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PERMIT TO WORK PROCEDURE

PURPOSE

The purpose of this Permit Procedure is to set out a step by step approach for
Contractors /Suppliers to follow when completing the Permits Form. This is to ensure
that works carried out within IWM premises are done so safely and achieve legal and
best practice compliance. The permit to work system herein has been developed in line with
HSE Guidance on Permit-to-Work Systems HSG250. This procedure links with the
Authorisation to Work Procedure. No works shall commence without prior
authorisation by an agreed Approver.

INTRODUCTION AND DEFINITION

The Procedure will define roles and responsibilities and provide a step by step guide,
in the form of a flow chart, for Permits to Work to be authorised.

A permit to work system is a formal written document used to control certain types of
work that are potentially hazardous. It is a document which specifies the work to be
done and the precautions to be taken. They allow work to start only after safe
procedures have been defined and they provide a clear record that all foreseeable
hazards have been considered. The permit to work is time bound and must be signed
off by an agreed Approver. [Refer to flow chart]

Permit to Work Forms appended hereto included:

Hot Work Permit to Work Procedure IWM2

Work At Height / Roof Access Permit to Work Procedure IWM3
Confined Space Access Permit to Work Procedure IWM4
Electrical Work Permit to Work Procedure IWM5

Excavation Permit to Work Procedure, IWM6

Flow Chart:

The flow chart to follow for all Permits to Work is the same but the hazards will differ.

Roles and responsibilities can be found at Appendix 1.
Relevant documentation Appendix 2
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Permit to Work Flow Chart

Relates to IWM 2,3,4,5,6 )
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ROLES AND RESPONSIBILITIES
PROJECT MANAGER

A person given the authority and responsibility to manage a project on a day-to-

day basis, to deliver the required output within agreed constraints. This person
may be a permanent employee of IWM, an embedded contractor or a contractor.

[These responsibilities are in addition to those set out in the Authorisation to Work
Procedure.]

APPENDIX 1

a) Select reduced risk alternative to hot work, where practicable.

b) Ensure contractor/supplier completes permit to work form/s, as required by
RAMS, and pass to Approver for scrutiny.

¢) Receive approval from Approver and notify relevant persons about
commencement of work.

d) During routine monitoring of works, will suspend permit and contact
Approver if the work environment, work task or activities change, such that
the RAMS cease to be applicable.

e) If and when Approver allows work to resume, will continue to carry out
routine monitoring activity.

APPROVER

A person given the authority and responsibility for managing a defined area of an
IWM branch; the Approver may also act as a Project Manager.

[These responsibilities are in addition to those set out in the Authorisation to Work
Procedure.]

a) |s authorised to approve and reject Permits to Work.

b) Will scrutinize permit to work form for adequacy and compliance with good
practice.

C) Will suspend permit and contact Project Manager if the work environment,
work task or activities change, such that the RAMS cease to be applicable.

d) Approve or reject an application for resumption of works following a
suspension.

e) Will ensure effective communication with Project Manager during the period
of the works.
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CONTRACTOR / SUPPLIER

The Contractor/Supplier can be one of the following:

Embedded contractor: a company or individual who is contracted directly by
IWM, and authorized to act on their behalf, within certain pre-agreed limits.
Contractor: An individual or company, external to IWM, who is instructed to carry
out defined Works.

Service Provider: persons carrying out Works, whether IWM employees or
contractors.

[These responsibilities are in addition to those set out in the Authorisation to Work
Procedure.]

a) Complete and provide the Project Manager with Permit to Work form/s as
indicated by site specific RAMS.

b) Ensure their own employees and sub-contractors comply with the terms of the
permits to work.

C) Copy of Authorisation and associated permits to be displayed at the work area

d) Prevents unauthorized access to the work area and places appropriate
signage

e) Must suspend work and notify the Project Manager if changes occur to the
work or environment, beyond that addressed in the RAMS
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APPENDIX 2
RELEVANT DOCUMENTATION

Authorisation of Work Procedure

Authorisation of Work Form IWMH1

Hot Work Permit to Work Procedure IWM2

Work At Height / Roof Access Permit to Work Procedure IWM3
Confined Space Access Permit to Work Procedure IWM4
Electrical Work Permit to Work Procedure IWM5

Excavation Permit to Work Procedure, IWM6
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Notes:

1. This drawing outlines cable and
speaker locations to be reviewed in
conjunction with project area
installation plan.

2. No design responsibility is implied or
shall be assumed by Munro Wilson
Ltd, acceptance of this drawing by the
designer shall constitute transfer of
responsibility.
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SCHEDULE OF CIRCUIT DETAILS FOR THE INSTALLATION 110047106 - Master

Board Details

TO BE COMPLETED IN EVERY CASE ONLY TO BE COMPLETED IF THE DISTRIBUTION BOARD IS NOT CONNECTED DIRECTLY TO THE ORIGIN
OF THE INSTALLATION
Location of  4th Floor Section dSiLSlg"i)g)l/J:ioo . N/A Associated RCD (if any)
g:)s;?utlon Documents board is from BS(EN) N/A
[Merlin Gerin] No of phases 3 Nominal Voltage 400 'y
RCD No of N/A
o Overcurrent protective device for the distribution circuit Poles
ch')S;:L‘b““O“ DB Documents
designation Type BS(EN) N/A Rating N/A A RCD Rating N/A mA
Circuit Details
L Max Overcurrent protective device RCD
N Circuit per-
CIFCl:“l T ;| Refe- | Noof | conductors csa mitted Short kb
numder Circuit designation YPE O once | points disc- circuit per-
ol WG | method| served [ onnec- BS(EN) Type | Rating | capa- | OP- | mitted
phase Live cpe tion No city current| g
mm mm® | times A KA IAp Q
1/L1 |lights Front Filing Area D B 10 25 |1 25| 04 60898 MCB C 10 10 | N/A | 1.84
1/L2 |ights Corridor D B 16 25 | 25| 04 60898 MCB C 10 10 | N/A | 1.84
1/L3 |lighstE13, B15& B17 D B 13 25 | 25 | 04 60898 MCB C 10 10 | N/A | 1.84
2/L1 |lights FrontFiling Area D B 10 25 | 25| 04 60898 MCB C 10 10 | N/A | 1.84
2/L2 |PowerE20&E21 D B 4 |2x2.5(2x2.5| 0.4 60898 MCB C 32 10 | N/A | 0.58
2/L3 |PowerEl3 D B 3 [2x2.5|2x2.5| 04 60898 MCB C 32 10 | N/A | 0.58
3/L1 |Lights E16 & E18 D B 6 25 | 25 | 04 60898 MCB C 10 10 | N/A | 1.84
3/L2 |lights Plantroom D B 2 25 | 25| 04 60898 MCB C 10 10 | N/A | 1.84
3/L3 |Water Heater Kitchen D B 1 25 | 25 | 04 60898 MCB C 16 10 | N/A | 1.15
4/L1 |Amp Lift Motor Room D B 1 25 | 25| 04 60898 MCB C 10 10 | N/A | 1.84
4/L.2 SPARE _ _ _ _ _ _ _ _ _ _ _ _
4/L3 |PowerE19, E17 & E15 B 7 [2x2.5|2x2.5| 0.4 60898 MCB C 32 10 | N/A | 0.58
5/L1 |Fan Coils E9->E12 D B LIM| 6.0 | 6.0 | 04 60898 MCB C 16 10 | N/A | 1.15
5/L2 SPARE _ _ _ _ _ _ _ _ _ _ _ _
5/L3 |VesdaSmoke Alarm Library Archive o B 1 25 | 25 | 04 60898 MCB B 20 10 | N/A | 1.84
6/TP |Plant Supply F C 1 10.0 [SWA| 04 60898 MCB C 32 10 | N/A | 0.58
7/L1 |lights Filing Back Area D B 15 25 | 25| 04 60898 MCB C 10 10 | N/A | 1.84
7/L2 |lights E20 & E21 D B 8 25 | 25| 04 60898 MCB C 10 10 | N/A | 1.84
7/L3 |Lights E19 D B 8 25 | 25| 04 60898 MCB C 10 10 | N/A | 1.84
8/L1 |lights E12&E14 D B 6 25 | 25| 04 60898 MCB C 10 10 | N/A | 1.84
8/L2 |Power Corridor Area D B 5 [2x4.0|2x4.0| 0.4 60898 MCB C 32 10 | N/A | 0.58
8/L3 |HeaterInKitchen D B 1 40 [ 40| 04 60898 MCB C 16 10 | N/A | 1.15
9/L1 |PowerE18&E16 D B 6 [2x4.0|2x4.0| 0.4 60898 MCB C 32 10 | N/A | 0.58
9/L2 | Power Plantroom Roof D B 2 [2x4.0|2x4.0| 0.4 60898 MCB C 32 10 | N/A | 0.58
Wiring Code
A B C D E F G H @]
PVCcables PVCcables PVCcables PVCcables
PVC/PVC in in in in PVC/SWA XLPE SVA Mineral insulated oth
cables metallic non-metallic metallic non-metallic cables cables cables er
conduit conduit trunking trunking
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SCHEDULE OF CIRCUIT TESTS FOR THE INSTALLATION

110047106 - Master

Board Tests

ONLY TO BE COMPLETED IF THE DISTRIBUTION BOARD IS NOT CONNECTED
DIRECTLY TO THE ORIGIN OF THE INSTALLATION vtz NSRS (SRR LR P Ee
. Earth fault
Zs Q Operatin Atl s
0.07 e An NA loop 101118207 RCD 101118207
. impedance
Ipf 4.3 b aI;S('ZSICD’C(Ii[;ua‘fr?y) ALSI A N/A ms Insulation
: n I — 101118207 Other ' N/A
Correct supply v Phase sequence confirmed N/A
polarity (where appropriate) Continuity 101118207 Other  N/A
confirmed
Details of circuits and/or equipment vulnerable to damage
N/A
Circuit Tests
Circuit Im(;;edances ek st p RCDt;:T[]Jg;atlng .
o :
Circuit All circuits I Maxmurg I "%
number Ring final circuits only (At least one a me:hstfjrelt At At = 5 é g
and (measure end to end) column Live/ Live/ Live/ Earth/ r ealoo au 1A 51 A E '}93 S5
phase to be completed) Live Neutral | Earth | Neutral l impe dgnce [ 0 ,g g_ x §
r1 (Line) [y (Neutral) | r2 (cpe) | (R1 + R2) (R2) MQ MQ MQ MQ y Q ms ms = @
/L1 N/A N/A N/A 0.69 N/A N/A LIM >299 | >299 - 0.79 NO
1/L2 N/A N/A N/A 0.65 N/A N/A LIM >299 | >299 "y 0.75 NO
1/L3 N/A N/A N/A 0.45 N/A N/A LIM >299 | >299 ~ 0.55 NO
2/L1 N/A N/A N/A 0.65 N/A N/A LIM >299 | >299 - 0.75 NO
2/L2 0.62 0.62 0.56 0.18 N/A N/A LIM >299 | >299 & 0.28 NO
2/L3 0.58 0.58 0.58 0.16 N/A N/A LIM >299 | >299 - 0.26 NO
3/L1 N/A N/A N/A 0.44 N/A N/A LIM >299 | >299 5 0.54 NO
3/L2 N/A N/A N/A 0.57 N/A N/A LIM >299 | >299 vy 0.67 NO
3/L3 N/A N/A N/A LIM N/A N/A LIM >299 | >299 LIM NO
4/L1 N/A N/A N/A LIM N/A N/A LIM >299 | >299 LIM NO
4/L.2 - - - - - - - - - - - - - - -
4/L3 0.78 0.78 0.71 0.35 N/A N/A LIM >299 | >299 - 0.42 NO
5/L1 N/A N/A N/A LIM N/A N/A LIM >299 | >299 LIM NO
5/L2 - - - - - - - - - - - - - - -
5/L3 N/A N/A N/A LIM N/A N/A LIM >299 | >299 LIM NO
6/TP N/A N/A N/A 0.03 N/A LIM LIM >299 | >299 & 0.11 NO
7/L1 N/A N/A N/A 0.73 N/A N/A LIM >299 | >299 - 0.83 NO
7/L2 N/A N/A N/A 0.62 N/A N/A LIM >299 | >299 - 0.68 NO
7/L3 N/A N/A N/A 0.29 N/A N/A LIM >299 | >299 / 0.37 NO
8/L1 N/A N/A N/A 0.46 N/A N/A LIM >299 | >299 ~ 0.56 NO
8/L2 0.46 0.46 0.43 0.19 N/A N/A LIM >299 | >299 o 0.28 NO
8/L3 N/A N/A N/A 0.25 N/A N/A LIM >299 | >299 / 0.34 NO
9/L1 0.53 0.53 0.54 0.17 N/A N/A LIM >299 | >299 / 0.23 NO
9/L2 0.20 0.20 0.23 0.13 N/A N/A LIM >299 | >299 / 0.22 NO
Tested By
Signature Position Electrical Test Engineer
NG Date of
Susheel Dave Mohan testing 17/12/2015
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SCHEDULE OF CIRCUIT DETAILS FOR THE INSTALLATION 110047106 - Master

Board Details

TO BE COMPLETED IN EVERY CASE ONLY TO BE COMPLETED IF THE DISTRIBUTION BOARD IS NOT CONNECTED DIRECTLY TO THE ORIGIN
OF THE INSTALLATION
Location of  4th Floor Section Supply to N/A Associated RCD (if any)
Distribution d'smbl.mon
e Documents board is from BS(EN) N/A
[Merlin Gerin] No of phases 3 Nominal Voltage 400 'y
RCD No of N/A
o Overcurrent protective device for the distribution circuit Poles
ch')S;:L‘b““O“ DB Documents
designation Type BS(EN) N/A Rating N/A A RCD Rating N/A mA
Circuit Details
L Max Overcurrent protective device RCD
N Circuit per-
CIFCl;“l T ;| Refe- | Noof | conductors csa mitted Short kb
numder Circuit designation YPE O once | points disc- circuit per-
ol WG | method| served [ onnec- BS(EN) Type | Rating | capa- | OP- | mitted
phase Live cpe tion No city current| g
mm mm times A kA IAnp Q
9/L3 |Untraced Circuit D B LIM| 25 | 25| 04 60898 MCB C 16 10 | N/A | 1.15
10/L1 |Power E12&E14 D B 7 [2x4.0|2x4.0| 0.4 60898 MCB C 32 10 | N/A | 0.58
10/L2 |Fan Coils E15 D B LIM| 40 | 40 | 04 60898 MCB C 16 10 | N/A | 1.15
10/L3 |Fan Coils E16->E20 D B LIM| 40 | 40| 04 60898 MCB C 16 10 | N/A | 1.15
11/L1 |Power Front Filing Area D B 3 |2x4.0({2x4.0| 0.4 60898 MCB C 32 10 | N/A | 0.58
11/L2 |Power Door Mags D B 1 25 | 25| 04 60898 MCB C 6 10 | N/A | 3.06
11/L3 |SPARE - - - - - - - - - - - -
12/L.1 SPARE - - - - - - - - - - - -
12/L2 |SPARE - - - - - - - - - - - -
12/L3 |SPARE - - - - - - - - - - - -
Wiring Code
A B C D E F G H O
PVCcables PVCcables PVCcables PVCcables
PVC/PVC in in in in PVC/SWA XLPE SVA Mineral insulated oth
cables metallic non-metallic metallic non-metallic cables cables cables er
conduit conduit trunking trunking
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SCHEDULE OF CIRCUIT TESTS FOR THE INSTALLATION

110047106 - Master

Board Tests

ONLY TO BE COMPLETED IF THE DISTRIBUTION BOARD IS NOT CONNECTED
DIRECTLY TO THE ORIGIN OF THE INSTALLATION vtz NSRS (SRR LR P Ee
. Earth fault
Zs Q Operating Atl s
0.07 times of An NA loop 101118207 RCD 101118207
Ipf KA associated S . ms impedance
4.3 RCD (if any) A N/A Insulation
n I — 101118207 Other ' N/A
Correct supply v Phase sequence confirmed N/A
[relkisy (where appropriate) Continuity 101118207 Other NJ/A
confirmed
Details of circuits and/or equipment vulnerable to damage
N/A
Circuit Tests
Circuit Im(;;edances ek st p RCDt;:Tr])g;atlng .
o :
Circuit All circuits I Maxmurg I "%
number Ring final circuits only (At least one a repae:rflfgilt At At g c 5 é g
and (measure end to end) column Live/ Live/ Live/ Earth/ r loop lAn | 514, E '}93 g S
phase to be completed) Live Neutral | Earth | Neutral l impedance z ’g-;_ o §
r1 (Line) [y (Neutral) | r2 (cpe) | (R1 + R2) (R2) MQ MQ MQ MQ y Q ms ms = @
9/L3 N/A N/A N/A LIM N/A N/A LIM >299 | >299 LIM NO
10/L1 | 0.42 0.42 0.41 0.16 N/A N/A LIM >299 | >299 0.26 NO
10/L2 N/A N/A N/A LIM N/A N/A LIM >299 | >299 LIM NO
10/L3 N/A N/A N/A LIM N/A N/A LIM >299 | >299 LIM NO
11/L1 | 0.57 0.57 0.55 0.18 N/A N/A LIM >299 | >299 & 0.28 NO
11/L2 N/A N/A N/A LIM N/A N/A LIM >299 | >299 LIM NO
11/L3 - - - - - - - - - - - - - - -
12/L1 - - - - - - - - - - - - - - -
12/L2 - - - - - - - - - - - - - - -
12/L3 - - - - - - - - - - - - - - -
Tested By
Signature Position Electrical Test Engineer
NG Date of
Susheel Dave Mohan testing 17/12/2015
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