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Guide to applying for hazardous permits on P2W
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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.
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What Is a hazardous permit?

Hazardous Permits are known as ‘control documents’ within Gatwick’s permit to work system. The
works you carry out, 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

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.

Print the Submit the permit
current record

View the journal for the
Change the PiC permit or work request

Save the o — ; ) ; Go back to the previous
L'IA 3 % &Ehan e oM | [ E:l ubmi @' ejec .
current record )’ il 'i/p submit Rejoct g3 wage. Changes will be

lost if not saved

View the next steps
for the permit

Make a copy of the Reject the permit. This will

current record and start put the permit in a terminal

editing state and cannot be
resurrected
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Next steps

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.

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

l Next Steps for Permit LGW-HW-79301 (Submitted)
Possible Actions: |
Vlew Details ‘
f Counter-sign eRI e
g Print . :
Decline Not Authorised
Hot Work Inspection by HW - v
Inspector.
. Confirm
Refuse by HW - Authorised
erson. ECINE
i3} Confirm by HW - Nominated Rep Approved
.—/_LCan‘ly for HW Permit), .
B Send Email Mg ]
S b e |
State Notifi ions:
B4 Not Autpdrised
ejepted ‘
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Permit declined

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. Adeclined permit will have a
status of ‘Not Authorised’

B Permit: LGW-SAE-79303 (Not Authorised) Longed mas Wie Coyole I opout)

» Home » Work Requests » Permits » Front Desk
Search. @0 & 7 Lo o 5 2. Click the ‘Restart’ icon to enable
| Reports | editi [
Dncuments Scope ofWorkI Method | People (1,0) | Attachments (1) | Workflow (4) | Rel dltlng o,_f the permlt

@ LGW-SAE-T5303

Description: Lorem ipsum dolor sit amet, vim cu sententias reprimique

Scope of Work: Est at scripta minimum argumentum. Et cibo facete eos, te affert aliquid vis. Pro in perpetua expetenda, qui feugait intellegebat
@ LEW-SAE-TS302 =18
[ TR

3. The permit will revert to ‘Initiated’

status, and all fields will now be
. Permit: LGW-SAE-T9303 (Initiated) Vailable for edmng prior tO

» Home » Work Requests = Permits » Front Desk . .
resubmission

Search . » ‘ﬁ EE-—1 _’7 & Change ¥, | B0 (3 Submit 3 Reject | | CS @ |

Shared Documents Scope of Work l Methed | People (1.0) | Attachments {1} | Workflow {3) | Relations (0,0} | Inspections/Audits/CCRs (Mone)
Description: Lorem ipsum delor sit amet, vim cu sentenfiae reprimique

@ LW SAETEIS Scope of Work: Esi at scripta minimum argumentum. Et cibo facete ecs, te affert aliquid vis. Pro in perpetua expetenda, qui feugait intellegebat

@ LEW-SAE-TS302 cl. A
Dy o oaang P
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Airfield permit (AIRFLD)

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

E

©

B k Schedul

© Permitapplication Airside Control Lead ra croevalIJ & Yes) Works Scheduling Airside Control Desk
(] received reviews reth)Jire & Reviewer Confirms ” Operator activates
£ A

<

Airside Control Desk'
Operator cancels

CSC Tech derk »( CSCTech derk
activates ” cancels

Contractor Support
Centre
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AIRFLD - raise a new permit

Search . >

Shared Documents
$ LGW-WR-55E815
9 LGW-WR-5385E

@ LGW-BENOW-S03E5

» Home

P2W Home

= Contractor Portal

» Work Requests
You last logg

» Permits

= Process Permits

>ty @

menu option

Recently Accessed Work Requesis.:

M Process Repeats

1. Access the ‘Raise New Permit’
creen via the Contractor Portal ->
Permits -> Process Permits -> Apply

Receive Drawings

Work Request Number Last Acc d
LGW-WR-55815 24-May-2109:22

My Permits

Submit Permit to Dig

LGW-WR-53956 24 May-2109:22 M,
LGW-WR-53947 26-May-20 13:50 <%,
LGW-WR-45736 29 Nov-13 11-49 %,

2. Select the Airfield W
type from the drop down men

orks permit

Activate

Submit ‘As Built’ Drawings

location

. Click search icon to choose

il L Type of Permit: | Airfield Works ~| @ Area: e
Reports
Company:
P2W-5 F | Shared Documents PEVE] (select Type)
Show sentatives: (3 Clear
FEEZDELT

@ Raise with Yourself in Charge
@ Raise with Any Representative in Charge

Baggage Environment Motification of Works

Cranes (Off-Airport) Pick Area

Cranes (On-&irport)

Life Safety Systems - Fire Alarm Isolations D SlipLr HEp T HiTE D ST TSR

P2W-5 Production (Windows 2012 R

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

2-2021

- A SR Location 001 (LGW-ASIDE-20058)

= Buildings (LGW-ASIDE-ELD) €Y

ANS Receiver (LGW-ASIDE-BLD-20029)

4. Select location of works

Limitation of Access Electrical Tree | Grid
Permit to Dig/Drill - London Gatwick Airport (LGW) €4
Service Clearance : - Land Areas (LGW-LANDAREA) O\
- Airfieid (LGW-ASIDE-20573) €4
Service Clearance and Permit to Dig/Drill )
[~ Airside Roads [LGW-ASIDE-20573-ROAD) €
Suspended Access Equipment (SOP) [#- Aprans (LGW-ASIDE-20573-APRON) T4

AGL Workshops (LGW-ASIDE-BLD-20451)
- Airfieid Operations Safety Unit (AOSU) (LGW-ASIDE-BLD-20457) O
B Airside Operations Building (AOB) (LGW-ASIDE-ELD-2E163) O\
Level 00 - Ground Floor (LGW-A SIDE-BLD-ZE163-L00)

- Lewel 10 - First Floor (LGW-A SIDE-BLD-2B163-L10)

- Lewel 20 - Second Floor (LGW-A SIDE-BLD-2B163-L20)

11
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AIRFLD — person in charge (PIC)

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

permit *
Raise New Permit Logged in as Sam Yosemite {Logout)
= Home » Contractor Portal

search. ' Type of Permit: | Airfield Works ~ | Area: [LGIW-ASIDE-BLD-2B169 He Search ¥

@ London Gatwick Airport, Airfield, Buildings, Airside Operations Buildin (3 Raise with Yourself in Charge

Shared Documents Company: (AOB) , &_ g;f—ﬁ?e with Any Representative in

Repre;sgr?t;ggg D @Cﬁear

g ::::j;:; Person In Charge: e

@ LGW-BENOW-30365

9 LGW-WR-53347

9 LGW-WR-45736
2. If raising a permit with a PiC 3. Alternatively, search on the 4. If the PIiC is unknown at this
from another company, use the name of a person by entering the | stage, click here to raise with a
Company search function by name and then clicking Search. **| |plank PiC.
typing in the name and clicking
on the search icon

* 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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AIRFLD - searching for PiC by company name

1. Enter the name of the company of the PiC for
the permit and click the search icon

Raise New Permit

Logged in az Sam Yosemite {Logout)

» Home » Contractor Portal

\
Type of Permit: | Aicfia d\gcrks

Shared Documents
LGW-AIRFLO-B2171
G LW WR-5EE1E
'G LOWWR-E2868
LGW.EENDW.BDBES

e LOW-WR-53B4T

i
Company: [ISTEST]

Show Cnly |
Representatives:

Person In
Charge:

Name: [STEST

#* Search

o
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.

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

W | Area: LGW-ASIDE-BLD-ZE162
London Gatwick Airport, Airfield, Buildings, Airside Operations

Building (ACE) [Y, #

Pick All Company

Pick All Company

&[5 ][wo] =[] (o] [au] Matches=23
2

Select Company &

# Ascom Netwark Testing Ltd
| Celtest Ltd
) CIRCUIT ELECTRICAL TESTING

@
®

@

Construction Testing Solufions Ltd tia CET
Infrastructure

Dynstest International
ELECTRICAL TESTERS LIMITED
Electrical Testing Ltd

€ Geo Site snd Testing Services

)  Happen test P2W

! Hawkesworth Applisnce Testing Name: |
) intratest Limited

) Introland Testing Limited
@ IsTEST

(#  James Fisher Testing Services Lt II
iects Lid Select

@

.ﬂﬂ. ";" Search

(= Raise with Yourself in
Charge

":" Raise with Any
Representative in Charge
(= Clear

Close

Close

Contact
Number

+441252007486
07765404588
01422413035

Rating

07958071188

004570253355

Pick All Company

Close

STEST

@ Search

B ][e][E] (@] m][sn][m] Matohes=t

Company & Contact Number
ISTEET 01254 123458

Services Rating

13
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AIRFLD - searching for PiC by name

1. Enter the name of the PiC and

Raise New Permit I|Ck SearCh Logged in as 5am Yosemite {Logout)
» Home » Contractor Portal
J— . = — -
S=arch - Type of Permit: | Aifieid Works | Area <Giv-ASIDE-BLD-25152 [ B
Reports i London Gatwick Airport, Airfield, Buildings, Airside Operations Building Raise with Yourself in Charge

Shared Documents Company: a, (woE) B # 'E::r: Raise with Any Representative in
“harge

| Recentftems | L P Cleer

Representatives: — .

m Lew-AlRE DR Persaon In Charge: |zam yosemite

€ Lowwnseas

€ Lowwnsaes

m LOW-BENDW-B082E

e LOW-WR-EzBaT

Raise New Permit Logged in as Sam Yosemite (Logout)

» Home » Contractor Portal

Search ... »>

Type of Permit: | Airfieid Works | Area: |Lew-s3iDE-5LD-25 168 Aa () Search
- i London Gatwick Airport, Airfield, Buildings, Airside Operations Building ! Raise with Yourself in Charge
Shared Documents Company: a, jnoe) [l # +) Raise with Any Representative in

- () Clear
Representatives:

Charge
oo O

Person In Charge: |sam

2. Select the required‘PiC
from the returned results
(this could be a list or a

Raise New Permit Logged in as Sam Yosemite (Logout)

L ' Contractor Portal

Search .. »

Type of Permit: | Airfield Works v | Area: Low-ASIDE-BLD-2B168 e (3 search
i London Gatwick Airport, Airfield, Buildings, Airside Operations Building - CEETR e EE
single user) by clicking on s o — A noor I, e iy et
g y g Show Only — (2] Cluear
. Representatives: —
the arrow icon PesoninChare: s st

[[5 ][0 ][5 [0 ][50 ][50 | [A0] Mstches=1

@) Lon-smmonses:
© Lowarnsamer ETE —

1) Raise 2 new Permit

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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AIRFLD — scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’
detail page will become available for editing.

1. Enter a brief description of the works.
B Please avoid using the following characters

— — in this field ‘&, ‘<‘, >, ‘%’

Search » @B 8 7 dowe €& T o1 2. Enter more detailed description of
e e— Scope o ior / he scope of works to be undertaken

[ § .
Description: | Lorem ipsum dolor sit amet 3 Remember to adjust the start and
'$ LEWWR-55513 Scope of Work: Lor_e_n‘_l ipsum ~|:_Io|qr sit amgl. consecl_etur adipisci .. .
S e S ity o i IS dale AN times
B row-senow-snses . . <l l : ~ " - ' : .
@ rensmssse e ' . Additional locations can be added if
LGW-WR-45736 iSEnE | 31-May- o) hall} H H

® Location(s): | Gw.ASIDE_BLD. 28100 Aa required*, or enter free text if the

London Gatwick Airport, Airfield, Buildings, Aj deolocation iS Very SpeCiﬁC

Add:

Location Detaile . This will be prepopulated with the
Person-in-Charge: | Sam Yosemite. ISTEST 2, Change PiC selected on the ‘Raise New Permit’
] B creen. The PiC can be changed here
Purchase Order Number: | |sta757

Equipment to be worked on: |, o; papitasse platea dictumst ron the People tab
Tools: Mg wt eulamad lauiz 6. Complete this field to allow easy
Created On: 24-@‘(&45 by Sam Ygpsemite (Revision 1)

reference back to PO numbers used
for your works

* The scope of works refreshes in the background when \\[7. Free text fields for you to provide
adding multiple locations. Close the ‘area picker window to urther information

view selected locations |I e -
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AIRFLD - new permit generation

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.

B Permit: LGW-AIRFLD-93171 (Initiated)

» Home

Logged in as Sam Yosemite (Logout)

Search . > |ﬁ E-=\ f &, Change 3%,

B2 3 submit (X Reject | | B@

Shared Documents

ScopeofWorkI Method || People (1,0) | Attachments {None} | Werkflow (1) | Relafions (0.0) || InspectionsfAudits/CCRs (Mone)

| Recentitems | Descrip
LGW-AIRFLD-53171

B = Scope of Work:

€ Low-wR-ssa1s

€ Low-wn-s3sse

B LGW-BENDW-50965 Start On:
$ LEW-WR-53347 Finizsh On:
Location(s):

Location Details:
Person-in-Charge:

Work Package:

Purchase Order Number:
Equipment to be worked on:

Tools:

: |Lorem ipdym delor sit amet

fachigis quam itNibero ultrices blandit. Nulla est eros, iaculis nec nulla non, luctus fincidunt libero. Cras gravida condimentum
sagitlisNGras at rdys porititor, semper orci id, accumsan elit. Cras vel pellentesque est, id laoreet purus. Phasellus justo leo,

25-May-21
31-May-21

LGVV-ASIDE.BLD.2B 169 Additional tabs enabled. Details must be

London Gatwick Aport, eSS LIDPlied within some of these tabs
Aad before the permit can be submitted for
approval

Sam Yosemite, ISTEST &, Chawg

None
ISTETET

hac habitasse platea dictumst

Morbki ut euismod ligula

Created On: 24-May-21 10:45 by Sam Yosemite (Revision 2)

rem ipsun\elor sit amet. consectetur adipiscing elit. Praesent vehicula magna mi, pharetra tincidunt orci evismod at. Efiam

4
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AIRFLD - permit detalls

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

. Permit: LGW-AIRFLD-23171 (Initiated) Logged in 2= Sam Yosemite {Logout)

L = Contractar Partal

@58 7 avw ~

& = swmit 3 Reject ||§@|

Scope of Werk | Method | Pesple (1.0) | Astachments (Nans) | Werkflow (1) | Relations (0,0) | Inspections/Audits'CCRs (None)

Grey highlighted fields are |
A s mandatory; the permit cannot]
e submitted if these fields
are not completed

Taxiway closures required?: | / v = v <] ~]

2 v 2 v

Works to be conducted as per works schedule, AWL AAN:  Clvee Oy Stand closures required?:

Beware of aircraft blast:  lyae O pg

= v = v |

How much notice would your team require in order to make safe and
reinstate area for aireraft movement:

RoadiPax walkway route closures?:

Work anly within coned area:  (yae O pg What site markings will be in place?:

Leader vehicle in attendance when working outside coned area?:  Ciyae (g What is the RT Callsign?:

Men to proceed on foot with handtools only:  Cyes () Ng What is the access route?:
w

Site to be cleared at cessation of wark (Backfill Trenches, Remave spail etel:  (yas (o Where will vehi i be parked?:

Mark working area at cessation of work:  (iyee (g What equi will de used?:

NO work within 47.5M of TAXIWAY:  Cver (g

NO vehicle parking within 47.5M of TAXIWAY:  Cwee Oy Is there any other relevant i

Dedicated LOOKOUT or RT man Required?:  Ciyge O g
Work only outside clear and graded area:  yae g LOW VIZ RESTRICTIONS:

DO NOT ENTER ILS restricted areas without permission of ATCI TELS:  Ciyes (g HOTWORKS:

Remain CLEAR of IL5 restricted areas as per PARA 12 of safety instructions:  Cves (g No equipmenticranes above:

Maintain listening watch on GMC 121.8 OR TOWER 124.325:  Oiyee U pyg

Please supply any additonal information/Comments:

This section is to be completed by the Works Scheduling Approver team.
D0 NOT cbstruct Aircraft | Vehicle movement:  (Cige (g

Withdraw as necessary to allow aircraft to pass:  (Uyas (U g

Is a NOTAM required?: Oygs O g Wark allowed if runway 26R/0EL:

Be prepared to clear at shortnotice:  yee pyg Work allowed if runway 26LI0ER:

20000-XX-Q-XXX-GLN-172080 Rev 00 17




AIRFLD - oeople — PIC & work party

» Home » Contractor Portal

1. If a PiC was selected when the permit was

Search . S Change <%, Submit
foB g sne b B e Mirst raised, this field will be prepopulated
B e
e oo 575t i 10 mc‘lude addltloqgl work party members,
A ® Add Worker @—— click the ‘Add Worker’ link. This will open up a
pop-up window (ensure pop-ups are not blocked
= v o OMyOUT brOWSEN)

{(» No contacts specified.

1. Enter the name of the worker and click the search
icon. If you are unsure, just click the search icon to
3. When adding a new bring up a full list of names for the company which
worker, the company will E— ou can select from. Be mindful that this can slow
default to the person he system down significantly if the company has a
raising the permit. § Add & Stay large number of workers.

Worker Details: /.
Title: Worker: [user211] = ] Aa

IE':I Use Company Representative
i+ Use Global Representative

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

20000-XX-Q-XXX-GLN-172080 Rev 00 18 C___—“/../7 | m(: ﬁ




AIRFLD - adding a sponsor

. Permit: LGW-AIRFLD-79267 (Initiated)

Logged in as Edna E Mode (Logout)

Search .

Reports

Shared Documents

@ LGW-AIRFLD-T32E7

» Home » Contractor Portal

> |ﬁ E3 % l &Change o"°|E |:‘:':)Submit ®Reject | |<ﬁ @|

Scope of Work || Methed | People (2.0]| Attachmenis (Mone) | Workflow (1) | Relafions (0,0) | Inspections/Audits/CCRs (Mone)

Expected Work Party:

gjj;l. Enter the title ‘Sponsor’

5> Untick the ‘Guest’ checkbox  [*[3- Enter the name of the Sponsor

By Filled On |
F Mode

Contacts:

%q click the ‘Search’ icon

Contacts:
Title: [5ponsar Gu% Contact: [LiuhnSponsud ] @Addc4- If there are mUItlple matCheS,
{(» Mo contacts specified. eleCt the Sponsor name you

require
one or press Cancel. | r
5. The correct sponsor will

appear in the contact box. Next,
lick ‘Add Contact’

The search text matches the following people. Flease sg

) John Sponsor 1 (Gatwick Ainport Lid)

L John Sponsor 2 (Gatwick Airport Lid)

Title: Sponsar

Guest Contact: John Spensor 1 ./
O i+ Add Contact [

{» Nocontacts specified.

6. This will now move the sponsor

7. ‘Edit this row’
/.

Contacts:

/Jnto the ‘Contacts’ table. Click the

Edit this row’ icon to make any edits
e / suest [ Gomeet %"‘m to the sponsor’s name
/ o I
Contact Guest Mame Contact Mumber Email Address Job Title
Spnnsnr X lJohn Sponsor 1, Gatwick Airport Ltd jini

20000-XX-Q-XXX-GLN-172080 Rev 00 19 ﬁ
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AIRFLD - attachments

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.

| e e e | Use the drop down list to select the

1 as Edna E Mode {Logout)

Search .

ype of attachment to be uploaded e.g.

> |4 9 8 7 sowe » | B @se/idriSk @assessment

Ducuments Scope of Work | Method | People (2,0) | Attachynents (None) | Workflow (1) | Relations (0,00 | Inspections/Audits/CCRs (Mone)
| Recentttems | _ _
@ st__?m? The following types of document must be aftached: Method Statement, Rist : . " , N
D onan i . Nothing s been atachec. . Click ‘Choose File’ to navigate to the
€ Lonamssrs ocation of the document to be uploaded

Attachment Type: | Risk Assessment V|

Upload New Document: (5 Maximum E#eTpload Size = 5500 KB -
ke 3. Abrief comment can be added
Note: o—
/.C-B Attach i Clear

ere to give the attachment more

4. Click ‘Attach’ to upload the detail if required

document to the ork request

NI m Permit: LGW-AIRFLD-79267 (Initiated)

Logged in as Edna E Mode (Logout)
- Home » Contractor Portal

Search .

> ‘ﬁ B3 B # Achange o’hD|E &) submit 0 Reject

Shared Documents

)

Scope of Work | Method | People (2,0) | Attachments (2] | Workflow (1) | Relations (0,0) | Inspections/Audits/CCRs (Mone)

@ LGW-AIRFLD-T5267 = g types of 1t must be
GW-WR-45736

. Uploaded documents will be
S I — — =wr_ T Ishown in the attachments table

32.0Kb |

TEST_RA1.pdf EdnaE Mode &-Jun-2115:03
D Method Statement User

TEST_MS1.pdf Edna E Mode 8-Jun-2115:04 More info about document

@ Open Selected Attachments

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

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.

B Permit: LGW-AIRFLD-79267 (Approved)

1. Click the workflow tab to see the

» Home » Contractor Portal

progress of the permit

Search . 5 ‘lﬁ 23 & # A change o, | = | |<ﬁ @ |
——
| . . v ’ . 3 o . =
Shared Documents Scope of Work | Method | People (2,0) | Attachments (2) | Workflow (4) | Relations (0,0} | Inspections/Audits/CCRs (Mone)
o
Contractor Book Select Action  Signatory Transition Role Performed On  Comment Approved
_ @ Confimn  Innei Shum Authorisation  Woerks Sheduling Reviewer 8-Jun-21 1523 Reviewed at works scheduling W
E P — @ Review Innei Shum Authorisation  Airside Confrol Lead &-Jun-21 1522 OK vy
G- 79267
e T — Submit Edna E Mode &-Jun-21 15:06 v
GW-WR-4573
Created Edna E Mode T-Jun-21 16:13 W
€ Low-wr-ss7a7

Select Action

Signatory Transition

&1 Shum Authorization Works Sheduling Revie

. Click the ‘Select’ icon to view an
ntr

in more detail

= Review Innei Shum Authorisation  Airside Control Lead
Submit  Edna E Mode
Created Edna E Mode

Jun-21 15:22 0K
8-Jun-21 15:06
T-Jun-21 16:13

AN

& print sign-off using template: (Default Template) 5;:}/

Declaration |

| hereby confirm the iﬂﬁp&ciﬁed in this permit can proceed:

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

This section will show related permits. Whilst this functionality is enabled, it
is not widely used due to the dependency issues it can cause. Itis only

compulsory to relate specific permits, so unless the system prompts you,
avoid using this option.

. Permit: LGW-AIRFLD-79267 (Approved)

Logged in as Edna E Mode (Logout)

Search > ‘ﬁ 5a & ,7 £ Change o"’lo|E | |<ﬁ@‘

Reports

Shared Documents

o B

[=}
i g
W
I3}

ia
g
m
[=}
Q
g

@ LGW-AIRFLD-TS26T
9 LGW-WR-4573¢
€) Low-wR-as7a7

» Home » Contractor Portal

Scope of Work | Method | People (2,0) | Attachments (2) || Workflow {4) | Relations (0,0) | Inspections/Audits/CCRs (Mone)

{» This is not involved in any relationships.

{» Nothing has this as a dependant.

{» This iz not involved in any conflicts.
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AIRFLD - submit a permit

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.

Blermita b GMeARELD T itinted) 1. Click the ‘Submit’ button when the
T —————ermit is ready for submission
Search . * |[@ B3 & # Schange o, | B O submit 30 Reject @@
Scope of Work | Method | People (1.0) | Attachments (2) | Workflow (1) | Relations (0,0) | Inspections/Audits/CCRs (None)
SRR Lorer psum dofor st ame, eam eu lorem uciius 2. On-screen warnings will identify any
%ZZJZTFM@ g | i issing information that is still needed
%tjﬁjﬁjj e AIRFLD-79274 {Initiates or the permit. Ensure warnings are
i ' e remn R —siladhered to otherwise your permit could
. [ o Sund e eured? oo vave g be declined.
- Field What site markings will be in place? requires a value.

Shared Documents |

lr.f 5 B f 2 Change &%, | B0 (%) Submit X Reject qﬁ @
@ cov-

78274

Scope of Work | Method | People (1,0) | Attachments (2) | Workflow (1) | Relations (0,0) | Inspections/Audits/CCRs (None)

LGW-AIRFLD-T9274
@ LGW-AIRFLD-T3267
B rowcsirsms
@ LGW-CRON-T9273 Airfield Information
B rowcssmrsar

Works to be conducted

S— as PEFWTKS‘:&'II'?::E ®ves Ono Stand closures required?: ’ & £ -
|

Taxiway closures required?: ’
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AIRFLD - activate a permit

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.

B Permit: LGW-AIRFLD-79274 (Approved)

1. Check the status of permit has been

Search . >

Shared Documents

Contractor Book

IRFLD-T3274
GW-AIRFLD-T3275
GW-AIRFLD-T9267
GW-CEL-T32ES

GW-CRON-TS2T3

Iy approved

» Home » Work Requests |+ Penmits » Search » Contractor

| G2 8 # Acrnee @ @]

ScopeofWorkl Method | People (1,0) | Attachments (2) | Workflow {3) | Relations (0,0) he permlt IS ready for actlvatlon

. Click the ‘next steps’ icon to check

Description: Lorem ipsum doler sit amet. eam eu lerem lucilius
Scope of Work: | Lorem ipsum dolor sit amet, eam eu lorem lucilius, ei modo idgue libris est. Ei sea exerci nullam, nestro dictas nostrum ei has. Ut pro
munere vivendo, quot fritani complectitur sed ut. Vim ut quedsi veritus pericula, adhuc illum te sea.
Start On: |29-Jun-21 03 w1 00w Next Steps for Permit LGW-AIRFLD-79274 (Approved)
Finish On: |31-Jul-21 18 w0 00w
Location(s): ||| GW-ASIDE-BLD-2B159 = Rossiblé Actions: \ ——
London Gatwick Airport, Airfield, Buildings, Airside Of "'”’ Pefails
Counter-sign tig :
Location Details: — '
ocation ils ép,,m ) :
Person-in-Charge: | Yosemite Sam, ISTEST 2 Change Activate by CSC Technical Clerk. —

Work Package: | Nope

Purchase Order Number: ||=Ta757

Equipment to be worked on: | g yium perpetua has, eos e,

Tools: Per elit noluisse perig)

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

20000-XX-Q-XXX-GLN-172080 Rev 00
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AIRFLD - suspend/cancel/extend a permit

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.

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

/Works completed

Mill the wo
extend beyond
the permit end

usethe permit
again for these

Request Airside
Ye Control Desk to
extend permit
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Baggage Notification of Works permit (BENOW)

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

Review permit

Permitapplication
received

Baggage Systems
Engineer

Issue permit

——— e —— — —

- —

——— e —— — —

- — — —

| GAL Baggage
System engineer
| closes

20000-XX-Q-XXX-GLN-172080 Rev 00
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BENOW - raise a new permit

1. Access the ‘Raise New Permit’
creen via the Contractor Portal ->

P2W Home

» Home » Contractor Portal

— b o ot tonaa]  Work Revests Permits -> Process Permits -> Apply
=edrch . ‘ou last logg .
oo | A it ¥ 7ol o menu option
Recently Accessed Work Requests.: - =
Shared Documents B Process Repeats Receive Drawings
Work Request Number Last Accessed -
LGW-WR-45736 29-Nov-18 11:49 | My Permits Submit Permit to Dig
@ LGW-SIRFLD-T3267 LGW-WR-45737 29-Mov-18 11:28 <% Activate

e LGW

R-45736

Submit "As Built’ Drawings

O en . Click search icon to choose location

2. Select the Baggage S
Environment Notification of
Works type from the drop
down menu

=
$ LGW-WR-45736 Baggage Environment Nofification of Works

$ LGW-WR-45737

(Select Type) v | Area: o @ searcn@
I @ Raise with Yourself in Charge
* | (Select Type) @ Raise with Any Representative in Charge

(=) Clear

L. | Airfield Works

Cranes (Off-Airport)

Cranes {On-Airport)

Pick Area
Life Safety Systems - Fire Alarm Izolations

F2W-5 Pre-Production (Windows 20 {2021 ["] Show Register Entries [ | Show Schematics |
Limitation of Access Electrical

e | . Select location

E--. Lendon Gatwick Airport (LGW) €

- Airfield (LGW-ASIDE-20573) €4 of Wo rkS

I North Terminal (LGW-BLD-20700)

Service Clearance

= South Terminal (LGW-BLD-20205)

E| Airside (LGW-ASIDE-BLD-20208) T,

B Level AQ - Services Subway (LGW-ASIDE-BLD-20206-LAC)

& Level 00 - Apron Level (LGW-A SIDE-BLD-20206-L00)

- Bapgage Sort Areas (LGW.ASIDEBLD-20205-L00-858) O,

L. Immigration & Buffer Lounge (LGW-ASIDE-BLD-20206-L00-MIGRTN)

i+~ Plantrooms (LGW-ASIDE-BLD-20205-L09-FR)

Rooms/Offices (LGW-ASIDE-BLD-20206-L00-RO)

Toilets, Showers & Baby Changing (LGW-A SIDE-BLD-20206-L00-T58)
[t~ Level 10 - Mezzanine Level (LGW-A SIDE-BLD-20205-110) €

- Level 20 - Concourse Level (LGW-ASIDE-BLD-20206-L.20)

G- Layal 30 | eval Ugoer |DL (LGVW-ASIDE-ELD-202081 301 €L

20000-XX-Q-XXX-GLN-172080 Rev 00 27 C___—“/../7 m(: ﬁ




BENOW - person in charge (PIC)

Raise New Permit

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

permit *

Logged in as Edna E Mode (Logoul)

Type of Permit: | Baggage Environment Nafification of Works | Area: |LGW-LSIDE-BLD-20206-L 10-DBR | 52T,

» Home = Contractor Portal
Search . >
@
Shared Documents Company:
show only
Representatives:
@ LEW-AIRFLO-T32E7
Person In Charge:
@ LGW-WR-45736
Q LGW-WR-45737

London Gatwick Airport, South Terminal, Landside, Level 10 - Mezzani
. Level, Domestic Baggage Reclaim Hall

Search *
) Raise with Yourself
in Charge
@ Raise with Any
resentative in
arge
Clear

@), [,

/

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
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BENOW - searching for PiC by company name

1. Enter the name of the company of the PiC for
the permit and click the search icon

Raise New Permit

» Home » Contractor Portal

Logged in as Edna E Mode (Logout)

Search . >

N\
Type of Permit: | Baggsge Environment Nofiioagion of Works v | Area: |LGW-LSIDE-BLD-20206-L10-DER | G312,

London Gatwick Airport, South Terminal, Landside, Level 10 - Mezzanine

Shared Documents

Company: [ISTEST

] o Level, Domestic Baggage Reclaim Hall ﬁ 13, |:|

B Low-airrioseer
€ Lowwr-ss73e
€ Low-wR-45737

Show Only D
Representatives:

Person In Charge:

M ISTEST
(* Search

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.

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

Pick All Company

i) Search

i) Raise with Yourself
in Charge

i) Raize with Any
Representative in
Charge

= Clear

Pick All Company

Name: test
=) Search

2 =[] =]z ] (0] [Cs0] (] Mstches=23
a:

Select Company a
@ Ascom Network Testing Ltd

(= Celtest Ltd

Pick All Company

CIRCUIT ELECTRICAL TESTING Name: ISTEST
Consfruction Testing Solutions Ltd t'a @ Search
Infrastructure. -

Dynatest International
B =
ELECTRICAL TESTERS LIMITED =[] [E] Matches=1
Electrical Testing Ltd
Geo Site and Testing Services Select Company & Contact Number Services Rating

Happen test P2/ ®  IZTEST 01254 123456
Hawkesworth Appliance Testin

intratest Limited
[and Testing Limited

ISTEST

James Fisher Testing Services Lid

PEO\Q PPERPER @ @@

Litestructures Projects Ltd
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BENOW - searching for PiC by name

1. Enter the name of the PiC and

Raise New Permit

Logged in as Edna E Mode (Logout)

» Home # Contractor Portal lick search

Type of Permit: | Baggage Environment Nofification of Works v |  Arsa<{LGW-LSIDE-BLD-20206-L10-DER | 529, © Search
@ London Gatwick Airport, South Terminal, Landside, Level 10 - Mezzanine @Cia'se with Yourself
) ) - in Charge
2 L I, D tic B Recl Hall 3 N X
Company' evel, Domestic Baggage Reclaim Ha (3) ) Raise with Any
Show Only O Representative in
Representatives: Charge
Person In Charge: [Wile Coyote ¥ Clear
€ Low-wRr-asTae
€ o577

Raise New Permit

Logged in as Edna E Mode (Logout)

Search . >

2. Select the required'PiC
from the returned results

» Home » Contractor Portal
Type of Permit: | Baggage Environment Notification of Warks w | Area: |LGIV-L SIDE-BLD-20206-L10-DER | jH€, ) Search ,
London Gatwick Airport, South Terminal, Landsidma, Level 10 - Mezzanine Level, g Raise with Yourself in
i . . arge
Company: , Domestic Baggage Reclaim Hall (3 D @ Raise with Any
Show Only D Representative in Charge
Representatives: @ Clear
Person In Charge: |Wile Coyote

(this could be a list or a
single company) by clicking
on the arrow icon

=

[5][0[35 [20][®0 |[50][AI] Matches=2

Select Mame & Rating

@) Wile Coyote, Tester, ACME (01234 567 891)
= Wile Coyote, ISTEST

Raise a new Per

Raise New Permit

b Home

» Work Requests b Permits

Logged in as Edna E Mode (Logout)

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

i@ Wile Coyote, Tester, ACME (01234 567 891)

3 Wile Coyote, ISTEST

Level, Baggage Sort Areas

Type of Permit: | Baggage Environment Notification of Works v ‘ Area: LGW-ASIDE-ELD-20208-L00-BSA ;ﬂ @ Search
London Gatwick Airport, South Terminal, Airside, Level Y® R"“T’E_W:;:
ourseltin arge
A 00 - A Level, B Sort A 3 . N 3
Company: a, - Apron Level, Baggage Sort Areas (3), @ e o
Show Only \:‘ Representative in
Representatives: Charge
Person In Charge: | wile coyote @ Clear
[HEN [N
Select Name & Rating

@ Raise new Baggage Environment Notification of Works Permit with Wile Coyote in charge at London Gatwick Airport, South Terminal, Airside, Level 00 - Apron

20000-XX-Q-XXX-GLN-172080 Rev 00 30
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BENOW - scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’
detail page will become available for editing

1. Enter a brief description of the
orks. Please avoid using the
ollowing characters in this field
‘ ’ ‘o/i

New Baggage Environment Notification of Works ‘ &; <t ed in as Edna E Mode (Logout)

» Home » Contractor Portal

Search . » [d B2 2 F 2chage | (& N . .
CE e | 119 2. Enter more detailed description of

Scope of Work
S5hared Documents

the scope of works to be undertaken

Description: Lorem ipsum daolor sfamet .
Y — Scope ofors e psu s s ane o< o oy et i o g . Remember to adjust the start and
gtjjjj::j:jjf b ad o4 pot cis dlsoulation 1o sl afen sensect v pereemiase omam mfiNish date and times

start On: [15.Jun-21 | (ig) 05 w |
Finish On: |16-Jun-21 | (18) 08 v |

Location(s): ||| G\\-LSIDE-BLD-20206-L10-DER | G=l S,

4. Additional locations can be added if
required *, or enter free text in the

Add:

Location Details:

. This will be prepopulated with the

Tools

Created On

Person-in-Charge:

Work Package:
Purchase Order Number:

Equipment to be worked on:

Wile Coyote, ACME
None
650003975

Curabitur pretium

PiC selected on the ‘Raise New Permit’
creen. The PiC can be changed here
r on the ‘People’ tab

6. Complete this field to allow easy

© | Wivamus ool o, cursus 3ed id, pharstra yar
prefiun glementum.
: 14-Jun-21 15:54 by Edna M 3

* The scope of works refreshes in the background

when adding multiple locations. Close the ‘area 7. Free text fields to provide further
picker’ window to view selected locations n :
information

20000-XX-Q-XXX-GLN-172080 Rev 00 31
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BENOW - new permit generation

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.

Search .

Shared Documents
@ LEW-BEHOW-T3268
@ LEW-AIRFLD-T32ET
Q LGW-AWR-45738
€ Low-wR-ss737

» Home

‘ﬁ EE] % j &Change L

ScopeofWorkl Metw People (1,0} | Attachments {Mone} | Werkflow (1) | Relations (0,0}

B permit: LoW-BENOW-79268 (Initiated)

Permit number
and status

» Contractor Portal

= O submit (% Reject

IE)

Logged in as Edna E Mode (Logout)

Scope of Work:

Description

Start On:
Finizh On:
Location|s):

Location Details:
Person-in-Charge:

Work Package:

Purchase Order Number:
Equipment to be worked on:

Tools:

Created On:

Lorem ipsum deolor sit amet

oszlAdditional tabs enabled. Details must be

e supplied within some of these tabs

Ada: pefore the permit can be submitted for
approval

LGW-LSIDE-BLD-20208

Wile Coyote, ACME 2 Change
None
B30003975

Curabitur pretium

Vivamus orci orci, cursus sed lacus id, pharetra varius tellus. Munc placerat sapien furpis. Aliguam interdum tellus bibendum leo
prefium elementum.

14-Jun-21 15:54 by Edna E Mode (Revision 1)

20000-XX-Q-XXX-GLN-172080 Rev 00
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BENOW - permit detalls

The ‘Method’ tab must be completed if undertaking works within Baggage areas, or areas
that may impact the baggage operation.

B Permit: LGW-BENOW-79268 (Initiated)

» Home » Contractor Portal

Search . 3 ||Y$ 53 & # A cChange M, | B (@ submit () Reject | |(ﬁ @ ‘

Shared Documents

Scope of Work | Method || People (1,0) | Attachments {Mone) | Workflow (1) | Relations (0,0}

Grey highlighted fields areI
mandatory; the permit

e

@ LGW-BENOW-T5268
@ LGW-AIRFLD-T3267
€ Lowwr-asTae
€ Lowwr-asT?

o«

Has approval been given by the Handling Agents for access to the Baggage System: ()

Company: |

Handling Agents Representatives Name: |

Handling Agents Phone No: |

Has approval been given by the Manager of Belt Opperations (MBO) for access to the Baggage System:

Will there be a requirement for Portering (Caging): O

Has Portering/Caging been arranged with Terminal Management: '3::3'

MEQ's Name:

Have you and your staff completed the Baggage Smart induction: -Z::Z-
If the work you are undertaking requires a Hot works Permit (EI 508), please confirm that you will apply for a hotworks permit: -Z::Z-

If the work you are undertaking requires change control (El 586), please confirm you have applied for this: ":::"

Will electrical isclation of the Baggage System be required: ()

If electrical isolation of the Baggage System is required, please confirm that you will apply for this: -Z::Z-

cannot be submitted if
these fields are not
ompleted
|
|
|
Oves Ono
Yes

20000-XX-Q-XXX-GLN-172080 Rev 00
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BENOW — PIC & work party

B Permit: LGW-BENOW-79268 (Initiated)

Logged in as Edna E Mode (Logout)

1. If a PiC was selected when the permit was

» Home » Contractor Portal

Search >

4 B3 & # Lchange v, |2 3 submit X el

irst raised, this field will be prepopulated

Shared Documents Scope of Work | Method | People (1,0) | Attachments (Ndne) |TTGTRIoW RETENaNS (0.0]

Expected Work Party:

R | vanmarmty . _

& wmars T o T ress esd?. To include additional work party members,

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

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

T::t::‘::ts. Guest Contact: On your browser)

. 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
default to that of the PiC you can select from. Be mindful that this can slow

— —4 the system down significantly if the company has a
Jon e / mo osemte J&%" Jlarge number of workers.
ompany:

@ Use Company Representative
(¥ Use Global Representative

. When adding a new
orker, the company will

gl Add [FAdd & stay

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

20000-XX-Q-XXX-GLN-172080 Rev 00 34 d |
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BENOW - adding a sponsor

Logged in as Edna E Mode (Logout)

D Permit: LGW-BENOW-79268 (Initiated)

» Home » Contractor Portal
Search . > |ﬁ By & # A change o‘h°| = &) submit (%) Reject ‘ |(ﬁ @
Mm| Atlachments (None) | Workflow (1) || Relations (0,0}
Rewnl“!ms Expected Work Party:
@ wewearen
¢=l. Enter the title ‘Sponsor’ w10 |
- P wwaei3, Enter the name of the Sponsor
Untick the ‘Guest’ checkbox and click the ‘Search’ icon

The search text matches the following pecple. Please select one or press Cancel.

Contacts:

Title: Sponso

@ L -
Guest O Contact: !Juhn Sponser” | ¥ Add Contact

If there are multiple matches,

() John Sponsor 1 (Gatwick Airport Lid)

) John Sponsor 2 (Gatwick Airport Lid)

select the sponsor name you
require

5. The correct sponsor will
appear in the contact box. Next,

/Tclick ‘Add Contact’

Contacts:
Title: Sponsor Guest D Contact: éJ\u-hn Sponsor 1 @Add Contact i
TEE—
Contacts:
Title: Guest O Contact: e E—}Add Contact
Contact Guest Mame Contact Number Email Address Job Title

Sponsor

X e

John Sponseor 1, Gatwick Airport Ltd i

the sponsor’s name

6. This will now move the sponsor into the ‘Contacts’
table. Click the ‘Edit this row’ icon to make any edits to

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

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.

A A e E Ll . Use the drop down

Search .

|ﬁ 53 & # A chang o“o|E @Submy

list to select the

Logged in as Edna E Mode (Logout)

ype of attachment to be uploaded e.g.

risk assessment
Shared Documents Scope of Work || Method | People (2,0) | Attachmgnts (None) | Workflow (1) | Eelafi L0000

B row-senowrsaes
@ LGW-AIRFLD-T92€7

9 LGW-WR-45736

The following types of document must be atfached: Method Statement, Risk

{» Nothing has been attached.

. Click ‘Choose File’ to navigate to the
location of the document to be uploaded

9 LGW-WR-45737

Attachment Type: | Rizsk Azszessment hd
(» Maximum FileHfload Size = 5500 KB
TEST_RA1pdf

Note:

.—/. @ Attach

Search

Upload New Document:

4. Click ‘Attach’ to
upload the
document to the
work request

@ Clear

B Permit: LeW-BENOW-79268 (Initiated)

» Home » Contractor Portal

4 ||ﬂ Ga 8 # &cChange a’r.,|IE (3 Submit %) Reject

[ [s@]

3. A brief comment can be added

ere to give the attachment more
detail if required

e

Logged in as Edna E Mode (Logout)

Shared Documen: ts Scope of Work | Method | People (2,0) ‘ Afttachments (2) | Workflow (1) | Relations (0,0)

m The following types of document must be attached: Method Statement, Risk Assessment

B rowamrLomze ' Type Source Item Attached By ~ AttachedOn  Comment File Size (Kb)
© s [ Method Stalement User  TEST_MS1.pdf EdnaE Mode 14-Jun-2116:50

e e D Risk Assessment  User TEST_RA1.pdf Edna E Mode

14-Jun-21 16:50 More i

) . Uploaded
m:m

3] Open Selected Attachments

Attachment Type: |Airpnrl Information Motice 4

Upload New Document: (3 Maximum File Upload Size = 5500 KB

Mo fle chosen

Note:

() Attach

) Clear

ocuments will be
hown in the
ttachments table
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BENOW - workflow

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.

R — 1. Click the workflow tab to see the

>gout) @
»Home W Contractor Portal progress of the permit
> (@ D 8 F Ao |2 [[8e]
_ _
Shared Documents Scope of Work | Methed | People (2,1) | Attachmenis (2) | WorkflowY=) | Relations (0,0)
Contractor Book Select Action  Signatory Trangition Role Performed On  Comment Approved
_ @ lssue Innei Shum lzsuing GAL Engineer - Eaggage Systems  14-Jun-21 17:07  lssuing permit v
@ J— aes PP-V-P  Innei Shum 14-Jun-21 17:07 Payment Point for Verification of Qualifying Permit raised directly v
G- W-T
@ [ — @ Review Innei Shum Authorisation GAL Engineer - Baggage Systems  14-Jun-21 17:07 v
GW-4 -THIET
Submit Edna E Mode 14-Jun-21 16:52 v
Q LGW-WR-4573E
Created Edna E Mode 14-Jun-21 16:11 v
€ Low-wRss7a7
B permit: Low-BENOW-79268 (Active) Loo0edin as Edna E Maode (| agoud)

R P —— . Click the ‘Select’ icon to view an

Search . » o H d .I f e, . I bI
R 22 8 # Lo x| = entry In more detall if it I1s avallable
Shared Documents Scope of Work || Methed | Peg 2.1) | Aftachments (2) | Workflow (5) | Relations (0,0}
Contractor Book Seel:e;l)mgnﬂlory Transition Role Performed On Comment Approved
_ Issue Innei Shum Issuing GAL Engineer - Baggage Sysfems 14-Jun-21 17:07  lIssuing permit W
@ [P . PP-V-P Innei Shum 14-Jun-21 17:07 Payment Point for Verification of Qualifying Permit raised directly v
G- W-TS
@ CWAIRFLDS2E @ Review Innei Shum Authorization GAL Engineer - Baggage Systems 14-Jun-21 17:07 v
GW-A 73287
Submit Edna E Mode 14-Jun-21 16:52 W
Q LGW-WR-45738
Created Edna E Mode 14-Jun-21 16:11 v
Q LGW-WR-45737
&L Print sign-off using template: (Default Te w

20000-XX-Q-XXX-GLN-172080 Rev 00 37 C___—"/,/7 | m(: % |




BENOW - relations

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.

D Permit: LGW-BENOW-79268 (Active)

Logged in as Edna E Mode (Logout)

» Home » Contractor Portal
Search. > R8BS Ao = | [8@|
Shared Documents Scope of Work || Method | People (2,1) | Attachments (2) | Workflow (5) | Relations (0,0}

{» This is not involved in any relationships.

[ER— {» Nothing has this as a dependant.
B row-senow-rszs

@ LGW-AIRFL

Q JT— {» Thig iz not involved in any conflicts.
Q LGW-WR-457
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BENOW - submit a permit

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.

D Permit: LGW-BENOW-79276 (Initiated)

» Home

» Work Requests » Permits

Search . >

& B3 & # Achange o, | = O submi %) Reject

| nanad in ac Fdna F Mode (L ogout)

1. Click the ‘Submit’ button when the
permit is ready for submission

Shared Documents

Scope of Work || Method || People (1,1) || Attachments (1) | Workflow {1) | Relations (0,0}

The following types of document must be attached: Method Statement, Risk Assessmeant

@ LGW-BENOW-TS278
@ LGW-AIRFLD-T3274
@ LGW-AIRFLD-T3275
@ LGW-AIRFLD-T32ET

B Lowcsirazes

[ Type
[] RAMS User

Source ltem Attached By  Attached On Comment File Size [

D Permit: LGW-BENOW-79276 (Initiated)

» Home » Work Requests = Permits - Search

2. On-screen warnings will identify any
TEST _RA1.pdf Edna E Mode 29-Jun-21 10:10 Combined RAMS BSmISSIng Informatlon that IS Stl” needed
or the permit. If you have provided
I clevant information, ensure a comment

Searc. d d
Upload Ni | Ssarch e (> To proceed with the Submission you must acknowledge arnings with 4|S ente re prlor to procee Ing
Shared Documents @ Required document(s) have not been att; TMethod Statement, Risk Assessment.
@ LGW-BENOW-TS2TE RA and M5 are combined in ene document and have been uploaded as an attachment
@ LEW-AIRFLD-79274
= @ LEW-AIRF

@ Proceed @ Cancel

@ LGW-AIRFLD-T5267

@ LGW-C 5L-79289

Scope of Work | Method | People (1,1) | Attachments (1) | Workflow (1) | Relations (0,0)

The following types of decument must be attached: Method Statement, Risk Assessment

Type Source Item Attached By  Attached On Comment

RAMS  User TEST_RA1.pdf EdnaE Mode 29-Jun-2110:10 Combined RAMS

File Size (Kb}

83.0Kb

@ Open Selected Attachments
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BENOW - activate a permit

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.

Search .

Shared Documents

Contractor Book

B ow-senow-rszrs
B rew-smrLo7szns
B rew-smrLo7szs
B ow-sirFLDT3287
B owcsiTszes

T — 1. Check the status of permit has been
» Home » Work Requests B Permits W Search » Contracto U”y apDYOVEd

> |Ji 23 & # Achange

Scope of Workl Method || People (1,1) | Attachments (1) | Workflow {4) | Relations (0,0}

he permit is ready for activation

. Click the ‘next steps’ icon to check

Description:
Scope of Work:

Lorem ipsum deolor sit amef, cu eum decore aliquando

Pri ne simul viderer philosophia. His et -deli_cata ur_ba_nitas_ ass e_nli or, rr_|ei _amel insulens_ ad. Prima quaer&l_'ldum phil us_ophia duo ad, et

«duo novum pertinacia. Pri ut aperiri d . ‘

Possible Actions:
LGW-ASIDE-BLD-20206-L20-BR

London Gatwick Airport, South Ter

Next Steps for Permit LGW-BENOW-79276 (Approved)

f%
A

Start On: | 30-Jun-21

03 w0 00w

Finish On: | 31-Aug-21 05 w0 00w

Location(s):
View Details

/ Counter-sign

Location Details:
& print

1 eI, = =
Perzon-in-Charge: 'Wile Coyote, ISTEST & Change g - | R =
2} 1ssue by GAL Engineer -
Work Package: | None Bapgage Sysiems ‘
=0 send Email )
Purchase Order Number: | gsoopo7393 Decline
ifi i . Reschedule
Equipment to be worked on: | Tg jorem possim gudeque nam State Notifications:
— - = B4 Not Authorised ol
Tools: |Utsale adi Ing mea, sea nisl oratic £qRejected -~

Issue ‘
(| P

Active <

- :

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

20000-XX-Q-XXX-GLN-172080 Rev 00
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BENOW - suspend/cancel/extend a permit

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.

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

/Works completed

Mill | needte
use the permit
again for these

Request Baggage
Engineer to extend
BENOW

Request Baggage Request Baggage

Engineer to suspend
BENOW

Engineer to cancel
BENOW
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Confined space permits (CSL/CSHM)

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

Confined Space (Low/med/high risk)

Permita ppllcatlon Low—»| Approve permit Prints permit
received

Med/High

Authorised Person
(AP)

A 4

Activate permit »  Cancels permit Closes out permit
Approve permit

Senior Authorised
Person (SAP)
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CSL/CSHM - raise a new permit

P2W)

Search . > = Work Requests

You last logg:

= Permits

B Process Permits I Apply

A

Recently Accessed Work Requests.:
Shared Documents

= Process Repeats Receive Drawings

Work Request Number Last Accessed

LGW-WR45736 29-Mov-18 11:48 4]
B Low-sreioseer LGW-WR45737 29-Nov-18 11:28 4%

My Permits Submit Permit to Dig

Activate

9 LEW-WR-4573E
9 LEW-WR-45737

Raise New Permit

Submit "As Built’ Drawings

» Contractor Portal

. Click search icon to choose location

1. Access the ‘Raise New Permit’
creen via the Contractor Portal ->
Permits -> Process Permits -> Apply

menu option

2. Select the Confined Space

ype of Permit: | (Select Type) i
permit type from the drop down | comeany:| goci7ype,
menu. Note: There are two resentatives!

n In Charge:

Airfield Works

types of Confined Space permit
available (Low and Med/High
risk).

Baggage Environment Metification of Werks

Confined Space (High/Medium)

Confined Space (Low)

¥ Search

@ Raise with Yourself in Charge
(-:') Raise with Any Representative
in Charge

{3 Clear

Pick Area

D Show Register Enfries D Show Schematics

Tree | Grid

Close

Note: The same steps apply when raising low or md/high risk
confined space permit. The method tab will detail the differences.

20000-XX-Q-XXX-GLN-172080 Rev 00
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E-. Lendon Gatwick Airport (LGW) €

4. Select location of works

- Airfield (LGW-ASIDE-20573) ‘€
I Morth Terminal (LGW-ELD-20700) ©,

-+ South Terminal (LGW-BLD-2020)

Wi-A 5IDE-BLD-20208) €

B Level AD - Services Subway (LGW-ASIDE-BLD-20206-LAC)
avel 00 - Apron Level (LGW-ASIDE-ELD-20206-L00)
B Baggage Sort Areas (LGW-ASIDE-ELD-2025
i Immigration & Bufer Lounge (LGW-ASIDE-BLD-20206-L DI-MIGRTN)
L. Plant raoms (LGW-A SIDE BLD-20206-L00-FR)

L. Rooms/Offices (LGW-ASIDE-ELD-20206-L00-RO)

L. Toilets, Showers & Baby Changing (L GW-A SIDE-BLD-20206-L00-T58)

evel 10 - Mezzanine Level (LGW-A SIDE-BLD-20206-L10) €
evel 20 - Con

[H- Lavel 20 .

course Leval (LGW-A SIDE-BLD-20205-0.20) ©,

1 evel Upoer |DL (LGW-A SIDE-BLD-20206-L 301 €

—_—

|

—_—

S <



CSL/CSHM - person in charge (PIC)

Raise New Permit

» Home

= Contractor Portal

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

Logged in as Edna E Mode (Logout)

Search .
sare > Type of Permit: | Confined Space (Low) v| Area: LGW-ASIDEEXTSUB-SUBBQ | R ) Search J )
Re Lendon Gatwick Airport, Airfield, External Substations (3} Raise with Tourself in
Shared Documents Company: o, Substation BQ (3}, %amiese with Any
Show Only Reprfsentative in Charge
R tatives;
B Low-senow-7s2es AL, ) Glear
Perzon In Ch
@ LGW-SIRFLD-T3Z2ET Q

9 LGW-WR-45736
9 LGW-WR-45737

l

3. Alternatively, search on the
name of a person by entering the
name and then clicking Search. **

2. If raising a permit with a PiC
from another company, use the

4. If the PiC is unknown at this
stage, click here to raise with a

blank PiC.

Company search function by
typing in the name and clicking
on the search icon

* 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

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

the permit and click the search icon

Raise New Permit

= Home » Contractor Portal

Logged in as Edna E Mode (Logout)

Name: |STEST

./. ) Search

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

Type of Permik; | Confined Space (Lowi) v | Area: [LGW-ASIDE-EXTSUBSUBBQ | @ > TETEN )
\r London Gatwick Airport, Airfield, External Substations, g Raise with Yourself in
: arge
: @ Substation B 3 . )
Company: [ISTEST Ty Q (3), A () Raise with Any
Show Only D Representative in Charge
Representatives: i) Clear
GW-AIRFLO-TS2ET Person In Charge: Pick All Company

Pick All Company

Name: test

() Search

® s ]e ][]z (e (o] [an] Matches=23

2
CIRCUIT ELECTRICAL T

Select Company
& Construction Testing Solu Name: ISTEST
- Infrastructure.

Pick All Company

= 3 ) Search
@ Dynatest Internstional

) ELECTRICAL TESTERS =

Electrical Tasting Ltd T El l:l Matches=1

+|  Geo Site and Testing San

Select Company a Contact Number Services Rating
* Hawkesworth Appliance T ’(-:-I' ISTEST 01254 123458

"::' Happen test P2W

or a single company), this will in turn
return a list of employees for the
company.

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

) intratest Limited
= Intreland Testing Limited
@ 1sTEST
":' James Fisher Testing Ser

'::' Litestructures Projects Lic
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Close
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CSL/CSHM - searching for PiC by name

Raise New Permit 1. Enter the name of the PiC and RE NS ST

» Home » Contractor Portal lick search

Search . »

Shared Documents
@ LGW-BEMOW-T32E8
@ LGW-AIRFLD-T32ET
9 LGW-WR-4573E
9 LEW-WR-453737

Type of Permit: | Confined Space (Low) vJ/AéLGW-ASME-ExTSUB-SUB B0 | FHQ 93 search

@ London Gatwick Airport, Airfield, External Substations, {3 Raise with Yourself in
Company: Substation BQ ﬁ {3) E %Eg;e R
Show _Dnly D Representative in Charge
Representatives: (=) Clear
Person In Charge: [Wile Coyote ]

Raise New Permit

» Home » Contractor Portal

Logged in as Edna E Mode (Logout)

()]

icon

n
Search .
sar ’ Type of Permit: | Confined Space (Low) v| Area: |LGW-ASIDE-EXTSUB-3UBBQ | B9y i3) Search
@ London Gatwick Airport, Airfield, External Substations, {3) Raise with Yourself in
Shacgd Documents Company: ), Substation BQ (3), Charge

2. Selectthe required  |[r=w—— Show Only

Representatives:
IW-BENOW-T5288

PiC from the returned Person In Charge: |Wile Coyote

@ Raise with Any
Representative in Charge

3 Clear

results (this could be a | N EY Y -

list or a single company)
by clicking on the arrow

W-AWR-45737

Select Mame o Rating
3 Wile Coyote, Tester, ACME (01234 567 §91)
@  Wile Coyote, ISTEST

@ Raise a new Permit

Raise New Permit

» Home » Contractor Portal

Logged in as Edna E Mode (Logout)

enabled. Click the arrow icon to be
taken to the next step

Search
sare L Type of Permit: | Gonfined Space (Low) v| Area: [LawASIDEEXTSUBSUBEG | GO ) search
@ London Gatwick Airport, Airfield, External Substations, ) Raise with Yourself in

Representatives:
Person In Charge: Wile Coyote

3. Once a PiC name is selected, the swsaionoa. G o), 2 5 e with Any
option to raise the permit will be

Representative in Charge

(3 Clear

[s 0o j[s][zv ] [eo ][ so ][ Ar]

Select Name a Rating
& Wile Coyote, Tester, ACME (01234 567 8981)
@& Wile Coyote, ISTEST

1) Raise new Confined Space (Low) Permit with Wile Coyote in charge at London Gatwick Airport, Airfield, External Substations, Substation BQ
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CSL/CSHM — scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’
detail page will become available for editing

New Confined Space (Low)

» Home » Contractor Portal

1. Enter a brief description of the
works. Please avoid using the as Edna E Mode (Logout)
ollowing characters in this field ‘&’, ‘<,
i>” i%’

Search . s |L'r-f B & F Lchnge | | @ - —

Scopear or| 2. Enter more detailed description of

e documens F the scope of works to be undertaken

Description: Lorem ipsum delor sit amet, -

@ LEW-BENOW-T52658 Scope of Work: Lure|mt|psum dulolsidar'?et se;l C|V|Acalz: an. id ecs t|b|que aliguand . Remember tO adeSt the Start and
LGW-AIRFLD-T32ET Cconienuones ea Ius 12 Moderanus vitluperata, No aSSLUAA H . . .

%LS'&'-.‘;R..{E?CE essent penculan fe. Sea te impedit accumsas- pEed cum.i |n|Sh date and t|mes
P Start On: |23-Jun-21 -IJS o = = .

& cenmisr . Additional locations can be added if

Finish On: [31-Jul21 | i) [18 v |
Location(s): ||Lew-ASIDE-EXTSUB-SUBBQ | GT, reqUIred * or enter free text in the

London Gatwick Airport, Airfield, External Substations, Substation B Locatlon Detalls fleld |f the Iocatlon is

Add: T4
ery specific
Location Details: - - -
Person-in-Charge: Wile Coyote, ISTEST Change . ThlS W|” be prepopl.”ated W|th the
Work Package: | None PiC selected on the ‘Raise New Permit’
Purchase Order Number: 5500006744 screen. The PiC can be changed here

Equipment to be worked on: |g5 paulo interpretaris

Tools: |lgneta konomm invenire in vis, ef fasis gﬁgmm Elatenem pestulant h

5 —

Created On: 22-Jun-21 15:02 by Edna EMGWN ) Complete thls fleld to aIIOW easy
eference back to PO numbers used
or your works

r on the ‘People’ tab

* The scope of works refreshes in the background

when adding multiple locations. Close the ‘area  [7. Free text fields to provide further
picker’ window to view selected locations A .
information
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CSL/CSHM - new permit generation

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 completi

Permit number
B Permit: Low-C'SL-79269 (Initiated) and status Logged in as Edna E Mode (Logout)

» Home

Search . > ‘ﬁ a 8 f & Change o, | B (3 submit X! Reject | |iﬁ @

' . . - , : -
Shared Documents Scope of Work l Methed | People (1,0) | Aftachments (None) | Workflow (1) | Relations (0,0) | InspectionsfAudits/CCRs (None)

Describtion:

= |Lorem ipsum dolo sit amet,

@ LGW-CSL-T3288
@ LGW-BENOW-T5288
. esdent pericula pri te. \§ea te impedit accumsan. Ex eius sadipscing cum, idgue mundi similique at per. s
B row-smrLo-7szer
€y Low-wR-ast3e Start On:
9 LGW-WR-45757 Finish On:
Location(s):

Scope of Work\Lorem ipsum delor it amet, sed civibus delicata an. id eos tibigue aliguando. Vim ex ipsum elogquentiam dissentiunt, deseruisse

dgnientiones ea ius. Xd his moderatius vituperata, ne assum nihil eum. Cum semper vecent adipiscing uf, putant scriptorem ne usu,

A ddltlonal tabs enabled Details must be
Supplied within some of these tabs 4
before the permit can be submitted for
approval

Add:

Location Details:

Person-in-Charge: |Wile Coyote, ISTEST & Chan
Work Package: | Nope

Purchase Order Number: gsopoosras

Equipment to be worked on: g5 paulo interpretaris

Tools: Ignota boncrum invenire in vis, et facilis offendit nam. Platonem pestulant his no, ut sit tale viris lacreet.

Created On: 22-Jun-21 15:09 by Edna E Mode (Revision 1)

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

The low risk Confined Space permit consists of three method tabs which need to be
completed in order to submit the permit for approval.

B permit: LeW-CSL-79269 (Initiated) Logged in as Edna E Mode (Logout)

e — Complete all
Search . ‘ﬁ Ee] % f &Change o"o|E |:':':)Submi‘t ®F{ejec LT hree tabS

»
S 1
Reporis Scope of Work | Method | People (1,0) ments [None]W] %aliu-ns (0,0) | Inspections/Audits/CCRs (Mone)

Shared Documents

Documentafion | Communication Methed and Emergency Planning | Staff Information

B row-csirszes
B rowcsiszn
B rowcsrmrszr
€5 LowwrseTse

@ LGW-C SHM-T3Z70

Methed Statement Number: 343

Risk Aszsessment Number: 29

COSHH Assessment:  (ves (po @ pya Number:

Other Documents:
Est delenit platonem forensibus in. 3ea prompta facilisi parfiendo ad, ex nec purte putent consectetuer. Eam malorum inimicus no. Pri eu eros libris. He mel oblique fabellas consfituam.
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CSHM - permit details

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.

B Permit: LGW-C5HM-79272 (Initiated) Logged in as Edna E Mode (Logout)

= Home = Contractor Portal

Search . > ‘ﬁ ER] % j I,gkltihange e N | =] @Submi‘t @ Reject

Shared Documents % This Permit is part of Workscope LGW-WR-46754

B LEW-C SHM-75272 Scope of Work | Method , ttachments (Mone} orkilow (1) | Relations [0.2) | InspectionsfAudits/CCRs (Mone)
B rewcsirazs
@ LGW-CSL-Ta2T1 ./ ./ ‘

$ LGW-WR-4E754 Rizk Level | Documentation | Communication Method and Emergency Planning | Staff Information
B wewcsmisn

What is the Risk Level?:  ® pedium ) High
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CSL/CSHM - PIC & work party

. Permit: LGW-CSL-79269 (Initiated)

» Home » Contractor Portal

Search . » F 53 & f & Change o¥, | B (3 submit

k! (| ) v
Shared Documents Scope of Work | Method || People (1.0} || Attachments (Mone) | Waptkflow (1

Expected Work Party:
@ LGW-CSL-T9263

Working Party:

Logged in as Edna E Mode (Logout)

1. If a PiC was selected when the permit was
irst raiserd, this field will be prepopulated

=]

® Reject

Job Title Guest Occupant ./

persormcnarge % et orest o weae o 92 10 INClude additional work party members,

Filled By Filled On

() Add Worker @—

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

Contacts:

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

‘ Title: Guest

Contact: on your browser)

(> No contacts specified.

Pick Worker

[l add [jF Add & stay

Worker Details:

Close

Job Title:

Company: ACME/ ,?:1 2%

3. When adding a new

. 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
ou can select from. Be mindful that this
can slow the system down significantly if

Worker: [Yosemite ] 'a

@ Use Company Representative
@ Usze Global Representative

worker, the company will

default to that of the PiC

the company has a large number of
workers.

NOTE: Please ensure the companies of work party members are SafeContractor accredited
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CSL/CSHM - adding a sponsor

. Permit: LGW-C SL-79269 (Initiated)

» Home » Contractor Portal

Search .

Reporis

Shared Documents

B rowestrszes

> |ﬁ E=] % j &Change L | = @Submit ®Rejec:t | |<ﬁ @

Logged in as Edna E Mode (Logout)

Scope of Work || Method | People (1,0) | Attachments (Mone) | Workflow (1) | Relatiens (0.0) | Inspections/Audits/CCRs (Moneg)

Expected Work Party:

B rowcsam sz 1 .

B wewcsisam

@ LEW-WR-46754 2

B LGW-CSHM-T3270

Enter the title ‘Sponsor’

Untick the ‘Guest’ checkbox [~

3. Enter the name of the
riedspoNsor and click the

‘Search’ !'con

— | N_

Title: Sponsor Guesz.D Contact: éJ‘ohnS so0r

The search text

matches th

) John Spaonsor 1 (Gatwick Airport Lid)

() John Sponsor 2 (Gatwick Airport Led)

require

If there are multiple matches,
select the sponsor name you

ollowing pecple. Please select one or press Cancel.

. The correct sponsor will
ppear in the contact box. Next,

H ‘ ’
Contacts: Ile Add ContaCt
Title: Sponsor Guest D Contact: éJ\uhn Sponsor 1 @ dd Contact
(» No contacts specified.

Contacts:

Title:

Guest D Contact: ¢
@\ /

Contact Guest MName .C/ou!uﬁ,llumber Email Address
Sponsor X John Sponsor 1, Gatwick Airport Ltd

ORI

6. This will now move the sponsor
nto the ‘Contacts’ table. Click the
Edit this row’ icon to make any edits
to the sponsor’s name

l
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CSL/CSHM - attachments

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.

. Permit: LGW-C SL-79269 (Initiated) ST e (Legout)

1. Use the drop down list to select the
ype of attachment to be uploaded e.g.

» Home » Contractor Portal

Search . S |Lﬂ 23 & # A& Change o'!0| B ) submit X e ’

Scope of Work || Method | People (1,1) |Aﬂachmenls {yone) ISk assessment

The following types of document must be attachgd: Method Statement, Ris|®= = CIiCk ‘Choose File’ to naVigate to the

@ LEW-C3L-75285 .

B Loncsmrs: & Nothing has been attached. location of the document to be uploaded

B rewcsisar .

g Attachment Type: Rk Peserorns =T . A brief comment can be added
R UplosdNewDocument 0 Marimug Hlo 55 Size 5500 K3 ere to give the attachment more

Note: i etall If required

. Click ‘Attach’ to upload the
R p— document to the work request e

» Home » Contractor Portal

Search . » ‘ﬁ 3 g f & Change oM, | B (3 Submit %) Reject | |<ﬁ @ ‘

: : _ 5. Uploaded documents will be
Shared Documents Scope of Work | Methed | People (1,1) | Attachments (2] | Workflow (1) | Relations (0,0} || Ins .
N — ishown in the attachments table
The fellowing types of document must be a@cheth

@ LGW-CSL-T3263

@ LGW-CSHM-T3272 ] Type Source ltem L2 Attached By  Attached On Comment File Size (Kb)

%“W“L'm” [ RiskAssessmeni User  TEST_RA1.pdf EdnaE Mode 23-Jun-2112:24 830Kb
LEW-WR-48754

@ I — [[]  Method Statement User TEST_MS51.pdf Edna E Mode 23-Jun-2112:24 82.0Kb

¥ Open Selected Attachments
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CSL/CSHM - workflow

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.

D Permit: LGW-BENOW-79268 (Active)

1. Click the workflow tab to see the

Search .

Shared Documents

Contractor Book
@ LEW-BEHOW-T5288
@ LGW-AIRFLD-TS2E7
6 LGW-WR-45736
6 LGW-WR-45737

» Home

» Contractor Portal

progress of the permit

P8 Ao =

1Ex]

Scope of Work | Methed | People (2.1) | Attachmenis (2) | Waorkflow (3) | Relations (0,0)

3
3

Select Action  Signatory

Issue

PR-V-P
Review
Submit

Transition
Innei Shum Issuing
Innei Shum
Innei Shum
Edna E Mode

Created Edna E Mode

Role
GAL Engineer - Baggage Systems  14-Jun-21 17:07 lssuing permit

Performed On  Comment

14-Jun-21 17:07 Payment Point for Verification of Qualifying Permit raised directly
Authorisation  GAL Engineer - Baggage Systems  14-Jun-21 17:07

14-Jun-21 16:52
14-Jun-21 18:11

|
LANALE
:

Search .

Shared Documents

Contractor Book
@ LGW-BENOW-T5268
@ LGW-AIRFLD-T3267

6 LG VR-45736
6 LGW-WR-45737

» Home

» Contractor Portal

D Permit: LGW-BENOW-79268 (Active)

Scope of Work || Method | People (2,1) | At

>|ﬁ4gg;?&mma4%/yml4§

. Click the ‘Select’ icon to view an
"elentry in more detail if it is available

Logged in as Edna E Mode (Logout)

Select Acti Signatory
Issue Innei Shum

Transition Role Performed On Comment Approved
Issuing GAL Engineer - Baggage Systems 14-Jun-21 17:07  Issuing permit v
PP-V-P  Innei Shum 14-Jun-21 17:07 Payment Point for Verification of Clualifying Permit raised directly v
@ Review Innei Shum Authorisation GAL Engi - Bagpgage Syst 14-Jun-21 17:07 4
Submit Edna E Mode 14-Jun-21 16:52 v
Created Edna E Mode 14-Jun-21 16:11 v
&L Print sign-off using template: (Default Template) w
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CSL/CSHM - relations

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.

B Permit: LeW-CSL-79269 (Submitted) Logged in as Edna E Mode (Logout)

» Home » Contractor Portal
Search . 5 |ﬁ 3 & # 2 Change o-x°|@ | |§ﬁ@‘
. . . . S ; . . m

Shared Documen ts Scope of Work | Method | People (2,1) | Attachments (2} | Workflow (2) | Relations (0.0} || Inspections/Audits/CCRs (Mone)
{» This is not invelved in any relationships.

@ LGW-CSL-T3283

@ LGW-CEHM-73272 {» Mothing has this as a dependant.

@ LGW-CSL-T32T1

€y LowwR-serss

@ LGW-CSHM-T3270 (> This is not involved in any conflicts.
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CSL/CSHM — submit a permit

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.

m - BN . Ensure warnings are i e i
acknowledged by entering

OQe O{JOulL)

— A ppropriate comments before

— : {(» To proceed with the Submission you mus H
proceeding

Shared Documents @  Problems with the working party:

= Wile Coyofe cannot fill the Person in Charge slot; does ng tompetencies required by the Confined Space Skilled Person role; Skilled Person - CSW

(ising)

@ T = Yosemite Sam cannot fill the Worke; ave the competencies required by the Confined Space Skilled Person role; Skilled Person - C3W (Unvalidated)
@ LEW-C SHM-T3272 Comment:

@ LEW-CSL-T3271 ./

6 LGW-WR-4E754

@ LGW-CSHM-73270 ./

@ Proceed @ Cancel
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CSL/CSHM - printing a permit (1)

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

required to ‘Print’ the permit.

B Permit: LeW-CSL-79269 (Approved)

» Home » Work Requests  » Permits

1. Check the status of permit has been
approved

. Click the ‘next steps’icon to access
he ‘print acknowledgement’.

Search . [ 2 |ﬁ 23 & ,9 2, Change @3
5 . . o
Shared Documents Secope of Work | Methed | People (2,1) | Attachments {2) | Workflow {4)
Description: |Lorem ipsum dolor it amet,
Contractor Book Scope of Work: |Lorem ipsum do
confentiones ea

@ LGW-CSL-T3263
@ LGW-CEL-Ta2T
@ LGW-BENOW-T3278
@ LGW-AIRFLD-T3274

@ LGW-AIRFLD-T9275

Start On:
Finish On:
Location(s):

Location Details:
Person-in-Charge:

Work Package:

Purchase Order Number:
Equipment to be worked on:

Tools:

essent pericula
24-Jun-21 0

31-uk21 |1 possible Actions:

- || LGW-ASIDE-E2

~ View Details
London Gatwit

.’9 Counter-sign

& print

Audit by CS - Senior Authorised
None Person.

Wile Coyote, 15

B500005744 i

) Print Acknowledgement by CS -
Authorised Person.

Ea paulo inter
Bd send Email

Ignota bopdrum

3. Click the ‘Print acknowledgement’
link to access the declaration

Next Steps for Permit LGW-CSL-79269 (Approved)
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CSL/CSHM - printing a permit (2)

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.

Print a Permit (Filtered)

I Work Requests

» VB0 @

» Permits I Search

Logged in as Edna E Mode (Logout)

Read and acknowledge any warnings‘

» Contractor Portal

B

Shared Documents a

 Recentitems | .
elect Number n oun us o e scription ocation inis ign-off Role
— Select Numb Info Noun Stat e Descripti Locat Start Finish e Sign-off Rol
@ L 7 M, 3 LGW-CSL-79269 (3] Pemmit Approved PPLE, &zl:"tl'\::'\ad Sphce \;?"r:{n ipsum dolor sit gébstation 24J|agga 31—J1L|SI?§‘I:l Wile Coyote ggré‘.;:.llhurised
W-TS2TE Z /

@ I —— Issues with the selected Permit: /

B cowarrioszs @ Problems with the working party-

Edna E Mode does not have the competencies required by the CS -
This is scheduled to start more than 2 hours in the past

P00

‘Wile Coyote cannot fill the Person in Charge slot: does not have thyf competencies required by the Confined Space Skilled Person role: Skilled Person - CSW
(Missing)

Wile Coyote is already booked with the following at this time: LGWAVR-46754, LGW-BENOW-T9276, LGW-CRON-79273, LGW-CSL-T9271, LGW-CSHM-79272,
LGW-CSHM-T9270

horised Person role to do this sign-off: Authorised Person - CSW (Missing).

' Number of sign-offs remaining to complete this transition/ 1.

Comment:

3. Click the ‘Print
Permit’ icon

Declaration

2. Complete the declaration

./

| the Confined Space Authorised Perscn acknowledge the Confined Space permit | have raised and about to print will not be authorised for use until | D
inform the Engineering Service Control Centre on 01293 50 3610, and request consent for the safety document to be activated:

I confirm that the and

ion dates are as displayed above: [ |

Date and Time Permit Printed::  23-Jun-21

8 (i) o+

v & 9@
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CSL/CSHM - activate a permit

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.

‘ Next Steps for Permit LGW-CSL-79269 (Approved)
Possible Actions: N emm——
<
View Details ‘
/9 Counter-sign Decling
& print A 2
Audit by CS - Senior Authorised —{—‘ :
) Activate by CS - Senior 5 :
Authorised Person. y Decline
B Send Email
Activate
The next step shows the i
permit is ready for activation |
\

20000-XX-Q-XXX-GLN-172080 Rev 00 59 Cﬂ




CSL/CSHM - cancel a permit

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.

he next step screen will
‘ Next Steps for Permit LGW-CSL-79269 (Cancelled) mndicate whether the permit
has been cancelled

Possible Actions:

Vlew Details
f Counter-sign
& print

O Audit by CS - Senior Authorised
Person

3 Close by CS - Senior Authorised
Person

B4 send Email
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Crane On-Airport (CRON)

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 3" party training
provider.
Code(s) in P2W CRON
Workflow
CRON permit
e T I
k=) © . o |
qq__) "E; Approve permit : Extension of permit F———
o |
z 3 — |
o

o

l

Approve permit

Activate permit for |
p _>|
use

Eng. Support
Control Centre

—

Suspension of
permit

————_L___ \
' |
|  Reactivation of |
I permit |

Permitcancelled

20000-XX-Q-XXX-GLN-172080 Rev 00 61




CRON - raise a new permit

P2W Home

» Home » Contractor Portal

» Work Requests
Search . »> You last logg d

I Permits

I Process Permits I Apply

-

Recently Accessed Work Requests.:
Shared Documents

Work Request Number Last Accessed

I Process Repeats Receive Drawings

LGW-WR-45736 29-Mov-18 11:48 <]

My Permits Submit Permit to Dig

LGW-WR-45737 29-Nov-18 11:28 <% Activate

LGW
LGW

@ LGW-RIRFLD-T32ET
©
©

Raise New Permit

Submit "As Built’ Drawings

1. Access the ‘Raise New Permit’
creen via the Contractor Portal ->
Permits -> Process Permits -> Apply
menu option

(Select Type) Area:

(Select Type)

» Home » Contractor Portal
B | Scarch .
car L Type of Permit:
Reports
[ Reports | e
bresentatives:

2. Select the Cranes
(On-Airport) permit type
from the drop down
menu.

on In Charge:

P2W-5 Pre-Production (Windows 20§

Airfield Works

@ Search
@ Raise with Yourself in Charge
@ Raise with Any Representative in Charge

&) Clear

Baggage Environment Metification of Works

Confined Space (High/Medium)

Confined Space (Low)

Cranes (Off-Airport)

Cranes {On-Airport)
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3. Click search icon to choose location
|

Close

Pick Area

[_] Show Register Entries | Show Schematics

Tree | Grid

B--. London Gatwick Airport (LGW) ©

- Rirfield (LGW-ASIDE-20573) €

[ Morth Terminal (LGW-BLD-20700)
& South Terminal (LGW-BLD-20208] €

4. Select location of works

Airside (LGW-ASIDE-BLD-20208) T4
-
=

Level AD - Services Subway (LGW-ASIDE-BLD 20206 LA0) T4
Level 00 - Apron Level (LGW-A SIDE-BLD-20206-L00)
.
. Immigration & Buffer Lounge (LGW-ASIDE-B

Baggage Sort Areas (LGW-ASIDE-BLD-20206-L00-4
0206-L 0D0-IMIGRTN)
i Plant rooms (LGW-ASIDE-BLD-20206-L00-PR)

Rooms/Offices (LGW-ASIDE-BLD-20206-L00-RO)

& Toilets, Showers & Baby Changing (LGW-A SIDE-BLD-20206-L00-T58)
-
- Level 20 - Concourse Level (LGW-ASIDE-BLD-20206-L.20)
- Leval 30

Leval 10 - Mezzanine Level (LGW-A SIDE-BLD-20205-110) €

| eval Ugoer |DL (LGVW-ASIDE-ELD-202081 301 €L

m

—_—
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CRON- person in charge (PiC)

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

Raise New Permit

» Home = Contractor Portal

@ Search ‘

Search .
s > Type of Permit: | Cranes (On-Airport) v| Area: LGW-LSIDE-ROAD-55 J5faN
= i) London Gatwick Airport, Roads and Forecourts, Service Roa i) Raise with Yourself in
Shared Documents Company: @\ (NT) ﬁ (3), l:L EI w_ Charge
' i Raise with Any
Show Only | Repred@ntative in Charge
@ LGW-CSL-TH289 Representatives: i) Clgar
Perzon In Charge:
B rowosamsara
B owcsLrsan

€ Lowwr-serse

B rew-csamasaro

/

2. If raising a permit with a PiC 3. Alternatively, search on the 4. If the PIiC is unknown at this
from another company, use the name of a person by entering the | [Stage, click here to raise with a
Company search function by name and then clicking Search. **| |blank PiC.

typing in the name and clicking

on the search icon

* 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 _|I—/\
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CRON - searching for PIC by company name

the

Search . >

B vow-csirszes
B row-csamrsan
B vowesirsan
€ Lewwrserss

B LGW-CSHM-T3270

Raise New Fermit

» Home

» Comactor Portal

1. Enter the name of the company of the PiC for
permit and click the search icon

Logged in as Edna E Mode (Logout)

AN
Type of Permit: | Craxes (On-Airport)

v| Area: | LGW-LSIDE-ROAD-55 Ao

]

Londeon Gatwick Airport, Roads and Forecourts, Service Road

wn e, 08 &

)&

Shared Documents Company: [ISTES'I'I
Representatives:

Perzen In Charge:

Name: |STEST

Pick All Company

= Search

l:-:b:l Raize with Yourself in
Charge

=) Raise with Any
Representative in Charge

=) Clear

Close

Pick All Company

.//I. # Search
2. Confirm the search
criteria in the pop up

window and click ¢
search

H:

e

&
&
—
&
&
1| @
&
&
5
5
—
&

! intratest Limited

(#) Search

Select Company &

Ascom Network Testing Lid
Celtest Lid

) CIRCUIT ELECTRICAL TESTING

Construction Testing Solutions Ltd t/a CET.

)
g Infrastructure.

Dyntest Intermations!
ELECTRICAL TESTERS LIMITED
Electrical Testing Ltd

| Geo Site and Testing Services
| Happen test P2W
| Hawkesworth Appliance Testing

Tid Testing Limited

) ISTEST

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.

ies Fisher Testing Services Ltd
fstructures Projects Ltd
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B [ ][Ge ][] [z ] [sa][au] Matches=23

Contact
Number

Name: ISTEST

Pick All Company

) Search

B [we][s] Matches=1
Select Company & Contact Number
':" ISTEST 01254 123456

Services Rating

Rating

Close

—_—




CRON - searching for PiIC by name

Home » Contractor Portal

lick search

Type of Permit: |Cranes (On-Airport) vl Area: |LG¥CLSIDE-ROAD-S5 = O,
Londen Gatwick Airport, Roads and Forecourts, Service Road i3) Raise with Yourseif in

(NT) ﬁ[:ﬁ}, [ A & Charge

=) Raise with Any
Representative in Charge

&) Clear

S5hared Documents Company:

Show Only D
Representatives:

’i
]

L

L-T3269

@

Person In Charge: |wilz coyote

LGW-CSHM-T3272

LEW-CSL-T3271

i) €3 [P [ g

LEW-WR-4ET54 Raise New Permit Logged in as Edna E Mode (Logout)
LGW-C SHM-T5270 » Home » Contractor Portal
search. L Type of Permit; | Cranes (On-Airport) ~| Area: [LGV-LSIDE-ROAD-55 A () Femly
—{ Reports @ London Gatwick Airport, Roads and Forecourts, Service Road g Raise with Yourself in
Y . arge
2 S | t th i d i company: ©\ N ﬁ s DE ) {3) Raise with Any
. e eC e req ul re _ Show Only ) Representative in Charge
i - Representatives: {3 Clear
P I C fro m th e retu rn ed I Person In Charge: |wile coyote

results (this could be a list}." (SR [AT] Matches-2
or a Slngle Company) by Se@'“l :"VaIII:ECcAyDtE, Tester, ACME (01234 567 891) et
clicking on the arrow icon

#  Wile Coyote, ISTEST

() Raise a new Permit

Raise New Permit Logged in as Edna E Mode (Logout)

» Home » Contractor Portal

3. Once a PlC name IS Search L Type of Permit: | Cranes (On-Airport) V| Area: [LGW-LSIDE-ROAD-SS = (3 Search
. . @ London Gatwick Airport, Roads and Forecourts, Service Road g Raise with Yourself in
iarge
selected, the option to raise] o Company: a om Go. [ &  Fame it Any
the permit will be enabled oot e
p - Person In Charge: |wile coyofe

Click the arrow icon to be
taken to the next step

BERR I | | RN | N | R T

Select Name & Rating
@ Wile Coyote, Tester, ACME (01234 567 891)
=) Wile Coyote, ISTEST
@ Raise new Cranes {On-Airport) Permit with Wile Coyote in charge at London Gatwick Airport, Roads and Forecourts, Service Road (NT)
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Shared Documents

CRON - scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’

detail page will become available for editing
_ 1. Enter a brief description of the
New Cranes (On-Airport) works. Please avoid using the

»Home I Contractor Porial ollowing characters in this field ‘&', ‘<,

Search . I |L'Ii Bz & F 2 change |t M @ I>’, ‘0%’
2. Enter more detailed description of

zdna E Mode (Logout)

Scope of Work |

he scope of works to be undertaken

. Remember to adjust the start and
inish date and times
SEROM [24-Jun 21 00~ . Additional locations can be added if
Finish On: [31-Jul-21 18w | . * .
e — = required *, or enter free text in the
S Location Details’ field if the location is
ery specific

Add:
. This will be prepopulated with the

Location Details:
Person-in-Charge: | Wile Coyote, ISTE ST@—<, @fng PiC selected on the ‘Raise New Permit’

Work Package: | None creen. The PiC can be changed here
or on the ‘People’ tab

6. Complete this field to allow easy
eference back to PO numbers used for

Description: Lorem ipsunéu-lm sit amet

Scope of Work: Lorem ipsum dolor sit amel/duo eu deseruisse assueverjt U
voluptatum, ex enim appalcat has, assum foreastTs e

Purchase Order Number: 500000787

Equipment to be worked on: |gq4 gelenit platonem

Tools: Sea prompia fasilisl padisnds a

Created On: 23-Jun-21 15:34 by Ednm our works
* The scope of works refreshes in the background 7. Free text fields to provide
when adding multiple locations. Close the ‘area further information

picker window to view selected locations
|m
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CRON - new permit generation

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: LGW-CRON-79273 inzia ULV HIef
and status

Logged in as Edna E Mode (Logout)

» Home = Co_iractor Portal
Search . 3 ‘lﬂ 53 & # A change M, | B 3 submit %) Reject | |iﬁ @ |

ScopeoanrkI Method || People (1,0} | Atachments (Mong) | Workflow (1) || Relafions (0.0) || Inspections/Audits/CCRs (Mong)

Shared Documents
Descriptidng dalor sit amet
@ LEWERON-TRITS Scope of Work: | Lorem ipsum dglor sit amet, duo eu deseruisse assueverit. Ut eum deleniti suavitate. Ex nec elit facer torquatos. An qui gubergren

@ LEW-C SL-T5263 mym, ex e appareat has, assum forensibus no mea.

@ LGW-CSHM-T3272

Start On: | 24-Jun-21

B rewosirsan
& Low-wr-ae7s Finish On: | 31-Jul-21

Location{s): | | cW.LSIDE-ROAD-55

Add: approval

Additional tabs enabled. Details must be
supplied within some of these tabs
London catwick aimort, roscd0€fOre the permit can be submitted for

Location Details:
Person-in-Charge: Wile Coyote, ISTEST & Change
Work Package:  None
Purchase Order Number: g5ogogo7a7
Equipment to be worked on: o4 dalenit platonem

Tools: | Sea prompta facilisi partiendo ad

Created On: 23-Jun-21 15:34 by Edna E Mode (Revizion 1)
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CRON - permit details

D Permit: LGW-CRON-79273 (Initiated)

» Home » Contractor Portal

Search . > |ﬁ Z3 & # A& Change o,

Logged in as Edna E Mode (Logout)

Reports

Shared Documents

1 ) submit (30 Reject ||J.ﬁ.fﬁ
1.

Scope of Work | Msthw People (1,0 || Attachments (None) | Workflow

]
Ensure all details are completed

FY—— / n the ‘Method’ tab
@ L:- - L.?n;i Crane/Equipment Operational Details

@ LGW-CSHM-73272

@ LGW-CSL-T52T cr

9 LGW-WR-46758

Crane/Equipment Hire Company (as liveried):

Type of Crane/Equipment {e.g. Tower, Mobile etc.):
Maximum WORKING HEIGHT of Crane/Equipment AMSL (METRES):

Maximum WORKING HEIGHT of Crane/Equipment AGL (METRES):

05 Grid Reference of crane location. If located within an Area or Zone, please
provide 4 corner 3et of Area/zone's extremities:

Is location Airside or Landside?:

Does this crane lift application involve moving or leaving equipment on top of
buildings? If so, please give details.:

Radius of O ion (of fixed i ) IMETRES):

Times of Operation:
Project Name/Reference Number:
Name of Sponsoring Company:

Contact Name (ON SITE):

YT20 TRT
Exerci senserit

causae instructior
56
37

510924 71 N 23339
0 092954 W 41362

P

sirside @ Landside

icam audiam deseruisse id eum, no minimum iracundia sea, ex molestie prassent

17

08:00 - 16:00

olumus terquatos sed e
Eam malorum inimicus no

Dicam audiam

'Relations’ function in this permit application?:

I hereby confirm that the Lifting Plan has been created and signed by a '"CPCS"
qualified 'Authorized Person™:

Phone Number (ON SITE): 07888 787878
CAA Reference No:
Declaration
| confirm the details given in this permit application and shall comply with any
it p i quil p by the Airfield Operations
Department:
The requil Service C to Dig hasiwill be identified using the
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CRON - people — PIC & work party

> Home - Contractor Portal 1. If a PiC was selected when the permit
Search . » |I4 Ga B # Zchange o, | = 3 submit ¥R

Logged in as Edna E Mode {Logout)

as first raised, this field will be
Shared Documen: ts Scope of Work | Method | People (1,0) | Attachmenis {Mop€)
prepopulated

Expected Work Party:

@ Lf:h:-fmj-?a;u Working Party:

% t::‘::;.rl‘iz:iz Job Title Guest Occupant ‘ Filled By Filled On ‘

@L;: ;3'2:1' PersoninCharge X  Wile Coyote. ISTEST Edna EMode 23-Jun-2115:34

@ conwmrse 8 A Worker 2. To include additional work party
e members, click the ‘Add Worker’ link. This
e Guest B Comact: will open up a pop-up window (ensure pop-
& Nocontacts specife. ups are not blocked on your browser)

Pick Worker

g Add [[FAdd & stay

Worker Details:

— —— = ¥ icon to bring up a fu_II list of names
Company: [AGME @e, for the company which you can

@ Use Company Representative

&) Use Global Representative select from. Be mindful that this
can slow the system down
significantly if the company has a
large number of workers.

3. When adding a new
worker, the company will

. Enter the name of the worker —
and click the search icon. If you
are unsure, just click the search

default to that of the PiC

NOTE: Please ensure the companies of work party members are SafeContractor accredited
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CRON — adding a sponsor
|:| Permit: LGW-CRON-79273 (Initiated) Logged in as Edna E Mode (Logout)

» Home » Work Requests = Permits » Search » Contractor Portal

Search . > |ﬁ E3 % f l&Change Sa, | = @Submi‘t @Reject | |iﬁ @ ‘

Reporis —

Shared Documents Scope of Work | Method | People (1,0} | Attachments (3] | Workflow {4) || Relations (0,0} || Inspections/Audits/iCCRs (Mone)
Expected Work Party:

@ LGW-CRON-T3273 N

Working Party:
@ LGW-CRON-TS2 2L
H ‘ ’ Filled On

Bl  Enter the title ‘Sponsor — |
@ LGW-CROFF-79,

_ 3. Enter the name of the Sponsor

Contacts:

1
Tt | Sponsor ‘3\“&:‘“ [t Seopsor™ 4. If there are multiple matches,

select the sponsor name you
require

The search text matches the following people. Please select one or press Cancel.

L John Sponser 1 (Gatwick Airport Lid)

R 5. The correct sponsor will

= John Sponsor Gatwic irpeort L ) .

- appear in the contact box. Next,
Contacts: . ‘ y
Title: Sponsar Guest D Contact: E.)J\cl-hn Sponsor 1 @Addm ICIICk Add Conta|Ct ]
& No contacts specified. 6. This will now move the sponsor

/Jnto the ‘Contacts’ table. Click the
e ‘Edit this row’ icon to make any edits

Title: Guest O Contact: i+ ,
to the sponsor’'s name
Contact Guest MName ./ Contact Number Email Address Job Title
Sponsor M John Sponsor 1, Gatwick Airport Ltd jin)
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CRON - attachments

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.

[J Permit: LGW-CRON-79273 (Initiated)

1. Use the drop down list to select the  |E—————

» Home » Contractor Portal

— > (@ 8 7 foww o[ = Orms Bums /1 PE of attachment to be uploaded e.g.

v v s o 10 s e ISK @SSESSMEN

e following types o document must b atached: Endacrey e Lisngei2. ClICK ‘Choose File’ to navigate to the
%iﬁiiii;fff; & Nothing has been attached. location of the document to be uploaded
B wones o Type: | Risk

& conmars . A brief comment can be added
Uplead New Document: (5 Maximum FilgHFload Size = 5500 KB -
E/M: ere to give the attachment more
re etail if required

[] Permit: LGW-CRON-78273 (Initiated) . Click ‘Attach’ to upload the sttt
 — document to the work request

Search . > |.Y-f 5 &8 / & Change &%, | = &) submit % Reject | |(ﬁ @ |
Scope of Work || Methed | People (1,0) | Attachments [3][ Workflow (1) | Relati (0,0} | Inspections/Audits/CCRs (Mone) .
Shared Documents
T 5. Uploaded documents will be
o . The ing types of d 1t must be attached: Emergency Plan, Lifting Plan, Marshalling Plan, Meti 2 H b
B woncrowraans ° ishown in the attachments table
[B) rowcsirsas ] Type Source Item .—/mm By Attached On Comment File Size (KD}
% LEwC s TIIT: |:| Emergency Plan User TEST_EmergencyPlan.pdf Edna E Mode 23-Jun-21 15:54 Emergency plan G20Kb
LGW-CSL-T92T1
6 [T |:| Method Statement User TEST_MS1.pdf Edna E Mode 23-Jun-21 15:52 820Kb T
|:| Risk Assessment  User TEST_RA1.pdf Edna E Mode 23-Jun-21 15:51 G3.0Kb
@ Open Selected Attachments
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CRON - workflow

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.

B permit: LoW-BENOW-79268 (Active) Logged in as Edna E Mode (Logout)

» Home b Contractor Portal 1. Click the workflow tab to see the
search > | a8 Aok x| = EX] progress of the permit
Shared Documents Scope of Work | Methed || People (2.1) | Attachments {2} | Workflow (3) | Relations (0,0
Contractor Book Select Action Signatory Transition Role ./ Performed On  Cemment Approved
_ @ lzsue Innei Shum Issuing GAL Engineer - Eaggage Systems  14-Jun-21 17:07 lssuing permit v
@ [P PP-V-P  Innei Shum 14-Jun-21 17:07 Payment Point for Verification of Qualifying Permit raized directly v
G- W-T3
@ (P — @ Review Innei Shum Authorisation GAL Engineer - Baggage Systems  14-Jun-21 17:07 v
GW-4 -T32E7
9 [P Submit Edna E Mode 14-Jun-21 16:52 v
o Sl Created Edna E Mode 14-Jun-21 16:11 v
LEW-WR-45737
B permit: Low-BENOW-79268 (Active) Logoedin as Edna E Maode (| agoud)
» Home » Contractor Portal
Search . »> Ty ! H 1 7. H
(@5 8 7 somme o |= 2. Click the ‘Select’ icon to view an
Scope of Work || Methed || People (2,1) | Ati; nis {: M H BT H H
entry in more detail if it is available
Contractor Book Select Acti Signatory Transition Role Performed On Comment Approved
_ Issue Innei Shum Issuing GAL Engineer - Baggage Sysfems 14-Jun-21 17:07  lIssuing permit W
@ [ PP-V-P Innei Shum 14-Jun-21 17:07 Payment Point for Verification of Qualifying Permit raised directly v
GW- W-TE
@ W AIRFLD-S2ET @ Review Innei Shum Authorization GAL Engineer - Baggage Systems 14-Jun-21 17:07 v
f” - - Submit Edna E Mode 14-Jun-21 16:52 v
g LTI Greated Edna E Mode 14-Jun-21 16:11 v
LGW-WR-45737
&L Print sign-off using template: (Default Te ) w
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CRON - relations

This section will show related permits. A CRON will need to be submitted
with a related Service Clearance.

[] Permit: L6W-CRON-79273 (Initiated)

1.

» Home » Work Requests = Permits » Search

Browse to the ‘Relations’ tab, type
i llthe Service Clearance number into the
‘Add Relationship field and click the

Search . > |ﬂ Ea & # 2 cChange M, ‘ B (&) submit (%) Reject | | B =

Scope of Work | Method | People (1.0 | Attachments (3) | Workflow (43 ns (0,0) | Ingp
Shared Documents h H
CET— Search icon

@ LGW-CRON-T32T3
@ LGW-CRON-73277
=

(> This is not involved in any EIEV
Add Relationship:

D Permit: LGW-CRON-79273 (Initiated)

» Home » Work Requesis ~ » Permits » Search » Coniractor Portal

Search . > |ﬁ B3 & # 2 change o~°|E (3 submit %) Reject | |(ﬁ @
Shared Documents Scope of Work | Method | People (1,0) | Attachments (3) | Workflow {4) | Relatjerfs (0,1} | Ins;

2. The Service Clearance will be added
as a Live/Live relationship by default.
his will need to be changed

(» This is related to:

B row-cronTsars

B row-cronTs2m

Sibling Dy

" LGW-5C-T9263 Cu purlu oporiere eos  Live/Live

1

Logged in as Edna E Mode (Logout)

. Change the relationship form

@ LGW-5C-T8263
D P it: LGW-CRON-79273 (Initiated
3. Click the ‘Edit erm (Intiated)
» Home » Work Requests - Permits » Search » Contractor Portal
row’ icon \
Search . > |ﬂ 3 & # 2 cChange o, | B ) submit %) Reject | |(ﬁ @ |
| Reports |
DDcuments Scope of Work | Methed | People (1,0) | Attachments (3) || Workflow (4) | Relations (0,

{» This is related to:

@ LGW-CRON-T3273

Sibling p
" @ LGW-5C-79263 Cu purto oportere eos

—

@ LGW-CRON-T52T7

Start/Finish

click ‘Save’

{» This iz not involved in any conflicts.

[Livellive  w|
5' CIiCk the ‘Apply eSS Add Relationship: Live/live
ChangeS’ icon, and then {» Nothing has this as a dependant. Live/Mot Live

Live/Live’ to ‘Relation’ in the drop down
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CRON - submit a permit

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.

L] Permit: LEW-CRON-79277 (Initiated) - CIICk the ‘SmeIt’ ICOn

» Home » Work Requests = Permits » Sezcch » Contractor Portal

Search . > |ﬁ s &8 / &, Change o"o|E &) submit %) Reject | |(ﬁ @|
— T

[] Permit: LW-CRON-79277 (Initiated) Logged in as Edna E Mode (Logout)

» Home » Work Requests = Permits » Search » Contractor Portal

SEareh . o {(» To proceed with the Submission you must acknowledge these warnings with a comment.
Shared Documents @ Required document(s) have not been attached: Lifting Plan, Marshalling Plan.
@ LGW-CRON-T9277 Lifting and marshalling plan covered in method statement
B LowcronTszrs
LEW-CEL-T3268
@ @ Proceed @ Cancel
@ LGW-CEL-T3271 . . . . R
S —* 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

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.

|

Next Steps for Permit LGW-CRON-79277 (Approved)

Possible Actions:

View Details i

o Counter-sign

& print } 4
Audit by Crane - Inspector. —T

) Activate by EDM Office (Crane
Activator)

# Not Authorised

I Decline
B send Email Reschedule

State Notifications:

54 Approved Activate

B4 Not Authorised

A Rejected A
The next step shows the
permit is ready for activation

' | 4
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CRON - suspend/cancel/extend a permit

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.

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

/Wo rks completed

use the permit
again for these

Request ECC to
\ cancel CRON

Request ECC to
suspend CRON

Request Crane —
Yes Airfield Ops team to
extend CRON
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Crane Off-Airport (CROFF)

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

CROFF

s

5 2 Crane - Airfield | :

QQ rane — a1 ot

= © . : . | Crane - Airfield Crane — Airfield

= - ORelations | Operations extends

<< o approves I

@) e vt -
(]

=

5 £ Y

Q o

= EDM Office (crane

N § activator) activates

op +

(=

G 8
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CROFF - raise a new permit

P2W Home
» Home

Search . >

Shared Documents

» Work Requesis
You last logged into P2VW on 29 June

Recently Accessed Work Requests.:

» Permits » Search
= Process Permits

J Apply

» Contractor Pori=:

Process Permits

1. Access the ‘Raise New Permit’ screen
la the Contractor Portal -> Permits ->

-> Apply menu option

I Process Repeats

Receive Drawings

Recently Acces

LGW-WR-46754
LGW-WR-45736

= Home

Work Request Number Last Accessed
22-Jun-21 1612 <,
29-Nov-18 11:48 ¥,

Submit Permit to Dig

Permit Numbe
LGW-CRON-T9

Approve

LGW-CRON-7T%.

Raise New Permit

B Work Requests = Permits

Print Acknowledgement

» Search

Logged in as Edna E Mode (Logout)

» Contractor Portal

Search . > |

2. Select the Cranes (Off-
Airport) permit type from the
drop down menu.

of Permit: | (Select Type)

Company:

ow Only
ntatives:
n Charge:

(Select Type)

Airfield Works

[B) Lew-cronsars
B rew-scrazes
B) rewecsirazes

@ LGW-CSL-Ta2T1

Confined Space (High/Madium)

Confined Space (Low)

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

P2W-5 Pre-Production (Windd

Cranges (On-Airport)

Baggage Environment Motification of Works
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—

IE') Search
IE] Raige with Yourzelf in

" @ : == "
3. Click search icon to choose location

REPTESeNanye T CITarge

i Clear

Pick Area

Close

] Show Register Entries [_| Show Schematics

Tree ‘ Grid

4. As the name suggests,

E|-. Lendan Gatwick Airport (LGW)

I Airfield (LGW-ASIDE-20573) @\
North Terminal (LGW-BLD-20700) €,
South Terminal (LGW-BLD-20208) €

[+ Other Buildings (LGW-ELD)

I Car Parks (LGW-L SIDE-CPRKS)

this type of permit would
general be used for cranes
or tall equipment being

Landside External Pumping Stations (LGW-L SIDE-EXTPMPST) €,

erected off-site

[ Landside Exteral Substations [LGW-LSIDE-EXTSUE) 4
[ Roads and Forecourts (LGW-LSIDE-ROAD) T

W-L SIDE-STRUCT) @




CROFF- person in charge (PIC)

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

permit *
Logged in as E._\a E Mode (Logout)

Raise New Permit

= Work Requests » Permits

Type of Permit: |Cranes (Off-Airport) v| Area: | Off site =2y & SE?TC\N _
@ London Gatwick Airport, Off site {53 ga'?a:& with Yourselt in

Shared Documents Company: ISTEST (3), E':' Rgise with Any

Hide Subcontractors: Repré®entative in Charge

GW-CRON-T32TT i) Clear

- corssmiangl O

@ T T—— Person In Chafge: [ R ]

@ LGW-CSL-T3263

B LGW-CEL-Ta2mM

yad \ )z /

2. If raising a permit with a PiC 3. Alternatively, search on the 4. If the PiC is unknown at this
from another company, use the name of a person by entering the | stage, click here to raise with a
Company search function by name and then clicking Search. **| |blank PiC.
typing in the name and clicking
on the search icon

* 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 _|I—/\
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CROFF - searching for PIC by company

1. Enter the name of the company of the PiC _
. . . Logged in as Edna E Mode (Logout)
or the permit and click the search icon _

Search .

. Type of Permit: |EN»UES |:Oﬁmt-)\ vl (@) Area: |Off site =L % Search
) ) ) Raige with Yourself in Charge
H London Gatwick Airport, Off sit 3), . ; -
Shared Documents CompIny ISTESN “ LA S S st ﬁ[ ) D @ Raise with Any Representative in Charge
Hide Subcontractors: [_|

@ Clear

Show Only Representatives: |:|
B row-crontszr

B row-cron-Tszrs . |
Pick All Company Close

B rew-scrszes

B ow-csirsms

@ LGW-C SL-T3271

Name: [STEST A
(3 Search Pick All Company

B el [ Cev] (o] ] matones=23

2
Select Company a :3;’:2" Services Rating
. #)  Ascom Network Testing Ltd +441252007488
2. Confirm the search

Celtest Ltd 07765404588
CIRCUIT ELECTRICAL TESTING 01422413035

Construction Testing Solutions Ltd t/a CE
Infrastructure. -

Pick All Company Close
Dynstest Internationsl

Electrical Testing Ltd Mame: ISTEST

criteria in the pop up
window and click search

2 Search

- i :?r::(::tuf::e:pphance Testing = E' |:| Matches=1
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.

Select Company a Contact Number Services Rating
@ isTEST 01254 123456

()  Introland Testing Limited

@ ISTEST

ructures Projects Ltd
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CROFF - searching for PiC by name

Raise New Permit

» Home » Work Requests = Permits

lick search

» Search

1. Enter the name of the PiC and

Logged in as Edna E Mode {Logout)

Type of Permit:

7
i

Company:

Show Only Representatives:

Person In Charge:

W-CROM-T3277

W-CROM-T3273

W-C SL-T9289

W-C SL-732M

@ LG!
@ LG!
@ LGW-5C-T3263
Bw
@ LG!

Search . >

B | Shared Documents

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

the permit will be enabled.
Click the arrow icon to be
taken to the next step

| Cranes (Off-Airport)

O

Wile Coyole

» Home

Raise New Permit

» Work Requests

b Permits

}mazn: Off site

London Gatwick Airport, Off site 03 (3), [

» Search

;:J o \Q) Search

@ Clear

@ Raige with Yourself in Charge
@ Raige with Any Representative in Charge

Logged in as Edna E Mode (Logout)

Type of Permit: | Cranes (Off-Airport)

Company:

Show Only Representatives: D
Person In Charge: |Wile Coyote

a,

v| (@) Area: |Off site = ag

London Gatwick Airport, Off site 8 (3), []

= Search
(%) Raise with Yourself in Charge
@ Raise with Any Representative in Charge

@ Clear

][] (2 ] [S0][Al] Matches=2

Rating

= Wile Coyote, Tester, ACME (01234 567 891)
3} Wile Coyote, ISTEST

Search . >

Shared Documents
@ LCW-CRON-T8277
B
By Low-scrazes
@ LGW-CSL-73263

@ LGW-CSL-T52T1

CRON-T5273

Raise New Permit

» Home » Work Requests » Permits

» Search

Logged in as Edna E Mode (Logout)

Type of Permit: | Cranes (OMT-Airport)

Company:
Show Only Representatives: D
Person In Charge: |Wile Coyote

~| @ Area: |Offsite =[N @ Search
>} London Gatwick Airport, Off site ﬁw:. D

@ Raise with Yourself in Charge
@ Raise with Any Representative in Charge

@ Clear

(5 ][] (s ] (o) (e ] [sa ] (A

Select Name a

@ Wile Coyote, ISTEST

@ Wile Coyote, Tester, ACME (01234 567 891)

Rating

Se I eCted th e o pti O n to ral Se./. @ Raise new CGranes (Off-Airport] Permit with Wile Coyote in charge at London Gatwick Airport, Off site
1
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CROFF - scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’
detail page will become available for editing

1. Enter a brief description of the
New Cranes (Off-Airport)

works. Please avoid using the n as Edna E Mode (Logout)
R T— - following characters in this field ‘&’, ‘<,
‘>” ‘%’

Search » [l B 8 7 Ao € ] @] _ —
Scope o Wor| 2. Enter more detailed description of

beseription: Lorem oo doior ot amet @ the scope of works to be undertaken

—— Scape ofWork: Lrer psum dlr st amet, dooussulfren smertr 236 -43. Remember to adjust the start and

B tencnonrars e R':iﬂ-'ﬂ”p'e”d”mc inish date and times

%i:ﬁ:ﬁj’:ﬁ; Finish Om: [31-aug-21 | () 13 4. Additional locations can be added if

Location(s}: | off site =N required *, or enter free text in the
London Gatwick Airport, Off site 2 (3) ‘Location Details’ field if the location is
Add: d .

very specific

P:::rt?:-g:atar;:; Wile Coyote, ISTEST & Change . This will be prepopulated with the
Work Package: | None PiC selected on the ‘Raise New Permit’
Purchase Orer Number: |65000739 screen. The PiC can be changed here
or on the ‘People’ tab

6. Complete this field to allow easy
- eference back to PO numbers used

) .
* The scope of works refreshes in the background 7. Free text fields to prOVIde for your works

when adding multiple locations. Close the ‘area [further information
picker’ window to view selected locations

Equipment to be worked on: e iy justo novum sadipscin

Tools: | Dicat dectus suscipit sy mel. B ad impetu

sint regue fincidun

Created On: 5-Jul-21 10:41 by Edna E Mode (Revishsg 1)
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CROFF - new permit generation

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.

Search .

Shared Documents

B rew-crorr-rszs
B Low-crorr-7azis
B rowcronsam
B ow-cronszrs
B row-scrszes

» Home

D Permit: LGW-CROFF-79279 (Initiatew,

» Work Requests

and status

> Permits = Search

2 ‘ﬁ EE=) / & Change oM,

=1 (30 submit (%) Reject

80|

ScopeofWorkl Method | People (1,0) | Attachments (Mone) | Workflow (1) | Relations (0,0) | Inspections/Audits/CCRs (None)

Description:
Scope of Work:

Start On:
Finish On:

Lecation(s):

Location Details:
Person-in-Charge:

Work Package:

Purchase Order Number:
Equipment to be worked on:

Tools:

Created On:

Loremiggum doler sit amet

Lorem ipsurmsgdeler sit amet. dolorum\gubergren assentior ius ad. sea decore animal assenfior cu. An graecis lobertis deterruisset

Logged in as Edna E Mode {Logout)

qui, et pro eniniNolor disputationi. Ei tuiat torquates vis. jusio ceteros denigue =it in. Te pro hinc numguam vocibus, uf vel percipit

omittantur. Recusakg explican splendidg nec at. A

B-Jul-21 10 :

31-Aug-21 :

Off site HEIoN

Jneen Ganek Apers OfTste. S ‘ Additional tabs enabled. Details must be

upplied within some of these tabs
before the permit can be submitted for
approval

Wile Coyote, ISTEST 2, Change

None

63000788

MNe vim jusio novum sadipscin

Dicat doctus suscipit eu mel. Pri ad impetus legendos, et est sint reque tincidunt, nostrum eligendi insolens in mei.

S-Jul-21 10:41 by Edna E Mode (Revision 1)
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CROFF - permit detalls

D Permit: LGW-CROFF-79279 (Initiated)

» Home

» Work Requests

» Permits

» Search

Logged in as Edna E Mode (Logout)

Search .

Reports

Shared Documents

@ LGW-CROFF-T9273

@ LG

@ LGW
B row-cron7szs

@ LGW-SC-T92E3

CROFF-T3278

CRON-T3277

Lo |ﬂ EEY % f &Change SN

B (3 Submit %) Reject

|8 0]

Scope of Work | Method | People (1,0) | Attachments (None) | Workflow (1) | Relafi

(0,0) | InspectionsfAudits/CCRs (None)

Crane/Equipment Operational DelaiI37\

Ensure all mandatory

Crane/Equipment Registration
Number:

CranelE it Hire C

pany (as
liveried):

Type of Crane/Equipment (e.g.
Tower, Mobile etc.):

Maximum WORKING HEIGHT of
Crane/Equipment AMSL (METRES):

Maximum WORKING HEIGHT of
Crane/Equipment AGL (METRES):

Radius of Operaticn (of fixed
crane/equipment) (METRES):

05 Grid Refi of crane locati
If located within an Area or Zone,
please provide 4 corner set of
Area/zone's extremities:

Does this crane _Iiﬂ appl_icaiion

maoving or g equip
on top of buildings? If so, please
give details.:
Times of Operation:
Project Name/Reference Number:
Contact Name (ON SITE):
Phone Number (ON SITE):

Fax ber of licant

CAA Reference No:

TT474

Dolor reformidans

Tawer crane

79

28

28

ST111.5N 011238 w
51.18186530, -0189936

fields are completed on
he method tab (denoted
by grey labels), and click
he ‘Save’ icon

8.00 am to 15.00 pm
123

Joe Bloggs

07394 564 597

1161 598959

a79
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CROFF - PIC & work party
A —

Logged in as Edna E Mode {Logout)

RERSNIR—————— . If a PiC was selected when the permit was
Search » [d B 7 o m | = oo ZAIISt raised, this field will be prepopulated

A, =
Shared Documents Scope of Work | Methed | People (1,0} | Attachment

(Mone) | Workflow (1) || Relafions (0,0} | Inspections/Audits/CCRSs (None)

Expected Work Party: - —

%Lff‘ff'“:'j”j’ Working Party: 2. To include additional work party

B woncronmszr S— Guest Occunglt Fid Bymembers, click the ‘Add Worker’ link.
R Personin Charge %  Wile Coyote, ISTEST EdnaE . . .

%t;j,_;}m ® Add Worke@— JI his will open up a pop-up window

(ensure pop-ups are not blocked on your
Contacts: browser)

Title: Guest Contact: {1} Add Contact |

& No costacts spacified. 4. Enter the name of the worker
. When adding a new and click the search icon. If you

orker, the company will are unsure, just click the search

default to that of the PiC con to bring up a full list of

gl add [FAdd & stay

Worker Details:

: ~—— names for the company which
i ;MCOM_:N '/ e = L you can select from. Be mindful
g3:;gr;ggf;‘;;ig;ﬁ:;;ﬂ;‘“ that this can slow the system

down significantly if the

company has a large number of
workers.

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

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

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
[ Permit: LGW-CROFF-79279 (Approved) .

» Home » Work Requests = Permits » Search

Search .

Shared Documents

‘P;{g%f&chan990ﬁo|g ||(ﬁ@

Scope of Work | Methed || People (1,0} || Attachments (None) | Workflow (3) | Relations (0.0} | Inspections/Audits/CCRs (Mone)

O |

Contractor Book

Select Action Signatory Transition Role
3 Approve Innei Shum

Submit  Edna E Mode
Created Edna E Mode

Performed On Comment Approved
Authorization  Crane - Airfield Operations  5-Jul-21 15:46 v

@ LGW-CROFF-T3273

[B) rew-crorrsars

B rewcronrszm

S-Jul-21 11:20 v
S-Jul-21 10:50 v

. ¢ y =
o . [] Permit: LGW-CROFF-79273 (Approved) . CI|Ck the SeleCt [050] g | Eana E mode (Logout)
B rowcronrsars
i " » Home » Work Requests - Permits » Search » Contracto H H
B) cow-scrszes O view an entry In more
Search. [# G 8 7 Zownee &= || @@ il if it i ilabl
—
| D nnnnnnn i Scope of Work | Method Penple(lw nis (Mone) ‘WDFkﬂD\\I (3)| Relati 0 eta'l I It IS a'va'l a' e
a
Contractor Book Seleth Transition Role Performed On  Comment Approved
@ Approve Innei Shum Authorisation Crane - Airfield Operations  5-Jul-21 15:46 w
P Submit Edna E Mode 5-Jul-21 11:20 '
LEW-CRORRTITS Crealed Edna E Mode 5.Jul-21 10:50 v - .
% :z:z:z;’::is &, Print sign-off using template: 3 " Detal IS Of Slg n Oﬁ Can
B row-cronsars

Obstacle Light | Airfield Operations | NOTAM | Crane/Equipment Pesition | Declaration ._/_b e Vi eWe d N OT E " T h e re
B row-scrsiss - '
Has an Obstacle light to be attached to top of jib andior highest point of crane during darkness?: maybe m u Itl ple tabs

Intensity (CANDELA):
Colour:

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

This section will show related permits. Whilst this functionality is enabled, it
is not widely used due to the dependency issues it can cause. Itis only

compulsory to relate specific permits, so unless the system prompts you,
avoid using this option.

[] permit: LGW-CROFF-79299 (Submitted)

Logged in as Edna E Mode {Logout)

» Home » Work Requests » Permits » Search » Contractor Portal

> @ 28 S somne x| = IE)

Scope of Work | Method | People (1,0) | Attachments (1) | Workflow {2) |Relations (0,0 || Inspections/Audits/CCRs (Mone)

{» This is not invol

Ived in any relationships.

{» Nothing has this as a dependant.

{» This iz not invelved in any conflicts.
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CROFF - submit a permit

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.

[] permit: LGW-CROFF-79278 (Initiated) . Click the ‘Submit’ icon t

» Home » Work Requests  » Permits » Sesmn » Contractor Portal

s @]

Scope ofWorkI Methed | People (1,0) | Attachments (None) | Workflow (1) | Relati (0,0} | Inspecti Audits/CCRs (None)

Search . S |ﬁ B3 & # & change o'!°|E (%) submit (%) Reject

Description: Lorem ipsum dolor sit amet

[] Permit: LGW-CROFF-79280 (Initiated) Logged in as Edna E Mode (Logout)

» Home » Work Requests » Permits » Search » Contractor Portal

Search . >
| = Method, Crane/Equipment Operational Details - Type of Crane/Equipment (e.g. Tower, Mobile etc.)

Reports
Shared Documents |ﬁ 5 & / & Change ¥, | E & submit ¥ Reject | | (ﬁ @ |
Scope of Work | Methed | People (1,0) | Attachmenis (Mone) Wurkﬂoh\ Relafi (0.0} | Inspecti Audits/CCRs (Mone)
@ LEW-CROFF-T9280 |
@ LGW-CROFF-T3273 . . . . .
B cowsrorr ez Crae EqvementOpersions et | 2. Rectify any issues raised in warnings
@ LGW-CRON-T3277 .
B wencronreen /|before proceeding

C {Equi Registrati

rane/Equipment eg;‘su:E::':l TT472

T lEL ‘Hi{r:s{;iveried]: Diolor reformjdans
Type of Crane/Equipment (e.g.
Tower, Mobile etc.):
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CROFF - activate a permit

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.

I Next Steps for Permit LGW-CROFF-79279 (Approved)

Possible Actions:

View Details

j Counter-sign
% Print

Audit by Crane - Inspector.

g

}7 Decline = Not Authorised

) Activate by EDM Office (Crane
Activator). Deci
ecline

Reschedule Approved

54 Not Authorised Activate
B Rejected

B3 Send Email

State Notifications:

Active

The next step shows the
permit is ready for activation
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CROFF - cancel or extend a permit

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.

20000-XX-Q-XXX-GLN-172080 Rev 00
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é}rmit dueto expire

No

Request Crane —

Airfield Ops team to
cancel CROFF

Yes

Request Crane —
Airfield Ops team to
extend CROFF




Service Clearance (SC)

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
Service Clearance
S
w
c
8 |
P it ication
(8]
()]
jo
o
@
s A | [
8 ) | SCPTD —service | SCPTD — service
S Q . | clearance manager f clearance manager
o % Issue drawings | extends | closes
o5 L ____1 A
() A
O
A A 4
+—
c
('L_t; Receive drawin » | Activate service SCPTD — applicant
o 8s d clearance submits as builts
Q.
<
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SC - ralse a new permit

P2W Home

» Home » Work Requests - Permits » Search

P Process Permits

Search . »>

You last logged inte P2V on 29 June

= Apply

1. Access the ‘Raise New Permit’ screen
ia the Contractor Portal -> Permits ->
Process Permits -> Apply menu option

= Process Repeats

Receive Drawings

Recently Accessed Work Requests.: Recently Acces

Shared Documents

Submit Permit to Dig

Work Request Number Last Accessed Permit Numbe:
LGW-WR-46754 22-Jun-21 1612 <%, LGW-CRON-7g{__ Approve
B vow-cron-rszr LGW-WR-45736 29-Nov-158 11:49 &%, LGW-CRON-79]  Print Acknowledgement
B Lew-cronTsers LGW-WR-45737 29-Mov-18 11:28 &Y, LGW-5C-79263[ =

@ LGW-SC-T3263

@ LGW-CSL-Ta269

B rewcsirsar

Raise New Permit

I Home

» Work Requests:

» Permits » Search

Logged in as Edna E Mode (Logout)

Search .

v

Type of Permit: | (Select Type)

w | Area:

Shared Documents

B LGW-SIHW-T3281T
| B
B

@ LGW-CROFF-T3275

2. Select the Service
Clearance permit type from
the drop down menu.

Company:
(Select Type)
Show Only Representatives:

Person In Charge: Airfield Works

GW-CROFF-T3273 Baggage Environment Motification of Works
ROFF-79250

Confined Space (High/Medium}

Confined Space (Low)

Cranes (Off-Airpert)

s 201

Cranas (On-Airport)

Hot Works

ot Works (Airside-Outside)

Service Clearance
Zervice Clearance and Pemmit to Dig/Drill
Suspended Access Equipment (SOP)

Unlicensed Confined Space Entry

a,

@ Search
@ Raise with Yourself in Charge

ize with Any Representative in Charge

@ Clear

3. Click %earch icon to choose location

2021

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

Pick Area

[ Show Register Entries || Show Schematics

Tree I Grid

Use the picker to select
he location for the permit

S48 London Gatwick Airpert {LGW] €
Airfield (LGW-ASIDE-20573) ©,

- North Terminal (LGW-BLD-20700)

+ South Terminal (LGW-BLD-20206) €}
Other Buildings [LGW-BLD) ©,
Car Parks (LGW-LSIDE-CPRKS) €,

Roads and Forecourts (LGW-LSIDE-ROAD) €4
* Structures (LGW-LSIDE-STRUCT) €
. Off site (OfF site)

93

e

* Landside External Pumping Stations (LGW-LSIDE EXTPMPST)

* Landside External Substations (LGW-L SIDE-EXT5UB) €4

—_—




SC - person in charge (PIC)

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

permit *
Raise New Permit Logged in as Edna E Mode (Logout)
Home » Work Requests » Permits
Search . o Type of Permit: | Service Clearance | Area: |LGW-LSIDE-BLD-20719 o= [} =] Search\.
Re I London Gatwick Airport, Other Buildings, Northgate Building (2! Raise with Yourself in Charge
Shared Documents Company: (ISTEST| ] & (3, I:‘ #_ ga LSE with Any Representative in
REpre:::t;ggg a & Cpear
B L;.f:'-cnaFF-7azTa Person In Charge: (R
@ LGW-CROFF-T3280
@ LGW-CROFF-T3278
B wewcronram
2. If raising a permit with a PiC 3. Alternatively, search on the 4. If the PiC is unknown at this
from another company, use the name of a person by entering the stage, click here to raise with a
Company search function by name and then clicking Search. ** blank PiC.
typing in the name and clicking
on the search icon
* 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

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

he search icon
[ 3

Logged in as Edna E Mode {Logout)

SedlCl

i

Re

Shared Documents

@ LGW-SIHW-T3281T

Typeaf Perm ice Clearance v| Area: |LGW-LSIDE-BLD-20719 Ao

@ \. London Gatwick Airport, Other Buildings, Northgate Building

(3)

Company® ISTEST

Hide
Subcontractors: D

Show Only D

@ LGW-CROFF-73273 Representatives:

B rewcrorssze0
B rewcroreasms
B owcronrszr

2. Confirm the

Mame: ISTEST

\* Search
search criteria in / Pick All Company

the pop up window
and click search

Name: test
! Search

® [ 1wl (][ =] [ an] Matches=23
2
Select Company

#  Ascom Network Testing Ltd
| CeltestLtd

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.

) CIRCUIT ELECTRICAL TESTING

Construction Testing Solutions Ltd t/'a CET
Infrastructure.

ELECTRICAL TESTERS LIMITED
Electrical Testing Ltd

3
-
-
@ Dynatest Internstional
3
.
3

Geo Site and Testing Services
en test F2W
Hawkesworth AD]
intratest Limited
Intreland Testing Limited
ISTEST

James Fisher Testing Services Ltd

P00 @ PQ0QOOE

Litestructures Projects Ltd

Al &

@ Search
@ Raize with Yourself in Charge

@ Raize with Any Representative in
Charge

= Clear

Contact
Number

Services Rating

+441252007 486

Pick All Company

Name: ISTEST

) Search

B [ ][] =]z (o] [so][au] mstehes=t

Sel

20000-XX-Q-XXX-GLN-172080 Rev 00
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lect Company . Contact Number Services Rating

®  isTEST 01254 123456

Close

—_—
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SC - searching for PiC by name

Raise New Permit

[

» Work Requests

1. Enter the name of the PiC and

Logged in as Edna E Mode {Logout)

(&)

Search . >

Type of Permit: | Service Clearance

V%LGW- LSIDE-BELD-20719

@

Company:

Show Only D
Representatives:

e 0 &

W-CROFF-T9279

Person In Charge: [Wi le Coyole

[

LGW-CROFF-T9278

B
B
@ LGW-CROFF-T9280
B
£

LGW-CRON-T3277

Search .

Shared Documents

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

Raise New Permit

» Work Requests

» Permits » Search

=L
London Gatwick Airport, Other Buildings, Northgate Building

0 {# Search

Charge

& Clear

@ Raise with Yourself in Charge
@ Raize with Any Representative in

Logged in as Edna E Mode (Logout)

Type of Permit: ‘ Service Clearance

@
Company: a,

Show Only D
Representatives:

Person In Charge: |Wile Coyote

v| Area: |LGW-LSIDE-BLD-20719
London Gatwick Airport, Other Buildings, Northgate Building

o [

Ae,

, &

@ Search

@ Raise with Yourself in Charge

@ Raise with Any Representative in
Charge

&) Clear

[5 ][0 ][5 )[20] 30 ][50 |[A] Matches=2

Select Name &
@ Wile Coyote, Tester, ACME (01234 567 891)
3 Wile Coyote, ISTEST

Rating

@ Raise a new Permit

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

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

Raise New Permit

Logged in as Edna E Mode {Logout)

> Home » Work Requests & Permits
Search
car L Type of Permit: | Service Clearance | Area: [LGW-LSIDE-BLD-20718 e ) Search

London Gatwick Airport, Other Buildings, Northgate Building &) LS T By

Shared Documents Company: @ ﬁ 3) |:| ® (3 Raise with Any Representative in

Charge
show Only
Representatives: o ®
@ LGW-SIHW-T3281T
Person In Charge: Wile Coyote
@ LGW-CROFF-73273
[ concrorr iz [ERR | T | R [ | RN B T
LGW-CROFF-73278
@ -CRON-T32TT Select Name a Rating

3 Wile Coyote, Tester, ACME (01234 567 891)
& Wile Coyote, ISTEST

@ Raise new Service Clearance Permit with Wile Coyote in charge at London Gatwick Airport, Other Buildings, Northgate Building

96
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m

S <




SC - scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’
detail page will become available for editing

1. Enter a brief description of the

New Service Clearance works. Please avoid using the A i Eiudef agox]

» Home b Work Requests e ztollowing characters in this field ‘&’, ‘<

Search . 3 |Llfi EEY % “? &Change | t | | @ ‘>’, ‘%,
Pr— Scope of Work | / 2. Enter more detailed description of
Description: Lorem ipsum delor sit amet. he Scope Of Works to be undertaken
B "f:"‘:'f'”""?afﬂ'_ Scope of Work: |Lorem ipsum dolor sit amet, docendi a@festio ut qui, vim pent:ulls ref . Remember to adeSt the start and
B conerorrrsan 13 quo novirm it mund: dSieats expelonda LT : :
inish date and times

B vew-crore 73280

B wew-croretsams Start On: | 7-Jul-21 “ m
YT —— Finish On: | 1-0ct 21 (18 v |

Location(s): | gyy.| SIDE-BLD-20719

. Additional locations can be added if
required *, or enter free text in the
‘Location Details’ field if the location is

Location Details: | An pro cefero prodesset cotidieque Platonem suripidis philosonhia 3 ery SpeCIfIC
Per::n:nl;Ch:rge: Wile Coyote, ISTEST Change . ThIS Wl" be prepOpU|ated Wlth the
ork Package: | None . . . ‘s
urohase Order Number - PiC selected on the ‘Raise New Permit
Equipment to be worked on: |5 ex assum oratio reprimig ix recusabo molestiae honestatis, screen. The PIC can be Changed here
Tools: | Duo i nisl veniam. mej oratie sinljgus &> s auasstio necessisOr ON the People tab
mediogrifaten. Ne yix duo g3 idaus veris
6. Complete this field to allow easy

eference back to PO numbers used
\.l;or your works

London Gatwick Airport, Other Buildings, North
Add:

Created On: 6-Jul-21 13:55 by Edna E Mode (Revisiag 1)

* The scope of works refreshes in the

background when adding multiple locations. - -
Close the ‘area picker’ window to view selected /. Free text fields to prowde further

locations information _|I—/\
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SC - new permit generation

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.

B rermit: Low-sc-79282 (Initiatea, Logged in as Edna E Mode (Logout)

> Home » Work Requests » Permits

Search . » ‘ﬁ E3 % f &Change L M | @Submit @F‘.Eject | |ﬂﬁ @‘

Scope of Work I People {1,2) || Attachments (Mone) | Workflow (1) | Relations {0,0) | Inspections/Audits/CCRs (Mong)

Shared Documents

| Recentttems ______| Description:

W-SC-T3282

Scope of Work: |LareiN 3N amet, docendi quaestio ut qui, vim periculiz reformidans ne. Eum dolor dicunt instructior ea. duo duis prima te.
W-SIHW-T3281T Ea possimgdiceret legivqus sea, eum nobis comprehensam eu. Viderer discere vituperatoribus id usu, est exerci utrogue accumsan
id. Id guo nowym elitr, mdxqdi delicata expetenda ut nam, dicant alienum scribentur mel ef. &

W-CROFF-T9260 Stz | 7-Jul-21

W-CROFF-T3278 Finish On: | 1-Oct-21

B
B
B rewcrorrazrs
B
B

Location(s): | | gyy-LSIDE-BLD-20719

London Gatwick Airport, Other Builnag NorngAdditional tabs enabled. Details must be
A N\supplied within some of these tabs
before the permit can be submitted for
approval

Location Details: | An pro cetero prodesset cotidiegue. Platonem euripi

Person-in-Charge: |Wile Coyote, ISTEST & Change

Work Package:  None

Purchase Order Number:

Equipment to be worked on: ||z, gy azsum oratio reprimique. Ne vix recusabo molestiae honestatis, duo ea idque verterem, quidam lucilius adolescens ei vix.

Tools: Duo ei nisl veniam, mei oralio similique ex. . Graecis guaesfic necessilatibus ne per, ei has dicunt nusquam, ea cum anfiopam
mediocritatem. Ne vix recusabo molesiiae honestalis, duo ea idgue verterem. guidam lucilius adolescens ei vix. A

Created On: 6-Jul-21 13:55 by Edna E Mode (Revision 1)
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SC — permit details

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
B Permit: Lew-sC-79282 (Initiated) Logged in as Edna E Mode (Logout)

» Home » Work Requests = Permits » Search
Search > d 8y acee a2 e e (], |f @ PIC was selected when the permit was
scope of Work | People (1.2)| atichments (None) | werton f St raised, this field will be prepopulated
Bt
B ovcrom reronmenrge % et Sreer conci2. TO include additional work party members,
B roncrorrsars B Add Worke click the ‘Add Worker’ link. This will open up a
pop-up window (ensure pop-ups are not blocked
= e e oD yoUF browser) |
. Enter the name of the worker
and click the search icon. If you
I Ads @ Adas sty are unsure, just click the search
Worker Details: icon to bring up a full list of names
Job Tite: Worker: Yosemite o A= for the company which you can
Company: [STEST il T select from. Be mindful that this
i) Use Global Representative can S|OW the SyStem dOWﬂ
3. When adding a new / significantly if the company has a
worker, the company will large number of workers.

default to that of the PiC

NOTE: Please ensure the companies of work party members are SafeContractor accredited
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SC - adding a sponsor

Logged in as Edna E Mode (Logout)

» Home » Work Requests
Search . > |ﬁ 5y & # Lchange o, | B () submit (%) Reject | |@ @ |
—
Shared Documents Scope of Work | People (2,2) | Attachments (Mone) | Workflow (1) | Relations (0.0) | Inspections/Audits/CCRs (Mong)
Expected Work Party:
LGW-SC-75282
. P igy s
1. Click the ‘Edit’ icon to Filled On
Wile Coyote, ISTEST Edna E Mode  6-Jul-21 13:55 pe
nter the name of the 2

Project Sponsor

Yosemite Sam, ISTEST Edna E Mode 6-Jul-2114:55 T (3 ‘;5]

Contacts:

‘ Title:

2. Enter the name of your Project

Contact

CSponsor and click the ‘Search’ :

2 Covering Sponsor

4l Project Sponsor

]

Contact

Covering Sponsaor

- .
/ ./m"us. If there are multiple matches,
)& sselect the sponsor name you

Project Sponsor

5. Note that the Covering
Sponsor field is not
required to be completed

Sponsor is on leave and
unable to approve

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

]

The search text matches the following people. Pleasg/Select one or press Cancel.

() John Sponsor 1 (Gatwick Airport Ltd)

'::::' John Sponsor 2 {Gamwick Airport Ltd)
unless your Project R

require

4. The correct sponsor will appear in the
Montact box. Click the green tick to save

uest Name

(No-one) /

John Sponsor 1 T 01283 123456 jehnsponsor@gatwickairport.

/—[the Project Sponsor entry.

Project Handover Manager

Y-




SC - attachments

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
B Permit: LoW-5C-79282 (Initiated) ype of attachment to be uploaded e.qg. EELHEER

eeteriSk assessment
‘ﬁ By & # A& change o’!o|E] () Submit /@Reject |

» Home » Work Reguests = Permits

Search . »

Shared Documents Scope of Work | People (2.2) | Attachments (Mone) |/\Workflow (1) | Relafi

@ [ — The following types of document must be attaghed: 'As Fitted' Drawings,
GW-5C-T32

@ LGW-SIHW-T3ZET

@ LGW-CROFF-78278

@ LGW-CROFF-79280

@ LEW-CROFF-T3278

. Click ‘Choose File’ to navigate to the
location of the document to be uploaded

{(» Nothing has been attached.

3. A brief comment can be added

ere to give the attachment more
detail if required

Attachment Type: | Drawing

Upload New Document: (5 Maximum FileOpload Size = 5500 KB
EST_Drawing.pdf

Note: [D rawing for area of works '/

i+ Attach =) Clear

4. Click ‘Attach’ to

e
upload the B Permit: LGW-5C-79282 (initiateq) . Uploaded documents will EEaE
» Home » Work Requests & Permits » Search » Contracl 1
document to the | e pe shown in the attachments
Search . > [ B3 & # 2 cChange o, | B (# submit (X Reject @
work request _ e culs
Shared Documen t Scope of Work | People (2,2) | Attachments (1) I Workflow (1) ations (0.0) | IRSpectons/AuUdNs/CCHS (Mone)
@ [ — The g types of 1t must be / s Fitted' Drawings, Drawing. Methed Statement, Risk Assessment
@ LGW-SIHW-T3281T |:| Type Source ltem ./ Attached By  Attached On  Comment File Size (Kb)
@ LEW-CROFF 78273 [ Drawing User TEST_Drawing.pdf Edna E Mode &-Jul-21 16:10 Drawing for area of works 52.0Kb
% ::;:Z::;::: @ Open Selected Attachments

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

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
W Hrogress of the permit

B Permit: LGW-5C-79282 (Approved)

» Home » Permits » Search

D

Scope of Work | People (2,2) | Attachments (2) | Workflow (3) | Relations (0.0) | Inspections/Audits/CCRs (None)

» Work Requests

Search .

Shared Documents

Contractor Book

B rew-scrsm

@ LGW-SIHW-T9281T
B vow-crorr-1szrs
B vow-crorr-1s280

@ LGW-CROFF-T3278

T

Select Action

&
:
Search .

Shared Documents

| Tasks
Contractor Book

— @ Izsue Drawings Innei Shum Authorisation SCPTD 3 . Detal IS Of Sig n Oﬁ Can be b

% HewseTERn 3 Confim John Sponsor 1 Authorisation  SC-Prd v
LGW-SIHW-75261T : .

- iewed. NOTE: There may be
= ! Created Edna E Mode '

@ LGW-CROFF-73250
@ LGW-CROFF-73278

Signatory

Receive Drawings Edna E Mode

. Permit: LGW-SC-79282 (Approved)

» Home

Transition

» Work Requests  » Permits

Role

Autharisation SCPTD - Applicant

> Se

Performed On  Comment

G-Jul-21 16:58 Acknowledged

> |ﬁ 3 & # 2 change ;-,,|L§J

G

it is available

Scope of Work

People (2,2)

chments (2) | Workflow (3) || Relati

. Click the ‘Select’ icon to
lew an entry in more detail if

(0.0) | Ir iis/CCRs (Mone)

Approved

Logged in as Edna E Mode (Logout)

Signatory

Select n i
Receive Drawings Edna E Mode

Transition

Role

Performed On  Comment

SCPTD

& Print sign-off using template: (Defaj

Zervice Clearance Manager's Reguirements | Work Cor

mplate)

Ziimultiple tabs

Period | D

Please detail any

requirements below:

dicunt

Duo ei nisl veniam, mei oratio slmlllque (534 An pru cetero prodesset cutldleque Platonem curipidis philosophia ea sea, eam ei lorem t
, ea cum anti

fos. Graecis q

1. Usu ex assum oratic reprimique. Me vix recusabo molesfiae honestatis, due ea idque verlarem quldam Iuc\llus adolescens ei vix.

i ne per, ei has |

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

This section will show related permits. Whilst this functionality is enabled, it
Is not widely used due to the dependency issues it can cause. Itis 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.

B Permit: LGW-SC-79288 (Approved) Logged in as Edna E Mode (Logout)

» Home » Work Requests = Permits » Search » Contractor Portal
Search . [ 2 |Lﬂ 3 B j 2. Change 0""o|@ | |{ﬁ@‘
Scope of Work | People (1,2) || Attachments (Mone) | Workflow (5) | Relaficns {0,1) || Inspections/Audiis/CCRs {Mong)
Shared Documen ts
{(» This is not involved in any relationsghips.
Contractor Book
_RI It {(» The following are related to this one:
@ LGW-SC-T3288 Sibling Description Relationship
@ L EW-CRON-TE273 LGW-CRON-79273 Lorem ipsum dolor sit amet  Relation
@ LGW-5C-73288
@ LGW-PTO-T3284
@ LGW-5C-T928T (» This is notinvolved in any conflicts.
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SC — submit a permit

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.

B Permit: LGw-sC-79282 (Initiated) . CI|Ck the ‘Submit’ |Con a = i ogout)

» Home » Work Requests | Permits » Search » Contractor Fortal

Search . 2 ‘ﬁ 23 & # 2 change o, | = @ S’l;mit 3 Reject | |Q9 @ ‘
Shared Docun|
. Permit: LGW-SC-79282 (Initiated) Logged in as Edna E Mode (Logout)

Home » Work Requests = Permits » Search » Contractor Portal

Search .
' (*» You cannot proceed with the Submission ag errors have been reported.
Shared Documents @ A named Project Sponsor must be provided via the "Project Sponsor' contact slot on the 'People’ tab of this permit.
@ Required document(s) have not been attached: “As Fitted' Drawings, Method Statement, Risk Assessment.
= Cancel
[B) row-scrsm2

B rermit Lw-5-7o282 ittt . Rectify any issues raised in warnings

» Home » WorkRequests b Permits P Search proceeding

Search . > . L .
{(» To proceed with the Submission you must acknowledge these warnings yfith a comment.

Shared Documents @ Requirsd document(s) have not been attached: 'As Fitted’ Drawings, Met Slatement, Risk Assessment.
Comment

@ LEW-5C-T3282 RAMS upleaded as single document
@ LGW-SIHW-T3281T

@ LGW-CROFF-T3278

@ LGW-CROFF-T5280 2) Proceed 3 Cancel
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SC - receive drawings

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

|

Possible Actions:

Next Steps for Permit LGW-SC-79282 (Submitted)

View Details

/ Counter-sign
& print
@ Recelve Drawings by SCPTD -

Applicant.
Receive Drawings

. p Approved

Bd Send Email

State Notifications:

54 Not Authorised
54 Rejected

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

[y —

he ‘Declaration’ and click the green tick
o confirm

Issue Service Lorem ipsum dolor, hgte T-dul-21 1-Oci-21
Drawings Clearance amet, Buildin, 08.00 18.00

Select Number Info Noun Status

SCPTD -

Wile Coyote Applicant

ELs LGW-5C-79282 (&) Permit Submitted

Issues with the selected Permit:

@ The authariser cannot be the person who raised it

@ Required document(s) have not been attached: 'As Fitted’ Drawings, Method Statement, Risk Assessment

@ Wile Coyote is already booked with the following at this time: LGW-WR-46754, LGW-BENOW-79276. LGW-AIRFLD-79267 | GW-CRON-79273, LGW-CRON-79277
LGW-CROFF-79279, LGW-CSL-79271, LGW-CSHM-79272, LGW-CSHM-79270. LGW-CSL-79269, LGW-CROFF-79278.

> Number of sign-offs remaining to complete this transition = 0.

Comment:
Acknowledged

Declaration

(i) | confirm recsipt of the Service Clearance drawings
(ii) | have examined and understand the comments detailed in the ‘Service Clearance Manager's Requirements' section of the permit

This information can be access by opening the permit, then clicking on the workflow tab, then selecting the yellow amrow rlext fo the Service Clearance Manager sign-off

(iii) | understand that a Work Commencement Period exisls for 25 days from the date that the Service Clearance drawings are issued by the Service Clearance Manager and that 2 requirement of
this Service Clearance is that the work described in this permit shall start before the expiry dale of this Period (as indicajkd in the "Work Commencement Period' section of the permit). | also
understand that this permit is subject to cancellation if the work does not start by the expiry date of the Work Commencnt Pericd

Please tick the checkbox to accent the declaration:

CIE2 e

Date and Time Documents Received: &-Jul-21

|

S <
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SC - activate a permit

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.

|
Possible Actions: :
’ & 3

1. The next step shows the
permit is ready for activation

Next Steps for Permit LGW-SC-79282 (Approved)

Edit or View Detail
7 Counter-sign
g Print

X Reje

\ ‘ I

() Activate by SCPTD - Applicant
(Submit PTD).

Reschedule

Creste naw R

B Send Email

Approved

State Notifications:
Activate

Se

Not Authorised
Rejected Reports
Report Inde:
Shareﬂ Documents
ing Repo! t
c ompany Refer
@ LGW-5C-73202
+ B) cowcroresars

#- Not Authorised

b Home

v a8 0| e
>

Close

Activate a Permit (Filtered) Logged in as Innei Shum (Logout)

B Front Desk - Search - Admin - Contractor Portal - Configure

2. Enter comments to

» Work Requests - Permits

[eal

a acknowledge any system
Select Number Info Noun Status Last or] Sign-off Role
M, 3 LGW-5C79282 (@ Permil Approved R wix:s Warn | n gS (555':”3' P'“TPP)"W“'

/

Issues with the selected Permit:

@ This is scheduled to start more than 2 hours in the/bast.
@ Required document(s) have not been attached;/As Fitted' Drawings, Method Statement, Risk Assessment.
@ Wile Coyote is already booked with the follovgfig at this time: LGW-WR-46754, LGW-BENOW-79276. LGW-AIRFLD-T9267, LGW-CRON-T9273, LGW-CRON-72277,

LGW-CROFF-79278, LGW-CSL-79271, LGA-CSHM-78272, LGW-CSHM-79270, LGW-CEL-7926%, LGW-CROFF-T9276.

s / h 3. Complete the declaration;
/click the green tick to activate.

I hearby Activate this permit: [_|

Date and Time of Activation: 3-Jul-21

- aE

20000-XX-Q-XXX-GLN-172080 Rev 00
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SC - submitting As-bullts

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.

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

((ermitdue to expi}

extend beyond

the permit end

No

Cancel by

‘Submitting As
Builts” **

Yes

Request to Service
Clearance Manager
to extend*™

/

* 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)

108
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Permit to Dig/Drill (PTD)

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 No

required

Code in P2W PTD

Workflow

Permit to dig/drill

Authorised
Person

I
. R I
Permltappllcatlon Approve permit —}l Extend permit F———
received I |
I

Eng. Support
Control Centre

v v

Activate permit Cancel permit | Close permit

20000-XX-Q-XXX-GLN-172080 Rev 00 109 C___—“/../7 | m(: ﬁ




PTD - raise a new permit

Search . »>

Shared Documents

@ LGW-CRON-73277

B vow-cron7szrs
B vow-scrszes
B ow-csLrszes
B rewcsirsan

P2W Home

You last logged inte P2V on 29 June

» Home » Work Requests - Permits » Search
P Process Permits

1. Access the ‘Raise New Permit’ screen
ia the Contractor Portal -> Permits ->

= Apply

Process Permits -> Apply menu option

= Process Repeats

Receive Drawings

Recently Accessed Work Requests.:

Recently Acces

Work Request Number Last Accessed
LGW-WR-46754 22-Jun-21 16:12
LGW-WR-45736 29-Mov-138 11:48
LGW-WR-45737 29-Nov-18 11:28

Permit Numbe
o, LGW-CRON-T9
3, LGW-CRON-T9;

Submit Permit to Dig

Approve

Print Acknowledgement

o, LGW-SC-T9263

Raise New Permit

LGW-C5L-T926

Activate

Logged in as Edna E Mode (Logout)

» Home » Work Requests = Permits
Search »> .
Type of Permit: | (Select Type)
Reports
| Reports | Compyd _
Shared Documents (Select Type)
Show Only Representatives:
Recent ltems
| _ Person In Charge:  Airfield Works
@ LEW-8C 78282

@ LGW-SIHW-T3281T
-}

[P rp——

the drop down

2. Select the Service
Clearance permit type from

menu.

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

Al
:Wind ows 201

2} (%) search
@ Raise with Yourself in Charge
Raise with Any Representative in Charge

Baggage Environment Motificafion of Works

Confined Space (High/Medium)
Confined Space (Low)

Cranes (Of-Airport)

Cranes (On-Airport)

Hot Works

Hot Works (Airside-Outside)

imitation of Access Electrical

Permit to Dig/Drill

Life Safety Systems - Fire Alarm Isclations

3. Click search icon to choose location

I

Pick Area

2021

[ show

Tree [ Grid

ReostrSnves |[Showsehemtcs )kl Use the picker to select

. the location for the permit

[ Morth Terminal (LGW-ELD-20700) €}

- South Terminal (LGW-ELD-20206) T,
[+ Landside External Pumping Stations (LGW-LSIDE-EXTPMPST) €
- Landside External Substations {LGW-L SIDE-EXTSUE)

[+ Structures (LGW-LSIDE-STRUCT) &
- Off site [Off site)

Airfield [LGW-ASIDE-20573) €

Other Buildings (LGW-BLD) ‘T4
Car Parks (LGW L SIDE-CPRKS) O

Roads and Forecourts (LGW-LSIDE-ROAD) €,

110
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PTD — person in charge (PiC)

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

Raise New Permit

Logged in as Edna E Mode (Logout)

» Home » Work Requests » Penmits
Search _
=ar L Type of Permit: | Permit to Dig/Dril v | Area: |LGW-ASIDE-BLD-20728 HAn Search®

(—:') Raize with Yourself in Charge

Raise with Any Representative in
CWarge

Clear

London Gatwick Airport, Airfield, Buildings, CIP Building (North)
Shared Documents Company: [|S

TEST | 2% o, P &
show only
Representatives:
B rew-scrszsz o " ch
@ LGW-SIHW-T9281T e .\

B row-crorrrszrs
B rewcrorr-sz80

@ LGW-CROFF-T3278

2. If raising a permit with a PiC 3. Alternatively, search on the 4. If the PiC is unknown at this
from another company, use the name of a person by entering the stage, click here to raise with a
Company search function by name and then clicking Search. ** blank PiC.

typing in the name and clicking

on the search icon

* 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

1. Enter the name of the company of the

Logged in as Edna E Mode (Logout)

PiC for the permit and click the search icon e

==

Search . >

v | Area: |LGV-ASIDE-BLD-20728 e (3] Search

Type of Permit: | Permi TrSiglDyill_
@

Company: |ISTEST

Shared Documents

@ Raize with Yourself in Charge
@ Raize with Any Representative in
Charge

London Gatwick Airport, Airfield, Buildings, CIP Building (North) !ﬁ
@, B, &

@ LGW-8C-T9282
@ LGW-SIHW-T9281T
@ LGW-CROFF-T9273

Hide Subcontractors: ||

Show Only D
Reprezentatives:

Person In Charge:

Pick All Company

= Clear

B con cnorm s
12. Confirm the
earch criteria in the
pop up window and
click search

Name: [STEST

2! Search

a:

Name: test

2! Search

Select Company a

@

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.

e R EE @ @®

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

Ascom Network Testing Ltd
Celtast Ltd
CIRCUIT ELECTRICAL TESTING

Pick All Company

Close

B s e ] ][z ][] [ =] Can] matehes=23

Contact Ratin
Number o
+441252807488
07765404588

01422413035

Consfruction Testing Solutions Lid ta CFT

Infrastructure.

Dynatest International
ELECTRICAL TESTERS LIMITE
Electrical Testing Ltd

Geo Site and Testing Services
Happen test FZW

Hawkesworth Appliance Testing
intratest Limited

Introland Testing Limited
ISTES

James Fisher Testing Services LI
Litestructures Projects Ltd

112

Name: ISTEST

Close

Pick All Company

) Search

® (s ] [e] ][z ][w0] [s0] [an] matches=1

lect Company & Contact Number
":" ISTESET 01254 123456

Services Rating
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PTD - searching for PIC by name

Raise New Permit

» Home » Work Requests

1. Enter the name of the PiC and
weiclick search

Logged in as Edna E Mode (Logout)

Search . » -
Type of Permit: | Permit to Dig/Drill

@
Shared Documents Company:
showony.

Represzentatives:
LGW-5C-T3282

=

Person In Charge: |Wile Coyofe
LGW-SIHW-T3281T

=

LG

W-CROFF-T3273

(i [{ip [iip (i) i)

LGW-CROFF-T3278 » Home

LGW-CROFF-T3280 Raise New Permit

» Work Requests I Permits

v | Area: |LGW-AZ

“BLD-20728

A
ndon Gatwick Airport, Airfield, Buildings, CIP Building {North) ﬁ

(3, P &

m Search
@ Raise with Yourself in Charge
@ Raise with Any Representative in
Charge

@ Clear

Logged in as Edna E Mode (Logout)

Search .

2. Select the required
PiC from the returned

Type of Permit: | Permit to Dig/Drill

v| Area: LGW-ASIDE-BLD-20723
London Gatwick Airport, Airfield, Buildings, CIP Building {North) ﬁ

ae

@ Search
@ Raise with Yourself in Charge

results (this could be a

list or a single company) -
by clicking on the arrow

& Wwile Coyote, Tester, ACME (01234 567 891)
= Wile Coyote, ISTEST

icon

raise the permit will be
enabled. Click the
arrow icon to be taken to
the next step

@ Raise a new Permit

Raise New Permit

» Permits

Company: o, (3, E ® g;:;f:e with Any Representative in
Repre:::tgtggg D @ Clear
Person In Charge: | Wile Coyote
[(5 ][0 ][5 |[20][ 30 ][50 |[Ail] Matches=2
Select Mame & Rating

Logged in as Edna E Mode (Logout)

» Work Requests
3. Once a PlC name IS Type of Permit: | Permit to Dig/Diil
selected, the option to S

Person In Charge: |Wile Coyote

| Area: |LGW-ASIDE-BLD-20728 Ao
London Gatwick Airport, Airfield, Buildings, CIP Building (North) m

@, Pl &

@ Search

@ Raise with Yourself in Charge
@ Raise with Any Representative in
Charge

@C\aar

(s ][0 ][5 J[ 20 ][0 [ 50 ][ &)

Select Name

@ Wile Coyote, ISTEST

@ Wile Coyote, Tester, ACME (01234 567 891)

Rating

@ Raise new Permit to Dig/Drill Permit with Wile Coyote in charge at London Gatwick Airport, Airfield, Buildings, CIP Building (North)

20000-XX-Q-XXX-GLN-172080 Rev 00
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PTD — scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’
detail page will become available for editing

1. Enter a brief description of the

works. Please avoid using the

New Permit to Dig/Drill

in as Edna E Mode (Logout)

» Home » Work Requests = Permits

Search . ‘l_ﬁ Ba & F & change | - | @ | 1, ‘0/0’

et [ scope or work| 2. Enter more detailed description of
Description: |Lorem ipsum delor sit amel‘his omnium he SCOpe Of WOka tO be undertaken
B row-scrsze Scope of Work:

B ow-snwrszat

B wew-crorrrazrs

@ LGW-CROFF-T3280 Start On: |8-Jul-21 “ m
YT Finish On: (31-Aug-21 | i) [ 15 v | . Additional locations can be added if

Location(s):

Location Details:
Perzon-in-Charge:

Work Package:

Purchase Order Number:
Equipment to be worked on:

Taols: |Ei

Created On:

Lorem ipsum doler sit amei. his omnium corpora cu. deserunl
mediocritatem, ut usu cetero vocent fuissat, uti |nan| Iob iz
sententiae vim at. Quo ei errem viris ubigue, ida#d=h

finish date and times

. Remember to adjust the start and

LGW-ASIDE-BLD-20728 o |

London Gatwick Airport, Airfield, Buildings, C
Add:

required *, or enter free text

MNobis choro feugiat nam id. Ea nec ilum

in the

Wile Coyote, ISTEST & Change

None

Ea nec illum evertitur |0ltw06. Pra

nsulatu gubergren.

siaz Erper s OF ON the ‘People’ tab

5. This will be prepopulated with the
PiC selected on the ‘Raise New Permit’

6. Complete this field to allow easy
\Ieference back to PO numbers used
or 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

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.

Search .

Shared Documents

@ LGW-PTD-T3284
@ LGW-8C-79282
@ LGW-EIHW-TS2E1T
@ LGW-CROFF-T3273

@ LGW-CROFF-T3280

[l permit: LGW-PTD-79284 (Initiated,

» Home

» Work Requests = Permits

and status

» Search

Logged in as Edna E Mode (Logout)

> [ & 7 Acwme

E & submit (X Reject

s9]

Scope of Work l Method | Pe

ople (1,0) | Attachments {None) | Werkflow (1) | Relations (0,0) | Inspections/Audiis/CCRs (None)

Description:

Scope of Work:

Start On:
Finish On:

Location(s):

Location Details:
Person-in-Charge:

Work Package:

Purchase Order Number:
Equipment to be worked on:

Tools:

Created On:

LoremYgsum dolor sit amet. his om\gium

Lorem ipsuindolor sit amet, his omniym corpora cu, deserunt periculis pri ea. Ut ignota graece nam. His ne brute mentitum

mediccritatemn W usu cefero vocent fulgset, uf inani loberiis vis. Mundi dolor sensibus cum at. His popule albucius eu. detraxit -

e

London Gatwick Airport, Airfield, Buildsgs, CIR Buil
Add:

Additional tabs enabled. Details must be
upplied within some of these tabs
before the permit can be submitted for
approval

Mobis choro feugiat nam id. Ea nec illum evertitur torguy
Wile Coyote, ISTEST ‘& Change

None

Ea nec illum evertitur forguates. Pro an consulatu gubergren.

Ei nominavi complectitur duo. Eu eum habeo accommodare. Eu per noster feugait accusam. ne delectus gubergren ius. Aetemo

civibus cporters te cum, at pro omnesque suavitaie salutatus. P

8-Jul-21 12:12 by Edna E Mode (Revision 1)
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PTD

- permit details

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

Search . >

Shared Documents
@ LGW-PTD-T3254

B row-scrsze
[B) row-simwrszarr
[ row-crorrTsars

@ LGW-CROFF-T3280

Ensure all details are completed on the
‘Method’ tab

[l permit: LGW-PTD-79284 (initiateq) Logged in as Edna E Mode (Logout)

» Home » Work Requests » Permits » Search

‘ﬁ E=1 f & Change oM, Submit (%) Reject | |<ﬁ I‘<}')|

T
Scope of Work | Method || People (1,0) | Attachments (Mone) | Workflow (1) | Relations {0,0) || Inspections/Audits/CCRs (None)

N

I confirm that the area above, below or adjacent to the point of penetration has been surveyed, and the risk of debris being digpersed into these areas has D
been fully assessed, and mitigating controls applied:

Pleaze enter the name of the area that has been surveyed:
Please enter the total depth of the penetration in mm:

Pleaze enter the width of the penetration in mm:
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PTD - PIC & work party

E Permit: LGW-PTD-79284 (Initiated)

1. If a PiC was selected when the

» Home » Work Requests » Permits » Search » Con

— : - permit was first raised, this field will
Search . @ Gy B # Lchange o | = 5 submit ) Reject
Scope of Work | Method | People (1,0) || Attachments (Mone) | Workildw (1) be prepopUIated
Expected Work Party:
@LG” ToTsEe Working Party: . .y
2 uobTte  Guest Oocupant & mw2. 10 include additional work party
%Lf: “iam @d::v:::;nfﬁ X wile Coyote, ISTEST Edna E Mode E—Julmembers’ CIle the ‘Add Worker’ Ilnk
— This will open up a pop-up window
Contacts: (ensure pop-ups are not blocked on
Title: Guest Contact: your browser)
{» No contacts specified.
/. Enter the name of the worker
Bick orker and click the searchicon. If you
3. When adding | e s s are unsl;Jr_e, just cllfcll<|tlhe s]?arch
a2 new worker, Worker Dotaile icon to bring up a ul ist of names
the company will% - Worker: [vosemite ;ae._iorl thefcompany vv_hldcp Iyohu cahn
ompan b
de&Ult tO that Of @Use Company Representative Se eCt rom. Be mln u t att IS
the PIC {3) Use Global Representative can S|OW the System down
significantly if the company has a
large number of workers.

NOTE: Please ensure the companies of work party members are SafeContractor accredited
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PTD - adding a sponsor

> Home » Work Requests » Permits » Search » Comtractor Portal
Search . > |Lﬁ 53 & # Zchange ™, | = @ submit 3 Reject | | B |
Ducuments Scope of Work | Method |Peuple (I.O]| Attachments (None) | Werkflow (1) || Relations (0,0) | Inspections/Audits/CCRSs (None)
Expected Work Party: 3. Enter the name
EYR— WekRAPSti , ___lof the Sponsor and
@ 2. Untick the ‘Guest’ checkbox icon
Contacts: X / .
Tt [sponsor Guest ] Contact: %[JO—Q’PW ) « 4. If there are multiple matches,
select the sponsor name you
Pick Person require

The search text matches the following pecple. Please select one or press Cancel.

. The correct sponsor will
ppear in the contact box. Next,
lick ‘Add Contact’

) John Sponsor 1 (Gatwick Airport Lid)

) John Sponsor 2 (Gatwick Airport Lid)

P | Contacts:

Title: Sponsor Guest D Contact: uhn Sponsor 1 G—éﬁ.dd Contact L
P—— 6. This will now move the |
Contacts: SpOnSOr IntO the ‘ContaCtS’

Title: Guest D Cnntact:@\ able CI'Ck the ‘Ed|t thIS rOW’
icon to make any edits to the
Contact Guest Mame ./Corltac’l Number Emilﬁddsponsor’s name
Sponsor QX  John Sponsor 1, Gatwick Airport Ltd T

|

S <
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PTD - attachments

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
[ Permit: L6W-PTD-79284 (Initiated)

» Home » Work Requests | Permits

risk assessment
Search .

| Reports | T ick ¢ ile’ -
Ducuments Scope of Work | Method | People (1,1) | Attachmenis (Mofe) | Workflow ( 2 C“Ck Choose F|Ie tO naV|gate tO the

_ _ location of the document to be uploaded
@ [E— The fellowing types of document must be attached /A&£mergency Plan, Meih . - 7 T
@ LGW-SC-T3287 (» Nothing has been attached. .
% 3. A brief comment can be added
Y Avachment Type: | Emergency Pn_ V] ere to give the attachment more
Upload New Document: (5 Maximum Filstfpload Size = 5500 KB deta|l If required
H [ ’ Chogse File EST_EmergencyPlan. pdf
t4-' C||Ide'?::|taCh Note: [Emergenc:.' plan to support PTD application] ./
0 up oa e i+ Attach =) Clear
document to the

.zw D ermit: - - nitia - ¥ -
work request permit: LGULPTD79204 (Infated) 5. Uploaded documents
» Home » Work Requests » Permits » Search » Comtractor Portal

Search . > |ﬁ 23 & # & change E;,.°| B G submit D Reject | |{ﬁ© III be ShOWﬂ N the

Shared Documents Scope of Work | Methed | People (1,1) | Attachments [1]| Workflow [l)/R%at{s(DO) I attaCh ments table
[ Reentitems |

@ LGW-PTD-T3284

The ing types of d 1t must be attached: Emer:

Plan, Method Risk A it. Strike Conti Plan

@ LGW-5C-T8287 ] Type Source Iltem L4 Attached By  Attached On Comment File Size (Kb)
% Lew-scTazE |:| Emergency Plan User TEST_EmergencyPlan.pdf Edna E Mode 12-Jul-21 16:26 Emergency plan to suppori PTD application 52.0Kb 1
LGW-5C-75288
(3] Open Selected Attachments
@ LGW-5C-75285
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PTD - workflow

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.

[ permit: Low-PTD-79284 (Active) Logged in as Edna E Mode {Logout)

1. Click the workflow tab to see the

Search. > D 8 S Roewe M= IEE) progress of the permit
- Helations (0,0) || Inspections/Audits/CCRs (Mone)

Shared Documents

Contractor Book

(&)

Scope of Work | Method | People (1,1) || Attachments (3) | Workflg

Select Action  Signatory Transition Role Performed On  Comment Approved
@ Activate  Innei Shum Issuing SCPTD - EDM Office  12-Jul-21 16:34 ok v

PRALP
%:::CJT::_ @ ngm:e [ Permit: LGW-PTD-79284 (Active) . Click the ‘Select’ icon to d in as Edna E Mode (Logout)

@ LGW-SC-T9288

Created - ilew an entry in more detail if it
Search . > |ﬁ B3 & # Achange o, | = | |(§
B vow-scrsmss

@ LGW-SC-T3288

i ilabl
IS avallable
[ A ttachments |
Shared Documents SR IBEHLTIS] MAE T M (3) |
Selevﬂmignntow Transition Role Performed On  Comment Approved
@ Activate  Innei Shum Issuing SCPTD - EDM Office  12-Jul-21 16:34 ok v
PP-V-P Innei Shum 12-Jul-21 16:34 Payment Point for Verification of Qualifying Permit raized directly v
@ Approve Innei Shum Authorisation SCPTD - AP (ADE 2o lnl 04 seind el v
Submit  Edna E Mode 3 D I f g ﬁ: b v
cromted  Edna E Mode . Detalls of sign off can be M

B oo & ot sgn o uens e [ oo oo _——W/iEWEA, NOTE: There maybe
Dreclaration ./ multlple tabS

| hereby approve this Permit to Dig:
Date and Time Permit to Dig Permit Approved: |12-Jul-2021 15:34

Senior Authorised Persons ts [This will be printed on the permit):
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PTD - relations

This section will show related permits. Whilst this functionality is enabled, it
Is not widely used due to the dependency issues it can cause. Itis only
compulsory to relate specific permits, so unless the system prompts you,

avoid using this option.

Logged in as Edna E Mode (Logout)

[l Permit: LW-PTD-79284 (Active)

» Home » Work Requests = Permils » Search » Contracitor Porial
Search . P |ﬁ 53 & # 2 Change °m°||g | |{S§@‘
Secope of Work || Methed || People (1,1) | Attachments (3] | Workflow (5) ‘ Relations (0,0} | Inspections/Sudits/CCRs (Mone)

Shared Documents

{* This is not involved in any relationships.

Contractor Book

_ {* Mothing has this as a dependant.

@ LGW-PTD-79234

B Lew-cronTaars
@ LEV-5C-75785 (» This is not involved in any conflicts.

@ LGW-5C-T3286
@ LGW-SC-TI287
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PTD - submit a permit

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.

[ permit: Lew-PTD-79290 (Initiated)

» Home » Work Requests » Permits » search » Contractor Portal

. |ﬁ —'\ﬁ % f I&Change M | =2 @Submit ®Reje|:t

(8 @]

nts

Search . »

Shared Documen ts
@ LGW-PTD-T3250
@ LGW-PTD-T3283
@ LGW-PTD-T3284

@ LGW-5C-T3287

@ LGW-SC-Ta285

Scope of Work | Methed || People (1,1) | Attachments (3) | Workflow (1)

D Permit: LGW-PTD-79290 (Initiated)

» Home » Work Reguests  » Permilts » Search » Contractor Porial

. Click the ‘Submit’ icon

Relations (0,0) | Inspections/Audits/CCRs (Mong)

Logged in as Edna E Mode (Logout)

Logged in as Edna E Mode (Logout)

{» To proceed with the Submission you must acknowledge these warnings with a comment.

@ Service Clearance (SC) permits are no longer mandatory for PTD applications. Please ref
permits need to be related to PTD applications.
@ Required document(s) have not been attached: Method Statement, Risk Assessment )
Comment: before proceeding

Rectify any issues raised in warnings

Combined RAMS ./

@ Pmncel
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PTD - activate a permit

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.

|

Next Steps for Permit LGW-PTD-79289 (Approved)

Possible Actions: E E

View Details ‘

# Counter-sign ¢ 2

&S print = e
[ = e = Not Authorised

(%) Activate by SCPTD - EDM Office.

i

Send Email

Decline
State Notifications:

Reschedule Approved
B Not Authorised

A Rejected

i

Activate

The next step
shows the
permit is ready
for activation

i

Close
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PTD - cancel or extend a permit

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)

20000-XX-Q-XXX-GLN-172080 Rev 00
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Service Clearance & Permit to Dig/Drill (SCPTD)

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

Permitsubmission
received

Project Sponsor

Approve Service
Clearance

Service Clearance
Mgr

A

SCPTD — Service
Clearance Manager
issues drawings

SCRIDEDNIoiEce —ﬂl clearance manager !

activates

A

SCPTD — service f

extends

SCPTD — service
clearance manager
closes
A

Applicant

A 4

SCPTD — applicant
receives drawings

SCPTD — Applicant
—>> (submit PTD)
submits PTD

| |
| SCPTD — AP (ADE) |
| extends |

SCPTD — applicant
submits as builts

A

Authorised
Person

A

y

SCPTD — AP (ADE)
approves

Eng. Support
Control Centre

SCPTD — EDM office

cancels
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SCPTD - ralse a new permit

1. Access the ‘Raise New Permit’ screen
ila the Contractor Portal -> Permits ->

P2W Home

» Home » Work Requests | Permits » Search . .
o — e Process Permits -> Apply menu option
Search . > You last logged inte P2W on 29 June
= P Process Repeats Receive Drawings
Shared Documents Recently Accessed Work Requests.: Recently Acces Submit Permit to Dig
Work Request Number LastAccessed Permit Number
LGW-WR-46754 22-.Jun-2116:12 % | | LGW-CRON-79|  ApProve
@ LEW-CRON-T3277 LGW-WR-45736 29-Mov-18 11:49 ¥ LGW-CRON-T9, Print Acknowledgement
@ L EW-CRON-T3273 LGW-WR-45737 29-Mov-18 11:28 %, LGW-SC-T9263 I
@ LGW-SC-TI263
Raise New Permit Logged in as Edna E Mode (Logout)

@ LEW-CSL-TH268
B rewcsiasan —— it pesiz

Search > Type of Permit: | (Select Type) ~ | Area: 2l @ Search

4 aige with Yourself in Charge
Shared Documents ST (Select Type) () RaMwegith Any Representative in Charge
Show Only Representatives: &) Clear

Person In Charge: Airfield Works - ° : :
E ts"“ip_j;““ Baggage Enviranment Notification of Works . CIICk Search ICon to Choose IOCatIOn
B
B

GW-SC-T9287 Confined Space (High/Medium)

Confined Space (Low)

2. Select the Service
Clearance permit type  [z==
from the drop down
menu.

Cranes (Off-Airport)

Pick Area

Cranes (On-Airport)

] Show Register Entries [_| Show Schematics

Use the picker to select
the location for the permit

Hot Works

Tree l Grid

Hot Works (Airside-Outside)

E|-. Lendan Gatwick Airport (LGW)
Life Safety Systems - Fire Alarm Isolations - Airfield (LGW-ASIDE-20573) €
North Terminal (LGW-BLD-20700) €,
Limitation of Access Electrical .
South Terminal (LGW-ELD-20205)
[+ Other Buildings (LGW-ELD)

I Car Parks (LGW-L SIDE-CPRKS)

Permit to Dig/Drill

ervice Clearance Landside External Pumping Stations (LGW-L SIDE-EXTPMPST) €,
_ - [ Landside Exteral Substations [LGW-LSIDE-EXTSUE) 4

Senice Clearance and Permit to Dig/Drill
[ Roads and Forecourts (LGW-LSIDE-ROAD) T

[ Structures (LGW-L SIDE-STRUCT) €4

OFf site (O site)

20000-XX-Q-XXX-GLN-172080 Rev 00 126 C___—“/../7 m(: ﬁ




SCPTD- person in charge (PIC)

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

Raise New Permit

permit *

Logged in as Edna E Mode (Logout)

» Home » Work Reguests = Permits
Search . » ; =
Type of Permit: | Service Clearance and Permit to Dig/Drill | Area: LGW-LSIDE-BLD-20719 ,;-J@\
@) London Gatwick Airport, Other Buildings, Northgate Building
Shared Documents Company: [ISTEST ] o, (3), |:| &®
show only D
Representatives:
@ LEW-PTD-T3283
Person In Charge:
@ LEW-PTO-T3250

@ Search ¥

@ Raise with Yourself in Charge

@ Raize with Any Representative in
Charge’

@Cler

B vow-pro-rszas
[ vew-sc7szar
B vow-scrszas

!

If raising a permlt with a PIiC 3. Alternatlvely, search on the
from another company, use the name of a person by entering the
Company search function by name and then clicking Search. **

If the PiC is unknown at this
stage, click here to raise with a
blank PiC.

typing in the name and clicking
on the search icon

* 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

(maanan

1. Enter the name of
he company of the

Logged in as Edna E Mode (Logout)

vl Area: |LGW-LSIDE-ELD-20719 = [y

click the search icon

Hide (]
Subcontractors:
@ LGW-PTD-T3283
- Show Only
@ LGW-RTD-T3250 Representatives: U

LGW-PTO-T3284
B

B row-scszer
B wow-scrszss

Person In Charge:

Name: |STEST

._/.'+' Seach

2. Confirm the search
criteria in the pop up
window and click search

ServiceCieasange and Permit to DigiDril

@), [ &

Close

Pick All Company

London Gatwick Airport, Other Buildings, Northgate Building T3

{(* Search

@ Raise with Yourself in Charge

@ Raize with Any Representative in
Charge

{3 Clear

Pick All Company

*) Search

= [ [0 2 0] 0] (] whs=za
2

Select Company &

(=)

3. Select the required
company from the returned
results (this could be a list

Ascom Network Testing Lid

) Celtest Lid
) CIRCUIT ELECTRIC.
) Construction Testing

Infrastructure.

) Dynatest Intemstions
! ELECTRICAL TESTE Mame: ISTEST
) Electrical Testing Ltd

2 Search

| Geo Site and Testing
| Happen test P2W

) Hawkesworth Appliar
/ intratest Limited

Contact
Number

+441252007488

N7TRRANARDA

Pick All Company

B [ o] [ ][z ][] [se] [Can] Mstehes=1

Select Company a Contact Number Services Rating

| Intreland Testing Lim &  |sTEST

or a single company), this
will in turn return a list of
employees for the
company.

20000-XX-Q-XXX-GLN-172080 Rev 00
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) ISTEST
) James Fisher Testing
) Litestructures Project

EE——— ]

01254 123456

Rating

Close
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SCPTD - searching for PiC by name

» Home » Work Reguests

Logged in as Edna E Mode (Logout)

1. Enter the name of the PiC and
w=aclick search

Search . > ; = —)
Type of Permit: | Service Clearance and Permit to Dig/Drill | Area: |LGWI- "BLD-20719 ,E.l a, {2 search
poris Raise with Yourself in Charge

@ ondon Gatwick Airport, Other Buildings, Northgate Building m @ ) _ g .

Shared Documents Company: (3), D & g Raise with Any Representative in

arge
showonly & Clar
Representatives:
@ LEW-PTD-TS28%
Person In Charge: |Wile Coyotd
@ LEW-PTD-T9250

@ LGW-PTD-73284

@ LGW-SC-T9287 Raise New Permit Logged in as Edna E Mode {Logout)

@ LGW-5C-75283 » Home » Work Requests  » Permits

Type of Permit: | Service Clearance and Permit to Dig/Orill

Search Ae, (3} Search
o Raise with Yourself in Ch
London Gatwick Airport, Other Buildings, Northgate Building T () P ST i Gl

. — — a = |:| @ (3) Raise with Any Representative in
2. Select the required — S & Gear

PiC from the returned | e e

Person In Charge: | Wile Coyofe

results (this could be a [« ISR AT Matnes=2
list or a single company)== Select Name Rating

3 Wile Coyote, Tester, ACME (01234 567 891)

by CI|Ck|ng on the arrow @@_ WiIeCoyone.,ISTEST
icon alse a new Permi o

Raise New Permit

v| Area: LGW-LSIDE-ELD-20719

Logged in as Edna E Mode (Logout)

» Work Requests - Permits

Search .
. Type of Permit: | Service Clearance and Permit to DigiDrill_ v | Area: |LGW-LSIDE-BLD-20719 Ha (3 search
ports. Rai ith Y If in Ch.
@ London Gatwick Airport, Other Buildings, Nerthgate Building m @ a!se w! eurseiiin arg_e )
3 O nce a P I C na e IS Shared Documents Company: @ @) D & g Raise with Any Representative in
arge
' m recentioms ——— Show Oniy
Representatives: D @

@ LGW-PTD-T3285

Person In Charge: |Wile Coyote
PTD-73230

selected, the option to
raise the permit will be
enabled. Click the
arrow icon to be taken
to the next step

PTO-79284 [ e [ e
1]

LGW-5C-75205 Select Name a Rating
@ Wile Coyote, Tester, ACME (01234 567 §91)

& Wile Coyote, ISTEST

@ Raise new Service Clearance and Permit fo Dig/Drill Permit with Wile Coyote in charge at London Gatwick Airport, Other Buildings, Northgate Building

m
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SCPTD - scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’
detail page will become available for editing

1. Enter a brief description of the
orks. Please avoid using the
Jfollowing characters in this field ‘&’, ‘<,

as Edna E Mode (Logout)

New Service Clearance and Permit to Dig/Drill

» Home » Permits » Search

» Work Requests

Search |L'ﬁ By & F & cChange |(‘ | | @ | ‘>” ‘%’

S 2. Enter more detailed description of

Descrpton: Lorom psum gl it amet he scope of works to be undertaken

- e e i S S S 2B, Remember to adjust the start and
- SO 1essz: | 8900 ) m_ |nish date and times

R Finish On: 30-5ep-21 | (8 [ 10 v} 00 v | /4. Additional locations can be added if

Location(s):

Location Details:
Person-in-Charge:

Work Package:

Purchase Order Number:
Equipment to be worked on:

Tools:

Created On:

LGW-L3IDE-BELD-20718

Aa

London Gatwick Airport, Other Buildings, Northgate Buildi s e reqUIred ! or enter freeteXt In the .
Add: ‘Location Details’ field if the location is
very specific

Wile Coyote, ISTEST &Change . . .
None '
- - Nﬁlc selected on the ‘Raise New Permit

|.’;‘5,U§num corpora an duo, \r'! aj ste

This will be prepopulated with the

screen. The PiC can be changed here

Causae denique blandit 2t vim) | forquatos at. Qui ne maiorum )

or on the ‘People’ tab

deolores gos at,
13-Jul-21 10:33 by EMR&W sgn 1)

AN

6. Complete this field to allow easy
eference back to PO numbers used
Ior your works

* The scope of works refreshes in the background
when adding multiple locations. Close the ‘area
picker’ window to view selected locations

7. Free text fields to provide
further information

130
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SCPTD - new permit generation

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.

B Permit: LGW-SCPTD-79281 (Initiaced) EUSRSIEEVIS Logged in as Edna E Mode (Logout

» Home & Work Requests = Permits » Search » Contractor Portal
Search . 3 |ﬁ E3 & # Lchange &, | E G submit O Reject | |3 @
Scope of Work \ People (1,2) || Attachmenis (Mone) | Workflgw (1) || Relations {0,0) | Inspections/Audits=/CCRs (Mone)
Shared Documents

Description:

hgrem ipsum deler sit amet.

@ Lew-sERTD TR Scope of Work: | LoremNgsum dolor sit amet, sea no\ation eligendi offendit, mel tractatos conceptam ei, idque delectus scaevola vix ut. No cum

@ LGW-PTD-73283 iuvaret vowptatious, nam no sonet imygedit intellegat. Cum nigl mollis nestrud no. Vix in eius legendos interesset, vel postea s
@ [ ———— noster imperdief et, cum at oratio nosiey electram. Vel ut possim oportere. v
@ LGW-FTD-T9254 Start On: | 14-Jul-21

@ LGW-5C-T3287 Finish On: | 30-Sep-21

Location(s): ||| Gw-LSIDE-BLD-20718

JAdditional tabs enabled. Details must be
upplied within some of these tabs
before the permit can be submitted for
approval

Add:

Location Details:
Person-in-Charge: |Wile Coyote, ISTEST & Change

Work Package:  Naone
Purchase Order Number: |55o573945

Equipment to be worked on: | sjienum carpora an duo. vim ei stet omittam dissentias

Tools: |Causae denique blandit at vim, nam dolorem adipisci torguates at. Qui ne maiorum evertifur. Chore legere instructior duo ut, saperet
dolores eos at, i

Created On: 13-Jul-21 10:33 by Edna E Mode (Revision 1)
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SCPTD - permit detalls

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

Logged in as Edna E Mode (Logout)

1. If a PiC was selected when the permit was

» Home » Work Requests  » Permits » Search

Search . = == 2 Change ™, | 0 (3 submi % Rejec . . . . .
S e A f Ao o ST/ first raised, this field will be prepopulated
Shared Documents Scope of Work || People {1,2) | Attachments (None) | Workflow jA) | ReTamons (0.0 PEChons AUans S TIonE]

Expected Work Party:
%iﬁjﬁjﬁfj;’; Working Party: 2. To include additional work party members,
@ [—— Job Title Guest Occupant Filled By

B Lonsrorsane Personin Charge X  Wile Coyote, ISTEST EcInaEMo.CliCk the ‘Add Worker, Ilnk ThlS W|” Open up a

B towsoran e pop-up window (ensure pop-ups are not blocked
on your browser)

Contacts:

Title: Guest Contact: ¥ Add Contact |
4. Enter the name of the worker and
Contact Guest Name Contact Number Email Address Job Title . .
click the search icon. If you are
Plek Worker unsure, just click the search icon to
i Ade (@ Ada s stay bring up a full list of names for the
Worker Details: 4company which you can select from.
Jab Title: [orkar v | = o a< |Be mindful that this can slow the
Company: ISTEST il T H H'+ H
pan o e Compey s system down significantly if the
. Use Global Representative
3. When adding a new ° company has a large number of
worker, the company will orkers.
default to that of the PiC

NOTE: Please ensure the companies of work party members are SafeContractor accredited
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SCPTD - adding a sponsor

B Permit: LGW-SCPTD-79291 (Initiated) Logged in as Edna E Mode (Logout)

» Home » Work Requests » Permits » Search » Contractor Portal

Search . > |ﬁ By & f 2, Change o"'o| E & submit 3 Reject | |(ﬁ @ |

]| Attachments (None) | Workflow (1) | Relafions (0,0} || Inspections/Audits/CCRs (Mone)

1 Guest Occupant Filled By Filled On
name Of the PrOJeCt x Wile Coyote, ISTEST Edna E Mode  13-Jul-21 10:33

x Yosemite Sam. ISTEST Edna E Mode 13-Jul21 11:07 T 3 ta
E\“ 2. Enter the name of your Project
H?t‘j‘_"* _Sponsor and click the ‘Search’ |
\ icon
6 Contact Guest Name 0 jumber Emal TESS i3
Covering Sponsor )% (Mo-one) i |
aotecion Contact uest Name Contact N
— Covg rrsrg % <~°-°ne>/ 5. Note that the Covering
' ) Project Sponsor ] [John Sponser | k28

Sponsor field is not required to
be completed unless your
Project Sponsor is on leave
and unable to approve

3. If there are multiple

matches, SeleCt the This.eart:h text matches the following people_B#e
‘! John Sponzor 1 (Gatwick Airposied)

SpoNsor name you require

L) John Sponser 2 (Gayws

Contact ./ Guest Name Contact Number Email Address Job Title
Covering Sponsor X (Mo-one)
4_ The Correct Sponsor v & Project Spansor |:| John Sponsor 1 D, 01293 123456 johnsponsor@gatwickairport. Project Handover Manager
/.

will appear in the contact /
box. Click the green tick

to save the Project
Sponsor entry.
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SCPTD - attachments

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 Eaaaiatzeld e JELL

» Cratractor Portal

. Permit: LGW-SCPTD-79291 (Initiated)
Home

» Work Requests = Permits » Search

Search . i

P d B3 B # Achange o, | = (3 submit (%) Reject /| | G @ ‘
Shared Documents Scope of Work | People {2.2) | Attachmenis (Mone) | Workilow (1) elations (0.0) | Inspections/Audits/CCRs {None)
¢
E‘ [ The following types of document must be attached: 'As Fitted' Drawings. Drawing. Emergency Plan. Method Statement, Risk Assessment -
B vow-scszes | & Nothing has been attached. 2. Use the drop down list to select
%jﬁijj:i: 7 ramemente| ype of attachment. Click ‘Choose

N chment Type: | Drawin . y . .

B wonerorsas e WH File’ to navigate to the location of the

4 CI|Ck ‘Attach, Choose File | TEST_Drawing.pdf document to be uploaded

- Note:
to upload the e 3. Abrief comment can be added
=idocument to the ere to give the attachment more
@ . Permit: LGW-SCPTD-79291 (Initiated)

work request

detail if required
» Home » Work Requests » Permits -
— .
Search- > (i b8 s e B o e || @ 0. Uploaded documents will be
-
Shared Documen e Scope of Work | People (2,2) | Aﬂacnmenls{1]| Workflow (1) | Relations (0877 | hOWn |n the attach ments table
| Recentitems |
Y The g types of 1t must be - 'As Ei#ed D , Drawing, Emergency Plan, Method Statement, Risk Assessment
@ LGW-5C-T5285 ] Type Source Item ttached By Attached On  Comment File Size (Kb)
@ LSW'P:N”EB (] Drawing User TEST_Drawing.pdf Edna E Mode 13-Jul-21 11:22 Drawing of area fo be worked in 52.0Kb 1
% :;::_j;:;z @ Open Selected Attachments
m
v :
20000-XX-Q-XXX-GLN-172080 Rev 00 135 ﬁ




SCPTD - workflow

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.

B Permit: LGW-SCPTD-79291 (Cancelled) 1. Click the workflow tab to see the ode (Logout)
T ———— O O g reSS Of the permit

Search . > |ﬁ 23 & # A cChange ¥, | = |

Shared Documents Scope of Work || People (2,2) | Attachmenis (T) | Workflow {13) | Relatiens (0.0} || Inspections/Audils/CCRs (Maone)
a-

Contractor Bock Select Action Signatory ~ Transition  Role - F:erfonned P - - Approved
s swmtassur  conc 12 Click the ‘Select’ icon to view an v
B) Lom-scproszs prawmeE o ntry in more detail if it is available
B ow-sc.rszss %  Cancel Innei Shum  Finishing SCPTD T v
%Ls"“"}m“ i3 Extend Innei Shum Extension  SCFTD - AP (ADE) 1AL ok v

LGW-PTD-T3250 '
B - SCPTD - Sge== L SE—
B Lonrrorsa 2 EE et shum EMEISON - Manager Details of sign off can be viewed v
= Activate Innei Shum  Issuing SCPT] h . v
NOTE: There maybe multiple tabs
PP-V-P Innei Shum y 2 p T t v
AE-AN  raicad Airartu

Declaration ,/

e v
| Does the work completed under this permit requires As-Built Information (including drawings and documents) to be produced?: i

Where "As Built Information’ is required, | have attached it to this permit in AutoCad (.dwg) format, in accordance with GAL CAD Standards:
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SCPTD - relations

This section will show related permits. Whilst this functionality is enabled, it
Is not widely used due to the dependency issues it can cause. Itis only
compulsory to relate specific permits, so unless the system prompts you,
avoid using this option.

B Permit: LGW-SCPTD-79291 (Cancelled) Logged in as Edna E Mode (Logout)

» Home » Work Requests = Permits » Search » Contractor Portal
Search . I |ﬁ EE | ,9 &, Change o-u°||g | |{g§@|
= . : : . . .
Shared Documents Scope of Work || People (2.2) | Aftachments (7} | Workflow (13} ‘ Relations (0,0} | Inspections/Audils/CCRs (None)
{(* This iz not involved in any relationships.

Contractor Book

_RIII (> Mothing has thiz as a dependant.

@ LGW-SCRTD-75251

B LGW-BENOW-TS304
@ PP {* This is not involved in any conflicts.

B LGW-CRON-T5273

@ LGW-5C-T9283
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SCPTD - submitting a permit for SC

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.

Logged in as Edna E Mode (Logout)

. Permit: LGW-SCPTD-79291 (Initiated) " : e
R T——— . |ick the ‘Submit’ icon

Search . > J_f B3 % ’9 &Change Fir T | @Submit ®R9jecl iﬁ @

Scope of Work | People (2,2) | Attachments (4) || “Workflow (1) | Relations (0.0) | Inspections/Audits/CCRs (None)

Shared Documen ts | |

. Permit: LGW-SCPTD-79291 (Initiated) . i Logged in ﬂEdM EtLogoulJ i
. Rectify any issues raised in warnings

1 .
(» To proceed with the Submission you must acknowledge these w; |Def0re proceedlng

/ﬁm opfient.
@ Required document(s) have not been attached: "As Fitted' Drawings, Meihod fement, Risk Assessment.
Comment:

RAMS are uploaded as & combined document ./

» Home » Work Requests » Permits > Search » Contractor Porial

Search . >

@ Proceed @ Cancel
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SCPTD

receive drawings

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.

Next Steps for Permit LGW-SCP TD-79291 (Submitted)

P ible Actions:

. Click to ‘Recei've Drawings’

View Details

)’ Counter-sig
& print

(@) Rece Drawings by SCPTD -
Applicant

Submitted Decline Not Authorised

Receive Dravvings

Approved

¢
=]

6= Send Emiail

State Notifications:

b Mot Authorised
b Rejected

Close

2. Acknowledge any warnings,
omplete the ‘Declaration’ and
green tick to confirm

Coyote (Logout)

(]

Personin  Sign-off
Location Start Finish Charge Role

Northgate 14-Jul-  30-Sep- Wile SCPTD -
Building 2108:00  2118:00 Coyote Applicant

Select Number Info N Status

M, (3 LGW-SCPTD-792M (@ Permil SeBmitled

o
- d | Lorem ipsu
olor sit amet
Issues with the selected Permit:
@ Required document(s) have not bee uhdAFnay/gWhm/AmelpkA \ nt
e u 's remaining to co ral
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SCPTD - submitting a permit for PTD

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

‘ Next Steps for Permit LGW-SCPTD-79291 (Submitted)
1. Click to submit PTD
VlewDetalls OIIOWIng recelpt Of

jCoun(er-sig (] raWingS -

Submitted Decline Not Authorised
3} submit Permit to Dig by SCPTD -

2. Read, acknowledge
and if necessary,
action any warning
messages

Possible Actions:

Submit Permit to Dig (Filtered)

» Home » Contractor Portal
4 =
Applicant (Submit PTD) v a0 |®
Submit Permit to Dig
Bd Send Email ;

Shared Documents.

B
State Notifications: hedule ,7 ’: B o seeromin ’-'rselect Number Info Noun Status
- .,

Description  Location  Start  Finish  Lors0" i ginn ot Role

Charge
14 Jul-
Receive Service Clghrance and  Lorem ipsum Northgate 30-Sep-  Wile SCPTD - Applicant
e . 2 “ @ LGwsCPTDT9291 @ Permit Sypefied pREIE DO Ao dolor sitamet,  Building ogay 211800 Coyote  (Submit PTD)
B4 Not Authorised B /
5 Rejected %
o

Issues with the selected Permit: ./
@ Requited document(s) have not been attached: 'As Fitted Drawings, Methg Statement, Risk Assessment

pRumber of sign-offs remaining to complete this transition = 1.
Logged in as Wile Coyote (Logout) @

——icompleted.

uuuu Stat  Finish E:;;g N gign-off Role ‘

14k i . . N - bein di
Receive  Service Giearance and  Lorem jpsum  Northgate 30-Sep- Wile SCPTD - Applicant I confirm that the area above, below or adjacent to the point of penefration has been surveyed, and the risk of debris being dispersed
@ rowscPTem @ Pen MM Dravings  Permitto Dig/Drill dolor sitamet,  Building 2 f

0300 211800 Coyote  (Submit PTD) into these areas has been fully assessed, and mitigating contrels applied:

Issues wi th the selected Permit:
@ Required documents) have notpen attafhed: ‘As Fitted' Drawings, Method Statement. Risk Assessment

2 Number of sign-offs redfning to cgfiplete this transition = 1.

Please enter the name of the area that has been surveyed:

Please enter the fotal depth of the penetration in mm:

Please enter the width of the penetration in mm:

|

4. Click the
green tick to
Smeit the PTD  ont it i o an egson e work dsoroen s permi s SRR
part of the

Excavation Details | Declaration

| hereby submit this Permit to Dig/Drill for approval: [

not undertaken then | (or the Contractor) will inform the Service |
learance Manager or ADE/EDMs who will then cancel the permit:

permit
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SCPTD - activate a permit

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.

’ Next Steps for Permit LGW-SCPTD-79291 (Approved)

Possible Actions:

View Details
/9 Counter-sign

% Print

(%) Activate by SCPTD - EDM Office.

B3 Sehd Email

State Notifications:

Not Authorised
Rejected

The next step
shows the permit
is ready for
activation

Reschedule

Approved

Activate

i

Decline

i

# Not Authorised

Close

20000-XX-Q-XXX-GLN-172080 Rev 00
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SCPTD - cancel or extend a permit

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.

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

Permitdueto expire

Request
cancellation of
permit by EDM

office

Contractor to
upload As-builts to
cancel permit

~

Yes—P|

xtension granted
by Service Clearance
Manager and
Authorised Persop

Request to Service
Clearance Manager
to extend*
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SCPTD - submitting As-builts

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

. Permit: LGW-SCPTD-79291 nce”ed the SCPTD If SmeIttIng AS-bUIItS’

b Work Requests b Pemits b Sear ensure these are uploaded
> @ 8 7 dowe o= (s 0] fand saved to the SCPTD via
the Attachments tab then click

Shared Documents Scope of Work | People (2,2 | Attachments (TJI Workflow {12) | Relati (0,00 | Inspecti Audits/CCRSs (None)

The ing types of d 1t must be attached: 'As Fitted' Drawings, Drawing, Emergency Plan, Methoﬁhmment. Risk Assessmenthe N eXt Ste pS |Con
Contractor Book
|:| Type Source Item Attached By  Attach Comn|
Next Steps for Permit LGW-SCP TD-79291 (Cancelled)
@ LGW-SCRTD-75231 |:| Drawing User TestSCRedlineLocationDrawing.pdf  Innei Shum 134ul-21 13:39
@ LGW-5C-T5288 |:| Drawing User TEST_Drawing.pdf Edna E Mg 13-Jul-21 11:22  Drawil
@ [T —— Possible Actions:
= ! [} ‘'AsFitted' Drawings User TEST_AsBuilts pdf Ed 13-Jul-21 15:40  As bui
LEW-PTD-T5250 At
@ _ |:| Emergency Plan User TEST_EmergencyPlan.pdf Edna E Mode  13-Jul-21 11:36 View Detatls
B oo e . | # comeaan . Click ‘Submit As bU|Its
|:| 'As Fitted' Drawings User TEST_AsBuilts. pdf Edna E Mode  13-Jul-21 15:37  As-bui
= & print

= Send Email

:\
. Add comments if needed, %
. complete the declaration and I
=click the green tick to confirm tovsin s Fn | ?

Northgate 14-Jul I21 31-0ct-21

——full cancellation of the SCPTD [ == == ==

Subimit ‘A Built' Dravwings

‘work completed under this permit requires As-Built ion (il ing drawings and to be pmd\@..' 8] Yes

€ -
Where "AgAuilt Information’ is required, | have attached it to this permit in AutoCad {.dwyg) format, in with GAL CAD O
v . E | ®
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Life Safety System (LSS) permits

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)

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
permits

)

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

Code(s) in P2W LSS-FAI

LSS — Fire Alarm Isolations

LSS — INR confirms

Permitapplication
received

LSS — Isolations
Nominated Rep

A 4

LSS FAl approver
approves

FAI Approver

A 4

—_—— e —— — —

LSS — FAI activator N |

activates suspends

[ — — — —

FAI Activator

| LSS — FAl activator l

—_—— e —— — —

| reactivates
|

[ — — — — —

| LSS — FAl activator l

—_—— e —— — —

| extends
|

[ — — — —

| LSS — FAl activator l

LSS — FAl activator
closes

20000-XX-Q-XXX-GLN-172080 Rev 00
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LSS-FAI - raise a new permit

P2W Home

Search . >

» Home » Contractor Portal

P Work Requests
You last logg

1. Access the ‘Raise New Permit’

» Permits

P Process Permits » Apply @

menu option

creen via the Contractor Portal ->
Permits -> Process Permits -> Apply

Recently Accessed Work Requesis.:
Work Request Number Last Acc d

Shared Documents

I Process Repeats Receive Drawings

LGW-WR-55815 24-May-2109:22

My Permits Submit Permit to Dig

9 LGW-WR-55815 LGW-WR-53956 24-May-21 09:22 <™
$ L GWAWR-51558 LGW-WR-53947 26-May-20 13:50 <™,
LGW-WR-45736 29-Nov-18 11:48 <™

B vow-senow-soses
€ LowwR s
€ Lowwr.sstae

LGW-WR-45737

29-Nov-13 11:28

» Home

» Work Requests

Activate

Submit ‘As Built’ Drawings

Raise New Permit

» Permits » Search

» Contractor Portal

. Click search icon to
hoose location

PoW-5 P Search . 13

Shared Documents

Type of Permit: | (Select Type)

~ | Area:

Company:
p. y (Select Type)

. Select the LSS
FAI permit type
rom the drop down

menu

in Charge: Airfield Works
Baggage Environment Neotification of Works
Confined Space (High/Medium)

Confined Space (Low)

Cranas (Off-Airport)

W-5 Pre-Production (]

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

Windows 201 Bl
Cranes (On-Airport)

Hot Works
Hot Waorks (Airside-Outside)

Life Safety Systems - Fire Alarm Isolaticns

146

(3) Search
@ Raige with Yourself in Charge
@ Raise with Any Representative in Charge

Pick Area

D Show Register Eniries |:| Show Schematics

Tree I Grid

Close

- London Gatwick Airport (LGW) ©
.

Land Areas (LGW-LANDAREA) ©\

4. Select location of works

Airfieid [LGW-ASIDE-20573) €

[ Airside Roads [LGW-ASIDE-20573-ROAD) T
[~ Aprons (LGW-ASIDE-20573-APRON) €

.. ASR Location 001 (LGW-ASIDE-20055)

- Buildings {LGW-ASIDE-ELD) €

i. AGL Waorkshops (LGW-ASIDE-BLD-20451)

- Airfield Operations Safety Unit (A0SU) (Lp#(-ASIDE-BLD-20487) €
E Airside Operations Building (AOE) [J/GW-ASIDE-ELD-2E1639) O\

Lewvel 00 - Ground Floor | N-A SIDE-ELD-ZE163-L00)

Level 10 - First Floor (LGW-ASIDE-BLD-2B163-L10)

H Level 20 - Second Floor (LGW-A SIDE-ELD-2E163-L20)
l - AMNS Receiver (LGW-ASIDE-ELD-20029)

e

—_—

S <




LSS-FAI - person in charge (PIC)

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

permit *
Raise New Permit Logged in as Edna E Mode (Logout)

» Home = Work Requests » Permits
search . > Type of Permit: | Life Safety Systems - Fire Alam Isolations | Area: |LGW-LSIDE-BLD-20719 Ao () Search \0
[ London Gatwick Airport, Other Buildings, Northgate Building () Raise with Yourself in Charge
Shared Documents Company: ﬁ[;}], =l & @Ciaise with Any Representative
Show Only & Cem
B R Representatives:
@ LGW-SC-Ta288 F‘Eér:::'lgll'l .\
@ LGW-PTD-T3288
B LGW-PTD-T3250
E LGW-PTD-T3284
2. If raising a permit with a PiC 3. Alternatively, search on the 4. If the PIiC is unknown at this
from another company, use the name of a person by entering the | [Stage, click here to raise with a
Company search function by name and then clicking Search. **| |blank PiC.
typing in the name and clicking
on the search icon

* 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

1. Enter the name of the
company of the PiC for the
permit and click the search icon

Logged in as Edna E Mode {Logout)

stems - Fire Alamm |solations vl Area: LGW-LSIDE-ELD-2071%9

London Gatwick Airport, Other Buildings, Morthgate Building

\r@\ & o,

Search .
Ear L Typesf Permit:
@
Shared Documents Company®|ISTEST
showonly
Representatives:
@ LGW-SCFTD-75231
Flers o 1o
@ LGW-5C-T9288 Chal

@ LEGW-PTD-T3283
@ LGW-PTD-75250

2. Confirm the
search criteria in
the pop up
window and click
search

Mame: ISTEST

! 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.

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

Pick All Company

Name: test
! Search

® [ 1wl (][ =] [ an] Matches=23
2
Select Company

#  Ascom Network Testing Ltd
@ CefestLtd

':" CIRCUIT ELECTRICAL TESTING
f Construction Testing Solutions Ltd t/'a CET
Infrastructure.
’ ";" Dynatest Internstional
1~ ELECTRICAL TESTERS LIMITED
(=) Electrical Testing Ltd
+  Geo Site and Testing Services
‘:" Happen test P2W
w/l Hawkesworth Appliance Testing
2 intratest Limited

roland Testing Limited

@  ISTEST
"E' James Fisher Testing Services Ltd
* Litestructures Projects Ltd

148

Hl &

Pick All Company

i Search
EJ Raisze with Yourself in Charge

@ Raize with Any Representative
in Charge
=¥ Clear

T

Close ‘

Contact
Number

Name: ISTEST

Rating

Close

Pick All Company

) Search

= El |:| Matches=1
Select Company & Contact Number
":" ISTEET 01254 123456

Services Rating

—_—




LSS-FAI - searching for PIC by name

_ _ 1. Enter the name of the PiC and _
Raise New Permit Logged in as Edna E Mode [Logout)

lick search

» Home » Work Requests 3
Search . > 5 - - - — \qa 5 h
Type of Permit: | Life Safety Systems - Fire Alamm Isolafions W | Area: W-LSIDE-ELD-20719 ';-; o carc
@ London Gatwick Airport, Other Buildings, Northgate Building ] GlEE ol T el T S
Shared Documents Company: €, ﬁ (3) |:| w i) Raise with Any Representative
in Charge

snow ony. & Clea

Representatives:
@ LGW-SCPTD-75291

Person In -
Charge: fosemite Sam

@ LGW-PTD-T3283
B ewrrosas Raise New Permit Logged in as Edna E Mode (Logout)

@ LGW-PTD-T3284 » Home » Work Requests = Permits » Search

@ LGW-SC-T3283

Search .
> Type of Permit: \ Life Safety Systems - Fire Alarm Isolations v| Area: |LGVW-LSIDE-BLD-20719 Aa ] SEED

' @) London Gatwick Airport, Other Buildings, Northgate Building =] RE!SB W!th Yourself in Charg_e

Shared Documents Company: ﬁ 3) |:| w® (@ Raise with Any Representative

in Charge
[Recenems —— snowont - & ciear
Representatives:
075291
Person In s
2 . Select the ez Charge: “Yosemite Sam

frazas

reqL“red PIC from jrazsn %@@@ Matches=2
the returned reSU|t§\;eC§ﬂ ::::n:e Sam, test, ISTEST (0123456789) e
by C||Ck|ng On the 3] Yosemite Sam, Tester, ACME (01234 567 891)

@ Raise a new Permit
arrow icon

Logged in as Edna E Mode (Logout)

Raise New Permit

» Home » Search

» Work Requests b Permits

Search .
car s Type of Permit: | Life Saety Systems - Fire Alamn Isaiations_+ | Area: |LGW-LSIDE-5LD-20719 Aea ) search
[5] London Gatwick Airport, Other Buildings, Nerthgate Building {3) Raise with Yourself in Charge

3. Once a PiC name is o Eo 1 # e Y epreserae
selected, the option to reraeanes e

raise the permit will be

enabled. Click the
arrow icon to be taken
to the next step

Person In yosemite Sam
Charge:

0 I I R R B AT

Select Name & Rating
&) Yosemite Sam, test, ISTEST (0123456789)
@ Yosemite Sam, Tester, ACME (01234 567 891)

@ Raise new Life Safety Systems - Fire Alarm Isolations Permit with Yosemite Sam in charge at London Gatwick Airport, Other Buildings, Northgate Building

C—
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LSS-FAI — scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’
detail page will become available for editing

» Home

New Life Safety Systems - Fire Alarm Isolatior

» Work Requests

» Permits

@ |‘>’, to/oi

1. Enter a brief description of the
orks. Please avoid using the
wrefollowing characters in this field ‘&’, ‘<,

n as Edna E Mode {Logout)

Search . = |L'1r_f Ba & “? &2, Change |("
Scope of Work
Shared Documents
_:’!"““h-ls Description:

B wew-scrrosmm
B row-scras
B wewrrorazes
B rowstorszs
B wewrro7azes

Scope of Work:

Start On:
Finish On:

Location(s):

Location Details:
Person-in-Charge:

Work Package:

Purchase Order Number:
Equipment to be worked on:

Tools:

Created On:

4‘2. Enter more detailed description of

Lmipwmgﬂm,am%n he scope of works to be undertaken
 homera facilisi imperdiet Pmea, ad usu iusto malf 3 Remember to adjust the start and
inish date and times

euismod torquatos mnesarchum, ius no imeam p

sensibus et eum, ei probo nostro sit. Ad fastdies®
20-Jul-21 (08 v |

LGW-LSIDE-ELD-20719 ﬁ@\
London Gatwick Airport, Other Buildings,

. Additional locations can be added if
required *, or enter free text if the
““location is very specific

Add:

Eu qui animal fritani
Yosemite Sam, ISTEST

None

6300000954

5. This will be prepopulated with the

PiC selected on the ‘Raise New Permit’
creen. The PiC can be changed here
r on the ‘People’ tab

consequat sea, g nostrud perfinacia hhagsialis
19-Jul-21 13:43 by Edna & (Revision

0. Complete this field to allow easy
=Zgreference back to PO numbers used

for your works

* The scope of works refreshes in the background
when adding multiple locations. Close the ‘area
picker’ window to view selected locations

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

7. Free text fields for you to provide

further information
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LSS-FAI - new permit generation

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.

D Permit: LGW-L 5SFAI-79294 (Initiated)
» Work Requests

Search . > |ﬁ 53 & # A Change

Scope of Work \ Method | People (1

Shared Documents

@ LGW-L 5 3FAI-TS234
@ LGW-SCPTD-75231
@ LGW-8C-T32838

@ LGW-PTD-T3283

@ LGW-PTD-T3250

Finish On:

Location(s):

Location Details:
Person-in-Charge:

Work Package:

Purchase Order Number:
Equipment to be worked on:

Tools:

Created On:

and status Logged in as Edna E Mode (Logout)
» Permits » Search
M, | = O submit (X Reject | | B @
0y || Attachments {Mone) | Workflow (1) || Relations (0.0} | Inspections/Audit=/CCRs (None)
Reum doler sit amet errem perfecte salutandi an pri
ilizi imperdiet in mea, ad usu iusto maluizset. Vis at ullum percipit antiopam. Mei noster definitiones no. eu nec
atos mnesarchum, ius no timeam propriae. Te lobortis atomorum senserit sit. rebum scaevela 2a his. Delanit A
. el probo nostro sif. Ad fasfidii consetetur has, ex mazim facete volutpat nec. Labitur denique iracundia eu mel. -
20-sep-21 | BN 03\ || 00 3
LGW.LSIDE.BLD. 20N Additional tabs enabled. Details must be
London catwick Airport S UPPlied within some of these tabs
Add: H H
before the permit can be submitted for

Eu qui animal tritani

d approval <
Yoszemite Sam, ISTEST 2 Cmange
MNone
6500000954
Eu qui animal tritani, nam id cetero minimum mediocrem
. Possit instructior mediocritatem sit an, ea cum populo causae partiendo, at eam modo utamur tamguam. In summo equidem W
consequat sea, te nostrud perfinacia honestalis qui. Eu his perfinacia appellantur, ne mollis admodum deleniti vis. Usu cu L
19-Jul-21 13:43 by Edna E Mode (Revision 1)
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LSS-FAI - permit detalls

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

[l Permit: LGW-LSSFAI-79295 (Initiated) Logged in as Edna E Mode (Logout)

Home: » Work Requests  » Penmits » Search

Search . > |ﬂ By & 4 & change o,

s = Sumt Oeex | |SO] Grey highlighted fields are

Shared Documents Scope of Work | Method | People (1,0) | Attachments (None) | Workflow (1) | Relations (0.0) | Inspec

mandatory; the permit

B Low-Lssrairsass . .
I LSS Contact Details t b bm tt d f ! . .
[B Low-Lssrarreass Life Safety Team 01293 50 4417 Can n O e S u I e I :30, Sat 04:00 - 07:30.
@ LGW-SCETD73231 Please make sure that your request for fire alarm isolation is submitted a minij of 72 hrs, 3 Ing the Life safety team to

activate/suspendicancel the permit, must be the person in charge named

epermitapplicanthese fieIdS are not

completed
v e

B row-scrsass
B rew-rrorszes

Vix vide facete in. Brute omnes altera eos ea. Eu sit autem n uam, no vix summo
tacimates prodesset, omnes tempor ancillse nam an. Aliquip wviven consequat ne cum, mel
ludus inimicus ne. Sit id falli fastidii, sed ne hinc minimum delen®™{. Eu unum probo
phasdrum ius, mel quis choroc postes no.

Reason for request:

i i i 9 I will relate any permits that are for works
Is this work likely to cause airborn particles that — = " - - o
may contaminate smoke heads?: Lves @no SR T "ommm;ﬁg’t_‘:":ﬁ

If yes, you will need to follow smoke head capping protocol

Inani fabulas sententiae eos eu. In vel postea appetere vulputate. Mandamus accommodare
ad cum, id mel dico timeam facilisi, mel ne porro consulatu. Sumo error alterum pro ut,
id bonorum petentium veluptaria nam. Duo esse numquam facilisis at. Nam natum nemore
eirmod ex. y

Contingency plan, whilst detectors are isolated:

Vis simul utamur facilisi ei, erant suscipit quo cu. Mei maluisset liberavisse te, adhuc
Reason for fitling/not fitling smoke caps on |corpora invidunt te his. Ei mea vitse deserunt aligquando, vim lorem albucius officiis
detectors: |su.

To be completed by the Life Safety Systems Team

Cu platonem interesset vel, ei usu eirmod animal oportere.
Tollit prodesset no mei, ut facilis scaevols per. Esse

C ez |0 N N . s
omments dictz moderatius eu mei, sea €& etism audiam volumus.
Quidam omittam ea est. P
Identified by (name): |
ST Panel or NT Location & Level Zone/Loop Head
ST Link FAS/PANDO3/21/027 2223
ST Link FASIPAN/DO3/21/03/ 52

BT
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LSS-FAI - PIC & work party

> Home b Work Requests. | b Permits | - Search . If a PiC was selected when the
> [0 B 7 Acme & |2 O sumt 8ot @ @ _eermit was first raised, this field will
_sharecnccun_ems Scope of Work | Method | People (1.0) | Attachments (Mone) | Workflow (1) elallﬂﬂS(Ube prepopu'a’ted
E)(pe-cted Weork Party: - —
Bomisn | | MO oo o & sy mmsor 2+ 1O Include additional work party
%iiﬁiﬁiﬁiﬁi‘?” Personincharge X EdnaEvoce 1sTesT Edneevode teui2tusmampbers, click the ‘Add Worker’ link.
B omrorams el This will open up a pop-up window
(ensure pop-ups are not blocked on
‘Title: Guest Contact: your browser)

{» Mo contacts specified.
—

3. When adding a new .
) [Hada [iF Add & stay
worker, the company will

default to the person Worker Details:
Ising the permit {te: Worker: [user211] ] A
raising the p : e ﬁ@..

ny Representative
ze Global Representative

4. Enter the name of the worker and click the searchicon. Ifyou |
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.

NOTE: Please ensure the companies of work party members are SafeContractor accredited
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LSS-FAI - adding a sponsor

Logged in as Edna E Mode (Logout)
» Home » Work Requests » Permits » Search » Comtractor Portal

=

Scope of Werk | Method |Peuple(l.0]| Attachments (Mone) | Workflow (1) | Relafions (0,0) || Inzpections/Audiis/CCRs (Mone)

Search .

> |ﬁ Ea & # A2 cChange o, | = @) submit (X Reject
Reports:

Shared Documents

Recent ltems 1.

e Enter the title ‘Sponsor’

B LGW-LS3FAI-T]

3. Enter the name of the
B2, Untick the ‘Guest’ checkbox | 555 s [Sponsor and click the
B o | | @

‘Search’ icon
——®
Contacts: \

Title: Spansor *

- . If there are multiple matches,
Guesl\ty Contact: |[John Spon @Add Contact

rgrt—— select the sponsor name you
require

The search text matches the following pecple. Please select one or press Cancel.

L) John Sponser 1 (Gatwick Airpart Lid)

5. The correct sponsor will

appear in the contact box. Next,
click ‘Add Contact’

i+ Add Contact L

J John Sponser 2 (Gatwick Airport Lid)

"9 | Contacts:

Title: [ gponsor

Guest D Contact: John Spensor 1

G 6. This will now move the sponsor |
Contacts: into the ‘Contacts’ table. Click the
Tites Guest [ Contact: @/Edit this row’ icon to make any edits
~ to the sponsor’s name
Contact Guest MName Contact Number EMamAOOress  Joo TE
Sponsor J  John Sponsor 1, Gatwick Airport Ltd jing
I — e —
N4 ‘
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LSS-FAI - attachments

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.

[ Permit: LGW-LSSFAI-79295 (Initiated)

1. Use the drop down list to select the [EEESEEREEN

Search .

Shared Documents
B rowssrarszes
B row-Lssrarzsase

@ LGW-5CPTD-T5231

a LGW-SC-T9283

» Home » Work Requests » Permits S

ype of attachment to be uploaded e.g.

|¢(-f 23 & # Achange o“o|El %) submit /®

risk assessment

/i

Scope of Work | Method | People (1,1) | Attach

The following types of decument must be attached: Drawing

{» MNothing has been attached.

None) | Workfl

> Click ‘Choose File to

4. Click ‘Attach’

to upload the

ttachment Type: | Dirawing

New Document: (3 Maximum Ej

avigate to the location of
. he document to be
pload Size = 5500 KB u ploaded

. A brief comment can be added

.\.@ Attach

@ Clear

document to the
work request

D Permit: LGW-LSSFAI-79295 (Initiated)

= Home » Search » Contractor Portal

» Work Requests - Permits

ere to give the attachment more
detail if required

Search > |¢d 23 & # Achaings & | = &) submit % Reject | |(§3 @ ‘
. Scope of Work | Method | Peopls (1.1] ‘ Aﬂanhmenlsl?)l Workflow (1) | Relations (0.0) | Inspections/Audits/CCRS (None)
The following types of document must be attached: Drawing
] Type Source Item Attached By Attached On  Comment File Size (Kb)
[] RiskAssessmenl User  TEST_RA1.pdf Edna E Mode 19-Ju-21 1620

83.0Kb
[] Drawing User  TEST Drawing.pdf EdnaE Mode 19-Jul-21 16:20 0Kb

(3] Open Selected Attachments

Attachment Type: | Airport Information Notice v

Upload New Document: (5 Maximum File Upload Size = 5500 KB

No file chosen

Note:

(&) Attach

(3) Clear

. Uploaded documents
ill be shown in the
ttachments table
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LSS-FAI

workflow

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.

» Home

[l Permit: LGW-LSSFAI-79295 (Approved)

» Work Requests = Permits » Search » Contractor Portal

1. Click the workflow tab
o see the progress of the

in as Edna E Mode (Logout)

Search. » 2B S Aok o= SR ermit
Reports p
Shared Documents Scope of Work | Methed | People (1,1) | Attachments (2) || Workflow (4% R (0,00 P T FCSTTTOT
Contractor Book Select Action Signatory Transition Role Performed On Comment Approved
_ @ Approve  Innei Shum Authorisation  Life Safety Systems - FAI approver 17-Aug-21 12:26 CK '
@ [ — @ Confirm Yosemite Sam Authorisation Life Safety S 15 inated Rep 17-Aug-21 12:24 Acknowledged v
GW-L§ SFAI-TE235
@ [ Submit  Edna E Mode 17-Aug-21 11:27  Moted v
GW-LS SFAITS
Created Edna E Mode 19-Jul-21 14:59 v
B cw scorn ooz
Select Action Signatory Transition Role Performed On Comment Approved
2 CI- k th @ Approve  Innei Shum Authorisation  Life Safety Systems - FAI approver 17-Aug-2112:26 OK v
. IC e @ Confirm Yosemite Sam  Authorisation Life Safety Systems - Isclations Nominated Rep 17-Aug-21 12:24 Acknowledged v
‘S L Submit  Edna E Mode 17-Aug-21 11:27  Moted v
eleCt ICon to Created Edna E Mode 19-Jul-21 14:59 v

view an entry in
more detail

& print 5 using template: [ (Default Template) v

Please confirm the following:

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

Prior to

work, | will

I have read and understood the current Standard O ing P d

tact the LSS team (EDM out of hours), to verify that devices listed on the completed Fire Alarm Izolation Reguest application are appropriately isclated and

Once work is complete, you confirm you will contact the Life Safety Systems Team (EDM out of hours), to confirm that works is complete and that a fire watch has been undertaken:

{S0P) for fire safety systems and agree to comply with all of the procedures set out in it:
| have checked all relevant sections of this application and agree with itz content. | understand that as an Isolations Nominated Rep, | am taking resp

underztand that | am rezpongzible for enzuring that all relevant procedures as laid out in the SOP are followed:
I shall review the working area with the LS5 team using the fire alarm system Graphic User Interface (GUI), and a site vigit, if required, to ensure that all areas and devices are identified. | will be

iblity for this i

and

responsible for determining the exclusion area:

to confirm that fire watch in the area has commenced:

156
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LSS-FAI - relations

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.

B Permit: LGW-AIRFLD-79267 (Approved) Logged in as Edna E Mode (Logout)

» Home » Coniradtor Portal
Search . 3 ‘ﬁ Zy & # 2 Change .-_;'HO|IE | |{ﬁ@
Reports —
. ; m T = 7 = — - p

Shared Documents Scope of Work || Method | People (2,0) | Attachments (2] | Workflow (4) | Relations (0,0) | Inspections/Audits/CCRs (Mone)
{(» This is not involved in any relationghips.

Contractor Book
_Rl " {» MNothing has this as a dependant.

@ LGW-AIRFLO-T32ET

9 LGW-WR-45736
9 LOW-WR-45757 {» This is not involved in any conflicts.
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LSS-

FAI - submit a permit

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.

Search . >

Shared Documents
[ Recent ttems |
@ LGW-L§5FAI-75235
@ LGW-L§ SFAI-T5354
@ LGW-SCRTD-75231
B tow-scrszes
@ LGW-PTD-79288

D Permit: LGW-LSSFAI-79295 (Initiated)

» Home » Work Requests = Permits

» Search

e permit is ready for submission

1. Click the ‘Submit’ button when the

4 B3 & # L change ™, | =@ 3 submit @K Reject 3@
Scope of Work | Method | People (1,1) | Attachments {2} | Workflow {1) || Relations (0,0} | Inspections/Audits/CCRs (Mone)

Description: Lorem ipsum delor sit amet
Scope of Work: Eu qui animal tritani, nam id cetero minimum mediocrem. Possit instructior mediocritatem sit an, ea cum populo causas

partiendo, at eam modo utamur tamguam. In summo equidem consequat sea, te nostrud pertinacia honestatis qui. Eu his h
pertinacia appellantur, ne mollis admoedum deleniti vis. Usu cu convenire euripidis, eam ea quem scaevola petentium. Natum L

®2W |

Search . »

Lo | Shared Documents

ests

(» To proceed with the Submission you must acknoy & these warifi

with the permit.

@ This is scheduled to start more than 2 hours in the past.

2. On-screen warnings will identify any S
issing information or potential issues

Comment:

Purchase ( @

@ Proceed @ Cancel

Equipment to @ LGW-5C-T32

Scope of Work || Method || People (1,1) | Attachments (2) | Workflow (1) | Relations (0,0) || Inspections/AuditsfCCRs (Mone)

20000-XX-Q-XXX-GLN-172080 Rev 00 158

Description: |Lorem ipsum dolor sit amet
Scope of Work:

Eu qui animal tritani, nam id cetero minimum mediocrem. Possit instructior mediocnitatem sit an, ea cum populo causae
partiendo, at eam modo utamur tamguam. In summo equidem consequat sea, te nostrud perfinacia honestatis qui. Eu his

-
pertinacia appellantur, ne mollis admodum deleniti vis. Usu cu convenire euripidis, eam ea quem scaevola petentium. Natum 7
Start On: [20-Jul21 06 v 00w
Finish On: 20-5ep-21 06 v 00 v
Location{sk: | | G\.LSIDE-BLD-20719 An
London Gatwick Airport, Other Buildings, Northgate Building ﬁ (3), D. &®
Add: @
_I—,

—_—

S <




LSS-FAI - confirm a permit

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.

= Work Requests

1. The ‘Confirm’ option

can be accessed by the
enu, or by clicking the

‘Next Steps’ icon from

within the permit

Search . | B
| B Permits B Process Permits Apply
Shared Documents Site: | (All My Sites) v I Process Repsats TR
Type: | (&1l My Types) My Permits Submit Permit to Dig
Nane Text: » Confirm ./
m= Activate
~[5 ][ ][as [z J[= ][5t ][AI] Maiches=1 ; ;
|-n Submit "As Built’ Drawings

Next Steps for Permit LGW-L SSFAI-79295 (Submitted)

P Sy 2. The ‘confirm’ option should be
# couersi ' anable; if this is greyed out then the user
e H 1 . b H
~is not able to ‘confirm’ the permit.
O comm@ Sy sy || Ao |
5 Send Email : ’7— -
State Notifications: S ————
S I
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LSS-FAI - how to confirm a permit

The Life Safety Systems Isolations Nominated Rep must acknowledge any

the declaration at the ‘confirm’ stage.

Confirm a Permit (Filtered)

» Home » Contractor Portal

e | eI 1. Acknowl_edge any warnings with
- omments in the box below

Logged in as Yosemite Sam (Logout)

Shared Documents _n
Last - : - FE—
None Select Number Info Moun Staf Action Type scription Location Start Finish Charge Sign-off Rele
~ . _ . Life Safety Systems - Bt Lorem ipsum dolor  Northgate 17-Aug-21 31-Oct-21 Edna E Life Safety Systems -
e @ CCIELESEARIN N @ H Submilt=dgsubmk Alarm Isolations sit amet Building 05:00 08:00 Mode Isolations Nominated Rep
2

Issues with the selected Permit:

@ ‘osemite Sam does not have the competencies required by the Life Safety Sysfems - Isolations Mominated Rep role to do this sign-off: Isolations Mominated
Representafive - LSS (Missing), LS5 - Isolations Skilled Person (Missing),

@ This iz scheduled to start more than 2 hours in the past.

@ Edna E Mode is already booked with the following at this time: LG
T9287.

ZPTD-79280, LGW-5C-79286. LGW-AIRFLD-T9267, LGW-PTD-79288, LGW-5C-782835, LGW-5C-

¥ Number of sign-offs remaining to complete this

2. Complete the ‘confirmation’ questions

Comment:

Please confirm the following:

I have read and understood the current o] ing P d (SOP) for fire safety systems and agree to comply with all of the procedures set out in it: 'Z:::Z' Yes

1 have checked all rel t ti of this lication and agree with its content. | understand that as an Izclations Nominated Rep, | am taking p

and understand that | am responsible for ensuring that all relevant procedures as laid out in the SOP are followed:

1 shall review the working area with the LSS team using the fire alarm system Graphic User Interface (GUI), and a site visit, if required, to ensure that all areas and devices are identified. |
i ible for ining the lusion area:

iblity for this izolati licati

will be

Prior to commencing work, | will contact the LS5 team (EDM out of hours), to verify that devices listed on the completed Fire Alarm Isolation Request application are appropriately isclated —,
and to confirm that fire watch in the area has commenced: — &S

W_ Conflrm (Or decline) the permit nfirm that works is complete and that a fire watch has been undertaken: ':::::'Yes

s
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LSS-FAI - activate a permit

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

[] Permit: LGW-LSSFAI-79295 (Approved)

» Home » Work Requests

L4 |ﬁ EENF—) / &, Change o"ok

> Permits » Search

Search .

approved

Shared Documents

Contractor Book

B rowrssrairsas

Scope of Work l Method | People (1,1} | Attachments (2)

1| Relations (0,0

. Click the ‘next steps’icon

Description:
Scope of Work:

Lorem ipsum dolor sit amet

o check the permit is ready
or activation

Eu qui animal iritani, nam id cetero minimum mediocrem. P
partiendo, at eam medo utamur tamguam. In summo equide|
perinacia appellantur, ne mollis admedum deleniti vis. Usu o

Start On: | 17-Aug-21 08 w0 00 v
LGW-L S 5FAI-TS234 P - |
% LGW-SERETOT251 S |2 10ct21 |08 v |00 v Next Steps for Permit LGW-LSSFAI-79285 (Approved)
Location(s): =
B) won-serszs (s): || LGW-LSIDE-BLD-20719 =)

@ LGW-PTD-T3283

London Gatwick Airport, Other Buildings, Northgate Building ﬁ (), Possible Actions:

Location Details:
Person-in-Charge: Edna E Mode, |STEST & Change
Work Package: | None
Purchase Order Number:
Equipment to be worked on:

Tools:

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

20000-XX-Q-XXX-GLN-172080 Rev 00
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&' View Details

i Counter-sign

& print

#~{ Not Authorised

Inspections/Audits/CCRs by CSC
Technical Clerk.

Inspections/Audits/CCRs by Life
Safety Systems - FAl approver. Decline

Reschedule

'2) Activate by LSS - FAI Activator. Approved

i

U

end Email
Activat
State Notifications:

54 Not Authorised end Active
S Rejected 25

i

—_—




LSS-FAI - suspend/cancel/extend a permit

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

No No
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.

Mill | needtq
use the permit
again for these
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Life Safety Systems - Fire Hydrant, Dry Riser (LSS-FHDR)

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)

Permitapplication
received

FHDR Approver

LSS AAor LSS DAA
reviews

Airport Fire Stations
Duty manager
reviews

Airport Fire Station
Duty Manager
cancels

LSS AAor LSS DAA
closes

A

A

LSS Nominated
Rep

\ 4

LSS — Nominated
Rep confirms

Y

LSS — Nominated
Rep submits as  —
builts

LSS SAP/AP

A 4

LSS — SAP/AP (can
approve and issue
LSS permit)
approves

Eng. Support
Control Centre

4

LSS — EDM Office
issues

EDM Office
(LSSACT) activates

| EDM Office
| (LSSACT) suspends |

- — —

|
| EDM Office
| (LSSACT) reactivates |

|

| EDM Office
| (LSSACT) extends |
|

L — —

EDM office
(LSSCAN) cancels
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LSS-FHDR - raise a new permit

> Home Permits ->

» Work Reguests

Search . L You last logg

1. Access the ‘Raise New Permit’
P2W Home Escreen via the Contractor Portal ->

Process Permits -> Apply

i b Proces P * sonhy iU OpioN

Recently Accessed Work Requests.:
Work Request Number Last Accessed

Shared Documents

I Process Repeats Receive Drawings

-] My Permits Submit Permit to Dig

|

LGW-WR-55615 24-May-21 0922
LGW-WR-53956 24-May-2109:22 M,
LGW-WR-53947 26-May-20 13:50 ¥,
LGW-WR-45736 29-Nowv-18 11:48 ¥,
LGW-WH-45737 28-Noy-15 11:28

L

R-55815

LGW-WR-53558 Submit ‘s Built’ Drawings

LEW-BENOW-305E5

Actvate 3. Click search icon to
choose location

L WR-53347

LGW-WR-45738 Raise New Permit

VOHOO

Logged in as Edna = Mode (Logout)

Search ..
=ar r Type of Permit: | (Select Type) ~ | Area: a (3} Search

Company: (3) Raise with Yourself in Charge

(3 Clear

. | Airfield Works

2. Select the LSS

Shared Documents (Select Type) (%) Raise with Any Representative in Charge

Baggage Environment Notification of Works

Confined Space (High/Medium}

Fire Hydrants

Pick Area

Confined Space (Low)

] Show Register Entries [_| Show Schematics

Cranes (Off-Airport)

Tree | Grid

Close

Granes (On-Airport)

[ Concorde 2000 South (LGW BLD-20221)

Hot Warks

Concorde North (LGW-BLD-20320) ©

Hot Works (Airside-Oulside) ~ Customs Dog Compound [LGW-L SIDE-BLD-20542)
Destinations (LGW-L SIDE-BLD-20205) €
Edgeworth Cottage (LGW-LSIDE-BLD-20421)

- Engineering Stores (LGW-LSIDE-ELD-20280)

Life Safety Systems - Fire Alarm Isclations

Life Safety Systems - Fire Hydrants, Dry Risers

- First Point Building (LGW-L SIDE-BLD-41201)

Life Safety Systems - Other Systems Fuel Farm Security Post [LGW-BLD-000X) T,

- Hangar Lane Security Post LGW-BLD-22023)

- ITTS Link Bridge (ST) (LGW-L SIDE-BLD-20721)

- Jubiles House (LGW-BLD-20720) €

- Long Term Car Park Admin Building {North) {LGW-LSIDE-BLD-20603)

- Long Term Car Park Admin Building {South) (LGW-L SIDE-BLD-20353)
Longbridge House (LGIW-LSIDE-BLD-20710) O

- MacDonald's (ST} (LGW-L SIDE-BLD-20252)

MT Ease (LGW-LSIDE-BLD-20312) T

4. Select location :
of works
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LSS-FHDR - person in charge (PIC)

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

Raise New Permit Logged in as Edna E Mode (Logout)

» Home » Work Requesis » Permits » Search

Search . > . =
Type of Permit: | Life Safety Systems - Fire Hydrants, Dry Risers v Area: LGW-LSIDE-BLD-20205-L6 'a a 593“"\
@ Raise with Yourself in Charge

London Gatwick Airport, Other Buildings, Destinations, 6th Floor

Shared Documents Company: (3) I:l &
show only /1
Representativey/
@ LGW-L§ SFAI-TS235
Person In Chyfge:
@ LGW-L§ SFAI-TS254 . Q

B rew-scrro7szs
B row-scrsms

@ Raise wi ny Representative in
Charge
{3 Clear

B) ewerorszss

2. If raising a permit with a PiC 3. Alternatively, search on the 4. If the PIiC is unknown at this
from another company, use the name of a person by entering the | stage, click here to raise with a
Company search function by name and then clicking Search. **| blank PiC.

typing in the name and clicking

on the search icon

* 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

1. Enter the name of the company of the PiC for
permit and click the search icon

Ralse New Permi. Logged in as Edna E Mode {Logout)
» Home » Work Requests  » Permits » Search
Search . N\
= > Type of Permit: | Lite Safety Systems - Firsygrants, Dry Risers v | Area: |LGW-LSIDE-BLD-20205-16 A i) Search
ports Rai ith Y If in Ch:

London Gatwick Airport, Other Buildings, Destinations, 6th Floor m @ afse w! ourseitin “'F‘e )

Shared Documents Company: [ISTEST | k28 1, D ® g Raise with Any Representative in

arge
Representatives: D @
@ LGW-L 5 SFAI-TS235
Person In Charge:
@ LGW-L 5 SFAI-TS234

B LGW-SCPTD-73231
B ow-scrszas Pick All Company

[B) rew-pros2es

Name: |STEST ®

*] Search Pick All Company

2. Confirm the

search criteria in '@ seareh

the pop up T e
WIndOW a.nd Select Company & guz'ff' Services Rating

. #  Ascom Network Testing Lid 4
C“Ck SearCh ) CedestLtd 0 Pick All Company

=
‘:" CIRCUIT ELECTRICAL TESTING )
&3 Construction Testing Solutions Ltd t/'a CET 0
g Infrastructure. Name: ISTEST
#*  Dynstest Intemational | 3) Search
":" ELECTRICAL TESTERS LIMITED Q
N @ Electrics Testing Ltd o B[ |[w|[=][=z|[=][ ][ a1] Mstches=1
(*)  Geo Site and Testing Servi 1
3. Select the required e
Y lappen test
e ) Select € 4 Contact T
compan fr0| n the =S Hamwemorhh Applanos Tesiig @ IsTEST 01254 122456
p y * intratest Limited -
=

/ Intreland Testi

returned results (this
could be a list or a single T ;
company), this will in turn ]
return a list of employees
for the company.
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LSS-FHDR - searching for PiC by name

. 1. Enter the name of the PiC and
Raise New Permit

. Logged in as Edna E Mode {Logout)
lick search s o
» Home » Work Requests = Permits » Search

Search . 3

Type of Permit: | Life Safety Systems - Fire Alamm [solations | Area:

(-LSIDE-ELD-20719 | @3 search

London Gatwick Airport, Other Buildings, Northgate Building & LB A W Tl D BT
Shared Documents Company: (3), |:| F 3 i) Raise with Any Representative
in Charge

show only

Representatives:
B rew-scerosan

Person In P
@ LGW-5C-T5283 Charge: Vosemite San
B rowerorams

@ LEW-PTD-T3250 Raise New Permit Logged in as Edna E Mode (Logout) @

@ LGW-PTD-T3284
» Home » Work Requests

=) Clear

» Permits » Search » Contractor Portal

Search . " Type of Permit: | Life Safety Sysiems - Fire Hydrants, Dry Risers w Area: LGW-LSIDE-BLD-20205-L& ;?—]Q i+ SeérCh )
N ' @ London Gatwick Airport, Other Buildings, Destinations, 6th Floor ﬁ @ Ra!se ST Charge .
Shared Documents Company: a ) |:| re g Raise with Any Representative in
arge
Representatives: D @ S=T

@ LGW-L§ SFAI-7S295

B o Person In Charge: | yosemite sam
2. Selectthe = | G @] A Mathes=2
required PiC from Select Name Rating

@ Yosemite Sam, test, ISTEST (0123456789)

the returned rESU|tS ¥  Yosemite Sam, Tester, ACME (01234 567 891

(=) Raise {

Raise New Permit

by clicking on the
arrow icon

Logged in as Edna E Mode (Logout)

» Home » Work Requests - Permits » Search

Type of Permit: \ Life Safety Systems - Fire Hydrants, Dry Risers v Area: |LGW-LSIDE-BLD-20205-L6 Ao (3 Search
R: h Y Ifin Chs
London Gatwick Airport, Other Buildings, Destinations, 6th Floor m 8 R:::Z ::Eh A?‘ur;ee ::sen:tg\se in
Company: 0% (3, |:| %« e y Repl
. . Show Only Cl
3. Once a PiC name is Pepescsiwes O o
* Person In Charge: yosemite sam
selected, the option to

I | IS R R | | R [T

raise the permit will be
enabled. Click the arrow
icon to be taken to the

next step [ —— ===

Select Name a Rating
@ Yosemite Sam, test, ISTEST (0123456789)
= Yosemite Sam, Tester, ACME (01234 567 891)

@ Raise new Life Safety Systems - Fire Hydrants, Dry Risers Permit with Yosemife Sam in charge at London Gatwick Airport, Other Buildings, Destinations, 6th Floor

20000-XX-Q-XXX-GLN-172080 Rev 00 167 C___—“/../7 m(: ﬁ




LSS-FHDR — scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’
detail page will become available for editing

1. Enter a brief description of the

orks. Please avoid using the
New Life Safety Systems - Fire Hydrants, Dry Risers OIIOWing Characters in thIS fleld ‘&’, ‘<" ed in as Edna E Mode (Logout)

» Home > Work Requests = Permits » Seardh >’ ‘O/’

(@ B 8 7 ackne | € | | @’| A‘z Enter more detailed description of
T Scope of Work | he scope of works to be undertaken

. Remember to adjust the start and
inish date and times

Shared Documents

Description: |Lorem ipsum dulor(amet delrjcy(plscmg id qui.

@ LEW-L 8 SFal-T5233 Scope of Work: | Suas dical deseruisse ey has, ne@pea mavet antiopam, enm noe getermo opg
@ LGW-L§ SFAI-T5234 gragee dolorem

yocibus no mea. An intsars definishas quo
@ LEGW-SCRTD-73251

i — -fi-v . Additional locations can be added if
@ LGW-PTD-T3288 mnis n: - Ep-. (10 |

required *, or enter free text if the
cation is very specific
S— _ _ 5. This will be prepopulated with the

Location Details: fageis viderer reformidans no gos. . p . s
Persondin.Charge: |Yosemite Sam, ISTEST @ Change PiC selected on the ‘Raise New Permit

Work Package: |None creen. The PiC can be changed here

r on the ‘People’ tab

sit vulputate ad, probatus rec

Tools: Mandamus gxplican vel gy, scri philgsophia cu has: sapigniem 6 Complete thlS fleld tO a"OW easy
0\

Location{s): | | GW-LSIDE-BLD-20205-L6 ,EJ @,
London Gatwick Airport, Other Buildings, Destinatj
Add:

Purchase Order Number: gsoo007ag

Equipment to be worked on: |4,3<tig facilisis philosophid@®x eum. Usu Vi

* The scope of works refreshes in the background 7. Free text fields for you to provide
when adding multiple locations. Close the ‘area urther information
picker’ window to view selected locations
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LSS-FHDR - new permit generation

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.

I Permit: LGW-LSS-FHDR-79296 (Initiated) Logged in as Edna E Mode (Logout)

» Home » Work Requests = Permits » Search

Search . > |ﬁ =3 & f & Change oW, | B () Submit %) Reject | |{ﬁ @ |

Shared Documents

Descriptd

LGW-L S5 FHDR-7525¢
@ = Scope of Work:
B ew-Lssrarsas gradee

@ LGW-L & 5FAI-TI234

ScopeofWorkI Method Peuple(l.& Attachments (Mone) | Workflow (1) | Relafions (0.0} || Inspections/Audits/CCRs (Nong)

Q: Lorem ipsiép dolor sit amet, defracto adipiscing id quic

as dicat deseruisse eu has, ne sea movet antiopam, eum no aeterno oportere efficiendi. Te aliguam delicata urbanitas eum,
doloremocibus no mea. &n integre definiebas quo,

@ LGW-SCPTD-75231 = S f
R — =T " “additional tabs enabled. Details must be
ion{s): | LGW-LSIDE-BLD-20205%4 i L
upplied within some of these tabs
before the permit can be submitted for

Location Details: |facete viderer reformidans no eosg pproval p
Perzon-in-Charge: |Yosemite Sam, ISTEST &Change

Start On: | 13-Aug-21

London Gatwick Airport, Othdg
Add:

Work Package: None
Purchase Order Number: g5opoo7ag

Equipment to be worked on: |4, aestin facilisis philosophia ex eum. Usu vidit possit vulputate ad, probatus recusabo te vel. Id mundi fierent vel. Eam ad ridens vive

Tools: Mandamus explicar vel eu, scriptorem philosophia cu has. Et mea sapientem vulputate,

&
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LSS-FHDR - permit details

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

' Permit: LGW-LSS-FHDR-79296 (Initiated)

1. All information
» Home » Work Requests » Permits & Search » Contractor Portal .
: ust be submitted
Search . S |ﬂ Z3 & # Lchange o, | B (3 submit %) Reject — ) r

Repts —— — /" for all tabs
Shored Dosuments Scope of Work | Method | PWMH w}aﬁns(o._ -
e e o v

[B) vew-ssnorsase Inlormalion| D tation | Loss P ion Certification Board || Fire Insurers

d in as Edna E Mode (Logout)

[B) ow-Lssruisass

2. Grey highlighted fields are
andatory; the permit cannot be
ubmitted if these fields are not
ompleted

E LGW-LSSFAI-TS234

@ LGW-SCPTD-75291
B ow-sc7szas Select Type of Syst

E:] Fire Hydrants (Dirty/Clean)

) Fire Dry Riser

If you need to raise a permit for works on any other kind of Life Satefy System, you will need to raj
Life Safety System - Other Systems permit.

Please confirm, you have considered the need for change control: ([ veg
- e e e ™
Information | Documentafion | Loss Prevention Cerfification Board | Fire Insurers

Method Statement: (Jves (o Number:
Risk Assessment: (lves (U no Number:
Contingency Plan:  (lyves (g Number:
Valve Isolation Schedule: ves (g () pya Number:

Other Documents: Inf: fion | D ftati Loss P tion Certification Ecard || Fire Insurers

Loss Prevention Certification Board Registration No.: | ‘i
lion || Dr Loss P ion Cerlification Eoard | Fire Insurers
|

e

Is notification required?:  ()ves O o

Name of person informed:

Date and time person informed: “}‘
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LSS-FHDR — PIC & work party

D Permit: LGW-L5S-FHDR-79296 (Initiated)

Logged in as Edna E Mode {Logout)

Search . >

Shared Document ts
@ LGW-L$3-FHDR-7523€
@ LGW-L83FAI-TS235
@ LGW-L83FAI-TS294
@ LGW-SCPTD-75231
@ LGW-SC-T9283

» Home » Work Requests = Permits » Search

» Contractor Portal

d o8 s aoe =@ e %] - |f @ PIC was selected when the permit was
irst raised, this field will be prepopulated

Scope of Work || Methed | People (1,0) | Attachments {(Mone)

Expected Work Party:
Working Party:

2. To include additional work party

Job Title Guest Occupant ‘ Filled By

Filled On

Personin Charge X  Yosemite Sam,_ISTEST EdnaE Mode 17-Aug-21 lS:NmemberS, CIle the ‘Add Worker’ Ilnk

(&) Add Worker @

Contacts:

-%This will open up a pop-up window
(ensure pop-ups are not blocked on

‘Title: Guest Contact:

our browser)

{» No contacts specified.

Pick Worker

[H Add [ Add & stay

Worker Details:

Job Title: | Skilled Person w

Company: |ISTEST

permit.

3. When adding a
new worker, the
company will /
default to the
person raising the

Aa

Worker: [Wild @—_ ]

4. Enter the name of the worker and click the

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

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

earch 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

B permit: LGW-LSS-FHDR-79296 (Initiated)

Logged in as Edna E Mode (Logout)

» Home » Work Requests = Permits » Search » Contractor Portal
Search . > |ﬁ 23 & f 2 Change o™, | B i) submit (X Reject | |(ﬁ @ |
hDucuments Scope of Work | Method Peuple(1.0]| Attachmenis (None) | Woerkflow (1) || Relat (0,0} || Inspecti Audits/CCRs (None)
: 3. Enter the name of the
ass Enter the title ‘Sponsor’

By —iSponsor and click the
«2. Untick the ‘Guest’ checkbox = ”‘!‘Sgarch’ icon
@ LGW-5C-75285 i+ Add ﬂ

Contacts: \ \
®

4. If there are multiple matches,
“dselect the sponsor name you
require

) John Spanser 1 (Gatwick Airgart Lid)

. The correct sponsor will appear in
he contact box. Next, click ‘Add

L) John Sponsor 2 (Gatwick Airport Led)

= Contact’

Contacts:

Title: Sponsor Guest D Contact: éJ\uhn Sponsor 1 (-El.ﬁ.dd iontact . :

P 6. This will now move the sponsor

/Jnto the ‘Contacts’ table. Click the
oAt ‘Edit this row’ icon to make any edits
Title: Guest D Contact: y
/ to the sponsor’s name

Contact Guest MName

Contact Number Email Address Job Title
Sponsor M John Sponsor 1, Gatwick Airport Ltd

i}

20000-XX-Q-XXX-GLN-172080 Rev 00 172 d |

S <




LSS-FHDR - attachments

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.

[l permit: LGW-LSS-FHDR-79296 (Initiated) Lomuexio.az e, E Mode (L ogout)

I T————— | |se the drop down list to select the
Search > [l 2 B S o |5 G Wree NYPE of attachment to be uploaded e.qg.
Scope of Work | Method | People (1,0) | Attachments (Mone) urkﬂlrISk assessment

Shared Documents

@LSW-LBS-FHDH-?EESE The fellowing types of document must be attached: Me#hod Statement, . CIle Choose Flle to naVIQate to the

@ LGW-L & SFAITE295 {(» Nothing has been attached.

B oo ocation of the document to be uploaded

@ LGW-SCPTD-75231

Attachment Type: | Risk Assessment hd .
B consersass Upload New Document: |-> Maximum File Ug#€ad Size = 5500 KB| . A brlef comment can be added
| t.—oé ere to give the attachment more
etall if required

/. ¥ Attach ) Clear
/

B permit: LGW-LSS-FHDR-79296 (Initiated) Logged in as Edna E Mode (Logout)
H )
4. CIICk ﬁtach to » Home » Work Requests » Permits » Search » Contractor Portal
| d h Search > ‘g{i 2y B # 2 cChange ™, | = @ Submit %) Reject ‘ ‘ S @ |
upload the
Shared Document ts Scope of Work | Method | People (1,0) | Attachments (2) | Warkflow (1) | Relations (0.0 | Inspections/Audits‘{CCRs (Mone) . U p I Oad ed
document to the [Recentioms | .
@ [P —— The following types of decument must be attached: Method Statement, Risk Assessment O C u m e ntS WI I I
WO rk req U eSt B rew- TR ] Type Source Item Attached By ~ Attached On Comment File Size (Kb) h . h
% Lo ssRaTEE, [] Method Statement User ~ TEST_MS1.pdf Edna E Mode 23-Aug-21 16 31 820KD i e snown In t e
LGW-SCPTD-75231
. -Aug- i
@ [E— [] RiskAssessment User TEST_RA1.pdf Edna E Mode ™ 23-Aug-21 16:31 83.0Kb tt h t
Open Selectsd Attachments a aC me n S
Attachment Type: |Airpur| Information Motice v tab I e

Upload New Document: (5 Maximum File Upload Size = 5500 KB

Note:

Attach @) Clear
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LSS-FHDR - workflow

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.

B permic _ 1. Click the workflow tab to
Permit: LGW-LS5S-FHDR-79296 (Submitted)
» Home » Work Requests b Permits b Search iContractonPorials 4 Sachd the progress of the

Search . > |ﬂ -@ .% _}9 &Change L | = ®Reject | |<ﬁ @ | permlt

Shared Documents Scope of Work | Method | People (1.0) | Attachments {2) | Workflow {4)gAelations (0,0) | Inspections/Audits/CCRs (Mone)

@ LGW-L55-FHOR-T5238 Select Action  Signatory Transition Role Performed On  Comment Approved
@ LEW-L E5FAI-TE295 @ Review Innei Shum Authorisation  Airport Fire Station Duty Manager 23-Aug-21 16:38  authorised w
@ LEW-L55FAI-T3E34 *)  Review Innei Shum  Authorisation LSS AA or LSS DAA 23-Aug-2116:38 ok v
@ LGW-SCRTD-79231 Submit Edna E Mode 23-Aug-21 1636 Acknowledged v
@ LGW-5C-T3285 Created Edna E Mode 17-Aug-21 16:14 v
Select Action Signatory Transition Role Performed On Comment Approved
w@ Review Innei Shum Authorisation Airport Fire Station Duty Manager 23-Aug-2116:38 authorised v
@ Review Innei Shum Authorisation L35 AAor LSS DAA 23-Aug-21 16:38 ok v
2 Cl k th Submit Edna E Mode 23-Aug-21 16:36  Acknowledged v
. IC e Created Edna E Mode 17-Aug-21 18:14 v
‘ )
Select |Con to % Print gign-off using template: (Default Template) iV
view an entry In Declaration
On behalf of the Airport Fire Service. | authorise this permit to proceed:
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LSS-FHDR - relations

This section will show related permits. Whilst this functionality is enabled, it
Is not widely used due to the dependency issues it can cause. Itis only

compulsory to relate specific permits, so unless the system prompts you,
avoid using this option.

I Permit: LGW-LSS-FHDR-79296 (Submitted) Logged in as Edna E Mode {Logout)

= Home » Work Requests » Permits » Search » Contractor Portal
Search . » |ﬁ 2 B f & Change o™, | =g % Reject | | {39 @ ‘
Shared Documen ts Scope of Work | Method || People (1,0) || Attachments (2] | Workflow (4) | Relations (0,0} || Inspections/Audits/CCRs (Mone)

{» This iz not invelved in any relationships.
B rew-LssriorTsase

@ LGW-L 8 5FAITS235 (» Nothing has this as a dependant.
@ LGW-L§ SFAI-TS254

@ LGW-SCRTD-75231

@ LEW-sC-TazEs (> This iz not involved in any conflicts.
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LSS-FHDR - submit a permit

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.

D Permit: LGW-L5S-FHDR-79296 (Initiated)

1. Click the ‘Submit’ button when the

» Home » Work Requests = Permits » Search - . .
permit is ready for submission
et lr.# By & / & Change ¥, | (=2 &) submit (&
Shared Documen ts Scope of Work || Methed | People (1.0) || Attachments (2) | Workflow (1) | Relati (00 |1 tions/Audits/CCRs (Mone)
Description: Lorem ipsum dolor sit amet, defracte adipiscing id qui.
@ LGW-LS 3-FHDR-75238

Scope of Work: |Suas dicat deseruisse eu has, ne sea movet antiopam, eum ne aeterno oportere efficiendi. Te aliguam delicata urbanitas eum,
@ graece dolorem vocibus no mea. An integre definiebas quo,

p:
Start On: |18-4ug-21 3
Finish On: 30-Sep-21 [18 v |00 v
. | Bl O 1 & g

OE_BI D 2020

[ permit: LeW-LsS-FHDR-79296 (initiated)

» Home » Work Requests = Permits » Search

Logged in as Edna E Mode (Logout)
diiiiaid? . On-screen warnings will identify any
Search . >

{» To proceed with the Submission you must acknowledge these warnings with a 1 I 1 1 1 1
missing information or potential issues
Shared Documen ts @ This is scheduled to start more than 2 hours in the past.

IR | commen: th the permit.

@ LGW-LS 3-FHDR-75238 ./

@ LGW-LS SFAITS235

% ::‘:::: :jf:: @ Proceed @ Cancel
GW-SCPTD-7S2

@ LGW-SC-T9288

Scope of Work | Method || People (1,0) | Attachmentis (2) || Workflow (1) || Relati

(0,0) | Inspections/Audits/CCRSs (Mone)

Select Action  Signatory Transition Role Performed On  Comment Approved
Created Edna E Mode 17-Aug-21 16:14 v
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LSS-FHDR - confirm a permit

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.

P2W Home 1. Access the

» Home = Work » Permits » Search » Contractor Portal H ’ H H
——e confirm’ option via
= Process Permits Appl

Search . L “fou last logged into P2V on 23 Augu ol he menu
B Process Repeats Receive Drawings

Shared Documents Recently Accessed Work Requests.: Recently Acces Submit Permit to Dig /

Work Request Number Last Accessed Permit Numbe;

LGW-WR-46754 22-Jun-21 1612 %, LGW-LSS-FHpj * Confirm 1

@ LGW-LS 8-FHDR-T5298 LGW-WR-45736 29-Nov-18 11:49 <N, LGW-LSSFAI-T Approve

e SEA g - - = N N, - - -

[B) Low-Lssrairsass LGW-WR-45737 20-Hov-18 1:28 ™ | | LOW-LSSFALTY™ oo et

B row-Lssruizsas LGW SCETD7 N rirsaba

@ LGW-SCPTD-

[2) Lew-sc-7328 Last
m—— | Select Number Info Moun Status Aehon Type Desci
Life Safety Systems -  Lorem
*  LGW-LSS-FHDR-79296 () Permit Submitted Review  Fire Hydrants, Dry amet, g8 view petsits

Risers

Er

2. Click the
‘next steps’
icon.

3. The ‘confirm’
option should be

enable; if this is i -
greyed out then .
the user is not TL .
able to ‘confirm’ ﬁ—‘
the permit. =
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LSS-FHDR - how to confirm a permit

The Life Safety Systems Nominated Rep must acknowledge any declarations
at the ‘confirm’ stage.

Search . >

Shared Documents
@ LGW-LS 5-FHDR-75256
@ LGW-LS SFAI-TS235
@ LEW-L53FAI-TS234
@ LGW-SCPTD-75291
B row-sc-rszes

Confirm a Permit (Filtered)

Logged in as Edna E Mode (Logout)

» Home » Work Requests |+ Permits

v & 0|®

B
Select Number Info  MNoun Description Location Start Finish Eﬁ?r;g = Sign-off Role
Life Safety Systems -  Lorem ipsum dolor sit - LS5 -
M, 3 LGW-LSS-FHDR-79296 (%) Prmit Submitted Revi Fire Hydrants, Dry amet, defracto Etlgcr 21136’?‘36 2310@-336 ;gf:m"e Nominated
Rizerz adipiscing... . . Rep
Z VA

@ Yosemite Sam is already booked with f

Issues with the selected Permit:/
@ Edna E Mode does not have e competencies required by §ife LS5 - Nominated Rep role to do this sign-off. Nominated Representative - LS5 (Missing).
@ This iz scheduled fo starf more than 2 hours in the past.

he following at thjé fime: LGW-LSSFAI-79294.

" Number of sign-offs remaining to com

Comment:

Declaration

plete this #ansition = 1

2. Complete the
‘confirmation’ questions

- |

o«

I hereby confirm that the peried of work iz as detailed above: |:|

A GAN has beenissued: (Jves (yo O pia

GAN Number:

irm (or decline) the permit

—.///ﬁ. Conf

20000-XX-Q-XXX-GLN-172080 Rev 00
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LSS-FHDR - activate a permit

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.

D Permit: LGW-L5S-FHDR-79296 (Approved)

» Home » Work Requesis » Permils » Search » Co..

D@

Search . >

d‘.ﬁ E=Y % j’ l&Change e N i ®Rejec-t

1. Check the status of permlt
has been fully approved

g
i

Shared Documents Scope of Work | Method | People (1,0) | Attachm

Tasks

Description:
Scope of Work:

Lorem ipsum delor sit amet, defracto adipiscing
Contractor Bock Suas dicat deseruisse eu has, ne s2a movet an
graece dolorem vocibus no mea. An integre de

ready for activation

il
]

oaon e | RI2. Click the ‘next steps’
Icon to check the permit is

urbanitas eum,

@ LGW-L 5 3-FHDR-T5236

Start On: |18-2ug-21 | 03 w @ 00 v ‘
%L B sFalTazE Finish On: |30-Sep-21 18 w0 00 w
LGW-LES 2
Location(s): - T c | = i ions:
B) Low-scerose (3): ||LGW-LSIDE-BLD-20205-L6 = Possible Actions:
@ LEW-5C-73283 London Gatwick Airport, Other Buildings, Destinations, 6th F 25" view petails
Location Details: |facele viderer reformidans no eos. o/ comer sk
& print
Person-in-Charge: |Yosemite Sam, ISTEST &Change 2
X Reject
Work Package: | None ) 1ssue by LSS - EDM Office.
Purchase Order Number: g5onoo7sg 5 Send Email

Equipment to be worked on: |o,zetig facilisis philosophia ex eum. Usy #df possit vulputate a( State Notifications:

8 . 54 Not Authorised
rem philosophia cu has. Eime  £qRrejected

o« .
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

Tools: |Mandamus explicari vel eu, sce

Next Steps for Permit LGW-LSS-FHDR-79296 (Approved)

start work, call the appropriate party to activate

20000-XX-Q-XXX-GLN-172080 Rev 00 179




LSS-FHDR - suspend/cancel/extend a permit

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.

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

/Works completed

\

Ve Request ECC team
to extend permit
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Life Sa

‘ety Systems — other systems (LSS)

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

Eng. Support
Control Centre

issues

(LSSACT) activates

L, EDM Office N
| (LSSACT) suspends | (LSSACT) reactivates |

(LSSACT) extends :_>

—
7]
>
e LSS AAor LSS DAA
% ISS AAor LSS DAA CIOSES
reviews
© A
n
n
|
el
2 v
©
c _ )
= LSS — Nominated Lss Noml_nated
€ o " Rep submits as
o Rep confirms o
= uilts
a A
a—)
(a9 A 4
= LSS — SAP/AP (can
2 approve and issue
%} LSS permit)
(%5} approves
4
Yy Y Y
|r I I I
LSS — EDM Office EDM Office EDM Office | EDM Office | EDM office

(LSSCAN) cancels

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

181




LSS - raise a new permit

I Process Permits Appl
Search. »  Youlastlogged into P2V on 24 Augu L L
I Process Repeats Recesive Drawings
Recently Accessed Work Requests.: Recently Acces

Shared Documents

Submit Permit to Dig

1. Access the ‘Raise New Permit’
creen via the Contractor Portal ->
Permits -> Process Permits -> Apply
menu option

Permit Number -
LGW-LSS-FHpf__ Confirm

Work Request Number Last Accessed

LGW-WR-46754 22-Jun-21 16:12 <™,

@ LGW-L 8 5-FHDR-T5236 LGW-WR-45736 29-Nov-18 11:49 M, LGW-LSSFAI-T! Approve

@ L&W-L 5 SFALTS235 LGW-WR-45737 29-Nov-18 11:258 &,

[B) Low-LssrarTszse ~
B LGW-SCRTD-75231 @ Raise New Permit

@ LGW-SC-T3285

LGW-L5SFAI-T

Print Acknowdedgement

» Home » Work Requests.

. Click search icon to choose location

Search . »> =

Type of Permit: | (Select Type)
| Rrey

ports Company: (Select Type)

Show Only

Representatives: | v works

@ LGW-LS $-FHDR-75238 Person In Charge:

Shared Documents

(3 Search

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

Charge

(=) Clear

@ LGW-LS SFALTSISS Ezaggage Environment Notification of Works

2_ Select the LSS _ Confined Space (High/Medium)
Other Systems permit Senfnes Spece (Lov)

Cranes (Ofi-Airport)

type from the drop down == e | on

Pick Area

] Show Register Entries [_| Show Schematics

Cranes (On-Airport)
menu

Hot ‘Works

Hot Works (Airside-Outside)

Life Safety Systems - Fire Alarm Isolation

Life Safety Systems - Fire Hydranis, Dry |

ife Safety Systems - Other Systems

- Concorde 2000 South (LGW-ELD-20321)

Concorde North (LGW-ELD-20320) €

- Customs Dog Compound (LGW-L SIDE-BLD-20542)

Destinations (LGW L SIDE BLD-20205) &
Edgewarth Cottage (LGW-LSIDE BLD-20431)

- Engineering Stores (LGW-L SIDE-BLD-20280)

- First Point Building (LGW-L SIDE-BLD-41201)

Fuel Farm Security Post (LGW-BLD-000) €

- Hangar Lane Security Post [LGW-BLD-22073)
-« ITTS Link Bridge (ST) (LGW-LSIDE-BLD-20721)

- Jubiles House (LGW-BLD-20720) €4

Longbridge House (LGW-LSIDE BLD-20710) €

- MacDonald's (ST) (LGW-L $IDE-BLD-20252)

MT Base (LGW-LSIDE BLD-20312) €4

1. Select location of works

- Long Term Car Park Admin Building (North) (LGW-L SIDE-BLD-20603)
- Long Term Car Park Admin Building {South) (LGW-LSIDE-BLD-20353)

20000-XX-Q-XXX-GLN-172080 Rev 00 182
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LSS - person in charge (PiC)

Raise New Permit

» Home

= Permits

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

Logged in as Edna E Mood: {Logout)

» Work Requests

Search .

v

Type of Permit: | Life Safety Systems - Other Systems w | Area: LGW-LSIDE-ELD-20205-L&
o @
Shared Documents Company: L 8th Floor ﬁ (3}, |:|, &

Representatives:
@ LGW-L55-FHDR-T5236
Perzon In Chargé:

B ew-Lssrarsass

London Gatwick Airport, Other Buildings, Destinatj

d

ﬁ = Search}

i) Raise with Yourself in
Charge

i) Rajse with Any
ReprePentative in Charge

=) Clgar

B rowissrusass
B row-scerpse
B row-scrsmss

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. **

* 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
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4. If the PIiC is unknown at this
stage, click here to raise with a
blank PiC.
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LSS - searching for PiIC by company name

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

Logged in as Edna E Mode (Logout)

permit and click the search

. rmit: |Naf&twlher Systems ~
Icon @)

Shared Documents Company: [ISTES'I] 2%
Representatives:
@ LEW-L5 5-FHOR- 75238
Perszon In Charge:
@ LEW-L5 SFAITS235

Area: LGW-LSIDE-ELD-20205-L3 f]
London Gatwick Airport, Other Buildings, Destinations,

8th Floor ¥R (3, [, #

@ Search

@ Raize with Yourself in
Charge

¥ Raise with Any
Representative in Charge

=¥ Clear

@ LGW-LS3FaI-75234

@ LGW-SCRTD-TS291

@ LEW-3C-T9288
Nam

—_—

ISTEST x

Pick All Company

> Search

Pick All Company

2. Confirm the

_search criteria T
in the pop up LK

window and

click search

Ascom Network Testing Lid
Celtest Ltd
CIRCUIT ELECTRICAL TESTING

Construction Testing Solutions Ltd t/a CET
Infrastructure.

Dynatest International
ELECTRICAL TESTERS LIMITED
Elestrical Testing Ltd

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

Geo Site and Testing Sarvices
Happen test P2W
| Hawkesworth Appliance Testing

OO ® @@

intratest Limited
Introland Testing Li

ISTEET
James Fisher Testing Servicas Lid

Litestructures Projects Ltd

Close

Contact o -
Mumber Services Rating
+4412520074

07765404508 @ Pick All Company
01422413035

07052071188
Name: ISTEST

00457025335
01604 82022C
et B[] [][] (][] [so][a1] Mstches=1
01732746077

01845 524408 Select Company a Contact Number

07705 D038 =] ISTEST 01254 123458

) Search

Services Rating

01322 350082

07425 320827
07920 210082

employees for the
company.

20000-XX-Q-XXX-GLN-172080 Rev 00
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LSS - searching for PiC by name

= Home

Raise New Permit

» Work Requests

1. Enter the name of the PiC and
lick search

; Edna E Mode (Logout)

Search . »

Shared Documents Company: 9 8th Floor ﬁ @), 1, & %a;g?se with Any
Show Only 0O Representative in Charge
Representatives:

W-L 5 5-FHOR-7523¢

W-L 5 SFAI-75235

Type of Permit: | Life Safety Systems - Other Systems v |

He, \QZ') Search

GW-LSIDE-BLD-20205-L3

Person In Charge: [Yosemite Sam

London Gatwick Airport, Other Buildings, Destinations, (3) Raise with Yourself in

{3 Clear

-L 8 SFAI-75234
W-SCPTD-75231

W-SC-79283

required PiC
from the

Search .
Type of Permit: | Life Safety Systems - Other Systems ~ | Area: LGW-LSIDE-BLD-20205-L8 ,;EJ@J\ {3 search
2 Select the | Report= | London Gatwick Airport, Other Buildings, Destinations, (3] Raise with Yourself in
. Shared Documents Company: @, sth Floor ¥R (3), [0, @& Charge

§3-FHDR-7523¢
SSFALTS235

S3FAITSII4

Raise New Permit Logged in as Edna E Mode (Logout)

» Home » Work Requests = Permits

@ Raise with Any
Show Only D Representative in Charge
Representatives:

(3 Clear

Person In Charge: Yosemite Sam

[5 ][0 ][5 [20 ][ 30 ][50 ][ Al] Matches=2

returned results
by clicking on
the arrow icon

Select Mame a Rating
@ Yosemite Sam, test, ISTEST (0123456789)
@ Yosemite Sam, Tester, ACME (01234 567 §91)

@ Raise a new Permit

Raise New Permit

P Work Requests

3. Once a PiC name is -

Representatives:
[B ew-LesroRTsase

@ LGW-LSSFAI-TS235

raise the permit will be

Person In Charge: | Yosemite Sam

Type of Permit: | Life Safety Systems - Other Systems ~| Area:|LGW-LSIDE-BLD-20205-18 A
London Gah&&ckﬁ\irpnrt. Other Buildings, Destinations,
1 Shared Documents Company: 2% sth Floor @, 0 &
selected, the option to
[heonitems | snowony

() Search

@ Raise with Yourselfin
Charge

@ Raise with Any
Representative in Charge

(&) Clear

B rowssrrems s[5 fa ][] 50 ] [AT]
@ LGW-SCPTD-75231 'n

LGW-SC-73283

enabled. Click the arrow
icon to be taken to the
next step

Select Name a Rating
= Yosemite Sam, test, ISTEST (0123456789)
@ Yosemite Sam, Tester, ACME (01234 567 891)

@ Raise new Life Safety Systems - Other Systems Permit with Yosemite Sam in charge at London Gatwick Airport, Other Buildings, Destinations, 8th Floor

20000-XX-Q-XXX-GLN-172080 Rev 00 185
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LSS — scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’ detail
page will become available for editing

1. Enter a brief description of the
works. Please avoid using the

ollowing characters in this field ‘&’, ‘<’, [ —_G—_—_G—E_G_—
(>1, :0/0!

New Life Safety Systems - Other Systems

» Home

» Work Requests & Permits » Search [ 2}

Search .

» (@B &7 Ao [ @ 2. Enter more detailed description of
| Reports |
Scape of Wark | / he scope of works to be undertaken
Description: | Malis consul debitis eiém.etvis omatys perinax . Remember to adJuSt the Start and
LGW-LS5-FHDR-TS236 S{:Op& of Work: -__?,_ p.. . R
%::t::::::: atmﬁgﬁ-ﬂlﬂm s [[INISN date and times
YR start On: 25 Aug21 | 1908 v | . Additional locations can be added if
CW-8C-T5288 Finizsh On: -Sep-: [ . .
B — SL";_‘:;E_D_LS = equired *, or enter free text if the
London Gatwick Airport, Other Byilds =, th Flo |OC&tI0n |S Vel'y SpeCIfIC
Add: - : :
M E— . This will be prepopulated with the
Location Details: |Misl neglegeniur disputationi ne gri.

Person-in-Charge:

Work Package:  Nope

Yosemite Sam, ISTEST

PiC selected on the ‘Raise New Permit’
creen. The PiC can be changed here

Purchase Order Number: [550004552|

Equipment to be worked on:

Consul saperet mea fe
Tools: | Me dicat virtute nes. nmsi i

r on the ‘People’ tab
6. Complete this field to allow easy

* The scope of works refreshes in the background
when adding multiple locations. Close the ‘area
picker window to view selected locations

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

eference back to PO numbers used
or your works

7. Free text fields for you to provide
further information
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LSS - new permit generation

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

. Permit: LGW-LSS-79297 (Initiated) Logged in as Edna E Mode (Logout)

> Home » Work Requests » Permits

Search . »> ‘ﬁ EE g / &2 Change oM, | = (‘:’)SmeiT @Reject | |<ﬁ @ ‘

Reports

Shared Documents

iption: |Malis cohgul debitis ei nam, et vis omatus perfinax

ScopeofWorkI Method | People (1,0) | Attachments (None) | Workflow (1) | Relations (0,0) || Inspections/Audits/CCRs (None)

LEW-L 8575257 - 5 ; ; ; P - F— ; B

@ s ! Scope of Work: N orem ipsurndolor sit amet, ex justo recusabo convenire usu. Viderer efficiendi referrentur mei id, cu mei ufinam dizsentiet. Dolor

@ LGW-L 5 5-FHDR-T523€ Ag sadipscihg ei pri, vitae utinam corrumpit =23 id. Mel & sanctus insclens, vel erat facete blandit et. Sed illum facer scripta i, qui
at inadisputan¥g reprehendunt, pri purte assentior et. P

B row-Lssrarrszss
B rowissrairszss Start On:
@ LGW-SCRTD-TS251 Finizh On: ‘
Location(s): ||| G\\-LSIDE-BLD-2020558
London Gatwick Airport, Otha\8

Add:

Additional tabs enabled. Details must be
upplied within some of these tabs
before the permit can be submitted for

Location Details: Nisl neglegentur disputatieni ne pri. P
Person-in-Charge: |Yosemite Sam, ISTEST & Cha ‘ pproval
Work Package: None
Purchase Order Number: |g50004552
Equipment to be worked on: |02 saperet mea te
Tools: | Me dicat virtute nec. n mei mazim antiopam
P
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LSS - permit details — method tab (1)

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

B Permit: LGW-LS5-79297 (initiated)

e e NN N1 All information must be
Search. > @28 2 dome | B O e B Kubmitted for all tabs

Shared Documents Scope of Wark | Meathod | B IWE%I Wurkﬂ v {1] Relations (0.0) | Inspections/Audits/CCRs (Mong)

E:ﬂii i mrormauon\Documemanon Lossprevennoncemrcanowoam Fnremsurers 2. Grey highlighted fields are

Eiﬁﬁiiﬁiﬁ:ﬁi andatory; the permit cannot be
ubmitted if these fields are not
ompleted

Logged in as Edna E Mode (Logout)

B rew-scerosasn

T Fire Hose Reel

@] Deluge System

O ansul System

O smoke Extracts - Mechanical
) Smoke Extracts - Natural Vent
O stair Vents

Select Type of System: I:I Sprinklers
'/ Emergency Lighting

'3:::3' Fire - Interfaced Systems & Equipment

O Fire Walls

O Fire Dampers

O Fire Shutters

O smoke Curtains

O Fire Doars

O Stairwell Pressurisation

If you need to raise a permit for works on Fire Hydrants or Dry Risers, you will need to raise a
Life Safety System - Fire Hydrants, Dry Risers permit.

Please confirm, you have considered the need for change control: -Z:Z- ez

If chang trol is required, you 1 you will apply for this: ':::'Yes
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LSS - permit details — method tab (2)

Ensure all tabs within the permit’s ‘method’ tab are completed where required.

i D i " Loss P ion Cerfification Board ” Fire Insurers

Method Statement:  (_ves g [ |

Risk Assessment: (yes (g [ |

Contingency Plan:  _ves (o Number: | |

Valve Isolation Schedule: Oves Clna O na Number: | |

Other Documents:
e
T | i i || Doct i Loss Pl ion Certification Board " Firg Insurers
L Board R No.: | I
T

i || D tati | Loss P ion Certification Eoard " Fire Insurers l

Is notification required?:  (yee (g

Name of person informed: |

Date and time person informed: I:l g
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LSS - PIC & work party

» Home » Work Requests

I nnned in as Frna F Mode (Logout)

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

4 5 & j & Change ¢, | B ) submit (¥ plaje IrSt

raised, this field will be prepopulated

Scope of Work || Method | People (1,0) | Attachments (Mghe) | Workflow (1) | Relafions (0,0) | Inspections/Auditz/CCRs (Mone)

Guest Occupant

X

Filled By
Yosemite Sam, ISTEST Edna E Mode

Search . >
Shared Documents
Expected Work Party:
B Low-Lssrsas .
Working Party:
B row-LssriorTsase
Job Title
B row-ssrarsass y -
Person in Charge
B row-ssrairazsa
@ LGW-SCPTD-79231 (F) Add Worker @—
Contacts:
‘ Title:

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

2. To include additional work party members,

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

on your browser)

Guest %4 Contact:

{» No contacts specified.

3. When adding
a new worker, the
company will
default to the
person raising
the permit.

[ Add [[FAdd & Stay

Worker Details:

(¥ Add Contact

Pick Worker

Job Title: | Skilled Person w worker: [wile

Compa ISTEST

Epresentative

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.

NOTE: Please ensure the companies of work party members are SafeContractor accredited
20000-XX-Q-XXX-GLN-172080 Rev 00
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LSS - adding a Sponsor

. Permit: LGW-L55-79297 (Initiated)

Logged in as Edna E Mode {Logout)

» Work Requesis » Permits » Search » Coniractor Portal
Search . > |ﬁ EEr=" f 2 Change v, | = 3 submit (% Reject | |£ @ ‘
—
Scope of Work | Method | People(l.0)| Attachments (Mone) | Workflow (1) | Relati

Shared Documents

Enter the title ‘Sponsor’
Untick the ‘Guest’ checkbox

[3. Enter the name of the
geponsor and click the

Filled O
de  24-Aughi

‘Search’ icon

@ LGW-SCPTD-75291 @ Add Wokker

/]

Contacts: \

/

e Sponsor

@ Z
Guest D Contact: !JnhFSpnnsnr |

{» No contacts specified.

J John Sponsor 1 (Gatwick Airport Lid)

L) John Sponsor 2 (Gatwick Airport Lid)

Contacts:

require

A. If there are multiple matches,
select the sponsor name you

E 5. The correct sponsor
ill appear in the
contact box. Next, click

Title: [sponsor

Guest D Contact: John Spensor 1

[

E":' A.l;i Contact ‘Add ContaCt’

{(» No contacts specified.

6. This will now move the

Contacts:

sponsor into the

Title:

Guest D Contact:

Add g

Contacts’ table. Click the
Edit this row’ icon to

Contact Guest MName
Sponsor 36

@ Contact Number Email Address .Job Title

John Sponseor 1, Gatwick Airport Ltd

make any edits to the

ponsor’s name
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LSS - attachments

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.

B Permit: LGW-L§5-79297 (Initiated) e

EET———— . Usc the drop down list to select the
>4 0 8 7 soes @ e wees | | gAYPE Of attachment to be uploaded e.g.

’
Scope of Work | Method | People (1.0) | Attachments (None) w:rrknmy}/ R rlSk assessment

The following types of document must besfiached Methos == Click ‘Choose File’ to navigate to the

@ LGW-L53-75237

@ LGW-L55-FHDR-752396 (82 othin as been attached. -
o e et / ocation of the document to be uploaded
LGW-LSSFAI-TS254 A ijpe: | Risk V |

Upload New Document: (5 Maximum File U Size = 5500 KB . A brief Com ment Can be added

Note: [gmmc::::;mmmmmmm] o /J here tO glve the attaChment mOl‘e
etall if required

3Artach @ Clear
/ B Permit: LGW-LSS-79257 (Initiated) Logged in as Edna E Mode (Logout)

A. Click *Attach’ to ———————————

upload the Searc > ‘ﬁ 3 & # 2 Change ,;-o||g (3 Submit () Reject | |(ﬁ@|
Scope of Work | Methed | People (1,0) | Attachments (2] | Workflow (1) | Relations (0,0) | Inspections/Audits/CCRs (Mone)
ared Documents

document to the
work request

@ LGW-SCPTD-75231

The following types of document must be attached: Method Statement, Risk Assessment

] Type Source  Item Aftached By ~ Aftached On  Commen| t File Size (Kb)

[] Risk Assessmen! t  User TEST_RA1.pdf Edna EMode 6-Sep-2112:26 Quidam utroque cum at doctum rationibus moderatius in 83.0Kb

[l Method Stalement User ~ TEST_MS1.pdf Edna EMode 6-Sep-2112:26 El tempor blandit abhorreant pro

(3) Open Selected Attachments 5 . U p | Oad ed
Attachment Type: |A\rporl Information Notice v d OC u me nts Wi I I be

Upload New Document: (5 Maximum File Upload Size = 5500 KB

hown in the

Note:

T D : attachments table
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LSS - workflow

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.

. Permit: LGW-L58-79297 (Approved)

1. Click the workflow

i Innei Shum (Logout)

» Home » Work Requests

» Permits = Front Desk

Crewerew v ‘ of the permit
[Create new l ‘ﬁ 3 & j & Change ¥, | =2 % Reject |7 Rollback @ | p

Search . >
Scope of Work | Methed | People (1,0) | Attachments (2) | Workflow (7) | Relations (0,0) | Inspections/Audits/CCRs (Mone)

Report Index

Shared Documents

Invoicing Report Select Action Signatory
Company Reference
@ lzsue Innei Shum

2. Click the f PPALP  Innei Shum
‘Se|eCt’ ICOﬂ tO @ Approve Innei Shum
view an entry in B

= Confim =

more detall * Review Innei Shum
B row-crorrrazss . EdnaE
Submit
B row-LssrronTsase :I;deE
na
Created Mode

Transition Role Performed On

Issuing LSS - EDM Office ‘5‘39#;11
15-Sep-21

11:53

LS5 - SAP/AP (Can approve and issue 15-5ep-21
L3S Permit) 11:53
15-Sep-21
11:32

Authorisation
Authorization LSS - Nominated Rep

Authorisation LSS AL or LSS DAA 1e-sep2l

&-5Sep-21 12:30

24-Aug-21
16:32

Comment

ok

Payment Point for Verification of Qualifying Pemmit

raized directly
ok

DK
ok

oK

Approved
v

L N N N

%&rint sign-off using template

Declaration

| (Default Template) ~

| hereby give consent for thiz permit to proceed:
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LSS - relations

This section will show related permits. Whilst this functionality is enabled, it
Is not widely used due to the dependency issues it can cause. Itis only
compulsory to relate specific permits, so unless the system prompts you,
avoid using this option.

B Permit: Low-Ls5-79297 (Approved) Logged in as Innei Shum (Logout)

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

|ﬂ a & f 2 Change ¥, | =] % Reject  |¥? Rollback | |qﬁ @ |

Scope of Work | Method | People (1,0) | Attachments {2) | Workflow (7) | Relations (0,0) | Inspections/Audits/CCRs (Mone)

{» This is not involved in any relationships.

Add Relationship: a,

{» Nothing has this as a dependant.

LGW-LE5-75257 . R R X
@ {» This iz not invelved in any conflicts.
B row-nw-rssn0

@ LGW-HW-TES50

B row-crors-s2ss

@ LGW-L55-FHDR-T523€
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LSS - submit a permit

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’ —

'ﬁ-s Description: Malis consul debitis ei nam, et vis omatus pertinax

LGW-L§ 575257 - p - - - - = — - -

@ e Scope of Work: Lorem ipsum delor sit amet, ex justo recusabo convenire usu. Viderer efficiendi referrentur mei id, cu mei utinam dissentiet. Dolor

@ LGW-L§ $-FHDR-75298 latine sadipscing i pri, vitag utinam corrumpit sea id. Mel ei sanctus insolens, vel erat facete blandit et. Sed illum facer scripta ei, qui
at inani disputando reprehendunt, pri purio assenfior et. L

B row-Lssrarrsase i | 25-Aug-21 :
B Low-scrrozsass Finish On: [30-Sep-21 [18 w00 v]

@ LGW-L 5 SFAI-TS235

2. On-screen warnings will

D - fo H Pey [S EairC DNTracin Porta
Search s identify any missing
- . {* To proceed with the Submission you must acknowledge these warnings with a comment.
Shared Documen: ts @ This is scheduled fo start more than 2 hours in the past.‘ Informatlon Or pOtentIaI Issues

co ST | conme with the permit. Ensure these
LGW-L§ §-75257 /
are acknowledge before

B LGW-L53-FHDR-7323€
proceeding

Scope of Work | Method | People (1,0) | Attachments (2) | Workflow (1) | Relati (0,0} || Inspections/Audits/CCRs (None)

1 @ LGW-L§ SFAI-TS235
@ s sEarTazse {3 Proceed (3 Cancel

@ LGW-SCPTD-75231

Select Action  Signatory Transzition Role Performed On Comment Approved
Created Edna E Mode 24-Aug-2116:32 v
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LSS - confirm a permit

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.

P2W Home

1. Access the
confirm’ option via

» Home » Work Requests » Permits

» Search

= Coniractor Portal

I Process Permits

Appl
L You last logged into P2W on 23 Augu s

/ the menu
= Process Repeats Receive Dravings /
Recently Accessed Work Requests.: Recently Acces - = =
Shared Documents Submit Permit to Dlg/
Work Request Number LastAccessed Permit Numbe ‘
LGW-WR-46754 22-Jun-21 1612 W, LGW-LSs-FHD] * Confirm
@ LGW-LS5-FHOR-75238 LGW-WR-45736 29-Now-18 11:48 =¥, LGW-L5SFAL-T Approve
B Lew-Lssrarsass LGW-WR-45737 29-Mov-18 11:25 <™ LGW-LSSFAITY s atordocdore
Select Number Info Noun Status L““.t Type
Action
Life Safety
. . ) Systems -
i*  LGW-LS579297 () Permit Submitted Review G‘{h o
nnnnnnnnnnnn
Systems  pel g,

icon.

2. Click the
‘next steps’

SSSSSSSSS

3. The ‘confirm’ option

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

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

The Life Safety Systems Nominated Rep must acknowledge any declarations

at the ‘confirm’ stage.

Confirm a Permit (Filtered)

bl 1 . ACknowledge any warnings with

Logged in as Edna E Mode {Logout)

Search. > omments in the b% below

[zal
Shared Documents _n
Last - _ . Pesonin
@ Lo ss7ezer Select Number Info Moun 5 ] Action Type Description Location  Start Finish Charge Sign-off Role
R J— Life Safety Maliz conzul debitis ei 5 LSS -
@ LEW-CROPET82E SN, 3 LGW-LSS-79297 (@) Perpft Submitted Review  Systems _Zther  nam, etvis omatus E}:cr 22156’3936 ZSIIUISSBUPU- E::nern I3 Maominated
@ LEW-CROFF-T3255 Syste pEr... . : Rep
Z Z
@ LWL 3-PHDR 75238 Issues with the selected Permit: i’

@ LGW-L 8 SFAI-7S235
@ Edna E Mode does not have the competencies required by the
@ This is scheduled to starf more than 2 hours in the past.

@ “vosemite Sam is already booked with the following at this #me: LGW-LS5-FHDR-79296, LGW-LSSFAI-79294.

- Mominated Rep role to do this sign-off: Nominated Representative - LSS (Missing).

' Number of sign-offs remaining to complete thigZAransition = 1.

Comment:

2. Complete the ‘confirmation’ questions

Declaration /‘

o—

A GAN has beenissued: (ves Opng O pia
GAN Number:

| hereby confirm that the period of work i2 as detailed above: D

. Confirm (or decline) the permit
1
v 4 0| ®
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LSS - activate a permit

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

B Permit: LGW-LSS-79297 (Approved)

= Home

» Work Requests b Permits

:
[ B3 & # 2 change o o= ) e T @
Search . > ’ CB
Scope of Work || Method | People (1,0) | Attachmenis (2) | Workflow (7) | Relations (0,0} | Insp
Report Index
Shared Documents Description: Malis consul debitis ei nam, et vis omatus pertinax
Invoicing Report Scope of Work: | Lorem ipsum dolor sit amet, ex justo recusabo conve
Company Reference

latine sadipscing ei pri, vitag utinam corrumpit sea id.

at inani disputando reprehendunt, pri purte assentior
Contractor Book i | 2= Aug-21 :
m—— Flnle-sh On: |30-Sep-21 .
B ,;_,__L ss257 Location(s): | Lgy\-LSIDE-ELD-20205-L& s [y
@ LeW-HW-T3300 London Gatwick Airport, Other Buildings, Desting|
@ LGW-HW-TEE50 Add: ),

@ LGW-CROFF-T3258

Location Details:
B rowissruorTaase

Misl neglegentur disputationi ne pri. Debitis facilis euri

Person-in-Charge:  Yosemite Sam, ISTEST &Change

Work Package: | None

Add: o
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

tigham

approved

Click the ‘nxt steps’icon to check
he permit is ready for activation

TTOTTS TP IOTS:

Possible Actions:

View Details
j Counter-sign
& erint

X Reject

) Activate by EDM Office
(LSSACT)

B=d Send Email

State Notifications:

B Not Authorised
B Rejected

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

Next Steps for Permit LGW-L$S-79297 (Approved)

Activate

#
]

=

Close
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LSS - suspend/cancel/extend a permit

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.

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

Works completed

usethe permit
again for these

No

v

Cancel permit

Y

Submit As-Builts

Close permit

~

Yes Request ECC team
to extend permit
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Hot Work permits (HW/HWAO)

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 Suspension Resumption Inspection/Audit/CCR Finishing Closure
@ e | R | s |
Permit submitted _ | epmoffice (Hwiss)  (EOMOffice (WEW)] | EDM Office (HWISS) | HW—Authorised | EDM Office (HWFW) EDM office
> el > Commencefire | —>‘ 6——” | (HWCLO) closes

A 4
HW — Nominated
rep (can apply for
HW permit)
confirms

h 4

Airport Fire Station
Duty mgr reviews

A 4

HW - Authorised
Person approves

h 4

EDM Office (HWISS)
issues

watch deactivate |

| EOM Office (HWISS)|
| complete fire watch
| deactivate

reactivates |

Person refuses |

|
| HW = Inspector hot !
| workinspection |
|

|

cancels

Y

EDM Office (HWISS)
complete fire watch
cancels

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

200




HW or HWAO permit

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

No

Apply for HW
k permit

Will the

hotworks be

outside

~

Apply for HWAO
Ye .
permit

20000-XX-Q-XXX-GLN-172080 Rev 00
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HW - raise a new permit

P2W Home

Search . >

» Home

You last logg

= Work Requests

» Contractor Portal

Permits -> Process

= Permits

I Process Permits

» Apply

e

menu option

Shared Documents

Recently Accessed Work Requests.:

Work Request Number
LGW-WR-55815
LGW-WR-53956
LGW-WR-53947
LGW-WR-45736
LGW-WR-45737

LGW-WR-55815

|

LGW-WR-53556

©
©
@ LEW-BENOW-505E5
9 LGW-WR-53547
&

GW-WR-4573E

Last Accessed
24-May-2109:22
24-May-2109:22
268-May-20 13:50
29-Nov-18 11:49
29-Nov-18 11:28

2. Select the Hot works
permit type from the drop
down menu. Thisis a
standard Hot works
permit

*—

= Process Repeats

Receive Drawings

2 not recentl

1. Access the ‘Raise New Permit’
creen via the Contractor Portal ->

Permits -> Apply

My Permits

Submit Permit to Dig

Raise New Permit

» Home

» Work Requests:

Activate

Submit "As Built” Drawings

» Permits » Search

. Click search icon
0 choose location

Type of Permit:
Company:
Show Only Representatives:

Person In Charge:

(Select Type)

P2W-5 Pre-Production (Windows 20

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

(Select Type)

Airfield Works

Baggage Environment Motification of Works
Confined Space (High/Medium)

Confined Space (Low)

Cranss (Off-Airport)

Cranes (On-Airport)

Hot Works (Airside-Outside)

Life Safety Systems - Fire Alarm Isolations

202

Q./ =) search

@ Raise with Yourself in Charge
@ Raise with Any Representative in Charge

{3 Clear

Pick Area

Close

D Show Register Eniries |:| Show Schematics

Tree | Grid

=4 London Gatwick Airport (LGW) €y

4. Select location
of works

- Land Areas (LGW-LANDAREA) ©\
B Airfield (LGW-ASIDE-20573) O\

-
-

Airside Roads (LGW-ASIDE-20573-R0AD) @,
Aprons (LGW-ASIDE-20573-APRON) €,

ASR Location 001 (LGW-ASIDE-200355)

- Buildings (LGW-ASIDE-BLD) ©,

AGL Workshops (LGW-ASIDE-BLD-20431)

Level 00 - Ground Floor (LGW-A SIDE-BLD-2E163-L00)

- First Floor (LGW-A SIDE-BLD-2B163-L10)
- Second Floor (LGW-A SIDE-BLD-2B163-L20)

l - AMNS Receiver (LGW-A SIDE-BELD-20029)

Airfield Operations Safety Unit (ADSU) (LGW-A SIDE-BLD-20457) €
E Airside Operations Building (AOE) (LGW-ASIDE-ELD-2B1639) O\

—_—

—_
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P2W Home

» Home » Work Requests » Permits

» Search

» Contractor Portal

HWAQO - raise a new permit

menu option

1. Access the ‘Raise New Permit’
creen via the Contractor Portal ->
sePermits -> Process Permits -> Apply

P Process Permits

./

= Apply

I Process Repeats Receive Drawings

My Permits Submit Permit to Dig

= Work Requests
Search . > ‘You last logged into P2V on 29 October 2021 15:35 A
= Tt
Shared D . R thy A d Work Req 3 Recently Accessed Permits:
are: L&
Work Request Number Last Accessed Permit Number Last A d
LGW-WR-46754 22-Jun-21 16:12 <%, LGW-HW-79301 25-0ct-21 14:05 <%,
W-HW-T3301 LGW-WR-45736 29-Nov-18 11:49 =¥, LGW-L55-79297 15-Sep-21 14:40 =¥,
I p— LGW-WR-45737 29-Nov-18 11:28 <%, LGW-LSS-FHDR-79296 15-Sep-21 14:37 <%,
™
J

W-L 8 3-FHDR-75236
i

W-CROFF-T3253
W-CROFF-T3258

Raise New Permit

) | o

LGW-CROFF-79299

07-5ep-21 15:34

» Work Requests

Confirm

Approve
Print Acknowledgement

83. Click search icon to

2. Select the Hot
Works (Airside/Outside)
permit type from the
drop down menu.

rmit:

&

ny:

Only
lives:

arge:

Confined Space (Low)

B rew-Lssrior7sase
B owcrorrsass
B rewcrorrasass

Cranes (Off-Airport)
Cranes (On-Airport)

Hot Warks

P2W-5 Pre-Production (Windo

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

Hot Works (Airside-Outside)

Confined Space (High/Medium)

203

Pick Area

D Show Register Entries EI Show Schematics

Tree | Grid

i) Search

@ Raise with Yourself in
Charge

i3} Raise with Any
Representative in Charge

4. Select
location of

@ London Gatwick Airport (LGW) T,
Land Areas (LGW-LANDAREA) €

(- pirfield (LGW-ASIDE-20573) €
[ Airside Roads (LGW-ASIDE-20573-ROAD) €y
(- Aprons (LGW-ASIDE-20573-APRON)
- AS3R Location 001 (LGW-ASIDE-20055)
- Buildings (LGW-ASIDE-ELD) €4
GL Warkshaps (LGW-ASIDE-BLD-20451)

Airfield Operations Safety Unit (ADSU) (LGW-ASIDE-BLD-20437)
[ Airside Operations Euilding [AOE} (LGW-ASIDE-BLD-2B169) €

L. Lavel 00 - Ground Floor (LGW-ASIDE-BLD-28468-L00)

" Level 10- First Flaor (LGW-A SDE-BLD-28163-L10)

L. Level 20 - Second Floor (LGW-A SIDE-ELD-2B163-L20)

works

—_—

m
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HW/HWAO - person in charge (PIC)

Raise New Permit

= Home » Work Requests Permits

1. Click here if you are the named

Logged in as Edna E Mode (Logout)

Searh. > Type of Permit: | Hot Works v| Area: | LGW-LSIDE-BLD-20719 Ha &) search \
i3] London Gatwick Airport, Other Buildings, Northgate {3) Raise with YoRtself in
Shared Documents Company: Builing #Z (), [ # 5 Rree with Any
Show Only Representative in Charge
B e — Representatives:, &) agear
B LGW-L % 5-FHDR-7523E betzon InChayf T
@ LGW-CROFF-T3233
B LGW-CROFF-T3258
B LGW-L 8 SFAI-T5235
2. If raising a permit with a PiC 3. Alternatively, search on the 4. If the PIC is unknown at this
from another company, use the name of a person by entering the | [stage, click here to raise with a
Company search function by name and then clicking Search. **| |plank PiC.
typing in the name and clicking
on the search icon

* 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
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HW/HWAO - searching for PIC by company name

1. Enter the name of the company of
he PIC for the permit and click the
earch icon Logged in as Edna E Mode (Logout)

Search .
i L Type of Pmot Works « | Area: | LGW.LSIDE-ELD-20718 o= L} {3 Search
3 \7 London Gatwick Airport, Other Buildings, Northgate g Raise with Yourself in
Shared D t . ildi arge
ared Documents Company: [ISTEST @ 2N Building (), [[1 #& i3 Raise with Any
Show Only OJ Representative in Charge

Representatives:
@ LGW-L§5-75257 B i Clear

@ LGW-L5 $-FHOR-T5238 Pick All Company ‘

[B) wow-crorrrszss
[B) rew-crorrrszss Name: |ISTEST *

@ LGW-L§ SFAITEI95 ./. ) Search Pick All Company

2. Confirm the search o=

criteria in the pop up R (] (] (=] (B ] 3] sz
Wlndow and CIICk g:ﬁ Company a gs:::: Services Rating

Se arC h @) Ascom Metwork Testing Ltd 1
(?I- Celtest Ltd Pick All Company Close
@ CIRCUIT ELECTRICAL TESTING

Consfruction Testing Solutions Ltd tia CET

Infrastructure. Name: ISTEST

Dynatest International (* Search

C
C
C
d
ELECTRICAL TESTERE LIMITED C
d
1
d
C

Elecirical Testing Ltd

B el Mtches=1

Select Company & ContactNumber Services Rating
#  IsTEST 01254 123456

3. Select the required

company from the returned
results (this could be a list or a
single company), this will in o e 1

James Fisher Testing Services Lid

Geo Site and Testing Services
Happen test P2W

Hawkesworth Appliance Testing
intratest Limited

) PR REELE B &

)  Litestructures Projects Ltd C

turn return a list of employees .
for the company.
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HW/HWAOQO - searching for PIC by name

Logged in as Edna E Mode (Logout)

RaiseMow Romit 1. Enter the name of the

I T————C and clicﬁ.seargh

= Home

Search . . e
garch > Type of Permit: | Hot Works <"LGW-LSIDE-BLD-20719 He () search
P""E [ London Gatwick Airport, Other Buildings, Northgate (%) Raise with Yourself in
Shared Documents Company: Building ﬁ[SJ. l:‘- # Charge

@ Raise with Any
Representative in Charge

i) Clear

Representatives:
LGW-L58-75237

Person In Charge: [vosemitz Sam|
GW-L58-FHDR-7523¢6

GW-CROFF-T9258

B

B

@ LGW-CROFF-7925%
B

B

Raise New Permit Logged in as Edna E Mode (Logout)
LEW-L §SFAITE235
» Home = Work Requests » Permits
Search .
g 5571 » Type of Permit: [ ot Works v | Area: |LGW-LSIDE-BLD-20719 A @) search

i) London Gatwick Airport, Other Buildings, Northgate {3 Raise with Yourself in

2 S I t th ed Documents Company: =} Building (3, [ & %aégfse it Ay
. e eC e m Show Only O Representative in Charge

Representatives:

requlred PIC from the EW-LSS-?E”T Person In Charge: |yosemite sam {3 Clear

returned results by < EIEIEIEIESIE] Hees-
clicking on the arrow |~ Select Name o G

Yosemite Sam, test, ISTEST (0123456789)
icon @

Yosemite Sam, Tester, ACME (01234 567 891)

Raise New Permit Logged in as Edna E Mode {Logout)

» Home » Permits

» Work Requests

. search. " Type of Permit: | Hot Works ~| Area: |LGW-LSIDE-BLD-20719 Aa ) Search
3 . O nce a P I C n ame @ London Gatwick Airport, Other Buildings, Northgate g Raise with Yourself in
) . Shared Documents Company: Q Building ﬁ oy 1 & @anrgfse with Any
IS Selected, the Optlon Show Only O Representative in Charge
X . i @ . Representatives: @ Clear
to ralse the permlt WIII @ . Person In Charge: yosemite sam
; B [ ETN | T R | | R |
be enabled. Click the B
. GW-L 8 SFAI7SI95 Select Name Rating
arrOW ICOn to be @ Yosemite Sam, test, ISTEST (0123456789)
k h @ Yosemite Sam, Tester, ACME (01234 567 891)
ta‘ e n to t e n eXt Ste p @ Raise new Hot Works Permit with Yosemite Sam in charge at London Gatwick Airport, Other Buildings, Northgate Building
[ — e
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HW/HWAOQO — scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’
detail page will become available for editing

Search .

= Home

Shared Documents

B rewissasae

B rew-ss-Fror-rsase
B rowcrorrTsass
B rewcrorrrszss

B row-issrairsass

New Hot Works

= Work Requests

1. Enter a brief description of the
orks. Please avoid using the
ollowing characters in this field ‘&’, ‘<,

‘,_'r.f EE] g ‘? &Change

ﬁ>1, ﬁo/o’

Scope of Work |

2. Enter more detailed description of

Description:
Scope of Work:

Start On:
Finish On:

Location(s):

Location Details:
Person-in-Charge:

Work Package:

Purchase Order Number:
Equipment to be worked on:

Tools:

Created On:

Lorem ipsum dula/it amet, conse
Ut vulputate nibh magna, eget@nsequa
renld mtus e s o e soen l3. Remember to adjust the start and
21-Sep-21 [08 v | '
o]

LGW-LSIDE-BLD-20715

31-0ct-21

Add:

Mulla feugial gleifend velil, guis ultriciss it accumsan id.
Yosemite Sam, ISTES

None

650000087

Vivamus bibendum nibh

‘the scope of works to be undertaken

inish date and times

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

e

London Gatwick Airport, Other Buildings, Northgate Building

a

5. This will be prepopulated with the
PiC selected on the ‘Raise New Permit
creen. The PiC can be changed here

n aliquafndignissim. Vivamus pharetra vi

Ut commads est soef nmu}ﬂ{mm felis diam. Proin y&nrem
Al ‘mw\

ron the People

SR A AL B I S I S A

20-Sep-21 18:23 by Edna

coe R Complete this field to allow easy

* The scope of works refreshes in the background
when adding multiple locations. Close the ‘area
picker window to view selected locations

20000-XX-Q-XXX-GLN-172080 Rev 00
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HW/HWAOQO - new permit generation

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.

Logged in as Edna E Mode (Logout)

D Permit: LGW-HW-79301 (Initiated)

Shared Documents

» Home » Work Requests = Permits
Search . > ‘ﬁ Er % f &Change Fr I =i E’)Submit @Reject | |{ﬁ @
Scope of Work I Method | People (1.0) | Attachments (Mone} | Workflow (1) | Relafions (0,0) | InspectionsfAudits/CCRs (Mone)

Description: LoremNpszum dolor sit amet, consectetur adipiscing elit.

@ LEATRIT Scope of Work? HAg nibh magna, eget consequat felis ulirices vel. Prassent suscipit lacus ac orci interdum eleifend. Curabitur mattis,
@ LEW-L§ 575257 xjbus facilisis, orci orci efficitur sapien. faucibus suscipit elit enim at ex. Curabitur non urna vestibulum, tristique mi at, ™
@ IR T a——— Bonec non pharetra magna. Ut a magna vitae purus faucibus tempus. Suspendisse rhoncus lectus sit amet quam -
== = =
@ LGW-CROFF-T3253 Al
B rowcrore-7azss Finish On: — -
Additional tabs enabled. Details must

Location(s):

Add:

before the permit can be submitted for
approval P

Perzon-in-Charge: Yosemite Sam, ISTEST & Change

Location Details: Mulla feugiat eleifend velit, quis

Work Package: None
Purchase Order Number: |gso000087

Equipment to be worked on: |y, amys bibendum nibh non aliquam dignissim, Vivamus pharetra viverra velit eu fincidunt.

Tools: Ut commodo est eget eleifend ullamcorper. In ac felis diam. Proin venenatis eget erat eget pellentesque. Integer a rutrum nulla.

Created On: 20-Sep-21 16:23 by Edna E Mode (Revision 1)
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HW/HWAOQO - permit details

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

[ permit: LoW-HW-79301 (Initiated)

» Home » Work Requests » Permits # Search » Contrac.w Porta

Logged in as Edna E Mode (Logout)

Search . ‘ﬁ;‘ EE] % f I&Change e N |E/@/Submlt %pject /| |@ @\l
| 3
Scope of Work | Method PEM Aﬂachmentyf{onej Wurkﬂo/vm,u Relatlons\\ﬂ 0y || Inspectiohg/Audits/CCRs (Mone)
Shared Documents ./ / l \.
@ J S —— Type of equipment to be used | Principal Contractor Details || Other Requirements | Method Statement | Risk Assessment
@ LGW-L5 575257
@ LGW-L 5 5-FHDR-75236
@ LGW-CROFF-73253 ArcWelder: L J)ves LJNo
@Lsu.'-cn:uFF-?azss Cutter/Grinder: ()

Propane —

Torch:

Hot Air Gun: ()

2. All grey highlighted fields

BB“ I..-..I
Vulcaniser:

Bitumen — oy
Boiler: — Yes Mo

Plasma Cutter: '3::3'

Others (please
specify):
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HW/HWAO - PIC & work party

Shared Documen ts Scope of Work | Method | People (1,0) | Attachments (Mone) | Wogflow (1) | Relations (0.0} | Inspections/Audits/CCRs (None)

Expected Work Party:
@ LGW-HW-75301

Working Party:

[l permit: LGW-HW-73301 (Initiated)

ge ¥, | B () Submit %) Reject

If a PiC was selected when the

bHome b WorkReguests »Pemits b Search b Contract erm|twas first raised, this field will be
Search . > & B & # Achan

Job Title

Guest Occupant 7

Filled By Filled On

Person in Charge x Yosemite Sam, ISTEST Edna E Mode 20-Sep-21 16

EY—  Ada worker @

Contacts:

‘ Title:

Guest Contact:

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)

T AT ConTae

{* No contacts specified.

3. When adding a
new worker, the
company will default
to the person raising
the permit.

(el Add [ Add & Stay

Worker Details:

Pick Worker

Close

4. Enter the name of the worker and click
the search icon. If you are unsure, just

Job Title: kaer W
Compa ISTEST

Ak

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.

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

20000-XX-Q-XXX-GLN-172080 Rev 00
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HW/HWAO - adding a sponsor

D Permit: LGW-HW-79301 (Initiated)
I Home

» Work Requests = Permits » Search

» Contractor Portal

Search > ‘ﬁ By & # 2 cChange o'-°| B (3 submit () Reject

Shared Documents Scope of Work | Method | People (1.0)| Attachmenis {None) | Workflow (1) | Relat {0,0) || Inspect ts/CCRs (Mone)
H ‘ ’

s, Enter the title "Sponsor

Logged in as Edna E Mode (Logout)

B row-Lsssasr
B rowLssrrorTs 2
.

a LEW-CROFF-73253)

Untick the ‘Guest’ checkbox [ «»fhe Sponsor and click

3. Enter the name of

@ LGW-CROFF-79255 (# Add Worker

"/ the ‘Search’ icon

Contacts: \
®

Title: Sponsar

Guest O Contact: [John Sfonsor

{» No contacts specified.

The search text matches the following people. Please se

L) John Sponsor 1 (Gatwick Airport Lid)

) John Spanser 2 (Gatwick Airpart Lid)

Contacts:

_—select the sponsor name you
require

) «4. If there are multiple matches,

sefone or press Cancel.

click ‘Add Contact’
——»

5. The correct sponsor will
appear in the contact box. Next,

Title: Sponsar

Guest D Contact: John Sponsor 1

e

i) Add Contact

{» Nocontacts specified.

Contacts:

Title:

Contact Guest
Sponsor

Name

John Sponszor 1, Gatwick Airport Ltd

Contadg

Sponsor’'s name

. This will now move the
sponsor into the ‘Contacts’
Gues Contact:

T D/

able. Click the ‘Edit this row’
icon to make any edits to the
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HW/HWAO - attachments

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
D Permit: LGW-HW-79301 (Initiated)
RTR———\/ 0c Of attachment to be uploaded e.g.

Searh. > [ G2 B 7 Loww 2| F O sy Irisk assessment
— '
Scope of Work || Method || People (1,0) | Attachmgnts (None) | Workflow . ¢ . y .
| 2. Click ‘Choose File’ to navigate
@ J— The following types of document must be attdched: Drawing

@ LEW-L 8575257 {» Nothing has been attached.
B ow-LssFroRTs25
B ow-crorr7azss

@ LGW-CROFF-T3256

o the location of the document to
be uploaded
v

Attachment Type: | Drawing

Upload New Document: (3 MaximumgE#€ Upload Size = 5500 KB

. A brief comment can be added
Mo file shosan )
ere to give the attachment more
(&) Attach 3 Cleg

detail if required
[ permit: LGW-HW-79301 (Initiated) Logged in as Edna E Mode (Logout)
» Home pmm » Permits » Search » Contractor Portal
4. C“Ck ‘Aﬁach’ to Search > |.ﬂ B 8 7 Acwge [ E @sent et | |3 @‘
Shared D. Scope of Work | Method | Pecple (1,0) Aﬂanhmenls\?)‘ Workflow (1) | Relations (0,0} | InspectionsiAudits/CCRs (None)
upload the document o

to the work request

Note:

The following types of document must be attached: Drawing

[ Type Source Item Attached By Attached On  Comment File Size (Kb)

Risk Assessment User TEST_RA1.pdf na E Mode 4-Oct-2115:38 83.0Kb
(] it
[l Drawing User  TEST Drawing.pdi EdnN Mode 4-Oct-21 15:38

82.0Kb i
(3) Open Selected Attachments

Attachment Type: ‘ Airport Information Notice hd ‘ 5 ’ U p I Oad ed d OC u m e ntS
Upload New Document: I;:::::I:m :.e\e‘:i:j: Size = 6500 KB |II be ShOWn 8] the
o = ttachments table

&) Attach 3 Clear
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HW/HWAO - workflow

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.

[ Permit: LGW-HW-79301 (Submitted)

» Home » Work Requests  » Permits » Search

Search . > ||Y-# 23 & # Lchange v, | = | |<ﬁ @ |
Shared Documents Scope of Work || Methed | People (1,1) || Attachments (2} | Workflow {10) (0,00 | Ir
| Recentitems I
LGW-HW-T3301
@ " Select Action Signatory Transition Role gerfcrmed Comment Approved
@ LGW-L§5-75257 i
[ PP-V-P  Innei Shum 4'0&!‘?% Payment Point for Verification of Qualifying Permit raised directly v
2. CIICk the /.@ Approve Innei Shum  Authorisation HW - Authorised Person 4'01{;_!;% ok v
‘S L ... HW- MNominated Rep (Gan apply for 4-0ct-21
eleCt |C0n to ./ @ Confirm - Wile Coyote  Authorisation HW Permit) 15:09 ok v
. . - Edna E 4-Oct-21
view an entry in SUPME Mode 1558 % v
Edna E 4-Oct-21
more detail e s y
. 4-0ct-21  Payment Point for Declining of Qualifying Permit. either raised from Work Request or raised
Hpmdy =S 15:57 directly, by the identified rols for each type v
@ Declined Innei Shum  Authorisation HW - Authorised Person 4'01{:;?%} Please provide work sponsor name X
Edna E _— HW - Nominated Rep (Can apply for 4-Oct-21
@ Confirm Mode Authorisation HW Permit) 1554 ok 4

~

Please confirm the following:

| have read and understood the current Standard Operating Procedure (SOP) for Hotworks and agree to comply with all of the procedures get out in it:

| have checked all sections of this application and confirm that all of its content iz correct. | understand that as a hotwork nominated representative, | am taking responsiblity for this Yas
application and understand that | am respensible for ensuring that all relevant procedures az laid out in the SOP are followed by all persons undertaking thiz work:

| understand, that by checking thiz box, my signature will be printed out on the permit, to 2ign in agreement with the Risk Assessment for this works:
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HW/HWAQO - relations

This section will show related permits. Whilst this functionality is enabled, it
IS not widely used due to the dependency issues it can cause. Itis only

compulsory to relate specific permits, so unless the system prompts you,
avoid using this option.

[l permit: LeW-HW-79301 (Submitted)

Logged in as Edna E Mode (Logout)

» Home » Work Requests - Permits » Search » Contractor Portal

Search » |ﬁ 2y B f £ Change o‘i°|E | |(ﬁ©|

Scope of Work | Method | People (1,1) | Attachments (2) | Workflow {10) |Re|ations(0.0) Inspections/Audits/CCRs (Mone)

{» This is not involved in any relationships.

{» Nothing has this as a dependant.

{» This is not involved in any conflicts.
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HW/HWAO — submit a permit

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.

D Permit: LGW-HW-79301 (Initiated)

» Home » Work Requests = Permits » Search » Contractor Portal

1. Click the ‘Submit’

Search . >

[ B3 & # Lchange o | B 3 Submit

it i
ShD nnnnnnn ts Scope of Work || Methed | People (1,1) | Attachments (2) | Workflow (17) | Relations {0,0) IUtton When the permlt IS

C ready for submission

Description: Lorem ipsum delor sit amet, consectetur adipiscing elit.

Logged in as Edna E Mode (Logout)

@ Scope of Work: |Ut vulputate nibh magna, eget consequat felis ulirices vel. Praesent suscipit lacus ac orci interdum eleifend. Curabitur mattis,
LGW-L§5-75257

@ [T —— iaculis ligula. Donec non pharetra magna. Ut a magna vitae purus faucibus fempus. Suspendisse rhoncus lectus sit amet quam
GW-LS 3

lorem ut faucibus facilisis, orci orci efiicitur sapien, faucibus suscipit elit enim at ex. Curabitur non urna vestibulum, tristiqgue miat, ™

i

@ LGW-CROFF-T3253 Start On: |21-Sep-21 :
B Lowororrrszss Finish On: |31-Oct-21 [18 v}
Location(s): |LG\\.LSIDE-BLD-20719 =y

London Gatwick Airport, Other Buildings, Northgate Building ﬁ (3), D. w
Add: o,

Location Details: Mulla feugiat eleifend velit, quis uliricies elit accumsanid.

D Permit: LGW-HW-79301 (Initiated)
» Home

» Work Requests = Permits » Sezach » Jontractor Portal

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

Search . L (» To proceed with the Submission ycMowledg/warnings with a comment.
— R

Shared Documen: ts @ This is scheduled to start more than 2 hours in the past.

@ LGW-HW-73301 Aware] /

@ LGW-L5 375257

@ LGW-LS 5-FHDR-75238 @ Proceed @ Cancel

@ LGW-CROFF-T9253

ﬂ’l LGW-CROFF-T3258
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HW/HWAOQO — confirm a permit (1)

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.

Confirm a Permit

1

. Access the

‘confirm’ option

as Yosemite Sam (Logout)

» Home » Contracior Portal -
e ia the menu

Search . > v 2 & - s
| Reports | e LA —

Shared Documents Sitex [ (ANl My Sites) v I Process Repsats BT
Type: | (Al My Types) My Permits Submit Permit to Dig

None Text: » Confirm ./

Activate

B 5 ][an][35 ] [@ ][0 ][50 ] [Al] Matches=1

Confirm a Permit

» Home » Work Requests |+ Permits

Submit "As Built’ Drawings

» Search

» Contractor Portal

2. Search using
number and/or type to

Ina E Mode {Logout)

Search. » v B 0o help narrow the

i

Shared Documents Site: | (All My Sites) N Number: | 79301 ./ i) Search SearCh . CIICk Search

_Rlll Type: | Hot Works ~ | Due to Start: @ Clear

@ LGW-HW-T3301 Text:

@ LGW-L83-75237

@ LGW-L§5-FHDR-75238 EEE@E Matches=1

" = 55 a
3 . CI'Ck the 258 Select Number a Info Noun Status Action Type Description Location Start Finish gﬁ;;: n Sign-off Role
C ’ y . . Hot Lorem ipsum dolor sit amet, Northgate 21-Sep-21 31-0ct-21  Yosemite HW - Nominated Rep (Can apply
next ste pS —@ @ LGW-HW-79301 (@ Permit Submitted Submit  yo CorT R adipise . Building 08:00 18:00 Sam for HW Pemit)

icon.
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HW/HWAOQO — confirm a permit (2)

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

stage.

Confirm a Permit (Filtered)

» Home

1. Acknowledge any warnings

» Work Requests - Permits

Logged in as Edna E Mode (Logout)

Search .

ith comments in the box below

v S Q| @
| Reports |
B
Shared Documents _n
Last o e Perzon in -
@ J— Select Number Info Moun Status Action Location Start Finish Charge Sign-off Role
. - . . Hot Northgate 21-Sep-21 31-0Oct-21  Yosemite HW - Mominated Rep (Can appl
B rewLssszr M, 3 LGW-HW-79301 (@ Permit Submitted Su e o di?‘g ogou s e for HW Permit) P PRty
@ LGW-L &5-FHDR-75238
@ GW-CROFE.73255 Issues with the selected Permit: ./

@ LGW-CROFF-T3258 @ EdnaE Made does not have the competencies required by the HW - Nomin
Hofworks (Missing).
@ This is scheduled to start more than 2 hours in the past.

@ “Yoszemite Sam is already booked with the following at this time: LGVY-

d Rep (Can apply for HW Permit) role to do this sign-off: Nominated Representative -

5-FHDR-T9296, LGW-SCPTD-79291. LGW-5C-79282, LGW-L55-79297.

* Number of sign-offs remaining to complete this transition =

Comment:

2. Complete the
‘confirmation, questions

Pleaze confirm the following:

I have read and understood the current Standard Operating Procedure (SOP) for Hotwork by

and agree to
| have ch

with all of the procedures set out in it: I ves

ked all ti of this lication and confirm that all of its content iz correct. | understand that as a hotwork nominated representative, | am taking responsiblity for this y
application and understand that | am responsible for ensuring that all relevant procedures as laid out in the S0P are followed by all persons undertaking this work: — &s
| understand, that by checking this box, my signature will be printed out on the permit, to sign in agreement with the Risk Assessment for this works: ':::3' Yes

N

@

3. Confirm (or decline) the permit
20000-XX-Q-XXX-GLN-172080 Rev 00
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HW/HWAO - issue a permit

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/HWAOQO - activate a permit

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/HWAOQO - suspend or cancel a permit

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.
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Suspended Access Equipment (SAE)

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)

-
()
7]
<
e
o0 o SAE — Engineering
= § Permitsubmitted manager/asset
téb (@) owner confirms
w
L
<
(%]
-c l
(]
w | @ @ -y @ e e
T o | | | |
o
< 8 SAE —authorised SAE — authorised | SAE —authorised I | SAE —authorised I SAE —authorised
S . person confirms person activates | person suspends | person reactivates person cancels
< g_) | | | |
W 7y STTTT I STTTm I
<
%]
(O]
%’ S \ 4
c
alo \ 4
g— O EDM Office — (SAEP EDM Office — (SAEP
(2 3re) EDM Office — (SAEP canceller) cancels canceller) closes
= canceller) issues
) 2
o
wWile
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SAE - raise a new permit

P2W Home

» Home » Work Requests

Search . > ou last logged into P2V on 24 Augu

> Permits

» Search

= Process Permits >

Apply

1. Access the ‘Raise New
Permit’ screen via the
ontractor Portal -> Permits ->

I Process Repeats

Receive Drawings

Process Permits -> Apply

Recently Accessed Work Requests.:

Recently Acces

Shared Documents

Work Request Number Last Accessed
LGW-WR-46754 22-Jun-21 1612 M,
LGW-L S §-FHDR-T3236 LGW-WR-45736 29-Mov-18 11:48 ™,
LGW-WR-45T37 29-Mov-13 11:25 ™,

Submit Permit to Dig

menu option

LGW-LS5FaI-75235
LGW-LESFAI-TS234

GW-SCETR-75391

2. Select the
Suspended Access

B
B
B
B
@ ‘ Raise New Permit

» Home

» Work Requests  » Permits

Permit Number -
LGW-LSS-FHp|__ Confirm
LGW-LSSFAI-T! Approve
LGW-LSSFALT Print Acknowledgement
LGW-SCPTD-T

Activate

LGW-5C-79288|

» Search

Logged in as Edna E Mode (Logout)

Equipment permit
type from the drop

Company:
Show Only Repi ntatives:

Person In Cha

Type of Permit: | (Select Type)

down menu

LOW-L 8873297
LGW-LSS-FHDR-792%
LGW-CROFF-792%8

(Select Type)

Baggage Environment Notification of Works

Confined Space (High/Medium)

Confined Space (Low)

[ Show Register Enfries [_| Show Schematics

Tree ‘ Grid

. Click search icon

=) Raise with YO
=) Raise with An|
3 Clear

0 choose location

(P2W)

4. Select location of

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

- Concorde 2000 South (LGW-BLD-20221) O,

Works

Close

Concords North (LGW-BLD-20320) T

- Customs Dog Compound (LGW-L SIDE-BLD-20542)

Destinations {LGW-L SIDE-BLD-20205) €
Edgeworth Cottage (LGW-L SIDE-ELD-20421)

.. Enginesring Stores (LGW-LSIDE-BLD-20250)

- First Paint Building [LGW-L SIDE-BLD-41201)

Fuel Farm Security Post {LGW-BLD-X00XXK) €

- Hangar Lane Security Post (LGW-BLD-22023) O
... ITTS Link Bridge (ST) (LGW-LSIDE-BLD-20721)

- Jubilee House (LGW-BLD-20720)
... Long Term Car Park Admin Building (North) (LGW-L SIDE-BLD-20603)
-~ Long Term Car Park Admin Building (South) (LGW-L SIDE-BLD-20353)

Longbridge House (LGW-L SIDE-BLD-20740) 0

- MacDonald's (ST) (LGW-L SIDE-BLD-20252)

MT Hase (LGW-LSIDE-BLD-20042) €
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SAE - person in charge (PiC)

Raise New Permit

1. Click here if you are
he named Person in

Charge
permit *

(PiC) on the

Logged in as Ed. 1 E Mode {Logout)

» Home » Work Requests = Permits » Search
Search . > L=
e Type of Permit: | Suspended Access Equipment (SOP) v|  Area: [LGWLSIDE BLD-2020518 Aa 3 Search \9
ports Rai ith If in Ch

@ London Gatwick Airport, Other Buildings, Destinations, 8th Floor @ afsew? ourselin arg_e )

Shared Documents Compa Q |:| ® @ Raise with Any Representative in

! Charge
Representatives:
@ LGW-CROFF-75283
Person In Charg

B vow-swrsao
B rewissrsa

B row-Lssrrorsase
B rowcrorraszss

d

If raising a permlt with a PiC 3. Alternatively, search on the
from another company, use the name of a person by entering the

4. If the PiC is unknown at this
stage, click here to raise with a

Company search function by name and then clicking Search. **| |plank PiC.

typing in the name and clicking
on the search icon

* 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

1. Enter the name of the
company of the PiC for the
permit and click the search icon

Logged in as Edna E Mode (Logout)

Search . »>

of Permit: Access Equipment (SCP) - Area: LGW-LSIDE-BELD-20205-L8
2
Shared Documents Company®ISTEST] ] @ l:‘ #*
Representatives:

@ LGW-CROFF-73253

@ LGW-HW-T3301

Person In Charge:

e

London Gatwick Airport, Other Buildings, Destinations, 8th Floor ﬁ {3)

(3 Search

@ Raize with Yourself in Charge

@ Raize with Any Representative in
Charge

{# Clear

@ LGW-L§5-75297

@ LGW-L55-FHDR-T5298

| Mame: ISTEST %

/ N search

2. Confirm the
search criteria in
the pop up window
and click search

B vow-crorr7s2ss

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.

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

Pick All Company

Close

Pick All Company

*) Search

® sl ][] =] [su][an] Mstches=23
2

Select Company &

@

Ascom Network Testing Lid
Celtest Lid
CIRCUIT ELECTRICAL TESTING

Construction Testing Solutions Ltd t/a CET
Infrastructure.

Dynitest Intermations!
ELECTRICAL TESTERS LIMITED
Electrical Testing Ltd

Geo Site and Testing Services
Happen test F2W

Hawkesworth Appliance Testing
intratest Limited

Intreland Testing Limited

ISTEST

James Fisher Testing Services Ltd

200 @ P0O0QRROQ® @ @O

Litestructures Projects Ltd

Contact
Pick All Company

Name: ISTEST

) Search

= s ]Ce] ][z ][m][s] [an] matehes=1

Select Company & Contact Number Services Rating
":" ISTEET 01254 123456

224
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SAE - searching for PIiC by name

T— 1. Enter the name of the PiC and /s
» Work Requests  » Permits » Search » Cont ||Ck Search

Search [ 2 =
e Type of Permit: | Suspended Access Equipment (SOP) v| Area: LGW-LSIDE-BLD20705-18 ,:‘J@\ @ Search
Rai ith ¥ If in Ch
Gaett Gatwick Airport, Other Buildings, Destinations, 8th Floor {2 (3), % Raf“ “”th A°'";e " ?’?e )
Company: a, I:‘ # Char;l:e wi ny Representative in
Show Only Clear
Representatives: D @

Person In Charge:

Raise New Permit Logged in as Edna E Mode (Logout)

» Home » Work Requests - Permits » Search

= Type of Permit: ‘ Suspended Access Equipment (S0P “ Area: LGW-LSIDE-BELD-20205-L& ,‘a@\ i3) Search
@ Raise with Yourself in Charge

@ Raise with Any Representative in

H
i

London Gatwick Airport, Other Buildings, Destinations, 8th Floor ﬁ (3),
Shared Documents Company: a@

Charge
[ —r— Show only Charge
@ L P —— Representatives:
R Low-Hw-73301 ) Perszon In Charge: “Yosemite Sam
=] LGw-HW-T
2. Select the LI SIS AT] wathes-2

required PiC from | | st tene 2 Ratng

@ Yosemite Sam, test, ISTEST (0123456789)

the returned @(—:l:i”:c;e:::::i:wjester:ACME[01234557391] |
results by clicking
on the arrow icon e —

Type of Permit: | Suspended Access Equipment (SOP) v Area: LGW-LSIDE-BLD-20205-L8 ,ao\ ) Search

R ith Yi If in Ch
London Gatwick Airport, Other Buildings, Destinations, 8th Floor m (3) % eise w! ourseitin arg.e B
Company: 2} = Raise with Any Representative in
arge

Show Only Cl
Representatives: D @ lear

Raise New Permit Logged in as Edna E Mode (Logout)

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

Person In Charge: Yosemite Sam

[ MER ISR IE | R N T

Select Name a Rating
@ Yosemite Sam, test, ISTEST (0123456789)
@ Yosemite Sam, Tester, ACME (01234 567 891)

@ Raise new Suspended Access Equipment (SOP) Permit with Yosemite Sam in charge at London Gatwick Airport, Other Buildings, Destinations, 8th Floor
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SAE — scope of works screen

Once a PIC and location for the works have been selected, the main ‘Scope of Work’
detail page will become available for editing

Search .

Shared Documents
@ LGW-CROFF-T3253
B rew-twrssn
@ LGW-L5 573237
B LGW-L5 5-FHDR-75236

B LGW-CROFF-T3258

= Home

New Suspended Access Equipment (SOP)

» Work Requesis

1. Enter a brief description of the works.
Please avoid using the following
haracters in this field ‘&', ‘<, >’, ‘%’

» Permits » Search

» Cmitrac

> |a‘-# B 8 F Achwnee

&

1 @]

Scope of Work |

2. Enter more detailed description of

Lecation Details:
Person-in-Charge:

Work Package:

Purchase Order Number:
Equipment to be worked on:

Tools:

Description:
Scope of Work:

Start On:
Finish On:

Location(s):

the scope of works to be undertaken

Lorem ipsum dolor sit amet, ./

vel modus voluptatibus eu. nam hinc clita

w3, Reémember to adjust the start and

. vis graeci putant sensibus Iﬂ Eﬂ
et In peg posse grant alterwm. MNe guasque facilis sea, id quis dictas inle

san. inish date and times

23 Nov-21 “W — = _
sonov2t | (9 [18 v ) . Additional locations can be added if
LGW-LSIDE-BLD-20205-L% ,-a @\

equired *, or enter free text if the
location is very specific

st s S . This will be prepopulated with the
Nmt = = PiC selected on the ‘Raise New Permit’
650000875 screen. The PiC can be changed here
or on the ‘People’ tab

London Gatwick Airport, Other Buildings, Destinati
Add:

Sit at postea causae th&ahlastus

[I‘."Im ne anlmalmm% ufinzm i

as g, cu nam eruditi isundial

* The scope of works refreshes in the

background when adding multiple locations.
Close the ‘area picker window to view selected

locations

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

Complete this fleld to allow easy
eference back to PO numbers used
or your works

7. Free text fields for you to

provide further information
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SAE - new permit generation

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.

B Permit: LeW-SAE-79302 (Initiated) and status Logged in as Edna E Mode (Logout)

» Home » Work Requests » Permits » Search

Search . > ‘ﬂ EE] % f l&Change SN | =] @ Submit ®Reject | |{ﬁ @

Shared Documents

Scope of Work l Method | People (1,0) | Attachments {None) | Workflow (1) || Relations (0,0) | InspectionsfAudits/CCRs (None)

@ LT Scope of Work: e modus voluptatigus eu, nam hing clita no, vis graeci putant sensibus te. Ea vocent labitur duo. Debet solst at vix, enim duis cum
@ LGW-CROFF-T3253 5 e posse eranhaltemum. Me guasque facilis sea, id quis dictas interesset vim. Vix et harum impedit, id nihil ridens salutandi

@ LEW-HW-T3301 &
B LGW-LE 575297 Start On:

B LGW-L §5-FHDR-75256 Finigh On:

Location(s): ||| G\y-LSIDE-BLD-20205%3
London Gatwick Airport, Othsg BINding4
Add:

Additional tabs enabled. Details must be
upplied within some of these tabs
before the permit can be submitted for
approval

Location Details: eu atqui omnium detraxit duo.

Person-in-Charge: Yosemite Sam, ISTEST ,&Change

Work Package: | Nyone

Purchase Order Number: \g5poons7s

Equipment to be worked on: |t ot postea causae theophrastus

Tools: |Mei ne labore animal velupiatibus, utinam imperdiet has ei, cu nam eruditi iracundia.
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SAE - permit details — method tab (1)

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

B Permit: LGW-SAE-79302 (Initiated) Logged in as Edna E Mode (Logout)

el it iiiild] . Al information must
o "4 587 dowe x B S ¥ fhe submitted for all

—
Shared Documents Scope of Work | Method | People (1,0) AﬁachWkﬂutabS one)

@ LGW-SAR-T2302 Type of work | Motifications | Additional VWorkers | Documentation Attached | Emergency Contact Details
@ LGW-CROFF-7325%
@ LGW-HW-T3301
LGW-L §5-75257 —= e . ; ) (Y oproi
@ ° Select Type of Work Activity: (! |pspection ® ppaintenance ) Operatiens ' Training

@ LGW-L§5-FHDR-T5298 )
ProjecXReference Number:
Cradle Number:

\

\
\

2. Grey highlighted fields are
andatory; the permit cannot be
ubmitted if these fields are not
ompleted
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SAE - permit detalls — method tab (2)

Ensure all tabs are completed

Type of work || Nefifications || Additional Workers ” Documentation Attached | Emergency Contact Details |

1. Grey highlighted fields are
andatory; the permit cannot be
submitted if these fields are not
completed

Has Security Personnel been arranged?: () ‘ez (] Mot Required

Has Airside Operations been informed?;

/
Type of work || Mofifications " Additional Workers ” Documentation Attached | Emerg}p{ﬁmta%ai'ls |

The total number in the working party including the Pergson in Charge is:

| confirm that | will enter the details of all the memil of the working pargy in the Working Party section of this permit and - where relevant - identify the role D

of "Accompanying Safety Person™:
Type of work ‘ Motifications " AddiW&m || Documentatim}éled | Emergency Contact Details

g
Method Statement: () yag (o Reference N

|

ber:

Risk Assessment: () yas (o Referende Number:

/
7| Scope of Work | Method " People (1 % Attachments (Mone) | Waorkflow (1) ” Relations (0.0) || Inspections/Audits/CCRs (None)

Type of work ‘ Motificatio ‘ Additional Workers ” Documentation Aftached | Emergency Contact Details ‘

Emergency Contact Name:

Emergency Contact Number:
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SAE - PIC & work party

Logged in as Edna E Mode (Logout)

E————— | |f 2 PIC was selected when the

Search b 4 b 8 7 howe m B s e JPErMIt was first raised, this field will be

| Reports | —

Dccun-ents Scope of Work || Methed | People (1,0) | Attachments (Mone) / Workil prepopUIated

Expected Work Party:

B, || ooy

B comswasee -, JonTite Guest” Occupantg Fillsd By Filled On 2. To include additional work party
@LGW-LSS-TEH? Person in Charge X Yosemite Sam, ISTEST Edna E Mode 22-Nov-21 15:40 . . ,

B consomonrsss | | @ Ada Worke members, click the ‘Add Worker

ink. This will open up a pop-up
window (ensure pop-ups are not

. e blocked on your browser)
Pick Worker

[ Add [FAdd & stay

Contacts:

Worker Details:

Job Title: Worker: [Wilg ] 2,
Company: ISTEST 0’%@\ .\.
. 4. Enter the name of the worker and click the search
3. When adding a new

ker. th i icon. If you are unsure, just click the search icon to
\évofr elr[’t (tehcompany W F( bring up a full list of names for the company which

clauft o the person you can select from. Be mindful that this can slow
raising the permit.

the system down significantly if the company has a
large number of workers.

NOTE: Please ensure the companies of work party members are SafeContractor accredited
20000-XX-Q-XXX-GLN-172080 Rev 00 230 C___—"/,/7




SAE - adding a Sponsor

. Permit: LGW-SAE-79302 (Initiated)

Logged in as Edna E Mode (Logout)

Search .

Shared Documents

@ LGW-SAE-79302

B ow-cror

» Home » Work Requests

= Permits

» Search » Contractor Portal

> |ﬁ 53 & # A Change o"o|E (=) submit (%) Reject | |(ﬁ@|

Expected Work Party:

Working Party:

Scope of Work | Method | People (1,0) | Attachments (None) | Workflow (1) | Relafions (0.0) | Inspections/Audits/CCRs (Nona)

@ LGW-HW-T3: 1 .
B row-ssts
B row-ssr 2

Enter the title ‘Sponsor’

Untick the ‘Guest’ checkbox

Filled On

Contacts:

3. Enter the name of
. muonise0 the Sponsor and click
the ‘Search’ icon

7.

Title: Sponsor

Guest 0O Contact:!JuhnSM
[ 4

4. If there are multiple matches,

{* No contacts specified.

select the sponsor name you

require

The search text matches the following people. Please sele:

) John Sponsor 1 (Gatwick Airport Led)
) John Spanser 2 (Gatwick Airsart Lid

Contacts:

dne or press Cancel.

./Tf_\lext, click ‘Add Contact’

5. The correct sponsor will
appear in the contact box.

Title: Sponsar

Guest O Contact: | John Sponsor 1

& Add Contact |

(» MNornntacts snecified

Contacts:

6. This will now move the sponsor
~_4gnto the ‘Contacts’ table. Click the

Title:

Guest .:.mV ‘Edit this row’ icon to make any edits }

to the sponsor’'s name

Contact
Sponsor

Guest Mame

X

John Spon

Contact Number Email Address Job Title
~Gatwick Airport Ltd i}

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

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.

» Home » Work Requests

» Permits

. Permit: LGW-SAE-79302 (Initiated)

1. Use the drop down list to select the

Search . >

|.ﬁ Z3 & # A2 Change o'i°| =] 3 Submit ®Reject/

ype of attachment to be uploaded e.qg.

Shared Documents

B Low-saersaa
B Lew-croresass
B rewnwrssn
B rew-ssasa

{» Nothing has been attached.

The following types of document must be attached: E

Scope of Work || Methed | People (1,0) | Attachments {None)

risk assessment

0 2011 = 3 T g L)

Attachment Type: | Risk Assessment
@ LEW-L §5-FHDR-75238

Upload New Document: (5 Maximum File U ize = 5500 KB
Choos= Fil TEST_RA1.pdf

gency Plan, Method

. Click ‘Choose File’ to navigate to the
location of the document to be uploaded

. A brief comment can be added
ere to give the attachment more

Note: lAdmmmmmlLum-mlmdsumgjm/

detail if required

/‘}) Attach

@ Clear

e

4. Click *Attach’
to upload the
document to the
work request

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

Search »

Shared Documents

| Recent fems |
B row-sazTss02

B wowcrorsras

B ow
B rowissasar

B cowLssrrorTsase

B Permit: LeW-5AE-79302 (Initiated)

» Home » Work Requests i Permits

‘,ﬁ B3 & # Achange o‘h°|lgl (39 submit

I Search I Contractor Portal

3) Reject | |(§3 @ |

Scope of Work | Method | People (1,0} | Attachments |2]I Workflow (1) | Relations (0,0) | Inspections/Audits/CCRs (None)

Logged in as Edna E Mode (Logout)

The following types of document must be attached. Emergency Plan, Method Statement, Risk Assessment

|:| Type Source Item Attached By Attached On Comment File Size (Kb)

|:| Risk Assessment  User TEST_RA1.p Edna E Mode 24-Nov-2110:00 Ad mnesarchum dissentias mea, integre detraxit i eum 83.0k0 T

[[] Methed Statement User TEST_MS1.pdf E E Mode 24-Nov-2110:00 Mec libris eleifend ne. 82.0kb T
15 Open Selected Attachments

5. Uploaded documents
il be shown in the

Attachment Type: ‘Airpori Information Motice v‘

Upload New Document: (5 Maximum File Upload Size = 5500 KB

Note:

ttachments table

&) Attach &) Clear
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SAE - workflow

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.

(P2w)

. Permit: LGW-SAE-79302 (Approved)

» Home » Work Requests » Permits » Front Desk

1. Click the workflow tab to see the

Search . >

Shared Documents

Contractor Book
@ LGW-SAE-75302
@ LGW-HW-73301

‘ﬁ —-|=-“| % _f? &Change o

= s @]

progress of the permit

Scope of Work | Methed | People (1,0) | Aftachments (2) | Workflow (5) | Relations (0,0} || Inspections/Audits/CCRs (Mone)

in more detail

2. Click the ‘Select’ Edna £
icon to view an entry

%D eclaration

Select Action Signatory Trangition Role Performed On  Comment Approved
/.(—D Confirm Wile Coyote Authorization SAE - Authorized Person 26'"::’;3.} oK "
q PPV-P  Innei Shum ES-N?:r-:%; Ilf’aaigen;lje;illgcc;:;tfur Verification of Cualifying Permit v
onfirn  Innei Shum  Authorisation giliérEngineering ManagerfAsset 26'”?:@; ok '
ubmit e e ?;’g; Acknowledged v
o " = v
gn-off using template: | (Default Template) -

| have inspected the certification of any GAL equipment or fixing peints to be used and confirm that its within date:
All the required documentation is attached, counter signed where necessary and in order:

1 confirm i have reviewed this application, and i am happy for the permit to proceed:

I confirm that as the AP for this application, i will be present on site on the day of works:

I confirm that all relevant parties such as security, have been informed of this work prior to attending site:

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

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.

B Permit: LGW-SAE-79302 (Approved) Logged in as Wile Coyote (Logout)
= Home » Work Requests | Permits b Front Desk @+ Search » Contractor Portal

Search . % ‘ﬁ 3 & # & Change °m°|g | |{-§'§@‘

Shared Documen ts Scope of Work | Method | People (1,0) | Attachments (2) | Workflow {3} | Relations (0,0) | Inspections/Audits/CCRs (Mone)
{» This is not invelved in any relationships.

Contractor Book
_I!III {(» Nothing has this as a dependant.

@ LGW-SAE-TS302

@ LEW-HW-T3501

@ L GW-SCETD-73251 (» This is not involved in any conflicts.

@ LGW-SC-75288

@ LGW-SC-T9287
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SAE - Submit a permit

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

. Permit: LGW-SAE-79303 (Initiated)

» Home » Work Requests |+ Permits = Fron* Desk
Search . » ‘ﬁ a 8 f & Change M, | o= e Submit‘@lﬂeject | |{ﬁ @ ‘
Shared Documents Scope of Work l Method | People (1,0) | Attachments (1) | Waorkflow (5) | Relations (0,0) | Inspections/Audits/CCRs (Mone)
Description: |Lorem ipsum dolor sit amet, vim cu sententiae reprimique
% LB SARTEI Scope of Work: |Esi at scripta minimum argumentum. Et cibo facefe eos, fe affert aliguid vis. Pro in perpetua expetenda, qui feugait intellegebat
LEW-SAE-T530 =18
@ LEW-HW-T3301

@ LGW-SCPTD-75291 ey |2 7-Hov-21 :
B) Lowscrszss Finish On: |31-Dec-21 [18 v ][00 v]

Location(s): || G\\.LSIDE-BLD-20205-L9 ,;=J

2. On-screen warnings will identify
any missing information or potential
issues with the permit. Ensure these
B Permit: LGW-SAE-79303 (Initiated) arnings are acknowledged, and any
wissues rectified prior to submission

Search . »>
(» To proceed with the Submission you must acknowledge these warnings #ith a comment.
Shared Documents @ Required document(s) have not been attached: Emergency Plan, Mg Statement, Risk Assessment.
@ LEW-SAE-T3303 4

— @ LEW-BAE-75302

@ LGW-HW-T3301

@ LGW-SCPTD-T3231
=

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

@ Proceed @ Cancel
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SAE - confirm a permit

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

Search .

d Work Req
Work Request LastA
LGW-WR-45736 29-Mov-18 12:15 &%,

LGW-WR-45739 29-Mov-18 12:09 %,

Permit Number ~ LaSt Accesse d
LGW-SAE-T9303 26-Nov-21 14:44 <%,
LGW-SCPTD-79291  26-Nov-21 14:40 5%,

. Permit: LGW-SAE-79303 (Submitted) Logged in as Wile Coyote (Logout)

» Home » Work Requesis = Permits » Front Desk @ Search

CT Descipion Lo psum dor st amet,vim s seintos roprmaue = T
oy “':::::'W Scope of Wori st at scripta minimum argumentum. Et cibo facete e0s,te affrt aiqud vis. Pro %Z:Z;mym_,\m,m -t '
2. Click the —— el [ . .. ;
‘next steps’ BN s .0ec21 |1 v [0 s htson:
icon. o v
3. The ‘confirm’ option g
should be enable; if this is = '
greyed out then the user is l
not able to ‘confirm’ the o]
permit. I ——
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SAE - how to confirm a permit

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

Search . >

Shared Documents
@ LGW-SAE-75303

B Low-scProzsms

@ LGW-SC-T3283

» Home

Confirm a Permit (Filtered)

» Work Requests  p Permit:

v &8 0| ®

[e&l

1. Acknowledge any warnings with
omments in the bo; below

Logged in as Wile Coyote {Logout)

Last

Action A

Info Noun Location Finizh

'.';I"
@

Select Number Type Description
Lorem ipsum dolor sit

amet. vim cu sententiae SHloos
I.

Roof Level

27-Nov-
21 0E00

31-Dec-

Suspended
i 2115:00

LGW-SAE-79303 (@) Perfiit Submitted PP-V-P Equipmen

M3

Person in
Charge
Wile
Coyote

Sign-off Role

SAE -
Authorised
Person

V4 Z

Issues with the selected Permit: (

@ The authoriser cannot be the person who raised it.
@ Wile Coyote does not have the competencies required by the SAP- Authorised Person role to do this sign-off Authorised Person (SAE) (Missing).
@ Required document(s) have not been attached: Emergency Pldh, Method Statement, Risk Assessment.

2 Number of sign-offs remaining to complete this trapéition = 0.

Comment:

Declaration

2. Complete the ‘confirmation’ questions
o ——

—e

| have inspected the certification of any GAL equipment or fixing points to be used and confirm that its within date:

All the required d ion is attached ter signed where necessary and in order:

1 =

i have d this ,and i am happy for the permit to proceed:

I confirm that az the AP for thiz application, i will be present on site on the day of works:

ooooo

I confirm that all relevant parties such as security, have been infoermed of this work prier to attending site:

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

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.

Craate naw ... dl
[ 3

Search .

Report Index
Shared Documents
Invoicing Report
Company Reference

Contractor Book

@ LGW-SAE-TS303

@ LGW-SAE-75302
@ LGW-CROFF-73273
@ LGW-CROFF-79258

@ LGW-HW-T3501

» Home

,j‘.# 53 % ‘,? &Change o, o]

B Permit: LGW-SAE-79303 (Approved)

» Work Requests  » Permits

1. Check the status of
permit has been fully

Scope of Work || Method || People (1,0) | Attachments (1) || Workflow (2) | RelationZS 107

Description:
Scope of Work:

Start On:

check the permit is ready for
Issuing

Lorem ipsum dolor sit amet, vim cu sententias reprimique

Est at scripta minimum argumentum. Et cibo facete ecs, te affert al
cu.

27-Nov-21 :

g
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“ ‘ Next Steps for Permit LGW-SAE-79303 (Approved)
Finish On: 31-Dec-21 [10] -13 w :-DEI w
Location(s): | |G\\-LSIDE-BLD-20205-L9 Ao, Possible Actions: ‘ iy <
London Gatwick Airport, Other Buildings, Destinations, 3t 29 £4it or View Details ] ‘
Add: a, # Counter-sign i
. R . S " " o & print i; z
Location Details: |Sed no invenire disputando, sit ne accusam molestiae. Alia epi — —>
X Rej —_—
Person-in-Charge: Wile Coyote, ISTEST ,& Change - et ‘
2} Issue by EDM Office - (SAEP onfirm
Work Package: | None Canceller) [ Decine
oo o 5 Send Email
: State Notifications: : .
Purchase Order Number: |ggopoosg7 S NotAutnorsed lssue
Equipment to be worked on: |y ey ejus audire fiae. Te suas appareat eam e m , '
Toola: | i i i Lcilivis L ad ool de M e v
3. The ‘Issue’ option will sh S
O. e Issue opton will show as [ f
the next available step once fully | ‘ |
approved. When you are ready to
start work, call the appropriate closet
party to issue the permit




SAE - suspend/cancel/extend a permit

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.
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Gorks compIeteD

use the permit

again for these

QCancel permit>

Yes

A 4

<Suspe nd permit)

|J/\Tf%




Pressure Systems (HTHW/MTHW)

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 3" party external provider

Code(s) in P2W | HTHW/MTHW

HTHW/MTHW pressure system

—

48 Contact AP to Request permit
© request permit —»| Undertake work »|  cancellation on
-E' completion of works
o

(&)

(=

o \ 4

2

o Y i
o Cancel permit
©

g Survey job with > Paper permit issued

= contractor to contractor

o

=

)

=)

<

20000-XX-Q-XXX-GLN-172080 Rev 00 240 C___—“//7 | m(c ﬁ




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@agatwickairport.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

Activity Permit Type

Note — all descriptions below are for work on airport property unless specified
otherwise. Airport property includes both airside and landside locations.

Cranes (tower/crawler/mobile etc) CRON

Delivery Lift - An operation which involves the lifting of a load off of a delivery vehicle to None
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.

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 MEWPSs, long reach excavator CROFF
Cranes (tower/crawler/mobile etc) no on airport property — See GAD/F:23/21 for full CROFF
details

Tall equipment including piling rigs, large MEWPs, long reach excavators not on airport CROFF
property — See GAD/F:23/21 for full details
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Appendix B — types of training available

Online Hot works Nominated Rep AIRDAT

Online ESR Instructed Person AIRDAT

ESR Skilled Person pre-requisite AIRDAT
training

ESR Skilled Person interview AIRDAT

Life Safety System (LSS) LSS Team
* LSS-Nominated Rep

* LSS-Isolations Nominated Rep

+ LSS-Skilled Person

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

elLearning

elLearning

In Person

In Person

Required for Hot work permit
submissions

Required for gaining access into a
switchroom

The first step in ESR Skilled Person
appointment

Mandatory interview for ESR Skilled
Person appointment

Contact the LSS team directly to
arrange training for LSS permits




