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1 Introduction
1.1 Background
A permit to work is an individual component of an overall safe system of work. Permits to work are key

in providing a safe working environment.

This Permit to Work System should be used as a control measure to address the safety issues of specific

types of work, which create a particularly high risk, by implementing a formal safety plan.

This Permit to Work Procedure is intended to ensure that planning and co-ordination of high risk activities
are undertaken safely by defining procedures, communication methodologies and understanding the wider

implication of the activity.

1.2  Objective

The objective of this document is to define the process and responsibilities of persons involved in undertaking

high risk activities.

The Application for a Permit to Work shall be made on the agreed pro forma (appendix 3) and requires all

necessary evidence to ensure that the activity is undertaken safely.

1.3 Timescales

Once a Permit to Work application is made to the Authorised Person the issue of the Permit to Work should
take no longer than 5 working days to be reviewed. Likewise the application should be made 5 working

days before anticipated issue.

Requestees should note: It is important to allow sufficient time for the approval process.

2. Scope
21 Application of Permit to Work Procedures.
The Permit to Work and the other Permits must be applied for 5 days before works commence on site.

A PTW will last for a maximum period of seven (7) days only. For works lasting longer than seven days, a

further application will be necessary to cover the next seven day period.

The PTW will not be necessary for routine works covered by a term contract where the contract
programmes regular works and site visits. However, where works are required which are not of a regular
planned nature within a term contract, then a PTW will be required. For example, Lift Maintenance and

Call Outs will not require a PTW, but refurbishment and modernisation works will.

It is mandatory for all contractors who have not been directly engaged through the Campus Maintenance
Manager, or his deputy, undertaking works that require a PTW; that they make their application on the agreed
pro forma (Appendix 3.3). All PTW requests are to be made by the contractor representative or QMUL PM, and
presented to the Estates Campus Maintenance Manager or Nominated Deputy who will pass to the

Estates and Facilities (Infrastructure & Maintenance) Manager to log.
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Once the works are approved and the form counter-signed, the White copy is handed, posted or emailed to
the Contractor, or QMUL PM, to commence work. The Yellow copy is passed to the Estates Campus
Maintenance Manager, or his deputy, for information and to enable them to arrange keys, passes, etc. The
Pink copy goes into the PTW file, which is held in the Maintenance Office.

Once the works have been satisfactorily completed, the White copy is returned to the Campus Maintenanace
Manager. This requires the form to be signed off, which may involve confirmation from others that the
works are complete and the area is clear. Once completed, the signed White copy is put in the PTW file and

replaces the Pink copy, which is disposed of.

This procedure means that at any one time the file will indicate, at a glance, what PTWs are still
outstanding or not returned and will form part of the Estates audit procedure.To assist in the auditing
procedure the work order or purchase order number should be documented on the PTW. If contractors, or
workers, do not return the White form upon completion of the works, The Estates and Facilities Directorate
will remind the responsible persons of the requirements. Flouting of this requirement would lead to the

exclusion of this contractor for other works, or in the case of a member of staff, disciplinary action being taken.
2.2 Competent Person:

A Competent Person is someone who is suitably knowledgeable and trained in the requirements to complete,
or oversee, the works as described on the form, this can be evidenced by a supporting statement by their
employer in the case of a contractor. This person also takes responsibility to ensure the works are
executed in a professional manner, to approved codes of Practice and Standards and that the area is cleared,
certified and made safe at the completion of the works, or at the end of each shift. This person will have

the responsibility to sanction these works on behalf of the company he/she represents.

The minimum competence requirement for all PTW issuers is successful completion of the IOSH Managing

Safely Course and Examination.

Where supervisors are identified as deputy PTW issuers this must be applicable to their skill profile. For
example an electrically biased supervisor should issue electrical related PTW'’s and those that are

mechanically biased issue PTW’s relating to mechanical services.

Further, anyone authorised to issue PTW’s must be deemed competent in accessing, interrogating and

understanding the QMUL electronic asbestos register.

2.3 Authorised Person:

The Authorised person is a named member of Estates staff who has been given authority to agree that the
stated works can proceed. The Authorised Person must also have knowledge of the works and be aware of the
risks involved. Risk examples include: the possible presence of Asbestos or fire compartmentation which

could be breached due to the works, etc.
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2.4 Emergencies:

In some cases it will be necessary to commence works, due to the nature of the circumstances, immediately
and the 5 day notice period will not be available. In such cases the Authorised Person will take the decision to

instruct and complete the PTW form at that time or retrospectively. Emergency situations should be agreed
with the Authorised Person once identified. The number of retrospective permits and emergency situations

should be monitored and reviewed within the overall PTW system audit

2.5 Authorising Engineer
All Authorised Persons shall be appointed in wiritng by the Authorising Engineer who shall be a Chartered

Engineer (CEnNQ).

2.6 Current Permits to Work
The Estates & Facilities Department currently has three live permits (see appendices 4, 5 & 6)

1 General access to work permit

1 Hot works

1 Asbestos works, including survey and inspection works
Additional permits will be added once formulated.
2.7 Containment Level 2 and 3 Laboratories:

All works within CL2 and 3 Laboratories or on Mircrobiological Safety cabinets or Fume Cupboards will be

subject to a separate Permit to Work issued by the Laboratory Manager / Deputy.

2.8 Estates Capital Project Works

All works undertaken under instruction from the Estates Capital Projects Department that are deemed above
normal risk, involve works to the fabric of the building or require critical services to be isolated will require a
PTW, where taking place in areas not within the agreed demise of the project area. All applicable time
frames and documentation requirements in place for contractors engaged by the Campus Maintenance

Manager are to be strictly followed when making such requests.

2.91T Services
When the IT Department are undertaking intrusive works, either directly or via a sub contractor, they should
follow the procedures identified in 2.1. All applications must be made electronically using the pro forma in

appendix 3.3

2.10 Hot Works Permit Guidance Note

The Hot Works Permit is to be used for all Hot Works. Hot work means any operation in an existing building
or building nearing completion that uses a source of heat likely to significantly increase the risk of fire.
The sources of heat most commonly involved in hot work processes include:

Gaslelectric welding and cutting apparatus

%0  blowlamps/blowtorches
%o bitumen/tar boilers
%o grinding wheels and cutting discs

6
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%o  brazing and soldering

A Hot Works Permit will last for a maximum of one shift (12 hours) only. For works lasting longer than one
shift (12 hours), a further application will be necessary to cover the next shift period.

Prior to approving any hot work the fire safety adviser or authorised person shall inspect the work area and
confirm that precautions as listed below have been taken to prevent fire.

Precautions:

Only fire safety systems, such as sprinklers and automatic fire detectors, likely to be affected by the hot work
should be taken out of service and only by 3rd party accredited system maintainers. Detector heads should
be covered with suitable covers.

Hot Work Equipment should be in good condition.

Any gas containers/flammable liquid containers must only be changed/filled in the open and removed from
site when not in use.

Within 15 metres of work:

Floors must be swept clean of combustibles and wetted down or covered with non combustible material so
far as is reasonably practible.

Combustible materials, hazardous or flammable liquids must have been removed or protected with non
combustible curtains or sheets.

Non combustible covers must be suspended beneath work to collect sparks.

Work on Walls or Ceilings:

Any combustible material must be protected against sparks or heat.

Combustibles must be moved away from the opposite side of walls and away from any metal structures
through which heat can be transferred.

Work on enclosed equipment (Tanks, containers, ducts, dust collectors etc.)

Where possible this type of equipment should be removed (without resource to cutting) and worked on in
a safe area such as a workshop. If this is not practical work should not be carried out without
agreement from the fire safety adviser. (Any tanks or containers that previously contained flammable
liquids or gases must not be worked on without cleaning and purging to remove any residual flammable
material.)

The Contractor should undertake a fire watch:

A trained person not directly involved with the work will provide a continuous fire watch during the period
of hot work. Following completion of each period of the work, the fire watch will continue for at least 30
minutes, with further checks at regular intervals, up to 60 minutes after completion, to ensure that the
working area and all adjacent areas, including the floors below and above, and areas on the other sides
of walls, screens, partitions and above false ceilings are free of smouldering materials and flames.

The person responsible for the fire watch must provide or be supplied with appropriate extinguishers.

The person undertaking the fire watch must be trained in use of fire fighting equipment and in operating the
fire alarm. This should take into account any localised isolation of the fire alarm system due to the hot work.

Note — Please also refer to appendix 3.2 for hot work permit checklist
2.11 Asbestos

The Estates Department have an asbestos PTW that is to be used for all surveying or abatement works
(Appendix 3.4).

Note — All contractors should make them themselves aware of all identified asbestos prior
to commencing works and risk assess such works accordingly. A PTW does not give
assurances of the presence or absence of asbestos
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3 Appendices

3.1 Schedule of Activities which require a Permit to Work

Activity

Authorised Person

Deputy

Asbestos Work

Compliance Manager

Assistant Director

Confined Spaces

Campus Maintenance Manager

Compliance Manager

Drainage Systems

Campus Maintenance Manager

Senior Engineer/Supervisor

Emergency Lighting

Campus Maintenance Manager

Senior Engineer/Supervisor

Excavations

Ground Renevations

Campus Maintenance Manager

Senior Engineer/Supervisor

Fire Alarms

Campus Maintenance Manager

Senior Engineer/Supervisor

Fire Hydrants Dry
Risers

Campus Maintenance Manager

Senior Engineer/Supervisor

Fume Cupboards Work

Laboratory Superintendant

Laboratory Managers

CL2 and 3 Laboratories

Laboratory Superintendant

Laboratory Managers

Gas Services/Biomass

Campus Maintenance Manager

Senior Engineer

Hot Work

Campus Maintenance Manager

Compliance Manager/

Supervisor

HV Electrical Systems

Campus Maintenance Manager

Senior Engineer

Whitechapel
HVAC Campus Maintenance Manager Senior Engineer/Supervisor*
Lifts Campus Maintenance Manager Senior Engineer

LV Electrical Systems

Campus Maintenance Manager

Senior Engineer/Supervisor**

Mechanical Services

Campus Maintenance Manager

Senior Engineer/Supervisor*

Plant Room Access

Campus Maintenance Manager

Supervisor

Pressure Vessels

Campus Maintenance Manager

Senior Engineer

Sprinkler Systems

Campus Maintenance Manager

Senior Engineer

Water Services

Campus Maintenance Manager

Senior Engineer/Supervisor*

Work at Height

Campus Maintenance Manager

Compliance Manager

*Mechanical Biased

** Electrical Biased
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3.2 HOT WORK PERMIT CHECKLIST

Prior to commencing hot work each point on the following checklist must to be considered. A Hot Work
Permit should only be issued where each question can be answered ‘Yes’, or left blank where the matter is
not relevant. A permit should not be issued where any answer is ‘No’.

GENERAL

Wherever practicable hot work is to be avoided and a safer alternative undertaken. Do not go ahead with
the hot work if the following cannot be complied with:

FIRE PROTECTION Yes | No

Where sprinklers are installed they are operative
Where an automatic fire detection system has been installed, it will be kept operative.
Only the zone where hot work is being carried out will be isolated for the period
whilst the hot work is in progress.
A trained person not directly involved with the work will provide a continuous fire
watch during the period of hot work. Following completion of each period of the
work, the fire watch will continue for at least 30 minutes, with further checks at
regular intervals, up to 60 minutes after completion, to ensure that the working area
and all adjacent areas, including the floors below and above, and areas on the other
sides of walls, screens and partitions and above false ceilings are free of smouldering
materials and flames.
At least two suitable extinguishers or a hose reel are immediately available. The
personnel undertaking the work and providing the fire watch are trained in their use.
Personnel involved with the work and providing the fire watch are familiar with the
means of escape and method of raising the alarm/calling the fire brigade.

PRECAUTIONS WITHIN 10 METRES (MINIMUM) OF THE WORK
Combustible materials have been cleared from the area. Where materials cannot be
removed, protection has been provided by non-combustible or purpose-made
blankets, drapes or screens. Flammable liquids have been removed from the area.

Floors have been swept clean.
Combustible floors have been covered with overlapping sheets of non-combustible
material or wetted and liberally covered with sand. All openings and gaps
(combustible floors or otherwise) are adequately covered.
Protection (non-combustible or purpose-made blankets, drapes or screens) has been
provided for:

9 walls, partitions and ceilings of combustible construction or surface finish;

9 all holes and other openings in walls, partitions and ceilings through which

sparks could pass.
Where work is being carried out on building panels, an assessment has been made of
insulating or other materials behind or forming the core of the panels.
Combustible materials have been moved away from the far side of walls or partitions
where heat could be conducted, especially where these incorporate metal.
Enclosed equipment (tanks, containers, dust collectors etc.) has been emptied and
tested, or is known to be free of flammable concentrations of vapour or dust.
EQUIPMENT

Equipment for hot work has been checked and found to be in good repair
Gas cylinders have been properly secured
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3.3 PTW PRO FORMA

Estates Department — Infrastructure and Maintenance

Job Ref/

Building Location Help Desk Ref

PTW Application form

Name of Contractor / Company

Description of works to be undertaken

Start Date Finish Names of
date Supervisor
Names of
Operatives
Start time Finish
time
Systems / Equipment to be used

Health & Safety Documents

Provide Details of Asbestos

Risk Assessment Method Statement Asbestos EMAP
Survey Report

Security & Access - Detail below the security and access arrangements in place

Name of Project Manager requesting PTW Date of PTW Request

10
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3.4 General Permit to Work (Example)

Estates Helpdesk No WO 1234
Permit to Work No 5678

1.Your Details

Company Name; Company Address;

BROOKS BROTHERS UNIT 3, SMITHFIELD IND ESTATE
LONDON NW3

Title;MR ‘ First Name; Brian ‘ Surname; Smith

Telephone — 020 7133 7654 Email — smithb@brooks.ac.uk

2. Access Requirements

Start Date; 03/09/15 End Date; 04/09/15
Start Time; 09.00hrs End Time; 17.00hrs
3. Nature and Location of Work

Campus; MILE END Building; MATHS
Floor/Room; 5.02 System; Electrical

Brief Description of Work —
Installation ofadditional double sockets to computer lab. Work method, tools, plant and risk
assessments detailed in RAMS.

Hot Works Permit Required? A Yes E No

No works to be undertaken which falls outside the scope of the authorised RAMS

4. Persons permitted to enter controlled area

Names; BRIAN SMITH, TOM JONES & FRED MURPHY

5. Campus Specific Checks

Site Induction iy VYes A No
Asbestos Register Issued iy Yes A No

Fire Barrier Assessment A Yes E No

6. Authorisation

Lead Senior Employee QMUL Authorised Person
Print Name — BRIAN SMITH Print Name — PAUL LAMBERT
Signature - Signature -

7. Cancellation of Permit to Work

Lead Senior Employee QMUL Authorised Person
Print Name — BRIAN SMITH Print Name — PAUL LAMBERT
Signature - Signature -

11
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EQJ Queen Mary

University of London
Estates and Facilities

3.5 ASBESTOS PERMIT

PERMIT TO WORK i ASBESTOS PERMIT NO.
Project Contractor/Tradesman Survey Abatement
Date(s) of work Duration of permit

Location and description of work

Asbestoscontaining materials (ACMS) being worked on-

Control measures identified within RAMS;

Contractor/Tradesman

| declare that |/ we have cons Adbdstesdin reatidd todhs prapessdprvork
and declare that all control measures will be adhered to:

Name Signature Time Date

Authorisation by OMUL Responsible Person

Name Signature Time Date

Clearance (On completion of works)

| hereby declare that the work stated above has been completed
Contractor/Tradesman to sign Time Date

| hereby declare that the area is safe to return to normal service
QMUL Responsible Person to sign Time Date

Cancellation (When works havenot commenced)

This permit is cancelled
QMUL Responsible Person to sign Signature Time Date

12
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3.6 HOT WORKS PERMIT

13

Hot Work Permit

Hot works permit number ‘ COQZO9

| Permit to work number

1. Your Details

Company Name: Company Address:
Title: First Name: Surname:
Telephone: Email Address:

2. Access Requirements

Start Date: End Date:
Start Time: End Time:
3. Nature and Location of Work

Campus: Building:
Floor/Room: System:

Description of work:

No works to be undertaken which falls outside the scope of the authorised method statement and risk assessment

4. Persons permitted to enter controlled area

Names:

5. Hot Works Specific check

The location of works has been examined CJYes [INo
Are there any combustible liquids, vapours, gases or dusts Cyes CINo
Suitable fire fighting equipment is available [Clyes CINo
Is contractor aware of QM fire procedures (section 6 contractors handbook) [Clyes [INo
6. Authorisation

Lead Senior Employee QMUL Authorised Person

Print Name: Print Name:

Signature: Signature:

7. Cancellation of Hot Work Permit

Has the area of work been checked 60 mins after completion of works [Cyes CONo
Lead Senior Employee QMUL Authorised Person

Print Name: Print Name:

Signature: Signature:

Time: Date:

‘a__é__s’ Queen Mary

University of London
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PTW FLOW CHART

Has a risk assessment and method statement (RAMS) for the work process been provided?

'

No

'

Yes

Request
RAMS

A 4

In the opinion of the authorised person do these works
pose a significant risk to building users or building
operation?

Yes

'

Does a documented safe system of work/method
statement etc. exist?

No

'

Yes

'

No

Formulate a written safe system of

work/method statement to manage the risks

that still exist

A 4

14

Do significant risks still exist following
the formulation of a safe
system/method statement or does the
safe system/method statement require
further control measures?

Yes

Permit to Work Required

See Forms: Permit to Work (PTW)

No

\

y

required

Permit to Work not

\ 4

= =

Monitor work activities
Ensure area is left in a safe
condition
PTW/Authorisation to Work
Signed off

Contractor signs off site
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3.8 SHARED PTW6s

EAF PTW Only

School PTW Only

Both PTWO6s requ

Roof access non-science
building for repair work to roof

Digging trench to install new

cable duct

Isolation of lift for repair work

Access for engineer to repair

recirculating LEV system

Access to Cat3 lab for repairs

on school’s equipment

EAF controlled staff or
contractors entering Cat3
lab to maintain containment

equipment

Repairs by EAF requiring
isolation of safety critical
services, supplies to ducted

fume cabinets

School engafged contractor
who may need to access
void where asbestos may

be present
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