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County of Henrico 

Hot Work Permit & Safety Program
Purpose and Scope

Henrico County is committed to providing a safe and healthy work environment for all employees. This Hot Work Permit & Safety Program available so that all affected Departments can eliminate and/or minimize known or anticipated hazards associated with employees who perform these specific operations. 

This program applies to all employees (permanent full-time and part-time)  as well as contractors who perform hot work or work in areas where hot work operations are taking place. All employees and contractors are required to follow the Hot Work procedures outlined in this program. Anyone who observes employees or contractors not following the procedures outlined in this program must alert the Lead Supervisor or other person in charge immediately. 
Program Responsibilities

Departments may assign the following duties to one or more persons depending on the knowledge and/or experience of their personnel. For example, the Lead Supervisor may also serve as the Site Supervisor, Hot Work Approver, Fire Watch Person, and/or Authorized Person, or any combination thereof. 

Contact the Office of Emergency Management & Workplace Safety (EMWS) at 501-5162 for assistance.

Lead Supervisor: The Lead Supervisor who will be responsible for developing and implementing his/her Department’s Hot Work Program using this document and Chapter 23 of the County Safety Manual. The Lead Supervisor is responsible for:
· Developing safe usage protocols for all heat, flame and spark-producing equipment.
· Providing appropriate training to all employees of Henrico County that perform or authorize hot work activities.
· Establishing designated hot work areas, if feasible.  

· Establishing procedures and a permit system for performing hot work in non-designated areas.
· Designating individuals on all shifts who can approve hot work activities and issue permits in non-designated areas.
· Identifying the proper personal protective equipment (PPE) needed during the hot work procedures. 

· Using a gas detection device to identify whether a potentially explosive atmosphere exists in the work location. If so, no hot work shall be authorized until the atmosphere is deemed safe.
· Providing outside contractors working on Henrico County premises with training and information on the Hot Work Program and procedures.
· Retaining records of training and all hot work permits. 

· Reviewing program at least annually, or more often when changes have been made to the procedures and/or equipment.
Supervisors (at site) : The supervisors are responsible for:
· Ensuring that only fully trained employees are authorized to perform hot work activities.
· Ensuring any employees who lack the necessary skills or understanding of hot work procedures receive the necessary training before conducting any hot work procedures.
· Ensuring employees comply with all procedures described in this program.
· Ensuring all hot work activities are approved in designated, and if applicable, non-designated areas prior to beginning the work.
· Completing hot work permits when necessary. 

· Identifying dangerous situations or areas unsuitable for hot work.
· Designating a fire watch employee for all hot work performed in a non-designated area during and for not less than 60 minutes after work is completed.
· Conducting final inspections after a fire watch period has concluded.
· Inspecting designated hot work areas after each shift to ensure no smoldering materials are present.
· Providing information to the Department Head or Lead Supervisor regarding improvements to this program. 

Hot Work Approver: The Hot Work Approver is an employee who has been trained to approve hot work. Duties of the hot work approver include:
· Determining if the hot work can be completed in place or must be moved to a designated location.
· If the work cannot be moved, the Hot Work Approver will ensure that all combustible materials in the vicinity are removed.
· If all combustible materials cannot be removed, ensuring that appropriate measures are in place to confine the heat, sparks and/or slag.

· Inspecting hot work areas and reviewing all safety precautions before hot work begins.
· Communicating all precautions to employees regarding hot work activities to ensure safety.
· If approval for hot work is granted by the Approver or Department, issuing and posting hot work permits which list all required precautions.
· Establishing a fire watch during and for at least 60 minutes after completion of the hot work.
Authorized Personnel: Authorized personnel includes employees or contractors who are trained to perform hot work activities including soldering, welding, pipe-cutting, heat-treating, grinding, thawing pipes, hot riveting, torch-applied roofing and any other application involving heat, sparks or flames. Duties of authorized personnel include:

· Successfully completing and understanding all required hot work training.
· Seeking approval and/or a permit to perform hot work prior to beginning operations.
· Performing hot work activities and procedures in accordance with this program.
· Inspecting designated hot work areas for combustibles and other hazards prior to beginning hot work.
· Inspecting hot work equipment to ensure it is in safe operating condition before  beginning work.
· Retaining control of the equipment while hot work is in progress.
Fire Watch Personnel: A fire watch is when a designated employee monitors the hot work area for fires while work is being performed and for 60 minutes after its completion. Duties of the fire watch personnel include:
· Maintaining continuous watch over hot work activity during and for 60 minutes after work has been completed.
· Monitoring adjacent areas for fires.
· Extinguishing small, controllable fires with equipment available in hot work area.
· Activating fire alarm if an uncontrollable fire occurs.
· Signing the hot work permit 60 minutes after the work is complete and re-posting signed permit in hot work area.
· After the hot work and mandatory 60 minute monitoring period is complete, periodically returning to the area where the hot work was completed to check for fires for three hours.
· Ensuring that the supervisor has conducted a final inspection after the fire watch period has concluded and signs off on the permit.
· Having a supervisor find another trained person to relieve him/her if the designated individual must leave the work site for any reason.
Other Affected Personnel: This includes employees or contractors who are neither authorized personnel nor fire watch personnel but are still exposed to areas where hot work is performed. Other personnel should not perform any hot work activities. Responsibilities include donning proper personal protective equipment within a 35-foot radius of hot work.
Hot Work Designated Areas (if applicable)
The following areas have been designated as approved hot work areas. Hot work may be performed in these areas without the issuance of a hot work permit. Even though a permit is not required in these areas, authorized personnel must inspect the area for combustibles and other hazards before hot work operations begin. 
	Building
	Location of Hot Work Area

	
	

	
	

	
	


Authorized personnel must ensure that a fire extinguisher appropriate for the type of potential fire is present at all times while hot work is being performed in designated areas. At the end of each shift, The Supervisor or the Hot Work Approver must inspect each designated hot work area to ensure no smoldering materials are present. Also, the Supervisor or Hot Work Approver shall ensure all hot work equipment has been shut off properly and stored in an appropriate manner.
Hot Work Non-Designated Area Procedures

Basic Precautions: At a minimum, all of the following precautions must be met to perform hot work in a non-designated area(s).

· Ensuring fire sprinkler system is operational at hot work location (if applicable).
· All combustible materials within 35 feet of the hot work shall be moved to a safe distance or another location.

· If combustible materials cannot be moved, they must be protected by fire retardant covers or shielded with fire retardants or metal guards.

· Appropriate PPE is provided to employees performing hot work based on hazard assessments. 

· A fire watch is initiated during and for 60 minutes after all hot work has stopped.

· The Hot Work Approver has inspected the hot work area prior to beginning work.

· The Hot Work Approver has issued and posted a hot work permit. 

Special Precautions: Whenever any of the following conditions listed below exist, additional precautions listed under each category shall be used with the basic precautions. Final protection measures will be determined by the Hot Work Approver prior to beginning work.

Floor Openings/Coverings – Floors shall be protected from exposure to flames, sparks, slag or other hot materials whenever there are combustible floors or materials on the floor, floor openings or cracks in the floors. Protections may include:

· Fire-resistant shields or material

· Wetting down floors

· Covering floors with damp sand

· Sweeping combustibles from floor

· Additional protections deemed necessary by the Hot Work Approver.

Wall Openings –Walls shall be protected from exposure to flames, sparks, slag or other hot materials whenever there are combustible walls, wall openings, pipe penetrations or ducts. Protections may include:

· Fire-resistant shields or materials

· Shutting dampers

· Authorizing a separate fire watch on the other side of the walls

· Additional protections deemed necessary by the Hot Work Approver.
Potentially Explosive Atmospheres – If there is a potential for mixtures of flammable gases, vapors, liquids or dust in the air, no hot work will be conducted until the Lead Supervisor has completed a review and air monitoring has confirmed that there is no danger of an explosion. 

Containers – No hot work will be performed on used drums, barrels, tanks or other container unless they’ve been cleaned thoroughly. The Hot Work Approver, or Supervisor, must verify that no flammable materials such as greases, tars, acids, etc., are present to produce flammable and/or toxic vapors if exposed to heat.

Outside Contractors

Whenever contractors have been hired to perform hot work activity on Henrico County property, they will be briefed on the County’s Hot Work Program and its procedures by the Lead/Site Supervisor or Hot Work Approver prior to beginning the work. All outside personnel are required to obtain a permit from the Hot Work Approver. All appropriate safety information will be communicated to the contractor(s) before work begins. Contractors must follow all procedures as outlined in this Program. 
Protection of Personnel

General:  All personnel conducting hot work or assisting with hot work on elevated platforms, scaffolds or runways shall utilize appropriate fall protection. The fall protection system will consist of either full railings or a fall arrest system with a full body harness, lanyard and approved connection point. Hot work personnel will position all cables, hoses and other equipment out of passageways and emergency egress paths whenever possible. 

See Chapter 15 of the County Safety Manual for fall protection procedures and guidelines.
Personal Protective Equipment (PPE): All personnel conducting hot work or assisting with hot work must wear the appropriate personal protective equipment. The appropriate protection is determined by the Department’s Hazard Assessment. Do not begin any hot work operations without obtaining and wearing the required protection. For PPE guidance, contact the Office of EMWS at 501-5162.

Welding, cutting, heating and brazing. The following PPE must be worn when completing this type of hot work.
· Eye and face protection

· Helmet with filter lens and cover plate that complies with ANSI Z87.1

· Safety glasses with side shield under helmet
· Head and ear protection

· Fire-resistant welder’s cap under helmet

· Approved ear-plugs or muffs for high noise locations, if applicable
· Foot Protection

· Leather, steel-toed, high-topped boots in good condition and that meet the requirements of ASTM F2412 and ASTM F2413 (as per the label on the boots)
· Do not wear pants with cuffs as sparks may be captured. The bottoms of pants should be worn over boot tops
· Hand Protection

· Dry, hole-free, insulated and flame-resistant welding gloves

· Body Protection

· Oil-free protective clothing made of wool or heavy cotton 

· Clothing should allow for freedom of movement and should cover any exposed skin 

· Leather aprons, leggings and long sleeves  

Equipment: All tools and equipment used to perform hot work operations shall be inspected prior to use. No person should use any tool or equipment unless trained.
Permit System

In order to ensure adequate controls and safety precautions are being used in non-designated hot work areas, a hot work permit system will be used. The County’s Hot Work Permit can be accessed on the County’s Safety Manual page: https://employees.henrico.us/info/safety-manual/ 
Procedures:
1. The Hot Work Approver and/or supervisor will complete and submit hot work permit request to hot work approver.

2. The Hot Work Approver will review all safety precautions and inspect the hot work site using the hot work permit checklist within 30 minutes of receiving the request. 

3. The Hot Work Approver will inform employees in the immediate area that hot work is going to be performed in their vicinity and they should avoid the area.

4. The Hot Work Approver will communicate any additional special precautions that need to be taken prior to beginning operations.

5. If all necessary precautions have been taken and work can proceed, the Hot Work Approver will complete the hot work permit and post the warning sign in a highly visible area.

6. Copies of all hot work permit information will be sent to the Lead Supervisor.

7. Upon completion of the hot work operations and the 60 minute fire watch, the Hot Work Approver will inspect the completed job and ensure the area is clear and ready to return to normal operations.

8. The Hot Work Approver will inform the employees in the immediate area that work is completed to return to normal operations.

Voiding Permits: If hot work has begun, or is about to begin, the work shall cease immediately if any or all of the following occurs:
· Fire alarm sounds

· Work has not begun within 60 minutes of approved time

· Work has been suspended for longer than 60 minutes

· A work shift ends or the authorized personnel have changed
· At any time, or whenever the authorized employee, supervisor, or Hot Work Approver, detects a danger or uncontrolled hazard

Whenever a hot work permit has been voided, a new permit must be issued before employees resume hot work operations.
Employee Training

Hot Work Approvers / Authorized Personnel / Supervisors 
Before any employees can be designated as hot work approvers, authorized personnel or supervisors, they must complete and understand the required training by a Competent Person who is qualified to instruct others on Hot Work procedures. Periodic retraining will occur if an employee lacks sufficient knowledge to do the work, is observed using equipment improperly, or whenever work tasks change. At a minimum, the training shall include the following topics:  

· Fire prevention and protection

· Basic hot work precautions

· Special hot work precautions

· Employee classifications and responsibilities

· Hot Work Approver

· Authorized Personnel 

· Supervisors

· Fire Watch Personnel

· Designated hot work areas

· Hot work procedures in non-designated areas 
· Protection of personnel (affected or authorized)
· Hot work permit system

· Handling and storage of hot work materials and equipment
· PPE selection and use
Training records may be filed electronically or by a hard copy roster. If needed, Appendix A (page 11) may be used to document employee training.  

Periodic Program Review

All hot work procedures will be reviewed at least annually by the Lead Supervisor or other authorized employee. If program inadequacies are identified, the Lead Supervisor will update the procedures as needed and inform/train affected employees. The annual review should include a discussion between the reviewer and each authorized employee to ensure that he/she understands each responsibility as outlined in the program. Any employee who needs initial or refresher training shall complete the required training prior to performing any hot work operations.  

Record Retention

Written training records, which include trainee names, the type of training provided and the dates when training occurred, will be kept by the Department for three years. 

The Virginia Department of Labor & Industry does not have a Hot Work Permit retention minimum for cancelled permits. To provide documentation that the County’s Hot Work Permit & Safety Program is current and effective, Departments will maintain the hot work permits for five years and the annual program review documents indefinitely.
Hot Work Permit & Safety Program Annual Review Documentation
	Review Date
	Reviewer’s Name 
	Reviewer’s Signature
	Reviewer’s Title
	Department

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Revision History

Revision Date:
Appendix A – Personnel Training Record
This is to certify that the undersigned employees have completed and understand all the required training for the County’s Hot Work Permit & Safety Program by a Competent Person. 

	Print Name
	Hot Work Program Role(s)
	Employee Signature

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Print Instructor’s Name
	

	Instructor’s Signature
	

	Instructor’s Title
	

	Date(s) of Training
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