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Permit to Work Policy

1. Purpose

This Permit to Work (PTW) Policy establishes a standardised approach to ensuring
safe working practices and minimising risks to health, safety, and the environment for
tasks involving hazardous or high-risk activities within Truro City Council's jurisdiction. It
also integrates seamlessly with other safety policies and regulatory frameworks within
the Council, ensuring a comprehensive and unified approach to managing
workplace safety.

2. Scope

This policy applies to all employees, contractors, and third-party personnel engaged
in activities within Truro City Council properties or under its responsibility that involve
high-risk tasks, including but not limited to:

e Hot works (e.g., welding, cutting, grinding)

e Confined space entry

e Electrical work

e Work at height

e Excavation

e Hazardous substance handling

e Work impacting public utilities or infrastructure
e Safeguarding

This policy is designed to align with other operational policies of Truro City Council,
ensuring consistency in managing risks and avoiding overlaps or gaps in safety
protocols.

3. Responsibilities

3.1 Truro City Council

e Develop, implement, and maintain the PTW system.
e Provide training to employees and contractors on PTW procedures.
e Monitor compliance with the policy and associated procedures.

3.2 Supervisors/Managers

e Ensure that permits are issued and approved before work commences.

o Verify that appropriate risk assessments and method statements (RAMS) are
completed.

e Monitor ongoing work to ensure compliance with the conditions of the permit.

e Escalate any compliance issues through the appropriate channels, including
notifying senior management or the Health and Safety team for resolution.
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3.3 Workers and Contractors

o Comply with all conditions outlined in the permit.

o Follow all applicable safety regulations and use required personal protective
equipment (PPE).

e Immediately report unsafe conditions or incidents to the Council’s
representative.

4. Permit Types

The following permits are included in the PTW system:

For activities involving open flames or heat-

Hot Work Permit . i
producing equipment.

For entry into enclosed or partially enclosed

Confined Space Eniry Permit spaces with potential hazards.

For electrical installation, maintenance, or repair

Electrical Work Permit o
activifies

For work conducted at a height where falls could

Working at Height Permit o
result in injury.

Excavation Permit For digging or tfrenching activities.

For work that will involve being in proximity to

Safeguarding Permit children and vulnerable adults

For other activities deemed high-risk by the

General Permit )
Councill.

Tasks qualify as high-risk based on criteria such as:

e Potential for significant injury or harm.

e Involvement of hazardous materials or conditions.

e Requirement for specialised safety controls or equipment.
e Possible impact on public safety, utilities, or infrastructure.

5. Permit Issuance Process

5.1 Pre-Work Requirements

1. Complete arisk assessment and RAMS for the proposed task.

2. Submit a permit request form, including all supporting documentation, to the
designated Council representative.

3. Aftend a pre-work briefing to review the permit conditions and safety
measures.

5.2 Permit Approval

1. The Council's authorised personnel will review the permit request.
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If approved, the permit will be issued with specific conditions, including:

o Scope of work
o Duration and validity
o Required controls and PPE

3. The issuing authority and the responsible worker or contractor must sign the

permit.

5.3 Permit Display and Compliance

1.

A copy of the approved permit must be displayed atf the worksite.

2. Workers must adhere strictly to the conditions of the permit.

3. Unauthorised changes to the work scope or conditions invalidate the permit.

6. Monitoring and Audit

To ensure compliance, permitted worksites will be inspected regularly. The
frequency of inspections will be determined by the risk associated with the
activity, with high-risk tasks requiring more frequent checks.

The Health and Safety team will oversee the auditing process and ensure
corrective actions are implemented where necessary.

Any non-compliance may result in work stoppage, revocation of the permit,
or other actions deemed appropriate by the Council. Regular inspections of
permitted worksites will be conducted to ensure compliance.

Any non-compliance may result in work stoppage, revocation of the permit,
or other actions deemed appropriate by the Council.

7. Emergency Procedures

In the event of an emergency, all permitted work must cease immediately. Workers
should follow the site-specific emergency response plan and report to the
designated assembly point. Examples of emergencies include fire outbreaks,
hazardous material spills, structural failures, or severe weather conditions. Workers
must also know and adhere to evacuation procedures detailed in Truro City
Council's overarching emergency management plans. Permits may be revalidated
after the emergency is resolved and conditions are reassessed.

8. Training and Communication

All personnel involved in the PTW system must undergo training on this policy
and its procedures. Training will be conducted annually or more frequently if
significant changes to the policy occur.

Contractors and employees are required to participate in mandatory training
sessions to ensure consistent understanding and application of safety
protocols.
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o Updates to the PTW system will be communicated promptly to all
stakeholders.

o All personnel involved in the PTW system must undergo fraining on this
policy and its procedures.

o Updates to the PTW system will be communicated promptly to all
stakeholders.

9. References

e Health and Safety at Work Act 1974

e Management of Health and Safety at Work Regulations 1999
o Confined Spaces Regulations 1997

e Work at Height Regulations 2005

e Construction (Design and Management) Regulations 2015

10. Policy Review

This policy will be reviewed annually or as required to reflect changes in legislation,
best practices, or operational requirements. The review will include consultation with
relevant stakeholders to ensure the policy reflects diverse needs and perspectives.

11. Non-Compliance

Failure to comply with this policy may result in employee disciplinary action and
potential contract termination for contractors or vendors.

12. Approval and Communication

Truro City Council approves this policy, effective from 31/03/2025. It must be
communicated to all relevant stakeholders and incorporated into the City Council’s
operational practices.
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