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Raise a Site Access Request (SAR)

❑Where to find the form

❑Section 1: Describe Your Needs

❑Section 2: Choose Your Options

❑Section 3: Summary

❑Retrieve your SAR Permit
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Where to find the form
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1There are 3 sections to a Site Access Request Form:

❑ describe your needs

❑ choose your options

❑ a summary of your selections

Choose ‘Raise a Site Access Request’ to go straight to the SAR form
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Describe Your Needs
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Some fields are mandatory

* Red star = incomplete  *

* Grey star = complete   *

1) Choose the Site Access Permit type

2) Find and select the site you’re arranging a visit to

3) A popup will display site information for your 

selection, including Temporary Access Restrictions 

(TAR’s), Temporary Risks and any Access 

Conditions. Please review these as they may prevent 

you proceeding on your planned date. You can 

review the RR & AIR or generate if one is not 

available. When you’re ready, click ok

4) You can check the calendar to ensure site availability
- the dots represent bookings

5) Work Type - is the visit for a fault, maintenance, 

construction, or a survey

6) Asset Type - e.g. building, cabin, cabinet or structure

7) Asset - If required, search and select the asset you’ll 

be working on
- this is only mandatory for the structure asset type

8) When you’re ready click Next
- you will not be able to change the Work Type category after clicking 

Next, you’ll need to cancel and start afresh
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Choose your Options
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1Choose the Site Access Request item
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Choose your Options (1)
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1) You can add a second email address to 

send the permit notifications to

2) If the work is for an Arqiva Project, search 

and select the number from the drop-

down
- the Project Manager and Task Code will auto-populate

3) If the visit is for a fault input the reference

4) Select the Start Date using the date picker 

and the Start Time from the drop-down

5) Do the same for the End Date and Time

6) If there is an exception to the Notice 

Period detail your justification here

7) Scroll down

Some fields will have been pre-

populated and the fields you need to 

complete will change depending on the 

work type and asset type chosen earlier
- in this example, we’re requesting access for a ‘fault’
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Choose your Options (2)
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1) State if there’s a limitation to available 

working hours
- e.g. will you be working in normal working hours

2) Check if any additional questions 

require answers

3) Input the Job and Work descriptions

4) Only choose No here if you expect to 

need to revise the RAMS later

Provide names of the Engineers who 

will be in attendance

5) When you’re ready choose the Site 

Query item

RAMS - Risk Assessment & Method Statement
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Choose your Options (3)
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1) Is your visit to carry out Electrical 

work? If yes you’ll need to provide the 

category

2) If you’ll be Working at Height, select 

yes and choose the Access Equipment 

Type

3) Add detail if site attendance is required

4) Upload any required RAMS or other 

documents to the paperclip

- pop-ups will inform you of any 

required docs

5) When you’re ready click Next
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Summary
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11) When the form is ready and all mandatory 

information has been provided you’ll see 

the Summary, click on Submit
- you can also choose Edit Options to go back into the form
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Retrieve your SAR Permit
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1You will see a list of all your current 

permit requests, their details and state. 

Select the request you’ve just raised
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Retrieve your SAR Permit
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1Click on the pdf or jpg file, download should start 

automatically, look in your downloads folder or 

wherever your downloads are saved
- in Windows you can open File Explorer with the Windows Key and the letter ‘E’
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1If you scroll down you can Cancel or Copy your request
- you can also perform other tasks such as add activity

Once you’ve raised your request, you can change the End Time 

and the attending Engineer(s)

Anything else you will need to cancel the request and start afresh

If you need to add any 

documents, you can do this here


