
Downloaded or printed copies are uncontrolled 1

Document title
BT High Towers 

Site Access Request Process Guide

Document Code UK-SA-GUI-0018
Version

2.0

Date

26-Nov-2024

Document Manager Jeremy Lenaghan, Accreditation and Project 
Manager

Final Approver Matthew Smith, Head of Service Assurance

This document is controlled as part of the Cellnex UK IMS via the Engage platform which maintains history of 

changes / version control. Downloaded or printed copies are uncontrolled.



BT High Towers 
Site Access Request Process & 

Site Share



Contents

1. BT High Towers  Agora SAR process

2. Forms

3. Forms Part B

4. Compound Locations

5. Compound with Keys

6. Compound without keys 

7. BT compound

8. Heights (Novated and Non Novated)

9. COW – Novated 

10. COW – Non Novated 

11. Site Share

12. Amendments 



BT High Towers  Agora SAR process

Key points to be aware off on BT High Towers (BTHT) Site Access Requests (SAR)

All requests to access BTHT sites need to be submitted on Agora with the exception of EE 
unilateral sites and dependant on the work being done you may need to complete a site share 
application form prior to booking access on Agora.
 
Times: Set rules (Times confirmed in the Novated and Non novated form)
Date: Notice Periods are located in the Tier cost tables on the novated and non novated forms. 
Technicians: All technicians need to mirror the SAR + Forms. 
SAR Description: Detailed description of the work to be completed. What works? Where on Site? 
What equipment?
Forms: All SARS require two forms to be attached: Non Novated or Novated and V23. All updated 
forms are available in Agora underneath Document Name.



Forms

Novated Non Novated Access Form

V23 ACCESS 

FORM

Non Novated 

Form

Novated Form



Novated Part B
If you are doing a like for like swap. 
Dish/Antenna details must be recorded on 
this page. 



Compound access

Location for compound SARS:

The location needs to be added in the job description.

• Sharers Compound With Keys

• Shares Compound Without keys (supervised)

• BT Compound (supervised)

• Please note that there are some exceptions where access might be supervised regardless due to the nature of the site.



Sharers Compound: with Keys

• Where on site? Sharers Compound
• Do you have the Keys? Yes

• Site access check the site has a sharers compound.

We do not provide these keys they will be obtained from the licence holder.

• Forms x2 Novated OR Non Novated AND Access Form? Yes and all correct
• SAR Information Correct? Yes 
• Non Impacting / No major works
 
You will receive the below from the SAT. Please take this as approval as well as the approved SAR.

If it is ground works, such as a ground survey, replacing or renewing equipment that requires no supervision, 
there will be no requirement for a PO. (A PO is only required if the engineers are adding new equipment 
rather than swapping a like-for-like replacement.) 

I can confirm that your access is booked for that date and time. 

Please be advised that it is the contractor's responsibility to obtain the keys to gain entry to the site*.



Sharers Compound: Without 
Keys

• Where on site? Sharers Compound
• Do you have the Keys? No
• Forms x2 Novated OR Non Novated AND Access form? Yes all correct
• SAR Information Correct? Yes
• No Keys requires the SAR to be supervised.

Extra Requirements: 
• PO & PO DOC (all addressed to the below)

Cellnex Connectivity Solutions Ltd
R+ 4th floor
2 Blagrave Street
Reading
RG1 1AZ

Forms:
• Add PO to form (Mirrors SAR & PO Doc)
• Tier cost (novated and Non novated have calendars to help determine the 

cost)



BT Compound

• Where on site? BT Compound
• Do you have the Keys? N/A
• Forms x2 Novated OR Non Novated AND Access Form? Yes all correct
• SAR Information Correct? Yes
• All access to the BT Compound is to be supervised.

Extra Requirements: 
• PO & PO DOC (all addressed to the below)

Cellnex Connectivity Solutions Ltd
R+ 4th floor
2 Blagrave Street
Reading
RG1 1AZ

Forms:
• Add PO to form (Mirrors SAR & PO Doc)
• Tier cost (novated and Non novated have calendars)



Heights: Novated & Non Novated

All climbing SARS are supervised. 
One BT Rigger can supervise up to four technicians

SAR Requirements    
• Forms X2 Novated OR Non Novated AND Access Form 
• PO & PO Doc (unless a site share then add SS / P 

Reference)
• Max Climb Height (SAR and Access Form)
• CLEAR / DETAILED SAR Description

Technician Requirements
• First Aid
• RF Awareness
• Medical Form with expiry date or Birth date
• EUSR Number

Forms:
• Technicians listed
• Name of the site matches Agora
• Tier Cost 
• Max climb height 

PO:
Cellnex Connectivity Solutions Ltd
R+ 4th floor
2 Blagrave Street
Reading
RG1 1AZ



Classification of works: Novated



Classification of works: Non Novated



Site Share

Site Share is for major impacting works on the BTHT sites.
These must be sent through to the Site Share team directly. 
All Site Share is supervised.

Application via Jira using Site Share application form
• UK Service Desk - Jira Service Management (atlassian.net)

Please use the classification of works table to confirm whether your works are valid for a site share job.

Site Share Ref
• Site share ref? Yes given after site share approval

Forms: (All required)
• Technicians listed
• Tier Cost (Pre arranged with SS)
• SS/P Ref added to Novated / Non Novated form
• Max climb height 

https://towerco.atlassian.net/servicedesk/customer/portal/4


Amendments & Additional costs before and after approval

Status: In progress

Times – Non Novated customers are charged £75 an 

hour if they require access out if the 9-5 time rule.

Times – Novated – Depending on what tier you are in, 

and the time of the amendment will determine what 

cost Per hour.

Hard to reach sites – Non Novated /Novated. If the 

supervisor needs to get a helicopter, Ferry or flight 
including riggers having to stay over then additional fees 

will be applied. This can be found on the second page of 

the form. 

If more than 1 supervisor is required i.e more than 4 

technicians or type of works and extra charge will be 
applied. 

Status: Approved

Times – Non Novated customers are charged £75 an hour if 

they require access out if the 9-5 rule

Any amendments - Non Novated & Novated any 

amendments once approved and supervisor is arranged then 

it will incur a £250 fee. Plus any incurring costs if you are 
adding additional hours

If more than 1 supervisor is required i.e more than 4 
technicians or type of works and extra charge will be applied. 
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