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The Permit to work system (P2W)

Gatwick uses a permit system called P2W. This system allows contractors to
submit work requests and hazardous permits to give Gatwick awareness of
works happening around the campus, along with peace of mind that risks have
been assessed and mitigated accordingly.

This document is designed to help guide you through the permit system when
applying for work requests and permits. For more in-depth detail regarding what
information should be included in your applications, please refer to the relevant
Standard Operating Procedure (SOP), Permit to Work System 20000-XX-Q-XXX-
SOP-000008. A link to this SOP can also be found within the Shared Documents
area of P2W.
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Gaining access to P2W

Login credentials for P2W can be obtained from the Contractor Support Centre
(CSC) once the user has registered on AIRDAT. Only users who need to raise
work requests and hazardous permits require a P2W login. Users who need to
be added to work request and permits only, will also need to be registered on
AIRDAT but do not require a P2W login.

P2W login credentials are unique to each individual user and should not be
shared with others. It is recommended that the email associated with the P2W
user account is specific to the user to ensure all functionality can be utilised.
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The login page

Login to P2W

P2W login credentials entered here.

hese will need to be requested from
he CSC following registration on
AIRDAT

Gatwick Airport Limited Version 5.3.38

Username: user211

AL opr083-Apr-2013 18:48

Password: [srereees] [

> Login

YOUR LONDON AIRPORT

Gratevick

Forgot your password?
(=) Activate New A ccount-\

To utilise this functionality, a valid
email address, specific to the user,
must be provided and stored in P2W.

New users only need to enter a P2W
username and click ‘Activate New
Account’
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The homepage

Quick search box

requests

Most recently accessed work

ost recently accessed permits

°2W)

P2W Home

F Home k Contractor Portal

Search ...

“ou last logged into P

Recently Accessed|/Work Reguests.:
Work Request Humber Last Accessed
LGW-WR-45736 28-Mov-18 12:15
LGW-WR-45739 28-Mowv-18 12:08
LGW-WR-45138 28-Mov-18 11:58
LGW-WR-23835 28-Jan-18 15:07
LGW-WR-29826 28-Jan-18 13:21

Shared Documents

m LGW-PTD-31532

€ Low-wR-as738
€ Low-wR45739
€ Low-wr4s13s
€ Low-wR-35835

T

WY on 10 August 2020 15:12

P2\W main menu Options e e LR (P

Recently Accessed Permits:

Permit Number Last Accessed
EL LGW-PTD-91532

Your P2W username

10-Aug-20 15:53 oM,

l

Top 5 most recently
accessed items

ccess to SOPs
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Main menu options - home

Access to the Home Page

Home

P2W Home

Update your contact details

et a new password

I» Contractor Portal

Logged in as USER211 {Logout)

Search . »

Home Page

Reports

Change My Details

Shared Documents

Change Password

ey pgust 2020 15:42 et to London Gatwick Airport
@  rduests.: Recently Accessed Permits:

tAccessed

Set Current Site

O lhov-18 12:15 &,

B LGW-PTD-51532
$ LGW-WR-4573E
$ LGW-WR-45735
$ LGW-WR-45138

Last Accessed |

Permit Number
ensure optimal performance,

LGW-PTD- o)
‘Ieave these as default settings

$ LGW-WR-35835

Preferences INOv-T5 12 08— s
. {Mov-18 11:56 <Y,
Global Libra o—
ry W
Messages ® Ljan-131321 %
Logout ® \

Log out of P2W

\.

Access is restricted

To ensure opti

leave these as default settings

mal performance,
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Additional menu options

Application, activation and cancellation
of work requests; including the creation
of pre-approved templates.

Logged in as Wile Coyote (Logout)

Search . »>

Shared Documents

@ LGW-SAE-T3303

@ LGW-SCPTD-T5231
@ LGW-SAE-T3302

@ LGW-HW-T3301

@ LGW-SC-TH288

You last logg AL A 2
b Permits

Recently Accessed Work Réquests.: Recently Accessed Permits:

Work Request Number Jast Accessed Permit Number Last Accessed
LGW-WR-45736 29-Mov-18 1215 <%, LGW-SAE-T9303 26-Mov-21 15:05 <%,
LGW-WR-45739 29-Mov-18 12.08 ¥, LGW-SCPTD-79291 26-Mov-21 14:40 &%,
LGW-WR-45138 29-Mov-18 11:56 <™, LGW-SAE-T9302 26-Mov-21 11:48 %,
LGW-WR-39835 29-Jan-18 15:07 <™, LGW-HW-79301 04-Oct-21 16:08 ¥,
LGW-WR-39826 29-Jan-18 13:21 ¥, LGW-5C-79288 12-Jul-21 16:00 &%,

/

You have not recently accessed any access passes.

Application of permits, including templates. Note that
the applicant must have the necessary training and
assigned roles to apply for specific permit types.
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WR — what Is a work request?

A work request is the base level request for any works that need to be carried out within the
airport; all works require a work request. Hazardous permits can be raised as control
documents within your work request(s), and in some instances, as standalone permits.
Work requests and control documents (permits) are subject to a number of sign offs by
relevant approvers.

Below are some key points to consider to ensure sufficient information has been submitted
with your application.

Have the relevant SOPs been referred to?

Do the works require Change Control?

Are the RAMS relevant to the works being undertaken? i.e. task specific
Do all workers have a valid LGW induction?

Who is your work sponsor?

Has all the relevant information regarding the works been submitted?

Detailed guidance on what information needs to be included in a submission is available via
the Permit to Work SOP.
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WR workflow

A standard WR would follow the below process. Please ensure WRs are submitted with sufficient
time for sign off. The following pages provide a step-by-step guide on how to raise a WR application

Work Request submission

S |
- el ee———————— e e e

o ‘g | | | Create associated
= Raise work Upload work | Upload change | | required control |
© 2 > >

= o specific RAMS | control details | documents

s < b ; L _ (permits)

Q
|

|

Submit work
request

Work request
approved

A

Activate work
request

Contractor
Support Centre

Work request
verified

—

S 4

c

o

o Work request
n

= approved
o

2

2

7] A 4

c

(% Work request
st approved
Q

wv

(%]

<

Prin. Eng/
Eng. Mgr

v

! Sign off change
control
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WR application menu

To access the work request application menu,
expand the Contractor Portal menu and select
Work Requests—> Process Work Requests >

@ D Red Ced d ¥ OO
[] a0
|
Search N “ype of = Work Requests = Process Work Requests b= Apply | @) Search
h-:’ermlts L S L i) Raise with Yourself in Charge
ompany: . _ -
Shared Documents pany My Work Reguests i>) Raise with Any Representative in
Charge
Representatives: D @ Clear
@ LEW-PTD-51532
Person In Charge:
@- LEW-WR-45736
9 LEW-WR-45735
9 LEW-WR-45133
9 LEW-WR-35535

20000-XX-Q-XXX-GLN-172079 Rev 00
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WR - raise a new work request

1. The ‘Raise New WR'’ screen requires only
basic information

| Raise New Work Request . E nsure Work Req uest Legged in as USER211 (Logout)

» Home » Contractor Portal

Search . »
Type of Work Request: |\Work Request ! Area: Ek
Reports | P— a

Shared Documents

3. Click search icon to
choose location

Show Only Representatives: D l-:" Clea

Recent Hems
| Recentitems | E—

LGW-PTD-91552

2 https://aw.gatwickairport.com/TKind=A&Purpose=Area - Pick Area .. — O d

| Pick Area

[ ] Show Register Enfries [ | Show Schemafics

c} LGW-WR-45736
€ LowwR45733
c} LGW-WR-45133
c} LGW-WR-35835

Tree | Grid

4. Select location of works

= London Gatwick alrport (L) €

+ Land Areas [LGW-LANDAREA] €

+- AlfiBld {LGW-A SIDE-20573) @
i

~ Horth Terminal (LGW-ELD-20700) T

- Alrsids [LGW-A 8IDE-BLD-20700) 0,

|- Landakle (LGW-LSIDE-ELD-20700) 4,

i
&+~ Leval AD - Lower Ground Floor Level [LGW-L SIDE-ELD-20700-LAO) q

r * Leval 00 - Arrivale Ground Floor |LGW-L SIDE-BL0-20700-L00) @\

Leval 05 - Mazzaning Lavel [LGW-L SIDE-BLD-20700-L05]

i
&~ Leval 10 - Firat Floor Avenus Lavel [LGW-L 3IDE-BLD-20700-L10) @\

b Level 20 - Dapartures (LGW-L SIDE-ELD-20700-L20) B,

T
: Leval 25 - Celling Vold (LGW-L 3IDE-BLD-20700-L 25)
+

~ Leval 30 - Third Floor Mezzanine level [LEW-L SIDE-EL D-20700-L30) Ek

I + Leval 35 - Calling Woid (LGW-L HIDE-BLD-20700-L35)
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WR — creating a new application

Raise New Work Request

1. Click here if you are the named
Person in Charge (PiC) on the WR *

Logged in as USERZ11 (Logout)

Search ... > - E —~
Type of Work Request: | Work Requast ™| (§) Area: |LGW-LSIDE-BLD-20718 ,ﬂﬂ. ) Search

_E'""'s Company: London Gatwick Airport, Other Buildings, Northgate = Raise with Yourself in Charge

Shared Documents g Building [1], # (= Raise with Any

%h ol ' presentative in Charge

Recent Hems 2 ¥ )
| Recentlfems | Represeetaicen, L1 A Cloar

m LGW-PTD-91532

Person In Lharge:
€ LovwR-asTIe

{3 LGW-WR-45733
Q LGW-WR-25135
{3 LGW-WR-35535

2. If raising a W‘I/? with a PiC
from another company, use the
Company search function by
typing in the name and clicking
on the search icon

3. Alternatively, search on the

name of a person by entering the | [Stage, click here to raise with a

name and then clicking Search. **| |plank PiC.

4. |If the PiC is unknown at this

* Note 1: PiC names can always be changed prior to submission

** Note 2: Always avoid performing broad searches as this can slow the system down

20000-XX-Q-XXX-GLN-172079 Rev 00
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WR - Searching for PIC by company name

1. Enter the name of the company
of the PiC for the WR and click the

. Logged in as USER211 (Logout)
earch icon

Search ... » - = —
Type of Wark Request: |Work Request | (f Area: LGW-LSIDE-BLD-2071% ,..3@\ \#) Search
Company: ISTEST » London Gatwick Airport, Other Buildings, Morthgate (! Raise with Yourself in Charge
Q

Shared Documents Building || # (%) Raise with Any Representative in
Show O Charge
ratves, L1 @ Clear

Representatives:
m LGW-PTD-31532

Person In Charge: ‘
(3 LCW-WR-45736 Pick All Company

{:} LGW-WR-25739

€ LovnR-as1ss Name: ISTEST

2 / =/ o
1 Name: test

2. Confirm the search S searen
criteria in the pop up ® [ 0] =)o 0] 5] ] Mtoes=z

Pick All Company

a:

WindOW and CIle Search Select Company a Contact . ___
@) Ascom Network Testing Ltd . -
T ETET Pick All Company Close
@ CIRCUIT ELECTRICAL TESTING
(& Consfruction Testing Solutions Lid t%  Name: ISTEST
: Infrastructure. B eearen
- Dynatest International

. T——— (-;-I' ELECTRICAL TESTERS LIMITED

3. Select the required CRE——— * ()] (] (@) ] (] () wethest
*  Geo Site and Testing Services

CO m p any fro m th e & Happen test F2w Select Company a ContactNumber Services Rating
@ Hawkesworth Appliance Testing . (-:-) ISTEST 01254 123456

returned results (this T e
could be a list or a single
company)

ISTEST

James Fisher Testing Services Lid

[ESRE ey

Litestructures Projects Ltd
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WR — Searching for PIiC by name

1. Enter the name of the PiC and

Raise New Work Request

lick search

» Home P Contractor Portal
Search ... (3 -
Type of Work Request: | Work Request ™| (. Area: LGW- E-BLD-20712
L Company:

‘Shared Documents

CEI— Shen O [

Representatives:
B Lewemaisn

€ LonwnRsTIS

Aa

ndon Gatwick Airport, Other Buildings, Northgate

Building |:L w

Person In Charge: sam yuszmite| *

@ Search

Charge
':'_':' Clear

Raise with Yourself in Charge
(= Raise with Any Representative in

€ LonnRsTs
€ Lonnrasiss
€ Lownrsssss

Raise New Work Request

Logged in as USER211 (Logout)

» Home » Contractor Portal

 ET— —
Shared Documents
T S [

Representatives:
B Lewemass

Person In Charge: sam
€ LownnasTs

Search ... N
" Type of Work Request: |Work Request V| (§

Area: LGW-LSIDE-BLD-20718

A

London Gatwick Airport, Other Buildings, Northgate

Building [ | #

@) Search

Raise with Yourself in Charge
Raise with Any Representative in
Charge

@) Clear

@ owam s [ (] ol ot 2] vatohes=a17

€ Lownnasiss Bz23es6785 10

2. Select the required PiC
from the returned results
(this could be a list or a
single company) by clicking
on the arrow icon

€ Lonnnsss Select Name &

=]

Raise New Work Request

P Home » Contractor Portal

Alf Samuels, Site Supervisor, Leading Electrical Services Ltd (07956 507358)
ALYKHAN KASSAM, Customer Care Agent, WILSON JAMES LIMITED (07741143536)
gn Installer, PLAN2 INSTALL Htd (07961 111 333)

Rating

Logged in as USER211 (Logout)

Type of Work Request: |Work Request | (§)
Company:
Show Only

Representatives: L

Person In Charge: sam yosemite

Area: LGW-LSIDE-ELD-20718 An
London Gatwick Airport, Other Buildings, Northgate

Building [] #

@) Search

i=! Raise with Yourself in Charge
(3 Raise with Any Representative in
Charge

) Clear

€ LowwRasTs
€ LonnRasizs

3. Once a PiIC name is
selected, the option to raise
the WR will be enabled.
Click the arrow icon to be

€ Lon-wR-ss3s Select Name «

BT | ST N | |

Rating
@  Sam Yosemite, MANAGER, |STEST {01254 508597)

/ '.E_l Raise new Work Request Work Request with Sam Yosemite in charge at London Gatwick Airport, Other Buildings, Northgate Building

—

takede NENSASIER 17207

D Rev 00
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WR - Scope of work screen

Once a PiC and location for the works have been selected, the main WR detail page will

become available for editing

1. Enter a brief description of the

orks. Please avoid using the
ollowing characters in this field ‘&’, ‘<,
>0 0

New Work Request

» Home P Contractor Portal

xd in as USER211 [Logout)

15l

L}

Search ... (g Iy # & changs

2. Enter more detailed description of

Scope of Work

Shared Documents

he scope of works to be undertaken

g LGW-WR-45735

Description:

Scope of Work:

Lorem ipsum dolgy”sit amet, hendrerit accommods

@ LGW-PTD-31552

==y

€} Lov-WR-45739

Start On:

1-Sep-20 | () [08 V] [00@7]

Q LGW-WR-45133

€ LoW-wR-33535 Finish On:

. Additional locations can be added if
equired, or enter free text if the location is very

Location(s): LGW—LSIDE-EI.LD-Q?NQ ﬂ_ﬂ@\ §EﬂeC|f|C
London Gatwick Airport, Ot , Northga te—sromrommy e
Ada: 5. This will be prepopulated with the PiC

Location Details: Back office

Person-in-Charge:

Work Fackage: pope

tab

Purchase Order Number:

selected on the ‘Raise New WR’ screen. The

lISEFwi-''E*’*—5“""’“’:"___‘PiC can be changed here or on the ‘People’

ISTSE5354

Equipment to be worked on:

Tools:

Barrier curtain only 6. Complete this field to allow easy reference
Hand tacls only back to PO numbers used for your works

Created On: 27.Aug-20 14:30 by USER2

207, Free text fields for you to provide
urther information

» NOTE 1: Include enough time for sign offs and any snagging works
» NOTE 2: Thereis a limit of 56 days validity period for each WR

> mu'@?gggi_gg;og%%ﬁh R&F@Gckground when adding

LTSRS . .
e ‘area picker’ window to view selected locations

—_—
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WR — new work request generation

Once the ‘Scope of Work’ tab has been populated, the work request should be saved so
a number can be generated. This will be a unique system generated number. Additional
tabs will be enabled to allow the completion of the WR

R number
and WR status :
B work Request: LGW-WR-54469 (Initiated, Logged in as USER211 (Logout)

= Home

Search . > ‘ﬁ 23 & f & Change oM, | B i3 submit 3 Reject | |CS @ ‘
Shared Documents
Describtig

LGW-WR-54225 R ; ; P - ; — P
9 - Scope of Work™N\Lorem ipsum dotgr sit amet, cum ut emnium delicatissimi. In aperiam gubergren interesset sit, etiam mediocritatem mel cu. Af eos

ScopeofWorkI Method | Control Docs (Mone) | People (1,1) || Attachments (Mone) | Workflow {1) || Relations (0,0) || Inspections/Audits/CCRs (Mone)

Q LGW-WR-45738 dwiz dicat possim\Graece eligendi an nec, movet vitae facete no pro. Tale tamquam graecis vel ei, nibh mundi at que, nisl appareat
@ LEW-PTO-51532 : 3 bl
6 LGW-WR-45735 Start On: -

9 LGW-WR-45138 Finish On:

el

/Additional tabs enabled. Details must be
upplied within some of these tabs
pefore a WR can be submitted for
approval

Location(s):

Add:

Location Details:
Perzon-in-Charge: USER211, ISTEST & Change

Work Package: | None

Purchase Order Number: ||sTs53g54
Equipment to be worked on: | gz rvigr curtain only

Tools: Hand tools only

Created On: 7-Sep-20 14:05 by USER211 (Revision 1)
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Menu icons

Some menu icons have the same functionality regardless of what screen the user is
currently using. The icons most commonly used when raising a work request are
highlighted below.

Print the

current record

Submit the WR

Save the
current record

)”.Lﬁ?ﬂ% # &Ehangeﬁo B & Submit @Re;_-nt

Change the PiC

View the journal
for the WR

b

View the next

steps for the WR

editing

Make a copy of the
current record and start

Reject the WR. This will put
the WR in a terminal state
and cannot be resurrected

20000-XX-Q-XXX-GLN-172079 Rev 00 20
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WR -method tab

The Method tab consists of additional sub-tabs: level risk, asset owners and change
control. These three sub-tabs are mandatory and must be completed.

B work Request: LGW-WR-54469 (Initiated)

Logged in as USER211 {Logout)
» Home » Contractor Portal

Search . > ‘ﬁ Zy & # A cChange v, | Ed ) Submit () Reject | |Q§ @ ‘
-
Shared Documents Scope of Work | Method | Confirol Docs (Mone) | People (1,1} || Attachments (None) || Workflow (1) | Relations (0,0) || Inspections/Audits/CCRs (None)
€ Lowavr sisss Level of Risk | Asset Owners | Ghange Control
{3 LEW-WR-45736
@ LEW-PTD-81532
9 LEW-WR-45738 The work specified in the Work Request has been categorised as: () Low Risk O Medium Risk @] High Risk
Q LEW-WR-25138
I — e —
N/ ‘
20000-XX-Q-XXX-GLN-172079 Rev 00 21 ﬁ




WR - method tab — level of risk

Your task specific risk assessment will help to determine what level of risk your works
are. In addition to specifying the risk level on this tab, you will also need to upload your

task specific risk assessment and method statements as an attachment (covered later in
this guide)

B work Request: LGW-WR-54469 (Initiated)

Logged in as USER211 {Logout)
» Home » Contractor Portal
Search . » ‘ﬁ _-@ % ‘,? &Change o, | = @ Submit ®Reje|::t | | {ﬁ @ ‘
| Reports |
Ducuments Scope of Work | Methed | Confrol Docs (Mone) | People (1,1) | Attachments (Mone) || Workflow (1) | Relations (0,0) | Inspections/Audits/CCRs (Mone)
€ Lowavr sisss Level of Risk | Asset Owners | Ghange Control
{3 LEW-WR-45736
@ LEW-PTD-81532
g LGW-WR-45735 The work specified in the Work Request has been categorised as: .;:::;. Low Risk .;::;. Medium Risk .;:::;. High Risk
LEW-WR-25138 J
/
/
/
Select the overall level of risk for
the works by clicking one of the
radio buttons
m
N ‘
20000-XX-Q-XXX-GLN-172079 Rev 00 22 d |mr |




WR - method tab — asset owners

B work Request: LGW-WR-54469 (Initiated)

» Home » Contractor Portal

Logged in as USER211 (Logout)

Search > |ﬁ EE-=) f &2, Change ¥,

Shared Documents
€ Lowawr-sases
9 LGW-WR-45738
@ LGW-PTD-51532
@ LGW-WR-45715
@ LGW-WR-45118

= o weea (1 The asset owner will

Scope of Work | Methed | Control Docs (None) || People (1,1) || Attach

Level of Risk | Asset Owners | Change Control

the selected location
——®

utomatically be determined by

2. Additional asset

The "Asset Owner' of this area is Real Estate ./

If the work specified in this Work Request requires additional approval from other 'Asset Owners', please tick the relevant checkboxes below:

Airfield Operations:
Bapgage:

Boiler Houses:
Management of change approval:
Electrical Switchrooms:
External Terminals:
Fire Service:
Generators:

IT Asset Area:

Plant Rooms:

Ponds:

Property:

Pumping Stations:

Real Estate:

Retail:

Roof Areas:

Security:

Shuttle:

]

wners can be
elected here, if
pplicable

If the work specified in this Work Request requires approval from a Terminal Manager, please tick this checkboxes:

O|000o00o0O00O0o0ooooooood

20000-XX-Q-XXX-GLN-172079 Rev 00 23
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WR - method tab — change control

If your works require the changing of an asset not ‘like for like’, then change control will
be required. The change control will be subject to review by the relevant principal
engineer and engineering manager. If no change control is required, simply answer ‘no’

to the questions

Ll change control or baggage change control.

» Home

Select the appropriate change control form to
omplete: generic change control, electrical

» Contractor

The completed form will need to be uploaded

Logged in as USER211 (Logout)

Reference list of principal

Search . > |ﬂ 53 & # & chang
s an attachment to the WR . . .
Shares bocuments | | 5c0Pe of Work [ Wethod | chmroroos e e Ty T AT TS oo T k =t e Ngineers and engineering
manager sign offs
$ LEWWR e Level of Risk | Asset Owners | Change Control |
9 LGW-WR-4573€
@ LGW-PTD-31532 i
Q LGW-WR-45735 \. Change Control Questions Who to contact
Q LGW-WR-45138 Electrical CCR questions Baggage Systems Risk Assessment form

Do any part of the works within this work request involve changing a GAL asset or system, NOT like —

for like: — Yes '-'MNo
Is there a potential IT or telephony impact (Hardware andior Software): (ves o
Pleasze indicate which engineering systems if any will be affected by this change: | Mone ’ hd
If you already have a change control number, please enter it here stating which department the
change contrel iz for:
/ P

/

VA

20000-XX-Q-XXX-GLN-172079 Rev 00 24 d
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WR — adding control docs

If the works include hazardous activities, then the relevant control document(s)/permits

must also be applied for.

B work Request: LGW-WR-54469 (initiated)

» Contractor Portal

1. Select the r

F C3 E # 2 change o".,|E (&) Submit () Generate (%) Reject

IE]

required control

cope of Work | Method ‘ConllolDucs (2) | People (2,0} | Attachments (None) | Workflow (1) || Relations (0,0) || Inspections/Audits/CCRs (None)

Logged in as USER211 (Logout)

document to be
added to the WR

This task involves:

(") Baggage Environment Nofification of Works il
() Confined Space (High/Medium) ()

() Confined Space (Low)(E)

(@) Cranes (Off-Airport) ()

(") Cranes (On-Airport) (T

(7 Hot Works ()

(") Hot Works (Airside-Outside ) (@)

.;:::- Life Safety Systems - Fire Alarm Isolaficns @

.;:::- Life Safety Systems - Fire Hydrants, Dry Risers @
.;:::- Life Safety Systems - Other Systems @

.;:::- Limitation of Access E\eclrical@

.;:::- LV Cerificate of Elecfrical Izolation @

() Permit to Dig/Drill ()

.;:::- Sanction for Work on er near Live Electrical Equip @
() Service Clearance (Z)

.;:::- Service Clearance and Permit to Dig/Dril @

(7) Airfield Works ()

.;:::- HTHW ! MTHW Pressure system @

.;:::- Standing Insfruction - Permit to Dig/Drill

.;:::- Suspended Access Equipment@

Additional controls required:

Actions:
(%) Add Selection

. Click ‘Add
election’ to add

he control
ocument to the
R.

3. Added control documents
il show in this table. Note

hat no numbers have been

generated for these control

docs yet

Kind Code Type

Permit CROFF  Cranes (Off-Aimort) (@)

Permit BEMOW Baggage Environment Notification of Works (@)

Generate? Master? Control
O
O

Supplements Status User Added Relations

{None)

{Mone)

v
v

@ i
@ &

& M
o i
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WR — generating control docs

Once all relevant control docs have been added, numbers must be generated for each
one.

. Work Request: LGW-WR-54469 (Initiated) Logged in as USER211 (Logout)

» Home » Contractor Portal

Search ... r B8 f & Change ¢, | 0] (3) Submit (3 Generate

Shared Documents

S @

'orkflow (1) | Relati

Scope of Work | Method | Control Docs (3) | People (2,0) || Attachments (Non

(0,0) | Inspections/Audits/CCRs (MNone)

LEW-CROFE-31780 This task involves: Additional controls required: D
LGW-BENOW-51773 () Baggage Environment Notification of Works () 3 Add Selectiog
Q LGW-WR-54469 () Confined Space (nghmﬂedlurnj(i) 1 O n Ce al I
.
~ - - .
€3 Lowwrsasos (® Confined Space (Low) @)

€ LowwrssTas () Cranes (Off-Airport) () relevant Contr0|s
() Cranes (On-Airport) &)

O ot ok @ _ docs have been
) Hot Works (Airside-Outside) @) added’ CIICk the

() Life Safety Systems - Fire Alarm Isolations (]

() Life Safety Systems - Fire Hydrants, Dry Risers () g G e n e rate’ b utto n

() Life Safety Systems - Other Systems (@)

() Limitation of Access Electrical (&)

.;jn LV Certificate MEIﬁ:tncal |5I]|a‘t|ﬂ|'||§' 2 . Th IS WI I I g e n e rate CO ntrOI
-:u ::;n;itﬂt::rg\ﬁ:rl::; or near Live Electrical Euuiplil d OCU m e nt n u m be rS ' O n Ce
() Senvice Clearance (i) generated here’ eaCh ContrOI

() Service Clearance and Pemit to Dig/Drill @)

O ek Works @ document must be submitted

() HTHW / MTHW Pressure system (i)

(_) Standing Instruction - Permit to Dig/Drill I n d IVi d u aI Iy

(7) Suspended Access Equipment )

Kind Code Type Generate? Master? Control Supplements Status  User Added Relations

Permit BENOW Baggage Environment Notification of Works () v LGW-BENOW-91779 (] ™ (Mone) Initiated v D & ]
Permit CROFF  Cranes (Off-Airport) () v LGW-CROFF-91780 (i) <™ (None) Initiated v Dk & [ |
Permit CSL Confined Space (Low) (& (Mone) N @ it
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WR - people — PIC & work party

Search . »

NOTE: Please ensure the companies of work party members are SafeContractor accredited

B Work Request: LGW-WR-54463 (Initiated)

» Home I Contractor Portal

‘.ﬁ By & # Achange o, | B ) submit (X Reject

1.
Scope of Work | Methed | Control Docs(NonE)|Peuple(1 ”ME irSt raised’ this field Wi" be prepopulated

Logged in as USER211 {Logout)

If a PiC was selected when the WR wa

Expected Work Party:
Working Party:

Job Title Guest Occu Filled By Filled
Person-in-Charge x USER211, ISTEST USER211 7-Sep-

2. To include additional work party members,

Contacts:

 haa Worker @— __Kclick the ‘Add Worker’ link. This will open up a

pop-up window (ensure pop-ups are not blocked

|Titla: Guest Contact:

on your browser)

HAdd [ Add & stay

Worker Detailz:

Contact Guest Name Contact Number Email Address  Job Title |

oo 3 \\/hen adding a new worker, the company will

default to the person raising the WR

Job Tite: /
A2

Company: |ISTEST

Worker: Sam Yosemite| x

E:l Use Company Representative
@ Use Global Repregsentative

4. Enter the name of the worker and click the search
icon. If you are unsure, just click the search icon to
bring up a full list of names for the company which
you can select from. Be mindful that this can slow
the system down significantly if the company has a
large number of workers.

20000-XX-Q-XXX-GLN-172079 Rev 00
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WR - people — adding workers

1. Both searches
ill return a list of
employee name(s).

Pick Worker

Company: |ISTEST = ol ./
Name: @ Search
|:| ow Representatives @ Clear
- Bl 2. To add a worker to the work
v 15 Matches=2 . ‘ y -
IEEE@ /Tparty, click the ‘Select’ icon.
Selechmss Staff Number
@ m Yosemite ISTEST MANAGER 01254 509587 sam.yosemile@email com
@ USER211 ISTEST
3a. Click here if Pick Worker _ :
you have o [l na [ Ada & sty O— b. Click here if you need
finished adding Worker Details 0 add more workers
Workers Job Title: Worker: | Sam Yosemite Ao,
Company: ISTEST J;-J@\

E} Uze Company Representative
(—}:I Uze Global Reprezentative
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WR - people — working party

B work Request: LGW-WR-54469 (Initiated) Logged in as USER211 (Logout)

N —— 1. As more names are added to the
ork party, these will show in the
‘Working Party’ table

Search ... > [ B3 & # Achange o | E 3 Submit CB @

Shared Documents

ents (Mone} | Workflow (1)

Scope of Work | Method | Control Docs (2) | People (2,0) || Alia

[T Expected Work Party:

$ LEWWR-SA4E Working Party:
LGW-CROFF-81780

2. Awork sponsor* will also need to be

B Lowsenowsis — Guest Occupant Filled By - Filled On dded to the WR as they will form part of
s PersoninCharge X  USER211, ISTEST USER211 7-Sep-20 14:05 . . i
& rownns Worker X  Sam Yosemite, ISTEST USER211 1-0ct20 14 he sign off process In getting the WR

€ Lowwrs738
) Add Worker

pproved.

Contacts:

Title: Sponsor x| Guest Contact: * Add Contact
:1 Mo contacts S;N /
+3. To add a work sponsor, type Sponsor

in the title field and click ‘Add Contact’

Contacts:
Title: Guest Contact: {*) Add Contact

Contact Guest Name Contact Number Email Address Job Title

X (Mo-ong) i

. To edit the ‘Sponsor’ details, click the
‘edit row’ icon -_
ZWXX@M thlZ%Z/Q hrey @8hwick representative 29 ﬁ | ‘




WR - people —

. Work Request: LGW-WR-54469 (Initiated)

adding a sponsor

Logged in as USER211 (Logout)

P Home P Contractor Portal

Search . » R E & S fcume o | E O s

Scope of Work | Method | Control Docs (2) | People (2,0) | Attachments (None) | Workflow (1) | Relati
Shared Documents |
[EETEN  Expected work Party:

a) LGW-WR-54465 Working Party:

[RE)

(0,03

1. Enter the name of

i CRs (None)

LGW-CROFF-31750
Job Title Guest Occupant

Person-in-Charge %  USER211, ISTEST
Worker x

(#) Add Worker

LGW-BENOW-31773
€ Lomwrsisos
€ Low-wR-a5736

Contacts:

Title: Guest Contact:

Contact

+ & Sponsor

Guest Name

[] |John|

Filled By
USER211  7-Sep-20 14:05
Sam Yosemite, ISTEST USER211  1-Oct-20 14:27 & ﬁ

Filled On

he work sponsor in
he ‘name’ field and
lick the search icon

(¥ Add Contact

2. Multiple matches

ill be returned as a
list; simply pick the
name of your sponsor
rom the list

Contact Number
x Q07472 414777

Email Address Job Titl
Innei. Shum@gatwickairpi  GAL

The search text matches th

O sohn By

eliowing people. Please

an (Gatwick Airport Lid)

select ane or press Cancel. ‘ {

) sohn Sheppard (Gatwick Airport Ltd)

3. Ensure the sponsor is saved by
clicking the ‘accept edits’ icon.
This will now write the name to th
contacts list. Then click the ‘Save’
icon on the main menu

o Title: Guest Contact: Er) Add Contact

Contact Guest Name Contact Number Email Address Job Title
+ ®  Sponsor [l John Sheppard T, +447446050201 john.sh Project | Managt
Contacts:
Title: Guest Contact: (-B Add Contact

20000-XX-Q-XXX-GLN-172079 Rev 00
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WR - attachments

A standard work request with no change control or control documents (permits) will
require as minimum, a task specific risk assessment and method statement to be
uploaded as part of the submission. These (and any other relevant documentation)

should be uploaded via the ‘Attachments’ tab.

. Work Request: LGW-WR-544659 (Initiated)

P Home P Contractor Portal

Search .. » B s ,9 & Change &%, | [ (3) Submit Cg ) 0 be uploaded e.g. I'ISk

Scope of Work | Method | Control Docs (2)

Shared Documents

People (2,1) | Attachplents (| a'ssessment

1. Use the drop down list to
elect the type of attachment

SER211 (Logout)

| Recentftems |
€ Low-wrsuses
LGW-CROFF-31750
LGW-BEHOW-51773

€ Low-wr-sasos

€) Low-wR-45738

4. Click ‘Attach’ to
upload the

(» Mothing has been attached.

Attachment Type: | Risk Assessment bt

Upload New Document: |

Maximum File Upload Size = 5500 KB
C:\Wserslinnei.shum'Onelrive - Gatwick Airport Limitedd-1 - Innei's Bag of Tricks'\TestDocs\TE  Browse...

Task specific risk assessment

Note:

./. i+ Attach

# Clear

. Click ‘Browse’ to
navigate to the location of
he document to be
uploaded

3. A brief comment can be

document to the
work request

. Work Request: LGW-WR-54469 (Initiated)

» Home

P Contractor Portal

> @ Ey 8 F Achnge G submit

3@
Scope of Work | Method | Control Docs (2) | People (2,1) | Aftachments (2) | Workflow (1
[] Type Source Item Attached By Attached On  Comment
[] Risk Assessme nt  User TEST_RA1.pdf USER211 2-Oct-20 08:46  Task specific risk assessment

[ Metnod Statement User ~ TEST_MS1.pdf USER211  2-Oct-20 085

() Open Selected Attachments

Attachment Type: | Airport Information Nofice v
Upload New Document: (5 Maximum File Upload Size = 5500 KB
Browss
Note:
(¥ Attach (@ Clear

——added here to give the

) | Relations (0,0) | InspectionsiAudits/CCRs (None)

File Size (Kb) Shared
83.0Kp L

attachment more detail if
required

. Uploaded documents
ill be shown in the
ttachments table

it
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WR — workflow tab

This is a read only tab and provides a timeline of the various stages the work
request has progressed through. Events are automatically date and time
stamped, and this is always a good reference point to see what sign offs the

work request has had.

‘ B work Request: LGW-WR-54469 (Initiated)

> Home P Contractor Portal
120
Select Action Signatory Transition Role Performed On
+ Approve  Matthew Morgan Authorisation Asset Owner - Real Estate  16-Jan-19 13:16
- Approve  Tom Errett Authorisation Work Sponsor 16-Jan-19 13:11
PP-V.WR CARL SWIFT 15-Jan-1917:31
- Verify CARL SWIFT Authorisation CSC Technical Clerk 15-Jan-19 17:31
Submit USER211 15-Jan-19 16:50
Created  user211 15-Jan-19 14:27

Logged in as USER211 (Logout)

Comment Ap
aware

Seems fine to me.

Payment Point for Verification of Work Request with no Qualifying Permits

All necessary information has been gathered, and this work can now be p d f i for app

a«&«&«i
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WR - relations

This section will show related WRs. Whilst this functionality is enabled, it is
not widely used due to the dependency issues it can cause. It is not
compulsory to relate WRs, so where possible, avoid using this option.

B Work Request: LGW-WR-54469 (Initiated) Logged in as USER211 (Logout)

» Home » Contractor Portal
Search .. » 2 8 # Achange & [ G submit @@
Scope of Work | Method | Control Docs (2) | People (2,1) | Attachments (2) | Workflow (1) | Relations (0,0) | Inspections/Audits/CCRs (Mone)

Shared Documents

m (» This iz not involved in any relationships.

@ LGW-WR-54463

LGW-CROFF-51780 Add Relationship:
LGW-BENOW-31779
a LCW-WR-52505 (» Mothing has thiz as a dependant.

€3 Lew-WR-45735

(» This iz not involved in any conflicts.
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WR - Inspections/audits/CCRs

A Change Control Request (CCR) is subject to two sign offs; a Principal Engineer (PE)
and an Engineering Manager (EM). Occasionally more information is required, and
these requests can be tracked via this tab, along with the status of the CCR. Any
correspondence that takes place regarding the CCR should be done via this area.

Whilst a CCR is submitted as part of the WR, the sign off process runs in parallel. This
means the CCR will need to be approved fully in addition to the WR itself before the WR
can be activated.

’ B work Request: LGW-WR-54469 (Initiated) Logged in as USER211 (Logout)

» Home » Contractor Portal
i 53 & 4/ Achange v = & Roliback S@

Scope of Work | Method | Control Docs (1) = People (6,1) = Attachments (10) | Workflow (33) | Relations (0,0) | Inspections/Audits/CCRs (2)

Possible Inspections, Audits or Change Control Request actions: Ilnspect by CSC Technical Clerk ‘| = Perform action

Select Action Signatory Role Signed On Comment
- Approve CCR (EM) Mike Osborme CCR Engineering Manager 23-Mar-20 09:03 Approved
= Approve CCR (PE) m Leeds CCR Airport Lead Engineer 19-Mar-20 16:15 Please ensure Lee Beckenham and Control team are kept informed

Approval is required by both a PE
\!and EM before the CCR is deemed

approved
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WR - submitting the WR

Once all information has been completed, click Save and now the WR is ready for
submission. Use the ‘Submit’ icon to do this. Remember, if any control documents

(permits) were generated, these will also need to be submitted.

ki B3 & # Achange M | B ) submit %) Reject

Submit the WR

20000-XX-Q-XXX-GLN-172079 Rev 00
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WR - tracking progress

Following submission, the relevant individuals will be notified that approvals are required.
As the WR progresses through each sign off stage, this will be tracked on the workflow
tab.

Useful to know:
« If you need to know what sign offs have already taken place, use the ‘Journal’ tab
« If you need to know what the next sign off is, use the ‘Next Steps’ icon.

« The WR applicant will receive notification if the WR has been approved or declined.
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WR - declined

If your work request has been declined, this usually means it requires some
further information. You will need to ‘restart’ to allow editing of the work

request. 1. Adeclined work requests will
ave a status of ‘Not Authorised’

B work Request: LGW-WR-46765 (Not Authorised) Logged in as Edna E Mode (Logout)

» Home » Work Requests = Permits » Search » Contractne Parial
. Click the ‘Restart’ icon to enable
L nees Rrewn @,Editing of the work request

Scope ofWork| Methed || Confrol Docs (Mene) | People (1,1) || Altachments (2) | Workflow (4) | Relations (0,0) | Inspections/Audits/CCRs (Mone)

Search . > |ﬁ =z & f & Change &%,

Shared Documents

Description: Ut nam eius ablique patricque

LGW-WR-45TES -~ 5 ; : . - ; . - ; e

9 = Scope of Work: | Ad nam vidit constifuam, mei aufem repudiandae disputationi ew. Dicam mucius officiis eam in. Eu eros ufamur suscipit vix, ea fota

@ LGW-HW-T9320 neglegentur definiiones sed. Legimus neglegenfur ad duec, denigue iudicabit vis ei. Duo ad congue constituam, eu vix percipit

o repudiandas. r
LGW-PAPWR-45762

. The work request will revert to
‘Initiated’ status, and all fields will

B work Request: LGW-WR-46765 (Initiated) now be available for editing prior to
» Home i Work Requests i Permits i Seanchi s Contracton B | (=1 0] O 14 IS (010

=] (& Submit ¥ Reject | ‘iﬁ @ ‘

ScopeofWork‘ Method | Confrol Docs (Mone) | People (1,1) | Attachments (2} | Workflow (5) | Relalions (0,00 || Inspecfions/Audits/CCRs (Mone)

Search . » |ﬁ EE = _’? £, Change o,

Reports

Shared Documents

Descripfion: Ut nam eius obligue patricque

LGW-WR-4E7ES - ; h . h - ; - - ; P
9 = Scope of Work: | Ad nam vidit constifuam, mei autem repudiandae disputationi eu. Dicam mucius officiis eam in. Eu eros ufamur suscipit vix, ea fota
@ LGW-HW-T9320 neglegentur definiticnes sed. Legimus neglegentur ad due, denigue iudicabit vis ei. Duo ad congue constituam, eu vix percipit

repudiandas.
£ Low-PaPwWR-asTE2 e — <
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WR - activating an approved WR

Once a WR has been fully approved, it must be activated prior to being used. P2W allows for
contractors to activate and suspend their own work requests (this requires the WR Activator role
to be added to the users’ P2W profile). Contact the Contractor Support Centre (CSC) if you wish

to utilise this functionality
1. Click ‘Next Steps’

@58 7 dowr AYE O B | [§ 0O

@VD Next Steps for Work Request LGW-WR-53648 (Approved)

Possible Actions: -

& Edit or View Details

# Counter-sign

2. Click_@\.,;te,_ ==

Decline
{3) Activate by WR Activator Reschedue
3 Send Email

-
State Notificati s 1 -
otifications: 8
v a9 ¢

54 Approved
154 Not Authorised ]
hd Reledted Select Number Info Noun Status  Last Action Type Description Location Start Finish Person in Charge  Sign-off Role

M, @ LGWPAPWRS4420 () WorkRequest Approved PP-S-PWR Pre-Approved Work Request Refrigeration Service & Maintenance Level 35 Ceiling Void + 29 others 25-Aug-20 14:09 30-Nov-20 00:00 Damian Crossley WR Activator

3 . Read th roug h any Issues with the selected Work Request:

. @ Innei Shum does not have the competencies required by the WR Activator role to do this sign-off: Work Request Activator (Missing)
issues. Note that red e e e o A 4t SN PR SRS
warnings Will Not allow the § e g o comsee e rastion-.

WR to progress through | e

the activation stage .
g — /45 Accept the declaration
| confirm that the Person-in-Charge has agreed to the terms and conditions of the work as specified in this Authorisation to Work: | |

v 8D G

4. Add optional comments if
needed

6. Click to activate the WR —||_/_\
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WR - suspending an active WR

Following completion of the works on the day, the WR can be ‘suspended’ if works are set

to continue over a period of weeks. Suspending the WR means that it can be reactivated
for use for continuation of the works.

_41. Click ‘Next Steps’

e
| Next Steps for Work Request LGW-WR-54199 (Active) 4

Possible Actions: ‘

-

4 View Details

7 Counter-sign

. 2. Click ‘Suspend’ ey

©, Inspections/Audits/CCRs by  S— o
CSC Technical Clerk,
) suSpend by WR Activator.

Il

(%) Extend by Work Sponsor. l
-

(3) Cancel by WR Activator.

Logged in as Innei Shum (Logout)
B=J Send Email

P Work Requests > Permits

P Front Desk P Search > Admin P Contractor Portal  » Configure

State Notifications: Extend

4 Rejected

3. Enter any relevant comments and

Select Number Info  Noun Status

a o s @ e (CIICK the green tick to suspend the |
Issues with the selected Work Request: W R

@ Innei Shum does not have the competencies required by the WR Activator role to do this sign-off: Work Regaest Activator (Missing). ‘

" Number of sign-offs remaining to complete this transition = 0.
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WR - cancelling an active WR

If all the works have been completed and there is no requirement to reactivate the WR,
then it can be cancelled. Note that once cancelled, the WR cannot be reactivated.

~____«1. Click ‘Next Steps’

I B3 & # A change ™Y B (F) Submit () Reject | |Q‘3 @ ‘
‘ Next Steps for Work Request LGW-WR-54199 (Active) A
Possible Actions: ‘ =

I View Deie 2. Click ‘Cancel;

7 Counter-sign

a
& print —‘
@, Inspections/Audits/CCRs by v |
CSC Technical Clerk.

(2] Suspend by WR

J Cancel a work request (Filtered)

Logged in as Innei Shum (Logout)
(3) Cancel by WR Activator.

» Home P Work Requests P Permits P Front Desk P Search » Admin

P Contractor Portal P Configure
B=J Send Email

ate new -
®
i >
State Notifications: Extend AL o
s x
MMRejected T ghred Doouments Select Mumber Info Noun

1 3. Enter any relevant comments, |&m" &
nce M, 3 LGW-WR-39008 @ &“’é“ml - . ﬁxm_grs X"ﬁm.
SIS et e fccept the declaration and click
9 o mmmemnanemilremthe green tick to cancel the WR
(=3 ‘complete this transition = 0.
G

that; all have been wi and the site has been left in a clean and safe condition: [ ]

—_—

S <

|
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Pre-approved WR (PAPWR) Workflow

In some instances, a pre-approved work request can be applied for. In order to utilise this
type of work request, the works being undertaken must be ‘low risk repetitive maintenance
tasks’. A pre-approved work request template must be created and submitted for approval
in the first instance. Once approved, a copy of the template can be taken for use. Note
that the template itself is not an active WR, only the instantiated copies taken from it.

Pre-Approved Work Request Template submission

Submit work
request

Upload work
specific RAMS

Raise PAPWR
template

Contractor/
Applicant

PAPWR template
approved

A

Apply repeat
PAPWR template
to create a
PAPWR

Submit PAPWR
(approval

Submit PAPWR
(approval

Activate work
request

A 4

PAPWR template
verified

Contractor
Support Centre

A 4

PAPWR template
approved

Work Sponsor

A

PAPWR template

approved

Asset Owners
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Pre-approved Work Request (PAPWR)

In order to create a PAPWR, a template needs to be created, submitted and approved first.
A PAPWR template will be denoted by a ‘T’ after the number e.g. LGW-PAPWR-54552T.
Once a template has been approved, it becomes ‘published’; this means the template is
locked down and no updates can be made to it.

The approved PAPWR template is not an active WR. Instead, it sits in this published state
so that copies can be made (also known as instantiated) as and when a PAPWR is
needed. As soon as the instantiated PAPWR is submitted, it will automatically be approved
ready for activation.
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PAPWR - creating a template

1. To access the work request template application menu,
expand the Contractor Portal menu and select Work
Requests—> Process,Repeats - Create Repeat Template

P2W Home Logged in as USER211 (Logout)

» Home
P Work Requests P Prodess Work Requests |
Search ... > You last IuggeJ| . T I| rodess Work Reque |
P Permits P Process Repeats * Create Repeat Template
L ‘net recently accessed any access passes
Recently Accessed Work uests.: :
Shared Documents & Req | My Work Requests Apply Repeat Work Reguest
Work Request Mumber Last Accessed FENTIL MU Last ALLoascu
m LGW-WR-54469 07-Oct-20 09:53 <™, LGW-CROFF-91780 24-Sep-20 14:38 W,
'a LGW-WR-54463 LGW-WR-54505 10-5ep-20 15:22 <™, LGW-BENOW-81779 24-Sep-20 14:38 ™
LGW-CROFF-51T80 LGW-WR-45736 07-3ep-20 14:04 ™, LGW-PTD-91532 27-Aug-20 1416 <%,
LGW-BENOW-31773 LGW-WR-45739 29-Mov-18 12:09 ™,
@ LEW-WR-54505 LGW-WR-45138 29-Mov-18 11:56 <™, —
© Lowmnasse 2. Follow the same steps as specified on page 14
Raise Work Request Template Logged in as USER211 (Logout)
P Home P Contractor Portal
search . L~ Type of Work Request: | Pre-Approved Work Request | (i) Area: a, ";"
Company: a @
Shared Documents ~ I-;-I
Show Only Representatives: [ ] @ Clear
| Recentiems | Person In Charge:
Q LGW-WR-54463 reon H

LGW-CROFF-31780
LEW-BEHOW-51773
€ Lowwr-sasos
€) Low-WR-4573E

20000-XX-Q-XXX-GLN-172079 Rev 00 43 ;___—"/4 | m( % ‘




PAPWR - approval of a template

The PAPWR template will be subject to a sign off process. Once the pre-
approved work request template has been approved, the applicant will be
notified that the template is ready to be used to create individual PAPWRS.

Approved templates will show as
‘Approved, Published Template

| . Work Request: LGW-PAPWR-54711T (Approved, Published Template)

There are two methods to create a PAPWR from a template:
« Option 1: Apply the ‘Repeat Work Request Template’

* Option 2: Instantiate a copy from within the template itself
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PAPWR - option 1: How to create from a template

1. To access the repeat work request menu, expand
he Contractor Portal menu and select Work
Requests—> Process Repeats > Apply Repeat Work

Raise Work Request Template

» Home P Contractor Portal

Search . , Type P Work Requests | P Process Werk Reguests q - 8

1 2

B Permits ] P Process Repeats fate Repeat Template [}

Lompany: | =

Shared Documents i ‘ My Work Requests - Xpply Repeat Work Request (;)
Show Only Representatives: [ (=) Clear

| Recentltems S —

Q LGW-WF,
LGW-CR -
. Pre-approved Work Logged in as USER211 (Logout)

$ LGW-WE > Home » Contractor Portal
€ Lowawr
search .. L . — i3} Search
Type of Work: | (Select Type) e | Location: ~
— & Clear

Shared Documents Coswanys ©,  InWork Package: 2%
e | 2. Type the number of your template in
- fropiandl he search field and click ‘Search’

LGW-BEHOW-
Pre-approved Work Logged in as USER211 (Logout) @

6 LGW-WR-5435(|
» Home P Contractor Portal

) Low-wr-4573

3. Select the required template using the | tecsen LY b
- n ¥vol ‘ackage: -
select icon

e LGW-WHR-54463
LGW-CROFF-51780

i N T I N = [

. Click ‘Raise with me in charge’
ﬂithis can be changed prior to
Select Template Work Type Description Company

(2] LGW-PAPWR-54418T Pre-Approved Work Request Breakdown Repaire COCA COLA ENTERPR u bm ISSIOn)

LGW-BEHOW-51779
€ Lew-wRsis0s

€ Low-wR-45736

Pick Person-in-Charge:
Company: @, Mame:
(—:»:I Find Person-in-Charge (%) Raise with any representative in charge

(# Raise with me i’charge
ﬁl

s
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PAPWR - Scope of work

As this WR is a copy of a pre-approved template, most of the fields will be

populated. However, there are some fields that can be, and will need to be
edited prior to submission.

B work Request: LGW-PAPWR-54738 (Initiated, Pre-approved) Logged in as Innei Shum (Logout)

Search ... »
Reporis
Report Index

Shared Documents
Invoicing Report
Company Reference

Contractor Book

€ Lew-PapwR-sITI3
€ Low-wr-sa732
€3 Lowwr-saToz
Q- LEW-WR 52452

LGW-CEL-51373

P Home

W0 8 # Achne B Gswmt X Reect @ @l. Update the scope of work field with

P Work Requests * Permits P Front Desk P Search

@ This Work Request was created from template LGW-PAPWR-54418T (4

Scope of Work | Method | Control Docs (None) | People (1,1) | Attacifients (1)

Description:

Scope of Work:

Start On:
Finish On:

Location(s):

Location Details:
Person-in-Charge:

Work Package:

Purchase Order Number:

Equipment to be worked on:

Breakdown Repairs
Maintenance tasks| ﬁorks Only
210c20  (8[11 v}[24 V] 3. Ensure the correct location is entered

21-0ct-20 :

— for the works being carried out under this
Londongmmw'ﬁ%\.WR, The locations must be within the

Add: o,

Innei Shum, Gatwick Airport Ltd 2, Change
None
Add: @

Tools: Hand tools.

Created On: 21-Oct-20 10:54 by Innei Shum [Revizion 3)

> Admin P Contractor Portal P Configure

specific detail that the PAPWR instance

will cover if needed
orkilow (4] || Relations (0.0} | Inspections/Audits/CCHs (Nonel

2. Update dates for the duration of the

original primary location specified in the
PAPWR template

. Ensure this is the correct person-in-
charge; change if necessary
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PAPWR - additional tabs

. Once all information is
omplete, click ‘Submit’

st . \Work through the remaining tabs. Note
etiiBthat some fields will be locked down and

~ @8 s o @ B e & @lcannot be edited e.g. RAMS

Search ...

Reports @ This Work Request was created from template LGW-PAPWR-54418T (i)
Report Index

Shared Documents

Invoicing Report Scope of Werk | Method | Contrel Docs (None) | People (1,1) | Attachments (1) | Workflow (4) || Relations (0,0) | Inspections/Audits/CCRs (None)
Company Referance

Description: Breakdown Repais
Scope of Work: Maintenance tasks|

Contractor BEook

3. Click "Save’ periodically to |- w )

ensure no work is lost 20 ([ v][5

g T e b Control Docs can be added to
ronaon caemck ot | PAPWR, but remember to

Add:

‘generate’ and submit each
Location Details:
Person-in-Charge: Innei Shum,GatwickAirpocontrOI docu ment

Work Package: None
Add:

Purchase Order Number:

Equipment to be worked on:

Tools: Hand tools.

Created On: 21-Oct-20 10:54 by Innei Shum (Revision 3)

NOTE: A PAPWR cannot be used for work requiring change control; a standard WR will need to be raised
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PAPWR - option 2: Instantiate from a template

A PAPWR can also be instantiated from within the PAPWR template itself.
1. Access your PAPWR template

. Work Request: LGW-PAPWR-54418T (Approved, Published Template)

Logged in as Innei Shum (Logout)

» Home » Work Requests P Permits P Front Desk P Search » Admin P Contractor Portal P Configure

»

Search ...

TR _/ nge o, | B2 {#) Instantiate B @

2. Click ‘Instantiate’

3. This will take you back to the search
results screen. Select the required
template using the select icon

Logged in as USER211 (Logout)

earc.. ~ Type of Work: |Pre-Appruued ‘Work Request | Location: 0 qe“"rh f
il — Company: & InWork Package: 4. Click ‘Raise with me in charge’ (this
B can be changed prior to submission)
| Recentitems | )
€ Lew-wrsases m . .
E1EYEl|EVE /LD and complete the steps for submission
LGw'éEH?\""s”” ct Template Work Type Description Comp S per above
g tz:f:::s '  LGW-PAPWR-54418T Pre-Approved Work Request BEreakd Repairs COCH COTRTWICRPRISCS — U-SEp-ZU 0-SEp-ZT TUTTIO FTpOTT 7
Pick Person-in-Charge: (%) Raise with me in charge
Company: @, Name: =
@ Find Person-in-Charge (# Raise with any representative in charge
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PAPWR - activating a PAPWR

Once the instantiated PAPWR has been submitted, this will automatically be approved. It
must be activated prior to being used. P2W allows for contractors to activate and suspend
their own work requests (this requires the WR Activator role to be added to the users’ P2W
profile).

Activation, suspension, reactivation and cancellation of PAPWR follow the same process as
a standard WR.
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YOUR LONDON AIRPORT

W

Hazardous permits/ control documents
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What is a ‘hazardous permit’?

Hazardous Permits are known as Control Documents within Gatwick’s permit to work
system. The works you carry out may require the submission of one or more control
documents, specifically works such as:

Electrical
Confined Space
Hot Work
Pressure systems
Digging/drilling
Baggage

Airfield

Hazardous and electrical permits are covered in separate user guides.

In addition to these control documents, there may be a requirement for the contractor to
hold specific qualifications pertaining to certain types of permits. If you require more
information on these types of qualifications, please contact the Contractor Support Centre
(CSC) on csc@qatwickairport.com.
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