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"TEXACO
PUGET SQUND PLANT

INSTRUCTIONS FOR PINXERTON GUARDS

GENERAL
" The following instructioms.are to be effective immediately

" and are to be observed by all Pinkerton guards. Any questions

relating to these instrucitions or other plant security matters
should be handled by the Pinkerton Guard Sergeant with the
*Plant Manager or Safebty Supervisor,

Any changes, modifications or cancellation of theée ‘
instructions must be approved by the ¥lant Manager and issueéd
in wrlting by theﬁ?lant Manager or Safety Supervisor.

All Pinkerton guards should keep in mind that they are the
first contact between Texaco and the public in many instances,
therefore, the Impression which the guard creates should be
- favorable. Remember that the Company may be Judged by the
appearance and conduct of the guard.

Some simple rules must be observed by~g11 guards. These ares

1. Report for duty clean shaven, neatly dressed, so as to
present a good appearance at all times,

2, Conduct all business in a courteous, friendly but firm
manner whether directly addressing a person or uQing
the telephone.

3. Use good judgment in dealing with unusual situatlons
and, when in doubt, conbact higher authority prompily.
(Call Guard Sergeant or Texaco Safety Supervisor.
‘Occasionally 1t may be necessary to act promptly to
protect Company property and, when this is necessary
advise higher asubthority as sSoon as possible,

4. Handle intoxicated or belligerent persons with tact,
but do not admit any such person to the plant.

WOREING HOURS

The working hours for guards on shift duty shall be: ~

11:00 P.M. to 7:00 AM.™. .
7:00 A, M, to 3:00 P.M.
3:00 P.M. to 11:00 P.M,

The Guard Sergeant will worl the *7:00 A.M. to*3 00 P.M.

shift regularly, Tuesday through Saturday, unless scheduled
otherwise,

Shift schedules shall be posted monthly prior to the 1st of
the month In which they are effective.

* Change - _
** Radltion Revised 8-21-63

-
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C. ADMITTANCE T0 PILANT - PHRSONKEL

1. TEXA&O EMPLOYES OF POGET SOUND RLANT

a, guard on Duty

All Texaco employes of Pugel Sound lant are lssued photo~
graphic passes for ldentification purposes. Employes are
required to carry bthis pass when on Company property and, when
requested by tha guard, must show thiz pass uvupon entering or
leaving the plany,

Normzally the guard should request to examine an employe's
pass only when the employe enbers or leaves the plant at timss
other than regulary daybtine or shilfi change hours,

Employes unsbhle to show the pass, when requested to do so,
should be detalnred 8t the CGate House untll the guard can contact
the employe's foreman or the Night Foreman for proper identilfi-
cabion gnd clearsance,

Guard shall report daily to the Safety Supervisor the names
of employes nol possessing passes when reguested to show same,
“rmployes enbering or leaving the plant during regular working
--hours for any purpose other than work assignments which take
tham outside the plant wain gate should be noted on the repors,
. glving name, tlme employe lesves, time returned and date.

b. Guard Absent

Texaco employes of Puget Sound¥lant who have legltimate
busiress in the plant and who desire to enter when the guard is
temporarily absent will enter through the Gate House proper %o
the clock alley. Employes having drive-~in authorization, or
thogse driving Company owned aubtomotive equipment, will he
required to enter the Gate House and open the Main Gate by |
operating the push button. Drive through, then re-enter Gate
Houge and push butbon bto close gate.

2, TEXACO EMPLOYES FROM OTHER LOCATIONS

Any Texaco employe from another location who does not possess
- & Puget Sound ®*lant pass 18 conaldered as -being a visitor. ~The
employe should be asked to identify himself, the purpese of the
. viglt and whom he wilshes to see. The guard should promptly
contact the *Plant Manager to secure authorization to admit the
employe. If unable to contact fHe *Plant Manager, the Assisbtant
“*Plant Manager, ‘the Supervisor (Employe Relations) or the
Safety Supervlsor should be contacted (in the order listed) to
secure authorizatlon. The person aubthorizing entry should
deslegnate whom to call to act as escorst.

-No Company visitor is to be admitted to the refinery without
escort unless the gusrd is notified otherwise at the time per-
missicn to enter is given. Occasionally the guard msy be notified
in advance of the visit of Texaco officials who are to be
admitbed without further authorization.

xx X§§¥%%on o . Revised 8-21-63
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After permissleon has baen obtalned, the visltor should be
sakad to mlgn the "Vi@itor's/ﬁegisﬁer" g8 follows:

§$?§ R=479 (eontaining the indemnity clause) if net on Oompany
usingss,

Form R=479-A (gray color without indemnity elause) if on
Company Eu@inasa.

The biaitor may then be mrdmitted when designated escqrﬁ

"appearg, or wlthout essort 1f so authorlzed.

VISITORS OTHER TUAN TEXACO EMPLOYES

Visit@ré, othar then Texaco employes, such as salesmen, msmbers
roffgha press, contracteors, ete., must obtain permission to enber the
rafinary.

The Guard should ask them to properly identlfy themsslves, state

~ the purposs of the vimit, end whom they wish to contact., The Guard

Y
(e

will then telephone the designated party to determine if he wlll ses
the visltor and authorlizZe enbtrance, or obtaln authorization, ' (For
1lst of those suthorized to approve entrance of visitors, other than
Company employes, see Appendix "A'.) It will be the rasponsibllity
of the parson suthorlzing entry to advise the Guard whether the
visitor 18 to drive own car, walk or be escorted iInto the plant,
hovevey, the Guard should speolfically ask fopr this information if the
gpongor overlooks 1b. -

After permission to enter has been obtained the Guard sghall '
have the visiltor sign the "Visltor'!s Reglster, Form R-U79 (gontaini
the indemnity clause). Full signabure is required on the "Register.

The Gateman will then prepare Form R-251, "Authorization to.
Gateman,” showing the name of the visitor, the name of the person to
be visited,#?hd have the vislitor sign Form R-251, .

The Gafteman wlll then use rubber stamp to lmprint on reverse
side of Form R-251 the following:."Permission 1s given to entet the
refinery for the. purpose of visiting the specific person named on
this pass. Pleése do not abuse this privilege by visiting other .
persons or locations, ete." The pass will then be given the visitor,
together with instructions to leave the pass with the Gatenman upon
departure. - P

. The person called upon shall be responsible foriascertaihing
that the visitor has a proper pass and shall initizl the pass. .

The Gateman shall be responsible for obbaining the return of the
Form R-251 upon departure of the visitor. P '

In %nstances'where a visitor may object to signing the "Visitor's
Register”, Form R-U479, because of the indemmity clause or for some
other reason, the Guard should call the ¥lant Manager or Safety
Supervisor for instructions. - .

In some Instances persons who regularly visit the refinery, or
are in and out dally, such as Janitor service, government officlals,
ete., will be admitted to the plant without further authorization
upon displaying Red Passg (Form R-307) and signing register.

* Change

; WA-TEX 008240
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{8ee atbtached Appendix "B" for 1llst of persons or firms authorized
to enter upon signing Visitor's Register R-479), No other
authorization is regulred. Time of entrance and departure should be
recorded by the Guard, :

On consiructlion Joebs involving daily entrance of large Efoups
of contractor's empleges, the contractor may be required to furnish
identification badges &nd enter the plant through the East Gate or
pome entrance other than the Main Gate. In each case of this kilnd the
Guards will be given special instructions for handling. )

#gontract labor furnished by PM Northwest will enter the plant
through the East Gate and in no case shall they be permitted ugé of
the Main Gate.

Employes may obtain permission to perscnally drive membeérs of
their family thﬁouﬁh the refinery. Each member of the party must be
registered- in the "Visitor's Register, Form R-479" at the Main Gate.

#%peraons permitted to enter the plant (including children) may visit

--the Control Room under escort. Special Permission must be obbained
and hard hats must be worn whenever it is desired to-leave the
automobile to visit any other bulilding or locatlon in the refilrery.
The person authorizing admibtance is responsible for'notifying the
-Guard at the Maln Gate. The Guards shall not admit any employe
without such notificabion or clearance by a person authorized to
approve entrance of visitors as shown on Appendix "AY, '

POLICE AND LEGAL REPRESENTATIVES

Police calling on officlal business should not be admitted to
the refinery until authorized by the *lant Manager, or in his
absence, the Assistant Plant Manager. Immediately advise the nature
of the pollce business by telephone. . .

In cases where it is necessary to call for police assistalice to
protect Company property or preserve the peace, the *Plant Manager
should be contacted before'calling the police. Hqwever, in-~
emergencles where this camot be done, notify the*Plant Manager or
Assistent *Plant Mansger as soon as possible thereafter.,

The guard on Gate duty should never accept any legal paper for -
the Company nor sign or acknowledge a receipt for any legal paper.
Auyone attempliling to serve any legal notice or proecess on the . .
Company Should be referred to the Chief Clerk or Employe Relations
Supervisor at the Administration Bullding. - -

_ Any attehpting to enter the plant to serve any legal paper on
an employe should be handled as outlined above, .

D. ADMITTANCE TO PLANT - VEHICLES i

1. GENERAL RULES FOR ENTRY

All trucks entering the plant should be asked to pull off the
roadway Just inside the plant gate. Gateman should noft permit plant
entrance to be blocked at any time,

All drivers are required to sign the "Visitor's Reglster", Form-
R=4T79. Time of entry must be recorded on Form R-479. -

¥  Chonge
% . AddiGion
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No person, other than the truck driver and authorized helpers
are permitted to enter the plant. All other persons on the truck
must be asked to remain at the Gate until the truck departs,

No truck is to be admitbted during a fire or drill. (See Section
H fOr)detailed instructions for handling traffic during a fire or
drill).

Drivérs shall be informed by the Gateman, by giving them the
printed card, of the following rules:

a. No smoking, open lights or fires permitted.

b. Trucks must not leave established plant roadways.

¢. No cameras are allowed in the refinery. “,

d. - Speed 1limit of 20 mlles per hour is enforced, ;
(Issue warning and report license number to the !
Safety Supervisor for handling of violators). '

e. Full stop required at all STOP signs and R. R. Crossings.

+. No parking in front of fire hydrants.

g. Trucks not to be left unattended with engine running.

2.  TRUCK DELIVERIES TO PLANT - MAIN GATE

Truck deliveriles of merchandise and materials are permltited in
the refinery at the Main Gate, Monday through Friday between the
hours of 7:45 A.M. and 12 noon and between 12:30 P.M, and 3345 P,M.
Admission at other hours and on weekends or holldays requires speclal
approval of the Storehouse or the Night Foreman on duty.

Trucks contalning merchandise and materials should be dirécted
to the Storehouse. The Storehouse will direct the truck to the
proper area for unloading.

. Truck dellverles of acld wlll enter the refinery through the
Main Gate. ‘

. It wlll be the responsibility of the RP&S Department to welgh
loaded truck and prepare scale ticket. After delivery 1s made,
weigh empty truck and prepare scale ticket. o

3. EMPTY TRUCKS ENTERING PLANT FOR LOADING

Empty trucks entering the refinery for loads of merchandilse,
materials, equipment, scrap, efec., will be handled during the same
hours and in the same manner as loaded btrucks with the following
additional requirements: : .7

a. Determine the nature of the material which the truck expects
to load.

b. Call the Storehouse for instructions as to whether the empty
truck must be weighed before admission to the plant.

c. Hold the empty truck at the Main Gabte, (if 1% must be
weighed) until someone arrives from the Storehouse to escort
the truck to the weligh scales at the Truck ILoading Rack.”

WA~TEX 008242
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E, DEPARTURE FROM PLANT - VEHICLES

1, DEPARTURE FROM PLANT - GENERAL

A1l trucks after making deliverles to the plant, or plecking up
loads in the plant, shall be checked by the Gateman upon departure to
determine that no Company products, material; merchandise, equipment
or scrap, 1s leaving the plant in an unauthorized manner,

The depariure time of all trucks shall be shown on Form R~479,
togetheg with the license number and trailer number -(if tractor and
traller). .

Trucks which have made deliveries to the plant, -and which have

made no pickup while in the plant, will nobt require a gabe pass for
departure. :

2. 'TRUCKS LCOADING TN PI4NT - DEPARTURE

A1l trucks, Company owned, contract or public carriers picking
up full or part loads in the plant are required to leave a recelpt at
the Main Gate upon departure. ''This recelpt may consist of any of the
following:

a. Gate Pags, Form R~132 (Original) :
b. Materisl Shipping Order - Form R~330 {Yellow Copy)
¢. Bill of Lading - Form R-624 (3rd Copy -

Record of the Bill of Iading, Pass or Order number should be
made on the Form R-479.  Coples of recelpts given the Gateman shall
be delivered to the Chlief Clerk dally.

Trucks calling at the refinéry to-load spent acid will be
handled as follows:

l. RP&S will weligh empty truck.

2. Gateman will have driver sign Form R-479,

3. Admit truck through Main Gate.

4. Ei&i 2111 welgh loaded truck on departure and prepare scale

cket. .

5. Copy of Material Shipping Order R-330 (Yellow Copy) must be
surrendered by truck driver. (Storehouse will issue Form
R-330 to driver).

6. Scale tickets and Forms R~-330 should be turned in to the
Chief Clerk daily. .

¥, PACKAGES TAXEN FROM PLANT - GATE PASS FORM R=132

Passes must be presented for all packages taken out of the
refinery by indlviduals or in vehicles.

Gateman has authority to request permission to inspect bundles of
clothing, lunch boxes, cars, trucks, ete., snd when this is necessary,
should do so 1n a courteous manner. No Gate Pass is necessary for
employes to take out bundles of work clothes.

Gate Passes must be properly signed by the person to whom the
pass is issued and the Gateman should check the signature of the
person 1issulng the pass for proper authorization. (See Appendix "D"
Tor persons authorized to sign Gate Passes). )

WA-TEX 008243
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G. APPLICANTS FOR EMPLOYMENT

H ' The handling of appllcants for employment should be done tact-
fully and courteously. Persons applying at the gate should be handled
as follows:

1. Advise them that 21l hiring is done at the Administration
Bullding.

2. Furnish sach applicant, without exception, with an
application blank Form G-40 and ask him to f£ill it out and
return it by maill addressed to the *Plant Manager, TEXACO
Inc, P.0O. Box 622, Anacortes, Washington, or deliver it in

.person to the Administration Bullding, Maln Lobby.

3. Applicants requesting interviews shall be handled as above,
but should be advised to dellver the application In psrson
and ask receptlonist in Main Lobby to contact the Employe
Relations Department for an appointment.

4, Applicants for Marine Department employment should be
referred to the Marine Departmsnt Representative at the
Marine Department Warehouss,

H. FIRES AND DRILTS
1. GENERAT,

?

{(a) -Wnehever the fire alarm 18 scunded, whether for a drill
or for actual fire, the Guard on duty at the Main Gate wiil
Immedlately close the Main Gate and remain at the Telephone Swlfch-
board to handle telephone calls and other dutles required by the
following instructionss

(b) In the absence of the Gateman, Lsboratory personnel
i wlll respond to an emergency fire alarm by golng o the Main Gate and
g immedlately placing the telephone switchboard in operation and will

- handle the swlichboard in accordance with the following instructlons:

(¢) In case of an actual fire, immediately call persons on

"Initial Call-out List", *Page 6 in the Fire Manual.

N

-

2. VEHICULAR TRAFFIC

wes SRR o2 s T

a. Entry into the plant, is prohlbited to all vehigles except:

fa Company owned vehlcles driven by Company personnel.

b Privately owned vehlcles driven by Company
personnel on the "Authorized Drive - In Iist”,
Appendix "¢¥.

b. No other vehicles including fire apparatus, ambulances,
ete., are to be admitted except upon orders of the
Manager -or Employe Relations Supervisor.

¢. There 18 no restriction on vehicles leaving the plant.

3. PEDESTRIAN TRAFFIC

% Change

TN
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8. After the slarm has been sounded all persons are
prohibited from entering the Elant excepts
' (a) Company employes on the "Authorized Drive-In Iist",
Appendix *"¢"

(b) Company employes on the Full-Time Flre Organization,

¥page 26 in the Flre Manual,

(¢) --Persons authorized upon orders of the Plant Manager
or Employe Relatlons Supsrvisor. Persons responding
to 8 General Alsarm shall be.instructed to punch time
cards and then wait in recreation or locker room
for orders,

b. There is no restriction on persons leaving the plant.,

L, TELEPHONE TRAFFIC

a. After the alarm has sounded the Quard (or Leboratory
personnel in hils absence) relay tesssges and orders by
telephone.

b. Incoming calls, during daylight hours, should be referred
to the Main Office swltchboard and the Employe Relatlons
Supervlisor. Incoming calls, after daylight hours,
should be handled pollitely but disposed of ag quickly as
possible,

c. Outgoing cells, at any time, should be confined strictly
: to emergsney calls. Calls to persong on the Pire
. ’ 9 Organization ®Initial Callout List"*Page 6 in the Pire
Y ) .Manual, falls in thils cabegory, as would lnstructions
’ : from the Night Foreman to call cut other persomnel after
regular working hours.

EALL REQUESTS FOR INFORMATION GONCERN&NG THE FIRE OR OTHER [
MATTERS SHOULD BE REFERRED TO THE EMPLOYE RELATIONS -
gSUPERVISOR.

I, KEYS

The Guards are responsible for the malntenance of keys to
the plant entrances and certain bulldings as listed below:

Buildling Key Number
Kdministration - Front Entrance : 010162
Employes Recreation Room : 010340

P A SN S

Kitchen Cabinet
1 . Folding Panel

Iocker Room 012340
- Master Light Panel WEM-1
-~ Softball Equipment 23PAL3T
Gate House -~ File Cabinet 323
- Key Cabinet CH~145
- Desk L.O-37
- Dock 23 keys on ring) G-2
- Dock (Guard House) For fire use only G-2
Pedestrian Gates - Clock Alley A-1l, E~2, E-3
*P.M. Cleck House - East Gate A-1
East Gate 105824

. #% Addition
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Keys shall be handled as follows-

1, The Key Cabinet.at Lhe Main Gate must be kept locked and.
key to this cabiﬁet kept in the Guard!'s locked drawer.

2. Keys %o the Aéﬁinistration Building shall not be handed
out and anyone desiring tc enter this building shall be
escorted by the Night Foremsn, or by the Guard 1f so
ordered by the Night Foreman. The person so admltted
should be requested to notlfy the Guard at the Maln -
Gate upon leaving and the Night Foreman, or the Guard
Af so ordered by the Night Foreman, shall make check
to see that the bullding 1s locked.

3. The Guard will observe the following hours in opefilng
and securing the Employes! Locker Room, Recreatlon’
Room and Padestrian Gstes at the Clock Alley:

SR G B

T ke et a0 A

—/"'\

Open Closes
Ts00 A.M, 8330 &AM,
11345 A M, 12:45 p .M,
3:15 P.M, s45 P.M.

12:30 A .M,

Employes will be permltted access to these two rooms atb
hours outgide those listed above after reguesting entry from
the Guard.

4, A record shall be kept of all entries into the

. Adminisztration Bullding, Employe's Recreation Room
and Locker Room at hours oubside of those listed.
record shell show tThe name of the person enbering,
ti%e of entry, time of leaving, date znd purpose of '
entry.

This Y

5. Nominally keys to gate locks and gate houses shall hé
restricted to the use of the Guards.,

6. Employes requesting entry to the Medical Department,
Storehouse, or the opening of locked gates, shall be
referred to the Night Foreman for handling.

J, TIME CARD3

. Each Sunday between 8 P_M, and 10 P.M. the Guard at the Main
Gate is to:s

1. Pick up and hold 21l time cards on the "OUI” side of the
§10§k rack. The Time Department wlill pick up cards on
onday.

2. Write down the payroll number of all cards in the "IN side
of the closk racks.

3. Place new cards in the "OUT" racks. Cards will be left at
the Maln Gate by the Time Deparitment.

| WA-TEX 008246
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4, At 5 A,M. on Monday pick up all of the remalning old cards.
(Check against list which was made in Step #2 above to be
gure gll old cards are removed).

‘The Guards should also check tha time card racks to see that no
Aiterature or matiser other than’ time cards are placed ln the racks,

K.  LUNCHES

~ The Guard wlll upon authorization from the Night Foreman, or
other supervisor, pilck up lunches and return the dishes when lunches
are completed, The Nighl Foreman will adviss the number of lunches-
requlred, the type of lunches and the time they are to be picked up, .

- Before leaving to pick up or deliver lunches the Guard will
-advise all moblle radio units that Statlon, KOL 617 is signing off
instructing them that no transmission shall be made until further
advised., Idkewises, the Laboratory shall be zdvised to handle phone
calls during sbsence, :

Lunches, in all cases, wlll be delivered by the Gateman to the
unlt or other areca designated by the Night Foreman,

L. LOITERING AND SMOKI{NG IN GATE HOUSE

) The Gate House Recepblon Room is for the use of visitors desirving
to enter the refinery while they are awalting clearance or an escort,
Visitors may smoke while in the Recepilon Reoon,

- Nelther visltors or employe’, obther fthan persons shown on the
Buthorized Drive-In List", Appendix "C", are to be allowed to enter
the Guard's Room or use the telephone in the Guard's Room.

M. CAMERAS

All persous enﬁering the refinery or goinérupon the dock,
whether employes or visitors, are prohiblted from carrying a camera
Into the refinery unless authorized by the *Plant Manager.

Visitors should be asked 1f they have cameras with them and,
if so,.should be requested to leave them at the Gate to be returned
upon their departure from the plant or dock.

N - MAII, AND ERRANDS

Monday through Friday, the Day Man will pick up and deliver
mall and run errands on the following schedule:

1. MATL,

Leave¥*by 8:20 A.M. %o pick up mail at Anacortes Post Office,
for delivery to Main Administration Building and Storehouse.

Pick up mall at Storehouse and Main Administration Building by
3:30 P.M. for delivery to Anacorbes Post Office.

* Change
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2. ERRANDS

Pick up and dellvery of packages and other errands to Anacortes
and Mt. Vernon will be handled as required, Monday through Friday, on
$he followling schedule: .

Anacortes Pick-Up Ieaves Plant at%?;45 A.M,
Mt. Vernon Pick~Up " ¥ at®:30 P.M.

It will be the responsibility of the individuals desiring to
have packages pleked up or delivered; or other errands run, to
notify the Maln Gate prior to above timesg and make all necessary
arrangements. No trip is to be made other than as above unless
cleared with the Safety SUpervisor.

0., SPECIAL INSTRUCTIONS FOR SERGEANT OF THE GUARD

1. The Sergeant in charge of the Pinkerton Guards will be
responsible for enfo;cing tha instructions outlined herein,

2. He shall aésure himself that all guards are present,
properly uniformed and performing their requlred duties.

3. He will prepare, secure approval of the Safety Super%isof,
and post a monthly schedule showing the shift to be worked by all
Pinkerton men.

g, He will assure that Guards will remain on duty until
relieved and, in casks of late reporting or sbsenteelsm, will provide
rellef necessary to maintain conbtlnuity of security.

5. He will render a dally report to the Safety Superyvisor

6. He will be responsible for checking time cards of Guards to
gssure that time cards reflect actual hours worked. No erasures,
writeovers or other mutilation of cards is permitted. DO NOTTPUNCH
ANY CARD OTHER THAN YOUR OWN. ’

7o A speclal report shall be rendered to the Safety Supervigor
concerplng any unusual happenings or clrecumstances in or oub of the
refinery and at the docks such as entry of unauthorized persons,
damage to fences, gates or other Company property, accidents on
Company property outslde of fence lines, lntoxicated or bellige¥ent
persons, parking lot incidents, efte.

. In addition to rendering a special report on unusual . -
happenings, the Night Foreman on duty should be promptly advised or
called for Instructions at the time of happening or soon thereafter,

8. Normally, all orders and instructions will be given to the
Guard Sergeant by the *flant Manager or Safety Supervisor, However,
upon accasion special -orders may be necessary and the Sergeant in
charge will carry out such special instructions or orders glven by the
Plant Manager, Assistant™Plant Manager, Supervisor Y(Employe Relations)
or Safety Supervisor. During the night hours, weekends and holidays
the Night Foremen are authorized to issue special orders as necessary.
The dally report of the Sergeant should note any special orders giveh
and/or carried out.

* Change

-
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' P, -SPECIAL INSTRUCTIONS FOR DOCK GUARD

1. GENERAY,

General Instructions and instructions covering admittance
to the plant of psrsonnel and vehleles also apply to the admission of
personnel and vehlcles to the dock. Ofther instructlons for the plant
covering cameras, loltering, emoklng, fires and drills, et¢c., also
apply to bthe dock.

See APPENDIX "G" for a 1ist of persons of firm's personnel who
may be admitted to the dock without further authorization provided
they present proper identification and gign the "Visltorts -
Register » Form R-~U79.

2. PUGET SOUND "?LANT EMPLOYES

a. The gate at the shore entrance to the dock shali be kept
locked a2t all times except when there is a Pinkerton
Guard on duty.

b. Employes (other than RP&S personnel) who are required to
go on the dock will secure a key from the CGateman at
the Maln Gate. When entering upon or leaving the dock
the dock gate wust be locked behind the empioye. The
key must be returned to the Gateman as soon as pessible
after lezving the dock.

o . 6. RP&S employés have a dock gate key in each plckup truck
and wlll be responsible for losking the gabte upon entry
and departure from the dock. A% shift change time the

K gate may be left unlocked temporarily wnbtll the out-

- golng shift leaves the dock &% which time it will be
thz responsiblility of the outgoling shift to lock the
gate..

d. The Pinkerton Guard at the Main Gate will be responsible
for keeping a record showing each time a key is issued
to go on the dock. The record shall show:

PRPUSIPR RNV PR LI N

b To whom issued.,

h {ai Key number.
¢) Date and time issued and returned.

3. PERSONS OTHER THAN P.S.P. EMPLOYES et

a&. Any person nobt an employe of Pugeb Sound Plant seeking
to go upon the dock must be properly authorized to do
s0 and must sign the Visitor's Register in accordance
with Instructions .contained in the Plant Protection
Manual, pages 12 and 13, paragraphs 1 to 6 inclusive.
These instructions cover the admission of ship's crews,
supplliers, women and children, union agents and others
when there 1s a guard on duty at the Dock gatbe.

* Change
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b. When there is no Guard on duty it will be necessary for
such persons to apply at the refinery Main Gate for
admittance, Ths Guard at the Main Gate is responsible
for sesing that the person is properly cleared by some-
one authorized to admiit such persons and will then have
them slgn the reglster and notify the Night Foreman To
provide escort to the dock. . C

Admission to the dock does nob cover the following situations
for which the instructlons below are desligred to cover.

L, SHIP'S GREWS

A1l crew mewbers leaving and returning to TEXACO Americéan-
flag vessels ab our docks must sign the "Sign Out - Sign In" sheet
furnished by the cgptain of the vessel, All crew members of forelgn~
flag vessels must furnish ldentification in the form of an
Immigration Landing Permit upon departure and return %o the vessel,

A new crew msuwber reporting to zn Amsrlcan~flag TEXACO
vessel at the dock wmust gresent proper identification in the form of g
National Maritime Unlon "Assignment S1ip" authorizing him to report
to the specific named vessel and must sign in on the "Sizn Out - Sign
In" form and show a proper Coast Guard pass in additlon thereto,

’ Crew mewbers without,Prcper identification or who refuse
to sign the "Sign Oubt - Sign In" form are not to be admitted until
cleared by the ships Captain or the Marine Department representative.

Intoxicated cfew members must be escorted by driver of the
station wagon to shipt!s ganzway.

5. WOMEWN VISITORS

Women visitors are not permitted to go on the dock or to go
aboard TEXACO owned vessels at any time unless spproved by the
Plant Manager or Marine Department representative.

, When authorized by the Captaln, only, women visitors may bé
allowed to go aboard chartered vesselS. In every instance they are
required to sign the Visitors Register, Form R-479 (with indemnity
clause), and must be escorted at all times while on the dock.
Normally, transporbtation will be furnished from the Dock Gate to the
head of the dock. From that point women visitors must be escorted %o -

the ship's gangway and vice versa by driver of station wagon.

6. UNION REPRESENTATIVES

Business agents and representatives of unions having
coritracts covering ship's officers and ship's crews may be permitted
Yo go aboard a TEXACO ship upon proper authorization by the Marine.
Department represenbative and the presentation of a Marine Department

pass.
- Upon presentation of the proper Marine Department pass, have the

representative sign the Visitor's Reglster, Form R-479, and await
escort to the ship's gangway by the station wagon driver.

: : WA-TEX 008250
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Union representatives desiring to go aboard chartered vessels
(vessels not owned or operated by TEXACO) should be detained at the
Dock Gzte until the ship's Captain authorizes them to go aboard. When
clearsnce 1s obtained have them sign the Visitor's Register, Form.
R-U479, and awalt escort to the ship!s gangway by the statlion wagon

driver. :
7. SHIP!S SUPPLIERS

oett?

Trueks delivering groceries, meats, and eguipment,
handling laundry, ete., must be cleared by the Marine Department ,
representative, usually prior to the ship arrival. (See APPENDIX "@'
for handling instructions). .

8. PARKING AND TRAFFIC

No cars are to be permitted to block dock gate and approach.
Direct cars tc park in marked parking areas.

Transportation for ship's personnel and authorized persons to
and from Dock Gate and ship's berth will normally be provided by
statlon wagon when ship is at dock. Private cars or trucks makin
deliveries of supplies to dock may be permitted on the dock as far
23 the turnaround at the norih end of the causeway.

N\ \"

Q. SPECIAL INSTRUCTIONS FOR GUARDS

1. Réport any unusual clrcumstance Lo the Nlght Foreman at once,

Rt
»

2. Check parking lot several times each shift,

e

3. After adwmission of any.person into the Administration
Bullding as provided in Section I, "KEYS®, notify Night
Foreman so check can be made upon thelr departure.

b, Ralse and lewer flags at the Administration Building daily
at 8:00 A.M, Jjust prior to leaving for mall pilckup, and at
*1:00 P, M, upon return from mail run. Flags should not be
© -flown during extremely high winds and heavy rains.

- 5. Pick up and deliver mail and run errands as outlined in-
Section N. In addition, on night shifts, weekends and
holldays, the Guard, upon orders from the Night Foreman,

4 . : will provide transportation for employes requlred %o work -

i - overtime. (See Item 9 below for instructions on how to

1 handle telephone and radio when necessary to leave gate.)

6. Pick up and deliver overtime lunches as outlined in Section
K. (See Item 9 below)

T. Fire and Flre Drill duby as outlined in Section H,

8. Escort persons to designated locations in the refinery on
weekends, holldays and at nights when directed %o do so by
the Night Foreman. |

¥ Change
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IMPORTANT: Whenever ordered by the Night Foreman to leave
the Gate unattended in order to pick up lunches, transport

. workmen, or perform other regular or speclal duties, the

Guard shall:

a., Notify all moblle units to cease transmissions, sign
off KOL 617 and show time in Radic Log.

b. Cubt off Telephone Switchboard after first notifying
Laboratory personnel of intended absence 1n every case.

c. ILeave Gatehouse unlocked so authorlzed persons can .,
enter. to operate Gate Switch.

Upon return the Guard shalls
8. Notify Night Foreman and Laboratory.
b. Place Telephone ‘Switchboard in serviee.

¢. Place KOL 617 in service and notify Mobille Units.

' WA-TEX 008252
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APPENDIX "a"
PERSONNEL AUTHORIZED .TO APPROVE .

ADMISSION OF VISITORS ~

Plant Manager s | H. P. Creel
Assistant Plant Manager . D. N. Graham
Supervisor (Employe Relabions) ‘ J. W. Atkins
Chief Accountant L ' G. V. Carroll
Safety Supervisoy 3 _ I, F. Holley
Supervisor (Operations) ' ’ ’ ) E. P. White
Supervisor (Mainteﬁénce) _.' Q. 0. Strandberg
Chief Engineer - (Engineering) G. E. Babbitt
Chief Process Engineer : C ~.-R. Moss
Chief Power Enginser ) I..L. Smith

' Chief Chemist . CF, T, Wiley

" *Night Foremen (Nights, Week-ends and Holidays Only)

A. P. Crossley
FrBrFruhting v Welch
C. L. King
"H. B. Murray
*A¢Ting Night Foremen have similar aubhovity.
.Storekeeper (To Storehouse Only)
A. H. Brubaker

Foremen (If the individual is known %o the foreman and has
previously been to the Foreman's Office, otherwise
foreman must personally escort to his office the first
trip. Anywhere else in the refinery visltor must be

escorted. .
E. B. Earl " P, G. Slater
H. D. Hanks | G. F. Pederson
W. C. Green, Jr. " E. H. Henderson
E. W. Baxter ‘ E. B. Hawkes

Revised: 6-12~-63
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_Revised 1-T-64

%PERSONS AND FIR¥S AUTHORIZED M0 ENTER REFINERY
REPRESENTATIVES OF '

Betz Laboratories ' - = R. L. Meyer
Casgcade MNatuwmal Qas Corp, ~ Ken Weaver
: Blanke’t Pass (Drivers)
City of macorbes ' - Meter Reader
Contract Gardansr . ~ Ray Hallenbeck
DuPont Company - David Rand
) Les Barkley
Evergreen Floor Waxing Co, - Janitorial Service Only
‘Nalco Chemical Company - Lee Chaney
0tis Elsvator Company S . Serviceman

H

Overall Cleaning & Supply Co. Serviceman

. #¥Pesoples National Bank of’ Wash, - Representatives & Police Essort

PM Northwest, Ine, . -~ Don Weaver
Puget Sound Power & Light Co, - Servicemen
TransMountalin Pipe Line Co, - D, L. Lawery
. R. P. Scott
G. C. Ferguson
“T. A. Unger
##0.8. Navy Inspector - €. ™, Stevens
West Coast Telephone Co. - Servicemen
Great Northern Railway Co. - Earl C. Houser

*Must present Red Pass (Form R-307) for identification and then
sign Visitor's Register Form R-479. Call person they desire to
visit,

»

#%When ship 1s at dock or in channel,’ (Permitted to use own oar.)

#HiMay be allowed to enter plant on pass only without signing
Visitor's Reglister. : )

Plant Manager ‘j>

IFH-LMR

2
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APPENDIX "C"

' PERSONS AUTHORIZED TO DRIVE PERSONAL
: AUTOMOBILES INTO REFINERY

Name Title
#ippling, T. A, Night Foreman
Atkins, J. W. Supervyisor (Employe Relations)
Babbitt, G. E. Chief Fngincer (Engineering) -
Baxter, E. W, Operating Foreman
Berntsen, K. W, Engineers gProcess
Belln, J. J. . Engineers (Process )
Brubaker, A..H. Storekeeper
carrbll,’ G. V. Chilef Accountant
Childress, J. W. Engineers Assistant (Power) ,
Clarke, W. W. Supervising CGlerk {Cost & Payroll)
Creel, H. P, Plant Manager ‘
Crossley, A. F. Night PForeman--
- Deaton, E. E. . Employe Relations Asst. (E&S)
. Drewes, K. H. Asst. Malntenance Foreman
Durney, G. H. Analyst (Refinery Production)
. Earl, E. B. Operating Foreman
#Easley, E. Asst. Maintenance Foreman
Eddiemon, H. C. : Asst. Operating Foreman
Ellington, R. D. Engineers gProcess)
Elliott, J. S. Engineers (Power)
™ Evans, J. D. ' Chemist (Lab) :
2 Fischbach, R. J. - Englneers (Process)
#Friske, G, J. Head Tester (Relief-Lab)
~FEruhling,—F—Er— ’ ¥ighi-—-Poreman—
Galliup, G. H. . Asst. Malntenance Foreman
Graham, D. N. Asst. Plant Manager
Green, W C. Operabing Foreman
#aeorge, J, T. Night Foreman

. Hanks, Ho Do 4 )fnnspy 5. H. ORSrating Foreman _
Hawkeé, BE. B. # Harrsi, ) Malntenance Foreman

Henderson, E. H. Maintenance Foreman

Hockman, J. L. R Englineers (Engincering) ]
Holley, I. F. ’ Safety Supervisor(Ewp. Relations)
Holman, W. Inspector (Engineering)

Hushbeck, W. D. Area Supervisor (Maintenance)

#Kertis, G. F. Asst. Maintenance Foreman
King, C. L. Night Foreman

#rnowles, E. L. - Night Foremsan
Kirkpatrick, R. L. Engineers (Engineering)

#Kozak, J. J. Night Foreman

#arcom, D, L, Asst. Maintenance Foreman
Larson, S. D. Engineers (Process)

#innell, C. E, Asst. Maintenance Foreman
Martyr, E 8. Asst. Chief Accountant
Maxzwell, H. R. Asst. Malntenance Foreman
Mlller, J. W. Asst. Maintenance Foreman
Moss, G. R. Chlef Process Engineer
Murray, H. E. . Night Foreman, .

#ihile acting as Relief Foreman
Revised 11-1-63
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§ Name

Title

#ewmiller, J. H,
Olson, F. L.
"Osborn, M. R.
Pederson, G. F.
Phillips, F. N.

: Roberts, L. F.

' Sadlier, J. J,.
Schwebs, R. R.
Screws, H. B.
Siaker, T. G.
Smith, I. L.
Strandberg, A. O.
Terry, R. E.
Webb, J.

White, E, F
Wiley, J. T.

#Pair, C. L.

#weleh, W. B
PeCk, H. Ho

-7/',\4«'004‘, A.

IFH-AM-~

APPENDIX "¢"
PAGE #2

Asst., Maintenance Foreman
Engineers (Process)

Asst. Analyst (Refinery Production)’
Mailntenance Foreman

Asst. Operating Foreman
Engineers {Power) )

Asst. Operating Foreman

Head Tester (Lab)

Asst. Maintenance Poreman
Maintenance Foreman

Chief Power Engineer
Supervisor (Maintenance)
Engineers (Engineering)

Area Supervisor (Maintenance)
Supervisor (Operations)
Chief Chemist .
Asst. Maintenance Forema
Night Foreman =~ ~ °

Asst. Maintenance Foreman

#wpile acting as Relief Foreman

P el

Plant Manager -

Revised 11-1-63 . '
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ALL SUPERVISORS:-

APPENDIX D
PAGE 1

STANDING INSTRUCTION NO. 28
PUGET SOUND PLANT

- INSTRUCTIONS FOR THE USE OF
. FORM R=132 ORDER ON GATEMAN
September 11, 1901 (Revised)

Form R=132 Order on Gateman is a form provided to authorize
the exit from our Plant of any person or conveyance carrying tools, ‘
equipment or other mierials of any ni¥ure, Thls includes the movement
of such items through the gate to other sections of the pZant such as
to the docks, Effluent Plant, Loadlng Racks, ete, All persons or conw
veyances carrylng these items shall before passing through the Main.
Gate surrender to the Gateman a properly prepared Form R=132 Order on
Gateman listing the fTools or material invylvad and signed by a properly

-authorized employe as listed below. . . . . '

The form should describe the materials or tools being moved

%hhough the gate to whatever extent 1s necessary to identify them and

e

‘the person taking the materials should sign the form on the line marked
recelved, The person making up the Form R-132 should sign it on the
dine reading approved. The body of the pass should also show where the
material or tools will be delivered, such as to the Docks, Effluent

A Plant, Loading Racks, ete., The Gateman Shsll not honor any forms R-132

" unless they are properly filled out and signed as oublined above and he

1ls positive the person presenting the pass is the person mentioned
therein, also that the class of materials bsing taken out corresponds
with that shown on the pass. Gabteman should then sign the R=282 on the

. llne marked checked by.

' . . )
Positive safeguards shall be taken to prevent any loss or mis-

. handling of these forms and each and every one of them must be accounted

for, The Assistant Chief Clerk shall be held responsible for custody and
issvance of the Books of R-132 and for the establishment of a record of
each book that will insure prompt detection of the loss or mis-handling
of any.of the-books themselves or any of the individual forms. Spoiled
forms should be left in the book and completed books should be turned

in to the Assistant Chief Clerk when securing a new book, . .

. . ‘Gate Pass books should not be furnished cortractors or other
outsXders engaged in maintenance or constructions projects or other
activities-within the plant for use as gate passes for their employes
or others leaving the plant. : .o .

. ) The £31lowing Supervisors are authorized to prepare asnd approve-

.gate passes for the movement of tools and materials thru the gate to
. ofher parts of the plant only:

Ernest W, Baxter °  Howard R. Maxwell
Kenneth H, Drewes . - H.H, Peck #
Grant H. Gallup * - G.,F, Pederson

° W, Clyde Green - . F,N. -Phillips
Everett B, Hawkes * R.R. Schwebs
Ellis Henderson - Homer B. Screws

| wa-TEX 008257
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APPENDIX "D"

Page v
STANDING INSTRUCTIék NO, 28
PUGET SOUND PLANT

: INSTRUCTIONS FOR THE USE OF
. FORM R-132 ORDER ON GATEMAN
September 11, 1902 (Revised)

John W, Miller **G, E. Babbitt
T. G. Slater . ‘John T. Wiley
A. O, Strandberg E. F. White

¥ 0, E. Linnell, is authorized to sign gate. pass Porm R-132
when up-graded to Rellef Foreman in the absence of either
G. H. Gallup, E. B. Hawkes or H. H. Peck.

The following supervisors are authorized to prepare and.
. approve gabe passes for the haulling of load lugger buckets from their

* respective unlts to the County dump for emptying and return. Refer

Standing Instruction L°t;’cer No. 48 - "Instructions Fo‘.r‘ Load ILugger
Truck Service."

Locatlion

Taboratory - J. P, Wiley or J. D. Evans

Machine Shop ’ T. G, Slater or K. H. Drewes

Paint Shop G. H. Gallup

Pipe Shop . G. F. Pederson or H, B, Screws

Carp. Shop : . E. B Hawkes or H. H, Pzck

Storehouse A. H, Brubaker

FCCU - Alky . . E..B. Earl or J. J. Sadlier

VP3-BDU-CRU-HTU " He D. Hanks or H, C. EdGlemon

Bo. House - Effl. Plant E. W. Baxter -

RP&S W, C. Green or ¥, N. Phillips

. Control Room A. F. Crossley or P~—E Boghting
y or W, Holman or C. L. King or

. H, E. Murray e+ :C.hbkich
Main Office - Pilrst Aid Roonm @. V, Carroll or BE. S Martyr

The following Supervisors are authorized to prepare and
approve gate passes for the exit of materials and tools for all
purposes: )

A. H. Brubzsker ' A, P, Crossley

G. V. Carroll . . ~Ered-E—Pruhling- w. g, Welch
" H. P. Creel Willlam Holman
¥*P. N. Grahanm C. L. King

Harry E., Murray

s

% Addition

- AX

Piant Manager -

ESM~AM
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TEXACO

MEMORANDUM

Anacortes, Washington, May 23, 1961

PLANT PROTECTION
GUARD SERVICE AT THE DOCK

ALL HOLDERS OF PLANT PROTECTION MANUAL:

My memorandum letter of May 8, 1961, above subject, is
- hereby cancelled.

as follows:

1.

2.

TFH-LMR

In the fuﬁure, guard serviece at the doeck will be handled

Guards will be provided at the dock gate for guand
duty and transportation service for all tankers,

The Marine Department Representative will be
responsible for notifying the proper refinery
personnel of the expected time of arrival of
TEXALS flag tankers and tardkers chartered to
TEXACO,

Refinery personnel to be notified of the ETA
of tankers are:

Daye, Monday thru Frilday: )
Satety Bupecvisor oy in hls absence the Guard
on duby at the Main Gate. The guard will advise
the Safety Supervisor after having arranged for
guanrd Qervioe.‘”'"' .

Nights, Week-Ends and.fHolidays:
Night Foreman on duty.-. . .:

The RP&S Foreman or his AssSistant will be N
responsible for notifying the persons llsted :
(Item #3 above) of the ETA of tankers handling -

" products under exchange or other arrangements

and whose arvival may not be known to the
Marine Department Representative.

Plant Manager N

WA-TEX 008259
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~ APPENDIX "gG"

¥PERSCNS OR FIRMS AUTHORIZED TO GO UPON THE DOOK
"“““‘“’Wﬁﬁmﬁi'“”Tﬁ?iﬁﬁ?ﬁ?’hoRIZATIon

REPRESENTATIVES OF:

Bellingham Tug and Barge Co,
Foss Tug Co,
g, T, Steeb & Co,

*Marine Department (‘J.‘EXACO)
*¥*Marine Represgenbativ
#¥Marine Clerk

Puget Sound Pilots Assn., (Any Pllot)

U, 8, Government -~
’ Agriculture Dept.
##C0oast Guard (Notify Safety Supervisor)
--Customs Dept.
Imnmigration Dept.
Marlitime Commission
Public Health Dept.

Washington State -
Fisheries Commisslon (Notify Chief Power Engineer).
Marine Safety Ingpector (Notify Safety Supervisor),
Pollution Commission (Notify Chilef Power Engineer),

West Coast Telephone Co.

NOTE ; In addition to the above, TEXACO MARINE DEPARTMENT
REPRESENTATIVE willl advise prior to arrival of each
vessel, the names ,of owner's agents, ship's suppllers,
1aundries, ete., who may be admltted to the dock

- (*as shown below).' This notification will be handled
through the Safety Supervisor.

*When in Officlal Uniform or upon presenting proper identi-
filcatlion sign Visitor's Register, Form R-479 -~ Then admit.
Record time of entry and departure on Form R-479.

*% Change

.-

Revised
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