
How to request an eTWOSA

Step by step guide for contractors



How to request a
TWOSA for a single site



Step 1: Go to: 

https://thameswater.s

harepoint.com/sites/

HSW/epermits and 

select Request a 

TWOSA

Tip: Please always use Chrome 
browser for an optimal user 
experience

https://thameswater.sharepoint.com/sites/HSW/epermits


Step 2: This will take 

you to your TWOSA 

Log Book where you 

can see your historic 

requests and make a 

new request. Select 

New to begin a new 

request.

Tip: Please always use Chrome 
browser for an optimal user 
experience



Step 3: Select the site 

you need to request 

the TWOSA for from 

the list displayed

Tip: You can use the search 
bar to find the site faster. 
Once you find the right site 
click on the right arrow to 
select it.



Step 4: Please select 

the TWOSA issuer 

from the list provided 

and then continue to 

complete the required 

information as shown.

Tip: If you hover over the field 
you will see hints for 
completion appear



Step 5: Select Add 

contact details and 

complete the required 

fields – this should 

include any key 

contacts related to 

the work. They will 

also receive a copy of

the TWOSA.

Please note: If you click finish 
without selecting add contact, 
no details will be added so 
please ensure you select add 
contact first



Step 6: Select Add 

nearest hospital 

details and fill out the 

required fields.

Select Add contact 

and then select 

Finish.

Please note: If you click finish 
without selecting add contact, 
no details will be added so 
please ensure you select add 
contact first



Step 7: Add your 

internal reference 

number for the 

request and a brief 

description of the 

work and then select 

Add New. Select from 

the different 

requirement 

categories.



Step 8: Tick any 

relevant requirements 

to the job and explain 

why they are needed. 

Once you’ve added 

all of the 

requirements, select 

Save. You can delete 

or edit the text on the 

home screen.



Step 9: Next add 

the ideal start date 

and duration of the 

work – the end date 

will automatically infill 

based on your 

selection. Then add 

any attachments 

relevant to the 

request.

Please provide 10 working 
days notice where possible. 
TWOSAs can not be for longer 
than 6 months.



Step 10: Please 

ensure that you have 

read and understood 

the Thames Water 

Passport and CDM 

requirements for the 

job. There are links to 

more information if 

you’re not sure. You 

can now press Submit 

to send the request 

to the TWOSA issuer 

you selected earlier.



Step 11: You can edit 

the TWOSA up until 

the point the request 

is approved, e.g. if 

you need to provide 

further detail or add 

an additional contact 

you can do this by 

selecting the relevant 

TWOSA from the list 

and using the Edit 

button on the top 

menu bar to open it



Step 12: Use the top 

bar to add additional 

contact details or 

simply scroll through 

the request to make 

any other amends. 

The TWOSA issuer 

will receive a 

notification for any 

changes that you 

make and they will be 

visible in their side of 

the tool



Step 13: Once the 

approver has 

reviewed your 

request they will send 

you a copy of stage 1 

and 2 to provide your 

sign off. Review the 

detail and scroll to 

the bottom of the 

email to provide your 

signature by selecting 

Sign off



Step 14: Once you 

select Sign off you 

will be taken to this 

confirmation screen. 

The approver will 

then complete 

section of the 

TWOSA



Step 15: Once the 

approver has 

completed stage 3, 

they will issue the 

TWOSA which will 

trigger an email to 

yourself and any 

individuals you added 

as contacts for the 

work. You can 

download a PDF 

version from here.



Step 16: To request 

an extension to the 

TWOSA please get in 

contact with the 

TWOSA issuer stating 

the reason the 

extension and 

duration required. 

This can only be 

done once as per the 

process previously



Step 17: To add 

pictures to your 

TWOSA to provide 

evidence that the 

work has been 

completed, please 

select the request 

from the list you 

would like to amend 

and then select Edit 
from the top menu 

bar



Step 18: Select 

Attach pictures to 

open up your 

documents. Select 

Submit once you’ve 

finished uploading 

and the TWOSA 

issuer will receive an 

email notification 

letting them know

Please note: Please accurately 
name the images e.g. before 
work/after work



How to request a TWOSA
for multiple sites



Step 1: Go to: 

https://thameswater.s

harepoint.com/sites/

HSW/epermits and 

select Request a 

TWOSA

Tip: Please always use Chrome 
browser for an optimal user 
experience

https://thameswater.sharepoint.com/sites/HSW/epermits


Step 2: This will take 

you to your TWOSA 

Log Book where you 

can see your historic 

requests and make a 

new request. Select 

New to begin a new 

request.

Tip: Please always use Chrome 
browser for an optimal user 
experience



Step 3: Select Sub-

Regional TWOSA and 

then select the 

business area the 

sites sits within



Step 4: Select the 

Sub-region the sites

sit within and then 

tick the sites you’d 

like to include in the 

request from the list 

provided and then 

select the forward 

arrow



Step 5: A

confirmation of the 

TWOSA issuer and 

the sites included will 

then be shown. From 

here please complete 

the required 

information as with 

the single site 

TWOSA, join the 

instructions from Step 

5 onwards (Page 7).



How to request a TWOSA for work 
not based on one of our sites



Step 1: Go to: 

https://thameswater.s

harepoint.com/sites/

HSW/epermits and 

select Request a 

TWOSA

Tip: Please always use Chrome 
browser for an optimal user 
experience

https://thameswater.sharepoint.com/sites/HSW/epermits


Step 2: This will take 

you to your TWOSA 

Log Book where you 

can see your historic 

requests and make a 

new request. Select 

New to begin a new 

request.

Tip: Please always use Chrome 
browser for an optimal user 
experience



Step 3: Select Off 

Site TWOSA and then 

select the business 

area the request sits 

within



Step 4: Select the

sub-region the 

TWOSA request sits 

within and then select 

the TWOSA issuer 

from the list



Step 5: On the next

page confirmation of

the TWOSA issuers

and type of TWOSA 

will be shown. From 

here please complete 

the required 

information as with 

the single site 

TWOSA, join the 

instructions from Step 

5 onwards (Page 7).



Thank You




