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No Relaxing PPE Until... Some Routine Work 
is Not “Line Break’’

Get Everything Out

Before opening any equipment 
(line, piping, tank) be sure...

Everything dangerous is out:

• liquids
• gases
• solids
• energy

For example:

disconnecting 
hoses

Routine work must be covered by a procedure.

All liquids and vapors gone

½ inch air gap between flanges

Neutral pH - flush water

No PPE removed 
until area operator 
gives permission 
to do so.

One or more of these is true.

DANGER

All required test results are 
written down in the permit.

ReOpening a Line
is a New Line Break

You opened a line.
DANGER

You closed the line.

Now you want to 
reopen the line.

DANGER

This reopening must be treated as 
a brand new line break.
Even if the closed line was not put 
back into service.

Hot Work & Line Break

Hot work included?

Isolation points must have:

Block & Blind

Or

Double Block & Bleed

cleaning filters

Assume You Failed

Act as if dangerous material is 
still in the equipment.

Stand where escaping 
material will not hit you

Barricade or tape area

PPE: wear the right kind

Splash pan to protect 
anyone working below

pulling 
samples

Line 
Break

Procedure Snapshot
We Make a New Cover Page for Your Safety Procedures

We Leave the Inside of Your Procedure the Same—No Rewriting
But...We Add an Easy-to-Use Picture-Based Cover Page
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Using Procedure Snapshots

Posters

Procedure Snapshots are
enlarged and displayed in
control rooms.

Hot 
Work

Stapled to Permits

Permit writers select the relevant 
Procedure Snapshot (confined
space, hot work, working at height, etc.) 
and staple it to the work permit.

Mayor autoridad 
supervisor de la 

compañía

Respuesta ante 
emergencias

Despedir a un 
contratista

Su seguridad 
es nuestra 

responsabilidad

Cinco controles antes 
de que llegue el 

contratista

Los contratistas tienen 
la autoridad de detener 

el trabajo

Dos planes por escrito 
del contratista

Supervisar 
a los 
contratistas

Accidentes graves 
durante los últimos tres 
años

Solo considere las 
infracciones “graves”

No hay infracciones 
ambientales graves

No se encuentra en la 
“Lista de DNU”

El contratista presenta dos planes por 
escrito

• tareas y subtareas
• cronograma
• personas
• equipos
• autorizaciones 

necesarias

• evaluación de 
riesgos 

• reducción de riesgos
• respuesta ante 

emergencias

Luego de que un contratista ingresa a 
nuestra refinería...

ALTO

... somos responsables de su seguridad

El supervisor de la compañía 
analiza dos certificados de 
capacitación por cada uno de los 
empleados del contratista.

Certificado de 
capacitación 
en seguridad

SS

Seguridad O�cio

Certificado 
de aptitud 
para realizar 
oficios

El contratista tiene un 
programa de drogas y 
alcohol.

El gerente de la 
refinería puede 
renunciar a (denegar) 
cualquiera de estos 
requerimientos

Cualquier 
contratista

Cualquier 
trabajo

En cualquier 
momento

Puede detener 
un trabajo que 
sienta que no 
es seguro

El supervisor de la compañía 
puede rescindir el contrato de un 
contratista.

Los motivos más comunes:
• problemas de alcoholismo/

drogadicción
• infracciones a la seguridad
• falta de aptitudes necesarias
• Cronograma (trabajo atrasado)

Consulte la Sección N.° 6: 
rescindir el contrato de un 
contratista.

Excepciones

Plan de trabajo

Plan de seguridad

Supervisor 
de la 
compañía

Supervisor 
del 
contratista

Languages

Communicating
in pictures means
translations are 
easy.

Phones

Procedure Snapshots
downloaded into 
phones and used in the 
field.
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Using Procedure Snapshots
International Sites

Ratio of text to pictures is
variable. Rely more on pictures 
for non-English speakers.

Training

Procedure Snapshots are 
projected for training 
sessions or toolbox talks.

Pocket-Size Spiral Book

Usually given to contractors.

D1

DANG
ER

 
 

 
CONFINED SPACE ENTRY PERMIT 

 
Confined Space Location/Description/ID Number    Date: 
______________________________________________________________________________________ 

 
Purpose of Entry 
_____________________________________________________________________________________________
_______________________________________________________________________________ 
Time In: ______________ Permit Canceled Time: _____________________________________ 
Time Out: ____________  Reason Permit Canceled: ___________________________________ 
 
Supervisor: ___________________________________________________________________________ 
 
Rescue and Emergency Services- 

Hazards of Confined 
Space 

Yes No Special Requirements Yes No 

Oxygen deficiency   Hot Work Permit Required   
Combustible gas/vapor   Lockout/Tagout   
Combustible dust   Lines broken, capped, or blanked   
Carbon Monoxide   Purge-flush and vent   
Hydrogen Sulfide   Secure Area-Post and Flag   
Toxic gas/vapor   Ventilation   
Toxic fumes   Other- List:   
Skin- chemical hazards   Special Equipment   
Electrical hazard   Breathing apparatus- respirator   
Mechanical hazard   Escape harness required   
Engulfment hazard   Tripod emergency escape unit   
Entrapment hazard   Lifelines   
Thermal hazard   Lighting (explosive proof/low voltage)   
Slip or fall hazard   PPE- goggles, gloves, clothing, etc.   
   Fire Extinguisher   
Communication Procedures: 
         
     
DO NOT ENTER IF PERMISSABLE ENTRY 
LEVELS ARE EXCEEDED 

Test Start and Stop Time: 
          Start                                          Stop 

 Permissable Entry Level   
% of Oxygen 19.5 % to 23.5 %   
% of LEL Less than 10%   
Carbon Monoxide 35 PPM (8 hr.)   
Hydrogen Sulfide 10 PPM (8 hr.)   
Other    
Name(s) or Person(s) testing: ________________________________________________ 
 
Test Instrument(s) used- Include Name, Model, Serial Number and Date Last Calibrated: 
 
CFM-Ventilation 
 

Size-Cubic Feet Pre Entry Time  Central Notified 
Before Entrance 

Time Notified: 
 

 Central Notified  
       After Entrance 

Time Notified: 
 

 
 
 

Entry Permit
ON-SITE RESCUE PLAN

Confined Space Name/Location:    Identification #:    Date:   
                

Attendant:     Employer: 

Employer:  _________________________________________ 2)  _________________________________________________ 
On-Site Rescue Personnel/Designation: 3)  _________________________________________________ 
1)  ________________________________________________   4)  _________________________________________________ 

 Methods of Communication: Attendant to Rescue Personnel:- O Phone      O Audible Signal      O Radio      O Intercom 
Attendant to workers:  O Phone      O Radio      O Intercom     O Audible Signal      O Visual Hand Signal      O Rope Signal 

Methods of Rescue:  O External (Retrieval)     O Internal: _____________________      O Congested: ______________________
O Hauling System Required: __________________  O Patient lowering system required/lowering area: ______________________
O Anchor overhead: ________________________________________________________________________________________  
Anchorage:       O Beam     O Stairwell      O Support Strut      O Support Column      O Other: ______________________________
Pre-Rigging required?  O Yes     O  No

Rescue Equipment Requirements (check a where applicable below and indicate quantity needed): 
O  Hauling Systems:_____   O  Carabiners: _____   O  Pulleys: _____ O  Shock absorbers/lanyards: _____ 
O  Anchor Straps: _____  O  Webbing: _____  O  Ascenders: _____ O  Body Harnesses:  _____ 
O  Rigging Plates: _____  O  Safety Lines: _____ O  Main Lines: _____  O  Wrist/Ankle Harnesses:  _____ 
O  Fire Extinguishers: _____ O   O     O   

Rescue Equipment Inspections 
Identified rescue equipment inspected by competent worker: _____________________  Employer: ________________________ 
Record of inspection(s) attached    O  Yes 

Medical Equipment Requirements (check a where applicable below and indicate quantity needed): 
O  First Aid Kit: _____               O  Packaging Device: _____               O                  O   

Additional PPE Requirements (Indicate what is needed): 
O   High Visibility Vests   O   Hearing Protection   O   Safety Boots   O   Hard Hats   O   Safety Glasses/Goggles   O   Gloves
O   Face Shield                O                                   O                   

Description of Space (include location of attendant): 

Diagram of Space (Use Back of Page if needed): 

Completed by: ______________________  O Entry Supervisor     O Attendant      O Other:  ____________        Date:  

Rescue Plan
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                         Sample: Line Break

No Relaxing PPE Until... Some Routine Work 

is Not “Line Break “

Get Everything Out

Before opening any equipment (line, 
piping, tank) be sure...

Everything dangerous is out:

• liquids
• gases
• solids
• energy

For example:

disconnecting 
hoses

Routine work must be covered by a procedure.

All liquids and vapors gone

½ inch air gap between flanges

Neutral pH - flush water

One or more of these is true.

DANGER

All required test results are written 
down in the permit.

ReOpening a Line

is a New Line Break

You opened a line.
DANGER

You closed the line.

Now you want to 
reopen the line.

DANGER

This reopening must be treated as a 
brand new line break.

Even if the closed line was not put back 
into service.

Hot Work & Line Break

Hot work included?

Isolation points must have:

Block & Blind

Or

Double Block & Bleed

cleaning filters

No PPE removed until 
area operator gives 
permission 
to do so.

Assume You Failed

Act as if dangerous material is still in 
the equipment.

Stand where escaping material 
will not hit you

Barricade or tape area

PPE: wear the right kind

Splash pan to protect anyone 
working below

pulling 
samples

Line 
Break

X
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                         Sample: Lockout/Tagout

Lockout
Tagout

 

 

Lockout Means
You Can’t Open It

You cannot turn 
the wheel.

You cannot lift 
the handle.

Locks

Individual Lock

• red

• your picture

• only you have 
the key

Group Locks

• black

• no pictures

• only one key for 
all the locks in 
the group.

Car Seal on Lockbox

If car seal is broken before work is 
finished, you have a problem. Recheck 
all the locks.

Write car seal 
number on Lock Plan

Attach car seal to 
lockbox

After locks in place:

• put key for black locks in lockbox

Two-Person Check

At least 2 people must check 
every lockout location.

Audit results: 
1 in 12 of our lockouts is done incorrectly.

Group Lockout

Lockout with three or more people  
requires a lockbox.

Black group-locks (all open with one key) 
used to lockout the equipment. 

Red locks (individual locks) go on the 
lockbox when the key for the black locks is 
inside.

Lockout Plan 
for Every Lockout

East Plant: Lockout/Tagout Plan 

Se uence of Isolation Ste s 
STEP 1: Notify all affected employees of equipment shut down. 

D Other (specify): 

STEP 2: Identify & list below each individual isolation point required to render equipment safe. 
STEP 3: Isolate each hazardous energy source in the order listed below. 
STEP 4: Apply Lockout/ragout devices in the order listed below. 

7. 

8. 

9. 

11. 

STEP 5: Additional measures 

STEP&. Meihod(s) to remove residual, 

□ 
de same level of effectiveness as lockout 

5eae1 # /IIY

(list in preferred order) 

Remove Any Leftover 
Trapped Energy
His hand depends on it.

electrical

thermal pressure

tension

gravity

Non-Owner 
Lock Removal

He forgot to remove his lock.

To cut off his lock:
• be certain he is not at work
• try to call him wherever he is
• superintendent written permission is 

required



6Dr TJ Larkin & Sandar Larkin                                                                  www.Larkin.Biz

Fit & Research

Where This Fits in Your Safety Communication

Life Saving Rules
• You have these

• Shows most critical procedures

• But, not enough detail for 
employees to use in the field

Procedures
• You have these

• Reference of all information

• But, too much detail  for 
employees to use in the field

Procedure Snapshots
• You don’t have these

• More information than Life Saving Rules

• Less information than the Procedure

• Perfect for employees/contractors working in the field

Communication Research

Company Supervisor
Highest Authority

Training Certificates Terminate a Contractor

Their Safety is 
Our Responsibility

5 Checks Before
Contractor Arrives

Contractors Have 
Stop Work Authority

Contractor’s Two 
Written Plans

Managing
Contractors OSHA TRIR “3” or Less

Total Recordable Incident Rate 
(3-year average)

No OSHA Violation
Only count violations that are 
“serious” or “willful” 

No Environmental Fines
Last 2 years; doing work similar to 
work at our site

Not On “DNU List” Contractor 
cannot be on our “Do Not Use” list

Contractor shows two written plans.

Once a contractor 
sets foot on our site... 

...we are responsible for their safety.

Company Supervisor sees two 
training certificates for each of the 
contractor’s employees.

Trade Skill 
Certificate

Anti-Drug/Alcohol Contractor 
must have a program

Exceptions
Refinery manager can waive these 
requirements

Any contractor

Any work

Any time

Can stop work they 
feel is not safe

• tasks and subtasks
• timetable
• people
• equipment
• required permits

Work Plan

• hazard analysis
• risk reduction
• emergency response

Safety Plan

Company Supervisor can end a 
contractor’s contract.

Most common reasons:
• drug/alcohol
• safety
• competency
• timetable

Please see Section#6: Terminating a 
Contractor’s Contract

Exceptions

Company
Supervisor

Contractor 
Supervisor

Safety Training 
Certificate

Pictures

Text combined with pictures has 
800%  higher memory retention 
than text-only documents.

Writing is Easy

Writing in Procedure 
Snapshots is “Grade 
Level” 8.  50% of adults 
can read at that level.Line Length

3½ inch line, best line length 
for comfortable reading.

Font

“Verdana” best font for 
reading documents online. 

Dot Points

More than twice as 
many people will read a 
paragraph if the content is 
broken out into dot points. 

Color

Color increases the 
time readers spend on 
the page by 21%. 

Procedures are Complicated

Average oil & gas procedure is 
written at “Grade Level” 14.  Only 
17% of adults can read at that 
level.
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Prices
Purpose Procedure Snapshots do not summarize your procedure.  

Procedures are too long and complex for that.
Instead, Procedure Snapshots show, in pictures, the parts of your procedure your 
employees are most likely to do wrong.
How do we know what employees will do wrong:

• your advice
• your supervisors’ advice
• research
• our 20 years making these

Price US$9,000 for each Procedure Snapshot (one page communicating one procedure).

Price Includes Everything:
•	 studying your procedure/standard
•	 extracting the most important parts

▫	 or, you tell us which parts you want illustrated
•	 custom-drawn illustrations

▫	 looking like your employees
▫	 with your equipment
▫	 showing your PPE
▫	 showing your supplies (permits, tags, signs, tape, barricades, etc.)

•	 page layout and design

•	 producing a Draft #1

▫	 listening to your requested changes

•	 producing a Draft #2 implementing your changes

Additional Drafts If you request additional drafts after Draft #2, each additional draft (starting with 
Draft #3) costs US$700.

Master Files Upon completion, we give you the master files (InDesign + Illustrator).  So, you 
can reproduce the pages inhouse as you wish (posters, booklets, web pages, smart 
phone, tablet, slides, training material).

Translation Procedure Snapshots are visual using fewest words possible, so translations are 
easier.

•	 You can translate yourself, or we can translate into any language.
•	 We charge an additional US$900 for each language translated.

Photos Photos are helpful.  We give your photos to our artists to illustrate your:
•	 employees
•	 PPE
•	 typical equipment
•	 supplies (tags, permits, checklists, signs)

Payment Terms The US$9,000 must be paid before we deliver the Draft #1.

Delivery Format Page is delivered as a PDF.  
Master files are delivered as InDesign CC + Illustrator CC.

Turnaround On average, we produce one Procedure Snapshot in 7 working days.
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The Larkins

Since 1994, we have been helping large companies improve communication with employees

Our paper:

Reaching and Changing 
Frontline Employees

HARVARD BUSINESS REVIEW

Our Book:

Communicating Change

MCGRAW-HILL

Download papers from our website:
WWW.Larkin.Biz

What We Do

                     TJ

Ph.D. in Communication
Michigan State University

M.A. in Sociology
University of Oxford New Houston Office

                     Sandar

Originally from Burma
Worked: Long Term 
Credit Bank of Japan 
(Melbourne, Australia)

ReWrite Your 
Communication

Workshop for Your 
Leadership Team

Presentations

Implementation

Come to your company for 2 
weeks.

Join your team.

Help communicate specific 
change.


