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The Contractor must:

e Seek approval from the Project Officer before
commencing trenching and excavation

e Prior to backfilling ensure that the services performed
are checked by the Project Officer

e Obtain a plan of the services from the Project Officer

e Mark and return the drawing with the changes made and
‘as built’ details after completion.

Confined Spaces

When working in confined spaces, the provisions of the
Workplace Health and Safety (Confined Spaces) Regulation
are to be complied with by the Contractor and employees.

Authorisation must be obtained from the project officer prior
to commencing work in a confined space.

Rubbish must be removed progressively off campus to the
local refuse tip.

Under no circumstances are Contractors to dump rubbish on
vacant land on the campus.

The work-site and surrounding area must be kept clean and
tidy and any safety or fire hazards removed promptly (eg oily
rags, flammable materials and garbage].

The disposal and washing out of excess concrete from premix
concrete trucks is not permitted on site.
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Paint contractors shall not dispose of paints or clean
painting equipment on University grounds.

If, in your opinion, an unsafe condition exists and requires
urgent attention, correct it yourself if possible. If you can not
do so, make it as safe as you can and report the condition to
your Supervisor, Project Officer or USQ Safe immediately.

Reinforcing Steel

The ends of protruding reinforcing steel shall be guarded to
prevent injury to workers and other persons.

Interruption of Services

Where a Contractor’s work involves a requirement to isolate
services (electricity, gas, telephone, communications, or
water supply) to all or part of a building, appropriate notice
must be given to the Project Officer. The Project Officer will
inform affected University staff. Should services be shutdown
accidentally, the Contractor should immediately advise the
Project Officer:

e |solate all services, equipment, switches and controls
required ensuring the work place is safe.

e Install complying ‘Out of Service’ tags on all appropriate
switches, valves, main isolations or key rings. Ensure the
tag details are completed and dated to confirm validity.
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Authorisation must be obtained from
the Project Officer prior to
commencing any hot work such as
welding, brazing, etc.

dEY

The Contractor must ensure that fire
alarms are isolated by contacting the
Project Officer.

Adequate fire protection must be
present, with suitable fire
extinguishers attached to, or near each welding plant. Welders
must use screens to protect all personnel from welding
flashes and any hot waste produced during the welding
process.

Workers undertaking the welding should wear the correct
personal protective equipment.

To allow for instant recognition of which extinguisher is the
most suitable, identification discs are displayed on the can to
indicate the particular types of fire it can be used on.

Alcohol and Drugs

Persons affected by alcohol or other drugs
must not be permitted to carry out work

on University grounds. o
Drugs of abuse are not to be brought onto &-«
or consumed on the site. -

Where it is observed that a Contractor’s
staff may be affected by alcohol or other
drugs, the matter will be referred to the
Contractor who will be required to take immediate action.
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Incident and Injury Reporting

All incidents and serious injuries must be reported to your
Contract Supervisor, Site Safety Officer, the Project Officer
and USQ Safe as soon as possible after the occurrence.

If a serious personal injury or damage to plant occurs, the
area must be left ‘as is” until advice is received from USQ
Safe and Workplace Health and Safety QLD.

This does not apply where interference is necessary to aid or
revive any person involved in an accident or to prevent
further injury to persons or property.

Contractors are responsible for the first aid needs of their staff.

The Contractor is to maintain an appropriately equipped first
aid kit onsite at all times in accordance with the Workplace
Health and Safety requirements.

The nearest Medical Centre for treatment of injuries is
located in Student Services, G Block.
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Emergency Procedures

Emergency Services

To contact the Fire Brigade, Police or Ambulance in an
emergency:

Toowoomba 4631 2222
Fraser Coast 000
Springfield 000
Give details of:
e Type of emergency

e Exact patient location

Type of injury or illness

Casualty condition
e Your name and location

e Confirm all details.

University Security Services

University and Contract Security Staff patrol the campus
seven days a week, 24 hours a day, year round.

They should be contacted to report any emergency or
security problems, eg fire, damage or theft. Contractors,
subcontractors, tradespersons are responsible for the
security of their own property whilst on campus.

Toowoomba Security Office: University Extension 7120 or
Phone 4631 2871
After Hours Phone 0412 716 838
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PartB
Your Basic Responsibilities

The Queensland Government has determined that every
individual has a ‘duty of care’ to the environment. This is also
called ‘due diligence’.

Due diligence means that employers and employees alike
need to:

e Take all reasonable steps to prevent pollution and
protect the environment.

e Show that everything that could have been done to
prevent an incident from occurring, has been done.

e Ensure that all necessary pollution control measures are
in place and are regularly checked and maintained to
minimise the risk of an environmental incident.

It is in everybody’'s interest to understand and meet their
environmental obligations. This applies to noise, dust, gas or
fume emissions, spillages and preservation of the local
ecology.

Reporting Environmental Prohlems

You are required to notify the Project Officer as soon as you
become aware of any accident that may cause environmental
harm (eg a chemical spill or leak).

It is against the law to place any material (other than clean
water) in a position where it is likely to leak, fall or be blown
into any drain or gutter that is used to received rainwater.

Allowing this to occur can result in an on-the-spot fine or
legal proceedings against a business or an individual. It
doesn’t matter whether the pollution was intentional or not.
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e Keep the footpath and gutter around your work-site free
of litter, soil and sand, particularly at the close of each
working day.

e Keep rubbish bins covered.

Dust can cause health problems for workers and others on
the campus. If a work-site is generating dust:

e Cover materials and stockpiles that generate dust.

e Place sweepings into a bag or box before
putting them into a skip to prevent dust
from becoming airborne when the bin is
emptied.

e Wear facemasks and respirators to
protect your health as necessary.

e Regularly hose down or water tank
sweep the site area generating dust.

Lighting of Fires

Lighting of fires on University grounds is prohibited at all times.

Refrigerant Gases [CFC's)

Refrigerant gases in air conditioners deplete the ozone layer
if allowed to escape.

e |t is against the law to vent CFC’s or HCFC's.
e CFC’s and HCFC’s must be recovered from air

conditioning plant during servicing and decommissioning.
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Erosion and Sediment Control

Anyone allowing material to enter a waterway, or even
leaving the material where it can be washed off-site
constitutes a breach of the Environmental Protection Act.

Erosion and sediment controls must be installed when it is
possible that work on University grounds will cause erosion
or sediment losses. Install erosion and sediment controls
before work starts. Keep roads and pathways free of mud
and debris.

Hazardous Materials & Suhstances

The Contractor is required to be diligent with the use of
hazardous materials that have the potential to cause harm to
users and adjacent occupants. Substances such as paints,
glues, polyurethanes etc generate significant fumes. At all
times comply with the manufacturers written instructions
and precautions.

Request the permission of the Project Officer prior to use in
occupied premises. Ensure adequate natural ventilation is
provided and isolate ventilation/air conditioning systems
from circulating fumes.

The Contractor must submit a Material Safety Data Sheet
(MSDS)] to the Project Officer for each hazardous chemical
that is to be brought onto University grounds, and maintain a
copy at the work site.

All hazardous materials brought onto University grounds
must be clearly labelled. Be sure to follow handling and
storage instructions that appear on labels.
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Chemicals must be contained in reliable tightly sealed
containers. Containers must be stored indoors on an
impervious floor, with enough bunding to hold any spill.

If chemical storage is to be very short-term, contact the
Project Officer to ensure that outdoor storage does not pose
a serious risk of leaking or spillage.

Clean-up materials must be provided in case of spillage.
Liquid spills can be mopped up by rags, sawdust, or
commercially available absorbent products.

The Contractor must ensure that clean up materials are
appropriate for the chemicals used, and that at least one
person on the site at any time is trained to clean up a spill.
This includes always ensuring an adequate stock of clean-up
material is available and easily accessible.

Hazardous Areas
PC2 and PC3 Biohazard Laboratories

Contractors, or their employees, are not to
enter a laboratory marked PC2 or PC3
without permission. Before work proceeds in
these labs, the Project Officer will provide
special advice on requirements for entry and
work procedures.

Fume cupboard or chemical store ventilation can only be
isolated by arrangement with the Project Officer. Fume
extraction fans shall not be isolated before ‘tagging out” all
affected laboratory fume hoods to prevent their use (refer to
section on ‘Danger’ and ‘Out of Service’ tags). Contractors
shall personally confirm that laboratory staff are aware that
they are about to start work on a fume hood system.
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A Contractor needing access to a high
Voltage Substation area shall abide by the
Electricity Act 2002. Access shall be
arranged through the University Facilities
Officer, Projects and Services who will
arrange access permits.

Motor Vehicles, Motorcycles and Bicycles are required to
park in areas specifically designated for their parking.

Disabled driver’s vehicles parked in bays reserved for
persons with disabilities must display a Department of
Transport Disabled Person Permit. Under exceptional
circumstances, visitors, staff and students may be issued
with Temporary Disabled Parking Permits. Application for
such Permits may be made at Student Services or at the
Parking/Security Office, J Block.

Metered Bays: a parking ticket, which can be purchased at
the automatic ticket dispensing machine located within the
respective carpark area, must be displayed on any vehicle
parked in any metered car parking area.

Restricted Bays: a parking permit must be displayed on any
vehicle parked within any restricted or reserved car parking
area. Restricted Bays are reserved on a 24 hours a day 7
days a week basis.

Parking arrangements apply all year and are NOT relaxed
during vacations or semester recesses. Warning Notices
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advising of parking infringements need not necessarily be
issued. Notices of Contravention of the University of
Southern Queensland Act may be issued immediately a
parking breach occurs.

All vehicles parked on the site of the University do so at the
owner’s risk.

Prohibited Areas

Any area not marked as a vehicle parking
area. For example, areas off designated
roadways, lawns, footpaths and paved
areas.

Speed Limit
All roads:  40kph

Traffic Regulations

The University’s Traffic and Parking arrangements are set
out in the University of Southern Queensland Act, a copy of
which is obtainable from the Parking/Security Office.

Note: Parking Signage may be Changed from Time to Time.

Security Service

The University operates a 24 hours a day 7 days a week
security service.

You can contact Security on:
External 4631 2871 or 0412 716 838 or
Internal 2871 or 7120.
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Special Security Phone

A direct link phone has been installed on the University
campus to improve security and safety. This phone is
answered 24 hours a day 7 days a week. The location is as
follows:

» Parking/Security Office, J Block (adjacent to front door).

ALl lift phones have direct contact to service contractors.

Emergency
Emergency 000 External
2222 Internal
(Business Hours])
University Security 4631 2871 External

0412 716 838

After Hours Emergency GContacts
University Security 0412 716 838
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Record of Induction Training

Tear this form out and return to employer for collection by
the University. Please advise if a copy is required.

ClassIfiCAtiON: e e

Employer Name: ...

| hereby acknowledge that | have received a copy of the
University of Southern Queensland’s Site Induction
Handbook and that | have read and understand the rules and
guidelines. | further undertake to follow these rules and
guidelines at all times.

NaME (PNt oo
Date Of 1SSUC: e

Person to contact in case of emergency:

A DA SS e
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