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3. Procedure  

3.1 Permit to work  

3.1.1 Activities  requiring a permit to work  
There are activities and types of work that have been deemed high risk which 
require a permit to be issued prior to work commencing. The following permits are 
in use at UNSW: 

 
 
 

Permit type  Area Title of person  
Laboratory Clearance 
Certificate 

 

All areas Laboratory Manager  

Confined Space 
 

Buildings and Grounds Area Manager 

HV Substation entry 
 

FM Engineering UNSW FM – Area 
Manager 
 

Hot Work 
 

All areas Project, contract manager 
or Area Manager 

Height permit All areas Area Manager 
Asbestos removal permit FM Project manager 

Table 1: Description of UNSW permits and permit issuers 
 

3.1.2 Exemptions  
These exemptions apply only to Hot Work and Confined Space entry. All other 
permits are mandatory. 

Permits are not required for: 

�x Work carried out in designated maintenance areas (e.g. University workshops 
or Faculty workshops). 

�x Areas that have been designated as a construction site and have been 
“handed over” to a principal contractor. A UNSW permit to work is not 
required; however the principal contractor must have a permit to work system 
in place that meets UNSW requirements. 

�x Work undertaken by the UNSW maintenance contractor. A UNSW permit is 
not required; however the maintenance contractor must have a permit to work 
system in place that meets UNSW requirements. 

3.1.3 Authorisation 
Work may only commence after the appropriate permit has been completed and 
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When the permit issuer is satisfied that Work has been completed to job 
specifications and safety requirements, they may sign off the permit. 

On hand back of the work area the permit receiver should sign the permit stating 
that the work area is now ready to be returned to the issuer. 

On the completion of work, and before the work area or plant is returned to 
service, a check shall be conducted to ensure: 

�x The Work has been completed; 

�x Any temporary arrangements/installation (e.g. temporary barricades, 
excavation holes) have been removed; 

�x All personnel and equipment are accounted for; 

�x The work permit has been cancelled or signed-off as being completed; and 

�x All related equipment and facilities and fire systems are operational and have 
been inspected and tested appropriately. 

3.1.5 Cancellation  
Where a permit has been written and is not required to be issued, or is not used 
for any other reason it is required to be marked as cancelled. The marking should 
include two diagonal lines across the page with the word ‘cancelled’ written in 
between. 

If the nature of the Work changes or any other part of the permit becomes 
redundant or is no longer applicable, the permit must be cancelled and a new 
permit issued. 

3.2 Roles and responsibilities  
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�x the concentration of flammable contaminant in the atmosphere is below 5 
percent of its LEL; and 

�x the atmospheric contaminants in the confined space are reduced to below the 
relevant exposure standards. 

Where the oxygen level is below 21% or atmospheric contaminants cannot be 
reduced below relevant exposure levels, entry may only occur with suitable PPE 
including supplied air. 

Entry shall not occur to a confined space when flammable contaminants are 
greater than or equal to 5% LEL or where oxygen exceeds 23.5%. 

3.4.2 
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g. Action to take in an emergency (to be included in SWMS). 

h. Whether a safety observer is required. 

4. Prepare and issue the permit to carry out the Work. 

5. On completion obtain signed off HV Substation Entry Permit and file. 

3.6 Maintenance work in Laboratory  

3.6.1 Prior to work  

The laboratory manager completes and signs the Laboratory Clearance Certificate 
indicating that the area is free of uncontrolled risks, the necessary HS information 
has been provided and the equipment and area has been cleaned and 
decontaminated. 

3.6.2 Working in laboratory  

The contractor then displays the completed certificate in the area where the Work 
is being conducted. 

3.6.3 After completion 

When the Work is completed the contractor signs the certificate and returns it to 
the laboratory manager. 

For further inforq r
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2. For contractors – a copy of the following documents shall be provided to 
CFM/Project Managers/Supervisors where required: 

o Safe Work Procedure; 

o Safe Work Method Statement; 

o Job Safety Analysis (JSA); and 

o Emergency rescue plan (where there is use of a fall arrest system). 

3. For UNSW staff, a copy of a written Risk Assessment/Safe Work Procedures 
shall be provided to CFM/Project Manager/Supervisors. 

4. Area manager or authorised UNSW staff member will do an induction for 
inductee. 

5. Working at Heights Permit will be issued where required (refer to HS916) by 
either UNSW FM or authorised UNSW staff members. 

3.7.3 Working at heights (other)   

There may be other situations where the heights permit is required (refer to 
HS707). In such cases, the necessary background documentation will still need to 
be collected. 

 
3.8 

http://safety.unsw.edu.au/sites/default/files/documents/HS918_Asbestos_Work_Permit.doc
http://safety.unsw.edu.au/sites/default/files/documents/HS918_Asbestos_Work_Permit.doc
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Updated Branding Logo in 
accordance with UNSW 
Branding Guidelines. 
Modified the document 
identifier from OHS to HS in 
accordance with WHS 
legislation review 

1.2 
Director, UNSW 
Safety and 
Sustainability 

in 
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