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1 Purpose 

The Campus Management (CM) is committed to the health and safety of its employees, contractors, and 

visitors. The purpose of this procedure is to set the minimum standard for all works being carried out at 

UWA that the CM is responsible for, and to provide a structure for the management and implementation 

of the Authority to Work (ATW) and High-Risk Work Permit (WP) system. 

This procedure will provide instruction and specific information on the ATW and WP system and assist 

managing risk on all work being carried out by employees and contractors. This system provides a 

consistent and systematic approach to the control of risks for specific activities occurring in the workplace 

as well as controlling access to areas identified as restricted. 

When high risk work tasks that present potential risks are identified, a unique high risk work permit form 

shall be issued, which will document the task specific requirements. This process authorises work only 

after a risk assessment has been completed where all foreseeable hazards have been considered. The 

ATW and WP systems are both designed to prevent incidents in the workplace. This system is currently 

paper based with copies of documents saved electronically. 

2 Scope 

This procedure is applicable to all UWA workers, employees, and contractors.  

This document serves as a minimum requirement and is subject to the additional requirements of 

legislation, clients, or plant manufacturers.  

The objectives of the ATW and WP System are: 

• Ensure all work is carried out in a safe, structured, and efficient manner by employees and 

contractors 

• Ensure personnel involved in the work hold the correct qualifications and are trained and competent 

to conduct the work 

• Ensure Area Owners / Departments are notified of work to be completed in their work area to protect 

other staff, students, and visitors  

• Ensure all high-risk work is identified and specifically managed via a permit system through to 

completion, and 

• Ensure all work is authorised by UWA Responsible Person and that an Authority to Work form is 

completed. 
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3 Associated Documents 

The following documents are associated with this procedure. 

3.1 Internal Documents 

The following internal documents are associated with this procedure. 

Table 1: Associated Internal Documents 

Document Number Document Name TRIM No 

 Authority to work form  

 SWMS  

 SWMS Checklist  

 Risk assessment and Take 5  

 Associated Work Permits  

3.3 Key Legislation 

Key legislation, standards, and guidelines applicable to this procedure include, but are not limited to, the 

following. 

Table 2: Key Legislation, Standards and Guidelines 

Key Legislation / Standard / Guideline Compliance Requirement 

WA WHS Act 2020 The act governing WHS in WA  

WA WHS (General) Regulations 2022 The regulations governing WHS in WA 

4 Glossary 

The following terms are used in this document.  
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Table 3: Glossary of Terms 

Term Description 

After Hours, Business Hours Business Hours are: 

• 8:00am to 4:00pm – Monday to Friday 

After Hours / Outside of Business Hours are: 

• 4:00pm to 8:00am – Monday to Friday 

• All Day/Night on Weekends (Saturday and Sunday), and 
Public Holidays 

 

Area Owner The person responsible for the management of a specific area on 
site, which can include Service Line Managers and department 
leads. 

AS/NZS Australian Standard/New Zealand Standard. 

ATW Authority to Work. It is a paper-based document which when 
completed and issued by an authorised CM responsible provides 
contractors with the approval to complete works on site at UWA. 

Authorised Isolator An authorised person who carries out isolations and ensures the 
workplace is positively isolated from sources of potentially harmful 
energy and is secured by the Authorised Isolator lock. 

Competent Person Competent person means a person who has acquired through 
training, qualification or experience the knowledge and skills to carry 
out the task. 

Confined Space An enclosed or partially enclosed space that is not intended or 
designed primarily as a place of work and is at atmospheric 
pressure while persons are in it, and may have an atmosphere with 
potentially harmful contaminants, an unsafe level of oxygen or 
stored substances that may cause engulfment, gases or vapours 
that may cause injury from fire or explosion and may (but need not) 
have restricted means of entry and exit. 

Due Diligence  Under the WA WHS Act ‘Officers’ must demonstrate due diligence 
showing the reasonable steps taken within their area of 
responsibility.  

Officers must: 

• Acquire and keep up to date knowledge on WHS matters. 

• Understand the nature of hazards and risks within their 
local areas. 

• Consult with workers on WHS matters. 

• Ensure that appropriate resources are provided and that 
processes are in place to eliminate or otherwise minimise 
risks. 

• Ensure reporting processes are in place for receiving S&H 
information regarding hazards, incidents, and risks and 
that a timely response will occur; and 

• Ensure that workers complete all required S&H training. 
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Term Description 

  

 

 

 

Replace in WHS Act as ‘worker’ 
please see below  

 

Under the WHS WA Act 2020 the term ‘Worker’ has replaced 
‘Employee’ 

Energy Isolation Dissipating or restraining (containing) any stored energy which may 
give rise to a hazard. 

Fire Sentry A person who sole role is to watch the hot work activities to ensure 
they do not start an uncontrolled fire. The Fire Sentry is trained and 
competent in the use of firefighting equipment. 

CM Responsible Person (for 
contractors) 

The CM nominated person responsible for reviewing and approving 
the documentation and to ensure the work is completed as per the 
conditions set out in this procedure.  

The CM Responsible Person has a full understanding of the works 
that are planned to be conducted, and they are responsible for 
ensuring that personnel and/or contractors are compliant with the 
site rules.  

Refer to the Roles and Responsibilities section of this procedure for 
further information.  

Hazardous Area An area in which flammable liquids, vapours, gases, combustible 
liquids, dust, fibres or other flammable or explosive substances may 
be present. 

Hierarchy of Controls The hierarchy of controls is a set of ranked risk control measures 
ranging from most to least effective.  These include elimination 
(most effective), substitution, isolation, engineering, administrative 
and the use of personal protective equipment (least effective). 

High Risk Work Licence A High-Risk Work Licence is a photographic licence, issued to 
persons who have been trained and assessed as competent to work 
in a class of work defined as high-risk work.   

The licence is issued by WorkSafe and is valid for 5 years. The 
licence is issued subject to identification checks and verification of 
age.  You must be at least 18 years of age before you can be 
issued with a High-Risk Work Licence. 

WP Work Permit. A document authorising a person to undertake specific 
high-risk work in a designated area. 

High Voltage Operator A Competent Person assessed by the Authorising Engineer and 
appointed in writing by the UWA Authorising Authority to be 
responsible for the implementation of specific operational duties 
associated with the electrical distribution system.   
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Term Description 

Hot Work Any work that has the potential to create a source of ignition. This 
may include, but is not limited to, grinding, welding, thermal or 
oxygen cutting or heating and other related heat or spark producing 
operations.  

Ignition Source An ignition source is defined as any fire or spark producing activity, 
component, or piece of equipment (e.g., welding, grinding, saw-
cutting concrete etc.). 

Isolation Isolation is a method that blocks liquid, gas, electric current or other 
stored energy to ensure safe access for inspection or maintenance. 

JSEA Job Safety Environment Analysis 

Line Manager The next in line manager for an employee, regardless of role within 
the business i.e., the supervisor of an employee, the team leader of 
a supervisor, the service line manager of a team leader. 

Officers (under new WHS 
legislation)  

Under new WA WHS legislation ‘Officers’ of a ‘PCBU’ as defined in 
the Commonwealth ‘Corporations Act 2001’. Officers include 
individuals that: 

• Make or participate in making decisions that affect the 
whole or substantial part of UWA; or  

• Have the capacity to significantly affect UWA’s financial 
standing. 

UWA ‘Officers’ under the WHS Act will be required to demonstrate 
due diligence in how safety and health is managed within their area 
of responsibility. 

PCBU Person conducting business or undertaking work on behalf of the 
University 

Permit Holder 

(Contractor representative)  

A competent person that is trained and holds a current competency 
in high-risk works being performed.  The Permit Holder shall be 
accountable for all work performed under the issued High-Risk 
Work Permit(s). 

Permit User/s Other people working under the conditions of the permit issued to 
the Permit Holder. 

PPE Personal protective equipment. 

PPM(s) Planned Preventative Maintenance. PPMs are planned works that 
are conducted as per appropriate schedules. 

Primary Duty of Care 
Under the WHS WA Act 2020, UWA has a primary duty of care as 

the Person Conducting a Business or Undertaking (PCBU) and 

must ensure, so far as is reasonably practicable, the health and 

safety of workers engaged by the PCBU and workers whose 

activities in carrying out work are influenced or directed by the 

PCBU, while workers conducting work on behalf of UWA. UWA 

must also ensure so far as is reasonably practicable, that the health 

and safety of other persons is not put at risk from work carried out 

as part of the conduct of the business or undertaking. 
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Term Description 

Recipients Like Permit Users. This term is used in the High Voltage Access 
Permit. 

Recipients in Charge Like Permit Holders. This term is used only in the High Voltage 
Access Permit and High Voltage Isolation and Access Procedure. 

Restricted Access / Restricted 
Areas 

Areas that are restricted access and only available to persons 
authorised by the Area Owner and under an authorised ATW  

Risk Assessment A risk assessment is an analysis done to ensure that the hazards 
associated with a job are identified and controls are put in place to 
mitigate the risks associated with those hazards.  

A Safe Work Method Statement (SWMS) is a form of formal risk 
assessment, and a Take 5 is an individual risk assessment. 

SWMS Safe Work Method Statement.  

Service Line Manager The service line manager and area owner for that department. 

Site Supervisor / ATW Holder Referenced in the Authority to Work Form. A term used to describe 
an employee or contractor Supervisor who will be on site during the 
works and will be responsible for the work group and the works 
being conducted.  

This may change from shift to shift, and as such the person that 
attends to fulfil this role must sign onto the ATW during their 
allocated time. 

Stored Energy Electricity, gas, oil, water and other fluids, air, steam, oxygen, or 
other stored energy source, flywheel, mechanical, gravitational, 
kinetic, chemical, the level or intensity of which could pose a threat 
to a person(s) safety. Input from SWMS list 

Take 5 A personal risk assessment. 

Worker  

Under the WHS WA Act 2020 
the term ‘Worker’ has replaced 
‘Employee’ 

The PCBU has a primary duty of care for any worker who carries 

out work on behalf of UWA as an employee, contractor, 

subcontractor, employee of a contractor or subcontractor, employee 

of a labour hire company, outworker, apprentice or trainee, a 

student gaining work experience or a volunteer  

 

5 Roles and Responsibilities 

The table below shows the key roles and responsibilities at UWA. Further information is detailed in section 

6 of this procedure, under Position Descriptions. 
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Table 4: Roles and Responsibilities 

Role (or equivalents) Responsibility 

Service Line Managers All Service Line Managers shall: 

• Ensure adequate resources are provided for the 
implementation of this procedure. 

• Ensure all relevant employees within their area of 
responsibility have been trained in this procedure. 

• Ensure that this procedure remains current and is 
reflective of business practices. 

Line Managers (i.e., Supervisors 
/ Team Leaders) 

All Line Managers shall: 

• Ensure adequate resources are provided for the 
implementation of this procedure. 

• Ensure all relevant employees within their area of 
responsibility have been trained in this procedure. 

• Conduct inspections, job observations and audits to 
ensure the requirements of this procedure are being 
implemented. 

CM Responsible Person (for 
contractors) 

The CM Responsible Person shall: 

• Be the primary person for review and approval of the 
Authority to Work  

• Ensure that only competent personnel have been 
appointed as Permit Holders and other roles as necessary. 

Permit Holder The Permit Holder shall: 

• Be the primary person in control of the works and provide 
adequate supervision. 

• Apply for the Authority to Work. 

• Ensure adequate resources are provided for the 
implementation of this procedure. 

• Ensure all relevant employees within their area of 
responsibility have been trained in this procedure. 

Employees and Contractors All Employees and Contractors shall: 

• Comply with any reasonable instructions given relating to 
risk control measures and emergency procedures. 

• Carry out work in accordance with any relevant information 
and training provided to them. 

• Comply with the reasonable requirements of this 
procedure. 
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6 Risk Management Overview 
6.1 Hazard Identification 

The hazard identification process is designed to identify all situations where people may possibly be 

exposed to injury, illness, or disease, as well as to identify damage (real or potential) to property or the 

environment. 

Hazards generally arise from the following aspects of work and their interaction: 

• The physical work environment 

• The equipment, materials and substances used 

• Work tasks and how they are performed, and 

• Work design and management. 

 6.2 Risk Assessment Process 

A risk assessment involves considering what is reasonably foreseeable i.e., what could happen if 

someone is exposed to a hazard and the likelihood of it happening. A risk assessment can assist in 

determining: 

• How severe a risk is? 

• Whether any existing control measures are effective 

• What action should be taken to control the risk, and 

• How urgently the action needs to be taken. 

The purpose is to determine: 

• The consequence of harm should it occur, and 

• The likelihood that a hazard may cause harm. 

When assessing an area or task, employees who work in the area and/or are required to undertake the 

task must be consulted. The skills and experience of employees can be crucial in ensuring that all hazards 

are identified and that an accurate assessment of the risk is carried out. 

6.3 Hierarchy of Controls 

The ways of controlling the risks associated with hot work are ranked from the highest level of protection 

and reliability to the lowest.  This ranking is known as the hierarchy of controls.   

In determining the level of controls to put in place to manage and control the risks associated with the 

task, you should always choose the control that most effectively eliminates or, if this is not reasonably 

practicable, minimises the risk in the circumstances.  This may involve a combination of two of more 

different controls. 
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6.4 Examples of Controls 

The following list, in order of priority, provides examples of how the hierarchy of controls can be applied: 

1. Elimination – Eliminate the need for the works to be undertaken e.g., by having materials 

manufactured off site. 

2. Substitution – Substitute the hazard for something safer e.g., substitute a hazardous 

chemical for a less hazardous or non-hazardous one. 

3. Isolation – Isolate the hazard from people e.g., use of a barrier to prevent exposure. 

4. Engineering – Use engineering control measures to minimise the risk e.g., use a fume 

hood / extraction system to contain chemical while in use, or place speed controls onto 

machinery 

5. Administration – Use safe work practices to control the risk e.g., ensure comprehensive 

procedures are in place and adequate training. 

6. Personal Protective Equipment (PPE) – Use of appropriate protective clothing such as 

respiratory mask, safety glasses, apron, safety boots etc. 

A combination of these controls may be required to adequately manage, and control risks associated with 

the works. 

7 Risk Assessment Tools and Documentation 
7.1 Take 5  

The Take 5 provides an opportunity to pause and think through a task, and it is a chance to identify the 

hazards at the point of work and apply controls before a task proceeds.  

The Take 5 process involves: 

• Think through the situation where the task is to occur (situational awareness), consider the scope, 

the level of involvement and work method to be used 

• Look for potential hazards (what harm, incident, detrimental event, or loss could occur) 

• Identify the controls to eliminate or reduce the risk of a hazard 

• Plan what needs to be done to implement the controls 

• Proceed to safely undertake the task, ensuring you act personally or notify others what must be 

done and why, and 

• Escalating and reporting the hazard to a Line Manager or the CM Responsible Person if unable to 

effectively control the hazard. 

Contractors may use their own Take 5 template if approved by the CM Responsible Person. All members 

of the work party must be able to produce a copy of their Take 5 if requested during the works. 

  



Date: 31 October 2022 Review date: TBC Authorised by: Andrew Thomson 

Version: 1 The University of Western Australia 

 

7.2 Job Safety Environment Analysis (JSEA) 

A JSEA is required for all tasks at UWA that are rated as a major risk. This may be required for low and 

medium risk tasks where it has been identified through the Take 5 process that a JSEA is necessary, and 

for new tasks that have not yet been assessed.  

A JSEA outlines the: 

• Step-by-step activities associated to the task 

• Hazard type/s associated to the task 

• The risks associated to the task 

• Inherent risks associated with the hazard/s 

• Control measures to be implemented, including PPE requirements, and 

• Residual risks associated with the hazard/s. 

A JSEA is to be completed by the person/s responsible for carrying out the task and is to be reviewed 

and endorsed by the Permit Holder and the CM Responsible Person prior to commencing the task.  

A JSEA is to be reviewed and signed daily/at the start of each shift by personnel for the duration of the 

works to ensure any changes to the workplace are reviewed, assessed, and made safe prior to works 

commencing.  

7.3 Safe Work Method Statement SWMS 

A SWMS is a safe work method statement that is required for the approval of the Authority to Work form. 

The purpose of a SWMS is to help the CM Responsible person and workers understand the requirements 

that have been established to carry out work in a safe and healthy manner. 

The SWMS: 

• Sets out the work activities in logical sequence 

• Identifies hazards 

• Describes control measures. 

 

7.4 Critical Systems  

Prior to commencing any work, all critical service and/or infrastructure systems must be considered and 

identified prior to the work commencing, to ensure continued critical services are maintained to the 

University and associated facilities. Critical systems (e.g., water, HV/LV electricity, gas, communications) 

shall not be shut down without prior planning and approval from Area Owner and Campus Management. 

The risk of shutting down critical   services and infrastructure needs to be clearly identified and managed. 

If any critical services and infrastructure may be affected by the work, Campus Management must be 

notified in advance and give their written approval to conduct the work. 
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7.5 Identification of Simultaneous Operations (SIMOPS) 

If SIMOPS are identified, a risk assessment shall be conducted by the CM Responsible Person and 

respective Permit Holders/CM Responsible Person to determine the effect of the proposed work activities 

on active permits.  

If the SIMOPS or work conflict issue cannot be resolved by CM Responsible Person, the ATW and/or WP 

shall not be issued, and the work shall be rescheduled. 

8 Position Responsibilities  

This section describes in greater detail the specifics of the roles that are involved in the ATW and WP 

process. 

8.1 CM Responsible Person 

The CM Responsible Person is the designated person who manages and supervises the work services. 

This is the CM nominated person responsible for reviewing and approving the documentation and to 

ensure the work is completed as per the conditions set out in this procedure. 

This role could be held by the Team Leader, Project Lead/Manager, or other Subject Matter Expert (SME). 

This role is responsible for all contractors that they engage while they are performing works on site. 

 

The CM Responsible Person is the subject matter expert (SME) in the work being performed by the 

contractor.  

They are responsible for:  

• Reviewing and approving the work scope on the ATW,  

• Reviewing and approving the submitted risk assessment/s prior to permitting the provision of any 

work permits, and 

• Ensuring the work is carried out safely in accordance with the approved ATW and any work permits 

and associated procedure/s. 

 

Other responsibilities of the CM Responsible Person include but are not limited to the following: 

• Review and approve the risk assessment (SWMS and JSEA) to verify it is adequate to manage the 

risk for the scope of work, so the work can be done safely. Ensure all relating documentation (e.g., 

ATW form and WP) is completed and correct to ensure the work pack is complete prior to approving 

the ATW and WP 

• Ensure that the work tasks and services are coordinated and managed in accordance with all 

applicable Legislative Acts, Australian Standards, Codes of Practise, UWA Plans, Policies, 

Procedures and Work Instructions 

Being a CM Responsible Person does not mean that the CM Responsible Person must be on site 

while the contractors are performing works. 
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• Ensure that employees and contractors are aware of any OSHE hazards and risks that may exist 

in the area in which they are working 

• Ensure that employees and contractors work safely and complete the work as specified in the 

contract and risk assessment 

• Ensuring there are no conflicting simultaneous operations (SIMOPS) in the same area. Where 

SIMOPS has been identified, conduct a risk assessment to determine if the work can commence. 

• Monitoring the progress of the work, and if the employee or contractor is not carrying out the work 

as per the requirements, take immediate steps to remedy the situation. This may include 

suspending or cancelling the work 

• Ensure that the persons conducting the work are appropriately qualified to do the work 

• Ensure that all required checks are undertaken to verify that the permit was used correctly 

• Verify all isolations are returned to normal and tested where required 

• Ensure all appropriate persons are informed when a job is complete or suspended and that the 

permit is closed. 

• Ensure that records are updated as per the relevant processes 

• Confirm the Area Owner / Department has been notified of the work, and 

• Sign as Area Owner for CM Areas 

8.2 Authorising Engineer (High Voltage Access Only) 

On the High Voltage Access Permit, the Authorising Engineer is the person that is authorised to issue this 

permit based on their level of competency.  

8.3 Authorised Isolator 

Authorised Isolator is used to ensure compliance with this procedure and the Lockout Tagout Procedure 

(To be developed).  

8.4 Area Owners / Departments 

Area Owner must understand the work for which a permit has been sought and acknowledge the impact 

this may have on all local areas before agreeing for the works to proceed. The CM Responsible Person 

must ensure that the Area Owner agrees to the following points: 

• They have an understanding what work is to be undertaken, where and what equipment 

• They have an understanding the impact the work may have on clinical activity and patient safety 

• They confirm and authorise works to commence on times and dates stipulated on the ATW and 

any applicable permits 

• They acknowledge formal arrangements for the work by signing the permit to work or providing 

electronic approval (e.g., email) 

• They agree to inform the CM Responsible Person if conditions change, or emergencies arise to 

cease work or to reschedule scoped works. 
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8.5 ATW Holder / Site Supervisor (Authority to Work Only) 

The Permit Holder is the Contractor’s nominated responsible person who is accountable for the work and 

sign onto the approved ATW and associated Work Permit(s) and to sign to close them out once the works 

are completed. 

The responsibilities of Permit Holder are to: 

• Communicate the work scope to all WP Permit Users / ATW Users to ensure they understand the 

work and their responsibilities 

• Ensure all hazards associated with the proposed work have been identified, assessed, and 

controlled by reviewing the associated supporting documents (SWMS, JSEA, Take 5, etc.) 

• Confirm there are no conflicting simultaneous operations (SIMOPS) in the same area 

• Ensure plant items and work areas are made safe prior to work commencing 

• Ensure the completed and issued ATW form, applicable WP and other associated documents are 

displayed / readily available at the work area 

• Ensure all persons in the work group always comply with ATW and WP conditions 

• Ensure that work progresses as detailed in the ATW and WP, risk assessment (SWMS) and any 

other relevant contract/work specifications 

• Ensure that if any permit conditions change or are breached, all work shall cease, and the ATW 

and WP shall be suspended or cancelled. If there is a WP, the permit users must sign off the permit. 

The breach must be reported to the CM Responsible immediately 

• Communicate with the CM Responsible Person if the works are going to exceed the specified 

expected completion time / date 

• Ensure the work areas and equipment are left clear, clean, and safe 

• Advise the CM Responsible Person and other personnel (as appropriate) that the ATW and/or WP 

has been completed or cancelled. 

• Ensure that the ATW and WP is signed off as completed by all Permit Users and returned to the 

CM Responsible. 

8.6 Permit Users 

The Permit Users are the persons working under an issued WP. Responsibilities of Permit Users include 

but are not limited to the following: 

• Ensure they have read and understood the requirements of the WP and associated risk assessment 

(SWMS and JSEA) 

• Sign on to all ATW, WP SWMSs and JSEAs for task, and sign off on all documentation appropriately 

once the shift has ended/works are completed 

• Be skilled, qualified, trained, and competent to perform the work, including holding any high-risk 

work licenses and using all identified personal protective equipment (PPE) 

• Always adhere to the WP requirements 

• Ceasing work and informing the Permit Holder if there is a breach of the WP conditions or a change 

in scope of work, and 
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• Ensuring plant items and work areas are made safe. 

9 Authority to Work System 

This system is in place to ensure all work carried out at UWA is approved and authorised.  

9.1 UWA Workers ATW Documentation Requirements 

All UWA Workers shall work under a Maximo work order as their authority to work. The work pack 

documents, which may include, but is not limited to Maximo work order and risk assessment must be kept 

at the work site. 

The documents required include: 

• Maximo Work order 

Supporting Documentation 

• Risk Assessments / Take 5’s 

• SWMS and JSEA 

•  Work Permits 

• Work Instructions or Procedures 

9.2 Contractor ATW Documentation Requirements 

Contractors must complete an ATW for all works they are contracted to complete.  

The ATW form and supporting documentation must be completed and submitted to the Responsible 

Person at least 48 hours prior to the work commencing. The work pack documents, which may include, 

but is not limited to ATW and risk assessment must be kept at the work site. 

The documents required include: 

• Maximo Work Order 

• Authority to Work Form  

• SWMS and JSEA If Required 

Supporting Documentation: 

• Risk Assessments / Take 5’s 

• Work Instructions or Procedures 

• WP 

 

After hours works deemed as an emergency can be actioned via a verbal approval to proceed from a 

Campus Management Representative.  

(Note: Issue of work without an ATW would be considered an ATW internal process non-conformance 

and will be subject to internal investigation) 
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9.3 Contractor Authority to Work Process 

Table 5: Contractor Authority to Work Process 

Task Information 

Works Request CM Jobs Shall: 

• Raise Maximo Work order. 

• Determine if Inhouse or Contractor required 

• Confirm if Contractor is approved in Rapid global 

• Send Work order to Contractor under (WAAPL Works 
awaiting approval) 

 

Request for Authority to Work. A subcontractor or employee may request Authority to Work once a 
Maximo Work has been provided. 

Documentation required with the request for Authority to Work are: 

• Completed Authority to Work Form 

Completed SWMS or JSEA approval from the Area Owner must be 
obtained and evidenced. The documentation for the Authority to 
work must be submitted to the least for 48 hours prior to the work 
commencing.  

 

Assess and Process ATW The CM Responsible Person will conduct the following: 

• Assess the documentation. The CM Responsible Person 
will be the first to assess the ATW and other 
documentation for accuracy and understanding of the work 
requesting to be undertaken. They will also ensure all 
information and supporting documentation is provided and 
correct.  

o If all the documentation is in place and correct, it 
will be approved by the CM Responsible Person. 

o If the documentation is not approved, then the CM 
Responsible Person will return it to the requestor 
to rework and resubmit. 

• Approve the documentation. The CM Responsible will 
then process the documentation, allocate a number. 

• Notify the Contractor of approval for works and 
provide an electronic copy of the approved ATW. 
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Task Information 

Begin Work The Contractor Supervisor and Permit Holder will: 

• Shall sign in on Rapid Global and attend security for swipe/ 
key access 

• On arrival at the work area, the  
Contractor Supervisor and/or Permit Holder must notify the 
Area Owner or other equivalent person within the 
building/area that they have arrived to perform specified 
work. 

• Ensure that work area is prepared in accordance with 
specified ATW and risk assessment conditions and safety 
precautions. 

• Conduct pre-start to ensure control measures are 
understood by work group completing the task and that all 
workers have signed onto SWMS and or JSEA. 

• Ensure that their employees complete the work as detailed 
in their risk assessment and their contract/job 
specifications and a personal take 5 

•  

Work Completion The Contractor Supervisor and Permit Holder will: 

• Ensure that work is completed and equipment; work area 
is left in a clean and safe condition. 

• Ensure that work area is left in accordance with specified 
ATW and risk assessment conditions and safety 
precautions. 

• Where applicable, advise the Area Owner that the work is 
completed, and that the area is available for use. 

• Sign off the documentation in the appropriate close out 
sections, and return the ATW and supporting 
documentation to the CM Responsible 

• Sign out from Rapid Global and attend security to return 
any keys etc. 

 

Close ATW On the completion of work: 

• The contractor Supervisor has signed the Authority to 
Work Closure section of the ATW to confirm the work has 
been completed and the area is in a clean and safe 
condition. The CM Responsible will sign off and close all 
ATW and associated documentation with the work once all 
the above requirements have been met. 

10 Work Permit System 

This system is in place to ensure all work carried out at UWA, which involves a Work Permit, is approved, 

and authorised. All Work Permits must be issued at the work site. 
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 10.1 When is a Work Permit Required? 

Work Permits identify, and controls potential hazards / risks associated with particular high risk work 

activities. They detail specific controls and safe work practices to be implemented during the execution of 

those activities. The activities listed below shall each require a Work Permit and JSEA to be completed 

and approved prior to any work commencing: 

• Confined Space Entry 

• Excavation 

• Fire System Isolation 

• High Voltage Access 

• Hot Work 

• Working at Heights 

• Asbestos Removal 

• Respirable crystalline silica 

If works are due to be undertaken that require more than one of these Work Permits, then a Work Permit 

is required to be filled out for each individual Task, along with individual JSEA for each Permit.  

Each Work Permit must be provided an individual unique number that will be recorded on the Permit 

Register. 

10.2 Work Permit Duration 

All work permits shall last for a maximum of one shift (day or night). If the Permit is issued within a shift, 

it will only last the remaining length of that shift. 

For any work continuing over to the next shift, a new WP shall be completed and approved prior to the 

work continuing. At the commencement of each shift an assessment of the remaining work must be 

carried out to ensure any changes in the work are included in the JSEA. The previously related WP 

number must be recorded onto the new WP. 

If the works are known that they will continue into the next shift, the Permit Holder should discuss this with 

their CM Responsible Person and plan to have the fresh permit and other documentation ready by the 

change over time.  

 

 10.3High Risk Work Permit Scope Change  

Altering an authorised WP in any other manner than described is a breach of this procedure and will result 

in disciplinary action. 

When work scope or work methodology changes, the following must occur: 

• Work must cease and the area made safe 

• The WP conditions must be re-assessed by the Contractor Supervisor. 
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• The WP and JSEA must be re-issued to the Permit Holder / Contractor Supervisor by the CM 

Responsible Person once approved, and 

• The Permit Holder / Contractor Supervisor must ensure all members of the work group re-sign onto 

the WP and JSEA. 

An WP may only be altered when all documentation is reviewed, signed, and approved by the or CM 

Responsible Person. 

10.4High Risk Work Documentation Requirements 
Role Specific Documentation Requirements 

Employees Mandatory Documentation 

• Maximo Work Order 

• JSEA 

• Work Permit 

Supporting Documentation 

• High Risk Work Licence / Qualification 

• Work Instruction / Procedure 

Contractors Mandatory Documentation 

• Authority To Work Form 

• Maximo Work Order 

• JSEA 

• Work Permit 

Supporting Documentation 

• High Risk Work Licence / Qualification 

• Work Instruction / Procedure 

10.5 Work Permit Process 
Step Responsibility 

Request to Conduct Work A contractor or employee may request to complete high risk work by 
completing the documentation. For contractors an Authority to Work 
must be completed. 

The documentation for the work must be submitted to the CM 
responsible at least for 48 hours prior to the work commencing the 
works.   

Other supporting documentation should also be submitted also such 
as JSEA, procedures, or copies of high-risk work licences. 

Approval from the Area Owner must be obtained. If you are unable 
to determine the Area Owner, please advise the CM Responsible 
Person. 
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Step Responsibility 

Assess and Process WP The appropriate people, including the CM Responsible Person will 
conduct the following: 

• Assess the documentation. The CM Responsible Person 
will be the first to assess the documentation for accuracy 
and understanding of the work requesting to be 
undertaken. They will also ensure all information and 
supporting documentation is provided and correct.  

o If all the documentation is in place and correct, it 
will be approved by the CM Responsible Person. 

o If the documentation is not approved, then the CM 
Responsible Person will return it to the requestor 
to rework and resubmit. 

• Ensure the permits are only issued to the approved and 
nominated Permit Holders. 

• Discuss the requirements and details of the work activity 
with the Permit Holder. 

• Ensure that work extending over multiple shifts and/or 
permits issued are communicated and a handover of the 
relevant information pertaining to the job is completed. 

o If there are multiple permits, then the CM 
Responsible Person must check that the permits 
all reference the other documentation in the 
“Related Work Permits” section. 

• Not allow works to proceed unless the WP(s) are signed 
and approved by the CM Responsible Person. 

• Approve the WP at the work site and discuss the 
conditions of the WP and supporting documentation with 
the contractor Supervisor / CM Responsible Person and 
Permit Holder 

Provide the Permit Holder and contractor Supervisor with a copy of 
the fully signed ATW, WP(s), and other completed documentation. 

 Work Execution The CM Responsible Person and the Permit Holder must: 

• Ensure all employees and contractors involved in the work 
sign in Rapid Global each day prior to commencing work. 

• On arrival at the work area, the Permit Holder a must notify 
the Area Owner or other equivalent person within the 
building/area that they have arrived to perform specified 
work. 

• Ensure that work area is prepared in accordance with 
specified WP and risk assessment conditions and safety 
precautions. 

• Conduct WP pre-start to ensure control measures are 
understood by work group completing the task and ensure 
all have signed the relevant approved JSEA and WP. 

• Ensure that the site is controlled as per the requirements 
identified on the WP. The employees and/or contractors 
must then complete the work as detailed in the permit and 
their contract/job specifications.  

• The Permit Holder will monitor conditions and work 
progress and respond appropriately to changing 
conditions. 
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Step Responsibility 

Work Completion The Permit Holder will: 

• Ensure that work is completed and equipment; work area 
is left in a clean and safe condition. 

• Where applicable, ensure the work group sign off the WP. 

o Through testing, ensure any isolated services are 
now fully functional. 

• Where applicable, advise the Area Owner that the work is 
completed, and that the area is available for use. 

• Sign off the documentation in the appropriate red close out 
sections, and return the ATW, WP and supporting 
documentation to the CM Responsible. 

• Any faults or issues are reported immediately to the CM 
responsible and/ or Area Owner. 

 

Close WP On the completion of work and before the work area or plant is 
returned to service, a check must be conducted by the CM 
Responsible Person to verify that: 

• The work has been completed. 

• The work area has been left in a clean and tidy condition 
with no hazards remaining. 

• Any temporary arrangements/installation such as 
temporary barricades, excavation holes or any related 
items have been removed. 

• All employees and/or contractor personnel and equipment 
are accounted for. 

• The Area Owner have been notified the work has been 
completed. 

• The Permit Holder and all contractor personnel have 
signed out of the WP. 

• The contractor Supervisor has signed the Authority to 
Work Closure section of the ATW to confirm the work has 
been completed and the area is in a clean and safe 
condition.  

The CM Responsible sign off and close all ATW, WP, and other 
associated documentation with the work once all the above 
requirements have been met. 

 

11 Temporary Suspension of Work  

Work can be suspended by the CM Responsible Person in the following circumstances: 

• Safety requirements not adhered to or followed 

• As the result of a declared emergency 

• In the event of identified work conflicts 

• Where there is a change in work scope conditions, or 
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• Or any other situation that is identified by any person believing that there is a breach to the system 

or the work scope that will introduce an unidentified / uncontrolled risk. 

In any of the above-mentioned situations, the involved ATW and/or WP shall be suspended until the 

affected area has been returned to its normal status or new conditions assessed. This shall be recorded 

on the ATW or WP in the close out comment section by the CM Responsible Person. 

The ATW and/or WP and risk assessment must be updated to include any changes identified. Work must 

not recommence until the items have been addressed and approval has been given by the Responsible 

Person that it is safe to resume works. 

12 Cancellation of Work 

An Authority to Work or Work Permit can be cancelled in the following circumstances: 

• The work has not commenced, and it is no longer required, or 

• Or any other situation that is identified by the CM Responsible Person. 

13 Training 

In order approve permits, a competent person should complete the National Standard equivalent of the 

MSMWHS201 Conduct Hazard Analysis / MSMPER300 Issue Work Permits.  

All employees that may conduct high risk works during their role must understand and maintain 

compliance with this procedure.  

All contractors that conduct any works on site that impact the facilities must understand and maintain 

compliance with this procedure. 

14 Monitoring and Review  

The on-going application and effectiveness of this procedure shall be monitored and reviewed via the 

following processes: 

• Inspections prior to and during the work 

• Job observations and evidence of Take 5’s being conducted 

• Work Safety audits 

Unless otherwise triggered via an incident, process change, legislative change or other event, this 

procedure shall be reviewed at least once every two years. 

15 Records  

All associated documents such as safe work procedures and risk assessments are required to be stored 

and maintained as per the UWA records management guidelines. 


