
Permit to Work - Flow Chart - PTW-FC-6 (change of PIC for an active permit to work) 

Immediate Transfer
PTW-FC-6.1

Delayed Transfer
PTW-FC-6.2

Unplanned Transfer
PTW-FC-6.3

AO Identifies and 
approves the 
incoming PIC

Incoming PIC checks and 
verifies all isolations, 
PTW documentation, 

worksite conditions and 
delineation with the  

outgoing PIC. 

Outgoing PIC  
Removes their red 
lock from the  PTW 

sleeve and  the group 
Isolation board (If 

used)

Incoming PIC places 
their red lock on the 

group Isolation board 
(If used) 

Incoming PIC secures the 
PTW and SOPO (if used) in 
the PTW sleeve with their 
red lock. Note: Where a 
group isolation board is 

used  the board and PTW 
sleeve are secured 

together by the PIC’s red 
lock.  

Outgoing PIC places  an 
orange defect restriction 

lock and a hazard/unusual 
condition tag on group 

Isolation board
(If used). 

Outgoing PIC  leaves the key 
for the orange defect 

restriction  lock, PTW and 
group isolation board (If 

used) in secure place or with 
the AO. Note the location of 
the key to the orange lock 

shall only be accessed by the 
incoming PIC 

Incoming PIC removes  the 
orange defect restriction 

lock and a hazard/unusual 
condition tag  from the  

PTW sleeve and  the group 
Isolation board (If used)

Is the outgoing PIC on site and 
able to transfer to an incoming 

PIC?

AO Identifies and 
approves the incoming  

PIC

AO instructs the 
outgoing and incoming 

PIC’s to perform an 
immediate or delayed 

transfer
See PTW-FC-6.1 and 

PTW-FC 6.2

If possible the outgoing PIC 
informs the AO about the 

progress and remaining hazards 
on the worksite and the location 
of the location of the key for the 
orange defect restriction lock (if 
used), the PTW sleeve and the 

group isolation board
(if used).

AO identifies the PIC is 
unable to fulfil the PIC 

role

Is this work/access 
still required?

AO instructs the AIO
to cancel the PTW
(See PTW-FC-3 for 

single PTW’s or PTW-
FC-4 for subsidiary 

PTW’s). 

AO signs off the outgoing PIC by 
writing ‘Unplanned Transfer”, their 

name, date and time where the 
outgoing PIC should normally the 
sign off  the “Person in Charge –
tracking and acknowledgement”. 

Note If the key for the orange defect 
restriction lock is not available to the 

AO or the PIC’s red lock is securing 
the PTW, the AO will need to follow 
the lock removal procedure. Then 

secure the PTW sleeve and the group 
isolation board (if used) with another 

orange lock.

yes

AO informs the 
incoming PIC about the 
progress and remaining 
hazards on the worksite 
and the location of the 
location of the key for 

the orange defect 
restriction lock.

Incoming PIC secures the 
PTW and SOPO (if used) 
in the PTW sleeve with 

their red lock. Note: 
Where a group isolation 
board is used  the board 

and PTW sleeve are 
secured together by the 

PIC’s red lock.  

no

Outgoing PIC  instructs al IP’s 
to sign off the PTW and 

remove their red lock from 
the group isolation board (if 

used)

Outgoing PIC  signs off the 
PTW “Person in Charge –

tracking and 
acknowledgement” sheet

Incoming PIC  signs on the PTW 
“Person in Charge – tracking 

and acknowledgement” sheet

Incoming PIC  instructs all IP’s 
to sign on the PTW and place 

their red lock on the group 
isolation board (if used)

Incoming PIC checks and 
verifies all isolations, PTW 
documentation, worksite 

conditions and delineation 
with the  IP’s. 

AO Identifies and 
approves the 
incoming PIC

Incoming PIC places 
their red lock on the 

group Isolation board 
(If used) 

Outgoing PIC  instructs all IP’s 
to sign off the PTW and 

remove their red lock from the 
group isolation board (if used)

Outgoing PIC  signs off the 
PTW “Person in Charge –

tracking and 
acknowledgement” sheet

Outgoing PIC  
Removes their red 
lock from the  PTW 

sleeve and  the group 
Isolation board (If 

used)

PIC secures the PTW and 
SOPO (if used) in the PTW 
sleeve with an orange lock 

and a hazard/unusual 
condition tag. Note: Where a 
group isolation board is used  

the board and PTW sleeve 
are secured together by the 

orange lock.  

Incoming PIC  signs on the PTW 
“Person in Charge – tracking and 

acknowledgement” sheet

Incoming PIC checks and 
verifies all isolations, PTW 
documentation, worksite 

conditions and delineation 
with the  IP’s. 

Incoming PIC  instructs all IP’s 
to sign on the PTW and place 

their red lock on the group 
isolation board (if used)

Incoming PIC secures the 
PTW and SOPO (if used) in 
the PTW sleeve with their 
red lock. Note: Where a 
group isolation board is 

used  the board and PTW 
sleeve are secured 

together by the PIC’s red 
lock.  

Incoming PIC checks and 
verifies all isolations, PTW 

documentation and 
delineation. 

Note this shall be 
confirmed with an AIO  if 
there is any doubt or new 

isolation additions/
deletions.

AO  instructs all IP’s to sign off 
the PTW and remove their red 
lock from the group isolation 

board (if used)

Incoming PIC places 
their red lock on the 

group Isolation board 
(If used) 

Incoming PIC checks and 
verifies all isolations, PTW 

documentation and 
delineation. 

Note this shall be 
confirmed with an AIO  if 
there is any doubt or new 

isolation additions/
deletions.

Incoming PIC removes  the 
orange defect restriction 

lock and a hazard/unusual 
condition tag  from the  

PTW sleeve and the group 
Isolation board (If used)

Incoming PIC checks and 
verifies all isolations, PTW 
documentation, worksite 

conditions and delineation 
with the  IP’s. 

Incoming PIC  signs on the PTW 
“Person in Charge – tracking and 

acknowledgement” sheet

Incoming PIC  instructs all IP’s 
to sign on the PTW and place 

their red lock on the group 
isolation board (if used)

AO  instructs all IP’s to 
sign off the PTW and 
remove their red lock 

from the group isolation 
board (if used)

AO signs off the outgoing PIC by 
writing ‘Unplanned Transfer”, their 

name, date and time where the 
outgoing PIC should normally the 
sign off  the “Person in Charge –
tracking and acknowledgement”. 

Note If the key for the orange defect 
restriction lock is not available to the 

AO or the PIC’s red lock is securing 
the PTW, the AO will need to follow 
the lock removal procedure. Then 

secure the PTW sleeve and the group 
isolation board (if used) with another 

orange lock.

yes

no

Asset Owner (AO) Person in 
Charge (PIC)
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