
Permit to work – work requests
Guide to applying for work requests on P2W
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Introduction to P2W
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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

6

P2W login credentials entered here.  

These will need to be requested from 

the CSC following registration on 

AIRDAT

New users only need to enter a P2W 

username and click ‘Activate New 

Account’

To utilise this functionality, a valid 

email address, specific to the user, 

must be provided and stored in P2W.
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The homepage
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Quick search box Most recently accessed work 

requests

Most recently accessed permits

Top 5 most recently 

accessed items
Access to SOPs

Your P2W username

P2W main menu options
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Main menu options - home

Access to the Home Page

Update your contact details

Set a new password

Set to London Gatwick Airport

To ensure optimal performance, 

leave these as default settings

Access is restricted

To ensure optimal performance, 

leave these as default settings

Log out of P2W
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Additional menu options

Application, activation and cancellation 

of work requests; including the creation 

of pre-approved templates.  

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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Work requests (WRs)
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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

12

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
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specific RAMS

Upload change 
control details

Submit work 
request

Work request 
verified

Work request 
approved

Work request 
approved

Create associated 
required control 

documents 
(permits)

Sign off change 
control

Work request 
approved

Activate work 
request

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



WR application menu

13

To access the work request application menu, 

expand the Contractor Portal menu and select 

Work Requests→ Process Work Requests →

Apply
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WR - raise a new work request

14

1. The ‘Raise New WR’ screen requires only 

basic information

2.  Ensure Work Request 

is selected

3. Click search icon to 

choose location 

4. Select location of works 
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WR – creating a new application
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1.  Click here if you are the named  

Person in Charge (PiC) on the WR *

2.  If raising a WR 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 

name and then clicking Search. **  

4.  If the PiC is unknown at this 

stage, click here to raise with a 

blank PiC.

* 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
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WR - Searching for PiC by company name
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1. Enter the name of the company 

of the PiC for the WR and click the 

search icon

2.  Confirm the search 

criteria in the pop up 

window and click search

3.  Select the required 

company from the 

returned results (this 

could be a list or a single 

company)
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WR – Searching for PiC by name
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1. Enter the name of the PiC and 

click search

2.  Select the required PiC

from the returned results 

(this could be a list or a 

single company) by clicking 

on the arrow icon

3. Once a PiC name is 

selected, the option to raise 

the WR will be enabled.  

Click the arrow icon to be 

taken to the next step
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WR - Scope of work screen
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1. Enter a brief description of the 

works.  Please avoid using the 

following characters in this field ‘&’, ‘<‘, 

‘>’, ‘%’

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

become available for editing

2.  Enter more detailed description of 

the scope of works to be undertaken

3. Remember to adjust the start and finish date 

and times 

4. Additional locations can be added if 

required, or enter free text if the location is very 

specific

5. This will be prepopulated with the PiC

selected on the ‘Raise New WR’ screen.  The 

PiC can be changed here or on the ‘People’ 

tab

6.  Complete this field to allow easy reference 

back to PO numbers used for your works

7. Free text fields for you to provide 

further information 
➢ NOTE 1:  Include enough time for sign offs and any snagging works

➢ NOTE 2:  There is a limit of 56 days validity period for each WR

➢ NOTE 3: The scope of works refreshes in the background when adding 

multiple locations.  Close the ‘area picker’ window to view selected locations
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WR – new work request generation
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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  

WR number 

and WR status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before a WR can be submitted for 

approval
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Menu icons
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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.  

Save the 

current record

Make a copy of the 

current record and start 

editing

Print the 

current record

Change the PiC

View the next 

steps for the WR

Submit the WR

Reject the WR.  This will put 

the WR in a terminal state 

and cannot be resurrected

View the journal 

for the WR

Go back previous 

page.  Changes will 

be lost if not saved
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WR -method tab

21

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.
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WR - method tab – level of risk

22

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)

Select the overall level of risk for 

the works by clicking one of the 

radio buttons
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WR - method tab – asset owners

23

1.  The asset owner will 

automatically be determined by 

the selected location
2.  Additional asset 

owners can be 

selected here, if 

applicable
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WR - method tab – change control
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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 
Select the appropriate change control form to 

complete: generic change control, electrical 

change control or baggage change control.  

The completed form will need to be uploaded 

as an attachment to the WR
Reference list of principal 

engineers and engineering 

manager sign offs 

Select the affected engineering 

system from the drop down list
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WR – adding control docs

25

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

must also be applied for.   

1.  Select the 

required control 

document to be 

added to the WR
2.  Click ‘Add 

Selection’ to add 

the control 

document to the 

WR.  

3.  Added control documents 

will show in this table.  Note 

that no numbers have been 

generated for these control 

docs yet

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



WR – generating control docs

26

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

one.

1.  Once all 

relevant controls 

docs have been 

added, click the 

‘Generate’ button

2.  This will generate control 

document numbers.  Once 

generated here, each control 

document must be submitted 

individually 
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WR - people – PiC & work party

27

1.  If a PiC was selected when the WR was 

first raised, this field will be prepopulated 

2.  To include additional work party members, 

click the ‘Add Worker’ link.  This will open up a 

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

on your browser)

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

3.  When adding a new worker, the company will 

default to the person raising the WR

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.
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WR - people – adding workers

28

1.  Both searches 

will return a list of 

employee name(s). 

2.  To add a worker to the work 

party, click the ‘Select’ icon.

3b.  Click here if you need 

to add more workers

3a.  Click here if 

you have 

finished adding 

workers
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WR - people – working party

29

1.  As more names are added to the 

work party, these will  show in the 

‘Working Party’ table

2.  A work sponsor* will also need to be 

added to the WR as they will form part of 

the sign off process in getting the WR 

approved.

3. To add a work sponsor, type Sponsor 

in the title field and click ‘Add Contact’ 

4.  To edit the ‘Sponsor’ details, click the 

‘edit row’ icon

* NOTE:  The sponsor must always be a Gatwick representative20000-XX-Q-XXX-GLN-172079 Rev 00



WR - people – adding a sponsor
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1.  Enter the name of 

the work sponsor in 

the ‘name’ field and 

click the search icon

2.  Multiple matches 

will be returned as a 

list; simply pick the 

name of your sponsor 

from the list

3.  Ensure the sponsor is saved by 

clicking the ‘accept edits’ icon.  

This will now write the name to the 

contacts list.  Then click the ‘Save’ 

icon on the main menu
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WR - attachments
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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.  

1.  Use the drop down list to 

select the type of attachment 

to be uploaded e.g. risk 

assessment

2.  Click ‘Browse’ to 

navigate to the location of 

the document to be 

uploaded

3.  A brief comment can be 

added here to give the 

attachment more detail if 

required

4.  Click ‘Attach’ to 

upload the 

document to the 

work request

5. Uploaded documents 

will be shown in the 

attachments table
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WR – workflow tab
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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. 
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WR - relations
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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.
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WR - inspections/audits/CCRs

34

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.

Approval is required by both a PE 

and EM before the CCR is deemed 

approved
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WR - submitting the WR

35

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.

Submit the WR
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WR - tracking progress

36

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

37

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.  A declined work requests will 

have a status of ‘Not Authorised’

2.  Click the ‘Restart’ icon to enable 

editing of the work request

3.  The work request will revert to 

‘Initiated’ status, and all fields will 

now be available for editing prior to 

resubmission
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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.

38

1.  Click ‘Next Steps’

2.  Click ‘Activate’.

3.  Read through any 

issues.  Note that red 

warnings will not allow the 

WR to progress through 

the activation stage

4. Add optional comments if 

needed 

5. Accept the declaration

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.  

39

1.  Click ‘Next Steps’

2.  Click ‘Suspend’

3.  Enter any relevant comments and 

click the green tick to suspend the 

WR
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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.  

40

1.  Click ‘Next Steps’

2.  Click ‘Cancel’

3.  Enter any relevant comments, 

accept the declaration and click 

the green tick to cancel the WR
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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.

41

Pre-Approved Work Request Template submission
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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

43

1.  To access the work request template application menu, 

expand the Contractor Portal menu and select Work 

Requests→ Process Repeats → Create Repeat Template

2. Follow the same steps as specified on page 14
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PAPWR - approval of a template

44

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.  

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

Approved templates will show as 

‘Approved, Published Template 
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PAPWR - option 1:  How to create from a template

45

2.  Type the number of your template in 

the search field and click ‘Search’

1.  To access the repeat work request menu, expand 

the Contractor Portal menu and select Work 

Requests→ Process Repeats → Apply Repeat Work 

Request

3. Select the required template using the 

select icon 
4. Click ‘Raise with me in charge’ 

(this can be changed prior to 

submission)
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PAPWR - Scope of work

46

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.  

2.  Update dates for the duration of the 

works only

4.  Ensure this is the correct person-in-

charge; change if necessary

1.  Update the scope of work field with 

specific detail that the PAPWR instance 

will cover if needed

3.  Ensure the correct location is entered 

for the works being carried out under this 

WR.  The locations must be within the 

original primary location specified in the 

PAPWR template
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PAPWR - additional tabs

1.  Work through the remaining tabs.  Note 

that some fields will be locked down and 

cannot be edited e.g. RAMS

4.  Once all information is 

complete, click ‘Submit’

3. Click ‘Save’ periodically to 

ensure no work is lost 

NOTE:  A PAPWR cannot be used for work requiring change control; a standard WR will need to be raised

2.  Control Docs can be added to 

a PAPWR, but remember to 

‘generate’ and submit each 

control document
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A PAPWR can also be instantiated from within the PAPWR template itself.   

PAPWR - option 2:  Instantiate from a template

48

1.  Access your PAPWR template

2.  Click ‘Instantiate’

3. This will take you back to the search 

results screen.  Select the required 

template using the select icon 

4. Click ‘Raise with me in charge’ (this 

can be changed prior to submission), 

and complete the steps for submission 

as per above.
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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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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@gatwickairport.com.
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