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Introduction

1. The purpose of this Policy is to set out the approach of Canterbury Christ Church University (‘the University’) in issuing Permits to Work for both employees and contractors. This Policy aims to control the health and safety risks by:

(a) identifying the potential for harm arising from the proposed work
(b) identifying who may be affected
(c) instigating appropriate controls
(d) controlling the means by which a Permit to Work is issued. 

2. Permits to Work represent a formal management system used to control high risk activities. The University Permit to Work system is intended to safeguard those involved in particularly hazardous activities. In issuing a permit to work, there will be an assessment of risks and a specification of the control measures to be put in place to minimise the risk. 

3. Permits to work will usually be necessary for such activities as maintenance or construction work unless a risk assessment indicates otherwise. 

4. The Permit to Work system applies to both University employees and to contractors and others engaged in the relevant activities. 

Work Arrangements Requiring the Issue of a Permit to Work

5. The types of work for which Permits will be required are:

(a) Roof work, high-level light changing, window, facade and canopy cleaning, and other working at height where there is a risk of serious injury 
(b) Working in confined spaces, for example ducts 
(c) Hot work, including welding, soldering or cutting using hot flame techniques outside of a designated workshop area 
(d) Isolation of or modification to fire safety systems, alarms, etc 
(e) Working on utility supply systems or involving access to plant rooms
(f) Work involving interaction with asbestos 
(g) Work in areas where there is a risk of exposure to hazardous chemicals or micro-organisms. 
(h) Excavation and the digging of trenches 
(i) Work involving lifts
(j) Entry into laboratories

6. Where deemed necessary, a Permit will be issued for other hazardous work, particularly where there is the isolation or interruption of systems or services. In the case of contractors, the issue of a Permit is at the absolute discretion of the University. 

Responsibilities
7. The Head of Department ensures appropriate arrangements are in place to identify when Permits to Work are required and the operation of the arrangements comply with the University’s health and safety policies. 

8. The Permit is to be drawn up by the Contract Administrator, who will be the person either arranging for the work to take place or supervising the work. Only those on the list maintained and published by the University Health and Safety Advisor may issue Permits; the list identifies only those named as individuals. 

9. The Contract Administrator 

(a) has the responsibility for oversight of the work requiring the issue of a Permit, and will the issue the Permit in accordance with University procedures 
(b) is central to the system for the control of contractors, and this responsibility extends to the control of members of staff undertaking work requiring the issue of a Permit 
(c) ensures an appropriate risk assessment is made and, where appropriate, method statement produced prior to the work commencing
(d) should be aware of (or be able to foresee) the hazards and potential risks involved in the activity to be carried out under the Permit

10. The Contract Administrator must ensure appropriate arrangements are made to inform those affected by the working, including the Building Warden, and in the case of contractors organise a Site Contact for the period of work in accordance with the arrangements for the Control of Contractors. 

11. Entry to the site is under the control of the Site Contact. The Site Contact will issue a Site Pass. 

12. The Site Contact liaises with Contractors on arrival to ensure there is appropriate access given to the area or location of the activity and necessary information is provided, and arranges for the departure from the site. The Site Contact will ordinarily be a member of Security, a Receptionist or a Campus Administrator, but may be any person who is able to function as site contact and arrangements are made in advance by the Contract Administrator. 

13. No person may issue a Permit to undertake the specified work personally; a Permit must be issued by another individual who is not undertaking any part of the work. In this way, the work is supervised by a person not undertaking the activity. 

14. The University Health and Safety Advisor is responsible for the issue of Permit to Work documentation. 

Implementation and Review

15. The Policy will be reviewed every three years, or following changes in legislation, significant organizational change or an investigation into the operation of the procedures. 

16. The Policy will be supported in its implementation by operational procedures and guidance, which are to be read as one with this Policy. 

17. The Policy applies to all campuses and locations of the University. 

18. The Policy is effective from 1 September 2009. 

Approved by the Health and Safety Committee on 14 May 2009 (Minute 287.3 Refers) 
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