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Permit to Work application guide
Christchurch City Council uses one online Permit to 
Work form for all Council areas. You can fill it out on any 
device, including your phone. Access the form from: 
Permit to Work at ccc.govt.nz or the Three Waters 
Contractor Portal.

Permit to Work is a priority
Permit to Work is a crucial step in the process for those 
carrying out work at Council locations so that there is 
appropriate visibility, precautions, compliance and 
communications around your planned activity.

Make sure you know when and how to submit a Permit 
to Work when required. For more guidance, reach out 
to the Council on 03 941 8999.

About this guide
This guide helps you complete the online form by 
showing each section and explaining what information 
you need to enter. You’ll see the form screenshot on the 
right and a clear explanation of each field on the leȅ.

Section 1: Contractor information

1 Enter the head contractor’s company name and 
contact details.

2 If a Site Manager or aȅer-hours contact will be 
responsible for the work, enter their contact details 
here.

3 If subcontractors are involved, select Yes and enter 
their contact details.
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Section 2: Work description

1 Enter your Council Contact’s name and email 
address.

2 Select an Asset Type, then enter the Location of 
the work (such as a building name or address).

3 Use the date pickers to enter the Work start and 
Work finish dates and times.

When selecting the hour, 
use the outer numbers 
for AM and the inner 
numbers for PM.

4 Describe the work and list the equipment you’ll be 
using.

5 Attach any supporting documents, such as plans, 
maps, or scopes of work.

Section 3: General Permit Requirements
This section changes depending on the Asset Type you 
selected. In this example, the “Facilities” asset type 
shows the related permit certificates.

1 Select all permit certificates required for the work. 
Options may include: Isolation, Work at height, 
Confined Space, Hot works, Excavations, 
Cranes/liȅing, Critical systems

2 If the work meets the criteria for “particular 
hazardous work,” select Regulator Notification.
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Section 3 continued…

3 Attach any relevant health, safety or wellbeing 
documents.

4 This section updates based on the permit 
certificates you selected. Complete all required 
fields and read any requirement messages. If you 
need help, contact your Council Contact.

5 When the application form is complete, select 
Submit.

What happens aȅer I’ve submitted 
my application?
1. Aȅer you submit the form, you’ll receive an 

email confirming it will be reviewed.

2. The application will be reviewed by the 
required approvers, who may contact you if 
they need more information. 

3. If your permit is accepted, you’ll get an email 
asking you to either agree to or decline the 
permit conditions by clicking Yes or No.

4. If you agree, you’ll receive an email saying 
the Permit is approved. When work is 
complete, go back to this email and click Yes 
to notify Council that you’re done.

5. You’ll receive a final email when the permit is 
closed.

You may receive a notification if the permit 
requires more information or has been cancelled, 
or if the permit is suspended/revalidated for any 
reason, for example, if work has stopped for the 
day, or if the scope has changed.

Please aim to submit the Permit to Work at least 5 
working days before it is needed. If you need to 
request a Permit to Work urgently, please reach 
out to your Council contact or email 
hswsupport@ccc.govt.nz.
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