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2. Introduction

This code of practice reflects the requirements contained within the Health and Safety at Work etc Act 1974 and the
Management of Health and Safety at Work Regulations 1999. Additionally, the requirements of HSG159 (HSE
Management of Contractors Guidance) apply where contractors are engaged.

The purpose of this code of practice is to provide guidance in the use of the Permit to Work Manager (PTWM)
system within King’s College London (KCL) and covers both the activities of contractors and directly employed
labour.

This document covers in detail the use of the PTWM system which supports the fundamental safety requirements
needed to control all tasks undertaken by KCL and appointed contractors.

3. Scope

This code of practice is for all works and activities that are undertaken within KCL owned and occupied areas where
KCL are the Landlord or Duty Holder. This code of practice does not cover spaces that are managed or are under the
responsibility of others, for example NHS properties and PFl buildings.

4. Definitions

“Contractor” is any person or company the university engages to do work of any kind who is not an employee. The
activities they can be engaged to carry out include:-

a. construction and demolition work

installation of equipment or machinery or its maintenance, including maintenance to buildings and its
infrastructure

cleaning / decorating

moving / dismantling / assembly

inspecting, testing and servicing

consultancy work requiring access to the estate

S0 a0

A “contractor” is not:

a. a delivery company delivering items such as furniture to the university; (excluding assembly on site)
b. a supplier of goods or equipment (excluding installation on site)
c. temporary workers

All of the above are not considered as contractor but will need to be subject to other checking and competence
requirements.

“Construction Work” means any works as defined in Appendix B, and as described within the CDM regulations 2015,
as the carrying out of any building, civil engineering or engineering construction work and includes—

a. the construction, alteration, conversion, fitting out, commissioning, renovation, repair, upkeep, redecoration
or other maintenance (including cleaning which involves the use of water or an abrasive at high pressure, or
the use of corrosive or toxic substances), de-commissioning, demolition or dismantling of a structure;

b. the preparation for an intended structure, including site clearance, exploration, investigation (but not site
survey) and excavation (but not pre-construction archaeological investigations), and the clearance or
preparation of the site or structure for use or occupation at its conclusion;
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c. the assembly on site of prefabricated elements to form a structure or the disassembly on site of the
prefabricated elements which, immediately before such disassembly, formed a structure;

d. the removal of a structure, or of any product or waste resulting from demolition or dismantling of a
structure, or from disassembly of prefabricated elements which immediately before such disassembly
formed such a structure;

e. the installation, commissioning, maintenance, repair or removal of mechanical, electrical, gas, compressed
air, hydraulic, telecommunications, computer or similar services which are normally fixed within or to a
structure,

but does not include the exploration for, or extraction of, mineral resources, or preparatory activities carried out
at a place where such exploration or extraction is carried out;

“Permit Requestor” are persons working for or on behalf of KCL who are instructing an activity/task.

“Permit Authoriser” are those that are deemed competent to issue permits in line with the training matrix within
Appendix C.

“Project Manager” are persons working for or on behalf of KCL who are managing an activity/task, this may include
planning, execution, monitoring, control, and closure, as well as budget and stakeholder management. The Project
Manager may be a team/company, but the named individual must be authorised by KCL to make decisions relating
to the requested element of construction activity.

2.1 Listing a Company
Project Manager or King’s representatives responsible for appointing contractors (including principal contractors)
must ensure that those appointed have the skills, knowledge training and experience to carry out the work in a way
that secures the health and safety of others including University staff, students and visitors. If those appointed are
an organisation, they must also have the appropriate organisational capability. Those making the appointments must
establish that those they appoint have these qualities before appointing them.

The company’s insurance documents must also be supplied, they will include:
e Employers Liability: £5million
e Public Liability: £5million?

Project managers should identify the need for Professional Indemnity Insurance as appropriate for the
activity/task being undertaken.

To add a company, the Project Manager or King's representative must ask the company to complete forms FO3 &
FO64 and send the complete forms to assurance-estates@kcl.ac.uk

This information will be reviewed and uploaded to the PTWM system within 5 working days if satisfactory?.

1 A basic review of insurance coverage is completed for compliance to the university’s minimum standards. It is the
responsibility of the Project Manager or King’s responsible person to ensure that coverage and exclusions of policies are
appropriate for the work which is being instructed.

2 Please note that this review does not trigger the addition of the company on other College systems including as the P2P
purchasing system.
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2.2 Campus Inductions
Each attending contractor employee must complete the applicable Contractor Campus Induction, sign & date the
induction acknowledgement form. Each induction will expire after 12 months.

At least 2 working days must be allowed for the upload of induction information onto the permit to work system.
Completed inductions must be sent to assurance-estates@kcl.ac.uk for review and addition to the system. No works
can be conducted by an individual who does not have a valid induction recorded on PTWM.

5. Contractor Asbestos Awareness

Evidence to confirm the provision of asbestos awareness training of contractors whose work could foreseeably
disturb the fabric of a building, either intentionally or unintentionally, and expose them to asbestos or to those who
supervise or influence the work may be requested following submission of inductions. This includes, but is not
limited to:

e Demolition Workers

e Construction Workers

e General Maintenance Staff
e Electricians

e Plumbers

e  @as Fitters

e Painters and Decorators

e Joiners
e Plasterers
e Roofers

e Heating and Ventilation Engineers; Telecommunication Engineers
e Computer and Data Installers

e Fire and Burglar Alarm Installers

e Architects, Building Surveyors and other such professionals.

All contractors working at KCL must complete and return the FO64 form. This form acts as a notification and
acknowledgement of the presence of asbestos across the King’s Estate and lays out the arrangements with respect
to asbestos and work activities as well as the requirement for asbestos awareness training to be provided to
employees on an annual basis.

It is the contractor’s employer who has responsibility to ensure attendance at asbestos awareness training within
the last 12 months and that they will maintain this annual throughout the duration of working at and/or the
contract.

Further information can be found within the university’s Asbestos Management Plan,.

6. Assessing the Task/s

The PTWM system has been designed to assist in the management of construction and contractor activity. Works
must be properly planned, and sufficient time must be allocated to prepare for the task.

All activities should be assessed by the project manager and information issued to the contractor before the contract
is awarded or work order/instructed.

The Project Manager should arrange access with Security and the relevant department/occupiers before the activity
is due to start.
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Where a permit has been requested by a Permit Requestor, the Permit Authoriser must verify that the appropriate
permit has been requested.

The permits currently in use are:

Permission to 30 Days Permission to Access are used for allowing contractors access Nominated Permit Authoriser
Access to college premises and carry out low risk activities which do

not include works such as Non-intrusive Works, Quotations,

Visual Inspections, PAT testing and works involving no tools,

plant, equipment or chemicals etc.

5 Days A Work Permit is issued when contractor or directly employed Nominated Permit Authoriser
member of staff is required to carry out a task that involves
higher risk activities.
Works involving accessing the fabric of the building including
ceiling voids, all intrusive works (external and internal).
General building/maintenance works, asbestos or structural
surveys or works etc.
Where required, it may be necessary to add other below
permits to this Permit.

1 Day Hot works may require additional control measures including  Asset Management
fire alarm detector isolations (See Fire Alarm Isolation Permit). Nominated Permit

Authorisers

Fire Alarm 1 Day Special arrangements must be made with KCL Asset Asset Management
Isolation Permit Management, H&SS and College Insurers if isolation is beyond Nominated Permit
8 hours. Authorisers
LOTO/Isolation 31 Days Must be formally reviewed and re-issued every 31 days if the ~ Asset Management
and Line isolation persists beyond this validity period. Nominated Permit
Breaking Permit Authorisers

5 Days Daily pre-use checks to be recorded separated by the person  Asset Management
in control of the works or their nominated deputy. Nominated Permit
Authorisers

With the exception Permission to Access, all permits must be authorised by the Estates & Facilities Asset
Management Team.
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Determining which Permit to use:

2.3

YES

Asbestos

Before a Permit is issued, the Permit Requestor / Project Manager must allow for suitable and sufficient assessment
in-line with the scope of the planned works/activity.

For planned major maintenance, intrusive works or Projects an F062 is required to be requested, completed and
attached to the Permit request.

For reactive or planned minor non-intrusive maintenance where staff have been trained on Planon and Asbestos
Register extraction - an extract of the asbestos register corresponding to the work area must be attached to the

Permit.

‘Before a permit is issued the following must be in place:

An appropriate risk assessment has been carried out

The asbestos survey and database information must be consulted to identify any further locations of ACM’s in
the area that may pose a hazard to the contractor whilst carrying out the work

There is an acceptable written plan of work in place

A Licenced contractor must be used for licensable work

All affected parties have been informed’

The asbestos register must be checked by the Project Manager or with the assistance of the Operational Assurance
team before a permit is requested. If there is insufficient evidence on the asbestos register for the location where
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the activity is due to take place, then an appropriate asbestos survey must be performed. Following receipt of the
asbestos survey report, or in the event of known or suspected asbestos on the register in the location of the planned
activity, appropriate asbestos remediation or control measures must be implemented, and documented within the
risk assessment, prior to the permit request being submitted.

Please see E&F Procedure for Asbestos Management.

The Permit Authoriser/s (as applicable) will perform a final check of the asbestos register as part of the permit
issuing process and confirm that the contractor has been issued with the relevant asbestos information.

A permit request will be refused if no asbestos information has been provided by the Permit Requestor to the
contractor.

2.4 Embedded Space
Where a building or space is managed by a non-KCL party such as within a hospital building etc. arrangements for

manging the contractor and activity being conducted must first comply with access and management systems of the
local management including application to their permit system etc. and in addition to this a Permit to Access must be
raised within KCL’s system to confirm that works are due to happen and confirm safe working arrangements etc.

The purpose of a permit within the KCL management system is to ensure that we retain our responsibility to manage
contractors working on our behalf and also ensure there is no conflict of activities being authorised.

2.5 CDM Site
Management of activities to be conducted in a safe manner for workers and the public is a requirement under the
Construction (Design and Management) Regulations 2015 (CDM). It is a Clients duty under the CDM Regs to ensure
safe access to the site and that competent duty holder are appointed to manage the site/activity.

A CDM Site is a space by which the management of the security and construction activities have been handed to a
named Contractor to manage for the duration of the works.

It is a Contractors responsibility to ensure that a Permit System is in place for the duration of the project.

Every CDM Site should be confirmed by means of a Permit to Access being issued/accepted which includes the
following details:

e Principal Contractor contact details

e Principal Designer contact details

e KCL Project Manager contact details

e Construction Phase Plan attached

e Pre-Construction Information (PCl) attached

e Drawing demonstrating borders of space handed to the contractor to manage clearly defined

This does not demonstrate all duties under the CDM Regs, and further consideration should be made in relation to
the whole project.

7. Permit Requests

All Permit requests must be made at least 5 working days prior to the activity starting, including the acceptance of
all documentation associated with the planned activity.
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The permit requestor is responsible for ensuring that the relevant building users, Security and Operations Teams
have been suitably notified of the planned activity and the necessary approvals have been sought before a permit is
applied for.

2.6 Documentation Associated with the Planned Activity
The permit requestor is accountable for ensuring that the correct permit has been applied for and for ensuring that
the documentation associated with the planned activity has been supplied and accepted as being suitable and
sufficient.

Risk Assessment and Method Statement (RAMS) supplied by the employer of the operatives carrying out the work.
They should be supplied along with the request in electronic format.

RAMS should be specific to the activity being requested and developed for the task to be undertaken whilst taking
into account hazards from the task/environment and those advised by KCL as a client to ensure the correct control
measures are applied.

The RAMS should also include methods of working that are acceptable to KCL and in line with the Contractors Rules
& Regulations.

RAMS created by a sub-contractor must be accompanied with evidence that they have been accepted by the
Principal Contractor. This may be carried out by a signed statement that they have been reviewed and accepted.

Asbestos information should be provided by the Client to the Contractor for consideration in the RAMS and
Construction Phase Plan.

The asbestos register must be checked by the Permit Requestor prior to the submission of RAMS, and if required a
management, refurbishment or demolition asbestos survey must be performed and actioned, as necessary.

Relevant asbestos information must be included as part of the permit request application.

Where the Permit Requester is a competent Project Manager working on behalf of KCL, it is deemed that they have
checked and accepted all document associated with the planned activity. The Permit Requester in this case would
also retain the responsibility of supervising the planned works and post work review commensurate with the activity
covered by the permit.

2.7 Requesting a Permits
These must be issued to the relevant Final Authoriser as noted within the table in Section 5 of this document. In
order to request a permit from the Asset Management Team, providing the required minimum of 5 working days
before the activity is due to start, an email may be sent to the relevant email address:

denmarkhillplanner@kcl.ac.uk  Denmark Hill (Including Champion Hill & Sports Grounds)

guysplanner@kcl.ac.uk Guy’s Campus (Including Great Dover Street Apartments, Wolfson
House & St Thomas’)

strandplanner@kcl.ac.uk Strand Campus (Including Waterloo & Stamford Street apartments)

Requests should include:

e Building
e Space location
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e Scope of activity

e Date/Time of planned activity

e Copy of RAMS

e List of operatives (that should already have been inducted)

8. Permit Process

2.8 Permits Authorisers
All Permit Authorisers should have completed the additional permit management system user request form
(Appendix A of this document) and supplied any relevant evidence of competency to be added to the permit system
before they can raise permits. The authoriser should have a good knowledge of the building and the area where the
works are being carried out. The form can be found in this document appendix A.

If the Permit Authoriser has neither of the above, they should not raise the permit and seek someone who has.

2.9 Issuing
Once the permit details and RAMS, asbestos register and conditions have been agreed, the permit shall be

authorised and issued. Contractors will be issued with a system notification to confirm permit approval by the
relevant Permit Requestor 24hrs prior to the works.

RAMS must be uploaded to each permit to work issued.

Contractors must adhere to the conditions within the permit and must not deviate from the method statement, any
deviation must be recorded and accepted by the Permit Authoriser prior to the deviation occurring.

2.10 Permit Acceptance
Before a contractor may commence any activity, the permit must be accepted by the contractor in charge of the
work. This is completed using the "Contractors Zone" tab. For out of hours’ works, this can be completed by the
relevant Security Teams.

It is recommended at this point that an inspection of PPE and equipment is carried out.

This is a legal declaration stating that the contractor responsible for the permit accepts the conditions within the
permit itself and any associated documentation/arrangements. The contractor is then able to commence with the
work covered by the permit using the named persons on the permit. A permit is not valid until the contractor
acceptance has been completed.

2.11

2.12 Access to buildings
Access to KCL areas should be gained from Security by producing a valid permit or permission to access. Security will
then grant access via the card system to areas defined within the permit and times specified.

In the case of emergencies section 8 of this document should be followed and security give access on confirmation of
the person who has requested the visit, contractors should sign in and out in an ‘out of hours’ document.

2.13 Inspection of works
Under the best practice set out by the HSE it is recommended states.
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‘Contractors are responsible for supervising their own work and for ensuring that they work safely. However, you
can’t just leave them from the start to get on with the job and pay them when they’ve finished. Too much could go
wrong in between.

You do not need to watch them all the time. You have to weigh up what is reasonable. The amount of contact with
the contractor must be related to the hazards and risks associated with the job. It needs to be decided and agreed at
the beginning of the job. For high-risk jobs, e.g. where a PTW is used, more contact is needed than for jobs which you
consider low risk. What are the main areas of risk? What could change and how quickly? Think about their work, how
it affects the safety of your employees and vice versa.’

The authoriser has a duty to make sure they are satisfied on how the works are being conducted. There is a section
in the authoriser checklist that covers what checks should be carried out.

2.14 Permit Hand Back (from the Permit Receiver)
Once the work/activity is complete/terminated or when the permit expires (whichever is first), the permit must be
handed back to the Permit Authoriser prior to the contractor leaving site.

Handing back provides an opportunity for the work/activity to be reviewed by the contractor as well as confirmation
that the work/activity has been completed and confirmation that site has been handed back in a safe condition. Any
issues with the work area that need to be addressed should be recorded by this process.

To hand back a permit, the following process applies:

1 The ‘Contractors Zone — Permit Hand back’ of the Permit to Work Management System should be used to
record the handing back of the Permit including the works status and relevant feedback to be given and the
permit to be signed (by the Permit Receiver) back to KCL in person.

2 Where it is not possible to hand back in person an alternative means should be agreed in advance with the
Permit Authoriser:

2.1. Handing Back section to be completed on the hard copy of the Permit and the hard copy for the Permit to
be returned at an agreed location for collection by the KCL Permit Authoriser.

2.2. Handing Back section to be completed on the hard copy of the Permit and the Permit to be scanned and
emailed back to the Permit Authoriser.

This should be duplicated by the Permit Authoriser on to the Permit to Work Management System and records
retained of the action for 5 years.

Failure of a contractor to return permits to the applicable issuing Permit Office will be reviewed and may result in
corrective action being taken including suspension from works for individuals or companies with multiple non-
returns.

2.15 Permit Hand Back — KCL (Final Sign Off)
Upon completion of the permit acceptance and hand back, the permit must be formally closed off electronically by
the Permit Authoriser.

For all permits to work (except General Permit to Work) this must include a visual check of the work area.
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2.16 Re-issue
A permit must be reviewed and re-issued by a Permit Authoriser in the following situations:

e Any change to or re-issue of the RAMS

e Change to the work start and finish time.

e Change to the work group

e Prior to the extension of any permit due to expire in line with the maximum validity periods e.g. line
breaking/isolation.

If a permit is re-issued, the original permit must be handed back and signed off as per sections 7.4 and 7.5 above.

9. Emergency Callouts

Dispensation for the timescales detailed above can be gained in the event of an unplanned emergency such as
Laboratory or Catering freezer repairs, Gas emergencies etc., lift breakdowns.

It is advised that contractors utilised for emergency attendances prepare a series of generic risk assessments and
method statements for the scope of their contract appointment for rapid submission in the event of a call-out. These
would then require on-site review by the nominated contractor engineer at the time of the attendance.

A stock of engineers should be maintained with valid inductions on the PTWM system to ensure site familiarity in the
event of an emergency call-out. Suitable and sufficient arrangements must be put in place to ensure the monitoring
and supervision of all contractors attending on an emergency basis.

Where emergency call-outs occur during the College’s normal working hours, the PTWM system must be used.

10. Record Keeping

2.17 Permits
Once the contractors’ task has been completed and the permit is formerly closed, it will be archived and stored
electronically for a period of 5 years.

During this time, permits can be recalled for the purposes of auditing, the system will not allow authorised or closed
permits to be altered or amended.

2.18 Risk Assessments and Method Statements (RAMS)
All risk assessments and method statements electronically attached to a permit will be available for viewing and
auditing until such time the permit archive period expires. All RAMS must be checked to ensure that they are
suitable and sufficient for the task by those instructing the works prior to submission to the Permit Authoriser.

RAMS submitted by sub-contractors cannot be accepted. Principal contractors must prepare RAMS which cover off
sub-contractor activity and include sub-contractor RAMS as an addendum in order to confirm their acceptance.

Whilst the permit remains on the system so will all associated control and management documents.

Risk Assessments & Method statements for permit to work requests must be submitted by the Permit requestor
at least 5 working days prior to works starting.
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2.19 Organisation and Contractor Information
Organisation and contractors’ details shall remain on the Permit to Work system for the duration of their
employment by KCL.

Organisations or contractors which have not been employed by KCL for a period of more than 18 months may be
archived on the system.

Archived organisations will be required to complete the initial registration process as outlined in section 4.1 if re-
appointed by KCL. This promotes good housekeeping and will ensure that KCL have the latest company and
contractor information when employing their services.

11. Competency for Permit Authorisers

The matrix within Appendix B details the documented training and experience required to be considered as a Permit
Authoriser. Evidence must be supplied to the Operational Safety & Assurance Team prior to being allowed to raise a
permit on behalf of King’s College London.

12.Continuity Plan — Permit System

In the case of a software / power failure it may be necessary to conduct a paper version of the Permit System. In
such case this section highlights the procedure for operating a contractor management system without the aid of
Permit to Work software.

Permit Reference Keep a record of the permits and number them:
Numbering Format = Date/Number

20.01.2020-001

20.01.2020-002 etc.

Record of Live Permits Keep an up to date central record of all active/authorised Permits. Handed Back Permits
must be retained.

Conflict of Planned In order to ensure that no works are authorised that may cause avoidable risk to one

Works another or the public, all Permits must be considered in relation to other existing
authorised permits by one person/team (located within the Campus Engineering
Office).

This may be managed through a table recording the Permit number, Permit type, Location,
Date/Time of works, Contractor and Project Manager.

Security Inform Security of the Issue and advise that all permits not following the BCP new temporary
numbering system should be declined access and referred to the Estate’s office to ensure a
new permit is raised.

It may be necessary to consider any activities already permitted.

RAMS Make sure RAMS are considered, attach RAMS to the permit physically to ensure they
may be considered in relation to works when being monitored on site.
If RAMS cannot be viewed/accepted by the Permit Authoriser then works may not go ahead.

Retention All records must be retained indefinitely until otherwise transferred onto the existing Permit
System once reinstated.

Asbestos Register Ensure the risk of Asbestos being found or disturbed has been considered with the
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asbestos register, or asbestos survey where applicable. If this is not available, then
please refer to the Operational Safety & Assurance Team.
Do not begin works without knowing the status of the asbestos risk.

13.Check sheets, KPI's and inspections

2.20 Pre-Contract Check Sheet
The following check sheet should be completed by the project manager before requesting a permit, they can be
conducted on iAuditor or in paper form to assist the user in following of this document.

N T

Please refer to the Permit to Work Code of practice or Operational Assurance Team for clarification on the procedure.

Planning

Have you produced a scope of works for the
prospective contractor?

The HSE recommends that project managers define the job that is to be undertaken.

Please refer to the Permit to Work Code of practice or
Operational Assurance Team for clarification on the
procedure.

Planning

Have you produced a scope of works for the
prospective contractor?

The HSE recommends that project managers define the
job that is to be undertaken.

Have you produced a risk assessment for the
contractor to inspect?

The HSE recommends that project managers produce a
risk assessment to give to the prospective contractor,
so they can assess the risks.

Has the scope of works and risk assessment been in
conjunction with the local teams?

It is recommended that communication with local teams prior to the Scope of works and risk assessments being completed, as
they will have more knowledge of the risks in the areas of the works.

Pre-works documentation

Has the contractor completed the FO3 and F064 forms
and supplied the insurance documents required in the
Permit to Work Code of practice?

The contractor will not be able to send engineers to site without these documents. Please ensure they are sent to the Assurance
team in adequate time.
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Have the engineers attending site read and signed for
the KCL induction for the campus/Building that they
are to visit?

Engineers will not be able to attend site until they are put on the Permit System.

Has the contractor supplied 'suitable and sufficient'
Risk Assessment and Method statements?

Work cannot commence until the Risk Assessments and Method Statements have been accepted by the Permit Authoriser.

2.21 Permit Authoriser Check Sheet
The following check sheet should be completed by the Permit Authoriser before raising a permit, they can be
conducted on iAuditor or in prepare form to assist the user in following of this document.

Permit request

Has the project manager involved the local teams with
regards to the task to be completed?

It is advised that local teams be included in the awarding of the contract to ensure all the risks of the area are highlighted to the
contractor.

Has the project manager given you all the information
required to raise the permit in the timescale identified
in the permit code of practice?

If you have time you can issue the permit otherwise inform the project manager that the permit will not be raised for the date
and time of the works.

Are the RAMS suitable and sufficient?
Return the RAMS to the project manager highlighting the deficiencies in the RAMS.

Do the RAMS contain the names of the engineers
attending site and have a record of awareness?

Return the RAMS to the project manager highlighting the deficiencies in the RAMS.
Issuing the permit

Does the Permit Authoriser have suitable competency
as stated in appendix B in the permit to work code of
practice?

Do not raise a permit, seek another person who does.

Does the Permit Authoriser have suitable
knowledge of the area and the risks that present
in that area?

Do not raise a permit, seek another person who does.

Has the asbestos register been checked and the
contractor supplied with the relevant
information?

Check the register and relate the information required to the contractor.
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Are all contactors named within the RAMS
present?

Do not issue permits until you have identified all contractors are present.

Are any of the contractors not named on the
RAMS?

Are the contractors in possession of the correct
PPE identified in the RAMS?

Do not issue permit until you are satisfied that they are in possession of the correct PPE.
Has the contractor signed the for the permit?

Do not issue the permit as it will not be valid until they have.

Inspection of works

An inspection of the works being undertaken should be completed by the PM / Permit Authoriser during the works
being undertaken. The Permit Authoriser should decide what is reasonable depending on the hazards and risks
associated with the task.

Has the Permit Authoriser visited the area where
the works are being undertaken?

It is STRONGLY advised by the HSE and KCL that the Permit Authoriser attends the area of the works.

If the answer to any of the questions in the next section is no, ask the contractor to stop work and rectify any breach
of procedure.

Is there a hard copy of the permit available for
inspection?

Are the contractors working in the correct area as
identified by the RAMS and set out on the Permit?

Are the works being carried out being undertaken
as identified in the method statement?

Are the items that are being used that are
covered by PUWER e.g. Ladders, electric tools etc.
have sufficient checks on them e.g. ladder tags,
PAT labels?

Are the works being undertaken in a safe
manner?

Are there any persons working that are not
named on the permit?

Are all contractors still wearing the PPE specified
in the RAMS?

Permit handback
Has the contractor completed the works?

Close the permit and raise another for the next period of works. If the works have overrun, then please ensure a new
set of RAMS are issued to reflect any new engineers attending site and dates.

Has the contractor signed of the permit
electronically?
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Has the contractor signed off the hard copy of the
permit?

Issue a warning to the contractor about this and inform them that they may be banned from site if the permits are
not correctly completed.

Has hot works taken place?

Has an hour fire watch been carried out by the
contractor?

Do not sign off the permit and inform the contractor that they have to return to the area and completed the fire
watch

Now the works are complete have you (the
Permit Authoriser) visited the area for a visual
inspection?

Carry out an inspection of the area before signing off the permit.

Keep the hard copy for a duration of 5 years if the permit did not involve working with asbestos. If asbestos was in
the area or was the task involved keep indefinitely as per the procedure.

2.22 Key Performance Indicators
Permit to work system KPlIs will be reported monthly by the Permit Coordinator.

PTWM KEY PERFORMANCE INDICATORS

FROM: DD/MM/YYYY TO: DD/MM/YYYY

Total Number of LIVE Companies listed

Live Companies with expired paperwork (Insurance,
FO3, F064)

Live Companies with insurance due to expire in 1
month3

Total Number of permits raised Total

Number of expired permits at month close

Fire Alarm

LOTO

Denmark Hill

Guy’s & St Thomas’
Strand & Waterloo

3 This number excludes PFI (Bouygues) and NHS Partners as well as enforcing authorities such as Thames Water and internal
departments (such as KCL IT)
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Residences

Sports Grounds

2.23 Issued Permit Inspection Criteria
Each month several permits issued for the previous month will be reviewed against the below criteria by the
Operational Assurance and Planning & Compliance Teams. Permits raised by each permit authoriser will be audited
at least every three months.

PERMIT HANDBACK & SIGN OFF

Was the permit the correct type?

Name of Company/Contractor on permit

Does the permit contain an authorisation signature?
Does the permit contain an Acceptance signature?
Has the Permit been handed back?

Has the handed back section been completed by the
contractor?

Has the handed back section been signed by the
contractor?

Has the permit handed back section been signed by the
Permit Authoriser?

Has the permit been signed off as completed on the
permit system?

2.24 Site Inspection Criteria
Random site safety inspections on contractor activities will be conducted throughout the academic year. The permit
site inspection criteria look at the completion and application of the permit only.

N T

PTWM DESKTOP PERMIT INSPECTION CRITERIA

Permit No:

What type of permit does this inspection relate to?
Is the Permit type suitable for the works?

Has relevant Asbestos Information been provided?

Is the work location specified and correct?
(Found both on the Permit and the RAMS)

If applicable, has a room number been detailed or
sufficient detail of the location of the works?

Is the Description of Work sufficient for the tasks being
undertaken?
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Has the type of work questions been completed
correctly based on the activity being undertaken?

PTWM ON-SITE INSPECTION

Are all attending operatives listed/named on the
permit?

Are all listed engineers named on the permit in
attendance or accounted for?

Does the contractor have/hold a hard copy of the
permit?

Are the engineers wearing correct PPE for task?

Has the equipment been tested and fit for purpose?
(E.g. Ladder tags and PAT tested)

PRE-INSPECTION CHECKS

Check the Asbestos Register for the room number/s
where the work is taking place and provide detail of
findings:

Is the asbestos register information sufficient for the
works?

Has the permit been accepted electronically by the
contractor?

Do all attending engineers/operatives hold a current
induction?

Is there a record that asbestos information has been
passed to the contractor?

Has a risk assessment and method statement been
uploaded to the permit?

Have the 'Precautions to be Taken' been recorded?

Has the 'Who is at Risk' and severity and likelihood
matrix been completed?

Have all attending engineers read and signed the Risk
Assessment?

POST INSPECTION CHECKS
Has the permit been signed off on the system?

Has the Handing Back section of the Permit been
completed and signed?

Has the Permit been signed off by the Permit
Authoriser and closed on the system?

Are there any outstanding issues/actions from the
previous audit?
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14.Document Review

This code of practice shall be reviewed at least on an annual basis or more frequently as required. This includes, but
is not limited to:

e Audit results

e New information or associated processes
e System changes

e Changes to key personnel

15. References and useful links

Health and Safety at Work etc Act 1974

Management of Health and Safety at Work Regulations 1999

Construction (Design and Management) Regulations 2015

Regulatory Reform (Fire Safety) Order 2005

Contractors Rules & Regulations

KCL Health and Safety Policy

Procedure for Asbestos Management (EF-ASU-02-PR04)

Permit to Work User Guide
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http://www.legislation.gov.uk/ukpga/1974/37/pdfs/ukpga_19740037_en.pdf
http://www.legislation.gov.uk/uksi/1999/3242/pdfs/uksi_19993242_en.pdf
file:///C:/Users/k1513153/AppData/Roaming/Microsoft/Word/Construction%20(Design%20and%20Management)%20Regulations%202015
http://www.legislation.gov.uk/uksi/2005/1541/pdfs/uksi_20051541_en.pdf
https://www.kcl.ac.uk/aboutkings/orgstructure/ps/estates/contractors/rulesregs/2017-June-HS57-Contractors-Rules-Regulations-Contractors-statement-Acknowledgement-Form-signed-2a.pdf
https://www.kcl.ac.uk/governancezone/Assets/GovernanceLegal/Health-and-Safety-Policy-Statement.pdf
https://emckclac.sharepoint.com/:b:/t/EF/IMS/EQ3DXcB0iztJlTiiI-GmBMoB2by4BU3QnaLaKAk9FtRevw?e=cd85ci
https://emckclac.sharepoint.com/:b:/t/EF/IMS/EShqV0i51ABElwKpjSY1n_4BvmQ69fNY5neqIt6Q8DwiaA?e=FHeG2N

APPENDIX A: Additional Permit Management System User Request Form

Additional Permit Management System User Request Form

What is the reason for the request?

What level does the new user require? ] View only

[0 Restricted access

O Full access

What permits will the authoriser/requestor be [0 Permission to access
raising/requesting?
O Permit to work

] Working at height / Roof works / Restricted Access
1 Hot works permit

J Isolation/line breaking

0 Fire alarm isolation

1 Confined spaces

What campus’ will the user need to raise Permits for?

What building(s) will they require to raise permits for?

Name of user King’s number Contact number Signature

Name of requestor King’s number Contact number Signature

Please send this form along with evidence of competency to assurance-estate@kcl.ac.uk.
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APPENDIX B: Definition of Construction Work

Preparation for a structure: Work activities on a struc ture

Exploration

Excavation inchuding

earthwork, trendch, wel
shaft, tunnel cr

Clearance or preparation of

the site or structure for use
of oooupation atits
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Construction
Alteration
Conwersion
Fitting out
Commissicning
Renovation
Repair
Upkeep
Redecoration

Maintenance

Cleaning with water or

abrasive at high pressure
OF USiNg COTToshE O Dome

Prefabricated elements of a

structure

Disassembly

remowal of amy waste or

product resulting from

Removal of a structure

Demeodition

Dismantiing

Any waste or product

resulting from structure

Page 23 of 43

Electrical

Compressed air

Hydraulic

Teleocommunications

Computer or similar

services which are
mormally fimed within or to




APPENDIX C: Competency Matrix
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L
College General Risk Assessment Training or equivalent
(IOSH Managing Safely, NEBOSH) 36
Safe System of Work Training As
required
PTWM Software Training (1-2-1) As
required
Asbestos Register Induction 36
Documented familiarity with the property and systems within N/a
Fire Panel Training provided by term fire alarm contractor
24
Confined Spaces Management As
required
JOB ROLES
Subject to the above requirements, those appointed in the below positions can be a Permit Authoriser
Head of Asset Maintenance & Head of Asset Improvement N/a
Asset Maintenance Managers, Compliance Support Managers N/a *4
Asset Improvement Managers & Campus Operations N/a
Project Managers
Asset Maintenance Team Leaders and (Senior) N/a *4 *4 *4 *4
Maintenance Technicians — Electrical Engineers
Asset Maintenance Team Leaders and (Senior) Maintenance N/a *4 *4 *4 *4
Technicians — Mechanical Engineers
Other KCL Staff N/a
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APPENDIX E: Guidance Note

Permission to Access Permit
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+Zampany o which the pemmsit has been is=sed will be envered here

«Campus and the bailding whene the penmin is valid.

<Permits are ondy valid for ane propemy.

<Al flooes of the buslding where the comracior needs access must be liszed here.

<A reference namber for the works, this should be the risk assessment and method statement anique
number, or the Planon works namber.

< brief descripgion of the wark., including rooms 1 be accessed where possible, should be emered.

+The numnes of all persons with permission for work muss be detailed. Any persons not listed must be
covered by @ separate vald permir, or, access will be refiesed.

<The date and mme range where the permit & valid muss be epered. 1 this is exceeded a new permin
tor the work must be issued o the warlk group.

<Risk Assesaments and Method Stmements must be uploaded 1@ ahe permic.

<Ireamils the name of the KCL person who & in conrol of the works.

“Provides a congact number for all queries or concerns.

<A pemmit s ondy valid if this section has been completed - this can be either hand signed o
elecrronically signed.

<hccess will be refused By Securiey if this i= not completed.




Permission to Access Permit
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APPENDIX F: Blank Permits
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Permission to Access Permit
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Pamnit to Work
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