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	MANAGING DIRECTOR'S ENDORSEMENT
This Management of Change (MOC) Procedure is endorsed by the Managing Director of South West Design Africa Limited (SWDA) as a mandatory control document within the SWDA HSE Management System (HSE-MS). No change of the types described in Section 5 shall be implemented on the RAEC 18-Tank ATC/NME Cleaning Project, or on any other SWDA operation, without having first followed this Procedure.



1.0  PURPOSE
This Procedure establishes how South West Design Africa Limited (SWDA) identifies, assesses, approves, implements, and records changes to its personnel, organisation, equipment, processes, procedures, materials, or work sites, so that no change is introduced that could create an unassessed or unmanaged Health, Safety or Environmental (HSE) risk. It ensures every change is reviewed at a level of scrutiny proportionate to its risk, and that Major/High-Risk changes receive the personal endorsement of the Managing Director before implementation.
This Procedure supports and expands upon Section 4.4 (Hazard & Effects Management Process), Section 4.5 (HSE Planning & Procedures) and Section 3.7 (Site-Specific HSE Plan) of the SWDA-Renaissance HSEP, and works together with the SWDA Regulatory & Standards Review Process (Ref. SWDA-HSE-PROC-04.3.6) for changes driven by new or amended regulations and standards.
2.0  SCOPE
This Procedure applies to every proposed change — temporary or permanent, planned or emergency — to:
1. SWDA's organisation, HSE-critical roles, staffing levels or Subcontractors (Ref. HSEP Fig. 1 & 2);
1. Tank Cleaning (ATC/NME) equipment, the BLABO System, or any HSE-critical / safety-critical equipment (Ref. HSEP Attach. 1 & 2);
1. Processes, procedures, JS/HA, Permits-to-Work, or the Project HSEP / Site-Specific HSE Plans (Ref. HSEP Sec. 3.6, 3.7);
1. Chemicals, consumables or materials used on the Project (Ref. HSEP Table 3);
1. A Tank Site, facility, or Journey Management route; and,
1. Any requirement arising from the SWDA Regulatory & Standards Review Process.
It applies to all SWDA Employees, Contractors and Subcontractors engaged on the RAEC 18-Tank ATC/NME Tank Cleaning Project and on SWDA's other operations.
3.0  DEFINITIONS
1. Management of Change (MOC) — the structured process by which a proposed change is identified, risk-assessed, reviewed, approved, implemented and recorded before it takes effect.
1. MOCR — Management of Change Request, the form used to initiate and document an MOC from raising through to close-out.
1. Replacement-in-Kind (RIK) — a like-for-like replacement of equipment, material or personnel with an item/person of the same specification, function and performance, which does not introduce new risk and is therefore excluded from full MOC review (Ref. Section 7).
1. Temporary Change — a change intended to apply for a defined period only, after which it must revert to the original condition or be converted to a Permanent Change through this Procedure.
1. Emergency Change — a change implemented immediately to protect people, environment or assets, subject to retrospective MOC documentation and review (Ref. Section 9).
1. ALARP — As Low As Reasonably Practicable, consistent with its use in HSEP Section 4.4 (HEMP).
4.0  RESPONSIBILITIES
Roles and responsibilities for operating this Procedure are summarised below, and are exercised consistently with the HSE Organisation described in HSEP Section 4.3.
	ROLE
	MOC RESPONSIBILITY

	Managing Director (MD)
	Endorses this Procedure and the SWDA MOC Policy Statement (Section 13); holds final approval authority for all High-Risk / Major Changes; ensures adequate resources are made available to implement approved changes.

	Change Initiator (any Employee, Supervisor or Contractor)
	Identifies the need for a change and raises a Management of Change Request (MOCR) Form before the change is implemented; provides supporting information and participates in the risk assessment.

	Department / Project Manager
	Reviews and screens each MOCR raised within their area; categorises the risk level (Section 6); approves Low-Risk changes; escalates Medium- and High-Risk changes to the MOC Committee/MD.

	HSE Manager / Management Representative
	Chairs the MOC Committee; verifies the risk assessment/HEMP is adequate; maintains the MOC Register; confirms HSE-MS documents (HSEP, JS/HA, Site-Specific HSE Plans) are updated before close-out.

	MOC Committee (HSE Manager, Ops Manager, Project Manager, discipline leads as needed)
	Reviews Medium- and High-Risk MOCRs; recommends approval, rejection or further risk-reduction measures; recommends High-Risk / Major changes to the MD for final sign-off.

	Department / Line Supervisors
	Implement approved changes within their area; brief affected Employees and Contractors before the change goes live; confirm Replacement-in-Kind (RIK) items are logged.

	All Employees & Contractors/Subcontractors
	Do not implement, bypass, or work around any change to equipment, process, materials, personnel or procedures without an approved MOCR in place; report any unauthorised or unmanaged change immediately.


5.0  CATEGORIES OF CHANGE
SWDA recognises the following categories of change. A single proposed change may fall into more than one category, in which case the highest applicable Risk Level governs.
	CATEGORY OF CHANGE
	ILLUSTRATIVE EXAMPLES (NOT EXHAUSTIVE)

	Organisational / Personnel
	Changes to the Project organogram (Ref. HSEP Fig. 1 & 2), key HSE-critical roles, staffing levels, supervisory structure, or a new Subcontractor.

	Technical / Engineering / Equipment
	New or modified Tank Cleaning (ATC/NME) equipment, BLABO System modifications, temporary bypass of safety-critical equipment, pipe connections or PPE specification changes (Ref. HSEP Attach. 1 & 2).

	Process / Procedural
	Changes to a Job HSE Safety/Hazard Analysis (JS/HA), Site-Specific HSE Plan (SS-HSEP), Permit-to-Work system, or sludge/waste handling method (Ref. HSEP Sec. 3.6, 3.7).

	Materials / Chemicals / Consumables
	Introduction of a new chemical, cleaning agent or consumable not already listed in the Project Consumables List (Ref. HSEP Table 3), or a change of supplier/specification for an existing one.

	Site / Location
	Mobilisation to a new Tank Site or Renaissance facility not previously assessed, or a change in site layout, access route or Journey Management routing.

	Regulatory / Standards-Driven
	A change required as an output of the SWDA Regulatory & Standards Review Process (Ref. SWDA-HSE-PROC-04.3.6) following a new or amended Local, National, Regional or International requirement.

	Temporary Change
	A time-bound deviation (e.g. temporary use of alternate equipment during repair) which must revert to the original condition or be re-assessed as a Permanent Change by its expiry date.

	Emergency Change
	A change made under emergency conditions to protect people, environment or assets, implemented ahead of full MOC review but formally documented and reviewed within 48 hours (Ref. Section 9).



6.0  RISK SCREENING & APPROVAL AUTHORITY MATRIX
Every MOCR is screened and assigned a Risk Level using the matrix below, which determines the depth of assessment required and who holds approval authority. Where there is doubt about the correct Risk Level, the higher level and its approval authority shall apply.
	RISK LEVEL
	SCREENING CRITERIA
	APPROVAL AUTHORITY
	MINIMUM REQUIREMENTS

	Low
	Minimal or no change to existing HSE risk profile; contained within a single task/activity; no impact on HSE-critical equipment or Client (RAEC) interfaces.
	Department/Project Manager + HSE Advisor
	Update JS/HA & toolbox talk; log in MOC Register

	Medium
	Change affects an HSE-critical activity, equipment or procedure, or has cross-departmental impact, but risk can be reduced to ALARP with standard controls.
	MOC Committee (chaired by HSE Manager)
	Full risk assessment/HEMP; update SS-HSEP/HSEP references; MOC Committee sign-off

	High
	Change affects a Major Hazard (Ref. HSEP Fig. 1 – HSE Hazard Ranking), Client contractual/regulatory requirements, or introduces a new hazard category not previously assessed.
	MOC Committee recommendation + Managing Director final approval
	Full HEMP + independent review; MD sign-off required before implementation; HSE-MS System Review notified (Ref. HSEP Sec. 4.8)


7.0  REPLACEMENT-IN-KIND (RIK) & EXCLUSIONS
A change that meets all of the following criteria may be handled as Replacement-in-Kind rather than through the full MOC process, but shall still be logged in the MOC Register (Section 8) for traceability:
1. The replacement item, material or person has the same specification, function, capacity and performance as the original;
1. There is no change to the associated JS/HA, Permit-to-Work basis, or HSE-critical control; and,
1. The replacement does not affect a Major Hazard as defined in the HSE Hazard Ranking (Ref. HSEP Fig. 1).
Where any doubt exists as to whether a proposed change qualifies as RIK, it shall default to full MOC screening under Section 6.
8.0  MOC PROCESS
SWDA operates the following eight-step process for every MOC falling within scope:
Step 1 — Identify & Raise
Any Employee, Supervisor or Contractor who identifies the need for a change completes a Management of Change Request (MOCR) Form before the change is implemented, describing the proposed change, the reason for it, and whether it is Temporary or Permanent.

Step 2 — Screen & Categorise
The Department/Project Manager, with the HSE Advisor, confirms the change is not simple Replacement-in-Kind (Section 7), assigns it a Category (Section 5) and a Risk Level — Low, Medium or High — using the Approval Authority Matrix (Section 6).
Step 3 — Assess the Risk
A risk assessment appropriate to the Risk Level is carried out, ranging from an updated Job HSE Safety/Hazard Analysis (JS/HA) for Low-Risk changes, to a full Hazard & Effects Management Process (HEMP) review for Medium- and High-Risk changes (Ref. HSEP Sec. 4.4).
Step 4 — Consult Affected Parties
Departments, Contractors, and — where the change affects contractual scope, a Tank Site, or Client interfaces — RAEC, are consulted and their input recorded before approval is sought.
Step 5 — Approve
The MOCR is approved by the authority defined in the Approval Authority Matrix (Section 6). High-Risk / Major Changes require the Managing Director's personal, documented sign-off before implementation.
Step 6 — Implement
The change is implemented only after approval is granted. All affected HSE-MS documents (HSEP, SS-HSEP, JS/HA, Consumables/Equipment Lists, Permits) are updated, and affected personnel are briefed / trained before the change goes live.
Step 7 — Verify & Close Out
The HSE Advisor verifies the change has been implemented as approved and that any residual actions are complete, then closes the MOCR in the MOC Register (Section 8).
Step 8 — Communicate & Review
The outcome is communicated to all affected Employees and Contractors. Closed MOCRs are reviewed at the quarterly Regulatory Review Committee / HSE meeting and summarised in the annual HSE-MS System Review (Ref. HSEP Sec. 4.8).
9.0 MOC REGISTER
Every MOCR — including Emergency Changes and RIK items logged under Section 7 — is recorded in the SWDA MOC Register, owned by the HSE Manager and available for review by the MD, the MOC Committee, RAEC and SWDA's HSE Auditors. The Register template is structured as follows (populated register maintained separately as a controlled HSE-MS document):
	MOC No.
	Date Raised
	Initiator
	Category
	Risk Level
	Description
	Approved By
	Status
	Close-Out Date

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


10.0 EMERGENCY CHANGES
Where a change must be made immediately to protect people, the environment or assets, and there is genuinely insufficient time to complete the full MOC process beforehand, the following applies:
1. The change may be implemented by the most senior person available on site, who shall verbally notify the HSE Manager and Department/Project Manager as soon as practicable and in any event within 24 hours;
1. A formal MOCR documenting the change, its justification and any interim controls shall be raised within 48 hours of implementation;
1. The Emergency Change shall be reviewed by the MOC Committee at its next meeting to confirm the change is fit to remain in place, be modified, or be reversed; and,
1. High-Risk Emergency Changes shall be reported to the Managing Director without delay.
11.0 TEMPORARY CHANGES
Every Temporary Change MOCR shall state a defined expiry date or condition. Before expiry, the Change Initiator or Department Manager shall either confirm the change has reverted to the original condition, or raise a new MOCR to make the change Permanent, following the full process in Section 8. Temporary Changes that are allowed to lapse without action shall be flagged as a non-conformance at the next HSE Audit (Ref. HSEP Sec. 4.7).
12.0 TRAINING, COMMUNICATION & DOCUMENT CONTROL
All Employees, Contractors and Subcontractors receive MOC awareness training as part of HSE induction, reinforced through toolbox talks when a change affects their work area. Approved changes are communicated to all affected personnel before implementation. All HSE-MS documents affected by an approved change (HSEP, SS-HSEP, JS/HA, Equipment/Consumables Lists) are updated and re-issued under document control consistent with HSEP Section 4.3.4, with superseded versions withdrawn and archived.
13.0 VERIFICATION, AUDIT & MANAGEMENT REVIEW
Compliance with this Procedure and the currency of the MOC Register are verified through the SWDA HSE Audit Programme (HSEP Sec. 4.7). MOC performance — including open/overdue MOCRs, Emergency Changes raised, and any change implemented without an approved MOCR — is a standing item of the annual Management Review of the HSE-MS (HSEP Sec. 4.8) and is reported to the Managing Director.
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