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Introduction to ULTIMO



Gatwick Airport have changed the system used to create and manage permits from P2W to ULTIMO.
ULTIMO allows contractors to submit non-hazardous and hazardous work permits which gives Gatwick full 
transparency of works happening around the campus, along with peace of mind that risks have been assessed and 
mitigated accordingly.

This document is designed to help guide you through the new ULTIMO System when applying for work permits. 
For more in-depth detail regarding what information should be included in your applications, please refer to the 
relevant Standard Operating Procedure (SOP).



Gaining access to ULTIMO



Login credentials for Ultimo can be requested from the Contractor Support Centre (CSC). These can be requested 
once the user has registered on AIRDAT and completed the Ultimo Login Request, which is also done via AIRDAT.

Users who need to raise hazardous and non-hazardous Work Permits and users wishing to self-activate will require 
a login.

People who need to be added to Work Permits only, will also need to be registered on AIRDAT but do not require 
an Ultimo login.

Ultimo login credentials are unique to each individual user and should not be shared with others.

It is recommended that the email address associated with the Ultimo user account is specific to the user to ensure 
all functionality can be utilized. 

https://www.airdat.org/


The Login Page

Ultimo login 
credentials 
entered here To utilise this 

functionality, a 
valid email 
address, specific 
to use user, must 
be provided and 
stored in Ultimo



The Home Page

From the Home page you 
will be able to navigate 
your way through the 
system. You can see the 
status of your hazardous 
and non-hazardous work 
permits in “My Tasks”.

Your Ultimo 
username

Here you can 
view the status 
of any 
Work Permits 
created.

Main menu

The “Home” 
button will bring 
you back to this 
main page.



Creating a Job



Your Ultimo 
username

Step 1: To submit a 
non-hazardous or 
hazardous Work 
Permit you first need 
to create a Job.

To get started click 
‘Work Permit 
Dashboard’ widget 
from the Home page. 



Your Ultimo 
username

Step 2: Click on 
the ‘Create Job’ 
widget.



Your Ultimo 
username

Job number

Step 3: Give the Job a title and short 
description in the ‘Job’ line, e.g.: 
Grease trap maintenance in kitchen

Step 4: Click on the orange ‘contractor’ tab



Your Ultimo 
username

On this tab you can add any contractor 
companies that will be working on the 
job, including your own company.

Step 5: Click on the “Add Contractors”. This will open 
a pop-up window.

You can come back to this page later if you need to 
add more companies

If the company is not listed, this 
means they are currently not set up to 
work at Gatwick. You will not be able 
to add them until they are registered 
on AIRDAT.



Your Ultimo 
username

Step 6: Select the contractor companies 
from the left-hand list

Add them to the right-hand side using the 
“>” button in the middle of the box.

Add all the companies working on this job. 
Once you have added all companies click 
“OK”.



Creating Work Permits 
(Hazardous & Non-Hazardous)



Your Ultimo 
username

Creating a Work Permit is mostly the same for both 
Hazardous & Non-Hazardous activities.

You will need a Non-Hazardous Work Permit for all 
work at the airport.

You may also require Hazardous Work Permits for 
activities such as Hot-Works, Cranes, Confined-Space, 
Penetration Works and Fire Alarm Isolations, etc. Step 1: To create a work permit, click on the ‘Work Permits’ tab.



Step 2: Click “Create work permit”.



This will bring up a pop-up.

Step 2: Click on the magnifying glass, this will 
allow you to select the Work Permit type. For 
example, Non-Hazardous Work Permit.

If you need to raise multiple Work Permits for a 
Job, you need to return to this page and repeat for 
each Work Permit.

Once you have selected a 
permit type, click “OK”.



Work Permit number

Step 3: Add a title 
with a brief 
description in the 
“Work permit” bar.

Step 4: Add in a 
planned start date 
and time.

We suggest that you 
give yourself at least 7 
working days for all 
Work Permits to be 
approved.

The system will auto-
populate the finish 
date/time to 56 days 
from the start date.
Depending on the 
permit type, this could 
be more days or less 
days.



Step 5: To select the 
primary location; click 
the magnifying glass 
on the “Room” line.

Filter down the 
location to the room 
most of your work will 
take place in.

You will require the 
room ID to be able to 
complete this section 
accurately. Extra 
locations can be 
added later.

If the works requires 
Management Of Change 
(MOC) approval, click the 
tick box and add the 
MOC number. (This is 
only applicable when 
choosing a non-
hazardous work permit 
type)



Step 6: In the “Work 
Activities” box, 
expand on the work 
being completed in 
more detail

Step 7: Select the level 
of risk, either low or 
high (there is no 
medium risk option).

This is calculated from 
the residual risk scores 
on your risk 
assessment.



Step 8: Click on the 
“Measures Applicant” 
tab.

Step 9: Go through each of the “Description selection list” items individually and click the 
“Applicable” box as necessary.

Some options may require a comment to be added in the “Explanation option” section.

It is important that this page is filled in correctly. If the selection is not made or if it is 
made incorrectly, then your work permit may be declined.
Depending on the selection, you may be told you need additional hazardous permits.



Step 10: Select the 
“Locations” tab.

Step 11: Click on “Add 
location” this will then open 
a pop-up window.



Step 12: Click on the magnifying glass

Step 13: Select any additional locations that are 
required for the work, including roof if 
applicable

Click “OK” and repeat for any 
further locations as necessary



Step 14: Select the “Work Party” tab

Click on the button relevant to which you want to add 
“Gatwick employee” or “Contractor employee”, this will bring 
up a pop-up box with all the people that you are able to add



Step 15: Highlight the employees that 
you wish to add.

Use the “>” to select them.

Click “OK” once you have added 
everyone



You can assign a person in charge (PIC)  by clicking the "Assign as PIC" button next to their name. This person 
must always be onsite throughout the duration of works, this can be amended as required once the Work 
Permit has been fully approved.

The system will allow you to add workers even if they don't currently hold the mandatory training, however, 
you will not physically be able to activate the Work Permit unless they complete it. Please ensure all workers 
have up to date training before attempting to activate the work permit. This will avoid any delay to works 
taking place.



Here, you can see some of the 
possibly required documents based 
on the Work Permit type you are 
applying for. This does not mean you 
are only limited to these documents; 
it does however give you an idea on 
what is needed.

Please check the relevant SOPs for 
more details on what information 
you need to include.

Step 16: Select the “Documentation” tab. 
On this page you need to add all relevant 
task and site-specific documents by clicking 
the “Link Documents” button. This will open 
a pop-up window.



This is the pop-up window you will 
see once you have clicked “Link 
documents”.

You can either drag and drop or add 
documents by clicking the “+” 
button.

You can upload any file type of a 
maximum size of 550MB.

Once you have selected the file or 
dragged the file, click “OK”.

Repeat this process for all the 
documents needed for the permit 
type.



Step 17: Select the “Validation” tab.



Step 18: Click on the “Work Sponsor” line. 

Click on the magnifying glass.

This will bring up a pop-up. Select the correct Work Sponsor for the job.

Click “OK”.



If you need to go back to a previous tab to add more 
information or change details, you can do this by clicking 
on the relevant tab.

Step 19: When you are ready to submit the permit 
Select the “Validation” tab.



Step 20: On the “Applicant” line click “Validate Digitally”. Once you have clicked “Validate Digitally” You will 
be shown a notification.

Acknowledge this and answer the question 
appropriately. If you answer ‘Yes’ your permit will 
be sent for approval.



Declined Work Permits



You will be able to see if your Work 
Permit has been declined by clicking on 
the “Work Permit Dashboard” widget.

Here you can find the status of all 
your Work Permits. 

Step 1: Click on the ‘declined’ permit.



Step 3: Click on this icon, it will open a window that 
has a detailed explanation of why the permit has been 
declined

Step 2: Select the “Validation history” tab



Step 4: To make the 
required changes select 
the “Request” tab

Step 5: Once the changes have been made click the 
“Resubmit” button.

Please remember to correct all the reasons for the 
decline as it may be declined again if the resubmission is 
incomplete



Projects, Sub-projects and Jobs



How to submit a Project

A project will be raised by a Gatwick employee.
These are mainly construction type works that will use a ‘C’ number.

From a project, you can raise sub projects, jobs and permits. This will be in more 
detail further on. 

 



If you are involved in work at the airport at the Project level, 
either as GAL or an external contractor, you may be required to 
help set up those projects on Ultimo. This is to allow you to assign 
sections of these projects to different teams and/or contractor 
companies etc.

Projects, Sub-projects and Jobs

Ultimo works like an umbrella. The top layer is the Main Project, 
then under that layer you have the various Sub-Projects, and 
under that each sub-project will have Jobs, and within each job 
will be all the Hazardous & Non-Hazardous Work Permits.

The Main Project will generally be created for you, but you may 
still need to add multiple Sub-Projects as required to separate the 
work into the correct stages. Normally it would be the principal 
contractor that would then raise any jobs or hazardous and non-
hazardous Work Permits. 



Step 1: Once you are logged into your Ultimo 
account click on projects down the left-hand side 
on the “Home” page

Navigating to the main project

Step 2: Click on “Current project”



Step 3: If you have been given the “Project 
code” or ‘Project title’, you can search for it 
using the search filter. Alternatively, you can 
search through the list until you find the 
relevant one

Step 4: Double click the Project, when you have found the correct 
one.

From here you can create Sub-Projects.

From a Sub-Project you can then create a Job and then 
Hazardous/Non-Hazardous Work Permits.



Step 5: Select the “Subprojects & jobs” tab. Step 6: Click on “Create subproject” Only the principal contractor is 
authorised to create a subproject



Step 7: You will need to pick the principal 
contractor, this is a mandatory step 

Step 8: You can add subcontractors here, highlight 
the company/companies and use the arrows in the 
middle to move them across. Once they are all 
selected click “OK”. You can add multiple 
subprojects within one project



Step 9: From each subproject you can then create a job. From the job you can create the 
hazardous/non-hazardous work permit



Activating and suspending non-
hazardous permits



Step 1: To activate your non-hazardous work 
permit for the first time, open the permit, you can 
find it under the “Work Permits By Status”



Step 2: Select the “Validation” tab



Step 3: On the “Holder” line, click “Validate 
digitally”. 



Step 4: Answer the pop-up question. If answered “Yes” another pop-up window 
will appear called “Remarks” comment on where you will be working and any 
additional information that is relevant to the works. 

If any workers mandatory training has expired or 
has not been completed, a warning message will 
appear. You will not be able to activate the work 
permit unless you remove them or rectify the 
shortfall in training.



Step 5: Click on the “Work party” tab 

Signing Workers On Site

Step 6: Click “Add contractor employee”



Step 7: Highlight all employees 
that are going to be working on 
site.

Use the “>” to select them.

Then click “OK”.



The status of the work permit 
can be seen here.Step 8: When you are ready to suspend the permit 

click “Log off employee”. 

On the Pop-up that appears select all workers and 
click on the arrow in the middle to move them 
back to the other side of the box.

Then click “OK”.



Click the ‘validation 

Step 9: Select the “Validation” tab. 

Step 10: Click “Change status”. 



Step 11: Click “OK”. 

You can see the new status here. 



Reactivating a Non-Hazardous Permit



Step 1: Open the Work Permit, 
Select the “Validation” tab.



Step 2: Click on “Validate Digitally” tab.

In the “Renewal 
section” you can see 
the “Next Progress 
Status” of the permit 
e.g. “Active”. These are 
all date and time 
stamped.



Step 3: Leave a comment in the ‘Remarks’ box 
with the location you are working in for the 
shift and any other relevant information

Click the “OK” button.



Closing a non-hazardous work 
permit



Once you have finished all works. When the 
permit is no longer needed, you will need to 
cancel it. This is done on the “Validation” tab

Step 1: Go to the “Completion” 
section. Click on “Validate digitally” 
this will then change the status of the 
permit to “Cancelled” in the top right 
corner.



SOPs will be made available in ULTIMO.

Any issues please contact the CSC.
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