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 Definitions and Abbreviations

Word / Phrase / 
Abbreviation

Definition

PEME

PEME is an acronym used in Black Mountain Mining and has the 

following meaning:

- People, 
- Equipment, 
- Materials,
- Environment,

The use of this in written documentation helps to comply with 
Resources Clause 7 – ISO 9001, ISO 14001 and ISO 45001.
It is advisable to include in all written documentation.

Shall Indicates a requirement (s) and is compulsory to comply with

BMM Black Mountain Mine

HSE Health, Safety and Environment

Change Refers to changes to the organization, operations, activities, 

equipment, and the sustainability management or materials which 

could induce sustainability risk

Change Request A request to initiate change

Management of Change 
(MOC)

The term “management of change” refers to the process of 

managing changes to existing facility design, operations, or 

activities in a way that will not introduce new hazards or increase 

the risk of existing hazards.

HOD Head of Department

Stakeholders Internal departments/sections/business 

partners/contractors/sub-contractors

RA Risk assessment

Hazard Identification and 
Risk Assessment (HIRA)

A risk assessment conducted using the HIRA method

Workplace Risk Assessment
and Control (WRAC)

A risk assessment conducted using the WRAC method

HIRA Team A group of persons with sufficient knowledge regarding the process

or activity as proposed in the MOC to assess hazards and risks

Implementation Team A task team appointed by management for the implementation of 

change.



SBU:  Black Mountain Mining
DEPT: BMM Health Safety Environment

BMC-HSE-SAF-SOP-0007 MANAGEMENT OF CHANGE

Status: Approved BMM-HSE-GEN-SOP-0001

Revisions of this document are controlled electronically. Treat hard copies as uncontrolled. Refer to the latest online version.

Version: 8.0 reviewed on  2024/12/10  | Information Classification: Internal (C3)| Page 6 of 41

Word / Phrase / 
Abbreviation

Definition

HAZOP Hazard & Operability study

P&ID Piping and instrumentation diagram

PSSR Pre-Start-up Safety Review

OEM Manual Respective manuals of each original equipment manufacturer as 

applicable to their components

VSF MS 07 Vedanta Sustainability Framework Management Standard 07
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1. Purpose

To introduce a Standard Operating Procedure (SOP) to guide how changes within BMM 

are managed. This is to ensure that HSE and sustainability performance is not impacted

while effectively managing risks associated with temporary, kaizen, and permanent 

changes. More specifically, the MOC SOP shall ensure the below steps are considered 

before any change or proposed change: 

 Impact of change on HSE.

 Documenting of all changes, communication, and training to all affected stakeholders.

 Authorization requirements for proposed change.

 Necessary time for change. 

2. Scope

This SOP summarizes how the BMM site complies with the MOC requirements for 

changes as outlined in VSF MS.07. Complying with this SOP is mandatory, 

and applicable to all BMM business units, contractor business partners, sub-contracted 

business partners working at BMM. 

3. SOP Flow Summary

The following flowchart displays an overview of this SOP coupled with a brief description

for each section. 

Figure 1: SOP Overview

3.1 Roles, Responsibilities & Authorities

Compliance with this SOP is ensured by assigning roles and responsibilities thereby

empowering assignees to execute the role activities as discussed in Section 4 with 

the appropriate authority to enforce accountability. 

3.2 Management of Change Process

Applying a risk-based approach, Section 5 describes the procedure wherein 

responsible assignees shall in a controlled manner, fulfill the requirements of the 

MOC process. 

3.3 Hazard Identification

Given the emphasis on a risk-based approach, Section 6 highlights the importance 

of identifying & mitigating risks associated with proposed changes. 
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3.4 Documentation & Document Control

Section 7 emphasizes the importance of accompanying documentation to fulfill 

MOC requirements. 

3.5 Status Reporting

Drawing attention to the importance of monitoring any changes and the consequent 

impacts thereof Section 8, places focus on improvements and risks associated with 

changes. 

4. Roles, Responsibilities & Authorities

The below list of employees has been empowered with specific roles to execute the role

activities in accordance with the MOC requirements. Consequently, these assignees 

shall enforce a structured approach to navigating transitions effectively thereby ensuring

successful adoption and integration within the section where changes take place. 

4.1 Change Initiator

The change initiator recognizes the need for change and initiates the Kaizen or 

MOC process. He/she prepares the change proposal, adds the change plans, 

implementation plans, and other required details to the level as required by this 

procedure for review, evaluation, and approval. Additionally, the change initiator 

shall comply with the following. 

 Ensure relevant documentation is completed with appropriate approval, this shall

include and not be limited to the description of the change, the reason for the 

change, benefits from the change, required changes to existing documentation, 

etc.

 Ensure change risk assessment is conducted for an approved MOC proposal 

before implementation and incorporate the recommendations in the final change.

 Circulate the proposed change request to the change management administrator

and HOD of affected departments for review and comments.

4.2 Change Management Administrator (CM Admin)

A CM Admin will be identified by each Departmental Head to execute the below role

activities.

 Initiate the MOC process and maintain the central docket system. 

 Provide MOC & Kaizen reference numbers to change initiators.

 Ensure compliance with the change management requirements of BU’s.

 Train their departmental team about the requirements of this procedure.

 Maintain a list of approved MOCs per department.

 Validate action completion status before closure of change project.

 Maintain a risk register applicable to all approved MOC’s.
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 Produce a written proposal for initial approval.

 Ensure that the key people are involved at the right times.

 He /she will function as an overall custodian of the PSSR documentation.

4.3 Change Owner

Typically, this employee is the change approver for the proposed change unless 

otherwise delegated. The below activities fall within the scope of the change owner.

 Accountable for leading the change project (change proposal) after approval until

it is implemented and closed.

 Coordinate with relevant departments for execution of the change proposal.

 Monitor the implementation of the change.

 Ensure operating discipline during change project execution.

 Ensure training and communication to affected personnel through existing 

communication channels such as meetings, emails, toolbox talks, and training. 

 Raise awareness of change which directly impacts affected personnel.

 Consult with the training department to ensure that skills gaps regarding the 

proposed change are identified and remedied before finalizing the change.

 Ensure absent employees are inducted and trained on all changes upon their 

return to work. 

 Ensure a change management handover is provided to affected personnel.

 Ensure that the change was implemented according to the implementation plan, 

and subsequently, verify that it is functioning as intended.

 Ensure PSSR is conducted before start-up.

 Assign action owners for actions generated as part of the implementation and 

PSSR of the change proposal.

 Ensure and verify closure of all recommendations.

 Obtain start-up authorization.

 Responsible for closing out the change proposal after implementation.

 Communication to affected business partners shall include HSE specifications 

applicable to change, equipment handover, required training, OEM, other 

operational documents and manuals, clarification of roles and responsibilities, 

business partner engagement during start-up and/or handover, and hazards. 

4.4 Change Approver

An authority matrix namely the Delegation of Authority (DOA) matrix coupled with 

the 5X5 risk matrix in Appendix C should be used as a tool to identify the 

employees who will be assigned as the change approver for both Kaizens & MOCs 

to:  
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 Assess and approve/reject the proposed change request, and forward it to the 

CM admin.

 Assign change owners to change projects.

 Ensure all personnel involved in the MOC process are trained and competent to 

conduct applicable risk assessments.

Table 1: Delegation of Authority MATRIX
Change Management

Delegation of 

Authority

IMPACT RATING

Very Low Low Medium High Extreme

IM
P

A
C

T 
SC

O
P

E

Team
CU 

Supervisor

CU 

Supervisor
DL Supervisor DU Manager

Head of 

Department

Section DL Supervisor DL Supervisor DU Manager
Head of 

Department

Head of 

Department

Department DU Manager DU Manager
Head of 

Department

Head of 

Department

Change 

Management 

Review Team

Business Unit
Head of 

Department

Head of 

Department

Head of 

Department

Change 

Management 

Review Team

Change 

Management 

Review Team

Table 1 above provides an impact/risk rating which will indicate the authorization 

level required for the change before implementation. 

4.5 Change Management Review Team

The objective of a change management review team is to assess and 

approve/reject the effects and impacts associated with the proposed change, when 

such a change:

 Impacts the business.

 Poses high to extreme risk.

Determined on a case-by-case basis & constituted by the CM Admin, the 

management review team will have as members:

 Senior Managers, Head of Department where the change is implemented, who 

will also chair the team.

 Personnel from operational departments including, but not limited to 

sustainability/HSE, maintenance/engineering, facilities, etc.

 One additional Head of Department not directly involved in the change requested.

 Technical Experts as requested by the chair.
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5. Management of Change Process

Identified or proposed changes coupled with their impact need to be evaluated, using a 

risk-based approach thereby ensuring changes are planned and implemented in a 

controlled manner. Identified changes are classified as either a MOC requiring full 

compliance with the MOC process described in this SOP or a Kaizen change discussed 

in Section 5.4. Compliance with this section should be adhered to in combination with 

the process flow in Appendix A. 

5.1 Change Triggers

Constant throughout the lifetime of the BMM site, triggers are known to affect 

change. Reasons for change are termed triggers. Once these triggers for change 

are identified, the MOC process should be initiated. As a minimum, the following 

triggers will initiate the MOC process. 

Table 2: Trigger Examples
Trigger Example
Personnel, including Business Partners Changes to organizational structures and 

staffing, including the hiring of Business 
Partners and staff handover. Changes in 
working conditions.

Operational activities/processes and equipment Any modification, adjustment, or alteration to 
operational equipment and processes.
Changes in workplace locations and 
surroundings.
System software, network, or database changes
e.g., SCADA, PLC, etc.
Procurement of new equipment (different)
Capital Projects (upgrades).
Process parameters and interlocks.
Changes to services and processes.
Changes to plant and equipment.
Developments in knowledge and technology.
Changes in knowledge or information about 
known hazards and associated risks.
Vehicles, TMM etc

Established processes, procedures, relevant 
documentation, and management systems

Any modification, adjustment, or alteration to 
management systems. Changes to legal 
requirements and other requirements.
Changes to the system of working including 
COPs/SOPs/WI where there are significant HSE
risks involved.

Products and materials Procurement of any new materials, equipment, 
or products that is not standard on the mine. 
Changes relating to new products, materials, 
changes to existing products.

5.2 Exclusions From MOC Process

Several triggers for change do not warrant compliance with the entire MOC 

procedure and may be excluded. Changes that may be excluded from the site MOC

procedure are: 
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 Kaizen changes (see Section 5.4 for description).

 Replacement of an identical item, usually during routine maintenance. It is 

a direct like-for-like replacement.

 Short-term, temporary bypass/suppression of interlocks, alarms, or other safety 

systems and devices (such as fire protection facilities, fire & gas detection 

systems, life-safety systems, etc., only for maintenance or troubleshooting 

purposes. Such changes shall be managed by a separate system of 

administrative controls, either by permit or procedure.

 Minor software changes, the change of which does not cause the process to 

operate outside of the defined SOC & SOP. These minor software changes 

include but are not limited to tuning changes of process controllers, the addition 

of reports or logs, the addition of trends and/or tags for storing historical data, 

the addition or modification of calculations (informational data), addition of 

maintenance points, timer changes, a step in the evolutionary development 

design, a modified work method to achieve the design intent, a variation to a 

contract to complete work that is within the scope of the project, a change to a 

procedure to accommodate circumstances that are isolated or happen rarely, 

any other activity/change which is either a part of established operating 

procedures or governed by a different procedure. However, these minor changes

are required to be tagged and communicated to operations personnel. In the 

event wherein a change creates a hazard and associated risk, these shall be 

indicated in a risk assessment. 

 Larger projects or modifications, usually where designated and executed by a 

project function. 

5.3 Change Duration Classification

Once triggered, the MOC process should apply equally to both emergency, 

temporary, and permanent changes. This classification should be displayed on the 

change request and proposal document. 

5.3.1 Emergency Changes

An emergency MOC is a change that must be immediately performed due to 

unforeseen circumstances arising that have a negative impact on imminent 

health, safety, or environment. Moreover, these changes are required to 

correct a hazardous condition that is considered an immediate threat to the 

safety, environment, and health of stakeholders. Consequently, the section 

manager/engineer shall immediately:

 Conduct a basic risk evaluation, completed in full and signed off.

 Complete a change request form and conduct an impact assessment.

 Implement measures to monitor changes until complete MOC can formally 

be addressed. 
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5.3.2 Temporary Changes

In the event of temporary changes, the process must ensure that a clear time 

limit for the validity of the change is defined. After this time, the change should

be carefully reviewed and either granted an extension, managed as a 

permanent change, or reverted to its original condition.

5.3.3 Permanent Changes

A change that continues with the lifetime of the facility and upon close out 

becomes part of the existing facility.

5.4 Change Type Classification

Changes are classified as either a Kaizen change or one wherein the MOC process

is triggered, the latter of which will be discussed further in Section 5.6. 

A Kaizen change is defined as, any minor change that has minimal impact on other 

departments and does not cause the process to operate outside of the defined 

Standard Operating Conditions (SOCs) or Standard Operating Procedures (SOPs). 

Moreover, the impact of Kaizen changes should prompt only minor health risks, 

minimal environmental harm, no disruptions of operations, and no breaches of law 

whilst not encouraging public concern. Shown in Appendix C, the 5X5 Risk Matrix 

should be used as a pre-requisite to identify Kaizen changes, applicable to only 

low-impact ratings.

This is not a trigger to initiate an MOC process, however, the 5X5 Risk Matrix and a 

risk assessment should accompany a Kaizen application given in Appendix B. 

5.5 Personnel & Business Partner Changes

Section 5.1 lists personnel changes as a change trigger since the associated risks 

due to the absence of certain personnel should be managed. Consequently, a 

critical skills list should be generated using the 5X5 Risk Matrix to identify which 

positions have a significant impact on HSE. Thereafter, changes to these identified 

critical positions shall trigger the MOC process. The below incomplete list will be 

considered for personnel MOC’s. 

 New appointments & transfer of personnel, business partners & contractors.

 Requirement for an increase in personnel KCA (Knowledge Capability 

Application).

 Requirement for substitution/enhancement of a business partner/supplier with an

impact on HSE.

 Risks associated with ergonomics such as physical effort, posture, and load 

handling. This might include an Occupational Risk Exposure Profile (OREP). 

 Impact on the use of PPE. 

Furthermore, all personnel & business partner changes shall be referred to senior 

management and Human Resources to implement the change process. 



SBU:  Black Mountain Mining
DEPT: BMM Health Safety Environment

BMC-HSE-SAF-SOP-0007 MANAGEMENT OF CHANGE

Status: Approved BMM-HSE-GEN-SOP-0001

Revisions of this document are controlled electronically. Treat hard copies as uncontrolled. Refer to the latest online version.

Version: 8.0 reviewed on  2024/12/10  | Information Classification: Internal (C3)| Page 14 of 41

5.6 Components of MOC Process

An overview of the five major components which make up the MOC process is 

shown and described below. Each component shall be complied with once an MOC 

process is triggered. 

Figure 2: Components of the MOC process

5.6.1 Change Initiation & Proposal Creation/Application

This step defines the initial stages of the MOC process up to and including 

authorization that the change has been accepted to be processed. When the 

proposal is made and before submitting, a risk assessment and supporting 

documents as needed shall accompany the change request & proposal 

document. The change initiator will complete the change request & impact 

assessment documents BMC-HSE-SAF-FRM-0031a Process Change 

Evaluation Form, BMC-HSE-SAF-FRM-0031b Process Change Application 
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Form and BMC-HSE-SAF-FRM-0118 Change Impact Assessment Form

respectively and submit them to the CM admin who shall assign a unique 

MOC number to it. 

5.6.2 Evaluation & Approval

Once assigning a unique MOC no to the change request, the CM admin will 

log the change into an MOC register, to track changes, progress, and 

approvals to provide a historical record. Thereafter, the change request 

coupled with supporting documentation (examples of supporting 

documentation can be found in Section 7.2) shall be reviewed in a change 

review meeting hosting all applicable departments including HSE personnel 

prior to implementation. Thereafter, the approver and applicable departments 

as indicated in the change review meeting will consolidate their comments 

and provide feedback to both the CM admin and change initiator. Should a 

change be declined, the CM admin shall record the change as declined in the 

MOC register. Alternatively, upon approval of the change request, the change 

approver will assign a change owner to the change proposal. 

5.6.3 Execution & Validation

Post approval, the change request is redesignated as a Change Project. Once

authorized for implementation, the change owner shall follow established site 

procedures/practices to execute the change project while maintaining a 

change of scope/design protocols during the execution phase. This includes 

but is not limited to:

5.6.3.1 Execution

 Routing the final change proposal to relevant departments 

(Engineering, Procurement, Construction, etc.), as applicable.

 Develop a finalised project plan, resource plan, and final cost 

estimates.

 Obtaining the necessary approvals including final project team 

and project budget, as required.

 Manage project execution against a plan by tracking and following

up with the action owners to complete the requirements of the 

change project, including closure of balance recommendations 

from the change project review.

 Maintain adequate supervision and over-inspection to ensure safe

and efficient execution of the change project.

5.6.3.2 Validation

 Re-evaluating risk assessment against intended changes.

 Re-evaluating project execution plan, resource plan, and project 

budget.

 Re-evaluation of project financials.
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 Maintain proper records with regards to the change projects, 

including any updates on any drawings, specification sheets, etc. 

as required for the change project.

 Provide regular feedback to the change approver with regard to 

progress made against the project execution plan and project 

budget.

 Expenditures above 10% of the approved project budget must be 

submitted for approval to the change approver.

5.6.4 Pre-start-up Safety Review (PSSR)

Start-up is defined as turn-over to operations for normal operation of the 

equipment or process. No hazardous materials or conditions shall be 

introduced before start-up. The purpose of PSSR is to ensure that all relevant 

risk elements have been appropriately addressed during the execution of the 

change. Consequently, the project, changed process, and equipment shall be 

established to be safe before commissioning. Fulfilling the requirements of the

PSSR are included but not limited to that listed below. 

 A PSSR shall be conducted before the start-up of the change project.

 The change owner shall be responsible for ensuring that PSSR is 

conducted for the change project before start-up.

 The requirement for field inspection may be waived off by the site PSSR 

leader/ administrator for those changes where there are no physical 

changes such as introducing new feedstock changes, changes in operating

procedure, software changes, etc.

 The PSSR team shall verify that all the pre-start-up requirements identified 

in the change proposal are completed to the satisfaction of the PSSR team.

 All the pre-start recommendations of PSSR must be completed by action 

owners before start-up.

 Change owner shall track and follow up for compliance with pre-start 

recommendations.

 Only once the PSSR team is satisfied that all safety requirements have 

been met, an authorization may be granted for a start-up.

Moreover, the PSSR will as a minimum include the following where applicable:

P&ID checking, creating a punch list which shall be cleared before the request

to start-up authorization is made, mechanical completion, pre-commissioning, 

cold commissioning, hot commissioning which may require initial operation to 

adjust, tweak and/or optimize. On completion of the PSSR, a formal handover

from the project team to the change owner with all relevant documentation 

shall be conducted.
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5.6.4.1 Start-up authorization

 After completion of all pre-start-up requirements (including PSSR 

if applicable), the change owner shall request authorization from 

the change approver prior to commissioning/starting up the 

change request/proposal.

 Some changes are large or complex enough to require a staged 

start-up (some equipment is pieced into operation, while the 

remaining equipment is still being installed).

 Partial start-up authorization will be requested and authorized in 

the same way. It will be documented that this is a partial start-up.

 For such changes, the change owner may request a PSSR for 

part of an authorized change project with proper justifications.

 The PSSR leader/administrator should critically review such 

requests to ensure that the facilities proposed for PSSR are 

completed in all aspects and all relevant change management 

elements have been appropriately addressed.

 The process is repeated until the complete change project is in 

operation.

 After the change project start-up (complete/partial), the change 

owner shall communicate the same to the CM admin to record the

start-up date in the MOC register.

 All new or modified equipment, plant, and buildings shall be 

inspected pre-commissioning, pre-acceptance, and pre-use. 

These inspections shall be conducted by the HSE department and

operational control users.

5.6.4.2 Post-Start-up change project closure

 The post-start-up recommendations shall be monitored for closure.

 The change owner is responsible for verifying that post-start-up 

recommendations are closed effectively before the closure of 

the change project.

 The record of approved change(s), if any, is maintained.

5.6.5 MOC Closure

All change projects require closure. After the implementation of the change, it 

is the responsibility of the change owner to track and follow up with action 

owners to ensure all the following items (as applicable) are completed, 

verified for compliance, and documented in the change project file and 

ISOMETRIX before a change project can be closed:

 Each item on the change proposal/request checked/recorded as being 

required must be verified as being complete/in place.
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 All relevant documents such as as-built drawings, process 

overviews/process electrical classifications drawings, etc. have been 

updated as part of the official records to reflect the changes.

 All relevant standard practices and operating/maintenance procedures 

requirements are updated/completed.

 All training and communications requirements are completed.

 Existing mechanical integrity and/or quality assurance programs, 

computerized maintenance management systems (such as SAP, 

ISOMETRIX), lubrication or vibration management programs, equipment 

files, spare parts lists, inspection programs, or fixed asset accounts, etc., 

were updated/modified because of the change.

 Equipment tagged properly.

 After implementation of the change and post-stabilization of the unit (if 

applicable), sufficient data may be collected to estimate the change and 

study the impact of the change on plant, personnel, and the environment.

 After the implementation of the change, review of the risk assessment 

conducted for change request/proposal control measures for its adequacy. 

If required, repeat risk assessment may be called for before closing out of 

the change. Action items arising out of repeat risk assessment must be 

closed before the closure of the change project.

 The change owner shall prepare the close-out report based on these data 

and observations.

 The change owner shall complete the change project closure report and 

submit it to the change approver for authorization. The complete change 

project documentation (Original Hard Copy) should also be handed over to 

the CM admin along with the change project closure request.

 The CM admin shall review the change project closure request and 

conduct validations, as required or deemed to be necessary to ensure 

completion of the change project closure action item.

 After ensuring that all the requirements for the change have been satisfied,

the CM admin will endorse the change project closing request. 

 Upon endorsement, the change approver may authorize the closure of the 

change project. The CM admin to update the MOC register to mark 

the completion of the change proposal while the change owner closes the 

MOC request on ISOMETRIX.

 The Engineering department shall ensure that maintenance plans are 

being compiled to accommodate changes. 
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6. Hazard Identification

As previously noted, every identified change and its impact shall be evaluated using a 

risk-based approach since the MOC process has been developed to prioritize the HSE 

needs of the end user. It should be noted that the risk assessment component is central 

to the entire MOC process thereby ensuring that all consequences associated with 

changes are fully understood, with all risks appropriately managed. Since changes can 

result in added risks and opportunities to compound existing risks, the below shall be 

complied with.

 Changes in knowledge or information about hazards and OH&S risks shall be 

identified, communicated, and concluded with an updated baseline risk assessment.

 BMM shall review the consequences of unintended changes, taking action to mitigate

any adverse effects, as necessary.

 Hazard identification and risk assessment shall be performed for each change 

request.

 All changes shall be assessed to include risk control measures suitable for the 

proposed/authorized change. 

6.1 Hazard Identification & Risk Assessment (HIRA) Team

The Department Manager/Senior Manager/Change Approver will assign a team to 

conduct a HIRA for changes. Therefore, the team will be responsible to:

 Ensure that all relevant HIRAs are carried out prior to final approval of the change 

request. The BMM risk methodology shall be followed.

 The HIRA Team shall ensure that HSE document control receives all final HIRA 

documentation after implementation.

 All primary hazards and associated risks shall be identified before the change.

 Contractors and or business partners shall follow a similar process and avail BMM

of their HIRA methodology and associated documentation.

 In the absence of a HIRA Methodology, all stakeholders shall be required to follow 

the BMM HIRA methodology.

 The review process shall include a higher level of risk assessments or studies 

(HAZOP, FMEA, ESIA, etc), as required, to understand the impacts associated 

with the change and relevant controls.

6.2 Types of Change Risk Assessments

The type of risk assessment process to be used for a change under consideration 

should be identified before evaluating risks. It is common to identify various levels or 

types of risk assessment to be used in the MOC process, appropriate to the size 

and/or significance of the proposed change. An incomplete list of risk assessments 

can be found in Table 3. 
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Table 3: Change Risk Assessments
Hazard & Operability (HAZOP) study Design and construction-related requirements

Safety risk assessment Management or organizational requirements

Environment risk assessment Recordkeeping and documentation management 

requirements

Occupational health and ergonomics risk 

assessment

Training and communication requirements for 

affected personnel

Competency/skills risk assessment Business partner requirements

Carbon emissions impact Changes in roles, responsibilities, and accountability

Change the risk management plan. Special analysis required, maintenance and 

inspection requirements

Statutory clearances required

7. Documentation & Document Control

Once a change project is commissioned, all documentation associated with the change 

should be uploaded to ISOMETRIX and signed off. This is considered a formal 

handover to the affected team. ISOMETRIX should be used to register, track, and 

manage all changes that trigger the MOC or Kaizen process. Moreover, no unauthorized 

changes can be made to any approved document and only valid versions shall be used. 

Upon close out of a change, authorisers shall ensure that the below list is complied with.

 Initial change request is available at document control on ISOMETRIX and the safety

department.

 Authorized change requests with original signatures are available on ISOMETRIX 

and at the safety department.

 Final documentation relating to the change request is available on ISOMETRIX and 

at the safety department including completed HIRA documentation, proof of 

communication regarding the implemented change, etc. 

 All relevant codes of practices/SOP etc shall be updated to the next version.

 SOPs shall be drawn up for all new plant, equipment, and or products.

 Document controller(s) to keep old documents and records on record for 3 years.

7.1 Distribution & Access

 Distribution will be electronic by means of accessing the relevant procedures 

folder on the shared drive coupled with uploading all MOC documents into 

ISOMETRIX. 

 All printed copies will be considered uncontrolled documents.

 All employees will have read access.
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7.2 Supporting Documents

The required supporting documents as needed by the change request, include as 

applicable but not limited to the following.

 Drawings, as applicable, such as sketches, mark-up diagrams, Piping & 

Instrumentation Diagrams, Process Flow Diagrams, etc.

 Risk assessments.

 Construction of new plant/facilities shall require as-build-drawings, approved, and 

signed off.

 OEM Manuals.

 Critical Equipment Inventory sheets.

 Material Safety Data Sheets (MSDS)

 Control Logic Diagrams

 Revised operating or maintenance procedures etc.

 List of requirements or tasks required to implement the change proposal 

successfully and completely.

 Change request and impact assessment.

 Proposal documentation.

 PSSR.

 Legal appointments, signed handover takeover records, joining announcements, 

curriculum vitae for personnel changes. It should be noted, that given the sensitive

nature of personnel change documentation, copies thereof will only be kept on 

record by the human resources department. 

 Evidence of communication and training.

 SOPs. 

8. Status Reporting

The performance and health of the MOC system described in this SOP should be 

evaluated by subjecting the process to periodic audits. This will ensure that the system 

is used as intended. Meanwhile, any changes should be periodically monitored and 

assessed, assisted by Key Performance Indicators (KPIs) which describe any risks,  

improvements, and expectations and will provide the necessary data to determine 

whether a change was successful. The health of the system can be measured using the 

below indicators.

 Number of changes raised in the reviewed period.

 Number of emergency and temporary changes.

 Number of closed changes.
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 Number of overdue actions.

 Number of incidents and near misses due to changes.

 Operational checklists.

 VFLs, PTOs, Complaints

 Health impact reporting.

 Incident investigations.

All incidents, including near misses involving risks related to any MOC or Kaizen 

process, shall be reported and investigated, the outcome of which shall be 

communicated to stakeholders. Moreover, each event relating to non-compliance and/or 

complications with the implemented change shall trigger a corrective action by the 

manager responsible for the area. 

9. Validity and Document Management

9.1 Document Validity

This SOP is effective from 2019/10/08 and was last reviewed on 10-12-2024. This 

SOP will be reviewed every 2 Years. 

9.2 Document Management

9.2.1 This SOP replaces any other SOP issued earlier by BMM to the extent 

specifically covered here. This SOP should be followed in letter and spirit.

9.2.2 BMM is committed to continuously reviewing and updating policies and 

procedures, based on the Entity's risk assessment and shall incorporate for 

any regulatory requirement which is required to do so.

9.2.3 Any amendment to this SOP or issue of any guidance or circular etc. under 

this procedure must be approved in writing by the approving authority as 

listed in this document.

9.2.4 BMM reserves the right to withdraw, modify or revise the SOP as a whole / 

partial without providing any justification for the same. On revision, it should 

be duly communicated to the personnel involved.

9.2.5 If compliance with this SOP ever conflicts with the applicable law, regulation, 

directives issued by the statutory and or regulatory authority, then 

compliance must be ensured with the law.

9.2.6 In order to ensure compliance or to address any known conflicts with the law 

or to address any specific local requirements, BMM may adopt local 

sub-procedures which shall be by way of addendum to this SOP and which 

shall be approved by the approver of this SOP. Proposing of such addendum

shall be the responsibility of the respective Entity’s competent authority who 

is at an equivalent level with the SOP owner as set out in this document.
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9.3 Violation of Sop

9.3.1 BMM follow a “Zero Tolerance Policy” with respect to non-compliance with 

this SOP and/or any other SOP / guidance issued by BMM and its 

constituent Entities.

9.3.2 Violation of this SOP is subject to appropriate disciplinary actions which may 

include but not limited to termination of employment. This determination will 

be based on the facts and circumstances of each situation. Any accused of 

violation of this SOP will be given an opportunity to present their case prior 

to any determination of appropriate disciplinary actions. Violation of this SOP

may also be subject to substantial civil damages, criminal fines and prison 

terms.

9.3.3 Each employee is responsible for ensuring that their conduct and the conduct 

of anyone reporting to them shall fully comply with this SOP. Compliances, 

both personal and by subordinates, will be a factor in periodic performance 

appraisals.

9.4 Disclaimer

9.4.1 This SOP issued by BMM is for internal compliance and does not create, nor 

shall it be construed to create, directly or implicitly, any rights, duties or 

obligations of BMM to any person, body or legal Entity.

9.4.2 This document and its contents are the copyright property of BMM. The 

release of this document to any third party outside BMM is strictly prohibited 

without prior consent.
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 Annexures / Appendix

Appendix A: MOC Process Flow
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Appendix B: Kaizen Report
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Appendix C: 5X5 Risk Matrix
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Appendix D: BMC-HSE-SAF-FRM-0031a Process Change Evaluation Form
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Appendix E: BMC-HSE-SAF-FRM-0031b Process Change Application Form
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Appendix F: BMC-HSE-SAF-FRM-0118 Change Impact Assessment Form
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Appendix G: BMC-HSE-SAF-FRM-0001 Pre-Startup Safety Review Checklist
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