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STEP 1: STEP 2:Go to Safety  > Permits  and click on “ + Add Permit “ Select the type of P ermit .

Fill out the Permit details and click “ Request Permit ”

On the pop - up window, click “ Yes – Request Permit ”
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STEP 3: STEP 4:Complete the fields under Permit Details

Under Part 1 – Plan , click on ”+ Click Here to 
Expand Questions ”

Answer the questions and sign the Permit at the bottom of 
the section.
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STEP 5: STEP 7:Do not complete Part 2 – s kip this section for now. Click “ Submit Permit for Approval ”

STEP 8: On the pop - up , click “ Submit ”. An email will be 
sent to the Lendlease Supervisor for approval.

STEP 6: Attach  any supporting documents.
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NOTE: A permit can be rejected  if there is not enough information or attachments are missing. 
The Permit will be sent back by the Lendlease Supervisor  for update and resubmission. 



STEP 9: STEP 10:You will receive an email after the Permit has 
been approved. 
Click on the “ View Permit ” to open the Permit.

The Permit will launch in SIMPEL. Click “Export Report ”

STEP 11: Select the following items to be 
exported:

• Form

• Authorised Worker

• Permit Monitoring 
(Hot Works, Confined Space 
and Excavations)

• Approve Permit

Click “ Export Report ”
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View Permit



STEP 12: STEP 14:A pop - up will appear say ing  the report is in queue 
– click “ Close ”

Print the PDF file and:

• Host a pre - start with workers.

• Complete “ Part 2 – Do”

• Have workers sign Permit after the pre - start. 

• Complete and record any required monitoring activities

 

STEP 13: A pop - up will appear when the Permit is ready 
for download. “ Click to Download ”. 
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STEP 15: During works, you can upload the 
Permit Si gn - Off sheets  and other 
attachments.

Open the Permit in SIMPEL, click  
“+ Add Monitoring Note ” and attach 
photos of: 

• The completed Part 2

• Worker Sign - Off sheet

• Monitoring activities (if any)
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STEP 16: Once works are complete, in SIMPEL , go to 
the Permit and click on “ Complete Permit ”

STEP 17: Optional : Click “ + Add Files ” and attach any 
supporting documents before closing the 
P ermit .

Click “ Add Entry ” 

The Permit will be sent to the Lendlease 
Supervisor for closure. 
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NOTE: If the P ermit is missing information, the Lendlease Supervisor will reject  the  close - out request.  If the Permit close - out has been 
rejected , the Subcontractor Supervisor will receive an email notification. 

If the information P ermit is  successfully  closed , the S ubcontractor S upervisor will  not  receive an email. 
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