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	STANDARD OPERATING PROCEDURE

	Operation 
	Permit to Work
	Ref
	OC-SOP-027

	Location
	London and Southampton sites
	Revision
	1

	Date
	25/10/2023
	Document Owner
	Group HSEQ Manager


Overview
SOP describing how any tasks required to be controlled by the use of a permit to work are managed appropriately and how the issue, operation and closure of permits are carried out in a formal standardised and effective manner.

Responsibilities

The Board of Directors are responsible for: 

· ensuring the effective implementation of the Permit to Work Procedure.

· allocating sufficient resources to enable the procedure to be delivered. 

 The Operations Director is responsible for: 

· ensuring that all Site Managers are aware of and are trained in the requirements of this procedure.

· ensuring that all operations controlled by a permit to work are carried out in full compliance with procedures.
Site Managers are responsible for: 

· communicating the permit to work procedure to all employees/ agency staff/ contractors as applicable. 

· agreeing the identified tasks and activities requiring control through a permit to work.    

· ensuring the Permit to Work Register is correctly maintained. 

· ensuring that all permits to work are issued and managed as described within this procedure and any associated documentation. 

· ensuring that all documentation used in support of a permit to work is retained with the permit 

· nominating, arranging training for, and appointing (in writing), suitable personnel authorised to issue permits to work.

· providing completed and signed Permit to Work Appointed Persons Authorisation Forms SF-8.1-5 to Human Resources for retention on personnel files. 

Employees/Agency Staff/Contractors involved in any work or activity undertaken for S Norton under the control of a Permit to Work system are responsible for: 

· complying with the requirements of this procedure

· attending any required permit to work training.
· signing to acknowledge agreement and understanding of the permit to work.

· reporting any issues which might affect anyone working under the permit to work system to the Manager/ Team Leader.  

The Group HSEQ Manager/ Health and Safety Manager is responsible for: 

· identifying and delivering permit to work training on behalf of the Company. 

· ensuring that the permit to work activity is audited in accordance with the Internal Audit Procedure QP-8.2-01.
The Permit Authoriser (Appointed Person) 

The Permit Authoriser will be an authorised person who has been appointed in writing on Permit to Work Appointed Persons Authorisation Form SF-8.1-5.

The Permit Authoriser must have a reasonable working knowledge of the work process to be carried out and have received and be signed off on the Permit to Work training, demonstrating a clear understanding of the principles of the permit to work system. 
The Permit Authoriser (Appointed Person) is responsible for: 

· Selecting, preparing, issuing, monitoring and signing off or cancelling the permit to work pertinent to the work being carried out.  
· Allocating each permit to work with a unique serial number from the Permit to Work Register OCD 119.
· Discussing the work to be undertaken with the Permit Receiver to confirm all appropriate sections have been completed to identify the hazards, risks and control measures etc, 
· Displaying a copy of the permit to work at a suitable location at all times whilst work is ongoing. 

· Remaining on site for the duration of the permit (Note: if it is necessary for the Permit Authoriser to leave site, then the permit must be closed off and a new one issued by another Appointed Person). 

· Ensuring that any other company procedures, such as the standard operating procedure Isolation Lock-off SOP-060 are implemented where required. 

· Ensuring that any ancillary equipment necessary to comply with the permit conditions, such as padlocks, multi-lock hasps, warning labels and notices etc are available for use prior to the permit being issued.

Permit Receiver 

The Permit Receiver must be able to demonstrate to the Permit Authoriser that they understand the contents and conditions imposed by the permit, and that both parties agree the scope and extent of the permit conditions before it is accepted by the receiver.
The Permit Receiver must have received and be signed off on the Permit to Work training, demonstrating a clear understanding of the principles of the permit to work system. 

The Permit Receiver is responsible for:

· demonstrating to the Permit Authoriser that they understand the contents and conditions imposed by the permit, and that both parties agree the scope and extent of the permit conditions before it is accepted and signed. 

· explaining to all persons working on the job, the scope and conditions of the permit, ensuring a full understanding by all involved, obtaining signed acknowledgement.  

· exercising a suitable level of supervision sufficient to ensure the conditions of the permit are observed. 

· ensuring that work ceases when any deviations from the agreed process occur, the Permit Authoriser is informed and work does not continue until a new permit to work is in place.

· ensuring that all personnel, equipment, articles and substances (under the Permit Receiver’s control) are removed from the area on completion or suspension of the work activity. At the end of the shift (or working day, whichever is sooner), the permit must be cleared and cancelled 
NOTE: In order to be effective, a Permit to Work cannot be issued and accepted by the same person.   

Procedure

Definition 

A Permit to Work is a formal document which gives written permission for a person or persons to carry out work of a particularly hazardous nature or to work in a potentially hazardous environment.  

The Permit to Work document will contain information on work to be done and precautions to be taken.  It is a clear record that all foreseeable hazards and risks have been considered and all appropriate precautions have been defined and implemented.
Requirements 

The Company requires that all Permits to Work are effectively and appropriately used for the right reasons and are NOT to be used for other reasons such as an authority for contractors to carry out routine tasks, etc.  

They will only be prepared, authorised and issued by a person who has been appointed to issue them in writing and has received formal training in the importance, management and use of Permits to Work. 

Permits will only be prepared, issued and utilised in strict compliance with the requirements of this policy and supporting procedures.  

Scope - When to Use a Permit to Work 

The use of a permit to work is required when work has been identified as particularly hazardous, or which warrants higher than normal safety precautions. 

There are specific work activities for which a permit to work will always be applied such as: 

· entry into a confined space.
· work at height
· hot work
· work on mobile plant which may involve any or all of the above
· work on static plant
The Use of Permit to Work 

Permits will only be issued when supported by task specific risk assessments, standard operating procedures (SOPs) or method statements and confirmation of competency of the person(s) carrying out the work (via the Training Matrix). 

All permits MUST be closed at the end of each shift or working day (whichever is sooner) and recorded on the Permit to Work Register.
Permits to work will only be issued to the individual in control of the work activity ie the Permit Receiver.  
Following closure of the permit to work, it is to be retained electronically available for examination/audit for a minimum of 4 years. 

Maximum Durations for Permits to Work 

The maximum period for which a Permit to Work may be issued is one shift or working day (whichever is sooner).  Where work extends beyond this, the Permit to Work will be closed off by the Authoriser (Appointed Person) and the receiver, the site/equipment will be made safe and a new Permit to Work will be re-issued on the following shift/day. 

Permit to Work Cancellation/Sign Off 
When work is completed or cancelled, both parties must sign the cancellation/sign off section of the Permit to Work to indicate that the work has been carried out or cancelled (giving reasons for cancellation).
Both parties must confirm that the work has been completed or left in a safe manner in accordance with any associated procedures such as the standard operating procedure Isolation Lock-off SOP-060. The Permit to Work Register must be updated accordingly
Only the Permit Authoriser (Appointed Person) who opens the permit can cancel the permit; before doing so, he/she must ensure that all operations to which the permit applies are in a safe condition and account for everyone involved. 

Note: A permit once cancelled cannot be re-used even during the same shift/day.  The Permit Authoriser (Appointed Person) must issue a new permit.   

The Permit to Work Register 

The Permit to Work Register must be kept secure at all times.  Entries are to be made only by Permit Authoriser or the Permit Receiver and all entries must be closed out upon cancellation or sign off of the permit. 
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	Once work is complete, the Permit Requester must inform the Permit Authoriser that all safety measures have been undertaken 
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Permit Authoriser (Appointed Person)
	
	The permit is no longer valid once it has been signed off.
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Permit Authoriser/ Permit Requester
	
	


	Additional Information

	· 

	Reference

	· Isolation Lock-off SOP-060 
· Permit to Work Registers


	List of Forms

	· Permit to Work SF-8.1-1

· Hot Work Permit SF-8.1-2

· Working at Height Permit SF-8.1-3

· Confined Space Permit SF-8.1-4

· Permit to Work Appointed Persons Authorisation Form SF-8.1-5


	Record of Revision

	Revision
	Date
	Description of Change

	1
	25/10/2023
	New SOP format (previously Permit to Work Procedure P-009)

	
	
	

	
	
	

	
	
	


Proposed work to be carried out which falls within the scope of a permit to work





Contact the Permit Authoriser (Appointed Person) and request a permit to work.





Provide the Permit Authoriser (Appointed Person) with all required information relating to the work to be carried out as required by the permit to work and any associated documents.

















Review the information provided and discuss any amendments with the Permit Requester and sign authorisation as appropriate  





Carry out a toolbox talk with all those involved with the work 





Obtain signed understanding from all involved with the work (employees, agency staff, contractors etc) 





Display a copy of the permit to work within the working area ensuring it is clearly visible





Notify the permit Authoriser





YES





Raise a new permit to work





Cancel the permit to work





YES





Deviation from agreed permit requirements?





Work completed?





Permit Authoriser left site?





Shift ended/ work not complete?





Sign off the permit 





Update the Permit to Work Register





Retain the permit and associated documents electronically
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