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The basics – what you need to know
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1.  Introduction







                     ( Top
A Safe Working Permit (for Hot Work) is a Safe System of Work and it is specifically designed to cover (as the name suggests) any work which involves the risk of fire from the processes or tasks being carried out.
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2. Scope


The Safe Working Permit principles apply to all KCC premises, including offices, schools, libraries and linked service centres, etc.

Where Officers in Charge of premises use the services of a consultant eg. Mouchel Parkman, then it is likely that they would, in most cases, operate the Permit on behalf of the client, or provide advice.  However, where the Officer in Charge decides to run the contract directly then they will have to take responsibility for the permit.
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3. The why, what and how





                     ( Top
There is a risk of fire from hot work tasks  being carried out.  These could, for example,

involve the use of blow lamps for plumbing, or burning off paint; welding; or laying asphalt on flat roofs etc. Any of these processes could, and far too often do, result in the fabric of the building catching fire, with the possible resultant loss of life and or property.

For further guidance see the appendices below and frequently asked questions.

Appendix  1 -  Hot Work - Safety Procedures, (Guidance for Officers In Charge

of Premises).

Appendix   2 -  Hot Work Precautions Checklist
Appendix   3 -  Hot Work  – Safety Procedures for Contractors



 HYPERLINK  \l "Appendix_4" 

Appendix   4 -  Safe Working Permit Form
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The documentation listed below refers to Legislation and Industry Standards. To read these in greater detail select the website links and type in the name of the document you require. 
· Documentation 

Available direct from the HSE 0787-881165

Health and Safety in Construction (HSG150)    

 Fire Safety in Construction Work (HSG168)
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5   Frequently Asked Questions
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Who should be familiar with the Hot  Work Permit?


    What should the contractor do prior to commencing hot work?  


    Who is responsible for completing the Hot Work Permit?




Who should be familiar with the Safe Working Permit?

Officers in Charge of Premises must ensure they are familiar with the use of the Safe Working Permit, including the Safety Procedure see Appendix 1.



    What should the contractor do prior to commencing hot work?  

The contractor (i.e. anyone who is undertaking the work) must ensure they are familiar 

with the Safe Working Permit system,  including the “Safety Procedures for Contractors”,  (see Appendix 3) which must be affixed to the Safe Working Permit, and they must also complete the “Precautions Checklist”  (see Appendix  2) prior to commencing the work and the signing of the Safe Working Permit Form.


Who is responsible for completing the Hot Work Permit?

Both the Officer in Charge and the contractor must complete the appropriate sections of the Safe Working Permit form, at the appropriate times.  The Permit must be clearly displayed at a suitable location in the work area, prior to commencement of the work.

6. Appendices









                                                 ( Top
Appendix  1 -  Hot Work - Safety Procedures, (Guidance for Officers In Charge

of Premises).

Appendix   2 -  Hot Work Precautions Checklist
Appendix   3 -  Hot Work  – Safety Procedures for Contractors



 HYPERLINK  \l "Safeworkingpermit" 

Appendix   4 -  Safe Working Permit form

Appendix 1


1.  Fire Precautions

1.  Fire exits must be kept clear and readily available for use at all times.

2.  All emergency escape routes must be kept clear at all times, and not used for storage.

3.  Work must not be carried out on escape routes and/or fire exits without the prior approval (i.e. before work commences) of the Officer in Charge of the premises, and where appropriate, the local Fire Authority (NB: where the term “prior approval” is used below, it is deemed to have the same meaning as in this clause).  Appropriate alternative means of escape and procedures must be provided, and communicated to the building users.

4.  Fire-resisting doors, self-closing doors and fire exit doors must not be removed, or blocked up, without the prior approval of the Officer in Charge etc.

5.  Fire-resisting doors and self-closing doors must not be wedged open.

6.  No work must be carried out which will interfere with the fire alarm and/or emergency lighting systems, without prior approval.  The systems must be reinstated to normal operating at the end of each working day.

7.  A storage area for flammable materials must be provided, before commencement of the work, to the satisfaction of the Officer in Charge and the local Fire Authority, where appropriate.

8.  All flammable materials must be returned to the storage area provided when not in use and before leaving the site.

9.  When any work is being carried out which produces heat or sparks which could start a fire, then adequate fire fighting equipment must be provided adjacent to the immediate work area.

10.  Ensure all employees are trained in what to do in case of a fire, including how to call the Fire Authority, the use of fire fighting equipment and the premises’ fire procedures.

2.  Work on Sprinkler Systems

1.  Inform the Insurance and Risk Manager (01622 694632) well in advance of the commencement of work.

2.  Inform the local Fire Brigade well in advance of the commencement of work.

3.  Provide additional portable fire extinguishers, as required.

3.  Health and Safety

1.  An adequate risk assessment (including the Control of Substances Hazardous to Health (COSHH) must be carried out by the contractor and a suitable Safe System of Work introduced and communicated to all staff involved (or affected by the work), prior to commencement of the work.

2.  Adequate first aid provision must be available at all times during the work.

3.  Personal protective equipment, identified as being necessary for the work, must be provided and 

     worn as instructed.

4.  Unauthorised entry into the work area must be prevented.

Appendix 2


This checklist must be completed and signed by a competent person employed by the main contractor, following his/her personal detailed inspection of the work area.












             Tick (()

	
	Yes
	No

	1.  I confirm that I have physically checked the work area in order to ensure that the following safeguards have been provided for, where applicable, 

     prior to issuing Safe Working Permit No 

· Are floors and surrounds swept clean, and clear of rubbish?

· Have all combustible substances and materials, etc, been relocated at least 15m from the operation, or if not, have the remaining items been suitably protected from heat and sparks with non-combustible materials?

· Have all floor or wall openings, within 15m of the work, been tightly covered with non-combustible materials?

· Has suitable protection been provided to prevent heat being transferred through walls or floors etc, e.g. via conductive materials such as steel pipe-work?

· Has a responsible person, with authority to stop the work, been assigned to watch for dangerous sparks etc in the area of the work, and in adjacent areas such as adjoining floors or rooms.  This must include regular checks during the work, and during lunch or other rest breaks.

· Has a responsible and sufficient fire protection equipment (eg hose reel, extinguisher, fire blanket etc) been provided, and has a responsible person (trained in its use) been assigned to stand by while work is in progress?

· Have suitable and sufficient hazard warning signs been posted adjacent to (including above and below, where appropriate) the work area?


	
	

	2.  Are all gas cylinders secured in upright positions, and gas pipes in good condition, properly secured and kept as short as possible?


	
	

	3.  Is suitable personal protective equipment provided to ensure the safety of workers?


	
	

	4.  Do workers know what to do in the event of a fire, e.g. how to raise the alarm, and call for assistance?


	
	

	5.  Are suitable facilities in place in the work area to call for assistance, e.g. telephone, radio, alarm system?


	
	

	6.  Will the work area and adjacent areas be periodically checked by a competent person during the work and for 60 minutes after completion of the work?


	
	

	7.  Add any additional precautions, deemed to be necessary below:


	
	

	NB: The Safe Working Permit must be clearly displayed at a suitable location in the work area, prior to the commencement of the work.

Name of competent person:                               

                    Status:

Signature:  






      Date:  

   Time:
Company:


Appendix 3

Please read the following safety procedures, complete the checklist overleaf, and return it to the Officer in Charge (where appropriate).

Fire Precautions

	1.
	Fire exits must be kept clear and readily available for use at all times.



	2.
	All emergency escape routes must be kept clear at all times, and not used for storage.



	3.
	No work must be carried out on escape routes and/or fire exits without the prior approval (i.e. before work commences) of the Officer in Charge of the premises, and, where appropriate, the local Fire Authority (NB: where the term “prior approval” is used below.  It is deemed to have the same meaning as in this clause).  Appropriate alternative means of escape and procedures must be provided, and communicated to the building users.



	4.
	Fire-resisting doors, self-closing doors and fire exit doors must not be removed, or blocked up, without the prior approval of the Officer in Charge etc.



	5.
	Fire-resisting doors and self-closing doors must not be wedged open.



	6.
	No work must be carried out which will interfere with the fire alarm and/or emergency lighting systems, without prior approval.  The systems must be reinstated to normal operating at the end of each working day.



	7.
	A storage area for flammable materials must be provided, before commencement of the work, to the satisfaction of the Officer in Charge and the local Fire Authority, where appropriate.



	8.
	All flammable materials must be returned to the storage area provided when not in use and before leaving the site.



	9.
	When any work is being carried out which produces heat or sparks which could start a fire, then adequate fire fighting equipment must be provided adjacent to the immediate work area.



	10.
	Ensure all employees are trained in what to do in case of a fire, including how to call the Fire Authority, the use of fire fighting equipment and the premises’ fire procedures.



	
	All waste must be regularly removed.


Health and Safety

	1.
	An adequate risk assessment (including the Control of Substances Hazardous to Health COSHH) must be carried out by a competent person, and suitable Safe Systems of Work introduced and communicated to all workers involved, prior to the commencement of the work.  This should be agreed with the Officer in Charge.



	2.
	Adequate first aid provision must be available at all times during the work.



	3.
	Personal protective equipment, identified as being necessary for the work, must be provided and worn as instructed.



	4.
	Unauthorised entry into the work area must be prevented






Kent County Council


Control of Contractors – Safe Working Permit





4. Cancellation





The Contractor’s Safe Working Permit and any associated permits are hereby cancelled.





Signed: …………………………………………………


(Being an authorised person or their representative to cancel a “Contractor Safe Working Permit”)





Form to be retained by originator.�
�
�
�
�
�






CONTRACTOR


HOT WORK - SAFETY PROCEDURES FOR CONTRACTORS


(To be affixed to all Safe Working Permits for Hot Work)








Hot Work - Precautions Checklist








HOT WORK - SAFETY PROCEDURES (GUIDANCE FOR OFFICERS IN CHARGE OF PREMISES)











Safe Working Permits  (Hot Work)





Your Guide to Health, Safety and Welfare





I DECLARE THAT THE WORK FOR WHICH THIS Permit was issued is now





*Suspended / Completed


     (delete as required)





that all persons have been withdrawn from the above work, that all gear, tools and materials have been removed and the area left in a safe condition.





Signed: ….……………………………………………..


(from person named in ‘2’)





Date: ………………………  Time: …………………..





*Reason: ……………………………………………….

















3. Clearance








I ………………………………………. (Block Capitals)


being the contractor agree the contents of this permit and accept responsibility for carrying out the work as detailed and will only allow those named to work accordingly.



































2. Receipt





NO WORK SHOULD BE UNDERTAKEN UNLESS SECTIONS 1 AND 2 ARE COMPLETED





This Permit is valid:


From:


Date: …………………….  Time: ………………………





Until:


Date: …………………….  Time: ………………………


(not exceeding 5 days)





Signed: ………………………………………………….





Date: …………………….  Time: ……………………..











NOTE:  A separate specific risk assessment is required for any work involving:


Asbestos


Hot working


Roof working and working from height


Confined spaces


Breaking into pipes


Excavation/ digging


High voltage (seek specialist advice)


Lift maintenance work


Gas work








�
Yes�
No�
�
Has the contractor’s risk assessment been conducted?


�
��
��
�
Has a premises risk assessment been conducted?


�
��
��
�
Has a copy of safety rules been provided to the contractor?


�
��
��
�
Has the contractor seen and signed the asbestos register?�
��
��
�
*If the answer to any of the above is ‘no’ then work should not proceed and you should consult the Property Group for further advice.





Location and details of work to be carried out:





…………………………………………………………….





…………………………………………………………….





…………………………………………………………….





…………………………………………………………….











Name of contractor in charge of the work is





…………………………………………(Block Capitals)





Supplementary labourers / sub contractors are:





Name of Person�
Name of Company�
�



�
�
�
�



�
�



�
�
�



�
�
�



�
�
�









I ………………………………………. (Block Capitals)


being the officer in charge / duty holder, issue this ‘Permit’ to:





Company: ……………………………………………….





……………………………………………………………..














1.  Issue
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