GUIDANCE  NOTES  ON  “PERMITS-TO-WORK”

Introduction

Under relevant existing statutory provisions employers are required to provide systems of work that are, so far as is reasonably practicable, safe and without risks to health to their employees and to others who may be affected by the work.

However, certain types of work carry a particularly high risk of serious personal injury, serious ill health or property loss and require more formal safety planning and control.  This can be achieved by the use of and strict adherence to a “permit-to-work” system.

It must be clearly understood however, that the system described below will not in itself make a job safe.  It relies for its effectiveness of named persons implementing it conscientiously under adequate supervision and control.

Examples of the types of work for which permits-to-work are essential are given in the Appendix.
The aim of the permit-to-work is:

· to specify precisely the work area (including such items of plant and equipment contained therein if appropriate) to which it applies

· to describe fully the work to be done

· to specify the safety precautions which must be put in place and adhered to throughout the course of the work

· to identify who is to do the work

· to clearly state the period of time over which it is valid (that period should not usually exceed one working day)

The permit-to-work is subdivided into 5 Parts.  Guidance in completing these Parts follows:-

PART A:  Work Request

Work requests (repairs/maintenance etc) are usually made to the Estates Office through Departmental Building Liaison Officers (DBLOs) on "Building Maintenance" Request Forms.

Similar requests may come from other sources such as the University Safety Service or, the Estates Office when it places outside contracts.

In addition, emergency repair work may be requested by telephone or, on certain sites, by direct contact with locally-based plant maintenance supervisory staff.

In any event, the decision to conduct the repair work under a permit-to-work must be decided by:

either
 (i)   the person originally requesting the work

   or
(ii)   the DBLO

   or
(iii)  designated representatives from the Estates Office

   or
(iv)  all of the above parties in consultation

   or
(v)   in exceptional circumstances, the University Safety Service

and this decision should be clearly indicated on the appropriate section of the "Building Maintenance" Request Form.

When the permit-to-work is required, the DBLO will raise it, number it*, complete PART A, retain a copy and forward the original to the Estates Office along with the "Building Maintenance" Request Form.  The contact name should normally be the DBLO but in certain circumstances could be the person originally requesting the work and/or the Chair of a Building Liaison Committee.

The person designated to carry out the repair work will then arrange to meet the nominated contact person to complete the permit-to-work form.
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In emergencies, as discussed above, the DBLO and plant maintenance supervisory staff should meet directly to complete the permit-to-work without delay.

For outside contract work, the Estates Office should complete PART A, and forward it with guidance notes and the purchase request order to the contractor.

*The permit number should be unique to each Department/School.  The following format is 

 suggested:



sequential number/month/year/Department etc



eg  -  03/NOV/2000/CHEM.
PART B:  Safety Procedures

This Section should be completed by the contact person.  The contact person in consultation with appropriate personnel must decide if any of the routine operations in that area present a risk to the persons carrying out the work requested.

Sections 1 and 2

Some processes may have to be suspended during the course of the work requested e.g. work with GMOs in a research laboratory.  Some equipment may have to be withdrawn from service e.g. the linear accelerator would have to be temporarily decommissioned while roof-work was being conducted at College Park, boilers must be isolated during statutory inspection.

Sections 3 and 4

The contact person must ensure that all relevant persons are adequately informed of the restrictions imposed by the permit-to-work and this may also include the posting of safety warning signs.

Section 5

The contact person should consider the types of hazards that may affect the area where the work is to be carried out

· physical agents (fire, radiation, pressure, temperature, noise and vibration)

· chemical agents (carcinogens, corrosives, irritants)

· biological agents (microorganisms, genetically modified materials)

and decide what control measures should be put in place to minimise the risk of injury and ill health to the persons carrying out the work.

The following questions should be considered in determining control measures:-
· are flammables safely stored or have they been removed from the work area?

· has high pressure equipment been suitably depressurised?

· are work surfaces sterilised to prevent the spread of infection?

· has X-ray equipment been disabled?

· is the work area tidy and free from unnecessary obstruction

Section 6

The contact person should, where necessary, recommend additional measures to make the area as safe as reasonably practicable for the persons carrying out the work.

For example, ear protection may be offered in noisy areas.  Continuous air-monitoring would be necessary where there is a potential for oxygen deficiency or the release of toxic gases (e.g. confined spaces).  Radiation monitoring may be required if work is performed on or near radiochemical fume cupboards.
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Approval

The contact person must sign the form to indicate that the area has been made safe for the persons carrying out the work.

PART C: Control of Risks Arising from the Work

This Section should be completed by the persons performing the work requested in consultation with the contact person, the DBLO (where different) and if necessary in exceptional circumstances the University Safety Service.

Section 1

The persons carrying out the work must decide which services, if any, are to be isolated during the course of the work requested.

Section 2

If services have to be disrupted then the implications must be considered.  For example, if power is isolated will it affect the fire detection system?  If cooling water to a particular machine is disrupted will this have an adverse effect on it and the surroundings?

Section 3

It is advisable to “lock-off” service isolation devices by chaining and padlocking valves, by removal of fuses etc.

Section 4

In addition, safety signs may be needed to demarcate the work area and highlight the services that have been isolated.

Section 5

O2 deficiency and toxic gas monitoring will be required before entry into a confined space.  Toxic gas monitoring is also required before entry into fuel storage tanks and sewers.

Section 6

Are substances hazardous to health liberated during the course of the work - dust, vapours and fume?  Is there a fire risk?  Are sparks generated or naked flame used in the course of the work?  Is ionising radiation used?  (For example, industrial radiography).

Section 7

In certain situations the work area may need to be ventilated or portable LEV or PPE supplied.  Plastic sheeting/temporary enclosures may be necessary to prevent the spread of dust to other work areas.

Flammable materials should always be removed from the work site as far as is reasonably practicable and fire fighting equipment made available when necessary.

Declaration:

The Declaration must be signed by the person carrying out the work in the presence of the contact person before the work can commence.

The permit-to-work supercedes all other systems of work and no person may undertake any work in the defined area unless it is expressly covered in the permit.
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If unforeseen hazards arise during the validity period, the permit-to-work becomes void.  Work should cease, the work area made safe and a new permit-to-work incorporating the necessary changes issued.  The contact person should cancel the old permit by crossing PARTS D and E out and marking them “VOID”.

If the work is not completed within the validity period a new permit-to-work must be issued for the extended period of work.  The old permit is rendered void as above.

PART D:  Completion of Work

On completion of the work stipulated in the permit, the person(s), who conducted the work should ensure that all the precautionary measures taken during the course of the work can be removed, or terminated, safely.  Under those circumstances, the permit-to-work should be signed and returned to the contact person.

PART E:  Reinstatement of Work Area

It is the responsibility of the contact person to ensure that plant, equipment and the work area are returned to service in an orderly fashion.  It is also the responsibility of that person to ensure that all users are informed that normal operations/processes may resume.

At that stage, the permit-to-work should be signed off by the contact person.  Completed permits and any corresponding "VOID" permits should be retained by the DBLO.  Copies should be made available to Safety Representatives, Estates Office, and relevant Contractors involved on request.
APPENDIX

1.
Examples of work requiring a permit-to-work

This list is given by way of example and should not be considered as complete or prescriptive.

(i)
Hot Work
Work involving welding, flame cutting, angle grinding or the use of other sources of ignition in the following areas should be considered:

· stores housing chemicals/solvents, LPG or other flammable gases,

· radiochemical/clinical waste, paper, animal bedding, animal foodstuffs, polymer

·   granules

· laboratories

· fuel tanks/pipelines

· working chambers and ductwork of fume cupboards and biological safety cabinets

· pressurized systems (compressed gas pipelines or compressed gas cylinder storage.)

(ii)
Cold Work
This is maintenance/repair work other than that involving welding, flame cutting etc and includes:

· work on or near high pressure systems (steam raising plant, air compressors etc)

· work on or near live electrical installations

· work on or near dangerous machinery (especially when there is a risk of crushing or

·   amputation)

· fumigation operations

· plumbing operations on radioactive drains and catch-pots

· general maintenance work within the working chambers and ductwork of

·   fume-cupboards and biological safety cabinets

· work on fragile roofs.

(iii)
Confined Spaces
These spaces include areas which are poorly ventilated and which may become rapidly deficient in oxygen or in which dangerous concentrations of flammable and/or toxic gases may quickly build up.  These spaces also include areas which may be subject to collapse or where the ambient temperature may be excessively high or low.  Work in the following area must be considered:

· tanks and vessels

· sewers

· service ducts

· process heaters and boilers.

2.
Examples of work NOT requiring a permit-to-work

(i)
Work outside the working chamber of a fume-cupboard eg replacing fluorescent tubes in a cupboard.

(ii)
Entry on to rooftops to inspect plant or machinery.  (Suitable respiratory protective equipment will be made available to personnel working in the vicinity of short fume-cupboard stacks (less than 1 metre in height) for extended periods of time.)

(iii)
Replacing broken belts on fume-cupboard fan motors.  (Only if the fan-belt is external to the fume-cupboard ducting and the isolation contactor is adjacent to the fan motor and not located at some other remote point.)

