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SWAB MASTER LTD. – DOCUMENTATION TRAINING

The purpose of this training is to provide you with guidance 

on how to correctly complete any paperwork you have to do 

with regards to your job here at Swab Master Ltd. 

Notes:  

This training guide applies mainly to Supervisors & 

Workers, however there is additional training provided for 

Managers as well. 

Having already completed the Swab Master Orientation and 

the applicable forms associated with the New Hire Program, 

only forms used in the shop or field will be listed in this 

training guide.  

For more assistance in filling out Medical, Dental or Payroll 

documentation, please contact Marj or Sheri in the office.

Hong Guo – General Manager 

Shawn Gleisner – Assistant Manager

Marj Baillie – Office Manager / Human Resources

Sheri Marzolf – Administration / Safety Representative 
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SECTION 1: All Personnel

This section will describe and define what types of forms and 

paperwork are required by the workers at Swab Master Ltd.  

The forms listed in this section are to be completed by 

Supervisors, Workers, and sometimes Managers if the need 

arises

SECTION 2: Supervisors

This section will review the documentation required of a 

field Supervisor, which is above and beyond what the 

Workers are responsible for. 

SECTION 3: Managers

Managers may be required to fill out any documentation at 

any given time, but there are some reports that are designated 

to be completed by a Manager ONLY.  All formal 

inspections, disciplinary actions and incident/accident reports 

are to be signed off by a Manager.
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SECTION 1 : ALL PERSONNEL

• Opportunity Reports

• Site Inspection

• Drivers Daily Log & Trip Inspection

• Near Miss / Incident Form

• Kilometer Reporting

• Rig & Tank Fuel Consumption

• Pickup Fuel Consumption

• Leave Request Forms

• Hazard Assessment 

• Respiratory Equipment Inspection

• Fall Arrest Inspection

• Sub-Contractor Orientation

• Timesheets

• Fluid Transfers (Complete TDG Training)
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OPPORTUNITY REPORTS

This form is used to report, track and complete defects or faults. These 

reports are tracked by the coding on the bottom right hand side. Do not use 

duplicated forms. Safety issues, hazard identification, process errors, vehicle 

defects, vehicle maintenance needed, tool defects or maintenance, document 

errors, shop problems or training deficiencies should all be reported on this 

form. It is imperative that this form is submitted as soon as possible so follow 

up and correction of an issue can be completed in a timely manner.

15/05/06

No Kilometer Reporting sheets in Rig 6

Also missing the Safety Fitness Certificate

Safety Coordinator Safety Coordinator

Contact the office for appropriate forms

Office Staff 15/05/06
Safety Coordinator 15/05/07

Printed Rig 6 Kilometer booklet from May – 

December

Copied Safety Fitness Certificate from 

transportation binder

Handed to Safety Coordinator to put in the unit

Rig 6
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OPPORTUNITY REPORT – The Process

Since you have daily access to the shop, when you have 

completed an Opportunity Report, you can place it in the 

OFFICE folder outside the dispatch office door. Above the 

mailboxes is a mailbox for the office and a mailbox for 

Opportunity Reports only – The Opp Report should go in the 

OFFICE slot first for processing.  Then it gets assigned and 

placed in the Opportunity Report slot.   

1. Once an Opportunity Report is submitted, it is looked at by 

a Manager or the Mechanic and assigned to the appropriate 

personnel. 

2. Once assigned to someone to be resolved, depending on the 

importance and urgency of the issue, it will be put in queue 

to be corrected. 

3. Once the issue has been resolved, the Opportunity Report 

should be completed by the person who handled the task 

and placed back in the Office mailbox or given directly to a 

Manager or the Safety Coordinator. 

4. The office will then report it in a tracking database to ensure 

issues are being corrected in a timely manner. 

Remember – We cannot correct 

issues we do not know about! 
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SITE INSPECTION
This form is used to perform inspections of our facility. The Shop portion of 

the facility will be inspected on a Monthly basis, while the Office portion of 

the facility gets an inspection every Quarter. Any Deficiencies should be 

noted and an Opportunity Report completed to correct them. 

✓

✓

✓
✓

✓

✓
✓

✓
✓

✓

✓
✓

✓

✓
✓

✓

✓

✓
✓

✓
✓

✓
✓

✓
✓
✓

✓

✓
✓
✓
✓

C-Can Checked on Monthly Shop

No Stairs in the Office

Box in front of the bookcase - moved

Needs a new sign

Needs another inspection – Opp Report 
# 2017-02-02.00000 to Garth Smith

May 6, 2015

Office Staff Senior Management

Opp Report # 2017-02-02.00000

When deficiencies are noted on 

ANY inspection – include the 

Opportunity Report Number. 

This makes cross-referencing 

issues much easier!
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DRIVERS DAILY LOG & VEHICLE & TRIP REPORT
This is a two-part document and following Alberta Transportation’s guidelines; 

A driver is a person who has operated, operates or intends to operate a 

commercial vehicle. All drivers must fill out a daily log each day that accounts 

for all of the driver’s on-duty time and off-duty time for that day.

✓

05/06/2015 Rig 12

180891

181011

120
✓

N/A N/A

James Dean
James Dean

11.5

1

11.5

196.26
Brooks

4473

05/06/2015 06:00AM

Rig 12 180891 N/A

✓

Drivers side headlight burnt out – replaced 

prior to leaving

✓

James Dean

0

Opp Report # 2016-08-08.00143
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Near misses are events, which did not cause injury or damage but still provide 

a useful lesson.  ALL accidents  and incidents no matter how small must be 

reported immediately to your Supervisor or Manager. These include vehicle 

accidents, lost tools, personal injury accidents, etc.

Documentation Training 9

The Incident / Near Miss Report can be accessed on the company website 

under Employee Resources > Forms. The password to access Employee 

Resources is Safety2025.

Employees are asked to complete the first two pages, Incident Report & 

Incident Cause Form. All other forms in the package will be assigned or 

completed by the Manager responsible for the investigation as required.
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The Kilometer Record Form is used to track your kilometers driven on a 

Monthly basis. This form is used when reporting total kilometers driven and is 

also very useful during a fuel audit. Each unit has it’s own reporting booklet 

with Kilometer sheet & Fuel Sheet. 

Swab Rig Supervisor MAY

124585 124655 70 RT 21755AB Brooks Hwy 1 Suffield
124655 AB Brooks Hwy 1 124750Hussar 95 RT 21756

124750 125080 330 RT 21758AB/SK Brooks ShaunavonHwy1 & 37
125080 SK Shaunavon Hwy 37 & 722 Shaunavon 125120 40 RT 21759
125120 SK Shaunavon Hwy37 & 1 Brooks 330 RT125450

125450 AB Brooks 1, 36, 845, 531, 534 Vulcan 125575 125 RT

21760

21761

OFF

OFF

OFF

125575

990 990= Ending Odometer : 125575 – 

Beginning Odometer: 124585
= Total KMS Combined

10

All fields MUST 

be filled in!  
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The Fuel Consumption Record is used to track fuel consumption during a 

Monthly period. The form is for fuel consumption in the Rig and Tank Truck. 

This form is used for reporting fuel consumption and is also very helpful 

during a fuel audit. Each unit has its own booklet. 

Swab Rig Supervisor

Swab Rig Supervisor MAY
1234

Brooks Co-Op 180.52

BrooksCo-Op 236.32
80.00 Pickup 7 - Kevin

Dumore Co-Op 210.00

Brooks Co-Op 100.50

11

This example is fueling up 

the Rig at a gas station. 

Always include the 

SUPPLIER LOCATION

This example is 

putting fuel into the 

Rig from a Pickup 

Sliptank.  

Identify which pickup 

either in the FUEL / 

SUPPLIER 

LOCATION column or 

the NOTES column
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The Slip Tank Record is used to track fuel used during a Monthly 

period. The form is for fuel consumption from the pickup trucks. 

This form is used for reporting fuel consumption and is also very 

helpful during a fuel audit. Each unit has its own booklet. 

Swab Rig Supervisor Swab Rig Supervisor
MAY 1234

Brooks Co-Op 92.53 210.00

Gas/Diesel 50.82 100.00250.73 75.00 R1 T2

Gas 20.00 For Welder

Brooks Co-Op

75.0080.00 R9 T12Gas/DieselOn Location

On Location
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The example on the 3rd is putting fuel in both the pickup and the 

sliptank.  Always note the SUPPLIER LOCATION

The Example on the 5th is taking fuel OUT of the sliptank and 

fueling up both Rig 9 and Tank 12.

The example on the 18th shows all columns being used.  Gas & 

Diesel were purchased from Brooks Coop and the Rig & Tank 

were filled up from the Sliptank

Gas/Diesel

If you fuel up more than once on any given day, please 

try to use a blank line and change the date on the left – 

don’t try to squeeze it into the same column. 
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The Leave Request form is to be used whenever you require days 

off in advance. This could be for a one day leave or a vacation 

request.  It must be signed off by your Supervisor and forwarded to 

the office for approval. 

June 7, 2015

Tank Truck Driver

July 31, 2015
August 16, 2015

Tank Truck Driver

Assistant Manager
June 7, 2015
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This form stays with the Respiratory Equipment on each 

rig unit. It should be used as part of a weekly inspection 

for the equipment. 

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

Little dusty, cleaned with PPE cleaner

Low pressure, Opp Report Submitted
           Opp # 2014-05-18.000035

Documentation Training 14

Remember to report 

deficiencies on an 

Opportunity Report!
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This form stays with the Fall Protection Equipment on 

each rig unit. It should be used as part of a weekly 

inspection for the equipment. 

✓

✓

✓

✓

✓
✓

✓
✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

Lots of deterioration, Opp report submitted & 
equipment brought to shop Opp # 2015-07-18.00035

Too much deterioration, cannot read labels or date

15

Remember to report 

deficiencies on an 

Opportunity Report!
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Contractors working at the Shop or Office are required to 

be orientated with our Safety Procedures and the hazards 

on site. You can find these forms near the shop desk or at 

the office. 

John Doe Welding John Doe (403) 867-5309

Welding on a rig mast from 8:30am to 2 pm

Assistant Manager Shawn Gleisner (403) 123-4567

Signed in at the office at 8:30 – given a site tour & hazards 
explained, given PPE required

✓

✓

✓

✓

✓

✓

✓

✓

John Doe John Doe

Kevin KriegerShawn Gleisner

May 20, 2015

May 20, 2015
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The Timesheet is used to keep track of all Employees’ time worked.  This document is 

used to calculate your pay – so please be sure to be as accurate and detailed as possible. 

The Columns Rig # / Tank # should contain the units you were working on that day 

(either in the field or at the shop)

Operator / Helper = the crew that worked together.  The operator is the Swab Rig 

Supervisor and the Helper is the Tank Truck Driver

Time in = Time you start / Time Out = Time you finish

Rig hours = How many hours were spent working in the field

Shop = How many hours you spent working at the shop

Travel = How many hours it took to travel to and from location 

Total = Add all hours together, it should equal the time in / time out calculation

SUB = Subsistence pay – check this box if you are out of town working overnight.

NS-Sub = Nightshift Sub – check this box if you work between the hours of Midnight – 

Morning

Description = Enter a brief description of the work you did

Ticket # = enter any applicable tickets related to the job you  completed.  N/A if 

working in the shop. 

Swab Employee

7am 7pm8 14 Swab 
Supervisor

Swab 
Employee

9 1 2 12 ✓ 25789
Travel to Company location – swab well - 
still needs swabbing – stay overnight

8 14 Swab 
Supervisor

Swab 
Employee 5am 3pm 6 22 10 Continue swabbing well – rig out – dump fluid 

-  travel home – wash & organize tank truck
25790

Off

6 12 Swab 
Supervisor

Swab 
Employee

7pm 5am 19 0 10 ✓
Drive pickup to location to relieve day crew – 
swab well to tank truck 24325

6 12 Swab 
Supervisor

Swab 
Employee 7pm 6am 9 1 1 11 ✓ 24326

Continue night swabbing – rig out – dump fluid 
at Tervita – travel home

12 Swab 
Employee 2pm 4pm 0 2 0 2

Shop work – wash tank truck – clean & 
organize for next job

N/A N/A N/A

14
Swab 
Employee 8am 12pm 0 04 4

Help prepare units for out of town work 
tomorrow 

8
Swab 
Supervisor

Swab Employee HR Manager

N/A
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SECTION 2 : SUPERVISORS

• Field Tickets

• Swab Reports

• Rig Manager Inspection

• Pre-Job Safety Meeting

• Emergency Drill Form

• Lost Tool Reporting

• Investigation Checklist

• Derrick Hours of Service

• Level I & II Inspection (Rig)

• Confined Space Pre-Entry Assessment

• Disciplinary Action

• Driver Evaluation

• New Hires Training Program

Documentation Training 18
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• Field Tickets are used to track the work that was done as well as bill our 

customers for services.  Any errors on a field ticket can result in a delay 

of payment.  

• Field Tickets are all created electronically. Be careful not to use an 

outdated template with incorrect pricing.

• The customer section MUST have the full company name written or it 

will not be processed. The address should be written in if this is a 

company we have not worked with before. The client rep is the on-site 

supervisor for the company you are working for. Their full name as well 

as a contact number must be listed. 

• The Well listing section is where you will add the locations you work 

on. A specific Cost Center may be used on each line depending on the 

individual company billing requirements. Always discuss what coding is 

needed to process the ticket with the client representative. Some 

companies may only use an AFE and will put this information in the 

Field Stamp Area.

• Record todays date & whatever equipment numbers you are using for 

Rig and Tank

• The Operation Comments section should be used as a general overview 

of the work completed. Remember to check off the Function Test Motor 

Kills, Pre-Job Safety & Derrick Inspection Checkboxes! 

• The pricing will depend on what service was performed or how the 

company wants to be billed. Always be aware of what the specific 

pricing is for the company you are working for BEFORE you go there. 

Talk to Hong if you are unsure of the charges. 

• Record names of the Swab Master Operator and Assistants that 

performed the job.

• The Authorized Agent is the client representative that you are working 

for. Some companies that use a coding stamp will sign the ticket on the 

stamp instead of at this location.  For companies that do not use a coding 

stamp – ALL TICKETS MUST BE SIGNED.  Sometimes the client rep 

will leave the location early and you can email it to him for a signature. 

Be sure to confirm this process beforehand.

• Be sure to confirm Subtotal, GST & Totals before sending for signature.
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Some Oil Company Limited
123 1st St. West, Brooks, T1R 1R1
John Doe. (403) 555-0123

AFE: 50051243 
G/L: 6130.110

May 21 2015

CC# 21503
CC# 21505
CC# 21321
CC# 21325 103/10  22  20   12  W4

Vehicle inspection, drive to location listed above, hold pre-job safety meeting & discuss procedures
Spot rig and rig up to regulations, open well to tank, swab wells as requested. Rig out, return to base

6 210.00
6 110.00

101 1.50

8 TUF 40.00
2 25.00

1 50.00

2 25.00
150.002

John Doe

1260.00
660.00
151.50

320.00
50.00

50.00

50.00
300.00

2841.50
142.08

2983.58

Swab Rig Supervisor

Billy Bob Doe
Bobby Joe Doe

John Doe

101/13  22  20   12  W4
102/10  23  20   12  W4
103/11  22  20   12  W4

6 9 23

✓ ✓ ✓
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The Swab / Swab Evaluation Reports are used to measure the fluid that 

comes out of the well.  This information is required for some oil 

companies.  The Swab Report is generally used when completing several 

wells on the same day, while the Swab Evaluation Report is used to 

monitor one well.  Multiple pages of the Swab Evaluation Report may be 

used on the same location. 

Some Oil Company Limited

Specific Area
114.3

R4
Swab Supervisor

May 21st, 2015

7-10-016-12W4
8-10-016-12W4
103/16-10-016-12W4
3-10-016-12W4
102/09-08-016-12W4
102/16-08-016-12W4
14-09-016-12W4
11-09-016-12W4
104/06-08-016-12W4

245
256
314
270
273
311
268

241
328

1.50
0.20
0.50
0.30
1.05
1.50
0.10
1.40
1.50

1.50
1.70
2.20
2.50
3.55
5.05
5.15
6.55
8.05

413
301
423
312
433
550
286
420
543

457
456
571
312
492
570
454
417
569

150
150
150
150
150
150
150
150
150

300
50
200
150
200
50
50
50
100

✓

✓
✓

✓
✓

✓

✓

✓

✓

Mud plug @ 413  Muddy water
Mud plug @ 301  Muddy water

Mud plug @ 423  Muddy water
Milky water

Mud plug @ 433  Shale on cups
Mud plug @ 286  Muddy water
Lots of shale on cups 5 new cups
Mud plug @ 543 lots of shale
Mud plug @ 491 muddy water

The location of the 

well goes in this area

Comments on the 

conditions of the well 

can go in this area. 

Readings from each well 

go in these columns

A visual inspection of the 

derrick should be 

documented here every 

time the derrick is raised

SWAB MASTER LTD. – DOCUMENTATION TRAINING
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103/14-26-27-20w4
10-23-27-20

May 21st, 2015Some Oil Company Limited
Specific AreaOil Company Rep

114.3
50

 @ 1300m
15

1 2

9

1030 Leave Brooks with Swab Rig
Arrive on location1200
Safety meeting. Rig in to 114.3 BX

1415 RIH w/ cups

Check / Change cups – no sand

1730
1830

RIH 
RIH 

Check / Change cups – no sand

2120
2220
0020

RIH 

RIH 
RIH 

1434
1450
1510
1530
1553
1610
1635
1700
1720
1750
1845
1905
1925
1945
2010
2035
2105
2140
2240
0040

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20

950
1000
900
800

980
1110
1170
1250
1280
950
1020
1060
1090
980
1130
1180
1240
1290
No Tag
No Tag

1050
1070
970
880
1030
1200
1250
1300
1300
1000
1100
1150
1200
1100
1250
1300
1300
1300
1300
1300

90
60
70
90
20
50
30
50
20
130
40
80
140
90
110
60
40
10
0
0 0

0

0.7
0.5
0.6
0.7
0.1
0.4
0.2
0.4
0.2
1.1
0.3
0.6
1.1
0.7
0.9
0.5
0.3
0.1

0.7
1.2
1.8
2.5
2.6
3.0
3.2
3.6
3.8
4.9
5.2
5.8
6.9
7.6
8.5
9.0
9.3
9.4
9.4
9.4

VAC
VAC
VAC

VAC
205

VAC
VAC
VAC
VAC
400
115
205
VAC
200
380
125
40
0
VAC
VAC

3/3
2
3
4
5
6
3/3
2
3
4
5
6
7
8
9
10

3/3
2
3
4
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103/14-26-27-20w4
10-23-27-20

May 21st, 2015Some Oil Company Limited
Specific AreaOil Company Rep

114.3
50

 @ 1300m
15

2

9

2

0320 RIH 
0620

1138
1145
1208
1225

1235

Open up well head

RIH to clear flowline
RIH 

RIH for 2nd run 

Shut in to rig out

0340
0640
0840
0940

1205
1218
1235

21
22
23
24

25

1260
1220
1230
1240

1250

1300
1300
1300
1300

1300
700

40
80
70
60

60

0.3
0.7
0.6
0.5

0.5

9.7
10.4
11.0
11.5

12.0

35 75

10 90

VAC
VAC
VAC
VAC
235
VAC

5
6
7
8
9
10
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The Rig Manager Inspection Report is used by Supervisors as a Weekly 

checklist style inspection on their equipment and crew.  If there are any 

deficiencies found, an Opportunity Report should be completed and 

submitted A.S.A.P. (Even if the issue was corrected by the workers)

Swab Rig Supervisor May 20, 2015 8
Senior Manager May 22, 2015

✓

✓

✓

x

Placards worn on the tank truck, no longer visible. Opportunity Report submitted to get a replacement

Place a check mark beside everything 

that you inspect and find to be acceptable
✓

X  Place an “x” beside anything that you 

inspect and find needs attention. Be sure 

to write in your findings and the solution 

in the comments section at the bottom.

N  Place an “N” beside anything that is 

not applicable to your operation at the 

time of the inspection.

Opportunity Report # 2014-02-22.00048
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Pre-Job Safety Meeting Report (Pre-job)

Commonly referred to as: JSA (Job Safety Analysis)

Information Section: Ensure ALL fields are completed. The location is where the pre-job 

meeting is taking place.  Record Date, Unit #’s and Ticket #.  Company is the client you 

are working for, and the representative is the consultant you are dealing with on-site.  

Swab Master Representative would be the Swab Rig Supervisor on-site.  Multi-Services 

would denote that you are not the only service company on site. For example, coil tubing 

services could be on the same site.  

General Hazards / Topics Discussed: Some topics must be included daily, such as, muster 

points, emergency response plan, work area/lease conditions, etc.  Other topics may only 

apply to that day or site.  Choose topics that are most relevant to the days work activities. 

Description of work: provide a brief description of the work that is to be completed on 

that job. 

Safe Work Procedures / Tasks:  Choose the procedures / tasks that will be taking place that 

day.  

Controls: Write the task number that is assigned to the procedure, evaluate the risk level, 

identify controls to reduce the risks associated with that task then evaluate the residual 

risk after controls have been applied.  The “Who” column usually contains instruction for 

“ALL” employees to follow the controls listed. 

Fire & Explosion Hazards: This section should be completed every time.  Check which 

components of the fire triangle exist and then identify the level of risk based on the 

selected components. Any critical risk factors such as liquid hydrocarbons or flow into 

closed system should be identified – then select the procedures required.  Write down any 

control methods identified and implemented to prevent fire and explosion hazards. 

Emergency Controls: This section should contain your emergency response plans.  

Remember, the clients Emergency Response Plan supersedes our own.  When there is no 

client ERP, the Swab Master Emergency Response Plan will be used.  Ensure you have 

contact numbers in this section for emergency personnel. 

All persons who attended the pre-job safety meeting should print and sign their name in 

the section provided. This includes personnel from other companies who may be on site. 
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102/14-15-16-28W4 October 28, 2016 R5 T6 21111
Some Oil Company Ltd. Joe Somebody

Swab Rig Supervisor, Tank Truck Driver ✓

✓
✓

✓
✓

✓
✓

✓
✓

✓

✓

✓

✓

✓

Swab casing wells to tank truck

✓

✓

✓

✓

0

High

Medium
High

High
Use a spotter, back up alarm, caution Low All
Stay clear of drawworks, watch overhead hazards
Use grounding / bonding 
Emergency response plan, safe work procedures

Low
Low
Low

All
All
All

✓
✓

✓

✓

✓

✓

✓

Check valves, purge procedures, bonding cables, caution 
✓

Customer Emergency Response Plan located in consultants truck; back up to use Swab Master ERP in rig cab
Emergency Contact: Joe Somebody 403-867-5309

Swab Rig Supervisor
Tank Truck Driver
Joe Somebody

Swab Rig Supervisor

Joe Somebody

Tank Truck Driver

26
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9, 10

13



SWAB MASTER LTD. – DOCUMENTATION TRAINING

The Emergency Response Drill form is used to document drills that 

are completed on site at the prime contractors lease or at the main 

location. Managers and / or Supervisors should complete these drills 

on a Monthly basis.  

May 20, 2015

Gas Leak / Evacuation

Brooks Shop

Safety Coordinator

Safety Coordinator, Office Manager, Assistant Manager, 2 Swab Rig Supervisors, tank truck driver

Contractor from Some Inspection Company

Evacuation called at 10:41am because of a gas leak, all employees evacuated and at the muster
point in 1 minute 15 seconds; Driver was the first out and grabbed the attendance board and ERP
Manager “called” fire services for help; No attendance was taken

Even with a small crew we need to remember to take attendance and make sure any contractors are
helped out of the building.

Safety Coordinator

Senior Manager May 20, 2015

27

The follow up section only needs to be 

completed when there were problems 

noted in the summary of the drill. 
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Lost Tool Reports – on occasion, a tool may break free of the toolstring and 

become lodged in the well.  This form should be completed to allow us to 

gather as much information as possible about the missing tool.  If a coil unit 

has to come fish out the tool for example, it is imperative that they know all 

the details.  

It is extremely important to know what is included in your toolstring prior 

to beginning work.  If you are unable to tell the company what to look for , 

it can become a major  incident with excessive costs.

This form is to be followed up by an Incident Report and Investigation.  

Determining the root cause to prevent reoccurrence should be the main 

priority

Some Oil Company – Jimmy Bob

May 24th, 2013 2:30 PM Alderson 102/08-24-20-13W4

6 feet
250 metres
275 metres

10 metres
15,000 pounds

N/A
N/A

½ inch
May 3rd, 2013 – 60 metres

Tagged fluid, went until tool stopped. Tried to pull out. Tool stuck. Was told to pull until something let go. Pulled hard 

Four times and finally line parted. Well was left flowing and later shut in. marked on swab list as DNS

It is also very helpful 

to draw a sketch of the 

toolstring
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Investigations take place at Swab Master Ltd. for a number of 

reasons.  Incidents, Accidents, Illnesses and Near Misses are all 

investigated.  This is done to ensure the root cause of the event is 

determined and actions can be taken to prevent the same event from 

happening again.  

Investigations training is offered as an in-house module to all Swab 

Master Ltd. employees.  This module is mandatory for Supervisors 

and Managers.  

In the event an investigation team needs to be assembled – it should 

contain 1 Manager, 1 Supervisor and 1 Worker.  Investigations 

should normally be started within 72 hours of the event and will be 

lead by the Safety Coordinator, Assistant General Manager or 

General Manager.  

While the Supervisor (or Manager) that was on-site at the time the 

event occurred is responsible for starting the investigation – any 

persons that witnessed the event are also to be included.  

Each Swab Master Ltd. Employee Handbook has an Investigations 

handi-guide in the back section to reference when completing the 

investigation package forms. You may also refer to the Investigation 

Training found on the website under Employee Resources. 
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The Derrick Hours of Service form is used to keep track of the use of the 

derrick on the swab rig. You must put the year for the records at the top of the 

form and carry-forward your derrick hours left from the previous report.  

Derrick hours should be tracked monthly and submitted to the office at the end 

of the calendar year (December 31st )

2017

10700
10761
10690
10503
10571
9989
9507
9354
9327
9173
9042
8907
8780

13239
13310
13497
13429
14011
14493
14646
14673
14827
14958
15093
15220

Jan 2017
Feb 2017
Mar 2017
Apr 2017
May 2017
June 2017
July 2017
Aug 2017
Sept 2017
Oct 2017
Nov 2017
Dec 2017

Each Line should 

total 24,000 Hours

Rig 8 December 31st,  2017
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The RP 3.0 Level I & II Inspection Form is a laminated form you will find on 

each Rig unit.  This form correlates to the Field Ticket Checkbox (DERRICK 

INSPECTION) and should be completed each time the derrick is raised. 

✓

✓

✓

✓
✓

✓

✓
✓

✓

✓
✓

✓
✓

✓
✓

✓

✓

✓

✓
✓
✓

✓

✓

✓

✓
✓
✓

✓

✓

✓

✓

✓
✓

✓

✓

✓
✓
✓

August 8, 2015 Jon Doe Rig 8

As with all other 

forms, if a deficiency 

is found, fill out an 

Opportunity Report 

to get the issue fixed. 
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The Confined Space – Pre-Entry Hazard Assessment form is designed to be 

completed whenever an employee is required to enter a confined or restricted space 

to complete a task. All sections of the form on both sides must be completed.  

August 8, 2015 Brooks Shop Tank
Prepare metal for fibreglass repair with wire wheel

Swab Employee Swab Employee

✓

✓

use work lights

Use ear plugs
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Dust 20.9 RKI GX-2009
S/N: 691032150

August 1, 2015 Yes

Swab Employee August 15, 2015
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On occasion a Supervisor or Manager may need to apply disciplinary actions on an 

employee.  Depending on the severity of the action and how many times it has 

occurred, a formal written notice should be completed and retained in the personnel 

file of the offending individual. 

Swab Employee

August 8, 2015

Management has decided to terminate employment as the consequence of fighting with a 

Tank Truck Driver

✓

✓

Swab Employee was on site and got into a fight about a personal issue
with the client rep. This conflict affected the work place and other employees on site 
and may have an affect on the business relationship with the oil company

08/16/2018

08/16/2018

Swab Employee to understand that fighting on a work site with anyone
will not be tolerated. The next occurance may lead to dismissal.

I will try in the future to keep a cool head while on the work site.  There is no reason to 
lose my temper on site and I will deal with personal issues on my own time. 

Swab Employee

03/02/2017

Swab Rig Supervisor

08/08/2018

34
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08/16/2018

August 8, 2015

Conmpany rep is unacceptable as this could cause irreparable damage to Swab Master 
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Supervisors are responsible for helping to train new employees in the field.  The first 

step in the training process is for the new employee to complete paperwork and 

online training at the office. They are then sent out with a Supervisor for “buddy-

system” style training.  The Drivers Evaluation should be done promptly.  

New Tank Truck Driver

Swab Rig Supervisor

September 12, 2018

Tank Truck T9 K39 031

Advised New Tank Truck Driver that he needs to confirm if a passenger is also

wearing a seatbelt. Employee agreed and stated he would remember in the future. 

Swab Rig Supervisor Senior Manager
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The New Employees will be on probation for as long as necessary in the field.  The 

next step is to go through the field training guide.  This can take up to a year due to 

the specialized tasks listed throughout the document. 

New Tank Truck Driver Swab Rig Supervisor

08/08/2015 05/16/2016

08/08/2015 R.T N.H

08/10/2015

08/10/2015
08/09/2015

08/08/2015

S.S

S.S

R.T

R.T

08/10/2015 M.B

Senior Manager 08/13/2015

The Trainer and Trainee 

must sign off on all 

items to agree on 

completion and 

competency. 

The Senior Manager 

signs off on all new hires 

training when submitted 

to the office. 
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The Specialized Tasks Lists will be completed between the Supervisor and the New 

Hire in the field over the course of their probation period. 

08/10/2015 S.S N.H

08/11/2015

08/10/2015

D.S N.H

S.S N.H

The teams at Swab 

Master are not static – 

the New Hire may have 

a different Supervisor 

training him each day. 

Whichever Supervisor 

completes the New Hire 

Training Program Page 

should sign off with the 

New Hire. 

Swab Rig SupervisorNew Hire

Senior Manager 08/13/2015
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The Specialized Tasks Lists will be completed between the Supervisor and the New 

Hire in the field over the course of their probation period. 

08/10/2015 S.S N.H

08/11/2015

12/18/2015

D.S N.H

S.S N.H

The teams at Swab 

Master are not static – 

the New Hire may have 

a different Supervisor 

training him each day. 

Whichever Supervisor 

completes the New Hire 

Training Program Page 

should sign off with the 

New Hire. 

Swab Rig SupervisorNew Hire

Senior Manager 12/22/2015

08/10/2015 S.S N.H

08/10/2015

08/13/2015

08/15/2015

08/23/2015

09/10/2015

10/15/2015

09/28/2015

11/03/2015

12/10/2015

08/26/2015
09/05/2015

10/16/2015

10/22/2015
11/18/2015 S.O N.H

N.H

N.H
N.H

N.H

N.H

N.H

N.H
N.H

N.H

N.H

N.H

N.HS.S

M.B

S.S

G.S
S.S
S.O
G.S

K.K

K.K

S.O
S.O

S.S

S.S

N.H

The Senior Manager should sign off 

on all New Hires Training 
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The last two pages in the New Hires Training Program deals with Swab Rig 

Supervisor Training and Assessment.  This portion of the document is only to be 

used when the New Hire is comfortable, competent and ready to advance to being a 

Swab Rig Supervisor. 
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SECTION 3: MANAGERS

Managers may be required to fill out any documentation at 

any given time, but there are some reports that are 

designated to be completed by a Manager ONLY.  All 

formal inspections, disciplinary actions and 

incident/accident reports are to be signed off by a 

Manager.

• Managers Quick Site Inspection

• Managers Full Inspection
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The Managers Quick Check Inspection is used as an inspection tool when managers are 

stopping by a work site.  This quick check may be performed monthly at random 

worksites. 

12 September 11, 2001

Swab Rig Supervisor, Tank Truck Driver, New Hire Trainee
✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

Senior Manager Swab Rig Supervisor

Fluid in station getting low – should replace soon

Fluid in eye wash station getting low – should replace soon – completed Opp report to 
Have solution replaced

2004-10-05.00012

Check off all items that 

have been inspected and 

list any deficiencies on 

the form.

Remember to complete 

an Opportunity Report to 

have the issue resolved. 
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The 2 page  Full Management Inspection Form  should be used by Managers on a 

random worksite once a month.  Rotating which crews are visited on site will enable all 

employees and working equipment to have an overall inspection. 

September 11, 2001 Swab Rig Supervisor
West Tilley Tank Truck Driver

Some Oil Company
New Hire TraineeR2        T9        P14

 

✓

✓

✓

✓
✓

✓

✓

✓

✓

✓
✓

✓

✓

New worker on site with no “green hand” sticker on hard hat.  Gave employee sticker for hat and advised to wear until fully 
trained. 

2005-06-16.00533

✓

✓

✓

✓

✓
✓

✓

✓

✓

✓

✓

✓

✓

✓

✓
✓

✓

N/A

Assistant Manager Swab Rig Supervisor

Assistant Manager Tank Truck Driver
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✓

2005-06-16.00533

Hammer has  a cracked handle – must be replaced. 

✓

✓

✓

✓

✓

✓

✓

✓
✓

✓

✓

✓

✓

✓

✓

✓
✓

✓

✓

✓

✓

✓

✓

✓
✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

✓

2005-06-16.00533

1 Placard is worn – must replace. 

Multiple deficiencies 

can be reported on ONE 

Opportunity Report. 

Do Not Sign off on the 

Opp Report until all 

items are complete. 
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Training Acknowledgement Form

I ______________________________, certify that I have 

received adequate training on the completion of Swab Master 

Ltd. documents and protocols.  

I agree that I will comply with all documents and complete all 

paperwork assigned in the timeframe required. 

I agree to complete the assigned paper work to the best of my 

ability and, when in doubt, ask for assistance. 

I agree that I will submit all completed paperwork to the office as 

soon as I am able. 

TRAINEE NAME: 

TRAINEE SIGNATURE:

TRAINER NAME:

TRAINER SIGNATURE:
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