  

 

2 SCOPE OF APPLICATION 

2.1 This Procedure shall apply to all CPC facilities and shall be applied by all employees of 

CPC, contractors at the Consortium facilities and visitors regardless of their forms of incorporation and 

ownership. 

 

3 REGULATORY REFERENCES 

3.1 This document includes references to the following regulatory documents: 

Table 1 List of Regulatory Documents 

# Regulatory Documents 

1 Internal 

1 “Incident Investigation Standard” A02-OD-HSE-028 

2 “The CPC-R and CPC-K Operations Risks Management Procedure” A04-OD-Maint-052. 

3 “Regulation on Arrangement and Performance of Process Control over Compliance with 

Industrial Safety Requirements at CPC-R Hazardous Industrial Facilities” R02-OD-HSE-038 

4 A02-OD-HSE-055 Procedure of Life Saving Rules Implementation at CPC Facilities 

 

4 TERMS, DEFINITIONS AND ABBREVIATIONS 

4.1 Terms and abbreviations used in this document are given in Table Table 2. 

Table 2 Terms and Abbreviations 

# Term/ abbreviation Term Definition / Abbreviation Meaning 

1 Terms 

1.1 Contractor  An organization that has executed an agreement with CPC in the 

established procedure for providing Services in maintenance, repair, 

http://des.cpcpipe.ru/irdqms/_layouts/15/listform.aspx?PageType=4&ListId=%7bDA9274B5-3EC9-4604-9942-B083EC996EF5%7d&ID=2851&ContentTypeID=0x010097842DA4A58D4D2D9527D9DE0C76AA51100094719DB7AFB5EE43B32980713965CA42
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# Term/ abbreviation Term Definition / Abbreviation Meaning 

and other types of work at CPC facilities, regardless of their forms of 

incorporation and forms of ownership. 

1.2 Hazardous factor Potential source of damage that could result in injury, environmental 

impact or property damage. 

1.3 Unsafe condition Any condition that could lead to a potentially dangerous situation, 

incident or accident. 

1.4 Unsafe action Any action that deviates from generally accepted practice or an 

established method / method of conducting work, and which may 

cause injury, damage to the environment or property. 

1.5 Near Miss  Any unplanned event, action or condition which, under other 

circumstances, could lead to injury, accident, damage to property, 

environment and/or reputation of the Company. 

1.6 Observer CPC employee, contractor or site visitor 

1.7 Site Supervisor PS Manager; TF/MT Manager; Lead Engineer, Pipeline Maintenance; 

or their substitutes 

1.8 Working conditions A set of working environment factors that affect the functional state 

of workers bodies, their health and performance in the process of 

executing work. 

2 Abbreviations 

2.1 OS Occupational Safety 

2.2 HSE Health, Safety, and Environment 

2.3 NMS Near Miss Situation 

2.4 CPC Caspian Pipeline Consortium 
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5 ORGANIZING THE IMPLEMENTATION, PROGRAM INFORMATION 

5.1 Information about the Observation Card Program is to be communicated to CPC employees 

and contractors when conducting internal training, induction training and on-the-job briefings. 

5.2 Visitors to the facilities shall be familiarized with the Program during introductory 

briefings to be conducted prior to admission to a CPC facility. 

5.3 Information about the possibility of using observation cards by CPC employees, 

contractors, and visitors when identifying unfavorable working conditions, unsafe behavior, in the course 

of work performance, can be entered during execution of work permits by a facility manager in the section 

“Activities to Ensure Safety during Work Performance”. 

5.4 Observation card templates (Exhibit 1) in two languages are located at the PS checkpoint, 

in the office corridors, and in the immediate vicinity of the boxes for collecting filled cards. The 

responsible for providing the above locations with boxes, templates, as well as for daily collection of filled 

in observation cards at CPC facilities shall be managers of the facilities and, in the offices, HSE Group 

staff. 

5.5 All employees of CPC, contractors, as well as visitors to the facilities (hereinafter referred 

to as the “observers”) have the right to intervene and report via the observation card if they notice any 

unsafe conditions, actions and/or events. 

 

6 PROCESS DESCRIPTION 

The “Observation Card Program” includes the following main stages (Process Diagram, Figure 1): 

 

 

Figure 1 Process Diagram 

 

1 OBSERVATION & 
INTERVENTION

• unsafe act or condition 

• use Stop Work Authority when 
required 

• suggestions for risk mitigation and 
improvement of working conditions

2  REPORTING AND 
RECORDING 

• filling in observation card

• provide card to Facility 
Manager, CPC HSE Group or 
reporting box 

3 DATA ANALYSIS AND ACTION 
IMPLEMENTATION

• register cards in the regional observation 
Logbook

• review control measures/safeguards                                                                                           
within Management System

• Implement corrective actions and 
engineering solutions 

4 FEEDBACK

• Incentive for safe behavior and 
active participation 

• lessons learned

Observers 

Site Supervisor 
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6.1 OBSERVATION & INTERVENTION 

6.1.1 In case where a potentially dangerous behavior connected with violation of Life Saving 

Rules by CPC employees, contractors or visitors, or potentially hazardous working conditions is observed 

Stop Work Authority should be enforced, if appropriate.  Then observer should inform the Facility 

Manager or, in an office, HSE Group staff member of the non-compliance by filling in and handing over 

the observation card in person to take immediate measures to eliminate the violations. 

6.1.2 When applying Stop Work Authority, the observer in a polite and well-intentioned manner 

should address the employees performing work at the facility/ in the office, briefly introduce themself and 

begin a conversation with the words: “I am exercising my right to suspend the work because...” The parties 

should discuss the problem in connection with which the work has been suspended, and find a solution to 

how the work can be continued in an acceptable way. Upon reaching a decision on safe conduct of the 

work, the work shall be resumed, and the observer shall fill in the observation card indicating in the 

column “Measures taken” information about the work suspension and resumption and hand it over to the 

Facility Manager or, in an office, CPC HSE Group staff member.  If making a decision on the safe conduct 

of work, it is necessary to attract the attention of a CPC employee, the observation card indicating 

information on the need to suspend the work in the column “Measures taken” should be handed over to 

the Facility Manager or, in an office, to the CPC HSE Group staff member.  A tripartite decision shall be 

made on the necessary conditions for the work resumption. 

6.1.3 If any inconsistencies related to working conditions and/or safety measures, which in the 

short term do not pose an emergency or dangerous situation, the observer should fill in the observation 

card template and drop it in a special box for further consideration. 

6.1.4 If an employee of CPC, contractor, visitor to a facility/office wants to share his/her 

experiences or to make helpful suggestions for creating safe working conditions, he/she should fill in an 

observation card and direct it for consideration, dropping it into a special box. 

 

6.2 REPORTING AND RECORDING 

6.2.1 Observation cards could be anonymous to promote a more open line of communication and 

built trust with the personnel. No names should be specified and there should be no search for responsible 

persons – the observation data should not be used for blaming/ attaching liability to an employee or a 

working group. Confrontations shall be avoided. 

6.2.2 For statistics, the card should indicate only the name of the organization whose employees 

were monitored. 

6.2.3 However, if a potentially dangerous situation is confirmed (potentially dangerous behavior, 

potentially dangerous working conditions), the observer may be asked to provide more detailed 

information for further investigation. 

6.2.4 The program does not provide for establishing targets for a number of observations for a 

CPC or Contractor employee as their importance is in quality, not in quantity. 

6.2.5 Training materials with detailed instruction for completing the Observation Card is 

provided in Exhibit 3 hereto. 

 

6.3 DATA ANALYSIS AND ACTION IMPLEMENTATION 

6.3.1 Facility Managers are responsible for implementation of the program at CPC facilities and 

shall review completed observation cards and check correspondence and sufficiency of immediate action 

taken. If necessary, they shall assign additional corrective actions and responsible staff members. Upon 
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receipt of an observation card, they provide registration of their data in electronic form of the shared 

Region's Observation Card Logbook (O:\General\Карточки наблюдения_Observation Card) and track 

fulfillment of actions until they are fully completed and, if necessary, maintain feedback with the observer. 

6.3.2 In offices, the functions specified in clause 7.1 are performed by specialists of the CPC 

HSE Group. 

6.3.3 Each observation should be checked by specialists of the CPC HSE Group in the Region, 

by monitoring the maintenance of the Observation Card Logbook to determine whether it relates to a 

potentially dangerous situation or not. 

6.3.4 If the observation is a potentially dangerous situation, specialists of the CPC HSE Group 

shall change the category of this card to the category of “potentially dangerous situation”, notify the 

Manager of the Facility where the fact was revealed and initiate an investigation of the NMS in accordance 

with the requirements of “Incident Investigation Standard” A02-OD-HSE-028. 

6.3.5 If the observation is not a potentially dangerous situation, the specialists of the CPC HSE 

Group shall change its status and direct a reasoned message about the decision made to the person 

responsible for maintaining the Logbook of the facility where the observation was drawn up. 

6.3.6 All submitted proposals drawn up in the observation cards shall be registered in the 

Region's Observation Card Logbook. 

6.3.7 Proposals shall be reviewed at the level of Facility Managers and specialists of the Region 

and can be submitted for consideration by the Risk Management Working Group to make decisions for 

their implementation, in accordance with “The CPC-R and CPC-K Operations Risks Management 

Procedure” A04-OD-Maint-052. 

6.3.8 All observations issued at sites are reviewed in monthly site meetings held on the basis of 

article 11.1, R02-OD-HSE-038“Regulation on Arrangement and Performance of Process Control over 

Compliance with Industrial Safety Requirements at CPC-R Hazardous Industrial Facilities”, and also 

quarterly at a Regional Level. 

6.3.9 Analysis of data obtained under Observation Card Program allows to identify critical 

unsafe actions and factors, general trends and key causes, identify focus areas that require comprehensive 

actions, and also check the closure status of approved corrective actions. 

 

6.4 FEEDBACK. MOTIVATION. LESSONS LEARNED 

6.4.1 One of the effective methods for CPC Leadership to demonstrate their commitment to 

occupational safety and improvement of the work safety culture is by visiting sites, conducting 

observations, participating in the Observation Card Program, recognizing and encouraging safe work and 

providing resources to correct any identified non-compliances. 

6.4.2 Individuals appointed to be responsible for implementation of the Observation Card 

Program at sites should provide feedback on issues raised by initiators filling observation cards. They 

should inform site personnel about program performance, meeting outcomes, resolutions made, as well 

as corrective actions completed or planned to be completed, if necessary, initiate topics of monthly bulletin 

issues containing the above-listed topics. 

6.4.3 Furthermore, for additional personnel motivation, recognitions are issued to employees 

who have been most pro-actively involved in the observation card program by: 

- an electronic letter of appreciation from the management 

- raising an appraisal score for the previous year; 
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-  “CPC-K Regulation on Employees Service Awards” K01-GB-HR-015,  “CPC-R Regulation on 

Employees Service Awards” R01-GB-HR. 

 

7 LIST OF EXHIBITS 

List of exhibits hereto is set out in Table 1. 

Table 1 List of Exhibits 

Exhibit Description 

1  Observation Card Template  

2  Observation Card Logbook Template 

3  Training materials with detailed instruction for completing the Observation Card 
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EXHIBIT 1 OBESREVATION CARD 
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EXHIBIT 2 – OBSERVATION CARD LOGBOOK 
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Site SOB 

Reg/No 

 

Номер 

карты на 

объекте 

Date 

 

Дата 

Reported By 

 

Фамилия, 

инициалы 

заполнившего 

карту 

Company 

 

Организация 

Office/ Work 

Site 

 

Объект  

Work Site/ 

Plant Specific 

 

Место 

выполнения 

работы 

Observation Recorded /Вид наблюдения 

Description/ Nature 

of Observation 

 

Описание 

наблюдения 

Near Miss 

Stop Work /  

Потенциально-

опасная ситуация 

Приостановка 

работ 

Near Miss / 

Потенциально-

опасная ситуация 

Unsafe Act/ 

Небезопасные 

действия 

Unsafe Site/ 

Equipment 

Небзепасные 

условия труда 

Initiative 

Предложение 

1. 2. 3. 4. 5. 6. 7. 8. 9. 10. 11. 12. 

                        
 

CLOSE OUT/ИНФОРМАЦИЯ О 

ЗАКРЫТИИ 
CAUSE ANALYSIS REVIEW/АНАЛИЗ  ПРИЧИН 

Follow 

Up & 

Correcti

ve 

Actions 

 

Принят

ые 

меры 

Superviso

r/ 

Manager 

Name 

 

ФИО 

начальни

ка НПС 

STATUS 

(Opened 

/Closed) 

 

Статус 

наблюдения 

(открыто/ 

закрыто) 

Date Close 

 

Дата 

Закрытия 

 

 

        

 

зд
ан

и
я
, 

со
о

р
у

ж
ен

и
я
 

 

В
о
зд

ей
ст

в
и

е 
н

а 
о
к
р
у
ж

а
ю

щ
у

ю
 с

р
ед

у
/ 

E
n
v
ir

o
n
m

en
ta

l 
Im

p
ac

t 

П
р
о
ти

в
о
п

о
ж

ар
н

ая
 б

ез
о
п

ас
н

о
ст

ь
/ 

F
ir

e 
S

af
et

y
 

         

К
у
р
ен

и
е 

S
m

o
k
in

g
 

Э
л
ек

тр
о
н

н
ы

е 
у
ст

р
о
й

ст
в
а
 

E
le

ct
ro

n
ic

 d
ev

ic
es

 

С
И

З
 

P
P

E
 

А
л

к
о
го

л
ь/

н
ар

к
о
ти

к
и

 

A
lc

o
h
o
l/

D
ru

g
s 

Н
ар

я
д

-д
о
п

у
ск

/р
аз

р
еш

ен
и

е
 

P
er

m
it

-t
o

-W
o
rk

/P
e
rm

it
 

О
ц

ен
к
а 

р
и

ск
о

в
/ 

R
is

k
 A

ss
es

sm
en

t 

И
зо

л
я
ц

и
я
 и

ст
о
ч

н
и

к
о

в
 э

н
ер

ги
и

/ 

E
n
er

g
y

 S
o
u
rc

e 
Is

o
la

ti
o
n

 

Т
р
ан

сп
о
р

тн
ая

 б
ез

о
п

ас
н

о
ст

ь
/ 

T
ra

n
sp

o
rt

 S
af

et
y

 

П
еш

ех
о
д

н
о
е 

п
ер

ед
в
и

ж
ен

и
е
/ 

P
ed

es
tr

ia
n
 T

rf
fi

c
 

Р
аб

о
ты

 н
а 

в
ы

со
те

/ 

W
o
rk

 a
t 

H
ei

g
h
t 

Г
аз

о
о
п

ас
н

ы
е 

р
аб

о
ты

/ 

G
as

 H
az

ar
d

 W
o
rk

 

Р
аб

о
ты

 в
 з

ам
к
н

у
то

м
 п

р
о
ст

р
а
н

ст
в
е
/ 

C
o
n
fi

n
ed

 S
p
ac

e 
W

o
rk

  

О
гн

ев
ы

е 
р
аб

о
ты

/ 

H
o
t 

W
o
rk

s 

Э
л
ек

тр
о
у
ст

ан
о
в
к
и

/ 
 

E
le

ct
ri

c 
In

st
al

la
ti

o
n
s 

Э
л
ек

тр
о
и

н
с
тр

у
м

ен
т/

 

E
le

ct
ri

c 
T

o
o
ls

 

З
ем

л
я
н

ы
е 

р
аб

о
ты

/ 

E
ar

th
w

o
rk

 

Г
р
у
зо

п
о
д

ъ
ем

н
ы

е 
р
аб

о
ты

/ 

L
if

ti
n
g
 O

p
er

at
io

n
s 

Т
ех

н
о
л
о
ги

ч
ес

к
о
е 

о
б

о
р
у
д

о
в
ан

и
е,

 /
 

P
ro

ce
ss

 E
q
u
ip

m
en

t 

 
М

о
р
ск

и
е 

о
п

ер
ац

и
и

/ 

M
ar

in
e 

O
p
er

at
io

n
s 

П
р
и

м
ен

ен
и

е 
х
и

м
и

ч
ес

к
и

 о
п

ас
н

ы
х

 

в
ещ

ес
тв

/ 
U

se
 o

f 
H

az
ar

d
o
u
s 

C
h
em

ic
al

s 

С
к
л
ад

и
р
о
в
ан

и
е 

м
ат

ер
и

ал
о
в
/ 

M
at

er
ia

l 
S

to
ra

g
e
 

С
о
ст

о
я
н

и
е 

у
сл

о
в
и

й
 т

р
у
д

а
/ 

W
o
rk

in
g
 C

o
n
d

is
io

n
s 

S
ta

tu
s 

О
х
р
ан

а 
зд

о
р
о
в
ья

/ 

O
cc

u
p
at

io
n
al

 H
ea

lt
h

 

Р
еа

ги
р
о
в
ан

и
е 

в
 с

л
у
ч

ае
 Ч

С
/ 

E
m

er
g
en

cy
 R

es
p
o
n
se

 

С
о
су

д
ы

 р
аб

о
та

ю
щ

и
е 

п
о
д

 

д
ав

л
ен

и
ем

/P
re

ss
u
re

 V
es

se
ls

 

Э
р
го

н
о
м

и
к
к
а/

п
ер

ем
ещ

ен
и

е 
гр

у
за

/ 

E
rg

o
n
o
m

ic
s/

C
ar

g
o

 M
o
v
em

en
t 

К
о
д

ек
са

 д
ел

о
в
о
го

 п
о
в
ед

ен
и

я
/ 

C
o

d
e 

o
f 

B
u
si

n
es

s 
C

o
n
d
u
ct

 

Д
р

у
г
и

е
/O

th
e
r
 

13. 14. 15. 16. 17. 18. 19. 20. 21. 22. 23. 24. 25. 26. 27. 28. 29. 30. 31. 32. 33. 
34

. 
35. 36. 37. 38. 39. 40. 41. 

   
42. 

43

. 

                                                             
 

 

 

 



CPC Procedure for Monitoring Working Conditions and Safe Performance of Work 
STP CPC 41.06.2019 

Revision 1 

 

Page 11 of 41 

EXHIBIT 3 TRAINING MATERIALS WITH DETAILED INSTRUCTION FOR COMPLETING THE OBSERVATION CARD 
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