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1 PURPOSE

Provide guidance for identifying and assessing employee fatigue risk and for identifying appropriate control measures to minimize fatigue for employees due to working long hours per day, working for extended periods, working call outs and holdovers, performing physically or mentally demanding tasks, working in extreme environmental conditions or for performing work with exposures to other factors which place employees at higher risk for fatigue.
2 SCOPE

Compliance with this procedure is required globally in all Regions and at all work locations. Ensure all local or country-specific rules regarding fatigue management are also fulfilled. Fatigue Assessments shall be conducted at multiple levels including the overall project level, major task category (e.g. outages, steel erection, demolition, etc.) and at specific task level (e.g. confined space, operating heavy equipment, work from heights, etc.).  

3 PROCEDURE

	Step
	Responsibility
	Action

	3.1
	Fatigue Risk Management

	3.1.1
	Project Manager and HSE Manager
	Ensure that the site employees/project team (including staff, agency employees, and site contractors) are not adversely affected by fatigue due to excessive work hours, lack of suitable rest and recovery periods, exposure to extreme environmental conditions, or other factors. 
Note: The Hours of Working Guidelines (GHSEP 324.1-01) is provided as guidance for establishing work/rest hours for various shift durations.

	3.1.2
	Project Manager and HSE Manager
	Conduct a  Fatigue Risk Assessment whenever:

· Regular work set exceeds 50 hours per week; or
· The work day exceeds 12 hours; or
· Work schedule meets or exceeds 36 hours in a three day period; or

· Work schedule exceeds 10 consecutive days; or

· Shift work is utilized; or when changes are proposed to shift schedules; or
· Work rosters (Fly-in/Fly-out Rosters) require that employees exceed the recommended work hour guidelines; or

· Employees are routinely required to respond to call outs and/or holdovers that potentially affect normal sleep patterns

Note: the referenced guidance documents provide information on methodologies for performing Fatigue Risk Assessments.  An example Fatigue Risk Assessment is also provided (GHSEP 324.1-03).  The WorkSafe Victoria Risk Assessment chart was used as a guide in developing this example.

	3.1.3
	Project Manager  and HSE Manager
	Document the fatigue risk assessment utilizing the Risk Assessment process (HSEP 2.22) or similar process.  The Fatigue Risk Assessment shall address:

· Working hour arrangements, including; scheduling of work sets; number of consecutive shifts; maximum hours per shift; maximum hours per work set; start and finish times; break patterns within and between shifts;

· Demands of the work tasks, including repetitive work tasks, environmental conditions, physical demands and mental demands;

· Work that is determined to be Medium to High Level Risk (Safety Critical)

· Adequacy of supervision, including if employees will be working alone; and

· Fitness for work, including but not limited to employees use of over-the-counter, prescription drugs, and any other product which may affect an employee's ability to perform their work safely, including fatigue that sets in after the effects of the drug wear off.
· Commuting distance/time

	3.1.4
	Project Manager  and HSE Manager
	For situations where excessive commuting time combined with extended work hours may increase risk of fatigue, ensure that the appropriate control measures are implemented. Examples of control measures for reducing the risk associated with excessive commuting time include:

Providing for suitable transportation to reduce worker fatigue (bussing, car-pool, etc.)
Adjusting work shift hours
Including transportation hours in the calculation of the overall work schedule hours
Adjusting daily shift length
Adjusting work activities within the work schedule or site roster

	3.1.5
	Project Manager and Manager of Project
	Review project Fatigue Risk Assessment and implement actions to mitigate fatigue risk to personnel.

	3.1.6
	HSE Manager
	Support the fatigue risk assessment process and facilitate the fatigue analysis process by:

Performing and/or participating in the development of project-level fatigue analysis.
Providing training in the fatigue risk assessment process
Monitoring effectiveness of the fatigue management plan.

	3.1.7
	Project Management and HSE Manager
	Periodically review and update the Fatigue Risk Assessment to ensure that it is maintained current with the scope of the project and the hazards that exist on the site.  Revisions to the Fatigue Risk Assessment that result in changes to the mitigating actions shall be communicated to the project team and work force as appropriate. 

	3.2
	Fatigue Risk Management Plan

	3.2.1
	Project Manager and HSE Manager
	Prepare and implement a Fatigue Risk Management Plan when the working hour arrangements exceed those in the Hours of Working Guidelines (GHSEP 324.1-01).  Other hours of working guidelines may be used provided they are not less stringent.
Ensure Fatigue Management Plan includes: 

· Record of the Fatigue Risk Assessment

· Training to be provided to employees and managers, including but not limited to general awareness training regarding the signs and symptoms of fatigue; workplace safety and health responsibilities in the workplace; risk factors associated with onset of fatigue in the workplace; the body’s biological clock and its effects; control measures to prevent and reduce fatigue; responsibility of employees to rest during their rest days; and fitness for duty on work shifts.

· Evaluation of work tasks involving heavy physical activity, repetitive tasks  or extreme work conditions such as hot or cold environments, working at elevation and extended use of chemical, fire, arc flash or other protective clothing that may increase the potential for fatigue
· Suitable metrics utilizing both quantitative and qualitative measurements can assess whether fatigue is prevalent in the workplace

· Examples of quantitative measurements include: absenteeism, medical leave records, staff turnover records; and incidents related to fatigue.

· Examples of qualitative measurements include; employee surveys focus groups; and exit interviews.

· Process for referral of employees to available medical and well-being resources such as an Employee Assistance Plan (EAP) or equivalent.

	3.2.2
	Supervisors
	Supervisors shall structure and manage work hours, shift rosters, and shift cycles to manage fatigue.

Consider fatigue management during the planning of work, particularly for safety critical work.

	3.3
	Monitor Effectiveness of Mitigating Actions

	3.3.1
	Project Manager  and HSE Manager
	Ensure that the effectiveness of the mitigating actions identified in Fatigue Risk Management Plan is monitored and appropriate adjustments are made as necessary.   Methods for  monitoring effectiveness include:

· Reviewing incident data with respect to fatigue hazard factors. 
· Conducting regular audits and assessments with a focus on the Fatigue Management Plan and mitigating actions.

	3.3.2
	Supervisor
	Be alert to signs of excessive fatigue and take necessary action to ensure employees that are not alert enough to perform their task safely are not permitted to continue to work.  Concerns regarding an employee’s fitness for duty should be addressed with the appropriate Human Resources personnel.

	3.4
	Individual Fatigue Assessment 

	3.4.1
	Supervisor / HSE Manager
	Encourage individuals to be continuously aware of their level of fatigue.

Review individual Safe Plans of Action with employees to ensure that fatigue management is adequately addressed for call outs, extended work hours, and holdovers.  Take appropriate actions including adjusting work hours to ensure employees receive adequate rest.

	3.4.2
	Individual Employee
	Be continuously aware of employee’s level of fatigue and take appropriate steps to enhance their alertness while on duty.  
Report to supervisor if they determine they are too fatigued to work safely.
Develop a Safe Plan of Action (SPA) to address fatigue management prior to commencement of travel to or from work when the travel time will result in extended hours of work.
Develop an SPA to address fatigue management when call outs and/or holdovers affect normal rest patterns.

	3.5
	Training

	3.5.1
	Project Manager and HSE Manager
	Ensure that affected employees and management know the risks associated with fatigue and the means to effectively manage those risks. Lessons Learned should be fed back to the Corporate HSE department.

	3.5.2
	Project Manager and HSE Manager
	Ensure all training required by the Fatigue Management Plan is provided to affected employees and management.

	3.5.3
	Trainer

(Project Manager /  Supervisor / HSE Manager)
	Document the training using the Fatigue Awareness Checklist (GHSEP 324.1-02) or similar method. 

	3.6
	Exceptions and Deviations

	3.6.1
	Project Manager / HSE
	Note: This procedure does not apply to responses to site emergency events (e.g. environmental releases, fire, explosion, major operational upset, etc.) or organizational crisis situations.  In such cases the responsible manager shall determine appropriate fatigue management strategies.

Any exception to or deviation from this procedure requires a written justification and approval from management with a copy sent to HSE for filing. 
The justification shall include:

· The reason for the deviation or for exceeding the hours of working guidelines (GHSEP 324.01-01)
· A description of the task and the work to be completed and timeframe involved
· Evaluation of the task to identify factors for which fatigue may increase the probability of an incident occurring, potential consequences the incident, and control measures to mitigate the risk.
· Planned mitigation actions


4 DEFINITIONS

	
	

	Call out
	Summoning an employee to the work site to perform work that was not scheduled, is outside of scheduled work hours, and may interrupt normal sleep time.

	Extended Shift
	Time an employee is assigned to work that extends outside their regularly scheduled shift hours and into other shifts.

	Extended Work Hours
	Work hours in excess of established shift hours, and reasonable overtime.

	Fatigue
	State of tiredness leading to reduced mental and/or physical performance that can endanger workplace safety.  This may result from extended work hours, insufficient opportunities for sleep, failure to use available sleep opportunities, or the effects of sleep disorders, medical conditions or pharmaceuticals which reduce sleep or increase sleepiness. The most common contributing factors causing fatigue are sleep deprivation, mental and physical exhaustion caused by demanding work, working time, disrupting normal sleep patterns (working night shifts or shift work), illness and environmental conditions.

	Fly-in/Fly-out
	A method of employing people in remote locations where the employee is flown to the work location to work for a number of days and are then flown back to their home or nearby location for a number of days of rest.  Fly-in/Fly-out (FIFO) rosters may vary depending on the project.  Example FIFO rosters are 14 days on followed by 7 days off and 9 days on followed by 5 days off. FIFO rosters must be carefully evaluated to determine fatigue risk to the employee.

	Holdovers
	A periodic, occasional extended shift, where employees are at work beyond their regular shift to participate in training, safety meetings and the like.  This does not include time needed for normal shift handoff.

	Home Base
	The usual place of employment at which the employee receives operational instructions or directions regarding operational task to be performed during any one shift.

	Normal operations
	Operations that are not during outages.

	Open shift
	Foreseeable or planned vacancies where the vacancy is known at least one week in advance and overtime will be required to fill the vacancy (non-emergency).

	Outages
	Planned or unplanned interruption in the normal operations of a unit or plant, including mobilizing and de-mobilizing.

	Medium Level Risk
	Means work which involves potentially safety-critical tasks such as confined space work, work at height, emergency rescue, operation of heavy equipment, heavy physical exertion / manual handling, work in hot conditions or job that is assessed as high- risk through the risk assessment and Hazard Analysis Safety Action Plan (HASAP).

	Residence
	An employee’s residence during non-operational hours.

	Safety Critical Work 


	Means work which involves potentially safety-critical tasks such as confined space work, work at height, emergency rescue, operation of heavy equipment, heavy physical exertion / manual handling, work in hot conditions, extended exposure to health hazards including contaminants, noise, vibration or temperature extremes, or job that is assessed as high- risk through the risk assessment and Hazard Analysis Safety Action Plan (HASAP).

	Shift Work
	An organization of work patterns where workers succeed each other at the same workplace while performing similar operations at different time of the day thus allowing longer hours of operation than feasible for a single worker.

	Work sets
	Consecutive shifts with a minimum of 36 hours off before starting another work set.

	
	


5 RELATED DOCUMENTS

GHSEP 324.1-01 Hours of Working Guideline

GHSEP 324.1-02 Fatigue Awareness Checklist

GHSEP 324.1-03 Example Fatigue Risk Assessment

HSEP 2.22 Hazard Analysis
HSEP 2.12 HASAP
Guidance – UK Health and Safety Executive’s Fatigue Risk Calculator

Guidance – WorkSafe Victoria (Victorian WorkCover Authority), Fatigue Prevention in the workplace, Edition No. 1, June 2008.
Guidance – API-RP-755, Fatigue Risk Management System for Personnel in the Refining and Petrochemical Industries
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