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General
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Gaining access to P2W

This guide assumes the reader is already familiar with using P2W and that a P2W profile 

already exists.  If you have not been sent your P2W login credentials, please contact the 

Contractor Support Centre on csc@gatwickairport.com.

If you have not previously used P2W, please take the time to read through the P2W 

Guidance document which can be accessed via the ‘Contractors’ section on the Gatwick 

Airport website.

420000-XX-Q-XXX-GLN-172080 Rev 00

mailto:csc@gatwickairport.com


What is a hazardous permit?
Hazardous Permits are known as ‘control documents’ within Gatwick’s permit to work system.  The 
works you carry out, along with the location of such works may require the submission of one or more 
control documents.  In addition to 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

Types of works that may require a control document submission (this is not an exhaustive list):

• Airfield ground lighting 

• Works in and around the baggage areas

• Works in confined spaces

• Crane erection (on and off airport)

• Electrical works

• Hot works

• Works affecting Life Safety Systems (LSS)

• Digging or drilling in specific areas

• Pressure systems

• Suspended access

NOTE:  Electrical permits are not covered in this guide.  If you intend to undertake electrical works, 
please contact the Contractor Support Centre (csc@gatwickairport.com) in the first instance to ascertain 
what training and permits are best suited to your works.  
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Menu icons

6

Once you have gained access to P2W, you will notice that some menu icons have the 

same functionality regardless of what screen the user is currently viewing.  The icons 

most commonly used when raising work requests and permits 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 permit

Submit the permit

Reject the permit.  This will 

put the permit in a terminal 

state and cannot be 

resurrected

View the journal for the 

permit or work request

Go back to the previous 

page.  Changes will be 

lost if not saved
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Next steps

7

The ‘Next Steps’ icon allows the user to see the next step in the sign off 

process.  Note that some actions can only be undertaken by GAL personnel, 

whilst other actions may require the user to have additional training; if in 

doubt, please contact the Contractor Support Centre 

(csc@gatwickairport.com)  for more information.

1.  The yellow circle indicates 

whether the current user can carry 

out the sign off

2.  This indicates the type of action 

required for the sign off; in this 

instance, the action is to ‘Confirm’ 

the permit.

3.  This indicates ‘who’ can carry out 

the sign off; in this instance, it is the 

Hot works Nominated Rep.
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Permit declined

8

If your permit has been declined, this usually means it requires some further 

information.  You will need to ‘restart’ to allow editing of the permit.

1.  A declined permit will have a 

status of ‘Not Authorised’

2.  Click the ‘Restart’ icon to enable 

editing of the permit

3.  The permit will revert to ‘Initiated’ 

status, and all fields will now be 

available for editing prior to 

resubmission
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Permit Types
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Airfield permit (AIRFLD)

10

Overview Required when works are being carried out within the airside boundary fence

Training required No specific training required to apply for this type of permit

Code in P2W AIRFLD

Workflow

Airfield permit
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AIRFLD - raise a new permit

11

1.  Access the ‘Raise New Permit’ 

screen via the Contractor Portal -> 

Permits -> Process Permits -> Apply 

menu option

2.  Select the Airfield Works permit 

type from the drop down menu

3. Click search icon to choose 

location 

4. Select location of works 
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AIRFLD – person in charge (PiC)

12

1.  Click here if you are the named  

Person in Charge (PiC) on the 

permit *

2.  If raising a permit 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

20000-XX-Q-XXX-GLN-172080 Rev 00



AIRFLD - searching for PiC by company name

13

1. Enter the name of the company of the PiC for 

the permit 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), this will in turn return 

a list of employees for the 

company.
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AIRFLD - searching for PiC by name

14

1. Enter the name of the PiC and 

click search

3. Once a PiC name is selected, 

the option to raise the permit will 

be enabled.  Click the arrow icon 

to be taken to the next step

2.  Select the required PiC

from the returned results 

(this could be a list or a 

single user) by clicking on 

the arrow icon
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AIRFLD – scope of works screen

15

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 ‘Scope of Work’ 

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 Permit’ 

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 

* 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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AIRFLD - new permit generation

16

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  

Permit number 

and status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before the permit can be submitted for 

approval
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AIRFLD - permit details

17

The ‘Method’ tab must be completed if undertaking works on the Airfield. 

Grey highlighted fields are 

mandatory; the permit cannot 

be submitted if these fields 

are not completed
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AIRFLD - oeople – PiC & work party

18

1.  If a PiC was selected when the permit 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 permit.

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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AIRFLD - adding a sponsor

19

1. Enter the title ‘Sponsor’

2. Untick the ‘Guest’ checkbox 3.  Enter the name of the Sponsor 

and click the ‘Search’ icon

4.  If there are multiple matches, 

select the sponsor name you 

require

5.  The correct sponsor will 

appear in the contact box.  Next, 

click ‘Add Contact’

6.  This will now move the sponsor 

into the ‘Contacts’ table.  Click the 

‘Edit this row’ icon to make any edits 

to the sponsor’s name

7.  ‘Edit this row’
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AIRFLD - attachments

20

Task specific Risk Assessments and Method Statements RAMS) may need to be 

uploaded for the Airfield team to review; 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 ‘Choose File’ 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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AIRFLD - workflow

21

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 

1.  Click the workflow tab to see the 

progress of the permit

2.  Click the ‘Select’ icon to view an 

entry in more detail
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AIRFLD - relations

22

This section will show related permits.  Whilst this functionality is enabled, it 

is not widely used due to the dependency issues it can cause.  It is only 

compulsory to relate specific permits, so unless the system prompts you, 

avoid using this option.
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AIRFLD - submit a permit

23

Once all details are completed for the permit, it can then be submitted by 

clicking the ‘submit’ button.  On submission, the system will undertake a 

check to ensure that the necessary fields have been completed; if these 

fields are incomplete, on-screen warnings will be displayed. 

1.  Click the ‘Submit’ button when the 

permit is ready for submission

2.  On-screen warnings will identify any 

missing information that is still needed 

for the permit. Ensure warnings are 

adhered to otherwise your permit could 

be declined.
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AIRFLD - activate a permit

24

Once a permit has been approved by the relevant Gatwick personnel, the 

permit can be activated when works are to commence.  Always check to see 

who should be activating your permit; it could be the CSC Technical Clerk or 

the Airside Control Desk.  
1.  Check the status of permit has been 

fully approved

2.  Click the ‘next steps’ icon to check 

the permit is ready for activation

3.  The ‘Activate’ option will show as the 

next available step once fully approved.  

When you are ready to start work, call the 

appropriate party to activate
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AIRFLD - suspend/cancel/extend a permit

25

On completion of your works, 

your Airfield permit can be 

either cancelled or 

suspended, depending on 

what stage you are at with 

the works.  The flow diagram 

will help you ascertain 

whether you need to 

suspend, cancel or extend 

your permit.

Note that if you choose to 

suspend your permit, it must 

be reactivated on 

recommencement of works.

Works completed

Will I need to 
use the permit 
again for these 

works?

No

Cancel permit

Yes

Will the works 
extend beyond 
the permit end 

date?

Yes
Request Airside 
Control Desk to 
extend permit

No

Suspend permit
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Baggage Notification of Works permit (BENOW)

26

Overview For works that may cause disruption to the baggage operation; this includes within the baggage 

areas and routes to/from baggage areas

Training required BaggageSmart (Note:  there are a number of BaggageSmart courses available depending on your 

role/engagement with Gatwick Airport, please ensure you select the correct one) 

Code in P2W BENOW

Workflow

BENOW
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Permit application 
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Review permit Issue permit Suspend permit
GAL Baggage 

System engineer 
closes

Reactivate permit
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BENOW - raise a new permit 

27

1.  Access the ‘Raise New Permit’ 

screen via the Contractor Portal -> 

Permits -> Process Permits -> Apply 

menu option

2.  Select the Baggage 

Environment Notification of 

Works type from the drop 

down menu

3. Click search icon to choose location 

4. Select location 

of works 
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BENOW – person in charge (PiC)

28

1.  Click here if you are the named  

Person in Charge (PiC) on the 

permit *

2.  If raising a permit 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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BENOW - searching for PiC by company name

29

1. Enter the name of the company of the PiC for 

the permit 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), this will in turn return a 

list of employees for the 

company.
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BENOW - searching for PiC by name

30

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 permit will 

be enabled.  Click the arrow icon 

to be taken to the next step
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BENOW - scope of works screen

31

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 ‘Scope of Work’ 

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 in the 

‘Location Details’ field if the location is 

very specific
5. This will be prepopulated with the 

PiC selected on the ‘Raise New Permit’ 

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 to provide further 

information 

* 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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BENOW - new permit generation

32

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  
Permit number 

and status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before the permit can be submitted for 

approval
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BENOW - permit details

33

The ‘Method’ tab must be completed if undertaking works within Baggage areas, or areas 

that may impact the baggage operation. 

Grey highlighted fields are 

mandatory; the permit 

cannot be submitted if 

these fields are not 

completed
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BENOW – PiC & work party

34

1.  If a PiC was selected when the permit 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 that of the PiC

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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BENOW – adding a sponsor

35

1. Enter the title ‘Sponsor’

2. Untick the ‘Guest’ checkbox
3.  Enter the name of the Sponsor 

and click the ‘Search’ icon

4.  If there are multiple matches, 

select the sponsor name you 

require
5.  The correct sponsor will 

appear in the contact box.  Next, 

click ‘Add Contact’

6.  This will now move the sponsor into the ‘Contacts’ 

table.  Click the ‘Edit this row’ icon to make any edits to 

the sponsor’s name
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BENOW - attachments

36

Task specific Risk Assessments and Method Statements RAMS) may need to be 

uploaded for the Baggage team to review; 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 ‘Choose File’ 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 required4.  Click ‘Attach’ to 

upload the 

document to the 

work request

5. Uploaded 

documents will be 

shown in the 

attachments table
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BENOW - workflow

37

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 

1.  Click the workflow tab to see the 

progress of the permit

2.  Click the ‘Select’ icon to view an 

entry in more detail if it is available
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BENOW - relations

38

This section will show related permits.  Whilst this functionality is enabled, it 

is not widely used due to the dependency issues it can cause.  It is only 

compulsory to relate specific permits, so unless the system prompts you, 

avoid using this option.
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BENOW - submit a permit

39

Once all details are completed for the permit, it can then be submitted by 

clicking the ‘submit’ button.  On submission, the system will undertake a 

check to ensure that the necessary fields have been completed; if these 

fields are incomplete, on-screen warnings will be displayed. 

1.  Click the ‘Submit’ button when the 

permit is ready for submission

2.  On-screen warnings will identify any 

missing information that is still needed 

for the permit.  If you have provided 

relevant information, ensure a comment 

is entered prior to proceeding
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BENOW - activate a permit

40

Once a permit has been reviewed  by the relevant Gatwick personnel, the 

permit can be activated when works are to commence.  This permit will 

require a Baggage System Engineer to issue.

1.  Check the status of permit has been 

fully approved

2.  Click the ‘next steps’ icon to check 

the permit is ready for activation

3.  The ‘Activate’ option will show as the 

next available step once fully approved.  

When you are ready to start work, call the 

appropriate party to activate
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BENOW - suspend/cancel/extend a permit

41

On completion of your works, 

your BENOW can be either 

cancelled or suspended 

depending on what stage you 

are at with the works.  The flow 

diagram below will help you 

ascertain whether you need to 

suspend, cancel or extend your 

permit at the end of your works 

for the day.

Note that if you choose to 

suspend your BENOW, it must 

be reactivated on 

recommencement of works.

Works completed

Will I need to 
use the permit 
again for these 

works?

No

Request Baggage 
Engineer to cancel 

BENOW

Yes

Will the works 
extend beyond 
the permit end 

date?

Yes
Request Baggage 

Engineer to extend 
BENOW

No

Request Baggage 
Engineer to suspend 

BENOW
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Confined space permits (CSL/CSHM)

42

Overview There are two types of Confined Space permits; a low risk permit and a medium/high risk permit.  

Application and use of both types require specific training.

Training required City & Guilds training to be obtained via external provider.

Applicants need to hold Confined Space Authorised Person role

Work party members need to hold Confined Space Skilled Person role

Code(s) in P2W CSL, CSHM

Workflow
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CSL/CSHM - raise a new permit

43

1.  Access the ‘Raise New Permit’ 

screen via the Contractor Portal -> 

Permits -> Process Permits -> Apply 

menu option

2.  Select the Confined Space 

permit type from the drop down 

menu.  Note:  There are two 

types of Confined Space permits 

available (Low and Med/High 

risk).

3. Click search icon to choose location 

4. Select location of works 

Note:  The same steps apply when raising low or md/high risk 

confined space permit.  The method tab will detail the differences.
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CSL/CSHM - person in charge (PiC)

44

1.  Click here if you are the named  

Person in Charge (PiC) on the 

permit *

2.  If raising a permit 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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CSL/CSHM - searching for PiC by company 

name

45

1. Enter the name of the company of the PiC for 

the permit 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), this will in turn 

return a list of employees for the 

company.
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CSL/CSHM - searching for PiC by name

46

1. Enter the name of the PiC and 

click search

3. Once a PiC name is selected, the 

option to raise the permit will be 

enabled.  Click the arrow icon to be 

taken to the next step

2.  Select the required 

PiC from the returned 

results (this could be a 

list or a single company) 

by clicking on the arrow 

icon
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CSL/CSHM – scope of works screen

47

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 ‘Scope of Work’ 

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 in the 

‘Location Details’ field if the location is 

very specific

5. This will be prepopulated with the 

PiC selected on the ‘Raise New Permit’ 

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 to provide further 

information 

* 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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CSL/CSHM - new permit generation

48

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  
Permit number 

and status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before the permit can be submitted for 

approval

If your Confined Space permit is low risk, click here, if it is high/med risk, click here
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CSL - permit details

49

The low risk Confined Space permit consists of three method tabs which need to be 

completed in order to submit the permit for approval.  

Complete all 

three tabs
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CSHM - permit details

50

The medium/high risk Confined Space permit consists of four method tabs which need to 

be completed in order to submit the permit for approval.  

Complete all 

four tabs
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CSL/CSHM – PiC & work party

51

1.  If a PiC was selected when the permit 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 that of the PiC

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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CSL/CSHM – adding a sponsor

52

1. Enter the title ‘Sponsor’

2. Untick the ‘Guest’ checkbox

3.  Enter the name of the 

Sponsor and click the 

‘Search’ icon

4.  If there are multiple matches, 

select the sponsor name you 

require

5.  The correct sponsor will 

appear in the contact box.  Next, 

click ‘Add Contact’

6.  This will now move the sponsor 

into the ‘Contacts’ table.  Click the 

‘Edit this row’ icon to make any edits 

to the sponsor’s name
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CSL/CSHM - attachments

53

Task specific Risk Assessments and Method Statements RAMS) will need to be 

uploaded for review; 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 ‘Choose File’ 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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CSL/CSHM - workflow

54

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 

1.  Click the workflow tab to see the 

progress of the permit

2.  Click the ‘Select’ icon to view an 

entry in more detail if it is available
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CSL/CSHM - relations

55

This section will show related permits.  Whilst this functionality is enabled, it 

is not widely used due to the dependency issues it can cause.  It is only 

compulsory to relate specific permits, so unless the system prompts you, 

avoid using this option.
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CSL/CSHM – submit a permit

56

Once all details have been completed and relevant documentation uploaded, the permit 

can be submitted.  The system will undertake a few checks when the submission button 

is clicked, at which point you may get some on-screen warnings.  These warning 

messages provide more detail on what information may be incorrect or missing.

In this example, the workers on a Confined Space permit need to hold specific confined 

space qualifications; these are either missing or unvalidated in this instance.  Please 

enter a comment to acknowledge these warnings before proceeding any further with 

the submission.

1.  Ensure warnings are 

acknowledged by entering 

appropriate comments before 

proceeding
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CSL/CSHM - printing a permit (1)

57

Following the approval of the permit, the Confined Space Authorised Person will be 

required to ‘Print’ the permit.
1.  Check the status of permit has been 

fully approved

2.  Click the ‘next steps’ icon to access 

the ‘print acknowledgement’.

3.  Click the ‘Print acknowledgement’ 

link to access the declaration
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CSL/CSHM - printing a permit (2)

58

The declaration page requires the Confined Space Authorise person to confirm that 

they have understood the warnings and also acknowledge the date and time that the 

permit was printed.

Remember to enter a comment to acknowledge any warnings.

1.  Read and acknowledge any warnings

3.  Click the ‘Print 

Permit’ icon

2.  Complete the declaration
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CSL/CSHM - activate a permit

59

Once the permit has been printed, it will still need to be activated.  If you are unsure if 

you have completed the previous step, use the ‘Next Steps’ icon to check.  When 

activating a Confined Space permit, you will be expected to provide gas monitor 

readings at the point of entry, the number of people in the party and the depth of the 

space being entered.

The next step shows the 

permit is ready for activation
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CSL/CSHM - cancel a permit

60

On completion of the works, the Confined Space permit must be cancelled by 

contacting the Confined Space Senior Authorised Person.  This type of permit can only 

be used once and cannot be suspended.  Use the ‘Next Steps’ icon to check that your 

permit has been cancelled. 
The next step screen will 

indicate whether the permit 

has been cancelled
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Crane On-Airport  (CRON)

61

Overview For cranes and other tall equipment operated within the Gatwick Airport Ltd byelaw boundary.

Training required It is the responsibility of the operative to obtain the relevant training via an external 3rd party training 

provider.  

Code(s) in P2W CRON

Workflow

CRON permit
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CRON - raise a new permit

62

1.  Access the ‘Raise New Permit’ 

screen via the Contractor Portal -> 

Permits -> Process Permits -> Apply 

menu option

2.  Select the Cranes 

(On-Airport) permit type 

from the drop down 

menu.  

3. Click search icon to choose location 

4. Select location of works 
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CRON– person in charge (PiC)

63

1.  Click here if you are the named  

Person in Charge (PiC) on the 

permit *

2.  If raising a permit 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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CRON - searching for PiC by company name

64

1. Enter the name of the company of the PiC for 

the permit 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), this will in turn return a list of 

employees for the company.
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CRON - searching for PiC by name

65

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 permit will be enabled.  

Click the arrow icon to be 

taken to the next step
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CRON - scope of works screen

66

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 ‘Scope of Work’ 

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 in the 

‘Location Details’ field if the location is 

very specific

5. This will be prepopulated with the 

PiC selected on the ‘Raise New Permit’ 

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 to provide 

further information 

* 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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CRON - new permit generation

67

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  

Permit number 

and status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before the permit can be submitted for 

approval
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CRON - permit details

68

1.  Ensure all details are completed 

on the ‘Method’ tab
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CRON - people – PiC & work party

69

1.  If a PiC was selected when the permit 

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 that of the PiC

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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CRON – adding a sponsor

70

1. Enter the title ‘Sponsor’

2. Untick the ‘Guest’ checkbox
3.  Enter the name of the Sponsor 

and click the ‘Search’ icon

4.  If there are multiple matches, 

select the sponsor name you 

require

5.  The correct sponsor will 

appear in the contact box.  Next, 

click ‘Add Contact’

6.  This will now move the sponsor 

into the ‘Contacts’ table.  Click the 

‘Edit this row’ icon to make any edits 

to the sponsor’s name
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CRON - attachments

71

Task specific Risk Assessments and Method Statements RAMS) may need to be 

uploaded for reviewing with the permit; 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 ‘Choose File’ 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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CRON - workflow

72

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 

1.  Click the workflow tab to see the 

progress of the permit

2.  Click the ‘Select’ icon to view an 

entry in more detail if it is available
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CRON - relations

73

This section will show related permits.  A CRON will need to be submitted 

with a related Service Clearance.  

1.  Browse to the ‘Relations’ tab, type 

the Service Clearance number into the 

‘Add Relationship field and click the 

search icon

2.  The Service Clearance will be added 

as a Live/Live relationship by default.  

This will need to be changed

3.  Click the ‘Edit 

row’ icon
4.  Change the relationship form 

‘Live/Live’ to ‘Relation’ in the drop down

5.  Click the ‘Apply 

changes’ icon, and then 

click ‘Save’
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CRON - submit a permit

74

Once all details have been completed and relevant documentation uploaded, the permit 

can be submitted.  The system will undertake a few checks when the submission button 

is clicked, at which point you may get some on-screen warnings.  These warning 

messages provide more detail on what information may be incorrect or missing.

In this example, the permit is expecting specific documentation to accompany the 

application.

1.  Click the ‘Submit’ icon

2.  Rectify any issues raised in warnings 

and/or enter appropriate comments to 

acknowledge the warnings before 

proceeding 
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CRON - activate a permit

75

Once the CRON has been approved, it will still need to be activated.  If you are unsure 

if you have completed the previous step, use the ‘Next Steps’ icon to check.  Call the 

relevant Gatwick team to activate the CRON, you will be asked the names of the 

signatories on the Lifting Plan when activating.

The next step shows the 

permit is ready for activation
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CRON - suspend/cancel/extend a permit

76

On completion of your works, 

your CRON can be either 

cancelled or suspended 

depending on what stage you 

are at with the works.  The 

flow diagram below will help 

you ascertain whether you 

need to suspend, cancel or 

extend your permit at the end 

of your works for the day.

Note that if you choose to 

suspend your CRON, it must 

be reactivated on 

recommencement of works.

Works completed

Will I need to 
use the permit 
again for these 

works?

No

Request ECC to 
cancel CRON

Yes

Will the works 
extend beyond 
the permit end 

date?

Yes
Request Crane – 

Airfield Ops team to 
extend CRON

No

Request ECC to 
suspend CRON
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Crane Off-Airport (CROFF)

77

Overview For cranes and other tall equipment operated outside the Gatwick Airport Ltd byelaw boundary.  

Also used for any tall equipment (regardless of airside or landside) where Airfield Ops will need to 

be notified

Refer to Appendix A for examples

Training required No

Code(s) in P2W CROFF

Workflow
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CROFF - raise a new permit

78

1.  Access the ‘Raise New Permit’ screen 

via the Contractor Portal -> Permits -> 

Process Permits -> Apply menu option

2.  Select the Cranes (Off-

Airport) permit type from the 

drop down menu.  

3. Click search icon to choose location 

4.  As the name suggests, 

this type of permit would 

general be used for cranes 

or tall equipment being 

erected off-site
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CROFF– person in charge (PiC)

79

1.  Click here if you are the named  

Person in Charge (PiC) on the 

permit *

2.  If raising a permit 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

20000-XX-Q-XXX-GLN-172080 Rev 00



CROFF - searching for PiC by company 

name

80

1. Enter the name of the company of the PiC

for the permit 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), this will in turn 

return a list of employees 

for the company.
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CROFF - searching for PiC by name

81

1. Enter the name of the PiC and 

click search

3. Once a PiC name is 

selected, the option to raise 

the permit will be enabled.  

Click the arrow icon to be 

taken to the next step

2.  Select the required 

PiC from the returned 

results (this could be a 

list or a single 

company) by clicking 

on the arrow icon
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CROFF - scope of works screen

82

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 ‘Scope of Work’ 

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 in the 

‘Location Details’ field if the location is 

very specific

5. This will be prepopulated with the 

PiC selected on the ‘Raise New Permit’ 

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 works7. Free text fields to provide 

further information 
* 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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CROFF - new permit generation

83

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  

Permit number 

and status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before the permit can be submitted for 

approval
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CROFF - permit details

84

Ensure all mandatory 

fields are completed on 

the method tab (denoted 

by grey labels), and click 

the ‘Save’ icon 
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CROFF - PiC & work party

85

1.  If a PiC was selected when the permit 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 that of the PiC

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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CROFF – attachments

86

As a CROFF permit is for cranes and tall equipment to be erected outside of the 

byelaws boundary, RAMS are not compulsory as party of the permit submission.  
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CROFF – workflow

87

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 

1.  Click the workflow tab to see the 

progress of the permit

2.  Click the ‘Select’ icon 

to view an entry in more 

detail if it is available

3.  Details of sign off can 

be viewed.  NOTE: There 

maybe multiple tabs
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CROFF - relations

88

This section will show related permits.  Whilst this functionality is enabled, it 

is not widely used due to the dependency issues it can cause.  It is only 

compulsory to relate specific permits, so unless the system prompts you, 

avoid using this option.
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CROFF - submit a permit

89

Once all details have been completed and relevant documentation uploaded, the permit 

can be submitted.  The system will undertake a few checks when the submission button 

is clicked, at which point you may get some on-screen warnings.  These warning 

messages provide more detail on what information may be incorrect or missing.

In this example, the permit is expecting specific documentation to accompany the 

application.

1.  Click the ‘Submit’ icon

2.  Rectify any issues raised in warnings 

before proceeding
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CROFF - activate a permit

90

Once the CROFF has been approved, it will still need to be activated.  If you are unsure 

if you have completed the previous steps, use the ‘Next Steps’ icon to check.  Call the 

relevant Gatwick team to activate the CROFF.

The next step shows the 

permit is ready for activation
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CROFF - cancel or extend a permit

91

A CROFF must run for the 

duration of your works.  If 

you feel the works may 

overrun beyond the 

submitted finish date, an 

extension can be 

requested prior to the 

permit expiring.  

Alternatively if works have 

been completed, the 

CROFF can be cancelled.

Permit due to expire

Request Crane – 
Airfield Ops team to 

cancel CROFF

Will the works 
extend beyond 
the permit end 

date?

Yes
Request Crane – 

Airfield Ops team to 
extend CROFF

No
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Service Clearance (SC)

92

Overview A Service Clearance permit is needed if undertaking activities that require the penetration of the 

ground, at or below surface level.  This could refer to external works or the lowest floor in a building.  

Depending on the type of works, note that the Service Clearance will usually be applied for in 

conjunction with other permit types e.g. crane.

Training required None

Code in P2W SC
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SC - raise a new permit

93

1.  Access the ‘Raise New Permit’ screen 

via the Contractor Portal -> Permits -> 

Process Permits -> Apply menu option

2.  Select the Service 

Clearance permit type from 

the drop down menu.  

3. Click search icon to choose location 

4.  Use the picker to select 

the location for the permit
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SC - person in charge (PiC)

94

1.  Click here if you are the named  

Person in Charge (PiC) on the 

permit *

2.  If raising a permit 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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SC - searching for PiC by company name

95

1. Enter the name of the company 

of the PiC for the permit 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), this will 

in turn return a list of 

employees for the company.
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SC - searching for PiC by name

96

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 permit will be enabled.  

Click the arrow icon to be 

taken to the next step
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SC - scope of works screen

97

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 ‘Scope of Work’ 

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 in the 

‘Location Details’ field if the location is 

very specific

5. This will be prepopulated with the 

PiC selected on the ‘Raise New Permit’ 

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 to provide further 

information 

* 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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SC - new permit generation

98

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  

Permit number 

and status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before the permit can be submitted for 

approval
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SC – permit details

99

The Service Clearance does not have a method tab for submission, but rather, 

drawing(s) of the location of your intended works will need to be uploaded to 

support the Service Clearance application.

The Graphical Data Team will then review your application and upload a drawing 

of the area where the service clearance has been granted.

Please allow sufficient time for GDT to issue drawings for your application, 

ideally this should be between 3 - 5 days before your works are due to 

commence. 
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SC - PiC & work party

100

1.  If a PiC was selected when the permit 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 that of the PiC

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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SC - adding a sponsor

101

1.  Click the ‘Edit’ icon to 

enter the name of the 

Project Sponsor

2.  Enter the name of your Project 

Sponsor and click the ‘Search’ 

icon

3.  If there are multiple matches, 

select the sponsor name you 

require

4.  The correct sponsor will appear in the 

contact box.  Click the green tick to save 

the Project Sponsor entry.

5.  Note that the Covering 

Sponsor field is not 

required to be completed 

unless your Project 

Sponsor is on leave and 

unable to approve 
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SC - attachments

102

As part of the Service Clearance submission, a drawing of the location of works must 

be uploaded via the Attachments tab.  This will allow the Gatwick Graphical Data Team 

(GDT) can issue the drawings showing the relevant services to the area you intend to 

work in.  
1.  Use the drop down list to select the 

type of attachment to be uploaded e.g. 

risk assessment

2.  Click ‘Choose File’ 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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SC - workflow

103

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 

1.  Click the workflow tab to see the 

progress of the permit

2.  Click the ‘Select’ icon to 

view an entry in more detail if 

it is available

3.  Details of sign off can be 

viewed.  NOTE: There may be 

multiple tabs
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SC - relations

104

This section will show related permits.  Whilst this functionality is enabled, it 

is not widely used due to the dependency issues it can cause.  It is only 

compulsory to relate specific permits, so unless the system prompts you, 

avoid using this option.  

Note, if the SC is for a permit to dig/drill, please use the specific combined 

Service Clearance/Permit to Dig/Drill (SCPTD) permit.
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SC – submit a permit

105

Once all details have been completed and relevant documentation uploaded, the permit 

can be submitted.  The system will undertake a few checks when the submission button 

is clicked, at which point you may get some on-screen warnings.  These warning 

messages provide more detail on what information may be incorrect or missing.

In this example, the permit is missing a Project Sponsor on the people tab.

1.  Click the ‘Submit’ icon

2.  Rectify any issues raised in warnings 

before proceeding
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SC - receive drawings

106

Following approval by the sponsor, GDT will issue a drawing of the services.  This will 

be uploaded to the Service Clearance application and viewable in the attachments tab.  

Before the Service Clearance can be activated, the drawings must first be ‘received’ via 

the system.  Click on the ‘next steps’ icon to do this  

1.  Click to ‘Receive Drawings’

2.  Acknowledge any warnings, complete 

the ‘Declaration’ and click the green tick 

to confirm
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SC - activate a permit

107

Once the drawings have been received, the Service Clearance can be activated by the 

contractor.  The ‘activate’ option is accessed via the ‘Next Steps’ icon.  

1.  The next step shows the 

permit is ready for activation

2.  Enter comments to 

acknowledge any system 

warnings

3.  Complete the declaration; 

click the green tick to activate.
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SC - submitting As-builts

108

A Service Clearance must run 

for the duration of your works.  

Once works have been 

completed, the Service 

Clearance can be cancelled.

If you need to submit ‘As-builts’, 

upload these via the 

‘Attachments’ tab before 

completing the ‘Submit As Built 

drawings declaration.  

Permit due to expire

Cancel by 
 Submitting As 

Builts  **

Will the works 
extend beyond 
the permit end 

date?

Yes
Request to Service 
Clearance Manager 

to extend* 

No

*  The Service Clearance must be activated and in the ‘active’ state in 

order to be extended.  Expired Service Clearance permits cannot be 

extended.

**  As Built drawings can be submitted in *dwg format (5.5mb limit)
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Permit to Dig/Drill (PTD)

109

Overview Required for works within a building that penetrate any structural element e.g. beam, column, slab.  Not 

required for the penetration of non-structural elements e.g. partition walls

Training 

required

No

Code in P2W PTD

Workflow

Permit to dig/drill
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Permit application 
received

Approve permit

Activate permit Close permit

Extend permit

Cancel permit
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PTD - raise a new permit

110

1.  Access the ‘Raise New Permit’ screen 

via the Contractor Portal -> Permits -> 

Process Permits -> Apply menu option

2.  Select the Service 

Clearance permit type from 

the drop down menu.  

3. Click search icon to choose location 

4.  Use the picker to select 

the location for the permit
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PTD – person in charge (PiC)

111

1.  Click here if you are the named  

Person in Charge (PiC) on the 

permit *

2.  If raising a permit 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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PTD - searching for PiC by company name

112

1. Enter the name of the company of the 

PiC for the permit 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), this will in 

turn return a list of employees 

for the company.
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PTD - searching for PiC by name

113

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 permit will be 

enabled.  Click the 

arrow icon to be taken to 

the next step
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PTD – scope of works screen

114

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 ‘Scope of Work’ 

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 in the 

‘Location Details’ field if the location is 

very specific

5. This will be prepopulated with the 

PiC selected on the ‘Raise New Permit’ 

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 to provide 

further information 

* 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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PTD - new permit generation

115

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  

Permit number 

and status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before the permit can be submitted for 

approval
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PTD - permit details

116

The PTD has a specific method tab, and all fields must be completed

Ensure all details are completed on the 

‘Method’ tab
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PTD - PiC & work party

117

1.  If a PiC was selected when the 

permit 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 that of 

the PiC

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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PTD - adding a sponsor

118

1. Enter the title ‘Sponsor’

2. Untick the ‘Guest’ checkbox

3.  Enter the name 

of the Sponsor and 

click the ‘Search’ 

icon

4.  If there are multiple matches, 

select the sponsor name you 

require

5.  The correct sponsor will 

appear in the contact box.  Next, 

click ‘Add Contact’

6.  This will now move the 

sponsor into the ‘Contacts’ 

table.  Click the ‘Edit this row’ 

icon to make any edits to the 

sponsor’s name
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PTD - attachments

119

As part of the permit to dig/drill submission, the following documentation must also 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 ‘Choose File’ 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 required4.  Click ‘Attach’ 

to upload the 

document to the 

work request 5. Uploaded documents 

will be shown in the 

attachments table
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PTD - workflow

120

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 

1.  Click the workflow tab to see the 

progress of the permit

2.  Click the ‘Select’ icon to 

view an entry in more detail if it 

is available

3.  Details of sign off can be 

viewed.  NOTE: There maybe 

multiple tabs
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PTD - relations

121

This section will show related permits.  Whilst this functionality is enabled, it 

is not widely used due to the dependency issues it can cause.  It is only 

compulsory to relate specific permits, so unless the system prompts you, 

avoid using this option.
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122

Once all details have been completed and relevant documentation uploaded, the permit 

can be submitted.  The system will undertake a few checks when the submission button 

is clicked, at which point you may get some on-screen warnings.  These warning 

messages provide more detail on what information may be incorrect or missing.

In this example, the permit is missing a Project Sponsor on the people tab.

1.  Click the ‘Submit’ icon

2.  Rectify any issues raised in warnings 

before proceeding

PTD - submit a permit
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PTD - activate a permit

123

Once the PTD has been approved, it will still need to be activated.  If you are unsure if 

you have completed the previous steps, use the ‘Next Steps’ icon to check.  Call the 

relevant Gatwick team to activate the PTD.

The next step 

shows the 

permit is ready 

for activation
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PTD - cancel or extend a permit

124

A PTD must run for the 

duration of your works.  If you 

feel the works may overrun 

beyond the submitted finish 

date, an extension can be 

requested to the authorised 

person prior to the permit 

expiring.  

Alternatively if works have 

been completed, the PTD can 

be cancelled by calling the 

Engineering Control Centre 

(ECC)

Permit due to expire

Request 
cancellation of 
permit by EDM 

office

Will the works 
extend beyond 
the permit end 

date?

Yes
Request to 

Authorised Person 
to extend 

No
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Service Clearance & Permit to Dig/Drill (SCPTD)

125

Overview Required for any ground penetration e.g. excavation, drilling, piling, including external works and the 

penetration of any ground-bearing floor in a building e.g. ground floor or basement floor

Training required None

Code in P2W SCPTD

Service Clearance and Permit to Dig/Drill
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Permit submission 
received

Approve Service 
Clearance

SCPTD – EDM office 
activates

SCPTD – service 
clearance manager 

closes

SCPTD – service 
clearance manager 

extends

SCPTD – EDM office  
cancels

SCPTD – Service 
Clearance Manager 

issues drawings

SCPTD – applicant 
receives drawings

SCPTD – Applicant 
(submit PTD) 
submits PTD

SCPTD – AP (ADE) 
approves

SCPTD – AP (ADE) 
extends

SCPTD – applicant 
submits as builts
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SCPTD - raise a new permit

126

1.  Access the ‘Raise New Permit’ screen 

via the Contractor Portal -> Permits -> 

Process Permits -> Apply menu option

2.  Select the Service 

Clearance permit type 

from the drop down 

menu.  

3. Click search icon to choose location 

4.  Use the picker to select 

the location for the permit
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SCPTD– person in charge (PiC)

127

1.  Click here if you are the named  

Person in Charge (PiC) on the 

permit *

2.  If raising a permit 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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SCPTD - searching for PiC by company name

128

1. Enter the name of 

the company of the 

PiC for the permit 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), this 

will in turn return a list of 

employees for the 

company.
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SCPTD - searching for PiC by name

129

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 permit will be 

enabled.  Click the 

arrow icon to be taken 

to the next step
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SCPTD – scope of works screen

130

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 ‘Scope of Work’ 

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 in the 

‘Location Details’ field if the location is 

very specific

5. This will be prepopulated with the 

PiC selected on the ‘Raise New Permit’ 

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 to provide 

further information 

* 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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SCPTD - new permit generation

131

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  

Permit number 

and status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before the permit can be submitted for 

approval
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SCPTD – permit details

132

The SC part of the SCPTD does not have a method tab for submission, but 

rather, drawings of the location of the works need to be uploaded to support the 

SCPTD application. 

The PTD part of this permit will require additional information, but you will be 

prompted for the necessary information later on in the permit process.
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SCPTD - PiC & work party

133

1.  If a PiC was selected when the permit 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 that of the PiC

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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SCPTD - adding a sponsor

134

1.  Click the ‘Edit’ 

icon to enter the 

name of the Project 

Sponsor

2.  Enter the name of your Project 

Sponsor and click the ‘Search’ 

icon

3.  If there are multiple 

matches, select the 

sponsor name you require

4.  The correct sponsor 

will appear in the contact 

box.  Click the green tick 

to save the Project 

Sponsor entry.

5.  Note that the Covering 

Sponsor field is not required to 

be completed unless your 

Project Sponsor is on leave 

and unable to approve 
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SCPTD - attachments

135

As part of the SCPTD submission, a drawing of the location of works must be uploaded 

via the Attachments tab along with other supporting documentation.  This will allow the 

Gatwick Graphical Data Team (GDT) to issue the drawings showing the relevant 

services in the area you intend to work in.  
1.  Types of supporting 

documentation expected

2.  Use the drop down list to select 

type of attachment.  Click ‘Choose 

File’ to navigate to the location of the 

document to be uploaded4.  Click ‘Attach’ 

to upload the 

document to the 

work request

3.  A brief comment can be added 

here to give the attachment more 

detail if required

5. Uploaded documents will be 

shown in the attachments table
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SCPTD - workflow

136

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 

1.  Click the workflow tab to see the 

progress of the permit

2.  Click the ‘Select’ icon to view an 

entry in more detail if it is available

3.  Details of sign off can be viewed.  

NOTE: There maybe multiple tabs
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SCPTD - relations

137

This section will show related permits.  Whilst this functionality is enabled, it 

is not widely used due to the dependency issues it can cause.  It is only 

compulsory to relate specific permits, so unless the system prompts you, 

avoid using this option.
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SCPTD - submitting a  permit for SC

138

As the SCPTD is a combination of the service clearance and permit to dig/drill, there 

will be two submissions , one for the service clearance part and one for the permit to 

dig/drill part; these submissions are built into the process, so always remember to 

check the ‘Next steps’ if you are unsure what stage the permit is at.

Once all details have been completed and relevant documentation uploaded, the initial 

submission to obtain service clearance can take place.  The system will undertake a 

few checks when the submission button is clicked, at which point you may get some on-

screen warnings.  These warning messages provide more detail on what information 

may be incorrect or missing.

1.  Click the ‘Submit’ icon

2.  Rectify any issues raised in warnings 

before proceeding
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SCPTD - receive drawings

139

Following approval, GDT will issue and upload a redline drawing of the services in the 

specified area.  This will be uploaded to the SCPTD application and viewable in the 

attachments tab.  Before the SCPTD can progress to the next stage of submission, the 

drawings must first be ‘received’ via the system. Browse to your SCPTD and click the 

next stops icon.

1.  Click to ‘Receive Drawings’ 2.  Acknowledge any warnings, 

complete the ‘Declaration’ and 

click the green tick to confirm
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SCPTD - submitting a permit for PTD

140

Once the service clearance drawings have been received, the permit to dig/drill part of 

the application can be submitted. Use the next steps icon to access the submission 

step

1.  Click to submit PTD 

following receipt of 

drawings

2.  Read, acknowledge 

and if necessary,  

action any warning 

messages

3.  Ensure both the ‘Excavation 

Details’ and ‘Declaration’ tabs are 

completed.

4.  Click the 

green tick to 

submit the PTD 

part of the 

permit
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SCPTD - activate a permit

141

Once the PTD part of the SCPTD has been approved, it will need to be activated.  If 

you are unsure if you have completed the previous steps, use the ‘Next Steps’ icon to 

check.  Call the relevant Gatwick team to activate the PTD.

The next step 

shows the permit 

is ready for 

activation
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SCPTD - cancel or extend a permit

142

A SCPTD must run for the duration 

of your works.  If you feel the 

works may overrun beyond the 

submitted finish date, an extension 

can be requested to GDT and the 

authorised person prior to the 

permit expiring.  

Alternatively if works have been 

completed, the SCPTD has a two 

part cancellation.  Firstly call the 

Engineering Control Centre (ECC) 

to inform them you wish to cancel 

the SCPTD.  Following the ECC 

cancellation, the contractor must 

now cancel by uploading any As-

builts.

Permit due to expire

Contractor to 
upload As-builts to 

cancel permit

Will the works 
extend beyond 
the permit end 

date?

Yes

Extension granted 
by Service Clearance 

Manager and 
Authorised Person

No

Request to Service 
Clearance Manager 

to extend* 

Request 
cancellation of 
permit by EDM 

office
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SCPTD – submitting As-builts

143

Once the SCPTD has been cancelled by the ECC, the SCPTD has to be cancelled by 

the contractor too.  If As-builts need to be submitted, upload these via the attachment 

tabs before cancellation.    1.  Ensure the ECC has 

cancelled the SCPTD
2.  If submitting As-builts, 

ensure these are uploaded 

and saved to the SCPTD via 

the Attachments tab then click 

the ‘Next Steps’ icon

3.  Click ‘Submit As-builts’

4.  Add comments if needed, 

complete the declaration and 

click the green tick to confirm 

full cancellation of the SCPTD
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Life Safety System (LSS) permits

144

Overview Maintenance or works on any of the life safety systems which may include, but not exclusive 

to, fire alarms, fire hydrants, dry risers, sprinklers 

Training required LSS nominated representative, LSS Skilled Person, LSS Isolations nominated 

representative*

Code(s) in P2W LSS-FAI, LSS-FHDR, LSS

* Contact the LSS team directly to arrange training for LSS permits
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Life Safety Systems - Fire Alarm Isolation (LSS-FAI)

145

Overview Any maintenance or works that may create smoke or dust or have potential to trigger the fire alarm 

system will require a fire alarm isolation

Training required LSS Isolations Nominated representative  (Contact the LSS team directly to arrange training for LSS 

permits

)

Code(s) in P2W LSS-FAI

LSS – Fire Alarm Isolations
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Permit application 
received

LSS – INR confirms

LSS – FAI activator 
activates

LSS – FAI activator 
suspends

LSS – FAI activator  
closes

LSS – FAI activator 
reactivates

LSS – FAI activator 
extends

LSS FAI approver 
approves
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LSS-FAI - raise a new permit

146

1.  Access the ‘Raise New Permit’ 

screen via the Contractor Portal -> 

Permits -> Process Permits -> Apply 

menu option

2.  Select the LSS 

– FAI permit type 

from the drop down 

menu

3. Click search icon to 

choose location 

4. Select location of works 
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LSS-FAI - person in charge (PiC)

147

1.  Click here if you are the named  

Person in Charge (PiC) on the 

permit *

2.  If raising a permit 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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LSS-FAI - Searching for PiC by company name

148

1. Enter the name of the 

company of the PiC for the 

permit 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), this 

will in turn return a list 

of employees for the 

company.
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LSS-FAI - searching for PiC by name

149

1. Enter the name of the PiC and 

click search

3. Once a PiC name is 

selected, the option to 

raise the permit will be 

enabled.  Click the 

arrow icon to be taken 

to the next step

2.  Select the 

required PiC from 

the returned results 

by clicking on the 

arrow icon
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LSS-FAI – scope of works screen

150

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 ‘Scope of Work’ 

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 Permit’ 

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 

* 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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LSS-FAI - new permit generation

151

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  

Permit number 

and status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before the permit can be submitted for 

approval
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LSS-FAI - permit details

152

The ‘Method’ tab must be completed when applying for a FAI for your works. 

Grey highlighted fields are 

mandatory; the permit 

cannot be submitted if 

these fields are not 

completed
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LSS-FAI - PiC & work party

153

1.  If a PiC was selected when the 

permit 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 permit.

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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LSS-FAI - adding a sponsor

154

1. Enter the title ‘Sponsor’

2. Untick the ‘Guest’ checkbox

3.  Enter the name of the 

Sponsor and click the 

‘Search’ icon

4.  If there are multiple matches, 

select the sponsor name you 

require

5.  The correct sponsor will 

appear in the contact box.  Next, 

click ‘Add Contact’

6.  This will now move the sponsor 

into the ‘Contacts’ table.  Click the 

‘Edit this row’ icon to make any edits 

to the sponsor’s name
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LSS-FAI - attachments

155

Task specific Risk Assessments and Method Statements (RAMS) may need to be 

uploaded for the Life Safety Systems team to review along with drawings clearly 

indicating the area required for isolation; 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 ‘Choose File’ to 

navigate to the location of 

the document to be 

uploaded4.  Click ‘Attach’ 

to upload the 

document to the 

work request

3.  A brief comment can be added 

here to give the attachment more 

detail if required

5. Uploaded documents 

will be shown in the 

attachments table
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LSS-FAI - workflow

156

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 

1.  Click the workflow tab 

to see the progress of the 

permit

2.  Click the 

‘Select’ icon to 

view an entry in 

more detail
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LSS-FAI - relations

157

This section will show related permits.  Whilst this functionality is enabled, it 

is not widely used due to the dependency issues it can cause.  It is only 

compulsory to relate specific permits, so unless the system prompts you, 

avoid using this option.
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LSS-FAI - submit a permit

158

Once all details are completed for the permit, it can then be submitted by 

clicking the ‘submit’ button.  On submission, the system will undertake a 

check to ensure that the necessary fields have been completed; if these 

fields are incomplete, on-screen warnings will be displayed. 

1.  Click the ‘Submit’ button when the 

permit is ready for submission

2.  On-screen warnings will identify any 

missing information or potential issues 

with the permit. 
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LSS-FAI - confirm a permit

159

Following submission of the FAI, the next step is to ‘confirm’ the permit.  The 

step is carried out by the Life Safety Systems Isolations Nominated Rep and 

will typically be a member of your company who has undertaken and 

completed the LSS – INR training. 

1.  The ‘Confirm’ option 

can be accessed by the 

menu, or by clicking the 

‘Next Steps’ icon from 

within the permit

2.  The ‘confirm’ option should be 

enable; if this is greyed out then the user 

is not able to ‘confirm’ the permit.
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LSS-FAI - how to confirm a permit

160

The Life Safety Systems Isolations Nominated Rep must acknowledge any 

the declaration at the ‘confirm’ stage. 

1.  Acknowledge any warnings with 

comments in the box below

2.  Complete the ‘confirmation’ questions

3.  Confirm (or decline) the permit
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LSS-FAI - activate a permit

161

Once a permit has been approved by the relevant Gatwick personnel, the 

permit can be activated when works are to commence.  Always check to see 

who should be activating your permit

1.  Check the status of permit has been 

fully approved

2.  Click the ‘next steps’ icon 

to check the permit is ready 

for activation

3.  The ‘Activate’ option will show 

as the next available step once 

fully approved.  When you are 

ready to start work, call the 

appropriate party to activate
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LSS-FAI - suspend/cancel/extend a permit

162

On completion of your works, 

your FAI permit can be either 

cancelled or suspended 

depending on what stage you are 

at with the works.  The flow 

diagram will help you ascertain 

whether you need to suspend, 

cancel or extend your permit at 

the end of your works for the day.

Note that if you choose to 

suspend your permit, it must be 

reactivated on recommencement 

of works.

Works completed

Will I need to 
use the permit 
again for these 

works?

No

Cancel permit

Yes

Will the works 
extend beyond 
the permit end 

date?

Yes
Request LSS team to 

extend permit

No

Suspend permit
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Life Safety Systems - Fire Hydrant, Dry Riser (LSS-FHDR)

163

Overview Any maintenance or works specifically for fire hydrants and dry risers

Training required LSS Nominated representative (Contact the LSS team directly to arrange training for LSS permits)

Code(s) in P2W LSS-FHDR

LSS – Fire Hydrants, Dry Risers (FHDR)
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Permit application 
received

LSS AA or LSS DAA 
reviews

LSS – EDM Office 
issues

EDM Office 
(LSSACT) suspends

LSS AA or LSS DAA 
closes

EDM Office 
(LSSACT) reactivates

EDM Office 
(LSSACT) extends

EDM office 
(LSSCAN) cancels

Airport Fire Station 
Duty Manager 

cancels

Airport Fire Stations 
Duty manager 

reviews

LSS – Nominated 
Rep confirms

LSS – SAP/AP (can 
approve and issue 

LSS permit) 
approves

EDM Office 
(LSSACT) activates

LSS – Nominated 
Rep submits as 

builts
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LSS-FHDR - raise a new permit

164

1.  Access the ‘Raise New Permit’ 

screen via the Contractor Portal -> 

Permits -> Process Permits -> Apply 

menu option

2.  Select the LSS 

– Fire Hydrants 

Dry Risers permit 

type from the drop 

down menu

3. Click search icon to 

choose location 

4. Select location 

of works 
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LSS-FHDR - person in charge (PiC)

165

1.  Click here if you are the named  

Person in Charge (PiC) on the 

permit *

2.  If raising a permit 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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LSS-FHDR - searching for PiC by company name

166

1. Enter the name of the company of the PiC for 

the permit 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), this will in turn 

return a list of employees 

for the company.
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LSS-FHDR - searching for PiC by name

167

1. Enter the name of the PiC and 

click search

2.  Select the 

required PiC from 

the returned results 

by clicking on the 

arrow icon

3. Once a PiC name is 

selected, the option to 

raise the permit will be 

enabled.  Click the arrow 

icon to be taken to the 

next step
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LSS-FHDR – scope of works screen

168

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 ‘Scope of Work’ 

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 Permit’ 

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 

* 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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LSS-FHDR - new permit generation

169

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  

Permit number 

and status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before the permit can be submitted for 

approval
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LSS-FHDR - permit details

170

The ‘Method’ tab consists of multiple tabs which must all be completed

2.  Grey highlighted fields are 

mandatory; the permit cannot be 

submitted if these fields are not 

completed

1.  All information 

must be submitted 

for all tabs
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LSS-FHDR – PiC & work party

171

1.  If a PiC was selected when the permit 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 

permit.

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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LSS-FHDR – adding a Sponsor

172

1. Enter the title ‘Sponsor’

2. Untick the ‘Guest’ checkbox

3.  Enter the name of the 

Sponsor and click the 

‘Search’ icon

4.  If there are multiple matches, 

select the sponsor name you 

require

5.  The correct sponsor will appear in 

the contact box.  Next, click ‘Add 

Contact’

6.  This will now move the sponsor 

into the ‘Contacts’ table.  Click the 

‘Edit this row’ icon to make any edits 

to the sponsor’s name
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LSS-FHDR - attachments

173

Task specific Risk Assessments and Method Statements RAMS) will need to be 

uploaded for the Life Safety Systems team to review along with any other relevant 

documentation.  These 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 ‘Choose File’ 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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LSS-FHDR - workflow

174

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 

1.  Click the workflow tab to 

see the progress of the 

permit

2.  Click the 

‘Select’ icon to 

view an entry in 

more detail
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LSS-FHDR - relations

175

This section will show related permits.  Whilst this functionality is enabled, it 

is not widely used due to the dependency issues it can cause.  It is only 

compulsory to relate specific permits, so unless the system prompts you, 

avoid using this option.
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LSS-FHDR - submit a permit

176

Once all details are completed for the permit, it can then be submitted by 

clicking the ‘submit’ button.  On submission, the system will undertake a 

check to ensure that the necessary fields have been completed; if these 

fields are incomplete, on-screen warnings will be displayed. 

1.  Click the ‘Submit’ button when the 

permit is ready for submission

2.  On-screen warnings will identify any 

missing information or potential issues 

with the permit. 
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LSS-FHDR - confirm a permit

177

Following submission of the FHDR permit, and review by the relevant Gatwick 

personnel, the permit then has to be ‘confirmed’.  The ‘confirm’ step is carried out 

by the Life Safety Systems Nominated Rep and will typically be a member of your 

company who has undertaken and completed the LSS – NR training. 

1.  Access the 

‘confirm’ option via 

the menu

2.  Click the 

‘next steps’ 

icon.

3.  The ‘confirm’ 

option should be 

enable; if this is 

greyed out then 

the user is not 

able to ‘confirm’ 

the permit.
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LSS-FHDR - how to confirm a permit

178

The Life Safety Systems Nominated Rep must acknowledge any declarations 

at the ‘confirm’ stage. 

1.  Acknowledge 

any warnings with 

comments in the 

box below

2.  Complete the 

‘confirmation’ questions

3.  Confirm (or decline) the permit
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LSS-FHDR - activate a permit

179

Once a permit has been approved by the relevant Gatwick personnel, the permit 

will need to be issued and activated when works are to commence.  Always 

check to see who should be activating your permit.

1.  Check the status of permit 

has been fully approved

2.  Click the ‘next steps’ 

icon to check the permit is 

ready for activation

3.  The ‘activate’ option will show as the next 

available step once fully approved.  In this 

instance, the permit must be ‘issued’ as part of 

the activation process.  When you are ready to 

start work, call the appropriate party to activate
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LSS-FHDR - suspend/cancel/extend a permit

180

On completion of your works, 

your FHDR permit can be either 

cancelled or suspended 

depending on what stage you 

are at with the works.  The flow 

diagram will help you ascertain 

whether you need to suspend, 

cancel or extend your permit at 

the end of your works for the 

day.

Note that if you choose to 

suspend your permit, it must be 

reactivated on recommencement 

of works.

Works completed

Will I need to 
use the permit 
again for these 

works?

No

Cancel permit

Yes

Will the works 
extend beyond 
the permit end 

date?

Yes
Request ECC  team 
to extend permit

No

Suspend permit
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Life Safety Systems – other systems (LSS)

181

Overview Any maintenance or works that may create smoke or dust or have potential to trigger the fire alarm 

system will require a fire alarm isolation

Training required LSS Skilled Person (Contact the LSS team directly to arrange training for LSS permits)

Code(s) in P2W LSS

LSS – Other systems
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Permit submitted
LSS AA or LSS DAA 

reviews

LSS – EDM Office 
issues

EDM Office 
(LSSACT) suspends

LSS AA or LSS DAA 
closes

EDM Office 
(LSSACT) reactivates

EDM Office 
(LSSACT) extends

EDM office 
(LSSCAN) cancels

LSS – Nominated 
Rep confirms

LSS – SAP/AP (can 
approve and issue 

LSS permit) 
approves

EDM Office 
(LSSACT) activates

LSS – Nominated 
Rep submits as 

builts
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LSS - raise a new permit

182

1.  Access the ‘Raise New Permit’ 

screen via the Contractor Portal -> 

Permits -> Process Permits -> Apply 

menu option

2.  Select the LSS –

Other Systems permit 

type from the drop down 

menu

3. Click search icon to choose location 

4. Select location of works 
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LSS - person in charge (PiC)

183

1.  Click here if you are the 

named  Person in Charge (PiC) 

on the permit *

2.  If raising a permit 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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LSS - searching for PiC by company name

184

1. Enter the name of the 

company of the PiC for the 

permit 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), this 

will in turn return a list of 

employees for the 

company.
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LSS - searching for PiC by name

185

1. Enter the name of the PiC and 

click search

2.  Select the 

required PiC

from the 

returned results 

by clicking on 

the arrow icon

3. Once a PiC name is 

selected, the option to 

raise the permit will be 

enabled.  Click the arrow 

icon to be taken to the 

next step
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LSS – scope of works screen

186

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 ‘Scope of Work’ 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 Permit’ 

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 

* 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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LSS - new permit generation

187

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  

Permit number and 

status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before the permit can be submitted for 

approval
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LSS - permit details – method tab (1)

188

The ‘Method’ tab consists of multiple tabs which must all be completed

2.  Grey highlighted fields are 

mandatory; the permit cannot be 

submitted if these fields are not 

completed

1.  All information must be 

submitted for all tabs
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LSS - permit details – method tab (2)

189

Ensure all tabs within the permit’s ‘method’ tab are completed where required.
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LSS - PiC & work party

190

1.  If a PiC was selected when the permit 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 permit. 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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LSS - adding a Sponsor

191

1. Enter the title ‘Sponsor’

2. Untick the ‘Guest’ checkbox

3.  Enter the name of the 

Sponsor and click the 

‘Search’ icon

4.  If there are multiple matches, 

select the sponsor name you 

require

5.  The correct sponsor 

will appear in the 

contact box.  Next, click 

‘Add Contact’

6.  This will now move the 

sponsor into the 

‘Contacts’ table.  Click the 

‘Edit this row’ icon to 

make any edits to the 

sponsor’s name

20000-XX-Q-XXX-GLN-172080 Rev 00



LSS - attachments

192

Task specific Risk Assessments and Method Statements RAMS) will need to be 

uploaded for the Life Safety Systems team to review along with any other relevant 

documentation.  These 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 ‘Choose File’ 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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LSS - workflow

193

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 

1.  Click the workflow 

tab to see the progress 

of the permit

2.  Click the 

‘Select’ icon to 

view an entry in 

more detail
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LSS - relations

194

This section will show related permits.  Whilst this functionality is enabled, it 

is not widely used due to the dependency issues it can cause.  It is only 

compulsory to relate specific permits, so unless the system prompts you, 

avoid using this option.
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LSS - submit a permit

195

Once all details are completed for the permit, it can then be submitted by 

clicking the ‘submit’ button.  On submission, the system will undertake a 

check to ensure that the necessary fields have been completed; if these 

fields are incomplete, on-screen warnings will be displayed. 

1.  Click the ‘Submit’ 

button when the 

permit is ready for 

submission

2.  On-screen warnings will 

identify any missing 

information or potential issues 

with the permit. Ensure these 

are acknowledge before 

proceeding
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LSS - confirm a permit

196

Following submission of the LSS permit, and review by the relevant Gatwick 

personnel, the permit then has to be ‘confirmed’.  The ‘confirm’ step is carried out 

by the Life Safety Systems Nominated Rep and will typically be a member of your 

company who has undertaken and completed the LSS – NR training. 

1.  Access the 

‘confirm’ option via 

the menu

2.  Click the 

‘next steps’ 

icon. 3.  The ‘confirm’ option 

should be enable; if this 

is greyed out then the 

user is not able to 

‘confirm’ the permit.
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LSS - how to confirm a permit

197

The Life Safety Systems Nominated Rep must acknowledge any declarations 

at the ‘confirm’ stage. 

1.  Acknowledge any warnings with 

comments in the box below

2.  Complete the ‘confirmation’ questions

3.  Confirm (or decline) the permit
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LSS - activate a permit

198

Once a permit has been approved by the relevant Gatwick personnel, the 

permit will need to be issued and activated when works are to commence.  

Always check to see who should be activating your permit

1.  Check the status of permit has 

been fully approved

2.  Click the ‘next steps’ icon to check 

the permit is ready for activation

3.  The ‘Activate’ option will show 

as the next available step once 

fully approved.  When you are 

ready to start work, call the 

appropriate party to activate
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LSS - suspend/cancel/extend a permit

199

On completion of your works, 

your LSS permit can be either 

cancelled or suspended, 

depending on what stage you 

are at with the works.  The flow 

diagram will help you ascertain 

whether you need to suspend, 

cancel or extend your permit at 

the end of your works for the 

day.

Note that if you choose to 

suspend your permit, it must be 

reactivated on recommencement 

of works.

Works completed

Will I need to 
use the permit 
again for these 

works?

No

Close permit

Yes

Will the works 
extend beyond 
the permit end 

date?

Yes
Request ECC  team 
to extend permit

No

Suspend permit
Cancel permit

Submit As-Builts
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Hot Work permits (HW/HWAO)

200

Overview For any activities that generate sparks, flames, smoke, and any activity which generates 

heat deemed sufficient to present a risk.  Depending on the nature of the hot works and 

the location, you may be required to apply for a specific type of Hot Work permit

Training required Hot works Nominated Rep, Hot works AP, Hot works Skilled Person

Code(s) in P2W HW, HWAO

HWAO

Authorisation Issuing FinishingInspection/Audit/CCR ClosureSuspension Resumption

Permit submitted

HW – Nominated 
rep (can apply for 

HW permit) 
confirms

HW – Authorised 
Person approves

EDM Office (HWISS) 
activates

EDM Office (HWFW) 
Commence fire 

watch deactivate

EDM office 
(HWCLO)  closes

EDM Office (HWISS) 
reactivates

EDM Office (HWFW) 
cancels

HW – Authorised 
Person refuses

EDM Office (HWISS) 
issues

EDM Office (HWISS) 
complete fire watch 

deactivate

HW – Inspector hot 
work inspection

EDM Office (HWISS) 
complete fire watch 

cancels

Airport Fire Station 
Duty mgr reviews
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HW or HWAO permit

201

There are two types of Hot works permits available, the location of the works 

will determine which type is required.  To ascertain whether you need to apply 

for a HW or HWAO permit for your works, please see the flowchart below.   

Task involves 
Hotworks

Will the 
hotworks be 

airside
Yes

Will the 
hotworks be 

outside
Yes

Apply for HWAO 
permit

No

Apply for HW 
permit

No
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HW - raise a new permit

202

1.  Access the ‘Raise New Permit’ 

screen via the Contractor Portal -> 

Permits -> Process Permits -> Apply 

menu option

2.  Select the Hot works 

permit type from the drop 

down menu.  This is a 

standard Hot works 

permit

3. Click search icon 

to choose location 

4. Select location 

of works 
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HWAO - raise a new permit

203

1.  Access the ‘Raise New Permit’ 

screen via the Contractor Portal -> 

Permits -> Process Permits -> Apply 

menu option

2.  Select the Hot 

Works (Airside/Outside) 

permit type from the 

drop down menu.

3. Click search icon to 

choose location 

4. Select 

location of 

works 
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HW/HWAO – person in charge (PiC)

204

1.  Click here if you are the named  

Person in Charge (PiC) on the 

permit *

2.  If raising a permit 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

20000-XX-Q-XXX-GLN-172080 Rev 00



HW/HWAO - searching for PiC by company name

205

1. Enter the name of the company of 

the PiC for the permit 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), this will in 

turn return a list of employees 

for the company.
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HW/HWAO - searching for PiC by name

206

1. Enter the name of the 

PiC and click search

3. Once a PiC name 

is selected, the option 

to raise the permit will 

be enabled.  Click the 

arrow icon to be 

taken to the next step

2.  Select the 

required PiC from the 

returned results by 

clicking on the arrow 

icon
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HW/HWAO – scope of works screen

207

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 ‘Scope of Work’ 

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 Permit’ 

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 

* 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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HW/HWAO - new permit generation

208

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  
Permit number and 

status

Additional tabs enabled.  Details must 

be supplied within some of these tabs 

before the permit can be submitted for 

approval
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HW/HWAO - permit details

209

The ‘Method’ consists of additional sub-tabs which must be completed when applying for 

a HW or HWAO permit. 

1.  All sub-tabs must be 

completed

2.  All grey highlighted fields 

are compulsory
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HW/HWAO - PiC & work party

210

1.  If a PiC was selected when the 

permit 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 permit.

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-172080 Rev 00



HW/HWAO - adding a sponsor

211

1. Enter the title ‘Sponsor’

2. Untick the ‘Guest’ checkbox

3.  Enter the name of 

the Sponsor and click 

the ‘Search’ icon

4.  If there are multiple matches, 

select the sponsor name you 

require

5.  The correct sponsor will 

appear in the contact box.  Next, 

click ‘Add Contact’

6.  This will now move the 

sponsor into the ‘Contacts’ 

table.  Click the ‘Edit this row’ 

icon to make any edits to the 

sponsor’s name
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HW/HWAO - attachments

212

Task specific Risk Assessments and Method Statements RAMS) may need to be 

uploaded for the Life Safety Systems team to review along with drawings clearly 

indicating the area required for isolation; 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 ‘Choose File’ 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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HW/HWAO - workflow

213

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 
1.  Click the 

workflow tab to see 

the progress of the 

permit

2.  Click the 

‘Select’ icon to 

view an entry in 

more detail
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HW/HWAO - relations

214

This section will show related permits.  Whilst this functionality is enabled, it 

is not widely used due to the dependency issues it can cause.  It is only 

compulsory to relate specific permits, so unless the system prompts you, 

avoid using this option.
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HW/HWAO – submit a permit

215

Once all details are completed for the permit, it can then be submitted by 

clicking the ‘submit’ button.  On submission, the system will undertake a 

check to ensure that the necessary fields have been completed; if these 

fields are incomplete, on-screen warnings will be displayed. 

1.  Click the ‘Submit’ 

button when the permit is 

ready for submission

2.  On-screen warnings will 

identify any missing information 

or potential issues with the 

permit. Ensure warnings are 

acknowledged, or errors are 

corrected prior to submission
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HW/HWAO – confirm a permit (1)

216

Following submission of the HW permit, the next step is to ‘confirm’ the 

permit.  The step is carried out by the HW-Nominated Rep and will typically 

be a member of your company who has undertaken and completed the 

relevant training.
1.  Access the 

‘confirm’ option 

via the menu

3.  The ‘confirm’ option should be 

enable; if this is greyed out then the user 

is not able to ‘confirm’ the permit.

2.  Search using 

number and/or type to 

help narrow the 

search. Click Search

3.  Click the 

‘next steps’ 

icon.
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HW/HWAO – confirm a permit (2)

217

The HW - Nominated Rep must acknowledge any declarations at the ‘confirm’ 

stage. 

1.  Acknowledge any warnings 

with comments in the box below

2.  Complete the 

‘confirmation’ questions

3.  Confirm (or decline) the permit
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HW/HWAO - issue a permit

218

Once a permit has been approved by the relevant Gatwick personnel, the 

permit must then be issued so that it can be activated when works are to 

commence.  

In order to have the HW permit issued, you must:

1. Contact the ECC to arrange a time for the AP to issue the HW permit; this 

can be up to 48hrs prior to works commencing

2. The HW permit will be issued at the site of works

3. All firefighting equipment must be present on site at the time of issue

The AP will issue the HW permit along with the fire watch period required for 

when works are finished.

NOTE:  Please allow sufficient time for the AP to issue the permit as this can be 

subject to operational commitments.
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HW/HWAO - activate a permit

219

A HW permit can only be activated after it has been issued by the Hot works AP.  

When you are ready to start your hot work activities, call the ECC to activate 

your HW permit.  

On completion of your works, the HW can be suspended (or cancelled), at which 

point you must call the ECC and inform them that your Fire Watch period (as 

assigned by the AP at time of issue) has commenced.  Once the Fire Watch 

period has elapsed, you must contact the ECC to inform them that the Fire 

Watch is complete; at this point, the HW will be suspended (or cancelled)
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HW/HWAO - suspend or cancel a permit

220

On completion of your works, your HW 

permit can be either cancelled or 

suspended depending on what stage 

you are at with the works.  The flow 

diagram below will help you ascertain 

whether you need to suspend or 

cancel your permit at the end of your 

works.

Note that if you choose to suspend 

your permit, it must be reactivated on 

recommencement of works.

Works completed

Will I need to 
use the permit 
again for these 

works?

No

Fire watch 
completed and 

permit cancelled

Yes

Request ESCC to 
cancel HW permit 

and commence fire 
watch

Request ESCC to 
suspend HW permit 
and commence fire 

watch

Fire watch 
completed and 

permit suspended
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Suspended Access Equipment (SAE)

221

Overview To be used when people or cradle equipment are suspended more than 2m above the ground using 

ropes or similar non-rigid attachments.

Training required To be obtained by the contractor directly with accredited external training provider.  This is the 

responsibility of the contractor

Code(s) in P2W SAE

Suspended Access Equipment (SAE)
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Permit submitted
SAE – Engineering 

manager/asset 
owner confirms

EDM Office – (SAEP 
canceller) issues

SAE – authorised 
person suspends

EDM Office – (SAEP 
canceller) closes

SAE – authorised 
person confirms

SAE – authorised 
person cancels

EDM Office – (SAEP 
canceller) cancels

SAE – authorised 
person activates

SAE – authorised 
person reactivates
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SAE - raise a new permit

222

1.  Access the ‘Raise New 

Permit’ screen via the 

Contractor Portal -> Permits -> 

Process Permits -> Apply 

menu option

2.  Select the 

Suspended Access 

Equipment permit 

type from the drop 

down menu

3. Click search icon 

to choose location 

4. Select location of 

works 
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SAE - person in charge (PiC)

223

1.  Click here if you are 

the named  Person in 

Charge (PiC) on the 

permit *

2.  If raising a permit 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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SAE - searching for PiC by company name

224

1. Enter the name of the 

company of the PiC for the 

permit 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), this will 

in turn return a list of 

employees for the company.
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SAE - searching for PiC by name

225

1. Enter the name of the PiC and 

click search

2.  Select the 

required PiC from 

the returned 

results by clicking 

on the arrow icon

3. Once a PiC name is 

selected, the option to 

raise the permit will be 

enabled.  Click the 

arrow icon to be taken 

to the next step
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SAE – scope of works screen

226

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 ‘Scope of Work’ 

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 Permit’ 

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 

* 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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SAE - new permit generation

227

Once the ‘Scope of Work’ tab has been populated, the permit 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 permit.  

Permit number 

and status

Additional tabs enabled.  Details must be 

supplied within some of these tabs 

before the permit can be submitted for 

approval
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SAE - permit details – method tab (1)

228

The ‘Method’ tab consists of multiple tabs which must all be completed

2.  Grey highlighted fields are 

mandatory; the permit cannot be 

submitted if these fields are not 

completed

1.  All information must 

be submitted for all 

tabs
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SAE - permit details – method tab (2)

229

Ensure all tabs are completed

1.  Grey highlighted fields are 

mandatory; the permit cannot be 

submitted if these fields are not 

completed
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SAE - PiC & work party

230

1.  If a PiC was selected when the 

permit 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 permit.

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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SAE - adding a Sponsor

231

1. Enter the title ‘Sponsor’

2. Untick the ‘Guest’ checkbox

3.  Enter the name of 

the Sponsor and click 

the ‘Search’ icon

4.  If there are multiple matches, 

select the sponsor name you 

require

5.  The correct sponsor will 

appear in the contact box.  

Next, click ‘Add Contact’

6.  This will now move the sponsor 

into the ‘Contacts’ table.  Click the 

‘Edit this row’ icon to make any edits 

to the sponsor’s name
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SAE - attachments

232

Task specific Risk Assessments and Method Statements RAMS) will need to be 

uploaded for relevant team to review along with any other relevant documentation.  

These 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 ‘Choose File’ 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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SAE - workflow

233

This is a read only tab and provides a timeline of the various stages the permit 

has progressed through.  Events are automatically date and time stamped, and 

this is always a good reference point to see what sign offs the permit has had. 

1.  Click the workflow tab to see the 

progress of the permit

2.  Click the ‘Select’ 

icon to view an entry 

in more detail

20000-XX-Q-XXX-GLN-172080 Rev 00



SAE - relations

234

This section will show related permits.  Whilst this functionality is enabled, it 

is not widely used due to the dependency issues it can cause.  It is only 

compulsory to relate specific permits, so unless the system prompts you, 

avoid using this option.
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SAE - Submit a permit

235

Once all details are completed for the permit, it can then be submitted by 

clicking the ‘submit’ button.  On submission, the system will undertake a 

check to ensure that the necessary fields have been completed; if these 

fields are incomplete, on-screen warnings will be displayed. 

1.  Click the ‘Submit’ button when the 

permit is ready for submission

2.  On-screen warnings will identify 

any missing information or potential 

issues with the permit. Ensure these 

warnings are acknowledged, and any 

issues rectified prior to submission
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SAE - confirm a permit

236

Following submission of the SAE permit, and review by the relevant Gatwick 

personnel, the permit then has to be ‘confirmed’.  The ‘confirm’ step is carried 

out by the Suspended Access Authorised Person (SAE-AP) and will typically 

be a member of your company who has undertaken and completed the 

relevant suspended access training. 
1.  Access the permit by 

clicking on the permit 

number

2.  Click the 

‘next steps’ 

icon.
3.  The ‘confirm’ option 

should be enable; if this is 

greyed out then the user is 

not able to ‘confirm’ the 

permit.
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SAE - how to confirm a permit

237

The SAE – AP must acknowledge any declarations at the ‘confirm’ stage. 

1.  Acknowledge any warnings with 

comments in the box below

2.  Complete the ‘confirmation’ questions

3.  Confirm (or decline) the permit
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SAE - activate a permit

238

Once a permit has been approved by the relevant Gatwick personnel, the 

permit will need to be issued when works are to commence.  Always check to 

see who should be activating your permit using the ‘next steps’ icon.

1.  Check the status of 

permit has been fully 

approved

2.  Click the ‘next steps’ icon to 

check the permit is ready for 

issuing

3.  The ‘Issue’ option will show as 

the next available step once fully 

approved.  When you are ready to 

start work, call the appropriate 

party to issue the permit
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SAE - suspend/cancel/extend a permit
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On completion of your works, 

your SAE permit can be either 

cancelled or suspended, 

depending on what stage you 

are at with the works.  The 

flow diagram will help you 

ascertain whether you need to 

suspend or cancel your permit 

at the end of your works for 

the day.

Note that if you choose to 

suspend your permit, it must 

be reactivated on 

recommencement of works.

Works completed

Will I need to 
use the permit 
again for these 

works?

No

Cancel permit

Yes

Suspend permit
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Pressure Systems (HTHW/MTHW)

240

Overview To be used by all persons working on or near pressure systems at Gatwick Airport that operate above 

100°C. The system includes all parts or fabric, including pipe work, valves, drains, vents, brackets, 

signage, labelling, etc.

NOTE:  These permits are not currently submitted via the permit to work system.  

Training required Skilled Person for Pressure Systems to be obtained from a 3rd party external provider

Code(s) in P2W HTHW/MTHW

HTHW/MTHW pressure system

C
o

n
tr

a
ct

o
r

A
u

th
o

ri
se

d
 P

e
rs

o
n

Contact AP to 
request permit

Survey job with 
contractor

Undertake work

Paper permit issued 
to contractor

Request permit 
cancellation on 

completion of works

Cancel permit
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Electrical permits
Electrical permits are not covered in this guide. Types of permits for electrical works include:

• LVCI – LV Certificate of Isolation

• LEE – Sanction for work on or new Live Electrical Equipment

• REI – Request for Electrical Isolation (technically not a permit)

• LOA – Limitation of Access Electrical

If you intend to undertake electrical works, please contact the Contractor Support Centre 

(csc@gatwickairport.com) in the first instance to ascertain what training and permits are best suited to 

your works.  
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Appendix A – types of crane permits required 
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Activity 

Note – all descriptions below are for work on airport property unless specified 

otherwise.  Airport property includes both airside and landside locations.

Permit Type

Cranes (tower/crawler/mobile etc) CRON

Delivery Lift - An operation which involves the lifting of a load off of a delivery vehicle to 

ground level, or vice versa, where no part of the lifting equipment or load exceeds a 

height of 10 m at any point in the operation and the lift is at least 3 m away from the 

security boundary and physically segregated from the public. 

None

Hi-ab loading/unloading onto/off another vehicle CRON

Use of a hi-ab as a crane e.g. for steelwork erection or installing lamp columns CRON

Hi-ab loading/unloading where the jib exceeds 10m above ground level CRON

Tall equipment including piling rigs, large MEWPs, long reach excavator CROFF

Cranes (tower/crawler/mobile etc) no on airport property – See GAD/F:23/21 for full 

details

CROFF

Tall equipment including piling rigs, large MEWPs, long reach excavators not on airport 

property – See GAD/F:23/21 for full details

CROFF
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Appendix B – types of training available
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Training Booked via Type Notes

Online Hot works Nominated Rep AIRDAT eLearning Required for Hot work permit 

submissions

Online ESR Instructed Person AIRDAT eLearning Required for gaining access into a 

switchroom

ESR Skilled Person pre-requisite 

training

AIRDAT eLearning The first step in ESR Skilled Person 

appointment

ESR Skilled Person interview AIRDAT In Person Mandatory interview for ESR Skilled 

Person appointment

Life Safety System (LSS)

• LSS-Nominated Rep

• LSS-Isolations Nominated Rep

• LSS-Skilled Person

LSS Team In Person Contact the LSS team directly to 

arrange training for LSS permits
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