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Welcome 

With a track record built over 40 years of learner success, our BTEC International 
qualifications are recognised internationally by governments, industry and higher 
education.  

What are BTEC International Specialist and Professional 
qualifications? 
These BTEC qualifications are available at Levels 1–3 (Specialist) and at Levels 4–7 
(Professional). The qualifications are designed to have one of two different purposes: 
some aim to give learners the knowledge and/or skills that they need to prepare for 
employment in a sector or job role; others are competence-based qualifications.  

What are competence-based qualifications? 
Competence-based qualifications are work-based qualifications that allow learners to 
develop and demonstrate their competence in the area of work or job role to which the 
qualification relates. Completing the qualification therefore provides evidence that 
learners are fully competent in the job role. 

Learners will work towards their qualification in the workplace or (if permitted by the 
assessment requirements) in settings that replicate the working environment. Colleges, 
training centres and/or employers can offer these qualifications as long as they have 
access to appropriate physical and human resources and have the necessary quality 
assurance systems in place. 

Sizes of qualification 
Pearson estimates the number of guided learning hours (GLH) that will be needed for 
centre staff to deliver the qualification. This includes all training that involves centre staff 
in teaching and supervising learners, as well as all assessment activities. 

BTEC Specialist and Professional qualifications are available in the following sizes: 

Award – a qualification with a GLH value of 10–120 hours 

Certificate – a qualification with a GLH value of 121–369 hours 

Diploma – a qualification with a GLH value of 370 or above. 

  



 

 

Collaborative development 
These qualifications have been developed with input from industry experts. We are 
grateful to all the individuals and organisations who generously shared their time and 
expertise to help us develop these new qualifications.  
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Introduction to BTEC International competence 
qualifications for the oil and gas sector 

This specification contains all the information you need to deliver the Pearson BTEC 
International Level 4 Professional Diploma in Oil and Gas Facility Management. 

This qualification is part of a suite of oil and gas qualifications offered by Pearson.  

What other qualifications are available? 
The suite of oil and gas frontline production operations qualifications has been developed in 
collaboration with industry experts. The qualifications are designed to cover the minimum 
competence standards to meet the job requirements for key health, safety and environmental 
(HSE)-critical roles in the oil and gas industries.  

In the oil and gas sector, the other qualifications are: 

• Pearson BTEC International Level 2 Specialist Diploma for Process Technicians  
in Oil and Gas Facilities 

• Pearson BTEC International Level 2 Specialist Diploma for Electrical Technicians  
in Oil and Gas Facilities 

• Pearson BTEC International Level 2 Specialist Diploma for Instrument Technicians  
in Oil and Gas Facilities 

• Pearson BTEC International Level 2 Specialist Diploma for Mechanical Technicians  
in Oil and Gas Facilities 

• Pearson BTEC International Level 3 Specialist Diploma in Control Room Operations  
in Oil and Gas Facilities 

• Pearson BTEC International Level 3 Specialist Diploma in Electrical Engineering  
Operations in Oil and Gas Facilities 

• Pearson BTEC International Level 3 Specialist Diploma in Instrument Engineering 
Operations in Oil and Gas Facilities 

• Pearson BTEC International Level 3 Specialist Diploma in Mechanical Engineering 
Operations in Oil and Gas Facilities 

• Pearson BTEC International Level 4 Professional Diploma in Oil and Gas Installation 
Management. 

These qualifications are not regulated in England. 

What else does this specification contain? 
This specification signposts the other essential documents and support that you need  
as a centre in order to deliver, assess and administer the Pearson BTEC International Level 4 
Professional Diploma in Oil and Gas Facility Management, including the staff development 
required. A summary of all essential documents is given in Section 6 Administrative 
arrangements. 

The information in this specification is correct at the time of publication. 



 

Pearson BTEC International Level 4 Professional Diploma in Oil and Gas Facility Management –  
Specification – Issue 1 – March 2020 © Pearson Education Limited 2020 

2 

Overview of qualification sizes and purposes in the oil and gas suite 

Level 2 qualifications 

Title Size and structure Summary purpose 

Pearson BTEC International  
Level 2 Specialist Diploma for 
Process Technicians in Oil and 
Gas Facilities 

605 GLH. 

Six mandatory 
units. 

This qualification allows 
learners to demonstrate their 
occupational competence as a 
process technician. 

Pearson BTEC International  
Level 2 Specialist Diploma for 
Electrical Technicians in Oil and 
Gas Facilities 

540 GLH. 

Six mandatory 
units. 

This qualification allows 
learners to demonstrate their 
occupational competence as 
an electrical technician. 

Pearson BTEC International  
Level 2 Specialist Diploma for 
Instrument Technicians in Oil and 
Gas Facilities 

550 GLH. 

Six mandatory 
units. 

This qualification allows 
learners to demonstrate their 
occupational competence as 
an instrument technician. 

Pearson BTEC International  
Level 2 Specialist Diploma for 
Mechanical Technicians in Oil and 
Gas Facilities 

610 GLH. 

Six mandatory 
units. 

This qualification allows 
learners to demonstrate their 
occupational competence as a 
mechanical technician. 

Level 3 qualifications 

Title Size and structure Summary purpose 

Pearson BTEC International  
Level 3 Specialist Diploma in 
Control Room Operations in Oil 
and Gas Facilities 

630 GLH. 

Three mandatory 
units plus optional 
units worth at least 
280 GLH. 

This qualification allows 
learners to demonstrate their 
occupational competence as a 
control room operator. 

Pearson BTEC International  
Level 3 Specialist Diploma in 
Electrical Engineering Operations 
in Oil and Gas Facilities 

500 GLH. 

Five mandatory 
units. 

This qualification allows 
learners to demonstrate their 
occupational competence as 
an electrical technician 
engineer. 

Pearson BTEC International  
Level 3 Specialist Diploma in 
Instrument Engineering 
Operations in Oil and Gas 
Facilities 

460 GLH. 

Four mandatory 
units. 

This qualification allows 
learners to demonstrate their 
occupational competence as 
an instrument technician 
engineer. 

Pearson BTEC International  
Level 3 Specialist Diploma in 
Mechanical Engineering 
Operations in Oil and Gas 
Facilities 

480 GLH. 

Four mandatory 
units. 

This qualification allows 
learners to demonstrate their 
occupational as a mechanical 
technician engineer. 
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Level 4 qualifications 

Title Size and structure Summary purpose 

Pearson BTEC International 
Level 4 Professional Diploma 
in Oil and Gas Facility 
Management 

At least 810 GLH. 

Four mandatory 
and two optional 
units. 

This qualification allows 
learners to demonstrate 
their occupational 
competence when managing 
oil and gas production 
facilities. It also prepares 
them to deputise for the 
installation manager in 
emergencies. 

Pearson BTEC International  
Level 4 Professional Diploma in 
Oil and Gas Installation 
Management 

1020 GLH. 

Seven mandatory 
units. 

This qualification allows 
learners to demonstrate their 
occupational competence as 
the manager of oil and gas 
installations. This includes 
managing production facilities 
on-site and any supporting 
facilities on- and off-site. 

 

An overview of the structures of these qualifications can be found in Appendix B: 
Structures of the qualification suite at a glance. 
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1 Qualification purpose and progression 

Pearson BTEC International Level 4 Professional Diploma in Oil and 
Gas Facility Management 

Who is this qualification for? 

This qualification is for learners who work as production, maintenance, marine or 
terminal supervisors in oil and gas installations.  

Completing Units 1–3 (see the structure on page 6) will fulfil the minimum requirements 
for an individual to stand in as acting operations installation manager (OIM) if the OIM is 
absent. These units also fulfil the minimum requirements for an individual to assume 
the roles of site emergency coordinator (SEC) or on-scene commander (OSC) in the event 
of major emergencies, for example if the OIM is injured during an incident.  

There is a choice of optional units, which are designed for different roles: 

● Units 5–6 are for maintenance supervisors

● Units 7–8 are for production supervisors (upstream)

● Units 9–10 are for marine supervisors

● Units 11–12 are for terminal supervisors.

What could this qualification lead to? 

This qualification supports career progression. Learners who have completed the 
qualification will be ready to progress on to the role of operations installation manager 
and to qualifications aimed at this job role, for example the Pearson BTEC International 
Level 4 Professional Diploma in Oil and Gas Installation Management. 
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2 Qualification summary and key information 

 

Qualification title Pearson BTEC International Level 4 
Professional Diploma in Oil and Gas 
Facility Management 

Operational start date 1 April 2020 

Entry requirements Learners must be employed in a role that 
allows them to demonstrate the knowledge 
and skills as part of their normal work 
activities. 

Learners must also have: 

● an undergraduate engineering degree 
(BSc/BEng or equivalent) with a minimum 
of three years’ experience working in the 
oil and gas sector 

OR 

● an engineering diploma (Level 3 or 
equivalent) with a minimum of 10 years’ 
experience working in the oil and gas 
sector.  

Guided Learning Hours (GLH) A minimum of 810* 

Assessment Portfolio of evidence (internal assessment) 

Grading information The qualification and units are graded 
pass/fail. 

 

*The GLH will depend on which optional units are chosen. 
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3 Structure 

Qualification structure 
Learners will need to meet the requirements outlined in the table below before the 
qualification can be awarded. 

 

Pearson BTEC International Level 4 Professional Diploma in Oil and Gas Facility 
Management 

Unit 
number 

Unit title GLH 

Mandatory units – learners must achieve all four units  

1 Manage Emergency Responses 150 

2 Manage Health, Safety, Environment and Security 150 

3 Manage Information and Decision Making 140 

4 Manage Operations and Asset Integrity 140 

Optional units – learners must achieve two units 

5 Manage Maintenance Activities 140 

6 Manage Turnaround and Project Implementation 160 

7 Manage Process Plant and Well Integrity 120 

8 Manage Upstream Production and Operations Optimisation 140 

9 Manage Marine Operations 130 

10 Manage Marine Export Operations 140 

11 Manage Onshore Terminal Plant, Storage and Export Facilities 110 

12 Manage Onshore Terminal Process Optimisation and Export 
Operations 

140 
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4 Units 

Understanding your units 
The units in this specification set out our expectations of assessment in a way that helps 
you to prepare your learners for assessment. The units help you to undertake 
assessment and quality assurance effectively. 

Each unit in the specification is set out in a similar way. This section explains how the 
units work. It is important that all teachers, assessors, internal verifiers and other staff 
responsible for the programme review this section. 

 

Section Explanation 

Unit number The number is in a sequence in the specification. Where a 
specification has more than one qualification, numbers may 
not be sequential for an individual qualification. 

Unit title  This is the formal title that we always use, and it will appear on 
learners’ certificates. 

Level All units and qualifications have a level assigned to them. The 
levels correspond with the levels used in the UK’s Regulated 
Qualification Framework. 

Unit type This says if the unit is mandatory or optional for the 
qualification. 

Guided Learning 
Hours (GLH) 

Guided Learning Hours (GLH) is an estimate of the number of 
hours that will be needed for a typical learner to achieve the 
unit. GLH include all training involving centre staff in teaching 
and supervising learners, as well as all assessment activities. 

Unit summary This summarises the purpose of the unit. 

Unit assessment 
requirements 

This section outlines any requirements for the assessment of 
the unit. 

Range statements  Range statements specify the scope and contexts to which the 
assessment criteria apply. All items in the range must be 
covered, except for items that follow an ‘e.g.’ 

Learning outcomes The learning outcomes set out what a learner must know, 
understand or be able to do as the result of a process of 
learning. 

Assessment criteria The assessment criteria specify the standard the learner is 
required to meet to achieve a learning outcome. Space is 
provided to record the date and type of evidence when the 
assessment criteria have been evidenced. 

Declarations This section is signed and dated by the learner and assessor 
after all the assessment criteria have been evidenced. If 
sampled, it must be signed and dated by the internal verifier. 
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Index of units 
This section contains all the units developed for these qualifications. Please refer to  
page 6 to check which units are available. 

Unit 1: Manage Emergency Responses 11 

Unit 2: Manage Health, Safety, Environment and Security 19 

Unit 3: Manage Information and Decision Making 29 

Unit 4: Manage Operations and Asset Integrity 35 

Unit 5: Manage Maintenance Activities 41 

Unit 6: Manage Turnaround and Project Implementation 49 

Unit 7: Manage Process Plant and Well Integrity 55 

Unit 8: Manage Upstream Production and Operations Optimisation 63 

Unit 9: Manage Marine Operations 69 

Unit 10: Manage Marine Export Operations 75 

Unit 11: Manage Onshore Terminal Plant, Storage and Export Facilities 81 

Unit 12: Manage Onshore Terminal Process Optimisation and Export 
Operations 87 
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Unit 1: Manage Emergency Responses 

Level: 4 

Unit type: Mandatory 

Guided learning hours: 150  

Unit summary 

Oil and gas installation managers may, from time to time, be faced with situations where an 
emergency response is required, and, as the most senior member of staff in the facility, it will 
be their responsibility to manage the response.  

The complex products, processes and technologies used within the oil and gas industry will 
affect the nature of emergencies and the type of response that is required. Oil and gas 
installation managers must be able to assess situations accurately and respond accordingly. 
They also need to ensure the effectiveness of others who have specific responsibilities to 
provide emergency responses. By managing emergency responses successfully, oil and gas 
installation managers can control situations and minimise the problems that arise. 

Unit assessment requirements 

All learning outcomes 

For all assessment criteria, evidence must relate to at least three of the following: 

• fire 

• explosion 

• high-pressure release of hydrocarbons 

• structural failure 

• adverse weather conditions 

• helicopter incidents 

• vessel collisions 

• well blowout and well control failures 

• failure of safety-critical equipment/systems. 

Learning outcomes 2, 3, 4 and 5 

Simulation is permitted in learning outcomes 2, 3, 4 and 5, but it must be carried out in a 
realistic working environment in line with the requirements of Section 2 of the Assessment 
Rules (see Appendix A). 

Learners must be assessed on three types of scenario in each of these learning outcomes, 
defined as follows:  

• Type A: major incidents 

• Type B: escalating major incidents 

• Type C: incidents that lead to prepare-to-abandon platform.   
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Range statements 

The range statements must be read in conjunction with the assessment criteria to which they 
relate. All items in the range must be covered, except for items that follow an ‘e.g.’ 

1  Be able to manage emergency response preparations in an oil and gas production 
facility 

1.1 Supply information to personnel: 

● accurate description of incidents 

● summary of actions taken by self 

● clear expectations of actions required by personnel, both emergency team 
members and staff. 

1.2 Perform drills: 

● to test the readiness of emergency response team members 

● ensure effective communication during emergency drills 

● maintained and up-to-date competence records 

● conducted emergency responses regularly to ensure staff are prepared for  
worst case scenario. 

1.3 Assess personnel during drills: 

● all search and rescue team (SERT) members, including muster checkers, coxswain, 
radio operator, first aiders, first aid firefighters and medics.  

1.4 Action plan for potential emergencies: 

● major emergencies  

● readiness of action plans to be tested during emergency drills as part of assessment 
criteria 1.2 and 1.3. 

(Note: The action plan must cover a combination of at least three types of the emergency. For 
the other types of emergency, learners must explain what the action plan would contain.) 

1.5 Assess readiness of equipment for emergency responses: 

● first aid firefighting facilities 

● breathing apparatus (BA) sets, including emergency back ups 

● liferaft 

● liftboat 

● escape rope 

● first aid facilities. 
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2  Be able to communicate effectively during an emergency situation in an oil and 
gas production facility 

2.1 Issue information: 

● clear at point of issuing 

● respond quickly and efficiently. 

2.2 Respond to information received: 

● initiate platform alarm in a timely manner 

● provide regular updates to relevant people, including emergency supports. 

2.3 Use suitable tools: 

● public address (PA) system 

● radios 

● satellite phones. 

2.4 Barriers to effective communication: 

● information overload 

● stressed staff 

● alarms (noises) 

● taking time out during emergencies. 

2.5 Report critical events: 

● clear and concise updates of incident 

● to personnel on board (POB) 

● to emergency coordinator at the control centre 

● in accordance with company policies and guidelines. 

3 Be able to maintain an understanding of emergency situations in an oil and gas 
production facility 

3.1 Emergencies and potential escalations: 

● recognise changes to emergency situations  

● recognise escalations to emergency situations, e.g. from Type A to Type B, or  
Type B to Type C 

● evaluate impact of changes on personnel, environment and facilities. 

3.2 Impact of changes on critical situations: 

● location, e.g. process areas, wellheads vs living accommodation modules  

● effects on personnel movement, e.g. escape routes 

● actions required of emergency response personnel. 
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3.3 Assessment of casualties: 

● number 

● location 

● condition. 

3.4 Assess evacuations: 

● potential escape routes 

● choice of alternative mustering point for evacuation 

● best methods, e.g. lifeboat or standby boat. 

3.5 Records: 

● accurate record of incidents 

● up-to-date status of emergency support, e.g. availability of helicopter, specialist 
supports. 

4 Be able to implement an effective response to an emergency situation in an oil 
and gas production facility 

4.1 Critical situations: 

● actual 

● developing 

● potential. 

4.2 Activate alarms: 

● in a timely manner 

● clear and concise instructions via public address (PA) system. 

4.3 Instructions to control emergency situations: 

● response to emergencies 

● response accordance to emergency response and contingency plan 

● clear understanding of own role and priorities during emergencies to protect lives, 
environment and facilities. 

4.4 Monitor emergencies to minimise further risks: 

● personnel 

● facility 

● environment. 

4.5 Direct personnel to handle emergency situation: 

● clear strategy to control the situation 

● command and control mode with instructions 

● utilise resources effectively within the team. 
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5 Be able to maintain own effectiveness and that of others when dealing with an 
emergency situation in an oil and gas production facility 

5.1 Communicate authoritatively to personnel:  

● communicate confidently 

● use a clear strategy and plan to deal with situation 

● adopt a command-and-control approach when communicating. 

5.2 Take action to deal with impaired function of team members:  

● recognise issues with team members with impaired capacity, e.g. stressed or panic 
responses 

● take immediate action to remove individuals with impaired capacity 

● replace emergency response roles using back up. 

5.3 Control factors that reduce the capacity of individuals:  

● stress management of self and others 

● recognition of sources of stress in others, e.g. fear and other factors that might 
jeopardise the emergency situation 

● isolation of sources of stress to the individual by reassigning roles. 

5.4 Demonstrate leadership:  

● demonstrate a clear understanding of emergency situation 

● communicate the strategy and plan to deal with emergencies effectively 

● remove non-essential personnel from high risk areas, e.g. to safe haven at facility 

● exercise command-and-control strategy for effective execution of instructions 

● display effective demeanour throughout the emergency to instil confidence in 
others. 
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Learning outcomes and assessment criteria 

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria outline 
the requirements that the learner is expected to meet to achieve the learning outcomes and the unit. 

 

Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

1 Be able to manage 
emergency 
response 
preparations in an 
oil and gas 
production facility 

1.1 Supply information to relevant personnel for the preparation of 
emergency responses  

   

1.2 Perform drills and exercises regularly in accordance with oil and 
gas site-specific emergency procedures 

   

1.3 Assess personnel that have been coached in emergency 
responses during drills and exercises 

   

1.4 Action plan for potential emergencies for relevant personnel    

1.5 Assess readiness of equipment for emergency responses in 
accordance with relevant procedures 

   

2 Be able to 
communicate 
effectively during 
an emergency 
situation in an oil 
and gas 
production facility 

2.1 Issue information and instructions to relevant personnel during 
an emergency situation 

   

2.2 Respond to information received in an emergency situation     

2.3 Communicate authoritatively using suitable tools in an 
emergency situation 

   

2.4 Resolve barriers to effective communication in an emergency 
situation 

   

2.5 Report critical events in accordance with oil and gas company 
policies 
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Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

3 Be able to 
maintain an 
understanding of 
emergency 
situations in an oil 
and gas 
production facility 

3.1 Recognise emerging emergencies and signs that situations are 
escalating 

   

3.2 Monitor changes to critical situations and their impact during 
emergency 

   

3.3 Assess casualties in emergency situations    

3.4 Assess evacuation options in emergency situations    

3.5 Maintain an accurate record of events during emergency 
situations  

   

4 Be able to 
implement an 
effective response 
to an emergency 
situation in an oil 
and gas 
production facility 

4.1 Identify critical situations in an emergency response    

4.2 Activate alarms in relevant areas within the facility    

4.3 Issue instructions to control the emergency in accordance with 
operating and contingency plan requirements  

   

4.4 Monitor emergencies to minimise further risk    

4.5 Direct personnel to handle an emergency situation in an 
effective manner 

   

5 Be able to 
maintain own 
effectiveness and 
that of others 
when dealing with 
an emergency 
situation in an oil 
and gas 
production facility 

5.1 Communicate authoritatively to emergency response personnel 
in an emergency situation 

   

5.2 Take action when the capacity of individuals to function in an 
emergency is impaired 

   

5.3 Control factors that reduce the capacity of individuals to 
function in an emergency  

   

5.4 Demonstrate leadership and instil confidence in others during 
emergencies 
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Declarations 

I confirm that the evidence for this unit is authentic and a true representation of my own work. 
Learner name: ______________________________________________________________   

Learner signature: __________________________________________________________  Date: _______________________________________  

I confirm that the evidence for this unit is authentically that of the learner whose name and signature appears above. The assessment 
has been carried out in accordance with any specified assessment requirements for the unit and qualification.  

Assessor name:  ____________________________________________________________  

Assessor signature: _________________________________________________________  

 

Date: _______________________________________  

Internal verifier signature: __________________________________________________  
(if sampled) 

Date: _______________________________________  
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Unit 2: Manage Health, Safety, Environment and 
Security 

Level: 4 

Unit type: Mandatory 

Guided learning hours: 150  

Unit summary 

The unit allows learners to develop the knowledge, understanding and skills that a manager 
needs to deal effectively with health, safety, environment and security. 

Oil and gas facilities are hazardous environments and need to function safely and securely. 
Policies and procedures in relation to health and safety need to be implemented rigorously. 
Oil and gas production facilities use equipment that needs to be secured against accidental 
and malicious damage. Procedures must be enforced to ensure that only authorised 
personnel are allowed in the facilities or specific areas within the facilities.  

Managers may find that they are the most senior member of staff in the facility and need to 
understand the arrangements for dealing with incidents and accidents that may occur. By 
managing health, safety and security in the environment, managers will be able to promote 
efficient oil and gas facility production operations. 

Unit assessment requirements 

This unit must be assessed using evidence from real work activities. For further details, please 
refer to Appendix A: Assessment rules. 

Simulation is not permitted for this unit.  

Range statements 

The range statements must be read in conjunction with the assessment criteria to which they 
relate. All items in the range must be covered, except for items that follow an ‘e.g.’ 

1 Be able to manage safety within an oil and gas production environment 

1.1 Safe working practices: 

● apply company safety management systems at work, including: 

o hazards and effects management procedure (HEMP) 

o job hazards analysis 

o Permit to Work system 

o frontline barrier management (FLBM) 

o HSE procedures and guidelines 

● conduct inspections, reviews and safety audits of own installation. 
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1.2 Hazard elimination: 

● apply job hazards analysis 

● ensure effectiveness of toolbox meetings 

● ensure location of HSE safety cases are updated and applied 

● strict compliance with Permit to Work system. 

1.3 Lead safety inspection, reviews and audits: 

● comply with company HSE audit plan for own installation  

● lead inspections, reviews and safety audits of own installation 

● share outcomes of lessons learnt from inspections, reviews and audits. 

1.4 Close action points arising from inspection, reviews and audits: 

● allocate resources to ensure the close up of all action items arising from inspections, 
reviews and audits 

● monitor action items based on agreed priorities. 

1.5 Promote contractor safety: 

● ensure the same standards of safety standard for contractors working in own 
installation 

● actively promote safety management systems and culture in contractor teams 
through regular safety talks, sharing of safety news, alerts and updates 

● ensure visible management involvement through regular walkabouts among 
contractor teams. 

1.6 Application of hazard management during simultaneous operations (SIMOPS) planning: 

● operations input into SIMOPS plan 

● formal endorsement of SIMOPS by operations installation manager prior to 
implementation 

● in accordance with company guidelines for SIMOPS activities. 

1.7 Check that facility HSE case is: 

● up to date 

● used by staff. 

2  Be able to manage occupational health in an oil and gas production environment 

2.1 Instructions to comply with company occupational health standards: 

● engage staff with organisational health standards 

● set clear individual targets to achieve health standards, e.g. BMI, noise compliance 

● display support and guidance materials. 
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2.2 Promoting health awareness: 

● regular personal medical health checks for all staff working in fields 

● regular exercise and organise team sport events 

● body mass index (BMI) target for individuals 

● exposure to noises 

● exposure to hydrocarbon gases and solvents. 

2.3 Lead occupational health inspections: 

● allocate resources to monitor occupational health standards at the installation 

● lead audit to evaluate hygiene in living quarters, kitchen and food storage areas 

● regular training to ensure staff are aware of potential health and occupational 
health hazards. 

2.4 Assess noise levels on-site:  

● allocate resource to map noise levels on-site 

● share findings of noise mapping. 

2.5 Handling of toxic chemicals: 

● store chemicals according to MSDS standards 

● ensure toxic chemicals are clearly and visibly marked with warning signs. 

2.6 Awareness of occupational health hazards:  

● implementation of occupational health programmes 

● share company occupational health standards and requirements. 

2.7 Occupational health audits and follow-up:  

● allocate resources for location occupational health audit 

● identify follow-up actions and ensure timely close-up 

● share findings with staff. 

3 Be able to manage environmental quality processes within an oil and gas  
production site 

3.1 Report unplanned discharges: 

● spills 

● sludges 

● gases. 

3.2 Verify controlled discharges: 

● track controlled discharges from own installation against agreed limits 

● report non-compliance in relation to controlled discharges. 
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3.3 Execute agreed environmental quality procedures: 

● communicate agreed environmental quality procedures to staff 

● manage operations in strict compliance with agreed procedures 

● report compliance and monitor deviations. 

3.4 Segregation of materials for disposal on-site: 

● in accordance with company requirements 

● compliance with any regulatory requirements. 

3.5 Lead environment audits: 

● allocate resources for environment audits of own installation 

● identify areas for improvement and follow-up actions 

● monitor audit follow-up until all action items are resolved 

● share learning from audits. 

3.6 Report all environmental issues: 

● in a timely manner 

● via company environment focal points. 

4 Be able to investigate incidents and accidents within an oil and gas production 
environment 

4.1 Incident classifications: 

● evaluate incidents at own location based on risk matrix 

● determine classification of incident (class 1, 2, 3, or 4) 

● incident types (loss of personnel, assets, environment or near misses) 

● classification of injury (fatality, permanent or partial disability, lost time, restricted or 
medical treatment case or first aid cases) 

● determine individual involvement, e.g. report only, lead or participate in 
investigation. 

4.2 Notify relevant parties of incidents: 

● notify relevant parties based on incident classification 

● within timeframe stipulated in Incident reporting guidelines, e.g. within 24 hours for 
level 1 incidents and 14 days for level 2 incidents 

● in accordance with company policy and procedures for incident and accident 
investigation and reporting guidelines. 
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4.3 Conduct preliminary investigations: 

● allocate resources for preliminary investigation 

● lead and conduct site investigations and obtain first-hand site evidence 

● compile initial report and submit to relevant parties based on incident classification. 

4.4 Incidents investigated as per company guidelines: 

● all incidents are investigated 

● reported 

● follow through 

● shared. 

4.5 Report near misses: 

● ensure all near misses are reported 

● near miss incidents are tracked and monitored 

● high potential (HIPO) near miss incidents investigated as per company guidelines. 

4.6 Lead incident investigation: 

● within area of own responsibility 

● attended formal training on how to lead incident investigation. 

5  Be able to manage the security of assets within the facility 

5.1 Verify the passage of personnel on board:  

● appoint focal point to check passage of all personnel to own installations 

● track and maintain up-to-date information about personnel on board (POB) 

● manage records of all personnel on board in accordance with company policy and 
guidelines. 

5.2 Monitor movement of personnel between and within facilities: 

● monitor movement of personnel between main facility and satellite facilities  

● control journey management of personnel in transit between facilities. 

5.3–5.4 Maintain security measures: 

● maintain high alert 

● monitor illegal trespassing by third parties  

● ensure all fishing and other unauthorised vessels are prevented from encroaching 
within approved limits of all facilities. 

5.5 Report all security matters: 

● report breaches in accordance with company guidelines. 
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Learning outcomes and assessment criteria 

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria outline 
the requirements that the learner is expected to meet to achieve the learning outcomes and the unit. 

 

Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

1 Be able to manage 
safety within an oil 
and gas 
production 
environment 

1.1 Ensure personnel use safe working practices in compliance with 
company policies 

   

1.2 Take action to eliminate hazards to ensure safety     

1.3 Lead on safety inspections, reviews and audits, in accordance 
with organisational plans 

   

1.4 Close action points resulting from inspections, reviews and 
audits with minimum delay  

   

1.5 Promote contractor safety within the production facility    

1.6 Apply principles of hazard management in a structured manner 
during the planning of simultaneous operations  

   

1.7 Check that the facility safety case is up to date with relevant 
information  
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Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

2 Be able to manage 
occupational 
health in an oil and 
gas production 
environment 

2.1 Instruct personnel in how to comply with company occupational 
health standards 

   

2.2 Promote personal health awareness     

2.3 Lead on occupational health inspections     

2.4 Assess noise levels against accepted levels for safe working     

2.5 Ensure toxic chemicals are handled appropriately     

2.6 Raise awareness with personnel of hazards that are injurious to 
health 

   

2.7 Complete occupational health audits on a regular, scheduled 
basis identifying any follow-up actions  

   

3 Be able to manage 
environmental 
quality processes 
within an oil and 
gas production site 

3.1 Report unplanned discharges in accordance with operational 
requirements 

   

3.2 Verify that controlled discharges from the production site are 
achieved within prescribed limits  

   

3.3 Carry out agreed environmental quality procedures in 
accordance with company policy 

   

3.4 Ensure compliance with the requirements for the segregation of 
materials for disposal on-site 

   

3.5 Lead on environmental audits on a regular, scheduled basis 
identifying any follow-up actions  

   

3.6 Report all matters relating to environmental issues     
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Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

4 Be able to 
investigate 
incidents and 
accidents within an 
oil and gas 
production 
environment 

4.1 Classify incidents for investigation in accordance with company 
procedures 

   

4.2 Notify relevant parties of incidents in accordance with company 
procedures 

   

4.3 Complete preliminary investigations of incidents     

4.4 Ensure all incidents are investigated, reports submitted to 
management and all action items are completed  

   

4.5 Check that all near misses relating to incidents and accidents 
are reported 

   

4.6 Lead incident investigations    

5 Be able to manage 
the security of 
assets within 
facility 

5.1 Verify that the passage of personnel to facilities is in line with 
company policy 

   

5.2 Monitor the movement of personnel between and within 
facilities 

   

5.3 Maintain security measures to prevent trespassing to the 
facilities  

   

5.4 Control fishing and other unauthorised vessels from 
encroaching within approved limits of all facilities  

   

5.5 Report all security matters according to company procedures     
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Unit 3: Manage Information and Decision Making 

Level: 4 

Unit type: Mandatory 

Guided learning hours: 140  

Unit summary 

This unit gives learners the knowledge, understanding and skills that a manager in the oil and 
gas industry needs to exchange, use and manage information to support decision making and 
solve problems. 

Oil and gas production activities are complex and generate a significant amount of 
information. Managers must deal with a large quantity of information and assess the quality 
of the information to support the decisions they make. Work is generally planned using 
information from different teams. This information needs to be communicated to appropriate 
personnel in a clear, timely and efficient manner to ensure continuity of operations.  

Unit assessment requirements 

This unit must be assessed using evidence from real work activities. For further details, please 
refer to Appendix A: Assessment rules. 

Simulation is not permitted for this unit.  

Range statements 

The range statements must be read in conjunction with the assessment criteria to which they 
relate. All items in the range must be covered, except for items that follow an ‘e.g.’ 

1 Be able to lead meetings on oil and gas production activities 

1.1 Organise meetings:  

● plan a clear agenda and invite attendees  

● allocate resources to ensure successful meeting outcomes 

● distribute materials before the meeting to avoid information download during 
meeting. 

1.2 Purpose of meeting:  

● identify issues for group discussion leading to problem solving. 
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1.3 Chair meetings: 

● ensure sufficient time for discussion  

● consider inputs from all parties  

● invite contributions from all personnel 

● allocate time for discussing topics in accordance with importance, urgency and 
complexity. 

1.4 Leadership style:  

● able to adapt leadership approach to address different issues, e.g. dominant versus 
consensus styles 

● open to different views on issues 

● good listening skills 

● able to control time appropriately. 

1.5 Communicate location work plans:  

● clearly and in a timely manner 

● secure commitment from all action parties to achieve plan. 

1.6 Resolve problems:  

● focus on meeting agenda for problem solving 

● allow issue owners to explain causes of problem 

● lead on problem solving to address issues 

● identify action parties and follow-up. 

1.7 Ensure appropriate recording:  

● allocate resources to record notes/minutes 

● ensure accurate and concise record of agreed action parties and timeline 

● issue notes/minutes of meeting in a timely manner. 

2  Be able to manage information to aid decision making for oil and gas production 
activities 

2.1 Obtain accurate information relating to:  

● future business operations, e.g. planned turnaround or simultaneous operations in 
own installation 

● existing production operations, including issues and limitations, e.g. bottlenecks, 
availability of hardware and resources. 

2.2 Interpret complex information: 

● consider all options related to technical, engineering or production operations 

● facilitate brainstorming of options to address issues 

● prioritise options. 
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2.3 Decision making: 

● establish selection criteria for possible options  

● select and decide on options 

● confirm choice and get commitment of all action parties to follow up 

● allocate action parties with clear deadlines. 

3 Be able to communicate information relating to oil and gas production decisions 
to relevant personnel 

3.1 Share information with staff on production decisions from meetings: 

● orally to staff affected for urgent action items  

● written – the timely issue of meeting notes/minutes. 

3.2 Advice to staff:  

● in a timely manner 

● current, relevant and accurate  

● aligned to business requirements 

● consistent with company policy, cost and resource constraints. 

3.3 Share lessons learnt and best practice:  

● lessons learnt from audits and reviews 

● share HSE incidents, e.g. HSE alerts 

● best practice from industry including competitors, e.g. production and maintenance 
practices, HSE performance 

● presented in a manner, level and pace that is appropriate to the receiver. 

4 Be able to use information technology to improve business operations 

4.1 Use of information technology systems: 

● recognise availability of IT data affecting own work 

● analyse data trending  

● use available IT systems to generate reports and analysis 

● use of available IT resources, e.g. IT hardware and staff. 

4.2 Use of computerised control system: 

● extract appropriate reports from the computerised control system 

● analyse process trends to identify plant process bottlenecks  

● improve plant process operations by de-bottlenecking identified process issues. 
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4.3 Use of network systems: 

● be fully aware of company approved network tools and systems 

● use network tools to improve own and staff productivity, e.g. meetings, reports, 
information sharing. 

4.4 Computer issues: 

● awareness of IT capability and its associated IT security and data privacy issues 

● timely recognition of IT breaches 

● report and allocate resources to resolve IT issues. 
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Learning outcomes and assessment criteria 

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria outline 
the requirements that the learner is expected to meet to achieve the learning outcomes and the unit. 

 

Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

1 Be able to lead 
meetings on oil 
and gas 
production 
activities 

1.1 Organise meetings with personnel who have a stake in the 
content of the meeting  

   

1.2 Establish the purpose of meetings in relation to oil and gas 
production activities with other personnel  

   

1.3 Chair meetings by controlling the focus of discussions     

1.4 Demonstrate a leadership style that is appropriate for meetings    

1.5 Communicate location work plans relating to oil and gas 
production activities  

   

1.6 Resolve problems relating to oil and gas production activities in 
the meeting 

   

1.7 Ensure appropriate recording of meeting outcomes    

2 Be able to manage 
information to aid 
decision making 
for oil and gas 
production 
activities 

2.1 Obtain accurate information on factors affecting current and 
future business oil and gas production operations  

   

2.2 Interpret complex information from all aspects affecting its 
production operations  

   

2.3 Evaluate the validity and reliability of oil and gas production 
activity information to enable effective decision making  
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Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

3 Be able to 
communicate 
information 
relating to oil and 
gas production 
decisions to 
relevant personnel  

3.1 Disseminate information to staff based on oil and gas 
production decisions agreed at meetings  

   

3.2 Provide advice to staff that is consistent with business 
requirements 

   

3.3 Share lessons learnt and best practice with peers and senior 
management 

   

4 Be able to use 
information 
technology to 
improve business 
operations 

4.1 Use information technology systems for planning future work    

4.2 Use computerised control systems within the oil and gas facility 
process control to enhance data acquisition 

   

4.3 Use network systems for reporting and communication 
purposes  

   

4.4 Direct all computer issues through the appropriate personnel    
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Unit 4: Manage Operations and Asset Integrity 

Level: 4 

Unit type: Mandatory 

Guided learning hours: 140 

Unit summary 

This unit gives learners the knowledge, understanding and skills that a supervisor needs to 
manage the technical integrity and safety of oil and gas producing or processing facilities. 

Supervisors working in oil and gas installations need to constantly manage hazard barriers 
and controls whilst balancing production priorities. Supervisors must ensure the availability of 
process plant and equipment in accordance with company operating practices and 
procedures. This requires the plant to be operated according to up-to-date operating 
envelopes for alarms and overrides, Permit to Work systems, and efficient and effective 
handovers. Supervisors must also ensure there are sufficient numbers of appropriately 
qualified and experienced personnel in all HSSE critical roles. 

Unit assessment requirements 

This unit must be assessed using evidence from real work activities. For further details, please 
refer to Appendix A: Assessment rules. 

Simulation is not permitted for this unit.  

Range statements 

The range statements must be read in conjunction with the assessment criteria to which they 
relate. All items in the range must be covered, except for items that follow an ‘e.g.’ 

1 Be able to manage process operations of oil and gas facilities 

1.1 Asset integrity and process safety requirements:  

● organisational standards, procedures, manuals and data sheets for all equipment 
and processes 

● manufacturer and technical information for facility equipment on board and at site 

● up-to-date design and safe operational envelope of facility process and equipment. 

1.2 Assurance for safety barriers: 

● safety-critical elements (SCE): types and functions 

● performance standards of SCE: actual versus design 

● test criteria for SCE 

● up-to-date test records of all SCE in own facility. 
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1.3 Permit to Work system: 

● principles of permitry 

● Permit to Work management (roles of parties) 

● control and reviews. 

1.4 Information technology (IT) security: 

● level of access 

● users control. 

1.5 Manage alarm systems: 

● in accordance with company alarm management guidelines 

● manage alarm functions, settings and limits of all facility protective equipment, 
including SCE 

● make proposals to rationalise, e.g. instrument protective function (IPF) reviews 

● apply prudential control (actions to respond). 

1.6 Process operations: 

● control overrides 

● temporary repairs and equipment 

● passing valves 

● lock open and lock close registers 

● risk assessments. 

1.7 Handover of facility: 

● shifts 

● maintenance 

● communication of activities and responsibilities. 

2 Be able to develop personnel working in HSSE roles 

2.1 HSSE training requirements: 

● competence requirements for all HSSE roles 

● legislative requirements. 

2.2 Competency certification checks: 

● track validity 

● dates for recertification 

● development plan to maintain requirements. 
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2.3 Monitoring of contractors: 

● competency requirements (define and communicate) 

● competency assessment 

● review and feedback. 

2.4 Non-compliance with HSSE critical requirements: 

● notify deviations in line with management of change guidelines. 

3 Be able to manage resources, plant process and equipment 

3.1 Technical expertise: 

● technical authorities (internal and external) 

● company guidelines 

● design engineering practice, international engineering standards, e.g. API, BS 
Standards. 

3.2 Equipment inspection: 

● major critical static equipment, e.g. boilers, pressure vessels, ball valves 

● major rotating equipment  

● follow company guidelines for inspection and audit management. 

3.3 Maintaining equipment – equipment basic care (EBC): 

● including temporary and standby equipment 

● follow manufacturers’ routine maintenance guidelines. 

3.4 Risk assessment: 

● equipment and system analysis to ensure fitness for purpose 

● level of approval for deviation beyond design. 

3.5–3.6 Facility change requests: 

● monitoring and implementation of all changes (within safe design limits) 

● hazardous operation (HAZOP) and hazard identification (HAZID) activities 

● provision of operations inputs to new facilities 

● follow-up documentation on changes to facilities. 

3.7 Maintenance management: 

● in line with company maintenance philosophy and strategy  

● compliance with maintenance schedules and standards 

● execution of corrective and preventive maintenance 

● root cause failure analysis (RCFA) 

● potential problem analysis and sharing of lessons learned.
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Learning outcomes and assessment criteria 

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria outline 
the requirements that the learner is expected to meet to achieve the learning outcomes and the unit. 

 

Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

1 Be able to manage 
process operations 
of oil and gas 
facilities 

1.1 Explain asset integrity, including wells and process safety 
requirements 

   

1.2 Describe the assurance tasks that ensure all safety-critical 
elements of facility safety barriers are operated and maintained 

   

1.3 Manage the Permit to Work (PTW) system effectively to ensure 
safe working practices 

   

1.4 Demonstrate appropriate actions to ensure information 
technology (IT) security of process control domains 

   

1.5 Demonstrate appropriate management of alarm systems    

1.6 Conduct process operations in accordance with company 
procedures and guidelines 

   

1.7 Conduct appropriate handover of facilities and equipment    

2 Be able to develop 
personnel working 
in HSSE roles 

2.1 Describe the HSSE training requirements for own facility    

2.2 Carry out appropriate competency certification checks for staff 
in all HSSE critical roles 

   

2.3 Demonstrate appropriate monitoring of HSSE competences of 
contractors 

   

2.4 Demonstrate appropriate actions for non-compliance with HSSE 
critical requirements  
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Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

3 Be able to manage 
resources, plant 
process and 
equipment 

3.1 Explain the expertise required for asset integrity and 
operational safety 

   

3.2 Perform routine equipment inspections and audits in 
accordance with organisational requirements 

   

3.3 Demonstrate appropriate management of equipment basic 
care in accordance with the manufacturer’s design 

   

3.4 Carry out appropriate risk assessment on functionally degraded 
equipment and/or systems 

   

3.5 Implement approved facility changes, recording all changes     

3.6 Provide suitable operational inputs to new projects to ensure 
safety and operability of new facilities  

   

3.7 Manage first-line maintenance to ensure compliance with 
facility maintenance management  
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Unit 5: Manage Maintenance Activities 

Level: 4 

Unit type: Optional 

Guided learning hours: 140 

Unit summary 

This unit gives learners the knowledge, understanding and skills to manage various 
maintenance activities and to ensure operational availability of oil and gas installations. These 
include the leading, planning, coordinating, executing and closing of all maintenance activities. 

Proper planning and coordination of maintenance activities are critical to ensure the safe and 
efficient operations of oil and gas installations. Maintenance supervisors are responsible for 
ensuring that all planned and corrective maintenance activities, facilities and equipment, are 
being executed safely and in accordance with the company maintenance plan. 

Learners will continuously review and identify improvements to increase the availability of all 
equipment and to improve overall continuity of production. Learners are expected to use the 
computer maintenance management system as an analysis and management tool. Learners 
are also expected to develop the people under their supervision in the areas of maintenance 
and troubleshooting skills 

Unit assessment requirements 

This unit must be assessed using evidence from real work activities. For further details, please 
refer to Appendix A: Assessment rules. 

Simulation is not permitted for this unit.  

Range statements 

The range statements must be read in conjunction with the assessment criteria to which they 
relate. All items in the range must be covered, except for items that follow an ‘e.g.’ 

1 Be able to manage planned maintenance (PM) activities 

1.1 Plan and allocate resources for medium-term maintenance activities: 

● to cover immediate to full roster cycles, e.g. 14-day lookahead for a two-week roster  

● medium term: 3-6-month lookahead  

● manpower, logistics and materials 

● make use of maintenance opportunities, e.g. shutdown windows, operational 
constraints. 
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1.2 Plan and allocate resources for short-term maintenance activities: 

● short term (maintenance tasks that take place at least once every three months) 

● computer maintenance management system (CMMS) jobs 

● job hazard analysis, including toolbox meetings 

● distribution of tasks that incorporate staff competence development. 

1.3 Procedures for isolating and de-isolating equipment: 

● HSSE guidelines and standards, including job hazard analysis, toolbox meetings and 
Permit to Work system 

● company procedures and standards 

● communication with staff involved. 

1.4 Verify and validate maintenance works: 

● preventive tasks completed in accordance with company specifications and 
manufacturers’ manuals 

● potential problem analysis and communication. 

1.5 Mange maintenance data reports: 

● use CMMS 

● monitor key maintenance reporting data for improvement 

● follow maintenance strategy and key maintenance tracking indicators. 

1.6 Monitor effectiveness of maintenance: 

● key maintenance parameters, including 

o maintenance backlog 

o equipment availability 

o corrective maintenance versus preventive maintenance (CM/PM) ratio 

o equipment availability  

o average time between failures. 

1.7 Improve maintenance effectiveness: 

● maintenance analysis methodologies, including reliability-centred maintenance 
(failure mode and effect analysis, failure characteristics analysis) 

● make recommendations to achieve optimum maintenance tasks and frequency. 

2 Be able to manage corrective maintenance (CM) activities  

2.1 Plan and allocate resources for corrective maintenance: 

● evaluate criticality of faults and their impact on existing operations 

● organise resources to rectify faults  

● raise vendor work orders (if required) including inputs to work pack, job method 
statement, cost, and other relevant information. 
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2.2 Fault analysis: 

● analysis of reasons for underperformance 

● compliance with HSSE and operational guidelines and standards 

● maintenance strategy and guidelines 

● techniques for root cause fault analysis  

● planning and coordination of third-party vendors for major maintenance 

● potential problem analysis and sharing of lessons learned. 

2.3–2.4 Initiate and coordinate back-up maintenance requests: 

● liaise with maintenance specialist in office and vendors 

● evaluate if additional request for maintenance specialists is required to resolve 
potential causes that exceed frontline maintenance capabilities 

● raise work order to obtain additional specialist supports, if required 

● liaise with company specialist support (and vendors, if required) to resolve issue. 

2.5 Analyse equipment failure reports to identify problems: 

● joint analysis of under-performance equipment with specialist support to identify 
root causes 

● ensure compliance with HSSE and operational guidelines and standards 

● in accordance with maintenance strategy and guidelines. 

2.6 Management of change: 

● for non-compliance maintenance activities or work scope beyond frontline 
capabilities 

● organisational guidelines and standards for change control. 

3 Be able to manage maintenance materials 

3.1 Manage critical spares: 

● follow material stocking guidelines for site stores 

● ensure minimum stock levels. 

3.2 Preservation considerations of stock materials: 

● mechanical  

● electronics/electrical 

● chemicals/hazardous materials. 
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3.3 Analyse stocks in site stores: 

● review minimum spares required on-site, including fuels, lubricants and chemicals 

● identify opportunities for sharing of spares 

● review purchasing process and logistics to acquire materials 

● review special requirements for materials storage including legislative and company 
requirements. 

4 Be able to develop maintenance capability of staff 

4.1 Staff maintenance capability requirements: 

● functional maintenance capability (numbers and skills) 

● HSE capability. 

4.2 Competence development plans for staff: 

● staff 

o direct reports 

o non-maintenance staff 

o contractors 

● development planning 

o short term to meet immediate job needs 

o long term to meet staff personal development and future business needs. 

4.3 Monitor and review development plans: 

● carry out formal discussions with individual staff about development. 

4.4 Mentoring and coaching staff: 

● appoint coaches and mentors to staff within teams 

● encourage sharing of knowledge through internal coaching and mentoring amongst 
staff  

● carry out informal mentoring and coaching, e.g. make use of coachable moments at 
worksites. 
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Learning outcomes and assessment criteria 

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria outline 
the requirements that the learner is expected to meet to achieve the learning outcomes and the unit. 

 

  

Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

1 Be able to manage 
planned 
maintenance (PM) 
activities 

1.1 Plan and allocate resources for medium-term planned 
maintenance activities 

   

1.2 Plan and allocate resources for short-term planned 
maintenance activities 

   

1.3 Ensure that correct procedures are followed to isolate and de-
isolate equipment for maintenance tasks 

   

1.4 Demonstrate appropriate verification and validation of all 
maintenance works 

   

1.5 Manage maintenance data records to ensure the timely and 
accurate reporting of all completed tasks 

   

1.6 Monitor maintenance effectiveness, referring to key 
maintenance parameters 

   

1.7 Recommend actions to improve maintenance effectiveness     
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Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

2 Be able to manage 
corrective 
maintenance (CM) 
activities 

2.1 Plan and allocate resources for corrective maintenance activities    

2.2 Lead root cause fault analysis to ensure timely execution of 
first-line corrective maintenance  

   

2.3 Demonstrate appropriate actions to initiate a back-up (office 
support) maintenance request 

   

2.4 Coordinate third-party maintenance activity to ensure full 
compliance with the work order  

   

2.5 Analyse equipment failure reports and trends to identify 
problems  

   

2.6 Apply management of change procedures for non-compliance 
maintenance work 

   

3 Be able to manage 
maintenance 
materials 

3.1 Manage critical spares stock on-site    

3.2 Apply appropriate preservation methods for all maintenance 
materials held in stock 

   

3.3 Analyse site stores to track consumables    

4 Be able to develop 
the maintenance 
capability of staff 

4.1 Identify maintenance capability requirements of staff on-site    

4.2 Produce competence development plans for staff    

4.3 Monitor and review development plans to ensure that all critical 
maintenance competences are being met 

   

4.4 Provide mentoring and coaching to staff    
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Declarations 

I confirm that the evidence for this unit is authentic and a true representation of my own work. 
Learner name: ______________________________________________________________   
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I confirm that the evidence for this unit is authentically that of the learner whose name and signature appears above. The assessment 
has been carried out in accordance with any specified assessment requirements for the unit and qualification.  

Assessor name:  ____________________________________________________________  

Assessor signature: _________________________________________________________  

 

Date: _______________________________________  

Internal verifier signature: __________________________________________________  
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Date: _______________________________________  
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Unit 6: Manage Turnaround and Project 
Implementation 

Level: 4 

Unit type: Optional 

Guided learning hours: 160 

Unit summary 

This unit gives learners the knowledge, understanding and skills to lead turnaround and 
projects in accordance with company guidelines. These activities are critical for the effective 
operation of oil and gas installation during simultaneous operations. 

Maintenance supervisors must ensure the effective execution of projects during simultaneous 
operations involving production, engineering and major maintenance. During this complex 
activity, the maintenance supervisor needs to prepare the initial work pack, including 
maintenance works that cannot be executed during normal operations. This requires 
planning and allocating resources, preparation of the facility and review of the works on 
completion of the project. These projects will involve their own staff and other project teams, 
including contractors who may not be familiar with the installation.  

Unit assessment requirements 

This unit must be assessed using evidence from real work activities. For further details, please 
refer to Appendix A: Assessment rules. 

Simulation is not permitted for this unit.  

Range statements 

The range statements must be read in conjunction with the assessment criteria to which they 
relate. All items in the range must be covered, except for items that follow an ‘e.g.’ 

1 Be able to plan the operation activities during turnaround, engineering and major 
maintenance projects  

1.1 Project management and company guidelines: 

● project management guidelines for engineering  

● company guidelines on turnaround management of the facility. 

1.2 Plan work pack: 

● estimation of project materials, including contingencies and basis for estimation  

● development of project schedule, e.g. Gantt chart with key milestones 

● turnaround and project activities for ongoing maintenance activities. 
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1.3 Plan for implementation of turnaround and projects: 

● schedule with milestones 

● allocation of resources (manpower and materials) 

● health, safety and environment (HSE) considerations to cover overlaps and gaps 

● communication with turnaround project teams. 

1.4 Shutdown and start-up readiness review: 

● HSE considerations and safety-critical elements 

● approved spading list 

● readiness of emergency responses  

● system and equipment isolation, hazardous materials handling 

● shutdown and start-up procedures. 

1.5 Close-up of issues arising from peer-assist reviews: 

● allocate resources to close up outstanding issues 

● validate closed up actions 

● communicate to staff and project teams. 

2 Be able to prepare the facility for pre-mobilisation of project execution 

2.1 Pre-activity safety process: 

● equipment, process and resources readiness 

● emergency shutdown  

● isolation and spading requirements  

● functional tests of all equipment, e.g. valid equipment passport. 

2.2–2.3 Prioritise and communicate joint turnaround and project activities: 

● integrate activity planning to ensure no conflict in roles between parties 

● hold regular reviews between turnaround and project teams 

● communicate to staff and contractors. 

3 Be able to coordinate site teams during projects 

3.1 Isolation and de-isolation of equipment for project tasks: 

● Permit to Work system 

● isolation and de-isolation procedures 

● spading list 

● turnaround management guidelines, standards and procedures, e.g. hot bolting and 
lead grouting of the flanges joint integrity inspection during the turnaround 

● compliance with SIMOPS requirements. 
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3.2 Job hazard analysis: 

● toolbox meetings and talks prior to start of the work 

● joint inspection 

● site safety case. 

3.3 Handover of equipment and facility: 

● between teams, assets to project or maintenance teams 

● maintenance or facility changes 

● company guidelines for handover, including Permit to Work management. 

3.4 Manage work teams: 

● compliance with project work scope and company requirements  

● in accordance with company HSSE guidelines and procedures 

● ongoing maintenance and project activities. 

4 Be able to manage the takeover of facilities on completion of turnaround and/or 
project 

4.1 Review completed works: 

● in accordance with agreed scope 

● as part of a joint post-activity verification team 

● sign off certificate of fitness on satisfactory verification. 

4.2 Facilities start-up: 

● prepare start-up of facilities in accordance with post-activity start-up procedures 
and guidelines 

● gas test and leak check 

● allocate resources for start-up 

● support start-up of facilities. 

4.3 Documentation of facility changes: 

● liaise with appropriate persons to update as-built drawings 

● keep marked-up drawings on-site. 

4.4 Post-implementation review: 

● share lessons learned 

● make suggestions for improvement. 

4.5 Demobilise materials and resources on completion of turnaround or other projects: 

● demobilise project teams in a timely manner 

● demobilise contractors in a timely manner 

● relocate surplus materials. 
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Learning outcomes and assessment criteria  

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria outline 
the requirements that the learner is expected to meet to achieve the learning outcomes and the unit. 

 

Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

1 Be able to plan the 
operation activities 
during turnaround, 
engineering and 
major 
maintenance 
projects 

1.1 Explain project management and company guidelines for 
project activities, including turnaround of the facility 

   

1.2 Plan work pack to ensure turnaround and project activities 
incorporate all maintenance activities  

   

1.3 Develop a suitable plan to ensure successful implementation of 
turnaround and projects for own team 

   

1.4 Carry out a readiness review of start-up and shutdown    

1.5 Follow up action plan to close all issues identified during peer 
assist review sessions 

   

2 Be able to prepare 
the facility for pre-
mobilisation of 
project execution 

2.1 Carry out appropriate pre-activity safety procedures    

2.2 Prioritise ongoing maintenance activities to ensure safe and 
smooth execution of the project 

   

2.3 Disseminate reprioritised activities and site-specific procedures 
to relevant parties 
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Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

3 Be able to 
coordinate site 
teams during 
projects 

3.1 Ensure equipment is correctly Isolated and de-isolated for 
project tasks 

   

3.2 Conduct a site job hazard analysis to allow concurrent execution 
of turnaround and project works  

   

3.3 Demonstrate correct handover procedures for equipment and 
facility 

   

3.4 Explain how to manage work teams to ensure successful 
maintenance and engineering project activities 

   

4 Be able to manage 
the takeover of 
facilities on 
completion of 
turnaround and / 
or project  

4.1 Review completed works to ensure they are in accordance with 
agreed standards and requirements 

   

4.2 Demonstrate appropriate coordination and support during 
facility start-up  

   

4.3 Ensure appropriate mark-up of drawings to document facility 
changes 

   

4.4 Demonstrate effective contribution to a post-project 
implementation review 

   

4.5 Carry out effective demobilisation of materials and resources on 
completion of turnaround or other projects 
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Declarations 

I confirm that the evidence for this unit is authentic and a true representation of my own work. 
Learner name: ______________________________________________________________   

Learner signature: __________________________________________________________  Date: _______________________________________  

I confirm that the evidence for this unit is authentically that of the learner whose name and signature appears above. The assessment 
has been carried out in accordance with any specified assessment requirements for the unit and qualification.  

Assessor name:  ____________________________________________________________  

Assessor signature: _________________________________________________________  

 

Date: _______________________________________  

Internal verifier signature: __________________________________________________  
(if sampled) 

Date: _______________________________________  
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Unit 7: Manage Process Plant and Well Integrity 

Level: 4 

Unit type: Optional 

Guided learning hours: 120 

Unit summary 

This unit gives learners the knowledge, understanding and skills that a production supervisor 
needs to deal with process facility and well integrity in an oil and gas environment to ensure 
optimal production operations. 

Production supervisors oversee the process to ensure well integrity in oil and gas production 
facilities. Oil and gas facilities, including oil and gas wells, are hazardous environments that 
need to function safely in accordance with their design limits. Policies and procedures in 
relation to safe operations need to be implemented rigorously. 

Oil and gas production facilities use equipment that needs to be secured against accidental 
and malicious damage. Procedures must be enforced to ensure that only authorised 
personnel are allowed in the facilities or specific areas within the facilities. 

The production supervisor needs to ensure that all facility processes and wells operate in 
accordance with the design limits and in compliance with company guidelines and 
procedures.  

Unit assessment requirements 

This unit must be assessed using evidence from real work activities. For further details, please 
refer to Appendix A: Assessment rules. 

Simulation is not permitted for this unit.  

Range statements 

The range statements must be read in conjunction with the assessment criteria to which they 
relate. All items in the range must be covered, except for items that follow an ‘e.g.’ 

1 Understand the function and operation of oil and gas processes 

1.1 Surface process operations:  

● single line piping and instrument drawings 

● wellhead system  

● oil and gas processing (oil and gas separation, dehydration and compression 
systems) 

● utility systems. 
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1.2 Downhole completion:  

● well completion drawing of own facility 

● different types of well completion. 

1.3 Hazardous area classification of facility: 

● zone classification of facility 

● risks involved. 

1.4 Sub-surface reservoir: 

● oil and gas reservoir layout and characteristics 

● impact of characteristics on well behaviour and production (produced sand, water). 

1.5 Operation of wells and wellbore: 

● model inflow and outflow performance of well  

● down hole completion status 

● problematic wells 

● wellhead maintenance programme. 

1.6 Use of chemicals: 

● purpose 

● types of chemical 

● consequences of chemical injection for production operations. 

1.7 By-products from site:  

● produced water 

● sand 

● H2S 

● emulsion. 

1.8 Piping layout: 

● within own facility 

● inter-fields of neighbouring facilities and terminals. 

1.9 Pipeline maintenance: 

● comply with all company inspection requirements 

● apply correct inspection techniques 

● ensure safe pigging operations. 
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2 Be able to operate and maintain wells 

2.1 Wellbore risk management: 

● obtain annulus pressure report 

● conduct sub-surface safety valve cycling test. 

2.2 Recommendations to optimise well operations: 

● operational-suspension actions for problematic wells 

● provide optimisation of sub-surface well stimulation of own facility. 

2.3 Organise well tests: 

● plan well tests in accordance with production programme 

● allocate resources for well tests 

● isolate and de-isolate wells and handover to well test team 

● ensure strict compliance with company HSE and operational requirements 

● take over wells after test. 

2.4 Optimise sub-surface reservoir: 

● use well stimulation and technologies, including chemical injection (chemical 
inhibitor, oxy scavenger) 

● manage sand and contaminants (H2S, CO2)  

● carry out water or gas or mixture injection. 

2.5 Coordinate wire-line operations: 

● plan wire-line operations in own facility 

● allocate resources to carry out workover 

● isolate and de-isolate well for wire-line operations 

● hand over wells to wire-line crews  

● ensure strict compliance with company HSE and operational requirements 

● take over wells after wire-line operations. 

2.6 Start up and shut down wells: 

● to include allied facilities 

● ensure all shutdown wells are depressurised, cooled, removed of hazardous 
substances, process fluids and purged 

● ensure safe disposal of residue in accordance with company guidelines 

● start up wells in accordance with company standard operating procedures (SOP). 
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3 Be able to maximise facility operations 

3.1 Facility operations: 

● facility processes and equipment 

● associated utilities (water, compressed air and electricity). 

3.2 Facility processes and equipment operational limits: 

● company technical integrity and process safety standards 

● within design limits/envelope 

● deviation control if exceeded. 

3.3 Certify facility: 

● ensure strict compliance with company technical integrity standards 

● comply with statutory requirements 

● all safety-critical elements, including vessel, pipes, lifting equipment, safety relief 
valves 

● maintenance of test certificates/documentation. 

3.4 Validate and certify metering and provers: 

● to cover all meters and provers used in own locations 

● ensure maintenance is executed as per scheduled maintenance plan 

● organise regular metering and prover tests and certification by third party 

● maintain up-to-date test records of metering and provers. 

3.5 Logistics for inter-station and inter-facility movement: 

● scheduled and unscheduled visits 

● company standards for sea/air transfers during bad weather 

● transfer of dangerous goods, e.g. flammable fluids and chemicals. 

3.6 Monitoring and tracking of operational consumable stock: 

● hardware consumables, including pig discs, sampling bottles, spare parts and tools 

● fuels, lubricants, diesel and drinking water  

● chemicals, such as glycol and corrosion inhibitors 

● storage of stock, including safe handling of chemicals and dangerous goods 

● preservation of stock 

● use of operational spares. 
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Learning outcomes and assessment criteria 

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria outline 
the requirements that the learner is expected to meet to achieve the learning outcomes and the unit. 

 

Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

1 Understand the 
function and 
operation of oil 
and gas processes 

1.1 Explain the overall surface process operations from wellheads 
to export point 

   

1.2 Explain downhole completion status and requirements    

1.3 Explain hazardous area classification of facility and processes    

1.4 Describe the basic sub-surface reservoir for a given field    

1.5 Explain the operation of wells and wellbores associated with the 
facility 

   

1.6 Explain the uses of chemicals in oil extraction     

1.7 Identify the by-products of oil extraction    

1.8 Explain piping layout of own facility in relation to the shore and 
its neighbouring installations 

   

1.9 Explain the pipeline maintenance requirements, including 
pigging operations 
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Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

2 Be able to operate 
and maintain wells 

2.1 Carry out appropriate wellbore risk management procedures    

2.2 Make suitable recommendations to optimise well operations    

2.3 Organise well tests in accordance with plans and company 
procedures 

   

2.4 Optimise the sub-surface reservoir through the use of 
appropriate well stimulation and technologies 

   

2.5 Coordinate appropriate wire-line operations    

2.6 Demonstrate the correct start-up and shutdown of wells     

3 Be able to 
maximise facility 
operations 

3.1 Carry out checks to ensure all facility processes, equipment and 
associated utilities are operational 

   

3.2 Carry out checks to ensure all facility processes and equipment 
operate within the design envelope and comply with statutory 
requirements 

   

3.3 Carry out appropriate checks to certify the facility, ensuring 
compliance with asset integrity and legislative safety 
requirements  

   

3.4 Carry out appropriate checks to validate and certify all metering 
and provers 

   

3.5 Manage logistics effectively for inter-station and inter-facility 
movement 

   

3.6 Demonstrate effective monitoring and tracking of operational 
consumable stocks 
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Declarations 

I confirm that the evidence for this unit is authentic and a true representation of my own work. 
Learner name: ______________________________________________________________   

Learner signature: __________________________________________________________  Date: _______________________________________  

I confirm that the evidence for this unit is authentically that of the learner whose name and signature appears above. The assessment 
has been carried out in accordance with any specified assessment requirements for the unit and qualification.  

Assessor name:  ____________________________________________________________  

Assessor signature: _________________________________________________________  

 

Date: _______________________________________  

Internal verifier signature: __________________________________________________  
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Date: _______________________________________  
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Unit 8: Manage Upstream Production and 
Operations Optimisation 

Level: 4 

Unit type: Optional 

Guided learning hours: 140 

Unit summary 

Production supervisors manage the production of oil and gas. In this unit, learners will learn 
how to optimise and enhance the operations of oil and gas facilities. They will learn to adopt 
various production techniques to increase oil and gas recovery, and hence its production 
capacity. This unit also covers the protection of oil and gas reservoirs and production facilities, 
including wells, pipes and equipment. 

Learners will develop the skills to be a production supervisor, to manage operations and 
production optimisation of oil and gas installations within design limits and in accordance 
with company guidelines. Learners will ensure that all facilities are managed professionally 
and safely, including transfer of facilities for maintenance and between shifts. 

Unit assessment requirements 

This unit must be assessed using evidence from real work activities. For further details, please 
refer to Appendix A: Assessment rules. 

Simulation is not permitted for this unit.  

Range statements 

The range statements must be read in conjunction with the assessment criteria to which they 
relate. All items in the range must be covered, except for items that follow an ‘e.g.’ 

1 Be able to organise wells, piping and disposal operations  

1.1 Well test programmes:  

● comply with approved production programmes 

● in accordance with company guidelines for production operations 

● in accordance with national and international standards for upstream activity. 

1.2–1.4 Analyse and manage well operations: 

● track well performance and produce well ranking and well analysis report 

● identify problematic wells and produce a problematic well advice report for own 
location 

● recommend and replace wells to ensure continued production rates. 
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1.5 Subsea surface safety valve functional test: 

● perform function tests of SSSV and SSV and report  

● in accordance with company procedures. 

1.6 Organise pigging operations: 

● monitor piping conditions 

● select pigging tools 

● supervise operations and report outcomes. 

1.7 Disposal and vent discharges: 

● follow national guidelines and standards, e.g. technically enhanced naturally-
occurring radioactive material (TENORM) 

● manage sand, oil and water composition discharge  

● manage gas venting 

● report deviation from standards and guidelines. 

2 Be able to optimise oil and gas production 

2.1 At least four of the following enhanced oil recovery techniques: 

● artificial lift using water or gas 

● water injection 

● acidizing 

● chemical injection 

● chokes 

● work-over of wells 

● back pressure controls. 

(For any recovery techniques that are not evidenced, learners must explain how and when 
they are used.) 

2.2 Protect wells, pipes and process equipment: 

● protection from scale formation, hydrate, wax and corrosion  

● controlled use of appropriate chemicals and water injections 

● control of sand from wells 

● to ensure an optimal balance of production against corrosion of surface equipment. 

2.3 Plan production operations: 

● to ensure improved reservoir management 

● avoid flooding of slug-catcher  

● avoid tank tops and tank bottoms. 
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3 Be able to manage offshore production process operations 

3.1 Compliance with all HSSE guidelines and procedures during production: 

● Permit to Work 

● job hazard analysis  

● up-to-date location safety case 

● safety-critical elements, including safety overrides, lock out, tag out. 

3.2 Control of facility shutdown and start-up: 

● unit shutdown and start-up 

● total facility shutdown and start-up (black start-up) 

● unplanned and planned 

● compliance with company operational guidelines and procedures. 

3.3 Handover of offshore production facilities: 

● maintenance 

● facility changes  

● shift changes. 

3.4 Optimisation of process controls: 

● management of topside back pressure 

● optimal controller tunings. 

3.5 Manage process upsets and irregularities: 

● uncontrolled release of gases 

● discharge of oil and chemicals to the environment 

● loss of process controls and unplanned shutdown. 
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Learning outcomes and assessment criteria 

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria outline 
the requirements that the learner is expected to meet to achieve the learning outcomes and the unit. 

 

Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

1 Be able to organise 
wells, piping and 
disposal 
operations  

1.1 Coordinate well test programmes, ensuring full compliance with 
standards and guidelines 

   

1.2 Analyse and manage the performance of wells to resolve 
problems 

   

1.3 Organise well tests in accordance with company guidelines    

1.4 Propose actions to address problematic wells    

1.5 Demonstrate correct testing procedures for the subsea surface 
valve 

   

1.6 Organise pigging operations in accordance with company 
guidelines 

   

1.7 Manage disposal and vent discharges in accordance with 
national standards and guidelines 

   

2 Be able to optimise 
oil and gas 
production 

2.1 Increase the production capability of wells through enhanced oil 
recovery techniques  

   

2.2 Use appropriate techniques to protect wells, pipes and process 
equipment  

   

2.3 Plan effective production operations through the use of 
appropriate well bean sizes  
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Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

3 Be able to manage 
offshore 
production 
process operations  

3.1 Carry out effective offshore production in accordance with HSSE 
guidelines and procedures 

   

3.2 Control facility shutdown and start-up processes in accordance 
with company guidelines and procedures 

   

3.3 Demonstrate appropriate handover processes for offshore 
production facilities 

   

3.4 Optimise process controls to increase production capacity     

3.5 Manage process upsets and irregularities appropriately to 
ensure safe operations 

   

Declarations 

I confirm that the evidence for this unit is authentic and a true representation of my own work. 
Learner name: ______________________________________________________________   

Learner signature: __________________________________________________________  Date: _______________________________________  

I confirm that the evidence for this unit is authentically that of the learner whose name and signature appears above. The assessment 
has been carried out in accordance with any specified assessment requirements for the unit and qualification.  

Assessor name:  ____________________________________________________________  

Assessor signature: _________________________________________________________  

 

Date: _______________________________________  

Internal verifier signature: __________________________________________________  
(if sampled) 

Date: _______________________________________  
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Unit 9: Manage Marine Operations 

Level: 4 

Unit type: Optional 

Guided learning hours: 130 

Unit summary 

Marine supervisors manage floating storage and offloading (FSO) and floating production and 
offloading (FPSO) facilities to optimise oil and gas production operations. Learners will follow 
national and international marine security standards, and manage FSO/FPSO stability 
operations. 

Learners will develop the skills as a marine supervisor on board the FSO/FPSO to manage and 
monitor all marine operations within design limits and in accordance with company, national 
and international guidelines. Learners will ensure that all FSO/FPSO operations are managed 
professionally and safely, including interface with the production and maintenance crews of 
oil and gas production facilities. 

Unit assessment requirements 

This unit must be assessed using evidence from real work activities. For further details, please 
refer to Appendix A: Assessment rules. 

Simulation is not permitted for this unit.  

Range statements 

The range statements must be read in conjunction with the assessment criteria to which they 
relate. All items in the range must be covered, except for items that follow an ‘e.g.’ 

1 Be able to carry out FSO or FPSO marine operations 

1.1 Types of marine classification: 

● allocation to class 

● maintenance of class 

● suspension of class as a result of non-compliance 

● withdrawal of class as a result of major issues. 

1.2 Different types of marine requirement: 

● flag state 

● local port authority requirements. 
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1.3 Safety of life at sea (SOLAS) emergency drills: 

● emergency drills to include the following scenarios: 

o fire and explosion 

o man overboard, including search and rescue 

o ship integrity issues arising from, e.g., bunkering or product offloading 
operations 

o abandon ship 

o ship collisions  

o power failures 

● follow the required reporting relationship with the installation manager during 
emergencies. 

1.4 Oil spill drills:  

● requirements of International Convention for the Prevention of Pollution from Ships 
(MARPOL) 

● location of MARPOL locker. 

1.5 Ship oil pollution emergency plan (SOPEP): 

● requirements during oil spills 

● explain the SOPEP plan 

● describe the location of SOPEP boxes 

● SOPEP compliance surveys. 

2 Be able to monitor and apply trim and stability of FSO or FPSO facilities 

2.1 Trim and stability computer program: 

● effect of trim and stability on the stress of the vessel 

● analysis of vessel stress and its effect on quantity of cargo. 

2.2 Bending moments: 

● effects of cargo movement on vessel stress. 

2.3 Control facilities during cargo movement: 

● to ensure proper cargo offloading 

● control ballast of FSO or FPSO. 

2.4 Manage forces during operations: 

● shear forces. 
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2.5 Control of storage ullages during operations: 

● loading 

● offloading. 

2.6 Free surface effects: 

● on vessel stability 

● distribution of load (partially loaded cargo tanks). 

2.7 Loading plan: 

● forward plan to avoid stress on vessel. 

3 Be able to apply security standards to FSO or FPSO facilities 

3.1 Impact of the international ship and port facility security (ISPS) codes in oil and gas 
operations: 

● which operations on FSO or FPSO are covered by ISPS codes  

● the requirements of these codes. 

3.2 Plan and implement the development and training of staff: 

● for ship security officers (SSO) and marine facility security officers (MFSO  

● maintain up-to-date training records for SSO and MFSO 

● ensure planned training for SSO and MFSO relates to competency levels of security. 

3.3 Designated person ashore (DPA): 

● link between vessel and management  

● safety and pollution prevention 

● relationship with shore-based supports. 

3.4 On-board security procedures: 

● control movement of personnel on board, including inter-facility movement and 
reporting of any trespassing of unauthorised personnel 

● comply with company and legislative requirements 

● check and monitor security devices. 

4 Be able to inspect cargo oil tanks (COT) 

4.1 Purpose of COT inspection: 

● compliance with legislative requirements 

● company requirements for technical integrity of COT. 

4.2 Oversee COT entry and inspection: 

● follow company and legislative requirements for vessel entry 

● take precautions and carry out pre-entry preparations. 
  



UNIT 9: MANAGE MARINE OPERATIONS 

Pearson BTEC International Level 4 Professional Diploma in Oil and Gas Facility Management –  
Specification – Issue 1 – March 2020 © Pearson Education Limited 2020 

72 

4.3 Return COT to service: 

● verify all COT inspections meet company and legislative requirements 

● take over COT as per company procedures 

● complete documentation. 
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Learning outcomes and assessment criteria 

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria outline 
the requirements that the learner is expected to meet to achieve the learning outcomes and the unit. 

 

Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

1 Be able to carry 
out FSO or FPSO 
marine 
operations 

1.1 Describe the different types of marine classification used in the 
industry  

   

1.2 Identify requirements relating to marine operations that are 
imposed by the flag state and local port authority 

   

1.3 Conduct effective drills for saving of life at sea (SOLAS)    

1.4 Conduct effective oil spill drills     

1.5 Explain the requirements of ship oil pollution emergency plans 
(SOPEP) 

   

2 Be able to 
monitor and 
apply trim and 
stability of FSO 
or FPSO facilities 

2.1 Control FSO or FPSO trim and stability using an appropriate 
computer program 

   

2.2 Explain bending moments of FSO or FPSO facilities during cargo 
movements 

   

2.3 Demonstrate effective control of FSO or FPSO facilities during 
cargo movement  

   

2.4 Manage forces during FSO or FPSO operations    

2.5 Demonstrate effective control of storage ullages during operations    

2.6 Explain the free surface effects of liquids in a cargo tank    

2.7 Prepare a loading plan in accordance with company standards and 
procedures 
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Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

3 Be able to apply 
security standards 
to FSO or FPSO 
facilities 

3.1 Explain the impact of the international ship and port facility 
security (ISPS) codes in oil and gas operations 

   

3.2 Plan and implement development and training to ensure staff 
are fully aware of their responsibilities and requirements 

   

3.3 Describe the roles and responsibilities of the designated person 
ashore (DPA) 

   

3.4 Coordinate security procedures on-board, complying with 
company and legislative requirements 

   

4 Be able to inspect 
cargo oil tanks 
(COT) 

4.1 Explain the purpose of COT inspections    

4.2 Oversee COT entry and inspection to ensure safe operations in 
accordance with company and legislative requirements 

   

4.3 Organise the return of the COT back to service in accordance 
with company and legislative requirements 

   

Declarations 

I confirm that the evidence for this unit is authentic and a true representation of my own work. 
Learner name: ______________________________________________________________   

Learner signature: __________________________________________________________  Date: _______________________________________  

I confirm that the evidence for this unit is authentically that of the learner whose name and signature appears above. The assessment 
has been carried out in accordance with any specified assessment requirements for the unit and qualification.  

Assessor name:  ____________________________________________________________  

Assessor signature: _________________________________________________________  

 

Date: _______________________________________  

Internal verifier signature: __________________________________________________  
(if sampled) 

Date: _______________________________________  
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Unit 10: Manage Marine Export Operations 

Level: 4 

Unit type: Optional 

Guided learning hours: 140 

Unit summary 

Export supervisors manage the oil and gas export operations on board FSO/FPSO facilities. 
Learners will apply and enforce various national and international standards, ensuring safe 
and efficient loading operations. 

Learners will develop the skills as an export supervisor on board FSO/FPSO facilities to 
manage and monitor all oil and gas offloading operations. These operations will be conducted 
within the appropriate design parameters (accuracies and tolerances) and in accordance with 
company, national and international guidelines. Learners will ensure that all FSO/FPSO export 
operations are managed professionally and safely, including liaison with the receiving tanker 
crews.  

Unit assessment requirements 

This unit must be assessed using evidence from real work activities. For further details, please 
refer to Appendix A: Assessment rules. 

Simulation is not permitted for this unit.  

Range statements 

The range statements must be read in conjunction with the assessment criteria to which they 
relate. All items in the range must be covered, except for items that follow an ‘e.g.’ 

1 Be able to manage batching operations 

1.1 Batching operations of FSO/FPSO facilities: 

● ship stop  

● FSO or FPSO stop 

● batch operations and their significance. 

1.2 Manage export batch operations: 

● batching procedures (stop, start/restart) 

● HSE considerations and compliance 

● endorsed offtake record. 
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1.4 Manage activities during batching operations: 

● sampling for product quality 

● manage ullages of tanks in the FSO or FPSO facility  

● take necessary precautions to avoid any safety issues. 

2 Be able to manage meter proving and documentation of FSO or FPSO facilities 

2.1 Principles of meter proving and their significance: 

● principles of operations for various meter provers used for custody transfer in own 
facility 

● legislative requirements including national oil company, partner and customer 
requirements. 

2.2 Monitor the calibration of meters on board FSO/FPSO facility: 

● plan for calibration of meters with vendors and authorities 

● isolate and de-isolate facility for calibration 

● ensure strict compliance with company HSE and operating requirements 

● take over meters after calibration 

● compile documents and records. 

2.3 Accurate recording of meter calibration: 

● record readings  

● sign-off by relevant parties/witness. 

2.4 COT sampling: 

● perform tests on samples: pre- and post-tanker loadings 

● calculate cargo quantity based on sample test results. 

3 Be able to manage mooring operations of FSO or FPSO facilities and the tanker 
during loading and unloading  

3.1 Mooring requirements during loading and unloading operations:  

● mooring limits, e.g. strain on mooring hawser. 

3.2 Coordinate mooring operations: 

● allocate resources for mooring operations 

● communicate with tanker for details to ensure safe mooring operations 

● prepare own facility for loading operations. 
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3.3 Manage ongoing conditions during loading operations: 

● prepare loading plan based on cargo oil tank (COT) product information and 
customer’s requirement 

● ensure execution of loading operations based on agreed plan 

● prompt actions if conditions deviate from acceptable safety limits. 

4 Be able to deploy the export hose in preparation for loading 

4.1 Preparations to deploy export hose: 

● secure all clearance to deploy the export hose 

● ensure all safety precautions are taken. 

4.2–4.4 Deploy and secure export hose: 

● close liaison with the receiving tanker 

● perform pressure test prior to offloading 

● consideration of all HSE risks. 

4.5 Oil Company International Marine Forum (OCIMF): 

● content and operation of tests for export hoses 

● frequency of tests. 

5 Be able to manage all documentation of export activities 

5.1–5.2 Documents associated with export operations: 

● bill of lading 

● notice of readiness 

● protest letter. 

5.3 Early departure: 

● grant (when appropriate) 

● proper authorisation  

● full HSE compliance. 

6 Understand the inert gas (IG) system 

6.1–6.2 Inert gas (IG) system: 

● significance of inert gas for FSO and FPSO operations 

● key components of IG system and its operating parameters. 
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Learning outcomes and assessment criteria 

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria outline 
the requirements that the learner is expected to meet to achieve the learning outcomes and the unit. 

 

Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

1 Be able to manage 
batching 
operations 

1.1 Explain batching operations for offloading of FSO or FPSO 
facilities 

   

1.2 Manage export batch operations, including coordination to 
restart a batch 

   

1.3 Develop a suitable discharge plan for batching operations    

1.4 Manage ongoing activities effectively during batching operations    

2 Be able to manage 
meter proving and 
documentation of 
FSO or FPSO 
facilities 

2.1 Explain the principles of meter proving and their significance    

2.2 Monitor the calibration of meters on board FSO or FPSO facilities 
in accordance with company and legislative requirements 

   

2.3 Carry out accurate recording for meter calibration and proving 
runs 

   

2.4 Implement pre- and post-export COT sampling    

3 Be able to manage 
mooring operations 
of FSO or FPSO and 
the tanker during 
loading and 
unloading 

3.1 Explain the mooring requirements during loading and unloading 
operations  

   

3.2 Coordinate mooring operations to ensure safe and efficient 
operations in preparation for loading operations 

   

3.3 Manage ongoing conditions effectively during loading operations    
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Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

4 Be able to deploy 
the export hose in 
preparation for 
loading 

4.1 Carry out correct preparations to deploy the export hose    

4.2 Deploy the export hose in accordance with company procedures 
and standards 

   

4.3 Secure the export hose in accordance with company guidelines     

4.4 Carry out correct pressure testing of the export hose and 
connections prior to offloading 

   

4.5 Explain the requirements for Oil Company International Marine 
Forum (OCIMF) tests for export hoses  

   

5 Be able to manage 
all documentation 
of export activities 

5.1 Explain the types and purpose of various documents associated 
with export operations 

   

5.2 Prepare key documents for export activities    

5.3 Demonstrate the correct procedures for early departure    

6 Understand the 
inert gas (IG) 
system 

6.1 Explain the significance of the IG system    

6.2 Describe the IG system, including operational parameters    
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Declarations 

I confirm that the evidence for this unit is authentic and a true representation of my own work. 
Learner name: ______________________________________________________________   

Learner signature: __________________________________________________________  Date: _______________________________________  

I confirm that the evidence for this unit is authentically that of the learner whose name and signature appears above. The assessment 
has been carried out in accordance with any specified assessment requirements for the unit and qualification.  

Assessor name:  ____________________________________________________________  

Assessor signature: _________________________________________________________  

 

Date: _______________________________________  

Internal verifier signature: __________________________________________________  
(if sampled) 

Date: _______________________________________  
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Unit 11: Manage Onshore Terminal Plant, Storage 
and Export Facilities 

Level: 4 

Unit type: Optional 

Guided learning hours: 110 

Unit summary 

Production supervisors operate oil and gas terminal facilities to enable the processing of oil 
and gas from its upstream operations and the storage of liquids and associated products. 
Production supervisors also ensure the exporting of these products to customers. All these 
roles need to be executed safely and effectively in accordance with company policies and 
procedures, and also ensure compliance with national and international legislative 
requirements.  

Production supervisors need to ensure that all terminal facilities are operated in accordance 
with design parameters and in compliance with company guidelines and procedures.  

Unit assessment requirements 

This unit must be assessed using evidence from real work activities. For further details, please 
refer to Appendix A: Assessment rules. 

Simulation is not permitted for this unit.  

Range statements 

The range statements must be read in conjunction with the assessment criteria to which they 
relate. All items in the range must be covered, except for items that follow an ‘e.g.’ 

1 Understand the function and operation of an oil and gas terminal 

1.1 Overall plant process of an oil and gas terminal: 

● the plant process flow, using piping and instrument drawings  

● process controls and safeguarding systems, including layout of safety critical 
equipment 

● oil and gas stabilisation and/or separation  

● emulsion water treatment 

● tank farm (storage facilities) 

● export facilities, including single buoy mooring 

● metering  

● loading pump facilities. 
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1.2 Hazardous area classification: 

● hazardous areas (terminal facility, tank farm and export facilities) 

● considerations and precautions during operations. 

1.3 Safe use of chemicals in terminal operations: 

● safe handling and storage of chemicals used for de-emulsification, anti-corrosion 
and inhibitors. 

1.4 Protection for terminal vessels, tanks and structures: 

● cathodic protection 

● earthing 

● lightning arrestors 

● pressure safety valve (PSV) and relief valve (RV) 

● active fire protection. 

2 Be able to organise oil and gas terminal facilities and utilities 

2.1 Performance tests for key terminal equipment and systems: 

● fire water pump and auxiliaries 

● shutdown valve (SDV) 

● emulsion water treatment 

● meter prover 

● export pumps 

● standby generators  

● compressed air system. 

2.2 Produced water facilities: 

● statutory requirements, such as Department of Environment 

● company guidelines. 

2.3 Scheduled waste and disposal programme: 

● store and dispose waste in accordance with company guidelines 

● proactively plan to dispose of waste to avoid excessive storage 

● comply with statutory requirements. 

2.4 Manage stock to ensure minimum levels of operational spares: 

● hardware consumables, e.g. pig disc and sampling bottles 

● fuels and lubricants 

● drinking water 

● chemicals, e.g. glycol and corrosion inhibitors. 
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3 Be able to organise certification of all terminal equipment 

3.1 Check facility equipment: 

● inspection and certification of vessels and pipes 

● certification of rigging and lifting equipment  

● certification of safety relief valves 

● testing and inspection of all safety-critical equipment. 

3.2 Certification of all metering and prover systems:  

● in accordance with company guidelines and national standards 

● up-to-date documentation for all meter and prover validations. 
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Learning outcomes and assessment criteria  

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria outline 
the requirements that the learner is expected to meet to achieve the learning outcomes and the unit. 

 

Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

1 Understand the 
function and 
operation of an oil 
and gas terminal 

1.1 Explain the operations and plant processes of an oil and gas 
terminal 

   

1.2 Explain hazardous areas classification of an oil and gas terminal    

1.3 Explain the safe use of chemicals in terminal operations    

1.4 Explain the protection methods for terminal vessels, tanks and 
structures 

   

2 Be able to organise 
oil and gas 
terminal facilities 
and utilities  

2.1 Coordinate appropriate performance tests for key terminal 
equipment and systems 

   

2.2 Manage produced water facilities to ensure effluent discharge 
quality meets regulatory and company guidelines 

   

2.3 Plan a scheduled waste (SW) disposal programme in accordance 
with company guidelines and statutory requirements 

   

2.4 Manage stock and operational spares on-site    

3 Be able to organise 
certification of all 
terminal 
equipment 

3.1 Check all facility equipment operates within the design envelope 
and complies with company and statutory requirements 

   

3.2 Coordinate the certification of all metering and prover systems     
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Declarations 

I confirm that the evidence for this unit is authentic and a true representation of my own work. 
Learner name: ______________________________________________________________   

Learner signature: __________________________________________________________  Date: _______________________________________  

I confirm that the evidence for this unit is authentically that of the learner whose name and signature appears above. The assessment 
has been carried out in accordance with any specified assessment requirements for the unit and qualification.  

Assessor name:  ____________________________________________________________  

Assessor signature: _________________________________________________________  

 

Date: _______________________________________  

Internal verifier signature: __________________________________________________  
(if sampled) 

Date: _______________________________________  
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Unit 12: Manage Onshore Terminal Process 
Optimisation and Export Operations 

Level: 4 

Unit type: Optional 

Guided learning hours: 140 

Unit summary 

Production supervisors manage terminal process optimisation and export operations. 
Learners will learn various techniques used to optimise the operations of oil and gas terminal 
facilities, while protecting the interest of the company through correct management of its 
export activities. 

Learners will develop skills to manage terminal process optimisation and export operations in 
accordance with company guidelines. Learners will also ensure that all facilities are managed 
professionally and safely, including transference for maintenance and between shifts.  

Unit assessment requirements 

This unit must be assessed using evidence from real work activities. For further details, please 
refer to Appendix A: Assessment rules. 

Simulation is not permitted for this unit.  

Range statements 

The range statements must be read in conjunction with the assessment criteria to which they 
relate. All items in the range must be covered, except for items that follow an ‘e.g.’ 

1 Be able to optimise terminal oil and gas processing capacity 

1.1 Optimise oil and gas processing capability: 

● gas stabilisation  

● gas recovery system 

● basic sediment and water (BS&W) quality 

● American Petroleum Institute (API) gravity for oil. 

1.2 Effluent discharge quality (EDQ): 

● appropriate chemical injection (either at upstream or terminal)  

● emulsion waste treatment processing. 
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1.3 Optimise process controls: 

● proper process of control tuning 

● management of upstream back pressure 

● emulsion water treatment plant (EWTP) 

● venting limit 

● flaring limits. 

1.4 Process upsets and irregularities: 

● avoid uncontrolled release of gases, flare smoke or oils into the environment 

● bad actor management (BAM)  

● root cause failure analysis (RCFA).  

2 Be able to organise storage and export facilities 

2.1 Manage crude oil inventory: 

● condensate if appropriate  

● ensure stock level adequacy to avoid demurrage of tanker 

● avoid ‘tank top’ situation. 

2.2 Manage crude oil export quality: 

● understand customer requirements 

● take regular samplings to determine specifications meet requirements 

● take appropriate actions to correct deviations. 

2.3 Analysis of crude oil and tank gauging data: 

● tank gauging data 

● export crude computation  

● sampling data. 

2.4 Manage terminal oil stock inventory: 

● track oil inventory of the terminal 

● plan oil movement of storage tanks 

● complete a tanker slating programme report. 
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3 Be able to manage production process operations safely  

3.1 Compliance with HSSE guidelines and procedures:  

● up-to-date HSE case 

● Permit to Work management, including job hazard analysis and toolbox meetings 

● safety critical elements, including management of safety overrides and lock out, tag 
out 

● alarm management in accordance with company guidelines. 

3.2 Control shutdown and start-up processes: 

● planned 

● unplanned 

● in accordance with company procedures and guidelines. 

3.3 Handover of process and facility: 

● during shifts 

● for maintenance  

● turnaround and projects. 
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Learning outcomes and assessment criteria  

To pass this unit, the learner needs to demonstrate that they can meet all the learning outcomes for the unit. The assessment criteria outline 
the requirements that the learner is expected to meet to achieve the learning outcomes and the unit. 

 

Learning outcomes Assessment criteria Evidence 
type 

Portfolio 
reference 

Date 

1 Be able to 
optimise terminal 
oil and gas 
processing 
capacity 

1.1 Demonstrate effective optimisation of terminal oil and gas 
processing capacity  

   

1.2 Manage the oil terminal process to achieve satisfactory effluent 
discharge quality (EDQ) 

   

1.3 Optimise process controls using various techniques, meeting 
regulatory and statutory requirements  

   

1.4 Manage process upsets and irregularities appropriately to 
ensure safe operations 

   

2 Be able to 
organise storage 
and export 
facilities  

2.1 Manage crude oil inventory effectively    

2.2 Manage crude oil export quality to meet customer requirements    

2.3 Analyse crude oil and tank storage data to safeguard company 
interests 

   

2.4 Analyse terminal oil stock inventory data for accurate planning 
and reporting 

   

3 Be able to manage 
production 
process 
operations safely  

3.1 Carry out production process operations, ensuring compliance 
with all HSSE guidelines and procedures 

   

3.2 Control onshore shutdown and start-up processes in accordance 
with company guidelines and procedures 

   

3.3 Manage the effective handover of process and facility    
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Declarations 

I confirm that the evidence for this unit is authentic and a true representation of my own work. 
Learner name: ______________________________________________________________   

Learner signature: __________________________________________________________  Date: _______________________________________  

I confirm that the evidence for this unit is authentically that of the learner whose name and signature appears above. The assessment 
has been carried out in accordance with any specified assessment requirements for the unit and qualification.  

Assessor name:  ____________________________________________________________  

Assessor signature: _________________________________________________________  

 

Date: _______________________________________  

Internal verifier signature: __________________________________________________  
(if sampled) 

Date: _______________________________________  
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5 Assessment 

To achieve a pass for qualifications in this suite, the learner must achieve all the units 
required in the qualification structure. 

Internal assessment 
The units are assessed through an internally- and externally quality-assured Portfolio of 
Evidence, consisting of evidence gathered during the course. 

Each unit has learning outcomes and assessment criteria. To pass each unit, learners must: 

● achieve all the learning outcomes 

● satisfy all the assessment criteria by providing sufficient and valid evidence for each criterion, 
including meeting any range statements 

● prove that the evidence is their own. 

The learner must have an assessment record that identifies the assessment criteria that have 
been met. The assessment record should be cross-referenced to the evidence provided. The 
assessment record should include details of the type of evidence and the date of assessment. 
Suitable centre documentation should be used to form an assessment record. 

Valid is relevant to the standards for which competence is claimed 

Authentic is produced by the learner 

Current is sufficiently recent to create confidence that the same skill, 
understanding or knowledge persists at the time of the claim 

Reliable indicates that the learner can consistently perform at this level 

Sufficient fully meets the requirements of the assessment criteria, including 
any range statements 

Learners can provide evidence of occupational competence from: 

● current practice – where evidence is generated from a current job role 

● a programme of development – where evidence comes from assessment opportunities 
built into a learning programme. The evidence provided must meet the assessment 
requirements for the qualification and reflect current practice in the sector 

● the Recognition of Prior Learning (RPL) – where a learner can demonstrate that they can 
meet a unit’s assessment criteria through knowledge, understanding or skills they already 
possess. The assessor must be confident that the same level of skill, understanding and 
knowledge exists at the time of the claim as existed at the time the evidence was 
produced. RPL is acceptable for accrediting part of a unit, one or more units, or a whole 
qualification 

Further guidance is available in our Recognition of Prior Learning Policy and Process 
document, available on our website. 

● a combination of the above. 
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Assessment rules  
The assessment rules for the qualifications in this sector are included in Appendix A. They set 
out the principles for assessing the units to ensure that the qualifications remain valid and 
reliable.  

Types of evidence 
To achieve a unit, the learner must gather evidence that shows that they have met the 
required standard specified in the assessment criteria, Pearson’s quality assurance 
arrangements (please see Section 7 Quality assurance) and the requirements of the 
assessment rules given in Appendix A. 

In line with the assessment rules, evidence for internally-assessed units can take a variety of 
forms as indicated below:  

● direct observation of the learner’s performance by their assessor (O) 

● outcomes from oral or written questioning (Q&A) 

● products of the learner’s work (P) 

● personal statements and/or reflective accounts (RA) 

● outcomes from simulation (S) 

● professional discussion (PD) 

● witness testimony (WT) 

● expert witness testimony (EWT) 

● evidence of Recognition of Prior Learning (RPL). 

Learners can use the abbreviations in their portfolios for cross-referencing purposes. 

Learners can also use one piece of evidence to prove their knowledge, skills and 
understanding across different assessment criteria and/or across different units. One piece of 
evidence may be used to demonstrate achievement of several assessment criteria in the 
same or different units. 

Any specific evidence requirements for a unit are given in the Unit assessment requirements 
section of the unit.  

Further guidance on centre quality assurance and internal verification processes can be found 
in Section 7 Quality Assurance. 

Assessment of knowledge and understanding  
Knowledge and understanding are key components of competent performance, but it is 
unlikely that performance evidence alone will provide sufficient evidence for knowledge-
based learning outcomes and assessment criteria. Where the learner’s knowledge and 
understanding is not apparent from performance evidence, it must be assessed through 
other valid methods, listed above.   
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6 Administrative arrangements 

Introduction 
This section focuses on the administrative requirements for delivering a BTEC qualification. It 
is of particular value to Quality Nominees, Lead IVs and Programme Leaders. 

Learner registration and entry 
Shortly after learners start the programme of learning, you need to make sure that they are 
registered for the qualification. You need to refer to the International Information Manual for 
information on making registrations for the qualification. 

Learners can be formally assessed only for a qualification on which they are registered. If 
learners’ intended qualifications change, for example if a learner decides to choose a different 
pathway specialism, then the centre must transfer the learner appropriately. 

Access to assessment 
Assessments need to be administered carefully to ensure that all learners are treated fairly, 
and that results and certification are issued on time to allow learners to progress to their 
chosen progression opportunities. 

Pearson’s Equality Policy requires that all learners should have equal opportunity to access our 
qualifications and assessments, and that our qualifications are awarded in a way that is fair to 
every learner. We are committed to making sure that: 

• learners with a protected characteristic are not, when they are undertaking one of our 
qualifications, disadvantaged in comparison to learners who do not share that 
characteristic 

• all learners achieve the recognition they deserve for undertaking a qualification and that 
this achievement can be compared fairly to the achievement of their peers. 

Further information on access arrangements can be found in the Joint Council for 
Qualifications (JCQ) document Access Arrangements, Reasonable Adjustments and Special 
Consideration for General and Vocational Qualifications. 
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Administrative arrangements for assessment 

Records 

You are required to retain records of assessment for each learner. Records should include 
decisions reached and any adjustments or appeals. Further information can be found in the 
International Information Manual. We may ask to audit your records, so they must be retained 
as specified. 

Reasonable adjustments to assessment 

To ensure that learners have fair access to demonstrate the requirements of the 
assessments, a reasonable adjustment is one that is made before a learner is assessed. You 
are able to make adjustments to internal assessments to take account of the needs of 
individual learners. In most cases, this can be achieved through allowing the use of assistive 
technology or adjusting the format of evidence. Any reasonable adjustment must reflect the 
normal learning or working practice of a learner in a centre or working within the 
occupational area. We can advise you if you are uncertain as to whether an adjustment is fair 
and reasonable. You need to plan for time to make adjustments if necessary. 

Further details on how to make adjustments for learners with protected characteristics are 
given on our website, in the document Supplementary guidance for reasonable adjustment and 
special consideration in vocational internally-assessed units. 

Appeals against assessment 

Your centre must have a policy for dealing with appeals from learners. These appeals may 
relate to assessment decisions being incorrect or assessment not being conducted fairly. The 
first step in such a policy could be a consideration of the evidence by a Lead IV or other 
member of the programme team. The assessment plan should allow time for potential 
appeals after assessment decisions have been given to learners. If there is an appeal by a 
learner, you must document the appeal and its resolution. Learners have a final right of 
appeal to Pearson but only if the procedures that you have put in place have not been 
followed. Further details are given in the document Enquiries and appeals about Pearson 
vocational qualifications and end point assessment policy. 
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Dealing with malpractice in assessment 
Malpractice means acts that undermine the integrity and validity of assessment, the 
certification of qualifications and/or may damage the authority of those responsible for 
delivering the assessment and certification. 

Pearson does not tolerate actual or attempted actions of malpractice by learners, centre staff 
or centres in connection with Pearson qualifications. Pearson may impose penalties and/or 
sanctions on learners, centre staff or centres where malpractice or attempted malpractice has 
been proven. 

Malpractice may occur or be suspected in relation to any unit or type of assessment within a 
qualification. For further details on malpractice and advice on preventing malpractice by 
learners, please see Pearson’s Centre Guidance: Dealing with Malpractice, available on our 
website. 

The procedures we ask you to adopt vary between units that are internally assessed and 
those that are externally assessed. 

Centres are required to take steps to prevent malpractice and to investigate instances of 
suspected malpractice. Learners must be given information that explains what malpractice is 
for internal assessment and how suspected incidents will be dealt with by the centre. The 
Centre Guidance: Dealing with Malpractice document gives full information on the actions we 
expect you to take. 

Pearson may conduct investigations if we believe a centre is failing to conduct internal 
assessment according to our policies. The above document gives further information and 
examples, and details the penalties and sanctions that may be imposed. 

In the interests of learners and centre staff, centres need to respond effectively and openly to 
all requests relating to an investigation into an incident of suspected malpractice. 

Learner malpractice 

The head of centre is required to report incidents of suspected learner malpractice that occur 
during Pearson qualifications. We ask centres to complete JCQ Form M1 
(www.jcq.org.uk/malpractice) and email it with any accompanying documents (signed 
statements from the learner, invigilator, copies of evidence, etc.) to the Investigations 
Processing team at candidatemalpractice@pearson.com. The responsibility for determining 
appropriate sanctions or penalties to be imposed on learners lies with Pearson. 

Learners must be informed at the earliest opportunity of the specific allegation and the 
centre’s malpractice policy, including the right of appeal. Learners found guilty of malpractice 
may be disqualified from the qualification for which they have been entered with Pearson. 

Failure to report malpractice constitutes staff or centre malpractice. 

Teacher/centre malpractice 

The head of centre is required to inform Pearson’s Investigations team of any incident of 
suspected malpractice (which includes maladministration) by centre staff, before any 
investigation is undertaken. The head of centre is requested to inform the Investigations team 
by submitting a JCQ M2 Form (downloadable from www.jcq.org.uk/malpractice) with 
supporting documentation to pqsmalpractice@pearson.com. Where Pearson receives 
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allegations of malpractice from other sources (for example Pearson staff, anonymous 
informants), the Investigations team will conduct the investigation directly or may ask the 
head of centre to assist. 

Pearson reserves the right in cases of suspected malpractice to withhold the issuing of 
results/certificates while an investigation is in progress. Depending on the outcome of the 
investigation, results and/or certificates may not be released or they may be withheld. 

We reserve the right to withhold certification when undertaking investigations, audits and 
quality assurance processes. You will be notified within a reasonable period of time if this 
occurs. 

Sanctions and appeals 

Where malpractice is proven, we may impose sanctions or penalties, such as: 

• mark reduction for affected external assessments 

• disqualification from the qualification 

• debarment from registration for Pearson qualifications for a period of time. 

 

If we are concerned about your centre’s quality procedures we may impose sanctions such as: 

• working with centres to create an improvement action plan 

• requiring staff members to receive further training 

• placing temporary blocks on the centre’s certificates 

• placing temporary blocks on registration of learners 

• debarring staff members or the centre from delivering Pearson qualifications 

• suspending or withdrawing centre approval status. 
 

The centre will be notified if any of these apply. 

Pearson has established procedures for centres that are considering appeals against 
penalties and sanctions arising from malpractice. Appeals against a decision made by Pearson 
will normally be accepted only from the head of centre (on behalf of learners and/or 
members or staff) and from individual members (in respect of a decision taken against them 
personally). Further information on appeals can be found in the JCQ Appeals booklet 
(https://www.jcq.org.uk/exams-office/appeals).  

  

https://www.jcq.org.uk/exams-office/appeals
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Certification and results 
Once a learner has completed all the required components for a qualification, the centre can 
claim certification for the learner, provided that quality assurance has been successfully 
completed. For the relevant procedures, please refer to our International Information Manual. 
You can use the information provided on qualification grading to check overall qualification 
grades. 

Additional documents to support centre administration 
As an approved centre, you must ensure that all staff delivering, assessing and administering 
the qualifications have access to the following documentation. These documents are reviewed 
annually and are reissued if updates are required. 

• Pearson International Quality Assurance Handbook: this sets out how we will carry out 
quality assurance of standards and how you need to work with us to achieve successful 
outcomes. 

• International Information Manual: this gives procedures for registering learners for 
qualifications, transferring registrations and claiming certificates. 

• Regulatory policies: our regulatory policies are integral to our approach and explain how we 
meet internal and regulatory requirements. We review the regulated policies annually to 
ensure that they remain fit for purpose. Policies related to this qualification include: 

o adjustments for candidates with disabilities and learning difficulties, access 
arrangements and reasonable adjustments for general and vocational qualifications 

o age of learners 

o centre guidance for dealing with malpractice 

o recognition of prior learning and process. 

This list is not exhaustive and a full list of our regulatory policies can be found on  
our website. 

 



 

Pearson BTEC International Level 4 Professional Diploma in Oil and Gas Facility Management –  
Specification – Issue 1 – March 2020 © Pearson Education Limited 2020 

100 

7 Quality assurance 

Centre and qualification approval 
As part of the approval process, your centre must make sure that the resource requirements 
listed below are in place before offering the qualification. 

• Centres must have access to appropriate physical resources (for example equipment, IT, 
learning materials, teaching rooms) to support the delivery and assessment of the 
qualification. This may include a workplace in line with industry standards and/or a 
Realistic Working Environment (RWE) where this is permitted in the units. This must 
comply with the requirements specified in the assessment rules in Appendix A. 

• Staff involved in the assessment process must have relevant expertise and/or 
occupational experience specified in the assessment rules.  

• There must be systems in place to ensure continuing professional development for staff 
delivering the qualification. 

• Centres must have in place appropriate health and safety policies relating to the use of 
equipment by learners. 

• Centres must deliver the qualification in accordance with current equality and diversity 
legislation and/or regulations. 

Continuing quality assurance and standards verification 
On an annual basis, we produce the Pearson International Quality Assurance Handbook. It 
contains detailed guidance on the quality processes required to underpin robust assessment 
and internal verification. 

The key principles of quality assurance are that: 

• a centre delivering BTEC programmes must be an approved centre, and must have 
approval for the programmes or groups of programmes that it is delivering 

• the centre agrees, as part of gaining approval, to abide by specific terms and conditions 
around the effective delivery and quality assurance of assessment; the centre must abide 
by these conditions throughout the period of delivery 

• an approved centre must follow agreed protocols for standardisation of assessors and 
verifiers, for the planning, monitoring and recording of assessment processes, and for 
dealing with special circumstances, appeals and malpractice. 

The approach of quality-assured assessment is through a partnership between an approved 
centre and Pearson. We will make sure that each centre follows best practice and employs 
appropriate technology to support quality-assurance processes, where practicable. We work 
to support centres and seek to make sure that our quality-assurance processes do not place 
undue bureaucratic processes on centres. We monitor and support centres in the effective 
operation of assessment and quality assurance. 
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The methods we use to do this include: 

• making sure that all centres complete appropriate declarations at the time of approval 

• undertaking approval visits to centres 

• making sure that centres have effective teams of assessors and verifiers who are trained 
to undertake assessment 

• assessment sampling and verification, through requested samples of assessments, 
completed assessed learner work and associated documentation 

• an overarching review and assessment of a centre’s strategy for delivering and quality 
assuring its BTEC programmes, for example making sure that synoptic units are placed 
appropriately in the order of delivery of the programme. 

Centres that do not fully address and maintain rigorous approaches to delivering, assessing 
and quality assurance cannot seek certification for individual programmes or for all BTEC 
programmes. An approved centre must make certification claims only when authorised by us 
and strictly in accordance with requirements for reporting. 

Centres that do not comply with remedial action plans may have their approval to deliver 
qualifications removed. 
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Appendix A: Assessment rules 

The purpose of these assessment rules is to ensure that this suite of qualifications is assessed 
in a valid and reliable manner.  

It covers: 

1.  Approaches to assessment 

2.  Simulation 

3.  Requirements for assessors and internal verifiers 

4.  Requirements for expert witnesses. 

 

1  Approaches to assessment 

1.1 Within the learning outcomes for the units, there may be a mix of assessment criteria 
that relate to performance and those that relate to knowledge and understanding. 
Assessment criteria relating to knowledge/understanding typically use words such as 
identify, describe and explain. 

1.2 Most of the evidence for assessment criteria that relate to performance must derive from 
real work activities carried out in the workplace. In some circumstances, evidence may 
come from simulation in a realistic working environment (see section 2 below). For these 
assessment criteria, the preferred types of evidence are: 

● observation by the assessor of learner performance in the workplace 

● expert witness testimony relating to learner performance in the workplace. This is 
particularly useful for evidence that occurs when the assessor is not present. To be 
considered an expert witness, they must meet the definition outlined in section 4. 

● products of work done in the workplace, e.g. written records.  

1.3 Assessment criteria that relate to knowledge and understanding can be assessed inside 
or outside the workplace, but the learner must relate their knowledge and 
understanding to the work environment. For these assessment criteria, evidence is likely 
to come mainly from: 

● learner reflective accounts 

● oral or written questioning, with questions and answers recorded by the assessor or 
candidate 

● professional discussion. 
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2  Simulation 

2.1 Where simulation is permitted, this is identified within the relevant unit. 

2.2 Simulation is allowed only in situations where learners are required to respond to a 
situation that rarely occurs, for example emergencies or situations that would require a 
complete shutdown of production. 

2.3 Where simulation is allowed, it must take place in a realistic working environment (RWE). 
In other words, the conditions should match those that would be normally found in the 
workplace, including: 

● facilities, equipment and materials 

● relationships with colleagues 

● pressures 

● relevant legislation, regulations and codes of practice.  

2.4 Individuals involved in the simulation should be assigned roles, and, where appropriate, 
visual and sound effects should be used, e.g. to simulate explosions. To show their 
ability to shut down a facility, it is recommended that computer-based simulations can 
be used. 

2.5 All simulations must be planned, delivered and documented by the centre in a way that 
ensures the simulation accurately reflects what the unit seeks to assess. 

3  Requirements for assessors and internal verifiers 

3.1 Assessors and internal verifiers (IVs) must be occupationally competent. This means that 
each assessor/IV must be competent in the functions covered by the units they are 
assessing/verifying. This competence must be current and verifiable, and must be 
sufficient to be effective and reliable when judging the learner’s competence. This can 
be confirmed in various ways, for example through: 

● CV and references 

● possession of relevant qualification(s). 

3.2 Assessors and IVs must provide evidence of maintaining their occupational competence, 
for example by maintaining a CPD log. 

3.3 Assessors and IVs must: 

● understand the structure of the qualification 

● recognise acceptable sources of evidence for the qualification 

● implement the required assessment recording procedures 

● understand and comply with the quality assurance and administrative requirements 
for the qualification. 
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3.5 Assessors must have sufficient expertise in the internal verification of competence-
based assessment. To evidence this, they must have, or be working towards, one of the 
following: 

• Level 3 Award in Assessing Competence in the Work Environment 
● Level 3 Certificate in Assessing Vocational Achievement 

● relevant units from predecessor qualifications: D32 and D33; or A1, A2 

● qualifications or training that can be demonstrated to be equivalent to one or more 
of the above. 

3.6 Internal verifiers must have sufficient expertise in the internal verification of 
competence-based assessment. To evidence this, they must have, or be working 
towards, one of the following: 

● Level 4 Award in the Internal Quality Assurance of Assessment Processes and 
Practice 

● relevant units from predecessor qualifications: D34; or V1 

● qualifications or training that can be demonstrated to be equivalent to one or more 
of the above. 

4  Expert witnesses 

4.1 Pearson supports the use of expert witness testimony as a natural and effective way of 
contributing to evidence of learners’ competence. Nonetheless, the quality of this type 
of evidence will be affected by the witness’s knowledge of the qualification and their 
own occupational competence. As a minimum, the expert witness must be: 

● familiar with the part(s) of the qualification for which they are providing testimony 

● occupationally competent – this means that they must be competent in the 
functions covered by the units they are witnessing 

● fully briefed and clear about the purpose and use of the testimony. 
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Appendix B: Structures of the oil and gas qualification suite at a glance  

The tables below show the units and the qualifications to which they contribute in this suite of oil and gas qualifications.  

M Mandatory units O Optional units 

 

Pearson BTEC International Level 2 Specialist Diplomas for Process, 
Electrical, Instrument and Mechanical Technicians in Oil and Gas 
Facilities 

Unit size 
(GLH) 

Pathway 
Process Electrical Instrument Mechanical 

1 Control Frontline Barriers in Oil and Gas Operations 120 M M M M 

2 Respond and Recover in Emergencies and Incidents 60 M M M M 

3 Implement Process Safety 130 M M M M 

4 Operate and Monitor Oil Production Processes and Associated 
Systems 

135 M    

5 Operate and Monitor Gas Processes and Dehydration Systems 110 M    

6 Operate and Monitor the Gas Condensate Process and System 50 M    

7 Perform Routine Operations and Maintenance of Electrical Drives and 
the Motor-control Centre 

80  M   

8 Perform Routine Operations and Maintenance of Power Generation 
and Control Equipment 

80  M   

9 Perform Routine Operations and Maintenance of Power Supplies and 
Lighting Systems 

70  M   

10 Perform Routine Operations and Maintenance of Process Measuring 
and Analyser Devices 

70   M  
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Pearson BTEC International Level 2 Specialist Diplomas for Process, 
Electrical, Instrument and Mechanical Technicians in Oil and Gas 
Facilities 

Unit size 
(GLH) 

Pathway 
Process Electrical Instrument Mechanical 

11 Perform Routine Operations and Maintenance of Current-to-
Pneumatic Converters 

60   M  

12 Perform Routine Operations and Maintenance of Process Controllers 
and Control Valves 

110   M  

13 Perform Routine Operations and Maintenance of Static Equipment 120    M 

14 Perform Routine Operations and Maintenance of Reciprocating 
Engines and Pumps 

90    M 

15  Perform Routine Operations and Maintenance of Compressors and 
Turbines 

90    M 
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Pearson BTEC International Level 3 Specialist Diploma in Control Room Operations in Oil and Gas Facilities Unit size 
(GLH) 

Mandatory 
or optional 

1 Perform Functional Testing of Integrated Process Systems and Remote Control Operations 110 M 

2 Perform Central Control Room Operations 120 M 

3 Coordinate the Response to Emergencies and Critical Process Situations 120 M 

4 Supervise Frontline Safety Barriers 60 O 

5 Supervise Process Safety Within Own Area of Work 90 O 

6 Supervise Materials Acquisition and Supply Chain Processes for Process-related Frontline Activities 60 O 

7 Perform Constituents Testing of Process Fluids 70 O 

8 Maintain Flow Assurance on Subsea Wells 150 O 

9 Operate and Maintain Subsea Systems 150 O 

 

Pearson BTEC International Level 3 Specialist Diploma in Electrical Engineering Operations  
in Oil and Gas Facilities 

Unit size 
(GLH) 

Mandatory 
or optional 

1 Inspect and Test Installations, Cables and Conductors 100 M 

2 Inspect and Test Power Distribution and Protection Systems 100 M 

3 Perform Corrective Maintenance of Electrical Equipment and Distribution Systems 100 M 

4 Perform Corrective Maintenance of Auxiliary Power and Utilities Systems 100 M 

5 Perform Corrective Maintenance of Power Generation and Protection Systems 100 M 
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Pearson BTEC International Level 3 Specialist Diploma in Instrument Engineering Operations  
in Oil and Gas Facilities 

Unit size 
(GLH) 

Mandatory 
or optional 

1 Perform Corrective Maintenance of Control Systems and Safeguarding Systems 100 M 

2 Perform Corrective Maintenance of Distributed Control Systems 120 M 

3 Perform Corrective Maintenance of Instrumented Protective Devices and Systems 120 M 

4 Perform Corrective Maintenance of Fire and Gas Detection Devices and Systems 120 M 

 

Pearson BTEC International Level 3 Specialist Diploma in Mechanical Engineering Operations 
in Oil and Gas Facilities 

Unit size 
(GLH) 

Mandatory 
or optional 

1 Perform Corrective Maintenance of Reciprocating Engines 120 M 

2 Perform Corrective Maintenance of Pumps 120 M 

3 Perform Corrective Maintenance of Gas Turbines 120 M 

4 Perform Corrective Maintenance of Compressors 120 M 
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Pearson BTEC International Level 4 Professional Diploma in Oil and Gas Facility Management Unit size 
(GLH) 

Mandatory 
or optional 

1 Manage Emergency Responses 150 M 

2 Manage Health, Safety, Environment and Security 150 M 

3 Manage Information and Decision Making 140 M 

4 Manage Operations and Asset Integrity 140 M 

5 Manage Maintenance Activities 140 O 

6 Manage Turnaround and Project Implementation 160 O 

7 Manage Process Plant and Well Integrity 120 O 

8 Manage Upstream Production and Operations Optimisation 140 O 

9 Manage Marine Operations 130 O 

10 Manage Marine Export Operations 140 O 

11 Manage Onshore Terminal Plant, Storage and Export Facilities 110 O 

12 Manage Onshore Terminal Process Optimisation and Export Operations 140 O 
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Pearson BTEC International Level 4 Professional Diploma in Oil and Gas Installation Management Unit size 
(GLH) 

Mandatory 
or optional 

1 Manage Emergency Responses 150 M 

2 Manage Health, Safety, Environment and Security 150 M 

3 Manage Information and Decision Making 140 M 

4 Manage Production and Maintenance Operations 150 M 

5 Manage Simultaneous Operations 150 M 

6 Manage Finance and Human Resources 130 M 

7 Manage Operations and Production Plans  150 M 

 

DB160420 9781446966679_BTEC_INTLSPECIALIST_ L4_FM_OILGAS.DOCX.1–119/0 



 

 

March 2020 

For information about Pearson Qualifications, including Pearson Edexcel,  
BTEC and LCCI qualifications visit qualifications.pearson.com 

Edexcel and BTEC are registered trademarks of Pearson Education Limited 

Pearson Education Limited. Registered in England and Wales No. 872828 
Registered Office: 80 Strand, London WC2R 0RL.  

VAT Reg No GB 278 537121 

http://qualifications.pearson.com/

	Introduction to BTEC International competence qualifications for the oil and gas sector
	What other qualifications are available?
	What else does this specification contain?
	Overview of qualification sizes and purposes in the oil and gas suite

	1 Qualification purpose and progression
	Pearson BTEC International Level 4 Professional Diploma in Oil and Gas Facility Management

	2 Qualification summary and key information
	3 Structure
	Qualification structure

	4 Units
	Understanding your units
	Index of units
	Unit 1: Manage Emergency Responses
	Unit 2: Manage Health, Safety, Environment and Security
	Unit 3: Manage Information and Decision Making
	Unit 4: Manage Operations and Asset Integrity
	Unit 5: Manage Maintenance Activities
	Unit 6: Manage Turnaround and Project Implementation
	Unit 7: Manage Process Plant and Well Integrity
	Unit 8: Manage Upstream Production and Operations Optimisation
	Unit 9: Manage Marine Operations
	Unit 10: Manage Marine Export Operations
	Unit 11: Manage Onshore Terminal Plant, Storage and Export Facilities
	Unit 12: Manage Onshore Terminal Process Optimisation and Export Operations

	5 Assessment
	Internal assessment
	Assessment rules 
	Types of evidence
	Assessment of knowledge and understanding 

	6 Administrative arrangements
	Introduction
	Learner registration and entry
	Access to assessment
	Administrative arrangements for assessment
	Dealing with malpractice in assessment
	Certification and results
	Additional documents to support centre administration

	7 Quality assurance
	Centre and qualification approval
	Continuing quality assurance and standards verification

	Appendix A: Assessment rules
	Appendix B: Structures of the oil and gas qualification suite at a glance 


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles false

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile ()

  /CalRGBProfile (Adobe RGB \0501998\051)

  /CalCMYKProfile (Europe ISO Coated FOGRA27)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Warning

  /CompatibilityLevel 1.3

  /CompressObjects /Off

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages false

  /CreateJobTicket true

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.1000

  /ColorConversionStrategy /LeaveColorUnchanged

  /DoThumbnails true

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 524288

  /LockDistillerParams true

  /MaxSubsetPct 100

  /Optimize false

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage false

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness false

  /PreserveHalftoneInfo false

  /PreserveOPIComments false

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Preserve

  /UCRandBGInfo /Remove

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

    /AdLibBT-Regular

    /AdobeSansMM

    /AdobeSerifMM

    /Aldine401BT-BoldA

    /Aldine401BT-BoldItalicA

    /Aldine401BT-ItalicA

    /Aldine401BT-RomanA

    /Aldine721BT-Bold

    /Aldine721BT-BoldItalic

    /Aldine721BT-Italic

    /Aldine721BT-Light

    /Aldine721BT-LightItalic

    /Aldine721BT-Roman

    /AlgerianBasD

    /AlgerianD

    /AllegroBT-Regular

    /AlternateGothicNo2BT-Regular

    /AmazoneBT-Regular

    /AmeliaBT-Regular

    /AmericanaBT-Bold

    /AmericanaBT-ExtraBold

    /AmericanaBT-ExtraBoldCondensed

    /AmericanaBT-Italic

    /AmericanaBT-Roman

    /AmericanGaramondBT-Bold

    /AmericanGaramondBT-BoldItalic

    /AmericanGaramondBT-Italic

    /AmericanGaramondBT-Roman

    /AmericanTextBT-Regular

    /AmericanUncD

    /AmerigoBT-BoldA

    /AmerigoBT-BoldItalicA

    /AmerigoBT-ItalicA

    /AmerigoBT-MediumA

    /AmerigoBT-MediumItalicA

    /AmerigoBT-RomanA

    /AmerTypewriterITCbyBT-Bold

    /AmerTypewriterITCbyBT-Medium

    /AndaleMono

    /Arial-Black

    /Arial-BlackItalic

    /Arial-BoldItalicMT

    /Arial-BoldMT

    /Arial-ItalicMT

    /ArialMT

    /ArialNarrow

    /ArialNarrow-Bold

    /ArialNarrow-BoldItalic

    /ArialNarrow-Italic

    /ArnoldBoeD

    /ArribaArribaLetPlain

    /ArrusBT-Black

    /ArrusBT-BlackItalic

    /ArrusBT-Bold

    /ArrusBT-BoldItalic

    /ArrusBT-Italic

    /ArrusBT-Roman

    /ArsisD-Regu

    /ArsisD-ReguItal

    /AtlanticInline-Normal

    /AuroraBT-BoldCondensed

    /AuroraBT-RomanCondensed

    /AvantGardeITCbyBT-Book

    /AvantGardeITCbyBT-BookOblique

    /AvantGardeITCbyBT-Medium

    /AvantGardeITCbyBT-MediumOblique

    /BakerSignetBT-Roman

    /Ballads

    /BalloonBT-Bold

    /BalloonBT-ExtraBold

    /BalloonBT-Light

    /BangLetPlain

    /BankGothicBT-Light

    /BankGothicBT-Medium

    /BarCode39cHR

    /BauerBodoniBT-Black

    /BauerBodoniBT-BlackCondensed

    /BauerBodoniBT-BlackItalic

    /BauerBodoniBT-Bold

    /BauerBodoniBT-BoldCondensed

    /BauerBodoniBT-BoldItalic

    /BauerBodoniBT-Italic

    /BauerBodoniBT-Roman

    /BauerBodoniBT-Titling

    /BauhausITCbyBT-Bold

    /BauhausITCbyBT-Heavy

    /BauhausITCbyBT-Light

    /BauhausITCbyBT-Medium

    /BeehivePSMT

    /BellCentennialBT-Address

    /BellCentennialBT-BoldListing

    /BellCentennialBT-NameAndNumber

    /BellGothicBT-Black

    /BellGothicBT-Bold

    /BellGothicBT-Roman

    /BelweBT-Bold

    /BelweBT-Light

    /BelweBT-Medium

    /BelweBT-RomanCondensed

    /BenguiatGothicITCbyBT-Bold

    /BenguiatGothicITCbyBT-BoldItal

    /BenguiatGothicITCbyBT-Book

    /BenguiatGothicITCbyBT-BookItal

    /BenguiatITCbyBT-Bold

    /BenguiatITCbyBT-BoldItalic

    /BenguiatITCbyBT-Book

    /BenguiatITCbyBT-BookItalic

    /BergellLetPlain

    /BernhardBoldCondensedBT-Regular

    /BernhardFashionBT-Regular

    /BernhardModernBT-Bold

    /BernhardModernBT-BoldItalic

    /BernhardModernBT-Italic

    /BernhardModernBT-Roman

    /BernhardTangoBT-Regular

    /BertramLetPlain

    /BibleScrT

    /BinnerD

    /Blackletter686BT-Regular

    /BlacklightD

    /BlippoBT-Black

    /BodoniBT-Bold

    /BodoniBT-BoldCondensed

    /BodoniBT-BoldItalic

    /BodoniBT-Book

    /BodoniBT-BookItalic

    /BodoniBT-Italic

    /BodoniBT-Roman

    /BoinkLetPlain

    /BookAntiqua

    /BookAntiqua-Bold

    /BookAntiqua-BoldItalic

    /BookAntiqua-Italic

    /BookmanITCbyBT-Demi

    /BookmanITCbyBT-DemiItalic

    /BookmanITCbyBT-Light

    /BookmanITCbyBT-LightItalic

    /BookmanOldStyle

    /BookmanOldStyle-Bold

    /BookmanOldStyle-BoldItalic

    /BookmanOldStyle-Italic

    /BornBold

    /Braille

    /BremenBT-Black

    /BremenBT-Bold

    /BroadwayBT-Regular

    /BroadwayEngravedBT-Regular

    /BrodyD

    /BronxLetPlain

    /BruceOldStyleBT-Italic

    /BruceOldStyleBT-Roman

    /Brush445BT-Regular

    /Brush738BT-RegularA

    /BrushScriptBT-Regular

    /BulmerBT-Italic

    /BulmerBT-Roman

    /BusoramaITCbyBT-Medium

    /BusterD

    /BuxomD

    /CalisMTBol

    /CalistoMT

    /CalistoMT-BoldItalic

    /CalistoMT-Italic

    /Calligraphic421BT-RomanB

    /Calligraphic810BT-Italic

    /Calligraphic810BT-Roman

    /CamelliaD

    /CandidaBT-Bold

    /CandidaBT-Italic

    /CandidaBT-Roman

    /CarminaBT-Black

    /CarminaBT-BlackItalic

    /CarminaBT-Bold

    /CarminaBT-BoldItalic

    /CarminaBT-Light

    /CarminaBT-LightItalic

    /CarminaBT-Medium

    /CarminaBT-MediumItalic

    /Caslon224ITCbyBT-Bold

    /Caslon224ITCbyBT-BoldItalic

    /Caslon224ITCbyBT-Book

    /Caslon224ITCbyBT-BookItalic

    /Caslon540BT-Italic

    /Caslon540BT-Roman

    /CaslonBT-Bold

    /CaslonBT-BoldItalic

    /CaslonOldFaceBT-Heavy

    /CaslonOldFaceBT-Italic

    /CaslonOpenfaceBT-Regular

    /CastleT-Bold

    /CastleT-Book

    /CastleT-Ligh

    /CastleT-Ultr

    /CataneoBT-Bold

    /CataneoBT-Light

    /CataneoBT-Regular

    /CataneoBT-RegularSwash

    /CaxtonBT-Bold

    /CaxtonBT-BoldItalic

    /CaxtonBT-Book

    /CaxtonBT-BookItalic

    /CaxtonBT-Light

    /CaxtonBT-LightItalic

    /Century725BT-Black

    /Century725BT-Bold

    /Century725BT-BoldCondensed

    /Century725BT-Italic

    /Century725BT-Roman

    /Century725BT-RomanCondensed

    /Century731BT-BoldA

    /Century731BT-BoldItalicA

    /Century731BT-ItalicA

    /Century731BT-RomanA

    /Century751BT-ItalicB

    /Century751BT-RomanB

    /CenturyExpandedBT-Bold

    /CenturyExpandedBT-BoldItalic

    /CenturyExpandedBT-Italic

    /CenturyExpandedBT-Roman

    /CenturyGothic

    /CenturyGothic-Bold

    /CenturyGothic-BoldItalic

    /CenturyGothic-Italic

    /CenturyOldstyleBT-Bold

    /CenturyOldstyleBT-Italic

    /CenturyOldstyleBT-Roman

    /CenturySchoolbook

    /CenturySchoolbook-Bold

    /CenturySchoolbook-BoldItalic

    /CenturySchoolbookBT-Bold

    /CenturySchoolbookBT-BoldCond

    /CenturySchoolbookBT-BoldItalic

    /CenturySchoolbookBT-Italic

    /CenturySchoolbookBT-Monospace

    /CenturySchoolbookBT-Roman

    /CenturySchoolbook-Italic

    /CharterBT-Black

    /CharterBT-BlackItalic

    /CharterBT-Bold

    /CharterBT-BoldItalic

    /CharterBT-Italic

    /CharterBT-Roman

    /Charting

    /CheckNums-MICR

    /CheltenhamBT-Bold

    /CheltenhamBT-BoldCondensed

    /CheltenhamBT-BoldCondItalic

    /CheltenhamBT-BoldExtraCondensed

    /CheltenhamBT-BoldHeadline

    /CheltenhamBT-BoldItalic

    /CheltenhamBT-BoldItalicHeadline

    /CheltenhamBT-Italic

    /CheltenhamBT-Roman

    /CheltenhamITCbyBT-Bold

    /CheltenhamITCbyBT-BoldItalic

    /CheltenhamITCbyBT-Book

    /CheltenhamITCbyBT-BookItalic

    /Chesterfield

    /ChiselD

    /CircleD

    /CityD-Bold

    /CityD-Ligh

    /CityD-Medi

    /ClarendonBT-Black

    /ClarendonBT-Bold

    /ClarendonBT-BoldCondensed

    /ClarendonBT-Heavy

    /ClarendonBT-Light

    /ClarendonBT-Roman

    /ClarendonBT-RomanCondensed

    /Classic

    /ClassicalGaramondBT-Bold

    /ClassicalGaramondBT-BoldItalic

    /ClassicalGaramondBT-Italic

    /ClassicalGaramondBT-Roman

    /Clocks

    /CloisterBlackBT-Regular

    /CloisterOpenFaceBT-Regular

    /ComicSansMS

    /ComicSansMS-Bold

    /CommercialScriptBT-Regular

    /CompactaBT-Black

    /CompactaBT-Bold

    /CompactaBT-BoldItalic

    /CompactaBT-Italic

    /CompactaBT-Light

    /CompactaBT-Roman

    /Composer

    /CooperBT-Black

    /CooperBT-BlackHeadline

    /CooperBT-BlackItalic

    /CooperBT-BlackItalicHeadline

    /CooperBT-BlackOutline

    /CooperBT-Bold

    /CooperBT-BoldItalic

    /CooperBT-Light

    /CooperBT-LightItalic

    /CooperBT-Medium

    /CooperBT-MediumItalic

    /CopperplateGothic-Bold

    /CopperplateGothicBT-Bold

    /CopperplateGothicBT-BoldCond

    /CopperplateGothicBT-Heavy

    /CopperplateGothicBT-Roman

    /CopperplateGothicBT-RomanCond

    /CopperplateGothic-Light

    /CountdownD

    /Courier

    /Courier10PitchBT-Bold

    /Courier10PitchBT-BoldItalic

    /Courier10PitchBT-Italic

    /Courier10PitchBT-Roman

    /Courier-Bold

    /Courier-BoldOblique

    /CourierNewPS-BoldItalicMT

    /CourierNewPS-BoldMT

    /CourierNewPS-ItalicMT

    /CourierNewPSMT

    /Courier-Oblique

    /CroissantD

    /CurlzMT

    /CushingITCbyBT-Heavy

    /CushingITCbyBT-HeavyItalic

    /DanceItalic

    /DavidaBoldBT-Regular

    /Decorated035BT-Regular

    /DellaRobbiaBT-Bold

    /DellaRobbiaBT-Roman

    /DeVinneBT-Italic

    /DeVinneBT-ItalicText

    /DeVinneBT-Roman

    /DeVinneBT-Text

    /DexGothicD

    /DextorD

    /DextorOutD

    /DfCalligraphicOrnamentsLetPlain

    /DfDiversionsLetPlain

    /DfDiversitiesLetPlain

    /DingbatsTwo

    /DiskusD-Medi

    /DL-Manel

    /Docu

    /DomBoldBT-Regular

    /DomCasualBT-Regular

    /DomDiagonalBT-Bold

    /DomDiagonalBT-Regular

    /Dutch766BT-BoldA

    /Dutch766BT-ItalicA

    /Dutch766BT-RomanA

    /Dutch801BT-Bold

    /Dutch801BT-BoldItalic

    /Dutch801BT-ExtraBold

    /Dutch801BT-ExtraBoldItalic

    /Dutch801BT-Italic

    /Dutch801BT-ItalicHeadline

    /Dutch801BT-Roman

    /Dutch801BT-RomanHeadline

    /Dutch801BT-SemiBold

    /Dutch801BT-SemiBoldItalic

    /Dutch809BT-BoldC

    /Dutch809BT-ItalicC

    /Dutch809BT-RomanC

    /Dutch823BT-BoldB

    /Dutch823BT-BoldItalicB

    /Dutch823BT-ItalicB

    /Dutch823BT-RomanB

    /EckmannD

    /Egyptian505BT-Bold

    /Egyptian505BT-Light

    /Egyptian505BT-Medium

    /Egyptian505BT-Roman

    /Egyptian710BT-RegularA

    /ElegantGaramondBT-Bold

    /ElegantGaramondBT-Italic

    /ElegantGaramondBT-Roman

    /Elephant-Regular

    /EmbassyBT-Regular

    /Emboss-Normal

    /EmpireBT-Regular

    /EnglischeSchT-Bold

    /EnglischeSchT-DemiBold

    /EnglischeSchT-Regu

    /English111AdagioBT-Regular

    /English111PrestoBT-Regular

    /English111VivaceBT-Regular

    /English157BT-Regular

    /EngraversGothicBT-Regular

    /EngraversMT

    /EngraversOldEnglishBT-Bold

    /EngraversOldEnglishBT-Regular

    /EngraversRomanBT-Bold

    /EngraversRomanBT-Regular

    /EnviroD

    /ErasITC-Bold

    /ErasITCbyBT-Bold

    /ErasITCbyBT-Book

    /ErasITCbyBT-Demi

    /ErasITCbyBT-Light

    /ErasITCbyBT-Medium

    /ErasITCbyBT-Ultra

    /ErasITC-Demi

    /ErasITC-Light

    /ErasITC-Medium

    /Euclid

    /Euclid-Bold

    /Euclid-BoldItalic

    /EuclidExtra

    /EuclidExtra-Bold

    /EuclidFraktur

    /EuclidFraktur-Bold

    /Euclid-Italic

    /EuclidMathOne

    /EuclidMathOne-Bold

    /EuclidMathTwo

    /EuclidMathTwo-Bold

    /EuclidSymbol

    /EuclidSymbol-Bold

    /EuclidSymbol-BoldItalic

    /EuclidSymbol-Italic

    /EuroSig

    /EuroSigMon

    /EwieD

    /Exotic350BT-Bold

    /Exotic350BT-DemiBold

    /Exotic350BT-Light

    /FelixTitlingMT

    /Fences

    /FencesPlain

    /FeniceITCbyBT-Bold

    /FeniceITCbyBT-BoldItalic

    /FeniceITCbyBT-Regular

    /FeniceITCbyBT-RegularItalic

    /FetteFraD

    /FlamencoD

    /FlamencoInlD

    /Flareserif821BT-Bold

    /Flareserif821BT-Light

    /Flareserif821BT-Roman

    /FlashD-Bold

    /FlashD-Ligh

    /FlemishScriptBT-Regular

    /FolioBT-Bold

    /FolioBT-BoldCondensed

    /FolioBT-Book

    /FolioBT-ExtraBold

    /FolioBT-Light

    /FolioBT-LightItalic

    /FolioBT-Medium

    /FolliesLetPlain

    /Formal436BT-Regular

    /FormalScript421BT-Regular

    /ForteMT

    /FrakturBT-Regular

    /FrankfurterHigD

    /FranklinGothic-Book

    /FranklinGothic-BookItalic

    /FranklinGothic-Demi

    /FranklinGothic-DemiCond

    /FranklinGothic-DemiItalic

    /FranklinGothic-Heavy

    /FranklinGothic-HeavyItalic

    /FranklinGothicITCbyBT-Book

    /FranklinGothicITCbyBT-BookItal

    /FranklinGothicITCbyBT-Demi

    /FranklinGothicITCbyBT-DemiItal

    /FranklinGothicITCbyBT-Heavy

    /FranklinGothicITCbyBT-HeavyItal

    /FranklinGothic-Medium

    /FranklinGothic-MediumCond

    /FranklinGothic-MediumItalic

    /Freeform710BT-Regular

    /Freeform721BT-Black

    /Freeform721BT-BlackItalic

    /Freeform721BT-Bold

    /Freeform721BT-BoldItalic

    /Freeform721BT-Italic

    /Freeform721BT-Roman

    /Freehand471BT-Regular

    /Freehand521BT-RegularC

    /Freehand575BT-RegularB

    /Freehand591BT-RegularA

    /FreestyleScrD

    /FreestyleScriptITC-Bold

    /FrenchScriptMT

    /FrizQuadrataITCbyBT-Bold

    /FrizQuadrataITCbyBT-Roman

    /Frutiger-Black

    /Frutiger-Bold

    /Frutiger-Roman

    /FrysBaskervilleBT-Roman

    /FuturaBlackBT-Regular

    /FuturaBT-Bold

    /FuturaBT-BoldCondensed

    /FuturaBT-BoldCondensedItalic

    /FuturaBT-BoldItalic

    /FuturaBT-Book

    /FuturaBT-BookItalic

    /FuturaBT-ExtraBlack

    /FuturaBT-ExtraBlackCondensed

    /FuturaBT-ExtraBlackCondItalic

    /FuturaBT-ExtraBlackItalic

    /FuturaBT-Heavy

    /FuturaBT-HeavyItalic

    /FuturaBT-Light

    /FuturaBT-LightCondensed

    /FuturaBT-LightItalic

    /FuturaBT-Medium

    /FuturaBT-MediumCondensed

    /FuturaBT-MediumItalic

    /GalliardITCbyBT-Bold

    /GalliardITCbyBT-BoldItalic

    /GalliardITCbyBT-Italic

    /GalliardITCbyBT-Roman

    /GandoBT-Regular

    /Garamond

    /Garamond-Bold

    /Garamond-Italic

    /GaramondITCbyBT-Bold

    /GaramondITCbyBT-BoldCondensed

    /GaramondITCbyBT-BoldCondItalic

    /GaramondITCbyBT-BoldItalic

    /GaramondITCbyBT-Book

    /GaramondITCbyBT-BookCondensed

    /GaramondITCbyBT-BookCondItalic

    /GaramondITCbyBT-BookItalic

    /GaramondNo4CyrTCY-Ligh

    /GaramondNo4CyrTCY-LighItal

    /GaramondNo4CyrTCY-Medi

    /Geometric212BT-Book

    /Geometric212BT-BookCondensed

    /Geometric212BT-Heavy

    /Geometric212BT-HeavyCondensed

    /Geometric231BT-BoldC

    /Geometric231BT-HeavyC

    /Geometric231BT-LightC

    /Geometric231BT-RomanC

    /Geometric415BT-BlackA

    /Geometric415BT-BlackItalicA

    /Geometric415BT-LiteA

    /Geometric415BT-LiteItalicA

    /Geometric415BT-MediumA

    /Geometric415BT-MediumItalicA

    /Geometric706BT-BlackB

    /Geometric706BT-BlackCondensedB

    /Geometric706BT-BoldCondensedB

    /Geometric706BT-MediumB

    /Geometric885BT-RegularD

    /GeometricSlab703BT-Bold

    /GeometricSlab703BT-BoldCond

    /GeometricSlab703BT-BoldItalic

    /GeometricSlab703BT-Light

    /GeometricSlab703BT-LightItalic

    /GeometricSlab703BT-Medium

    /GeometricSlab703BT-MediumCond

    /GeometricSlab703BT-MediumItalic

    /GeometricSlab703BT-XtraBold

    /GeometricSlab703BT-XtraBoldCond

    /GeometricSlab703BT-XtraBoldItal

    /GeometricSlab712BT-BoldA

    /GeometricSlab712BT-ExtraBoldA

    /GeometricSlab712BT-LightA

    /GeometricSlab712BT-LightItalicA

    /GeometricSlab712BT-MediumA

    /GeometricSlab712BT-MediumItalA

    /Georgia

    /Georgia-Bold

    /Georgia-BoldItalic

    /Georgia-Italic

    /GildeSorts

    /GillSansMT

    /GillSansMT-Bold

    /GillSansMT-BoldItalic

    /GillSansMT-Condensed

    /GillSansMT-ExtraCondensedBold

    /GillSansMT-Italic

    /GillSansMT-UltraBoldCondensed

    /GillSans-UltraBold

    /GlaserSteD

    /GloucesterMT-ExtraCondensed

    /GorillaITCbyBT-Regular

    /Gothic720BT-BoldB

    /Gothic720BT-BoldItalicB

    /Gothic720BT-ItalicB

    /Gothic720BT-LightB

    /Gothic720BT-LightItalicB

    /Gothic720BT-RomanB

    /Gothic725BT-BlackA

    /Gothic725BT-BoldA

    /Gothic821CondensedBT-Regular

    /GothicNo13BT-Regular

    /GoudyCatalogueBT-Regular

    /GoudyHandtooledBT-Regular

    /GoudyOldStyleBT-Bold

    /GoudyOldStyleBT-BoldItalic

    /GoudyOldStyleBT-ExtraBold

    /GoudyOldStyleBT-Italic

    /GoudyOldStyleBT-Roman

    /GoudyOldStyleT-Bold

    /GoudyOldStyleT-Italic

    /GoudyOldStyleT-Regular

    /GoudySansITCbyBT-Black

    /GoudySansITCbyBT-BlackItalic

    /GoudySansITCbyBT-Bold

    /GoudySansITCbyBT-BoldItalic

    /GoudySansITCbyBT-Light

    /GoudySansITCbyBT-LightItalic

    /GoudySansITCbyBT-Medium

    /GoudySansITCbyBT-MediumItalic

    /Greek-WSI

    /GriffonPSMT

    /GrizzlyITCbyBT-Regular

    /GrouchITCbyBT-Regular

    /Haettenschweiler

    /HandelGotD-Bold

    /HandelGotD-Ligh

    /HandelGothicBT-Regular

    /Hardcore

    /HarlowD

    /HazelLetPlain

    /HehenHebT-Bold

    /Helvetica

    /Helvetica-Bold

    /Helvetica-BoldOblique

    /Helvetica-Oblique

    /HoboBT-Regular

    /HomePlanning

    /HomePlanning2

    /HoratioD-Bold

    /HoratioD-Ligh

    /HoratioD-Medi

    /HorndonD

    /Humanist521BT-Bold

    /Humanist521BT-BoldCondensed

    /Humanist521BT-BoldItalic

    /Humanist521BT-ExtraBold

    /Humanist521BT-Italic

    /Humanist521BT-Light

    /Humanist521BT-LightItalic

    /Humanist521BT-Roman

    /Humanist521BT-RomanCondensed

    /Humanist521BT-UltraBold

    /Humanist521BT-XtraBoldCondensed

    /Humanist531BT-BlackA

    /Humanist531BT-BoldA

    /Humanist531BT-RomanA

    /Humanist531BT-UltraBlackA

    /Humanist777BT-BlackB

    /Humanist777BT-BlackItalicB

    /Humanist777BT-BoldB

    /Humanist777BT-BoldItalicB

    /Humanist777BT-ItalicB

    /Humanist777BT-LightB

    /Humanist777BT-LightItalicB

    /Humanist777BT-RomanB

    /Humanist970BT-BoldC

    /Humanist970BT-RomanC

    /HumanistSlabserif712BT-Black

    /HumanistSlabserif712BT-Bold

    /HumanistSlabserif712BT-Italic

    /HumanistSlabserif712BT-Roman

    /HuxleyVerticalBT-Regular

    /IceAgeD

    /Impact

    /ImperialBT-Bold

    /ImperialBT-Italic

    /ImperialBT-Roman

    /ImpressBT-Regular

    /ImprintMT-Shadow

    /Incised901BT-Black

    /Incised901BT-Bold

    /Incised901BT-BoldCondensed

    /Incised901BT-Compact

    /Incised901BT-Italic

    /Incised901BT-Light

    /Incised901BT-Nord

    /Incised901BT-NordItalic

    /Incised901BT-Roman

    /Industrial736BT-Italic

    /Industrial736BT-Roman

    /Informal011BT-Black

    /Informal011BT-Roman

    /IowanOldStyleBT-Black

    /IowanOldStyleBT-BlackItalic

    /IowanOldStyleBT-Bold

    /IowanOldStyleBT-BoldItalic

    /IowanOldStyleBT-Italic

    /IowanOldStyleBT-Roman

    /Ipa-samdUclphon1SILDoulosL

    /Ipa-samdUclphon1SILDoulosLBold

    /Ipa-samdUclphon1SILDoulosLBoldItalic

    /Ipa-samdUclphon1SILDoulosLItalic

    /Ipa-sammUclphon1SILManuscriptL

    /Ipa-sammUclphon1SILManuscriptLBold

    /Ipa-sammUclphon1SILManuscriptLBoldItalic

    /Ipa-sammUclphon1SILManuscriptLItalic

    /Ipa-samsUclphon1SILSophiaL

    /Ipa-samsUclphon1SILSophiaLBold

    /Ipa-samsUclphon1SILSophiaLItalic

    /Japanese-Generic1

    /Jazz

    /KabarettD

    /KabelITCbyBT-Book

    /KabelITCbyBT-Demi

    /KabelITCbyBT-Medium

    /KabelITCbyBT-Ultra

    /KaufmannBT-Bold

    /KaufmannBT-Regular

    /Kidnap

    /KingTut1

    /KingTut2

    /KisBT-Italic

    /KisBT-Roman

    /Korean-Generic1

    /KorinnaITCbyBT-Bold

    /KorinnaITCbyBT-KursivBold

    /KorinnaITCbyBT-KursivRegular

    /KorinnaITCbyBT-Regular

    /Kuenstler480BT-Black

    /Kuenstler480BT-Bold

    /Kuenstler480BT-BoldItalic

    /Kuenstler480BT-Italic

    /Kuenstler480BT-Roman

    /KunstlerschreibschD-Bold

    /KunstlerschreibschD-Medi

    /LandscapePlanning

    /Lapidary333BT-Black

    /Lapidary333BT-Bold

    /Lapidary333BT-BoldItalic

    /Lapidary333BT-Italic

    /Lapidary333BT-Roman

    /LasVegasD

    /Latin725BT-Bold

    /Latin725BT-BoldItalic

    /Latin725BT-Italic

    /Latin725BT-Medium

    /Latin725BT-MediumItalic

    /Latin725BT-Roman

    /LatinExtraCondensedBT-Regular

    /LatinWidD

    /LcdD

    /LeawoodITCbyBT-Book

    /LeawoodITCbyBT-BookItalic

    /LetterGothic12PitchBT-Bold

    /LetterGothic12PitchBT-BoldItal

    /LetterGothic12PitchBT-Italic

    /LetterGothic12PitchBT-Roman

    /LetterGothicMT

    /LetterGothicMT-Bold

    /LetterGothicMT-BoldOblique

    /LetterGothicMT-Oblique

    /LibertyBT-Regular

    /LibertyD

    /LibraBT-Regular

    /LifeBT-Bold

    /LifeBT-BoldItalic

    /LifeBT-Italic

    /LifeBT-Roman

    /Lithograph

    /Lithograph-Bold

    /LithographLight

    /Love

    /LubalinGraphITCbyBT-Bold

    /LubalinGraphITCbyBT-Book

    /LubalinGraphITCbyBT-Medium

    /LubalinGraphITCbyBT-XtraLight

    /LuciaBT-Regular

    /LucidaConsole

    /LucidaSans

    /LucidaSans-Demi

    /LucidaSans-DemiItalic

    /LucidaSans-Italic

    /LucidaSans-Typewriter

    /LucidaSans-TypewriterBold

    /LucidaSans-TypewriterBoldOblique

    /LucidaSans-TypewriterOblique

    /LucidaSansUnicode

    /LydianBT-Bold

    /LydianBT-BoldItalic

    /LydianBT-Italic

    /LydianBT-Roman

    /LydianCursiveBT-Regular

    /MachineITCbyBT-Regular

    /MaiandraGD-Regular

    /MandarinD

    /Map-Symbols

    /MariageD

    /MattAntiqueBT-Bold

    /MattAntiqueBT-Italic

    /MattAntiqueBT-Roman

    /Mega

    /MetropolitainesD

    /MICR10byBT-Regular

    /MICR12byBT-Regular

    /MICR13byBT-Regular

    /MicrogrammaD-BoldExte

    /MicrogrammaD-MediExte

    /MilanoLet

    /Minion-Web

    /MiraraeBT-Bold

    /MiraraeBT-Roman

    /MisterEarlBT-Regular

    /Modern20BT-ItalicB

    /Modern20BT-RomanB

    /Modern735BT-RomanA

    /Modern880BT-Bold

    /Modern880BT-Italic

    /Modern880BT-Roman

    /MonaLisaRecutITC-Normal

    /Monospace821BT-Bold

    /Monospace821BT-BoldItalic

    /Monospace821BT-Italic

    /Monospace821BT-Roman

    /Monotypecom

    /MonotypeSorts

    /MorseCode

    /MotterFemD

    /MSOutlook

    /MT-Extra

    /MT-Symbol

    /MT-Symbol-Italic

    /MurrayHillBT-Bold

    /Music

    /NevisonCasD

    /Newage

    /NewBaskervilleITCbyBT-Bold

    /NewBaskervilleITCbyBT-BoldItal

    /NewBaskervilleITCbyBT-Italic

    /NewBaskervilleITCbyBT-Roman

    /News701BT-BoldA

    /News701BT-ItalicA

    /News701BT-RomanA

    /News702BT-Bold

    /News702BT-BoldItalic

    /News702BT-Italic

    /News702BT-Roman

    /News705BT-BoldB

    /News705BT-BoldItalicB

    /News705BT-ItalicB

    /News705BT-RomanB

    /News706BT-BoldC

    /News706BT-ItalicC

    /News706BT-RomanC

    /NewsGothicBT-Bold

    /NewsGothicBT-BoldCondensed

    /NewsGothicBT-BoldCondItalic

    /NewsGothicBT-BoldExtraCondensed

    /NewsGothicBT-BoldItalic

    /NewsGothicBT-Demi

    /NewsGothicBT-DemiItalic

    /NewsGothicBT-ExtraCondensed

    /NewsGothicBT-Italic

    /NewsGothicBT-ItalicCondensed

    /NewsGothicBT-Light

    /NewsGothicBT-LightItalic

    /NewsGothicBT-Roman

    /NewsGothicBT-RomanCondensed

    /NewtextITCbyBT-Regular

    /NewtextITCbyBT-RegularItalic

    /NicolasCocT-Blac

    /NicolasCocT-Regu

    /NicolasCocT-ReguItal

    /NimbusRomDGR-Bold

    /NimbusRomDGR-BoldItal

    /NimbusRomDGR-Regu

    /NimbusRomDGR-ReguItal

    /NormandeBT-Italic

    /NormandeBT-Roman

    /NovareseITCbyBT-Bold

    /NovareseITCbyBT-BoldItalic

    /NovareseITCbyBT-Book

    /NovareseITCbyBT-BookItalic

    /Nowdance

    /NuptialBT-Regular

    /OCRAbyBT-Regular

    /OCRAExtended

    /OCRB10PitchBT-Regular

    /OfficePlanning

    /OkayD

    /OldTowneNo536D

    /OnyxBT-Regular

    /OrandaBT-Bold

    /OrandaBT-BoldCondensed

    /OrandaBT-BoldItalic

    /OrandaBT-Italic

    /OrandaBT-Roman

    /OrandaBT-RomanCondensed

    /OratorBT-FifteenPitch

    /OratorBT-TenPitch

    /OrbitBbyBT-Regular

    /OriginalGaramondBT-Bold

    /OriginalGaramondBT-BoldItalic

    /OriginalGaramondBT-Italic

    /OriginalGaramondBT-Roman

    /OzHandicraftBT-Roman

    /PabloLetPlain

    /PalaceScriptMT

    /ParisianBT-Regular

    /ParkAvenueBT-Regular

    /Perpetua

    /PerpetuaTitlingMT-Light

    /Petra

    /PhotoBold

    /PhyllisD

    /Pica10PitchBT-Roman

    /PioneerITCbyBT-Regular

    /PiranesiItalicBT-Regular

    /PlaybillBT-Regular

    /PlayingCards

    /PlazaD-Regu

    /Pop

    /PosterBodoniBT-Italic

    /PosterBodoniBT-Roman

    /Present

    /Prestige12PitchBT-Bold

    /Prestige12PitchBT-BoldItalic

    /Prestige12PitchBT-Italic

    /Prestige12PitchBT-Roman

    /PrincetownD

    /PSL-TX

    /PTBarnumBT-Regular

    /PumpTriD

    /QuicksilverITC-Normal

    /QuillScript-Normal

    /QuorumITCbyBT-Black

    /QuorumITCbyBT-Light

    /QuorumITCbyBT-Medium

    /RageItalic

    /RageItalicLetPlain

    /RaleighBT-Bold

    /RaleighBT-DemiBold

    /RaleighBT-ExtraBold

    /RaleighBT-Light

    /RaleighBT-Medium

    /RaleighBT-Roman

    /Rap

    /Remember

    /RevueBT-Regular

    /Ribbon131BT-Bold

    /Ribbon131BT-Regular

    /Rock

    /Rockwell-Bold

    /Rockwell-Condensed

    /Rockwell-CondensedBold

    /Rockwell-ExtraBold

    /Rockwell-Italic

    /RomanaBT-Bold

    /RomanaBT-Roman

    /RubberStampLetPlain

    /SchadowBT-Black

    /SchadowBT-BlackCondensed

    /SchadowBT-Bold

    /SchadowBT-Light

    /SchadowBT-LightCursive

    /SchadowBT-Roman

    /SchneidlerBT-Black

    /SchneidlerBT-BlackItalic

    /SchneidlerBT-Bold

    /SchneidlerBT-BoldItalic

    /SchneidlerBT-Italic

    /SchneidlerBT-Light

    /SchneidlerBT-LightItalic

    /SchneidlerBT-Medium

    /SchneidlerBT-MediumItalic

    /SchneidlerBT-Roman

    /ScribaLetPlain

    /Script12PitchBT-Roman

    /ScriptMTBold

    /SeagullBT-Bold

    /SeagullBT-Heavy

    /SeagullBT-Light

    /SeagullBT-Medium

    /Semaphore

    /SerifaBT-Black

    /SerifaBT-Bold

    /SerifaBT-BoldCondensed

    /SerifaBT-Italic

    /SerifaBT-Light

    /SerifaBT-LightItalic

    /SerifaBT-Roman

    /SerifaBT-Thin

    /SerifaBT-ThinItalic

    /SerpentineD-Bold

    /SerpentineD-BoldItal

    /ShotgunBlanksBT-Regular

    /ShotgunBT-Regular

    /SignLanguage

    /Signs

    /Slicker

    /SlipstreamLetPlain

    /SloganD

    /SnellBT-Black

    /SnellBT-Bold

    /SnellBT-Regular

    /Software

    /SouvenirITCbyBT-Demi

    /SouvenirITCbyBT-DemiItalic

    /SouvenirITCbyBT-Light

    /SouvenirITCbyBT-LightItalic

    /Square721Blk-Italic

    /Square721Blk-Normal

    /Square721-BoldItalic

    /Square721BT-Bold

    /Square721BT-BoldCondensed

    /Square721BT-BoldExtended

    /Square721BT-Roman

    /Square721BT-RomanCondensed

    /Square721BT-RomanExtended

    /Square721Demi-Italic

    /SquareSlabserif711BT-Bold

    /SquareSlabserif711BT-Light

    /SquareSlabserif711BT-Medium

    /SquireD-Bold

    /SquireD-Regu

    /Staccato222BT-Regular

    /Staccato555BT-RegularA

    /StencilBT-Regular

    /StopD

    /StuyvesantBT-Regular

    /StymieBT-Bold

    /StymieBT-BoldItalic

    /StymieBT-ExtraBold

    /StymieBT-ExtraBoldCondensed

    /StymieBT-Light

    /StymieBT-LightItalic

    /StymieBT-Medium

    /StymieBT-MediumItalic

    /Swiss721BT-Black

    /Swiss721BT-BlackCondensed

    /Swiss721BT-BlackCondensedItalic

    /Swiss721BT-BlackExtended

    /Swiss721BT-BlackItalic

    /Swiss721BT-BlackOutline

    /Swiss721BT-BlackRounded

    /Swiss721BT-Bold

    /Swiss721BT-BoldCondensed

    /Swiss721BT-BoldCondensedItalic

    /Swiss721BT-BoldCondensedOutline

    /Swiss721BT-BoldExtended

    /Swiss721BT-BoldItalic

    /Swiss721BT-BoldOutline

    /Swiss721BT-BoldRounded

    /Swiss721BT-Heavy

    /Swiss721BT-HeavyItalic

    /Swiss721BT-Italic

    /Swiss721BT-ItalicCondensed

    /Swiss721BT-Light

    /Swiss721BT-LightCondensed

    /Swiss721BT-LightCondensedItalic

    /Swiss721BT-LightExtended

    /Swiss721BT-LightItalic

    /Swiss721BT-Medium

    /Swiss721BT-MediumItalic

    /Swiss721BT-Roman

    /Swiss721BT-RomanCondensed

    /Swiss721BT-RomanExtended

    /Swiss721BT-Thin

    /Swiss721BT-ThinItalic

    /Swiss911BT-ExtraCompressed

    /Swiss911BT-UltraCompressed

    /Swiss921BT-RegularA

    /Sydnie

    /Symbol

    /SymbolMT

    /SymbolProportionalBT-Regular

    /TagLetPlain

    /Tahoma

    /Tahoma-Bold

    /TangoBT-Regular

    /Techno

    /Thanks

    /Thehits

    /ThunderbirdBT-Regular

    /TiffanyITCbyBT-Demi

    /TiffanyITCbyBT-DemiItalic

    /TiffanyITCbyBT-Heavy

    /TiffanyITCbyBT-HeavyItalic

    /TiffanyITCbyBT-Light

    /TiffanyITCbyBT-LightItalic

    /TigerRagLetPlain

    /Times-Bold

    /Times-BoldItalic

    /TimeScrD-Bold

    /TimeScrD-Ligh

    /TimeScrD-Medi

    /Times-Italic

    /TimesNewRomanMT-ExtraBold

    /TimesNewRomanPS-BoldItalicMT

    /TimesNewRomanPS-BoldMT

    /TimesNewRomanPS-ItalicMT

    /TimesNewRomanPSMT

    /Times-Roman

    /Transitional511BT-Bold

    /Transitional511BT-BoldItalic

    /Transitional511BT-Italic

    /Transitional511BT-Roman

    /Transitional521BT-BoldA

    /Transitional521BT-CursiveA

    /Transitional521BT-RomanA

    /Transitional551BT-MediumB

    /Transitional551BT-MediumItalicB

    /Trebuchet-BoldItalic

    /TrebuchetMS

    /TrebuchetMS-Bold

    /TrebuchetMS-Italic

    /TrumpetLite-Bold

    /TrumpetLite-BoldItalic

    /TrumpetLiteItalic

    /TrumpetLite-Normal

    /TwCenMT-Bold

    /TwCenMT-BoldItalic

    /TwCenMT-CondensedBold

    /TwCenMT-CondensedExtraBold

    /TwCenMT-CondensedMedium

    /TwCenMT-Medium

    /TwCenMT-MediumItalic

    /TypoUprightBT-Regular

    /UmbraBT-Regular

    /UniversityRomanBT-Bold

    /UniversityRomanBT-Regular

    /Unplug

    /URWWoodTypD

    /VAGRoundedBT-Regular

    /Venetian301BT-Demi

    /Venetian301BT-DemiItalic

    /Venetian301BT-Italic

    /Venetian301BT-Roman

    /Verdana

    /Verdana-Bold

    /Verdana-BoldItalic

    /Verdana-Italic

    /VictorianD

    /VinetaBT-Regular

    /VivaldiD

    /VladimirScrD

    /Webdings

    /WeddingTextBT-Regular

    /WeidemannITCbyBT-Bold

    /WeidemannITCbyBT-BoldItalic

    /WindsorBT-Elongated

    /WindsorBT-Light

    /WindsorBT-LightCondensed

    /WindsorBT-Outline

    /WindsorBT-Roman

    /Wingdings-Regular

    /Xmas

    /ZapfCalligraphic801BT-Bold

    /ZapfCalligraphic801BT-BoldItal

    /ZapfCalligraphic801BT-Italic

    /ZapfCalligraphic801BT-Roman

    /ZapfChanceryITCbyBT-Bold

    /ZapfChanceryITCbyBT-Demi

    /ZapfChanceryITCbyBT-Medium

    /ZapfChanceryITCbyBT-MediumItal

    /ZapfDingbats

    /ZapfDingbatsITCbyBT-Regular

    /ZapfElliptical711BT-Bold

    /ZapfElliptical711BT-BoldItalic

    /ZapfElliptical711BT-Italic

    /ZapfElliptical711BT-Roman

    /ZapfHumanist601BT-Bold

    /ZapfHumanist601BT-BoldItalic

    /ZapfHumanist601BT-Demi

    /ZapfHumanist601BT-DemiItalic

    /ZapfHumanist601BT-Italic

    /ZapfHumanist601BT-Roman

    /ZapfHumanist601BT-Ultra

    /ZapfHumanist601BT-UltraItalic

    /ZinjaroLetPlain

    /ZurichBT-Black

    /ZurichBT-BlackExtended

    /ZurichBT-BlackItalic

    /ZurichBT-Bold

    /ZurichBT-BoldCondensed

    /ZurichBT-BoldCondensedItalic

    /ZurichBT-BoldExtended

    /ZurichBT-BoldExtraCondensed

    /ZurichBT-BoldItalic

    /ZurichBT-ExtraBlack

    /ZurichBT-ExtraCondensed

    /ZurichBT-Italic

    /ZurichBT-ItalicCondensed

    /ZurichBT-Light

    /ZurichBT-LightCondensed

    /ZurichBT-LightCondensedItalic

    /ZurichBT-LightExtraCondensed

    /ZurichBT-LightItalic

    /ZurichBT-Roman

    /ZurichBT-RomanCondensed

    /ZurichBT-RomanExtended

    /ZurichBT-UltraBlackExtended

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages false

  /ColorImageMinResolution 150

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages false

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 350

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.76

    /HSamples [2 1 1 2] /VSamples [2 1 1 2]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /AntiAliasGrayImages false

  /CropGrayImages false

  /GrayImageMinResolution 150

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages false

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.76

    /HSamples [2 1 1 2] /VSamples [2 1 1 2]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 15

  >>

  /AntiAliasMonoImages false

  /CropMonoImages false

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects true

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile (None)

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName (http://www.color.org)

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<

    /ENU ()

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AllowImageBreaks true

      /AllowTableBreaks true

      /ExpandPage false

      /HonorBaseURL true

      /HonorRolloverEffect false

      /IgnoreHTMLPageBreaks false

      /IncludeHeaderFooter false

      /MarginOffset [

        0

        0

        0

        0

      ]

      /MetadataAuthor ()

      /MetadataKeywords ()

      /MetadataSubject ()

      /MetadataTitle ()

      /MetricPageSize [

        0

        0

      ]

      /MetricUnit /inch

      /MobileCompatible 0

      /Namespace [

        (Adobe)

        (GoLive)

        (8.0)

      ]

      /OpenZoomToHTMLFontSize false

      /PageOrientation /Portrait

      /RemoveBackground false

      /ShrinkContent true

      /TreatColorsAs /MainMonitorColors

      /UseEmbeddedProfiles false

      /UseHTMLTitleAsMetadata true

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /BleedOffset [

        0

        0

        0

        0

      ]

      /ConvertColors /NoConversion

      /DestinationProfileName (sRGB IEC61966-2.1)

      /DestinationProfileSelector /NA

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements true

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles true

      /MarksOffset 6

      /MarksWeight 0.250000

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PageMarksFile /RomanDefault

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /LeaveUntagged

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2540 2540]

  /PageSize [595.245 841.846]

>> setpagedevice



