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Temporary Works Procedure 

 

Company: Amspec Ltd 

Prepared by: Mike Wignall (Designated individual) 

Approved by: Andrew Maxwell (Main board director) 

Revision Number: 1.0 

 

1.0  Introduction 

1.1 This procedure is mandatory for all company operations (unless, on a particular 
project, another Principal Contractor’s procedure is to be adopted by agreement).  It is 
the responsibility of the company’s Designated Individual (DI) to ensure that this 
procedure is appropriate and kept up-to-date. 

1.2 All temporary works instigated by the company shall be subject to the control 
procedures contained within this document.  This is to satisfy the company’s 
legislative duties - as well as that of its employees - and to enhance the company’s 
health and safety performance.   

2.0  Definition 

2.1 Temporary works can be defined, broadly, as parts of the works that allow or enable 
construction of protect, support or provide access to the permanent works and which 
might or might not remain in place at the completion of the works.  Examples include:  

• Earthworks 

Support to trenches; excavations; temporary slopes and stockpiles; open 
batters. 

• Structures 

Concrete formwork; edge protection; falsework; propping and needling; façade 
retention; shoring; edge protection; access and support scaffolding; temporary 
bridges; site hoarding and signage; site fencing; cofferdams; rebar cages. 

 

• Equipment and Plant Foundations 

Mortar silo bases; tower crane bases; supports, anchors and ties for construction 
hoists and mast climbing work platforms; groundworks to provide suitable areas 
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for plant erection, e.g. mobile cranes, piling rigs and MEWPs; outrigger pads; site 
cabin foundations; site access and haul roads; and hard standing for plant and 
material storage. 

2.2  It is also necessary to consider permanent works that are part-built or under 
temporary loading conditions.  This includes deteriorated, damaged or part-
demolished structures as well as those that are under construction and/or being 
structurally refurbished.  In all these cases these structures may not - without suitable 
temporary works - be able to support themselves, let alone additional construction 
loadings. 

3.0  Appointment of Key Personnel 

3.1  The company shall appoint a Designated Individual (DI).  This shall be the Director 
responsible for health and safety1.  A formal appointment shall be made by the 
Managing Director with the agreement of the board. 

Name of Designated Individual (DI): Mike Wignall 

Appointment approved by: Andrew Maxwell 

3.2 For each project, a Temporary Works Co-ordinator (TWC) shall be appointed formally 
by the DI (see Form No. 1).  One person may be appointed to more than one project if 
resources and project size permit.  A Deputy TWC shall be appointed to cover illness 
and absences.  These appointments shall be displayed on the project office 
noticeboard or other prominent location and recorded in the Construction-phase 
Health and Safety Plan. 

NOTE: The TWC may be nominated by the project manager (or other person(s) responsible for 
resourcing). 

3.3 In the event of the company being contracted to undertake work for another 
contractor - who may be a Principal Contractor - the company’s project TWC should 
liaise with their TWC.  The Principal Contractor’s TWC shall have overall control on 
temporary works. 

3.4  For each project, where required, one or more Temporary Works Supervisors (TWS) 
shall be formally appointed by the TWC (see Form No. 2).  The TWS shall normally be 
the foreman in charge of a team of tradespersons or operatives.  At least one TWS 
shall be based on site at all times.  All company TWSs report to the company TWC.  
The lines of responsibility, on each project, should be set out in an organogram (see 
Form No. 3). 

3.5  The Temporary Works Designer (TWD) shall be nominated by the TWC on evidence 
that the designer has appropriate experience and engineering qualifications if 
required.  There shall be a single point of contact established and maintained between 
the TWD and the TWC.  The TWD shall, as required, liaise with the Principal Designer 
(under CDM2015) and Permanent Works Designer (PWD), e.g. structural engineer. 
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3.6  The Temporary Works Design Checker (TWDC) shall be nominated by the TWC on 
evidence that the design checker has appropriate experience and engineering 
qualifications if required.  The TWDC shall be independent from the TWD (see Annex 
A). 

3.7 On each project, a record of appointments should be maintained by the TWC (see 
Form No. 4). 

4.0  Roles and Responsibilities 

4.1  Designated Individual (DI) 

The DI is responsible for establishing and maintaining a procedure for the control of 
temporary works used during the company’s operations; as well as the appointment 
of TWCs (and their on-going training). 

4.2  Temporary Works Co-ordinator (TWC) 

Any TWC is responsible to the company Designated Individual (DI) for the 
implementation of the company temporary works procedure, as well as the 
appointment of TWSs (where required).  

NOTE: They may have a different line manager. 

4.3  Temporary Works Supervisor (TWS) 

Any TWS is responsible to the Temporary Works Co-ordinator for ensuring the as-built 
temporary works comply with the design requirements during construction, use and 
dismantling. A TWS should be competent in the area of temporary works that they are 
supervising. 

NOTE: They may have a different line manager. 

4.4  Temporary Works Designer (TWD) 

Any TWD is responsible for preparing a design in accordance with the design brief. 

4.5  Temporary Works Design Checker (TWDC) 

Any TWDC is responsible for ensuring the design is safe, fit for purpose and complies 
with the design brief.  Four ‘design check categories’ shall be used; see Annex A (and 
Table 2, BS 5975: 20192). 

4.6  Permanent Works Designer (PWD) 

Any PWD is responsible for designing the permanent works and assisting the 
Contractor on matters relating to the intended construction method(s).  Under CDM 
Regulations 2015, they must provide information on the assumed construction 
sequence and significant residual risks. 

  

 
2  BS 5975:2019, Code of practice for temporary works procedures and the permissible stress design of 

falsework 
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4.7 Principal Designer (PD) 

The designer appointed under Regulation 5(1)(a) of the Construction (Design and 
Management) Regulations 2015 to perform specified duties in Regulations 11 and 12. 

SOURCE: Construction (Design and Management) Regulations 20153 

5.0  Identification of Temporary Works 

5.1 At pre-contract stage on each project, a Temporary Works Register shall be prepared 
(see Form No. 5).  This shall include initial, basic information on the envisaged 
temporary works and the level of ‘construction risk’ assigned thereto. 

5.2 The ‘construction risk’ categories are: 

Table 5.2 – Construction risk 

Construction risk Who may sign a permit-to-work: 

Low TWS 

Medium  TWC 

TWS, with TWC prior approval in writing 

High TWC, with DI input where required 

NOTE: ‘Construction risk’ includes ‘use’. 

5.3 On contract award, the Temporary Works Register shall be passed to the TWC who 
shall develop and maintain it.  It shall be considered as a ‘live’ document, be updated 
on a regular basis and the current version displayed on the project office noticeboard 
(or other prominent location). 

5.3 A unique identification number should be assigned to each item in the Register. 

5.4 The BS 5975 Design Check Categories 0, 1, 2 and 3 (see Annex A) shall be assigned to 
each item by the TWC.   

6.0  Design Brief 

6.1 Following consultation with all relevant parties, including the PWD (where required), 
the TWC shall ensure that a Design Brief (see Form No. 6) is prepared for each item in 
the Temporary Works Register.  The brief shall contain sufficient information to permit 
the TWD to prepare an appropriate solution that meets the project’s requirements. 

6.2 A single design brief may apply to more than one similar item in the Temporary Works 
Register. 

6.3 The Design Brief item number should accord with the item number in the Temporary 
Works Register. 

6.4 The TWC should sign to confirm the content of any Design Brief prior to it being issued 
to the TWD. 
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7.0  Temporary Works Design 

7.1 All items of temporary works identified on the Temporary Works Register should be 
designed by a competent person/company responsible for the design and/or 
specification of each item.  

7.2 The design should comply with the requirements of the Design Brief and be delivered 
to the TWC in a format appropriate to enable the temporary works to be constructed 
in accordance with the TWD’s intentions. 

7.3 Any TWD has duties under CDM2015 and must identify hazards and reduce as far as 
reasonably practical the associated risks.  Residual risks shall be clearly noted on any 
design drawings and brought to the attention of the TWS by the TWC. 

7.4 A risk assessment should be produced to supplement the safe system of work and 
method statement. 

7.5 ‘Standard solutions’, e.g. one where a supplier has published technical data showing 
arrangements of their equipment, shall be adopted wherever possible and 
appropriate (see BS 5975: 2019).  Any use limitations should be clear, e.g. design 
responsibility for ensuring stability. 

7.6 The TWC should request a Design Certificate from the TWD (see Form No. 7). 

8.0  Temporary Works Design Check 

8.1 All items of temporary works identified in the Temporary Works Register should have 
assigned a competent person or Company who is responsible for the checking of the 
design and/or specification of each item. 

8.2 The independence of the design checker to the designer shall be as set out using the 
BS 5975 Design Check Categories 0, 1, 2 and 3 (see Annex A) and as agreed with the 
TWC. 

8.3 The temporary works design shall be checked for concept, adequacy and compliance 
with the Design Brief. 

8.4 Evidence of a satisfactory design check shall be recorded in the TWC’s Project File.   

8.5 The TWC should request a Design Check Certificate from the TWDC (see Form No. 8). 

9.0  Temporary Works Inspection 

9.1 Prior to installation, all temporary works materials are to be inspected for suitability 
by the TWS. 

9.2 As works progress, the installation is to be inspected by the TWS and/or TWC until 
complete and ready to use. 

9.3 Any alterations or deviations to the design should be identified to the TWC, by the 
TWS, for subsequent consultation with the TWD and/or PWD. 

9.4 A record of inspections shall be completed by the TWS and/or TWC (see Form No. 9). 
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10.0  Hold Points (and Permits-to-Work) 

10.1 Hold points shall include inspections, loading, proceeding, putting into use or 
dismantling any temporary works (as appropriate).  A permit-to-work (see Form No. 
10) shall be signed and issued by the TWC (or by the TWS, if the TWS has been so 
authorised in writing: see Table 5.2).  Each permit must be signed by the authorised 
signatory and retained in the TWC’s Project File.  A copy may be appropriately 
displayed. 

NOTE: For high-risk work, the TWC may not delegate the signing of a permit-to-work to the TWS. 

10.2 The permit-to-work identification number should accord with the item number in the 
Temporary Works Register. 

10.3 The permit-to-work shall indicate clearly the extent of its application and any 
date/time constraints.  All relevant design drawing references, risk assessments and 
method statements should be included on the permit.  A unique identification number 
should reference the relevant design brief(s) and the item(s) in the Temporary Works 
Register.   

10.4 At the TWC’s discretion, a single permit-to-work may be issued for multiple, identical 
operations - covered by the same design - on the basis that each operation is 
appropriately checked/inspected prior to the operation commencing. 

11.0  Temporary Works Training Requirements 

11.1 Any TWC and TWS should have current CITB Site Safety Plus TWC (2-day) and TWS (1-
day) certificates, respectively. 

11.2 Other training should be identified, e.g. SMSTS, SSSTS, etc. (see TWf Information 
Sheet No. 24).   

12.0  Auditing of Temporary Works procedure 

12.1 The DI shall arrange for formal audits on the application of this procedure in order to 
ensure compliance and effectiveness within the business. 

12.2 Issues identified shall be recorded in writing and remedial action implemented. 

12.3 The frequency of audits shall be identified by the DI. 
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ANNEXES: 

Annex A Design check categories  

Annex B Project timeline 

 

FORMS: 

Form No. 1 Appointment of a Temporary Works Co-ordinator (TWC) 

Form No. 2 Appointment of a Temporary Works Supervisor (TWS)  

Form No. 3 Organogram - Lines of responsibility (Typical) 

Form No. 4 Record of Project Appointments 

Form No. 5 Temporary Works Register  

Form No. 6  Design Brief  

Form No. 7 Design Certificate  

Form No. 8 Design Check Certificate  

Form No. 9 Record of Inspection  

Form No. 10 Permit-to-work 
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ANNEX A 

Design check category 

Design 
check 
category 

Scope Comment Independence of checker 

0 Restricted to standard solutions only, to ensure the 
site conditions do not conflict with the scope or 
limitations of the chosen standard solution. These 
may include standard trench boxes. 

This applies to the use of standard solutions and 
not the original design, which requires both 
structural calculation and checking to Category 
1, 2 or 3, as appropriate. 

Because this is a site issue, the check 
may be carried out by another 
member of the site or design team. 

1 For simple designs. These may include: formwork; 
falsework; needling and propping to brickwork 
openings in single storey construction. 

Such designs would be undertaken using simple 
methods of analysis and be in accordance with 
the relevant standards, supplier’s technical 
literature or other reference publications. 

The check may be carried out by 
another member of the design team. 

2 On more complex or involved designs. Designs for 
excavations including excavation support using sheet 
piles, for foundations, for structural steelwork 
connections, for reinforced concrete. Designs where 
stability is obtained by restraint at the top of the 
temporary works (e.g. top-restrained falsework). 

Category 2 checks would include designs where 
a considerable degree of interpretation of 
loading or soils’ information is required before 
the design of the foundation or excavation 
support or slope is carried out. 

The check should be carried out by 
an individual not involved in the 
design and not consulted by the 
designer. 

3 For complex or innovative designs, which result in 
complex sequences of moving and/or construction of 
either the temporary works or permanent works. It 
also includes basement excavations and tunnels. 

These designs include unusual designs or where 
significant departures from standards, novel 
methods of analysis or considerable exercise of 
engineering judgment are involved. 

The check should be carried out by 
another organization and should 
include an overall check to assure 
co-ordination of the whole design. 

Source: BS 5975: 2019, Table 2 – Categories of design check in temporary works  
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ANNEX B 
TYPICAL - Project Timeline 
 

Phase  Action  By  Form 
        

Te
n

d
er

/ 

P
la

n
n

in
g 

 Establish proposed methods of construction and associated 
temporary works requirements 

 Bid Manager 
  

       

 Initiate and populate Temporary Works Register  Bid Manager  5 

       

 Identify potential personnel for the roles of TWC and/or TWSs  DI   

        

C
o

n
tr

ac
t 

st
ag

e
 

 Formally appoint TWC (and Deputy TWC) for the Project  DI  1 

       

 Record project appointments (and keep up-to-date)  Project Manager  3 and 4 

       

 Develop Temporary Works Register (with project-specific 
requirements) 

 TWC 
 5 

       

 Formally appoint Temporary Works Supervisor(s)  TWC (with DI)  2 

       

 Nominate designer(s) and issue design brief for each item of 
temporary works in the Register 

 TWC 
 6 

       

 Verify that the temporary works designs accord with site 
requirements 

 TWC 
 7 

       

 Ensure design checks are undertaken at appropriate category  TWC (with TWDCs)  8 

       

 Ensure that the final design, RAMS and inspection checklists are 
distributed to site (and understood by all) 

 TWC (with TWSs) 
  

       

 Ensure that any materials are inspected on delivery  TWC (with TWSs)  9 

       

 Ensure that any changes and/or deviations are notified to the TWD 
and TWDC, for approval 

 TWC 
  

       

 Ensure that any changes and/or deviations are approved, 
communicated, logged; and that current drawings are used 

 TWC 
  

       

 Ensure inspections are carried out by TWS(s) competent in the 
construction, use, maintenance and dismantling of the individual 

item of temporary works 

 TWC 

(with Project 
Manager) 
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 Hold Points: Issue any permit-to-work, e.g. load, put into use or 
dismantle (as appropriate) 

 TWC 
 10 

       

 Ensure records are kept and maintained  TWC   

        

 

 


