IMPLEMENTATION GUIDE

Permit to Work (PTW)

A Step-by-Step Framework for Transitioning from Paper to
Digital Permit Systems



EXECUTIVE SUMMARY

Transitioning from paper to digital Permit to Work (PTW) systems is not just an IT
upgrade; it is a fundamental shift in how workplace safety is managed. Digital PTW
systems reduce administrative bottlenecks, ensure real-time visibility, enforce
compliance, and ultimately save lives. This guide provides a proven framework for a
seamless, safe, and efficient digital transition.

PHASE 1: ASSESSMENT AND PREPARATION

Before implementing new software, you must thoroughly understand your current
state.

» Audit Existing Paper Processes: Map out exactly how permits are currently
requested, reviewed, authorized, and closed. Identify all current forms used (Hot
Work, Confined Space, Electrical, etc.).

* Identify Pain Points: Document where the paper system fails. Common issues
include illegible handwriting, lost paperwork, delays in getting physical signatures,
and difficult auditing processes.

* Define Objectives and KPIs: What does success look like? Set measurable goals
such as reducing permit approval time by 50%, achieving 100% audit readiness, or
eliminating lost permit incidents.

« Establish a Project Team: Include representatives from all stakeholder groups:
Site Managers, EHS (Environment, Health, and Safety) Officers, Frontline Workers,
and IT personnel.

PHASE 2: SYSTEM DESIGN AND WORKFLOW MAPPING

Ensure the software adapts to your safety requirements, not the other way around.

« Standardize Templates: Use this opportunity to clean up your forms. Consolidate
redundant paper forms into streamlined digital templates.

* Map the Digital Workflow: Define the digital routing of a permit:

o Initiation: Who can request a permit?



o Risk Assessment: Integrating Job Safety Analyses (JSAs) or Risk
Assessments into the permit creation step.

o Approval: Who needs to sign off? Set up digital routing so approvers are
notified instantly.

o Execution & Monitoring: How workers access the permit on mobile devices
while at the job site.

o Closure: The protocol for closing a permit or suspending it during an
emergency.

* Define Roles & Permissions: Establish clear Access Control. Frontline workers
should only see what they need to execute work, while admins need global
visibility.

PHASE 3: CONFIGURATION AND INTEGRATION

Setting up the technical infrastructure for the rollout.

* Mobile Configuration: Ensure the application works seamlessly on the mobile
devices (tablets, smartphones) that will be used in the field. Test offline capabilities,
as many work sites lack reliable Wi-Fi or cellular service.

* Integrations (Optional but Recommended): Connect the digital PTW system with
existing ERP (Enterprise Resource Planning) or EAM (Enterprise Asset
Management) systems to avoid data silos.

« Digital Signatures & Biometrics: Configure how workers will physically
acknowledge the permit (e.g., PINs, e-signatures, or ID badge scanning).

PHASE 4: TRAINING AND PHASED ROLLOUT

A successful transition relies entirely on user adoption.

* The Pilot Program: Do not launch site-wide immediately. Choose a specific unit,
department, or non-critical project to test the system for 2-4 weeks.

» Gather Pilot Feedback: Actively solicit feedback from the pilot group to identify
software bugs, confusing Ul elements, or workflow bottlenecks before the mass
rollout.



* Tiered Training:
o Admins/Approvers: Focus on dashboard navigation, reporting, and workflow
management.

o End Users/Workers: Focus strictly on how to open, read, sign, and close a
permit on a mobile device. Keep it simple.

PHASE 5: GO-LIVE AND CONTINUOUS IMPROVEMENT

The work continues after the software is deployed.

* The Cut-Off Date: Establish a hard deadline where paper permits will no longer be
accepted. Running parallel systems (paper and digital) for too long creates
confusion and double-work.

* Monitor Adoption & Compliance: Use the software’s dashboard to monitor
metrics. Are permits being left open too long? Are specific departments struggling
with adoption?

» Conduct a Post-Implementation Audit: After 3 months, conduct a thorough
review to ensure the system is meeting the KPIs defined in Phase 1.

Appendix: Digital PTW Readiness Checklist

] Current paper processes fully mapped and documented.
] Project team assembled with EHS, IT, and frontline representation.

] Hardware (tablets/phones) procured and tested in field conditions
(including offline zones).

All necessary permit types built into digital templates.
Approval workflows configured and tested.

Training materials created and distributed.

O O O O

Pilot group selected and scheduled.
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