
Raising a Site
Access Request
SAAM IN SERVICENOW  •  STEP - BY -
STEP GUIDE



PROCESS OVERVIEW

Six stages. One complete 
request.
Use the site facts, restrictions and job scope to get the request right first time.
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SITE ACCESS
REQUEST

6 STAGES

1Start & site

2Restrictions

3Work & asset

4Dates & details

5Engineers & safety

6Submit request

Mandatory means 
mandatory

Complete every field marked 

* before moving on.

Use a Standard permit

Select the standard Site 

Access Permit type unless 

instructed otherwise.

Describe the full job

The job description and scope 

cannot be amended after 

submission.

Insufficient 
detail may lead 
to cancellation 
and 
resubmission.



STAGE 01

Access Site Access Portal and input Site 
details
Log in to ServiceNow, open the Site Access Portal and search for the site you need to access.

Arqiva  |  Site Access Request  |  3

SITE ACCESS
REQUEST

6 STAGES

1Start & site

2Restrictions

3Work & asset

4Dates & details

5Engineers & safety

6Submit request

1  Open the Site Access Portal 2  Search for and confirm the site

Before continuing

Confirm the correct site 

and complete every field 

marked with an asterisk.



STAGE 02

Read the site restrictions before you 
continue
Check temporary restrictions, permanent risks and every access condition shown for the site or 

structure.
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SITE ACCESS
REQUEST

6 STAGES

1Start & site

2Restrictions

3Work & asset

4Dates & details

5Engineers & safety

6Submit request

Read restrictions, risks and access conditions

Pause and read

Review temporary 

restrictions, permanent 

risks and site-specific 

attendance conditions.



STAGE 03

Choose the work type and the exact 
asset
Select the correct work category and asset — including the correct structure where a site has 

more than one.
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SITE ACCESS
REQUEST

6 STAGES

1Start & site

2Restrictions

3Work & asset

4Dates & details

5Engineers & safety

6Submit request

Open the form Work type

Asset type Confirm the Selections



STAGE 04

Complete dates, times and job details

Enter the visit window and acknowledge every mandatory additional-information instruction.
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SITE ACCESS
REQUEST

6 STAGES

1Start & site

2Restrictions

3Work & asset

4Dates & details

5Engineers & safety

6Submit request

Complete the permit details

Visit window

Enter start date, end 

date, start time and finish 

time.

Acknowledgements

Read and acknowledge 

every asterisked 

instruction including 

Additional Information.

Job scope

Include a complete 

description and scope 

before submission.



STAGE 05

Assign engineers and complete safety 
checks
Add appropriately accredited engineers, answer Health & Safety questions and attach 

RAMS where required.

Arqiva  |  Site Access Request  |  7

SITE ACCESS
REQUEST

6 STAGES

1Start & site

2Restrictions

3Work & asset

4Dates & details

5Engineers & safety

6Submit request

Assign engineers and complete safety information

Accredited 
engineers

For climbing permits, 

assign the correct 

number of engineers for 

the climb height.

If someone is 
unavailable

Contact Accreditation to 

confirm whether their 

certificates remain in 

date.

RAMS and site 
forms

Use the paper clip at the 

bottom of the form to 

attach RAMS or site 

forms when requested.



STAGE 06

Review the request, then submit
Complete every mandatory field, click Next, review the summary and send the permit to 

the ServiceNow queue.
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SITE ACCESS
REQUEST

6 STAGES

1Start & site

2Restrictions

3Work & asset

4Dates & details

5Engineers & safety

6Submit request

Review the request summary

1  Complete

Resolve every 

mandatory field and 

attachment.

2  Click Next

Review the summary and 

answer any final 

questions.

3  Click Submit

The permit enters the 

ServiceNow queue for 

processing.

Your request is now in 
the queue !
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