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1 Access to Agora
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1.1 Sign into AGORA

1

Open the URL:
https://agora.cellnextelecom.com/

QAS -TIS - Cellnex Telecom
S.A.

Log On

E-Mail or User Name

witest02
Changes

Password

Fill in the username
and password.

) Remember me

Forgot password?

Click ‘Log on’.

"\vy 4 ]



2 Access Tool overview
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1 N
2.1 Home page overview cellnex

cellnex”

Clicking ‘Access’ will take you to the
Access

Access tool.

Global Overview

A In progress Access

1018

This summary shows the number of

your in progress access requests.
Press for more info

Clicking ‘Press for more info’ will take
you into the Access tool.




H N
2.2 Access Tool overview cellnex

celmex” = e @

Request | Presences § SAFInfo Clicking ‘SAF Info’ allows you to search for a

site and access Site Access Form information

See section 4 for more information.

This tab shows a list of all

Site Access Requests Site Band:
(SARs). ¥ Clicking ‘New SAR’ will open up the Site | v |
. Access Request (SAR) creation window.
Intervention Category: Attendance:
| See section 5 for more information. | l
C Reset |
Access ma nageme‘t request - Items (1033) Users | NewSAR | Site Occupation Check SAF X Clearallsortings Vi Clearallfilters | Download eoe
<o Date | Jo/ndhann . da/Mnt/uas =
L

- Interve Custom
Interna Site Interve

Maintai Operat ntion Externa Created Creatio Reques SLAEnd  Approv Site Attenda  Operati er
or

SAR # Status tional legacy ntion

- A
ner code code e categor | Code by n date t date Date al type Band nce ve unit agreem

¥ ent

o eI

N\ s
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2.3 SAR queue search and filter cellnex

celnex” - s )

Home Access

Request Presences SAF Info

~ Search Criteria

Remove all filters and press ‘Search’ to

Intervention Type: show all Site Access Requests (SAR). Site Band:

| v} | ~]

Intervention Category: Attendance:

| 4
C, Reset

ent request - Iltems (1033) Users  Nev X Clearall sortings Vi Clear all filters

v | Date

In progress X

dd/MM/yyyy - dd/MM/yyyy

Interve Custom
ntion Externa Created Creatio Reques SLAEnd  Approv Site Attenda  Operati A er

categor | Code by n date t date Date al type Band nce ve unit agreem
¥ ent

2a/11/7  2al1102 ]

... Interna Site
Maintai Operat
or

Interve
ntion
code code type

Status tional legac
ner eacy

s please see section 7.

\\ \n 8



2.3 SAR queue search and filter

cellnex®

~ Search Criteria

Intervention Type:

Operator:

Clicking on ‘Clear all sorting’ will

remove sorting.

Intervention Category:

Sort Ascending
Sort Descending
/' Filter

Clear sort

SAR # Status

A In..

ACC-0...

A In ..

ACC-0...

Maintai
ner

Mitie

Techni...

BT

British...

Interna
tional
code

UK-LA...

UK-YN...

Site

legacy
code

10302

141778

Clicking on the column header will show
a pop up where you can add filters and

sort requests. This is available on all

headers.

Operat

CORN...

TELEF...

Interve
ntion
type

Maint...

Maint...

Interve
ntion

categor

y

Preve...

Emerg...

Externa
| Code

TE741..

Created

by

Tina T...

Arma...

Creatio
n date

29/11/2
021
12:40
29/11/2
021
12:36
29/11/2

tion

Clicking ‘Clear all filters’ will remove
filters.

Check SAF | X Clear all sortings

YV Clear all filters

- dd/MM/yyyy

cellnex®

driving felecow comectuily

C Reset

L Download  ece

Site
Band

SLA End
Date

Approv
al type

Reques
t date

29/11/2

021 Manual
13:00
29/11/2
021
13:00
06/12/2

BAND A

Manual BANDA

Attenda  Operati
nce ve unit

NO

NO

Custom
er
agreem
ent

PMA

Yes



2.4 Site occupation and Site Access Form (SAF) cellnex®

celmex” = e @

Home Access

Request Presences SAF Info

~ Search Criteria

Intervention Type: Operator: : .. ‘ , . .
| > ] Clicking ‘Check SAF’ will bring up a site . l
' search where you will be able to select
BRI ERIERE a site and download the SAF document.
| ~ ] v l
C Reset |

Clicking ‘Site Occupation’ will bring up
the access calendar for all sites.

Access ma nage Site Occupation Check SAF ¥ Clear all sortings 7,, Clear all filters i Download so0

MULELSLIE  See section 3 for more details. i &l

Interna Site Interve HILEIVE Boei
Maintai : o Operat . ntion Externa Created Creatio Reques SLAEnd Approv Site Attenda  Operati er
or

SAR # Stat ti | | C ti
atus ner _ona egacy nion categor | Code by n date t date Date al type Band nce ve unit agreem
code code type y s

2a/11/7  2al1102 ]

Status




3 Site Occupation Calendar
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3.1 Site occupation calendar
This tool allows you to see when free and available for site access

celmex” = e @

Home Access

Request Presences SAF Info

~ Search Criteria

Intervention Type: Operator: Site Band:

| v] M v

Intervention Category: Attendance:

| 2 | v

Clicking ‘Site Occupation’ will bring up
the access calendar for all sites. This is

also available inside the Site Access .
ULl Request (SAR) creation window v | Date | ad/MN/yyyy - da/MM/yyyy El

Interna Site Interve HILEIVE Boei
Maintai . e Operat . ntion Externa Created Creatio Reques SLAEnd Approv Site Attenda  Operati er
SAR # Status tional legacy ntion . PMA
ner -~ or categor | Code by n date t date Date al type Band nce ve unit agreem
code code type

¥ ent

Access ma nage Site Occupation Check SAF ¥ Clear all sortings 7,, Clear all filters i Download so0

Status

2a/11/7  2al1102 ]

Access Workflow — User guide "y 12 ]



3.1 Site occupation calendar

By default, the tool shows from 8 AM to 7 PM.
Clicking 'Full Day’ will allow you to see all hours.

< Site Occupation

Work week m Full Day International Code: * | Site Search Q ]

a

< Today > 29 November 2021 - 3 December 2021

i Mon 2’ I Tue 30 wed 1 Thu 2 Fri 3

You can change the period ‘ Clicking on the magnifying

shown by toggling these glass will bring up the site
buttons. search.

You can move between dates by clicking
the arrows or selecting a date.

11

12

13

14

15
15:23

Access Workflow — User guide "y 13 ]
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4 Site Access Form (SAF) Information



4.1 Site Access Form (SAF) information

Various fields
can be used to

search. Ensure
only 1 is used
at a time.

Clicking ‘SAF Info’ allows you to search for a site

and access Site Access Form (SAF) information.

celinex"

Request Presences

SAF Info

v~ Search Criteria

International Code:

i Enter at least 5 characters

For example: UK-NH-001096

Legacy Code:

[ ¢

For example: 166480

Total Results (3015/1)

International code

UK-LO-037916

UK-LO-037623

UK-LO-037721

UK-LO-037921

UK-LO-037922

UK-LO-037732

Legacy Code

Clicking the
‘International code’ will
open the site SAF info.
EE_AC0047A
EE_AC0048A

EE_PCO121

Site Name:

[ Road

a

Site alias:

X Clear all sortings

Y Clear all filters

Status

CREADO

CREADO
CREADO
CREADO
CREADO

CREADO

Massive Modification =~ Download Massive Modification

Site Name

NORTHCOTE ROAD
201064

NORTHCOTE ROAD 201064
( SHELGATE ROAD) NORTHCOTE ROAD 129656
( SHELGATE ROAD) NORTHCOTE ROAD 129658
( SHIPKROAD) BEDFORD HILL 186331

(BARCLAYS BANK) HIGH ROAD 110685

Clicking ‘Search’
will bring up
relevant sites.




4.1 Site Access Form (SAF) Information

) Hn @ @
< SAF Information

'SAF
. 1

Informatlon SAF Information

This shows

InfOI’matiOn International Code Region: Site address:

about type

and location ‘ o

) X Coordinate: Operators Presents (Code and Name): Building Type:

of the site.
Y Coordinate: City (Postal Code):
Site type: Email address for accessing purposes:

'Road Road route: Sensitive Site: Digital and Padlock Code:

'Digital and
Padlock Code' is

Route' Details

of how to get
to the site will
be in here

Risk of Agression: to detall |0Ck
codes on site.

BeR typeT

'Lock type' will

show the type of
lock used on site.




4.2 Access restriction (1)

celmex” N s )

Access .
o < SAF Information
Restriction

Access restriction

This shows
information Advance notice period (Visit/Maintenance without special Intervention schedule (Visit/Maintenance without special Access Conditions (Visit/Maintenance without special equipment):
about any equipment) equipment)
notice
periods to ;
access the If S;teaal
site. FqUIpment
is on site,
Advance notice period (Work without special equipment): Intervention schedule (Work without special equipment): Access Conditions (Work without special equipment): these fields
will show
any
additional
Access Conditions (Work with special equipment): Access Conditions: Contact description: conditions of
All access access.
conditions
for the site
will be Other type of Access: Contact person for access :

within these
fields




4.3 Security, Country Fields

~ cellnex”

i < SAF Information

Security

Restriction Type :

Restriction Type Description :

Restriction Info:

Access Comments:

'Access
Restriction'
This shows
information

about any

restrictions
that maybe
on the site.

Country Fields

Site availability:

Structure Notice Period:

Communication required:

RAMS Needed:

BT Site:

MOD Site:

Warwickshire Police Site:

EDF Site:

EUSR Nurmber:

High Wind Sites:

Climbing status:

Require OBASS Cards:

Whole Site Outage:

Rooftop Outage:

Structure Outage:

Outage Cell ID:

Band - SAF:

'Country
Fields'
The fields
in this
section
show the
specific

information
about the
site.
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5 Create a Site Access Request (SAR)



5.1 Open the Access Tool

cellnex®

L., o
Home s Clicking ‘Access’ will take you to the

Site Access Request (SAR) tool.

Global Overview

A In progress Access

1018

Press for more info



5.2 Create a Site Access Request (SAR)

celmex” = e @

Home Access

Request Presences SAF Info

Ensure you are on the
‘Request’ tab. Operator: Site Band:

) Clicking ‘New SAR’ will open up the Site
Intervention Category: . . Attendance:
| Access Request (SAR) creation window. ( l
N
C, Reset
Access management request - Items (1033) Users| NewSAR | Site Occupation CheckSAF X Clearallsortings Vi Clearallfilters | Download eoe
Status | In progress X | Date [ da/MM/yyyy - da/MM/yyyy | ]

Interna Site Interve (i Boei
Maintai : - Operat ntion ntion Externa Created Creatio Reques SLAEnd  Approv Site Attenda  Operati PMA er
code code or e categor | Code by n date t date Date al type Band nce ve unit agreem

¥ ent

SAR # Status tional legacy

ner

2a/11/7  2al1102 ]



5.3 Request Characterization

< Request Creation

Role: Access Requester ~ Owner: Kate Staniford

o Request Creation L2 :‘ Manage request

1. Request Creation

Request Characterization

Legacy Code: End Date: * PMA:

[ dd/MM/yyyy HH:mm IE] I

Associated k- Customer agreement:

International Code: *

Click on the magnifying glass

Site Search Q it
I l to search for a site.

External Code: Access restriction:

| l

Begin Date: * Operative unit:

I dd/MM/yyyy HH:mm Ire) l




5.3 Request Characterization: Site Search

Various fields can be used to search.

Ensure only 1 is used at a time.

Site Search

v

Search Criteria

nternational Code: Site Name:
[ — < For example: UK-NH-001096 | | oenm < For example: ROTHERHAM \
Legacy Code: Site alias

Total Results {19)

ional code

For example: 166480

Legacy Code Status

I

Site Name

UK-YS-004010 140165 BLACKBURN IN ROTHERHAM . . a 0 .
UK-YS-008914 50021 ROTHERHAM CIICkIng SearCh WI”
GB-4A-000523 RA/00574 ROTHERHAM - MUSTANG JOINERY brlng Up rE|eva nt Sltes-
UK-Y5-003182 96559 CREADO ROTHERHAM ALBION DRIVE

UK-¥S-013419 88191 CREADO ROTHERHAM BADSLEY MOOR LANE

UK-v$-003181 96556 ROTHERHAM BAWTRY ROAD

UK-YS-007991 303782 ROTHERHAM BAWTRY ROAD B

UK-YS-014029 97032 CREADO ROTHERHAM BRAMPTON ROAD

UK-YS-007992 303783 ROTHERHAM ERSKINE ROAD B

UK-¥S-011595 243426 ROTHERHAM GREASBROUGH ROAD TOWER Tl

Select site using arrow.




5.3 Request Characterization

Follow these steps to raise a Site Access Request (SAR)

< Request Creation

&
Role: Access Requester Owner: Kate Staniford [ Air Report J [ Check SAF J

o Req Creation 2 _3 Manage request

1. Request Creation

v B Once assite is selected these fields will be automatically populated.

Request Characterization

Legacy Code: End Date: * PMA:
166480 [ dd/MM/yyyy HH:mm ® I
International Code: * Associated Request: Customer agreement:
l UK-NH-001096 Q ]
External Code: Access restriction:
[ ] Site Occupation
Begin Date: * Operative unit:
[ dd/MM/yyyy HH:mm IE) ]




5.3 Request Characterization

< Request Creation

&
Role: Access Requester Owner: Kate Staniford [ Air Report J [ Check SAF J

o Req Creation 2 _3 Manage request

1. Request Creation B The next step is to select the start and end date. Clicking ‘Site
Occupation’ will bring up the access calendar for this site.

Request Characterization See section 3 for more information.

Legacy Code: End Date: * PMA:
166480 l dd/MM/yyyy HH:mm ® I
International Code: * Associated Request: Customer agreement:
l UK-NH-001096 Q ]
External Code: Access restriction:
[ ] Site Occupation
Begin Date: * Operative unit:

[ dd/MM/yyyy HH:mm e} ]




5.4 Request Characterization Intervention

< Request Creation

' Intervention Type and Intervention Category
S EREENIe  These 2 fields are linked. See the table below Air Report K Check SAF ]

for which options to select for both.

o Request Creation ._ SRR

Role: Access Requester

Request Characterization Intervention Intervention type Intervention Category Air Report
. . If you are
TEET nterved  OPtiONS to select Reasons to select Option to select el
7’
| Survey ~ | | Survey Carry out a survey Audit decommissioning
or swapping a
Operator: * i i . . '
| perator | ced Maintenance Pre planned maintenance | Preventative dish, please
AIREDALE INTERNATIONAL AIR v .
Reactive/fault work Corrective/fault check the Air
Sensitive Site: Acces, - report to make
Upgrade Installation Deployment sure you provide
Equipment relocation details for the
Intervention Category: * Band: Generator correct dish.
Multi-Year Plan - Batch 1 v Decommission Equipment removal
. Generator removal
Technician(s): * Structu
Operator Like for Like Swaps

This is the company that the work is being carried out on behalf of.

If there is more than one option select the one with (A) on the end. ]




5.4 Request Characterization Intervention

< Request Creation

Role: Access Requester Owner: Kate Staniford

o Request Creation

Technician(s)

Here you must select the technicians that will
be attending site. Note, only those with valid
accreditations will show here (including site
induction).

See next slide for MOD supervision.*

Please see section 6 for more details.

[ 2 ) Manage request

<>

Air Report ] [ Check SAF ]

Intervention place: *

| ~ |

Technician(s): *

I

Maintainer: *

I

Notice period:

Access restriction:

Band:

Structure Name:

Maintainer
This is the company carrying out the
work.

Intervention place
* Heights: Select if working at height including rooftop:

* If rooftop level: complete 0 in ‘Maximum Climb
Height’ (see next slide).

* If climbing rooftop structure: add correct climb
height in ‘Maximum Climb Height’ (see next
slide).

Compound: Select if working on the ground
Whole site: do not use
Shelter: do not use

If you need to access heights and compound, please
raise a height SAR only.




5.4 Request Characterization Intervention

< Request Creation

<>

Role: Access Requester Owner: Kate Staniford [ Airr Report ] [ Check SAF ]

o Request Creation (

| Manage request

Request Characterization Intervention

Intervention Type: * Intervention place: * PolD Cost:
| Survey ~ | ‘ A |
Operator: * Maximum Climb Height:

| AIREDALE INTERNATIONAL AIR S!te Su ENVISIOn SAF_ _ [
Site supervision requirements will

Sensitive Site: be automatically populated Site Supervision SAF:

Intervention Category: * Supervision SAR:

| Multi-Year Plan - Batch 1

Site Supervision SAR
Technician(s): * If site supervision is not required,

[ there will be an option here for you
to select it if needed

Maintainer: *
I *For an MOD site you must select

yes here for your non accredited
technicians to appear




5.4 Request Characterization Intervention

Note: If a PO is required a

copy of the PO document will

be required to submit

the request. The process of

how to add a copy of the PO is
Air Report . on slide 33

< Request Creation

Role: Access Requester  Owner: Kate Staniford

o Request Creation

': 2 :‘ Manage request

Structure Name
If climbing, select the structure
(indUding rooftop). Structure Name:

Request Characterization Intervention

Intervention Type: *

‘ 4 PO ID

GamE Vs If supervision is required, please
‘ d enter the purchase order here. Or [ l
alternately if this is Cellnex project
related works please add the "COM-
XXX" Project number.

Sensitive Site: ’ PolD Cost:

Note: If you have selected
height at ‘Intervention place’
you must add these 2

Maximum Climb Height:

PolD Cost
This will automatically populate if
required.

otherwise your request will be
cancelled.

Restrictions: Maximum Climb Height
Restriction Type Rooms Enter the helght at which works are Start date

taking place. (If rooftop, enter 0)

End date




5.4 Request Characterization Intervention

< Request Creation

Role: Access Requester  Owner: Kate Staniford

o Request Creation

Request Characterization Intervention

Intervention Type: * Maintainer: ¥

| V]|

Intervention place: *

Notice period

This will automatically populate if \

<

[ Air Report } { Check SAF ]

| Manage request

Band

This will automatically populate.

Band A: No notification required to Site Provider (auto approve)
Band B: Notification required to Site Provider

Band C: Approval required from Site Provider

Band D: Further approvals required

required, please adhere to notice

Notice period:

periods.

PolD Cost:

Access restriction:

Access restriction
This will automatically populate if

ynum Climb Height:

applicable.

Band:

Restrictions:

Restriction Type Rooms

Restriction Type Description Start date End date



5.4 Request Characterization Intervention

< Request Creation

<
Role: Access Requester  Owner: Kate Staniford [ Air Report } { Check SAF ]

o Request Creation \

| Manage request

()

Request Characterization Intervention

Intervention Type: * Maintainer: ¥ Structure Name:

| N ~] a
Operator: * Intervention place: ¥ PO ID:

| N V] l
Sensitive Site: Notice period: PolD Cost:

Restriction Type Description
Intervention Category: * This will automatically populate if applicable.

Technician(s): *

| l

FicHone

If there is a total restriction, the Site Access Request will be automatically refused.

Restriction Type Rooms Restriction Type Descri 3 End date

No data




5.5 Request characterization special equipment (including outage)

cellnex® &L @ @

< Request Creation
: <
Role: Access Requester  Owner: Kate Staniford [ Air Report ] [ Check SAF ]

o Request Creation ': 2 :‘ Manage request

Request characterization special equipment

Need for special equipment: Special Equipment: Outages:

ast CharacterizationjInfo Creation

Need for special equipment Special Equipment Outages

If special equipment is required (i.e. Select the special equipment This will automatically populate. If

cranes, cherry pickers etc) please required. If not listed, please select yes, the Site Access Team will

select yes. ‘other’ and detail in the SAR arrange.

description in the ‘Request

Characterization Info Creation’ If you require outages that aren’t

section. detailed below. Select:

* ‘Need for special equipment’:
Yes

Risk Register & RF Safety Notice Board 'Specia| equipment’: other

‘SAR description’: detail outages

Document Name Document Subtype

KETTERING ATE - RR.pdf

required



5.6 Request characterization Info Creation

cellnex"

RAMS
Clicking this green document will allow you to add

SAR Description RAMS and additional documents.

* Detail the works that are going (2 ) Manage request
ahead )
Supervision, an outage or special

Under RAMS add your RAMS, certs and any
mechanical lifting documents.

equipment that hasn’t already
been listed Special Equipment: PO

E PO is required add in a copy of the PO
document into the additional documents along
with other supporting documentation.

If Cellnex Project works please add
the details of the work and the
name of the PM

Documents

Sl Any documents required for the site dateSAR:
will be listed here. Note that if you
upload RAMS they won’t appear here.

SAR Description: *

Document Name Document Subtype Created by Creation Date

KETTERING ATE - RR.pdf Risk Register & RF Safety Notice Board 2021-09-16T12:48:16.000+0200

Scroll down. Clicking ‘Submit’

will submit the request.
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6 Create a Site Access Request (SAR)
for a PMA (Arqiva broadcast) site



6.1 Open the Access Tool

cellnex®

L., o
Home s Clicking ‘Access’ will take you to the

Site Access Request (SAR) tool.

Global Overview

A In progress Access

1018

Press for more info



6.2 Create a Site Access Request (SAR)

celmex” = e @

Home Access

Request Presences SAF Info

Ensure you are on the
‘Request’ tab. Operator: Site Band:

) Clicking ‘New SAR’ will open up the Site
Intervention Category: . . Attendance:
| Access Request (SAR) creation window. ( l
N
C, Reset
Access management request - Items (1033) Users| NewSAR | Site Occupation CheckSAF X Clearallsortings Vi Clearallfilters | Download eoe
Status | In progress X | Date [ da/MM/yyyy - da/MM/yyyy | ]

Interna Site Interve (i Boei
Maintai : - Operat ntion ntion Externa Created Creatio Reques SLAEnd  Approv Site Attenda  Operati PMA er
code code or e categor | Code by n date t date Date al type Band nce ve unit agreem

¥ ent

SAR # Status tional legacy

ner

2a/11/7  2al1102 ]



6.3 Request Characterization

< Request Creation

Role: Access Requester ~ Owner: Kate Staniford

o Request Creation L2 :‘ Manage request

1. Request Creation

Request Characterization

Legacy Code: End Date: * PMA:

[ dd/MM/yyyy HH:mm IE] I

Associated k- Customer agreement:

International Code: *

Click on the magnifying glass

Site Search Q it
I l to search for a site.

External Code: Access restriction:

| l

Begin Date: * Operative unit:

I dd/MM/yyyy HH:mm Ire) l




6.3 Request Characterization: Site Search

Various fields can be used to search.

Ensure only 1 is used at a time.

Site Search

v

Search Criteria

nternational Code: Site Name:
[ — < For example: UK-BT-0059 | | oenm < For example: ROSNEATH \
Legacy Code: Site alias

Total Results {19)

ional code

For example: 15211

Legacy Code Status

I

Site Name

UK-YS-004010 140165 BLACKBURN IN ROTHERHAM . . a 0 .
UK-YS-008914 50021 ROTHERHAM CIICkIng SearCh WI”
GB-4A-000523 RA/00574 ROTHERHAM - MUSTANG JOINERY brlng Up rE|eva nt Sltes-
UK-Y5-003182 96559 CREADO ROTHERHAM ALBION DRIVE

UK-¥S-013419 88191 CREADO ROTHERHAM BADSLEY MOOR LANE

UK-v$-003181 96556 ROTHERHAM BAWTRY ROAD

UK-YS-007991 303782 ROTHERHAM BAWTRY ROAD B

UK-YS-014029 97032 CREADO ROTHERHAM BRAMPTON ROAD

UK-YS-007992 303783 ROTHERHAM ERSKINE ROAD B

UK-¥S-011595 243426 ROTHERHAM GREASBROUGH ROAD TOWER Tl

Select site using arrow.




6.3 Request Characterization

Follow these steps to raise a Site Access Request (SAR)

< Request Creation

()
Role: Access Requester Owner: Kate Staniford [ Check SAF ] X

o ) Once asite is selected these fields will be automatically populated.
Request Creation .
PMA: will be ‘Yes’

Request Characterization

Legacy Code: End Date: * PMA:
_____ [ 14/02/2022 13:04 e} ]
International Code: * Associated Request: Customer agreement:
’ UK-BT-005575 Q ]
External Code: Access restriction:
Begin Date: * Operative unit:
’ 14/02/2022 12:04 @ ]




6.3 Request Characterization

< Request Creation

Role: Access Requester Owner: Kate Sta

The next step is to select the start and end date. Clicking ‘Site
Occupation’ will bring up the access calendar for this site.

See section 3 for more information.

Check SAF

o Request Creation

Request Characterization

Legacy Code:

International Code: *

) Manage request

[ ra )

End Date: *

[ 14/02/2022 13:04 e} ]

Associated Request:

’ UK-BT-005375

External Code:

Access restriction:

l

Begin Date: *

Operative unit:

[ 14/02/2022 12:04

ol

PMA:

Customer agreement:




6.4 Request Characterization Intervention

< Request Creation

' & Intervention Type and Intervention Category <o
LCEHNETLELICE LG IS These 2 fields are linked. See the table below Alr Report K Check SAF ]

for which options to select for both.

o Request Creation

Request Characterization Intervention Intervention type Intervention Category Air Report
. . If you require the
mterventon Typers nterved  OPtiONS to select Reasons to select Option to select AIR report
7

| Survey v | | Survey Carry out a survey Audit please request

_ - - - this from the
Operator: * ticed Maintenance Pre planned maintenance | Preventative ACEESS TEETTT
| AIREDALE INTERNATIONAL AIR v | - -

Reactive/fault work Corrective/fault
Sensitive Site: Acces, .
Upgrade Installation Deployment
Equipment relocation
Intervention Category: * Band: Generator
Multi-Year Plan - Batch 1 ~ Decommission Equipment removal ~
B Generator removal
Technician(s): * Structu
Operator Like for Like Swaps

This is the company that the work is being carried out on behalf of.

If there is more than one option select the one with (A) on the end. ]




6.4 Request Characterization Intervention

< Request Creation

Role: Access Requester Owner: Kate Staniford

o Request Creation

Technician(s)

Here you must select the technicians that will
be attending site. Note, only those with valid
accreditations will show here (including site
induction).

See next slide for MOD supervision.*

Please see section 6 for more details.

[ 2 ) Manage request

<>

Air Report ] [ Check SAF ]

Intervention place: *

| ~ |

Technician(s): *

I

Maintainer: *

I

Notice period:

Access restriction:

Band:

Structure Name:

Maintainer
This is the company carrying out the
work.

Intervention place
* Heights: Select if working at height including rooftop:

* If rooftop level: complete 0 in ‘Maximum Climb
Height’ (see next slide).

* If climbing rooftop structure: add correct climb
height in ‘Maximum Climb Height’ (see next
slide).

Compound: Select if working on the ground
Whole site: do not use
Shelter: do not use

If you need to access heights and compound, please
raise a height SAR only.




6.4 Request Characterization Intervention

< Request Creation

<>

Role: Access Requester Owner: Kate Staniford [ Airr Report ] [ Check SAF ]

o Request Creation (

| Manage request

Request Characterization Intervention

Intervention Type: * Intervention place: * PolD Cost:
| Survey ~ | ‘ A |
Operator: * Maximum Climb Height:

| AIREDALE INTERNATIONAL AIR S!te Su ENVISIOn SAF_ _ [
Site supervision requirements will

Sensitive Site: be automatically populated Site Supervision SAF:

Intervention Category: * Supervision SAR:

| Multi-Year Plan - Batch 1

Site Supervision SAR
Technician(s): * If site supervision is not required,

[ there will be an option here for you
to select it if needed

Maintainer: *
I *For an MOD site you must select

yes here for your non accredited
technicians to appear




6.4 Request Characterization Intervention

< Request Creation

&

Role: Access Requester  Owner: Kate Staniford [ Air Report } { Check SAF ]

o Request Creation ': 2 :‘ Manage request

Request Characterization Intervention
f Structure Name

N — If climbing, select the structure p——
‘ (including rooftop). ‘

Operator: * siossssBon olass. PO ID:
\ A PO D [ |
4 If supervision is required, please
T /
Sensitive Site: 7 PolD Cost:
/! enter the purchase order here.
1"
’
. ¥ " " "
Intervention Category: * ’ Maximum Climb Height:

‘ i PolD Cost
This will automatically populate if
required.

Note: If you have selected

height at ‘Intervention place’

you must add these 2 Maximum Climb Height

otherwise your request will be Rooms Enter the height at which works are Start date
cancelled. RN taking place. (If rooftop, enter 0)

End date



6.4 Request Characterization Intervention

< Request Creation

Role: Access Requester  Owner: Kate Staniford

o Request Creation

Request Characterization Intervention

Intervention Type: * Maintainer: ¥

| V]|

Intervention place: *

Notice period

This will automatically populate if \

<

[ Air Report } { Check SAF ]

| Manage request

Band

This will automatically populate.

Band A: No notification required to Site Provider (auto approve)
Band B: Notification required to Site Provider

Band C: Approval required from Site Provider

Band D: Further approvals required

required, please adhere to notice

Notice period:

periods.

PolD Cost:

Access restriction:

Access restriction
This will automatically populate if

ynum Climb Height:

applicable.

Band:

Restrictions:

Restriction Type Rooms

Restriction Type Description Start date End date



6.4 Request Characterization Intervention

< Request Creation

<
Role: Access Requester  Owner: Kate Staniford [ Air Report } { Check SAF ]

o Request Creation \

| Manage request

()

Request Characterization Intervention

Intervention Type: * Maintainer: ¥ Structure Name:

| N ~] a
Operator: * Intervention place: ¥ PO ID:

| N V] l
Sensitive Site: Notice period: PolD Cost:

Restriction Type Description
Intervention Category: * This will automatically populate if applicable.

Technician(s): *

| l

FicHone

If there is a total restriction, the Site Access Request will be automatically refused.

Restriction Type Rooms Restriction Type Descri 3 End date

No data




6.5 Request characterization special equipment (including outage)

Need for special equipment
< RequestCrez (¢ 0ig| equipment is required (i.e.

cranes, cherry pickers etc) please

select yes. ( Check SAF

Role: Access Requests

)

o Request Creation

) Manage request

Request characterization spegfl equipment

Need for special equipment: Access Type Equipment: * Outages end date:
| Yes W | | s | ’ dd/MMAyyyy HH:mm I ]
Are you using height access equipment?: Outages: Outage Fields:
| YES “ | ~Whole Site Outage : NO
- Rooftop Outage : NO
Lift Type: * Outages start date: - Structure Outage : YES
| v | ’ dd/MM/yyyy HH:mm e ]

Owner Equipment:

Company Condition Added

Lift Type
Cadent Gas You will then be asked to select a lift
Mariame and Coastguard type'

ACCESS WITHOUT SUPERVISING RIGGER OBTAINING CONFIRMATION THAT THE PAGEONE OUTAGE IS IN PLACE CON 0208
|f you are using a NEWP then Select it 5133. RF S50W TO FOLLOW MUST BE COMLETED ON SITE.
Airwave here rather than in IACCESS Type 0800 085 1532 option 1 and option 1

Pageone

Equipment’

o




6.5 Request characterization special equipment (including outage)

< Request Creation

Access Type Equipment
You will then be asked to select an

access equipment type.

Role: Access Requ, Owner: Kate Staniford

M Are you using height access equipment? .
o Request Creati Manage request

If height access equipment is required
(i.e. scaffolding) please select yes.

If you are using a NEWP then select it
in ‘Lift Type’ rather than here

Request charg

Need for special equipment: Access Type Equipment: * Outages end date:

| Yes W | | s | ’ dd/MMAyyyy HH:mm I ]
Are you using height access equipment?: Outages: Outage Fields:
| YES “ | ~Whole Site Outage : NO
- Rooftop Outage : NO
Lift Type: * Outages start date: - Structure Outage : YES
| v | ’ dd/MM/yyyy HH:mm e ]
Owner Equipment:

Company

Outages
7 ense hugheshic gk com This W|Il.automat|cally populate. If yes, the Site Access
Mariame and Ceastguard Agency paul fudge@mega.govuk Team Wil arrange.

) . NO ACCESS WITHOUT SUPERVISING RIGGER OBTAINING {
Pageone networksremote @pageone.co.u 914 5183, RF SSOW TO FOLLOW MUST BE COMLETED ON

Cadent Gas chris.s.haistead @nationalgrid.com

If you require outages that aren’t detailed below. Select:
* ‘Need for special equipment’: Yes
* ‘Special equipment’: other (will appear)

Airwave airwave.pew@airwavesolutions.co.uk 0800 083 15

* ‘SAR description’: detail outages required



6.5 Request characterization special equipment (including outage)

< Request Creation

; <
Owner: Kate Staniford [ Ermaen ]

) Manage request

Role: Access Requester

o Request Creation

Request characterization special equipment

Need for special equipment: Acams Type Equipment: * Outages end date:
| Yes v | L ’ dd/MM/yyyy HH:mm I ]
N Owner Equipment
Are you using height access equipment?: 2 This will be automatically populated Outage Fields:
| YES v | showing what operator outages are - Whole Site Outage : NO
. - Rooftop Outage : NO
Lift Type: * reqUIred' - Structure Outage : YES
| ~ | dd/MM/yyyy HH:mm

Owner Equipment:

Company

Cadent Gas chris.s.haistead @nationalgrid.com

mansel.hughes@htc.uk.com;

Mariame and Ceastguard Agency paul fudge @mega govuk

) . NO ACCESS WITHOUT SUPERVISING RIGGER OBTAINING CONFIRMATION THAT THE PAGEONE OUTAGE IS IN PLACE ON 0208
Pageone networksremote @pageone.co.u 914 5183. RF SSOW TO FOLLOW MUST BE COMLETED ON SITE.

Airwave airwave.pew@airwavesolutions.co.uk 0800 085 1532 option 1 and option 1




6.6 Request characterization Info Creation

< SAR Description
* Detail the works that are going

ahead
Supervision, an outage or special l RAMS
equipment that hasn’t already (2 ) Manage request Clicking this green box will allow you

been listed ) to add RAMS.
Project details if project work

Documents

Documents required for the site will date SAR:
not appear here, you will be sent them

when your SAR is approved.

SAR Description: * Risks of Ag

Document Name Document Subtype Created by Creation Date

No attached documents




6.6 Request characterization Info Creation

<

Role: Access Requesigmm, Owner: Kate Staniford Check SAF

) Manage request

0 iy These fields will become mandatory ¢
- depending on the details you select.

Please ensure that any field with a * is

Attendance Notifics pOpu|ated before You su bmit.  work on the fabric of building or Are you excavating / breaking ground?:

Request Charad

o | 7]
] Note that if heights has been selected at ) - )
Weight: * ) ) Detail safe digging practices you will use to prevent damage to the
l|ntervent|on Place" lWhat hE|ght are must obtain asbestos information?: earth mat:
you climbing to’ must be completed. M |
[ I Are you carrying out electrical work?: State the manufacturer and model of RF personal monitor to be
used and the frequency range it covers:
~ |

Diameter: * [ l

Electrical Work Category:
[ I ‘ | Confirm the structure will be isolated:

hve

What height are you climbing to? (height in meters): | d |
[ I Enter material of lifting bond: *

[ I Are you removing a structural member?:
What face of the structure are you working on?: | i |
[ I Are you lifting feeders?: *

Are you accessing the Antenna Spine?:

| ~ |
Provide AIR Report to requestor: | d |
| | How will Earth the feeders to prevent electric shock?:

~ [ I Are you carrying out hot works?:

Are you abseiling or using rope access technigues?: | - |
| ~]

e Scroll down. Clicking ‘Submit’
will submit the request.




7 Technicians
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7.1 Technicians

Each site is categorized in a site type. This determines the accreditation needed at heights. If you cannot see any/all
of your technicians it is because they do not have the right accreditations.

Site Type Working where Accreditation Needed | Portfolio specific

Rooftop
Rooftop Working on a rooftop Heights RF Awareness
Site Access Induction
Rooftop
. RF Awareness
Rooftop Working on a rooftop Heights Site Access Induction
Structure structure

Tower climbing

In addition portfolio specific
Tower rescue

accreditations also applicable (e.g

Working on a cabinet / cabin National Grid, BT, MOD, EDF, etc)

Rooftop Compound Site access induction
at ground level
RF Awareness
. . Site Access Induction

Tower Working on structure Heights N
Tower climbing
Tower rescue

Tower Working on cabinet / cabins Compound Site access induction

To query accreditations please contact the accreditation team:
https://towerco.atlassian.net/servicedesk/customer/portals and choose - UK Service Desk — Accreditation

Access Workflow — User guide "'y 53 ]


https://towerco.atlassian.net/servicedesk/customer/portals
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8 Manage a Site Access Request (SAR)



8.1 SAR queue search and filter

cellnex"

Clicking on the column header will show
S U NO O] pop up where you can add filters and
sort requests. This is available on all

: headers.
Intervention Type:

Clicking on ‘Clear all sorting’ will
remove sorting.

Intervention Catgory:

— ! You will only see your company

the Site Access Request (SAR).

Sort Descending

1

i

Filter Jest - Items (1034) Users

X Clear sort

New SAR  Site Occupation  Check SAF X Clear all sortings

‘ Date | dd/MM/yyyy - dd/MM/yyyy

Sort Ascending requests. Clicking on the row will open

v
Clicking ‘Clear all filters’ will remove ‘
filters.
AV
C Reset

Vy Clearall filters | | Download  coc

Interna Site Interve interve
- Maintai R i Operat gr = ntion Exteriia Created Creatio
SAR # Status tional legacy ntion

nei or categol |1 Cod 2 b n date
‘ code code type VB d ¥ Y

Custom
Reques SLAEnd Approv Site Attenda  Operati PMA er
t date Date al type BN nce ve unit agreem

ent

Mitie 29/11/2  29/11/2
ACC-0... A In.. 2 UK-LA... 10302 CORN... Maint... Preve... TE741.. TinaT.. 021 021 Manual BANDA NO Yes
Techni...
12:40 13:00
BT POty
ACC0.. An.. British UK-YN.. 141778 TELEF.. Maint.. Emerg.. Arma.. 021 021 Manual  BANDA NO Yes
12:36 13:00
29/11/2  06/12/2



8.2 Manage request
Note: Only a

member of the Site ACC-0144047 UK-LO-002578 - O Asproved
Access Team can Role: Site Manager Owner: Abi Evans LoG [ Air Report ] [ Check SAF ] [ Edit Field ]

interact with a o
. Request Creation
pending request.

2 Manage request

1. Request Creation

>

2. Manage request Clicking on ‘Manage request’ will allow you to

. review the status of the Site Access Request (SAR).

Review Request

Automatic processing result: Created by:

(2 Abi Evans

Document attachments:

The Comments section
will detail steps taken

Comments:

manually by a member of
the Site Access Team.

Comments:

User Comment Date Comments

Jack Hoyle 01/12/2021 09:21:11 LINKED TO ACC-0118597 — Eminencetel LTD




8.3 Notifications

This table details who will receive notifications. Check the SAR for updates

. Email Agora
Options to select e .
notification updated
Site Access Request Requester
(SAR) raised g
Requester
A ..
pproved Technicians
Refused Requester
Cancelled
. New
Engineer change .
engineers




8.4 Edit technicians, add a PO

It is now possible to edit the technicians on a Site Access Request (SAR)

< Manage Request

ACC-0071984 UK-13-006272 -
Role: Site Manager Owner: UKACCERQ, UKACCERQ

A In progress

Air Report Check SAF | X |

Request
Creation

Clicking on ‘Edit Field’ will allow you to edit the
- Technician and PO fields.

Review Request

Comments: Created by:

(2) UKACCERQ, UKACCERQ

Document attachments:

Comments:

User Comment Date Comments

Attachments (0)

Access Workflow — User guide "'y 58 ]



8.4 Edit technicians, add a PO

< Manage Request

ACC-0071984 UK-13-006272 -
Role: Site Manager Owner: UKACCERQ, UKACCERQ

Request Characterization Intervention -
Add a PO number.
Intervention Type: * Maintainer: * Structure Name:
4th Generation Ltd
Operator: * Intervention place: * POID:
Sensitive Site: Notice period: PolD Cost:

Intervention Category: * Access restriction:

Add or remove technicians. This
warning will pop up. RAMS are only
required if you have previously
attached them.

Technician(s): *

[[ath1x

Delete the current RAMS and attach the new one

Restrictions:

cosnos 7S 2 Note: notifications will be sent to % Close
new engineers on requests. Deleted

ones will not receive a notification.

Access Workflow — User guide "'y 59 ]



8.4 Edit technicians, add a PO

Home Access

Request Presences SAF Info

Search Criteria

Operator: % |n the queue you will now see
B The Site Access Request (SAR) will be - g the ‘Last Modification’

processed depending on the banding. column updated

If not automatically approved, the Technicians: ‘technical’
status will now change to ‘In progress’. PO: ‘poid’

Access managgment request - Iltems (109) New SAR  Site Occupation CheckSAF X Clearallsortings V) Clearallfilters 1 Download {o™onfigure columns visibility

Intervention Intervention : Creation _ Approval as
Operator L AU Created by i = Request date POV L % : .
type category date type Moc Scation

17/12/2021

k3 | SAR

Status 1 Y l Date ‘ dd/MM/yyyy - dd/MM/yyyy

International Site legacy

Statis V Maintainer
code code

Al 7 0 Ad i ath K - MOBI R . K A 17/12/2021 24/12/2021 " i 13:12-
CC-00720... prove Generation.:: UK-13-000... 150175 OBILEBR...  Maintenance Corrective/.. UKACCERQ... 13:12 13:11 utomatic te(-hni(al
"~ 4th _ . o : 17/12/2021 17/12/2021 17/12/2021
ACC-00720.. O, Cacelled Geribiation.. UK-13-006... 253982 4TH GENER...  Maintenance Working in... Jordi Grego... 13:05 17:57 Manual 13:05 - pold
mpicns 4th 16/12/2021 17/12/2021
ACC-00720... O C3elled ST UK-13-006... 253982 4TH GENER...  Maintenance Workingin... Jordi Grego... 16:54/ 1,,/53/ Manual
jith 3 16/12/2021 22/12/2021 16/12/2021
ACC-00719... ] UK-13-006... 253982 EE LIMITED Maintenance Corrective/... UKACCERQ... 2 3 Manual 13:23-
[Generation... 13:23 11:41 f
technical
NN o SN ISR —— R R T 72 - W7 S Rt

Access Workflow — User guide " e |



8.4 Edit technicians, add a PO

< Manage Request

ACC-0071984 UK-13-006272 -
Role: Site Manager Owner: UKACCERQ, UKACCERQ

A In progress

Air Report Check SAF | X |

Request
Creation

Clicking on ‘Log’ will allow you to view all changes
- made. It logs old and new values.

Review Request

Comments: Created by:

(2) UKACCERQ, UKACCERQ

Document attachments:

Comments:

User Comment Date Comments

Attachments (0)

Access Workflow — User guide "\ 6 |
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9 Cancel a Site Access Request (SAR)
including pylons



9.1 SAR queue search and filter

cellnex"

Clicking on the column header will show
S U NO O] pop up where you can add filters and
sort requests. This is available on all

: headers.
Intervention Type:

Clicking on ‘Clear all sortings’ will
remove sorting.

Intervention Catgory:

— ! You will only see your company

the Site Access Request (SAR).

Sort Descending

1

i

Filter Jest - Items (1034) Users

X Clear sort

New SAR  Site Occupation  Check SAF X Clear all sortings

‘ Date | dd/MM/yyyy - dd/MM/yyyy

Sort Ascending requests. Clicking on the row will open

v
Clicking ‘Clear all filters will remove ‘
filters.
AV
C Reset

Vy Clearall filters | | Download  coc

Interna Site Interve interve
- Maintai R i Operat gr = ntion Exteriia Created Creatio
SAR # Status tional legacy ntion

nei or categol |1 Cod 2 b n date
‘ code code type VB d ¥ Y

Custom
Reques SLAEnd Approv Site Attenda  Operati PMA er
t date Date al type BN nce ve unit agreem

ent

Mitie 29/11/2  29/11/2
ACC-0... A In.. 2 UK-LA... 10302 CORN... Maint... Preve... TE741.. TinaT.. 021 021 Manual BANDA NO Yes
Techni...
12:40 13:00
BT POty
ACC0.. An.. British UK-YN.. 141778 TELEF.. Maint.. Emerg.. Arma.. 021 021 Manual  BANDA NO Yes
12:36 13:00
29/11/2  06/12/2



9.2 Cancel a Site Access Request (SAR)

<{ Manage Request

ACC-0144047

Role: Site Manager Owner: AbiEvans

o Request Creation

UK-LO-002578 -

O Approved

106 [ Air Report ] [ Check SAF ] [ Edit Field ]

1. Request Creation

>

2. Manage request

>

Warning

Are you sure you want to cancel the request ACC-0144047 ?

A pop up will
appear. Clicking on
‘Yes’ will cancel the
Site Access Request
(SAR).

2 request

Clicking on ‘Cancel request’
will allow you to cancel the
Site Access Request (SAR).

For cancelling pylon access requests

Ensure the cancellation is 24 hours in
advance.

Notify the site access team via email
access@cellnextelecom.co.uk




9.3 Cancel a Site Access Request (SAR) for pylons

Ensure the cancellation is 24 hours in
advance.

Notify the site access team via email
access@cellnextelecom.co.uk



10 Post Work Reports

-
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10.1 Post Work Reports

To report an issue on site, visit the UK Service Desk
Cellnex - Jira Service Management (atlassian.net)

1

Clicking on ‘UK Service he Cellnex UK Service Desk

Desk’ will open up the tool.

Frequently used

Service Desk Sandpit-2




10.1 Post Work Reports

UK Service Desk

Welcome! You can raise a UK Sen

wvided.

e Desk request from the options pr

Y7 Contact us about

Site Access
Pe

iequest Escalations, Site Access Issue, Site Provider / Landlord

it Update Requests, Site Acce:

Site Loca

ommunity Relations

SHE - Safety Health and Environment

Report. Investigation Res
SHE-RAMS

Clicking on the relevant
option to report an issue.

Accreditation - Please be aware we no longer accept the old Argiva Forms.

Get Accredited for Compan) r UK Lid), Get

ted for Companies

m for National Grid Port

edited - Supplement
ories - Tebecoms (On Tower UK L

(Celines: LK), Get Accredited for

Keys. One off permit

ng. Updat

Site Provider Enqui

Site Provider / Landlord Query

Small Cells

Community Relations

RF Safety

RF Safety (ICNIRP certificate reque:

Feasitilty request




10.2 Site Access

Site Location Issues

Cannot find the site with directions

given
Change of access routes

Cellnex / UK Service Desk

UK Service Desk

Welcome! You can raise a UK Service Desk request from the options provided.

Contact us about

Site Access

‘What can we help you with?

S Permit Update Requests

% Site Access Request Escalations

Site Access Issue

Site Access Issue

Site Provider / Landlord Query

Facilities Issue

Community Relations
Have a question? Submit it here

° Site Location Issues

* |ssues getting into site

Facilities Issue

* Issues with buildings or fencing
* Overgrown Sites
* Replacement locks



10.3 SHE — Safety Health and Environment

Celinex / UK Service Desk

UK Service Desk

Welcome! You can raise a UK Service Desk request from the options provided.

Contact us about

SHE - Safety Health and Environment ~

What can we help you with?

E Event Report (Unsafe Conditions & Acts, Near Misses, Incidents and Accident reporting)
=

E\Ient Reort D SHE General Health and Safety Encjuiry

* Near misses on site
* Accidents/Major Incidents

Report of Nesting Birds Issue
Report of Nesting Birds & ® Nesting Birds (el Site

D Asbestos Enquiry Form
=

Asbestos Enquiry Form
Mental Health Event Report * Suspected Asbestos materials on site

or access track

o]

Investigation Report

[

Safety Health and Environmental Active Monitoring Report

O]

@ SHE-RAMS



10.4 FR Safety

Cellnex / UK Service Desk

UK Service Desk

Welcome! You can raise a UK Service Desk request from the options provided.

Contact us about

RF Safety

RF Safety
What can we help you with?

* High levels of RF or Narda
alarms sounding

RF safety (ICNIRP certificate requests, Feasibility requests, etc)
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1 1 FAQs

A full set of FAQs can be found here


https://www.cellnextelecom.co.uk/wp-content/uploads/2021/09/Agora-Access-FAQs_external.pdf
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