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Amendments: 
 
Rev # Description  Date 

1 Updated contact telephone numbers BR 19 Mar 2007 
2 New Record of Contractor Employee Induction form added ST 24 Oct 2007 
3 New Front Page and Amendments table added BR 12 Aug 2008 
4 Ltn security phone # amended on Record of Site Induction form BR 12 Aug 2008 
5 Harassment, Discrimination and Inappropriate Language amended BR 12 Aug 2008 
6 New Contents page added and Headings reformatted BR 12 Aug 2008 
7 ‘Asset Management Services’ replaced with ‘Commercial 

Services and Development’ 
FB 25 Aug 2011 

8 Reference to WHS Legislation & supporting documents included AM 19 Jun. 2013 
9 Emergency Procedures amended AM 19 Jun. 2013 

  10 Amendments to Excavation, Penetration and Demolition AM 13 Aug.2013 
  11 Working at Height Permits required for work over 2.0 m AM 13 Aug.2013 

    
    

 
 
 

Contacts 
 
Campus Services 
Postal Address: Private Bag 35 
   HOBART TAS 7001 
 
Telephone  6226 2791 
  
Security –  
Emergency Security Hobart (24 Hours) 6226 7600 
 
Emergency Security Launceston and 
north-west coast (24 Hours) 

 
 
6324 3336 
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DISCLAIMER 
 
The University of Tasmania has prepared this handbook in order to assist Contractors and their staff to 
work safely within the University’s grounds and buildings and to comply with the University’s policies and 
procedures relating to people, property and the environment. 
 
Every effort has been made to explain the local site rules and legal obligations of Contractors and their 
employees working at the University. However, responsibility to understand and observe relevant 
legislation remains with the Contractor at all times.  
 
The University expects that Contractors will comply with provisions  of  relevant  WHS  Legislation, 
Regulations, Guidelines and Codes of Practice at all times.  Further information on  legal requirements can 
be obtained from Workplace Standards Tasmania, 30 Gordons Hill Road, Rosny Park – Ph (03) 6233 7657. 
 
INTRODUCTION 
 
The University employs over 2000 academic and administrative staff and has over 15,000 students enrolled. 
The University has a number of teaching, research and other facilities located throughout Tasmania. 
Together, these campuses provide over 350,000 square metres of teaching, research, administration and 
residential accommodation. The major teaching and other facilities are: 
 
In the North and North West: 

 The main campus at Newnham; 
 Architecture and The Arts Academy at Inveresk in Launceston; 
 The Anne O’Byrne campus in Launceston and 
 The Cradle Coast Campus at Burnie. 

 
In the South: 

 The main campus at Sandy Bay; 
 The Clinical School at the Royal Hobart Hospital; 
 The Medical Science Precinct in the Hobart CBD; 
 The Conservatorium of Music in Hobart; 
 The Centre for the Arts in Hunter Street, Hobart; 
 The University Farm at Cambridge; 
 The Observatory at Mt Canopus; 
 The Radio Telescope and Mt Pleasant Observatory at Cambridge; and 
 The Institute for Marine and Antarctic Studies (IMAS) at Taroona. 

 
The University is committed to providing a safe and healthy working environment for all contractors, 
students and employees. 
 
The University of Tasmania values the protection of its buildings and landscape environment, especially its 
bushland areas and a great deal of effort goes into ensuring that the many day-to-day activities cause as 
little damage and disruption as possible. 
 
Environmental offences and unsafe work practices can now incur serious financial and custodial penalties. 
By reading and understanding this handbook, everyone working on University grounds will be able to play 
their role in protecting the safety of themselves, others and the environment, as well as avoiding 
unnecessary costs. These issues are so important that completion of this induction training is a condition of 
working on University sites. 
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1. Basic Responsibilities 
 
The range of work undertaken across the University varies from job-to-job and from 
project-to-project. No one will be expected to work under conditions that are not safe, but 
everyone working on University grounds is obliged to take all reasonable care to: 
 
a. Ensure their own health and safety, 
b. Avoid risking the health and safety of any other person, 
c. Be aware of the relevant statutory regulations that apply to the area or trade that you 
             are working in, 
d. Assist new staff members in recognising job hazards and following all necessary  
              safety procedures, 
e. Ensure that their worksite is safe for themselves and others, 
f. Practice good site housekeeping to minimise the risk of avoidable accidents, 
g. Immediately remove or minimise a hazard that they become aware of. If unable to  

safely remove a hazard, please advise the relevant Commercial Services and 
Development Contact  Officer immediately (or if after hours, contact Security.) 
 

2. Safety Breaches 
 
The University of Tasmania treats instances of safety breaches very seriously. 
 
Should any University staff member observe any Contractor, Subcontractor or any of their 
employees acting in an unsafe manner, the Contractor will be required to take immediate 
action to address the situation. The Commercial Services and Development Contact Officer 
is to be informed and the incident is to be recorded. 
 
If repeat instances occur, the Contractor may be instructed to leave the site. 
 
Failure to wear appropriate protective clothing or use safety equipment is an example of a 
safety breach. The incorrect storage, handling or use of hazardous materials is another 
example of a safety breach.  
 

3. Emergency Procedures 
 
In the event of an Emergency, contact the relevant Agency (Fire, Police or Ambulance)  by 
phoning:     000. 
Security must also be notified by phoning: 
Hobart         6226 7600, or 
Launceston  6324 3336. 
Security can also contact the Fire Brigade, Police and/or Ambulance as required. 
Should you need to dial ‘000’ from a University phone, remember that you need to obtain 
an outside line by dialling ‘0’ first. Thus to get the emergency number you dial ‘0 000’. 
 
Warn others of any danger. 
Contact the Commercial Services and Development Contact Officer. 
 
In the case of serious injury: 
a. Keep calm, 
b. Try to stop any serious bleeding, and 
c. Do Not move the injured person unless there is a danger of further injury. 
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In the event of a Fire: 
The person discovering the fire should: 
a. Alert persons in the vicinity of the fire; 
b. Contact Security; 
c. Attempt to put out the fire, if safe to do so using appropriate portable extinguishers  
            if trained; 
d. If unsafe to extinguish, evacuate the danger area; 
e. Activate break glass alarm if necessary; 
f. Turn off ignition sources and gas, if applicable: and 
g. Attempt to contain fire and smoke by closing doors and windows after the area has  
            been evacuated. 
 
Do not return to the work area until advised it is safe to do so by the area Warden. 
 
Muster Areas 
For Capital Works Project sites and as otherwise directed by the Commercial Services and 
Development Contact Officer, Contractors are to nominate a suitable muster area for their 
employees in the case of fire or other emergency. 
Contractors are responsible for signage and advising employees of the locations of these 
areas, and for ensuring head-counts are undertaken in the event of an emergency. 
 

4. First Aid 
 
Contractors are responsible for the first aid needs of their employees and sub-contractors. 
A person trained in First Aid must be on site at all times. Security should be notified to 
assist in directing ambulances and emergency service vehicles in the event of a serious 
injury or incident. 
 

5. Security 
 
The University’s security contractors patrol the Sandy Bay and Newnham campuses 7 days 
a week and are available in emergency situations 24 hours a day. They must be contacted 
to report any security issue such as damage or theft, or emergency situation, eg fire, serious 
injury. Maintenance Contractors are to wear their Approved Contractor Identification 
Badges at all times. 
 
Contractors are responsible for the security of their equipment whilst on site. Toolboxes 
and equipment sheds should be locked when not in use. Gas equipment must be turned off 
and keys removed from machinery when not in use. 
 
Contractors are responsible to provide fencing or barriers to secure their allocated site to 
prevent access by unauthorised personnel. 
 

6. Accident and Injury Reporting 
 
An ’Accident’ is defined as an unplanned or undesirable event causing injury or damage to 
persons or property. 
An ‘Incident’ is a potentially hazardous event which did not cause injury or damage but 
could have (ie a dangerous occurrence or near-miss.) 
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All accidents and incidents are to be reported to the Commercial Services and 
Development Contact Officer as soon as possible after the occurrence. 
 
In the event of a serious personal injury or a dangerous incident, the Commercial Services 
and Development Contact Officer and Workplace Standards Tasmania are to be advised 
immediately. The area is to be left ‘as is’ until advice is received from Workplace 
Standards Tasmania. This does not apply when action is necessary to aid or revive any 
person involved in an accident or to prevent further injury to persons or property. 
 

7. Behaviour of Site 
 
 Harassment, Discrimination and Inappropriate Language 
 
The University is committed to providing a working and learning environment that is free 
from harassment and discrimination. Contractors are advised that at all times they are to 
treat members of the University community (including staff, students and visitors) with 
dignity, courtesy and respect, and that offensive language (eg. swearing) and offensive 
behaviour in the form of bullying, harassment and/or discrimination is not accepted under 
any circumstances on any part of the University’s campuses.  
 
Discrimination is any conduct or practice that involves making a distinction between one 
person and another (or one group and another), and treating that person or group 
differently, on the basis of that person or group’s race/ethnicity, disability, age, gender, 
marital or relationship status, sexual orientation, pregnancy, breastfeeding, parental status, 
or religious belief or affiliation.  Harassment is any conduct that offends, humiliates, 
intimidates, insults or ridicules another person on the basis of any of these attributes, and 
can include: 
 
 Abuse, insults or jokes about a person’s physical features, disability, accent, or pattern of 
speech; 
 Making derogatory comments or taunts about someone’s race or religion or based on 
their gender; 
 Telling insulting jokes about particular racial groups. 
 
Offensive behaviour and/or language also includes all behaviour that reinforces 
inappropriate, demeaning, or discriminatory attitudes or assumptions. Behaviour such as 
whistling and unsolicited remarks of a sexual nature is specifically prohibited.  
 
Contractors are advised that they are required to familiarise themselves with the UTAS 
Harassment and Discrimination Policy and Procedures, a copy of which is provided as part 
of their induction programme. 
 
Noise 
Contractors are advised that the University is an educational facility and noise is to be kept 
to a minimum near buildings and teaching facilities. Radios and other amplified sources of 
noise are not permitted. 
 
Dogs and Pets 
Contractors are not to bring dogs or other pets onto University grounds. Dogs 
accompanying people with disabilities are the only exception. 
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8. Vehicle Use and Parking 
 
Both private and company vehicles must display a valid service or temporary parking 
permits when they are parked on University grounds. Contractors are to use designated 
parking areas and parking signs are to be obeyed. Parking permits and parking 
infringements are controlled through formally approved University by-laws. Once a 
parking infringement notice has been validly issued it will not be withdrawn. 
 
Contractors are to obtain an application for a Service Parking Permit or Temporary Parking 
Permit from Campus Service (Commercial Services and Development). These permits 
enable Contractors and their employees to park in designated parking areas. Permits must 
be clearly displayed on the vehicle dashboard or fixed to the windscreen if appropriate. 
 
Vehicles delivering materials and tools or equipment to the work site, and displaying a 
current Service Parking Permit, may also park in Service Vehicle bays. These are not 
intended for all-day parking, but for 20 minute maximum stays in general. 
 
Vehicles failing to display a valid permit or parked in an incorrect area may receive a 
parking infringement notice in accordance with University Policy. 
 
Drivers are reminded that it is University Policy that pedestrians have right of way within 
the campuses. The speed limit on University roads is 40kph, however there are some 10 
kph zones and drivers are to obey all posted signs. 
 
Parking or driving across footpaths and grassed or landscaped areas is prohibited. In 
instances where the nature of the works makes it essential to locate a vehicle on landscaped 
areas, the Commercial Services and Development Contact Officer will advise the least 
damaging pathway and parking location. 
 

9. Smoke Free Workplace 
 
The University is aiming to become a smoke-free campus. University policy prohibits 
smoking within its buildings and vehicles and also within 10m of any entrance, exit or 
window of a building and also 10m from any air in-take for any ventilation system. 
 
All No Smoking signs in other areas are to be observed. 
 

10. Alcohol and Drugs 
 
Persons affected by alcohol or other drugs must not be permitted to carry out work on 
University Grounds. 
 
Where it is observed that a Contractor’s employee may be affected by alcohol or other 
drugs, the matter will be referred to the Contractor’s Principal who will be required to take 
immediate action. The incident will be noted by the Commercial Services and 
Development Contact Officer and should the situation re-occur, the Contractor may be 
requested to leave the site. 
 

11. Project Safety Plans and Competency 
 
Prior to commencing a project, Contractors are required to provide a Safety Plan. This plan 
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must address the workplace hazards present on the site. It should include relevant Risk 
Assessments or Job Safety Analysis for the tasks being undertaken.   Risk Assessments and 
supporting documentation such as Safe Works Methods Statements shall be undertaken in 
accordance with the University’s project or task risk assessment and control procedures 
and be based upon recognised hierarchy of control objectives.   
 
Certificates of Competency 
All Contractors and their staff must have relevant current Certificates of Competency for 
the equipment being used or the tasks being performed, as required by Workplace 
Standards Tasmania. When performing tasks that require a Certificate of Competency, that 
certificate must be available on site for inspection if requested. 
 

12. Interruption of Services 
 
Where a Contractor’s work involves a requirement to isolate services (electricity, gas, 
water supply, communications (data and telephone), sewer, fire protection) to all or part of 
a building, appropriate notice (generally at least two working days) is to be given to the 
Commercial Services and Development Contact Officer to liaise with the staff in the 
affected area. Except in emergencies, interruptions to services are to be at mutually agreed 
times to minimise disruption to teaching and research activities. The Commercial Services 
and Development Contact Officer will liaise with staff in the affected areas. 
 
Should services be shutdown accidentally, the Contractor is to immediately advise the 
Commercial Services and Development Contact Officer or if out of hours, Security. 
  

13. Isolation of Fire Alarms 
 
Many areas of the University are covered by automatic fire detection and alarm systems 
linked to the local fire brigade. If works involve dust, vibration, moisture, aerosol sprays, 
fumes, or mechanical damage to detection equipment, the Contractor is to ensure that the 
fire alarms are temporarily isolated by a qualified person prior to commencing work and 
that they are reactivated by a qualified person once the work has been completed. In all 
cases, the Contractor is to contact both Security and the fire commission to advise that the 
alarms have been isolated and the expected duration of the isolation and advise Security 
and the fire brigade when they have been reactivated. 
 
See also Fire Protection System Impairments permit requirements at Item 24. 
 

14. Safety Signs 
 
Safety signs are placed on the University campus to protect the health and safety of all 
people on the site, this includes students, staff, visitors and Contractors. 
 
Safety signs of different colours and shapes mean different things. Contractors are to 
comply with the requirements and intent of signs erected in the area they are working. 
 
All safety signs are to comply with AS1319-1994 – Safety Signs for the Occupational 
Environment. Contractors are to provide their own signs to warn members of the 
University population and the general public of any dangers that may be present on the 
work site. 
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15. Barricades and Fencing 
 
To ensure the safety of all persons on the work site or passing by, Contractors must supply 
and erect any necessary barricades and fencing appropriate to the work they are doing. 
 
Particular care must be taken to check and secure barricades and fences whenever contract 
staff leaves the work area. This may include providing temporary lighting on the site, if 
deemed necessary by the Contractor or directed by the Commercial Services and 
Development Contact Officer. 
 

16. Housekeeping 
 
Rubbish, Spoil and Clean Up. 
Rubbish must be removed progressively to an appropriate contractor’s bin on site and not 
to a University bin. Rubbish must be disposed of off site and all fees or charges for the 
removal of rubbish are the Contractor’s responsibility. Under no circumstances are 
Contractors to dump rubbish on vacant land on any University site. The disposal and 
washing out of excess concrete from trucks is not permitted on site. Painting contractors 
are not to dispose of paints, thinners or to clean painting equipment on University grounds. 
 
Site Tidiness. 
The work site and surrounding area should be kept clean and tidy and any safety or fire 
hazards removed promptly (eg oily rags, flammable materials and garbage). 
 
Keep in mind other safety actions such as replacing lids and caps on containers, wiping up 
spills, removing or bending over nails or bolts and removing other dangerous protruding 
objects progressively. Unused materials and equipment should be stacked neatly and out of 
the way to avoid trip hazards. 
 

17. Environmental Protection and Waste Management 
 
Reporting Environmental Problems 
You are required to notify Campus Services (Commercial Services and Development) as 
soon as you become aware of any accident or incident that may cause environmental harm 
(eg a chemical spill or leak). Phone the Commercial Services and Development Contact 
Officer and explain the nature of the incident. If the incident occurs after hours, contact 
Security.  
 
Waste Management 
The University strongly encourages Contractors and employees to identify waste 
minimisation options at the start of each job, for example: 
 
# Work out costs and savings involved in minimising waste, 
# Take care not to over order, 
# Ensure that sub-contractors are responsible for their waste, 
# Utilise off-cuts, 
# Recycle materials where practicable, and 
# Buy materials with minimal packaging and require suppliers to accept their  
        packaging back. 
 
At most work sites an industrial rubbish skip or bin is required, but is only for materials 
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that cannot be reused or recycled.  Bins and skips should be covered to prevent rubbish 
blowing away and rainwater collecting in the bins. 
 
DO NOT use ordinary University rubbish bins for construction and demolition wastes. 
Contractors are legally responsible for disposing of their rubbish in the correct manner. 
 
The following types of special wastes are to be handled with special care: 
 

Waste/Issue Treatment 
Refrigerant Gasses 
(CFCs) 

Must be collected in specially sealed cylinders by a 
licensed disposal company. 
Do not allow CFCs to be released into the atmosphere. 
 

Chemical Wastes Check that left over chemicals are of no further use. 
Store in original packaging with sealed lids. 
Arranged for licensed waste disposal company to collect 
and dispose of chemicals. 
Never tip chemicals down sinks, onto ground or into 
stormwater drains or sewers. 
 

Construction & 
Demolition Wastes 

Items such as wood, concrete, steel, iron, carpet should 
be stored in separate piles to enable re-use or recycling. 
 

Paints To be disposed of in the appropriate manner off site. 
 

Electrical Waste Electrical cables, fuses, electrical devices (switches, 
circuits, etc) must be removed by a licensed Contractor. 
 

Medical Waste Pathological, biological and clinical wastes and sharps 
must be stored in specifically labelled bright yellow 
contaminated waste containers. 
These bins must only be serviced by a licensed 
hazardous waste Contractor. 
Never dispose of contaminated waste in an ordinary 
rubbish or recycling bin. This is not only unlawful but 
presents a great risk to cleaning staff. 
 

Metals Materials such as iron, steel, copper and lead must be 
removed by a licensed Contractor and should be 
disposed of for recycling wherever possible. 
Seek advice from a licensed Contractor with regard to 
the correct packaging, labelling and storage of lead. 
Never dump metal on University property or on land 
surrounding the University. 

Electrical and 
Transformer Oils 

These oils (containing PCBs) must be stored in special 
containers issued by licensed waste disposal Contractors 
and must be collected by a licensed company. 
Never pour oils down the sink, onto ground or into 
stormwater drains or sewers. 
 

Contaminated 
Soils 

Soil may be contaminated with oil, asbestos, cyanide, 
heavy metals or any other toxic material. 
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Waste/Issue Treatment 
The Commercial Services and Development Contact 
Officer must be informed of any incidence of soil 
contamination that occurs or is discovered. 
A licensed Waste Disposal Contractor is to be used to 
collect any contaminated soil and place in an approved 
container. Contaminated soil is not to be removed from 
the University’s grounds without authorisation from 
Commercial Services and Development. 
 

Water Pollution 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, gutter or watercourse that is 
used to receive rainwater. 
Allowing this to occur can result in on-the-spot fines or 
legal proceedings against a business or an individual. It 
doesn’t matter whether the pollution was intentional or 
not. 
Keep the footpath and gutter around the worksite free of 
litter, soil and sand, particularly at the close of each 
working day. 
Don’t sweep litter, leaves or anything else into drains or 
gutters. 
Keep rubbish bins covered. 
Keep spill clean up kits close by. 
Never hose rubbish, soil, sand, leaves or anything else 
into the drain or gutter. 
 

Dust Dust can cause health problems for workers and others 
on campus. If a work site is generating dust or likely to: 
# cover materials and stockpiles that generate dust, 
# place sweepings into a bag or box before putting them 
into a skip to prevent dust from becoming airborne when 
the bin is emptied, 
# wear facemasks and respirators to protect health. 
 

Solvents (Fumes) Many chemicals release polluting vapours when 
containers are opened, always seal solvent containers 
with a tight lid. 
Use water based or biodegradable strippers and cleaners 
wherever possible. 
 

Lighting of Fires Never light a fire on University grounds. In the unusual 
situation where it is considered necessary to light a fire, 
contact the Commercial Services and Development 
Contact Officer first. 
 

Vehicle Exhaust 
Emissions 

If a vehicle emits visible exhaust pollution continuously 
for 10 seconds or more, the owner/operator is liable to 
incur an infringement notice. 
Vehicles should always be regularly serviced so that air 
pollution emissions are kept to a minimum. 
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Waste/Issue Treatment 
 

Noise Pollution The atmosphere at the University needs to remain 
conducive to learning and research at all times. 
Machinery noise must be suppressed by fitting noise 
suppressors and by regular maintenance. Noisy work and 
noisy truck movements must be scheduled to minimise 
annoyance. 
Radios and other loud outdoor music are not permitted 
on University grounds or in buildings. 
 

Erosion & 
Sediment Control 

Anyone allowing material to enter a waterway, or even 
leaving the material where it can be washed off-site may 
be fined. This is because things such as soil, sand, 
cement and many other pollutants can be washed into 
waterways and harming wildlife and causing an array of 
other problems. 
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. 
 

Bushland and 
Landscaped Areas 

All native flora and fauna is valued very highly and 
Contractors are required to respect the campus ecology 
when on University property. 
If any work is likely to disturb bushland, landscaping or 
grassed areas, the Contractor must advise the 
Commercial Services and Development Contact Officer 
at least one week prior to commencing work. 
The Commercial Services and Development Contact 
Officer is also to be advised on the day that the work 
commences. 
Every effort must be made to avoid disturbing trees as 
well as landscaped and grassed areas. Where negligent 
action results in damage to these areas, the cost of 
rectifying the damage will be recovered from the 
Contractor. 
 

Liquid Spills 
Containment 

Follow the appropriate Emergency Procedure for the 
type of chemical spill involved. 
 

 
 

18. Personal Protective Equipment 
 
Contractors are to ensure all their employees and all subcontractors have appropriate 
Personal Protective Equipment (PPE). They are to enforce the correct wearing and use of 
the equipment as required by all applicable legislation and codes of practice. PPE includes 
hard hats, safety boots, gloves, ear protection, safety glasses, clothing, etc. 
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19. Equipment, Plant and Tools 
 
Electrical. 
Unless double insulated, all equipment and appliances that are plugged or direct-wired are 
to be connected to an approved Earth Leakage Circuit Breaker (ELCB). 
 
Electrical leads must be supported clear of floors or under protective covers and connected 
to the nearest power outlet. Electrical leads must be removed from the power outlet when 
not in use. 
 
All leads, power tools and appliances must be tested and tagged in accordance with 
Australian Standards. 
 
Leads passing through doorways must be protected. 
 
Piggybacking leads and double adapters are not to be used. 
 
Machine Guarding. 
All hand tools, machinery or other equipment must be operated with effective guards. 
 
Hand Tools. 
Picks, shovels, axes, crowbars, hammers, wrenches, files, screwdrivers, etc must be 
checked regularly. Where damage or defects are present, the tool must not be used. 
 
Lasers. 
Lasers may only be used by persons who have completed a recognised training course. 
Lasers must be used within the following precautions: 
# Up to class 3A – only to be used on the construction site. 
# Positioned so as not to be at eye height of employees in the area. 
# Warning signs are to be erected. 
 
Explosive Power Tools. 
All explosive powered tools must comply with the requirements of Australian Standard 
AS1873. All explosive charges for the explosive powered tools must be kept in an 
approved locked box. All operators of explosive powered tools must be qualified as 
required by statutory authorities. A warning sign must be displayed at each place the tool is 
being used. Suitable hearing and eye protection must be worn when using the tool. 
 
Mobile Mechanical Plant. 
All mobile equipment such as front-end loaders, dozers, backhoes, excavators, forklifts, 
Elevated Work Platforms, Knuckle Booms, etc must have keys removed and 
blades/buckets/forks/platforms lowered onto the ground and should be chocked/blocked 
when not in use.  Only operators with current certificates of competency and/or licenses for 
the item of plant may operate it. All mobile plant must comply with appropriate regulations 
and standards, be well maintained and in good working order. 
 
Compressed Air Equipment 
This includes squabblers, water/air jets, impact wrenches, jackhammers, grinding tools, etc. 
Always use care when working with compressed air. If compressed air enters the blood 
stream through a break in the skin it can be fatal. 
 
Personnel using compressed air equipment must wear appropriate personal protective 
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equipment including hearing and eye protection. 
 
Under no circumstances shall a jet of compressed air be directed towards the body of 
another person. 
 

20. Excavation, Penetration and Demolition (Permit Required) 
 
Excavation includes the following: 

 digging with a shovel, spade, pick or crow bar 
 digging or drilling with a mechanical device  
 driving of poles or piles 
 spiking 
 explosive work 

to a depth of greater than 30cm. 
 
Penetration includes driving any item into the ground, particularly star pickets or drilling into floors 
or walls. All excavation must be adequately shored and safe access provided. 
 
Demolition includes any operation where walls, ceilings or floors are dismantled. 
All areas that involve demolition are to be barricaded to prevent unauthorised personnel 
entering the site. 
 
Trenches must be protected against collapse whenever necessary, and handrails or  
barricades erected around the trench at all times. 
 
The Contractor must: 
# seek approval from the Commercial Services and Development Contact Officer  
             before commencing any of the above works. 
# locate all underground services prior to commencing the trenching or excavation, 
# provide details of any changes to services in the form of ‘as constructed’ drawings  
             upon completion of the work. 
 

21. Working at Heights (Permit Required) 
 
Work at height is defined as any work where there is a fall risk of 2.0m or greater. 
 
Ladders 
No domestic type ladders are to be used on University grounds. Industrial ladders must 
comply with Australian Standard AS1892 for the design, selection and use of portable 
ladders. Ladders must be regularly maintained and inspected. The tops and bases of 
extension ladders must be secured when in use. 
 
Scaffolds and Platforms 
All scaffolding and working platforms (suspended or not) must conform to all relevant 
statutory and Australian Standards requirements. Scaffolds and Platforms must be erected 
by an individual with the appropriate certificate of competency. All work at heights must 
be carried out in accordance with the Building and Construction Industry Code of Practice 
for working at heights in commercial construction. 
 
Brittle Roofs 
Some University buildings have roofs that may be brittle. You must notify the Commercial 
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Services and Development Contact Officer if you have to access areas with brittle roofs 
and the appropriate special precautions are to be taken. 
 
Elevated Work Platforms and Knuckle Booms. 
Work undertaken from the confines of an EWP or Knuckle Boom work platform does not 
require a Work at height Permit   
 

22. Hot Work (Permit Required) 
 
A Hot Work Permit must be completed and signed from an authorised Commercial 
Services and Development Contact Officer prior to commencing any hot work such as 
welding, grinding, brazing, acetylene or gas burning, soldering, heat gun operation, heating 
and driving rivets, use of open flames, abrasive blasting, power operated tools that cause 
spark generation and internal combustion engines and similar appliances that produce 
sufficient heat to ignite flammable vapours. 
 
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 are to wear the correct Personal Protective Equipment. Isolation of fire alarms may 
be required. 
 

23. Confined Spaces (Permit Required) 
 
A confined space entry permit must be completed and signed by an authorised Commercial 
Services and Development Contact Officer prior to commencing any work in a confined 
space. 
 
When working in a confined space, the provisions of Australia Standard AS2865 – Safe 
Working in a Confined Space are to be complied with by the Contractor. 
 
Only persons who have been successfully trained may enter a confined space. They must 
have their certificate of competency available for inspection prior to entering the confined 
space. 
 
A confined space is an enclosed or partially enclosed space which: 
[a] is at atmospheric pressure during occupancy; 
[b] is not intended or designed primarily as a place of work; 
[c] may have restricted means of entry and exit; and 
[d] may: 
      [1] have an atmosphere which contains potentially harmful levels of contaminants,  
        eg dust, fumes, vapours, gases, etc; 
      [2] not have a safe level of oxygen; and 
      [3] cause engulfment. 
 
The Contractor must ensure that fume extraction, airflow and exchanges of air are all 
maintained as necessary. Gas detection equipment must be used to test the environment 
where there is a risk of an unsafe atmosphere. 
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24. Fire Protection System Impairments (Permit Required) 
 
The impairment to any fire protection is only to be undertaken after consultation with the 
Commercial Services and Development Contact Officer and after the required permit has 
been issued. (Note that this section is being revised in accordance with the University’ 
insurer’s requirements.) 
 

25. Hazardous Areas and Materials 
 
The University has a number of Hazardous Areas that is necessary for its use and for 
research. The following list the requirements for working in or near these areas or 
materials: 
 
PC2 and PC3 Biohazard Laboratories, Animal Facilities or Planthouses 
 
Contractors, or their employees, are not to enter a laboratory marked PC2 or PC3 without 
the permission of the Commercial Services and Development Contact Officer. Before work 
proceeds in these laboratories, the Laboratory Manager will provide special advice on 
requirements for entry and work procedures. 
 
Radiation Laboratories, X-Ray Rooms, Etc 
 
Contractors, or their employees, are not to enter a laboratory marked with a radiation 
symbol without the permission of the Commercial Services and Development Contact 
Officer.  Before work proceeds in these laboratories or work areas, the Laboratory Manager 
will provide special advice on requirements for entry and work procedures. 
 
Isolation of Fume Cupboards 
 
Fume cupboards or chemical store ventilation can only be isolated by arrangement with the 
Commercial Services and Development Contact Officer.  (Fume extraction fans shall not 
be isolated before “tagging out” all affected laboratory fume cupboards/hoods to prevent 
their use).  Contractors shall personally confirm that the laboratory staff are aware that 
work is about to start on a fume hood system and advise the Laboratory Manager. 
 
High Voltage Substations 
 
Access permits for High Voltage Substations must be arranged by the Contractor and shall 
abide by the Electrical Regulations. 
 
Asbestos 
 
The identification of material containing asbestos or materials suspected of containing 
asbestos must be notified to the Commercial Services and Development Contact Officer 
immediately. All work with asbestos is to be in accordance with Workplace Health and 
Safety Regulations. 
 
All Contractors who undertake the removal of asbestos are to hold the appropriate licence 
issued by Workplace Standards Tasmania. All removal of asbestos is to be undertaken in 
accordance with the Code of Practice for the safe removal of Asbestos issued by Worksafe 
Australia. 
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Hazardous Materials 
 
The Contractor must submit a Material Safety Data Sheet (MSDS) to the Commercial 
Services and Development Contact Officer for each hazardous substance that is to be 
brought onto University grounds. A copy of the MSDS is to be kept at the worksite. 
 
All containers holding chemical substances brought on University grounds must be clearly 
labelled, and handling and storage instructions that appear on labels must be followed. 
 
Chemicals must be contained in reliable, tightly sealed containers. Containers must be 
stored indoors on an impervious floor, with enough bunding to contain any spill. 
 
If chemical storage is to be very short-term, contact Commercial Services and 
Development Contact 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. Spills are not to be washed 
down the stormwater system. 
 
The Contractor must ensure that clean-up materials are appropriate for the chemicals used 
and that at least one person on site at any time is trained to clean up a spill. This includes 
always ensuring an adequate stock of clean-up materials is available and easily accessible. 
 
If a Chemical Spill Occurs, the following steps are to be followed: 
# Implement the University’s Emergency Management Procedures, 
# Contact Security on 6226 7600 in Hobart or 6324 3336 in Launceston, and 
# Follow directions given by the Emergency Management Coordinator. 
 
Inform the Commercial Services and Development Contact Officer immediately. 
 
If it is a large or dangerous spill, contact the fire brigade on “000” (if using a University 
telephone, remember to dial ‘0’ to get an outside line first) then notify Security and the 
Commercial Services and Development Contact Officer. 
 
Clean Up 
 
Clean up as quickly as possible (to reduce the risk of pollution running off the site). Never 
wash chemicals down the drain (either inside or outside), or pour chemicals onto the 
ground. Never leave chemicals where they may be washed into a waterway. Absorbent 
material used to contain the spill can be wrapped and then disposed of if the appropriate 
manner. 
 

26. “Danger” and “Out of Service” Tags 
 
The University has procedures for the use of “Danger” tags and “Out of Service” tags. 
Contractors must ensure that they and their staff use the “Danger” and “Out of Service” 
tags when necessary, particularly when undertaking maintenance works to plant and 
equipment. 
 
Contractors and their employees or subcontractors should supply their own “Personal 
Danger” tags and locks, however, on occasions that this is not possible, tags and locks may 
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be obtained from Commercial Services and Development. 
 
For Your Own Protection 
Isolate and lock all equipment, switches and controls required to ensure your work site is 
safe.  De-energise all energy sources and prove that the plant or equipment is safe. 
 
Place your tag(s) on all locks, appropriate switches, valves, main isolators or key rings. 
 
For The Protection of Others 
Leave other tags alone. Never remove someone else’s “Danger” tag. Do not operate 
switches, valves or equipment that displays a “Danger” tag. 
 
Only operate equipment or plant with an “Out of Service” tag attached if you are 
authorised to repair, maintain, service or inspect it. 
 
Change “Danger” Tags to “Out of Service” Tags 
If the equipment is still not safe when leaving the area, the “Danger” tag must be changed 
to an “Out of Service” tag. 
 

27. Fire Extinguishers 
 
In case where the Contractor is required to provide fire extinguishers, they must comply 
with Australian Standard AS1841, this includes the regular inspection and maintenance as 
required by the Standard. Fire extinguishers and Hose Reels are located throughout the 
University’s buildings and grounds and are appropriately signed. 
 
It is VERY IMPORTANT to use the right type of extinguisher for the type of fire 
occurring. 
 

Extinguisher Type Use 
Dry Chemical Safe to use on flammable liquid, oil, liquid and 

electrical equipment fires. 
Water Use on fires of combustible materials such as wood, 

paper and fabrics. 
DO NOT USE on electrical, combustible metal or 
flammable liquid fires. 

Foam Ideal for combustible materials and flammable liquid 
fires such as wood, paper, fabric, cooking fats and 
petrol. 
DO NOT USE on combustible metal or electrical 
fires. 

Carbon Dioxide (CO2) This is ideal for use on electrical and flammable 
liquid fires. Also suitable for small surface 
combustible material fires. 

Aqualoy This is a purpose specific extinguisher for cooking 
appliance areas such as kitchen ranges, cooking oils 
and fats. 
Care should be taken with all electrical equipment. 

 
All extinguishers are clearly marked with the type of extinguisher it is and what type of fire 
it is suitable for. 
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28. Arriving and Leaving University Grounds 
 
When Maintenance Contractors arrive on University grounds to attend to a task or 
undertake work, they are required to report to the Commercial Services and Development 
Contact Officer to confirm: 
 
# that any appropriate service isolations have been arranged; 
# that necessary individuals have been informed of the intended works; 
# to collect any access keys required; and 
# to arrange for any work permits and specific workplace inductions required. 
 
On arriving at the work site the Maintenance Contractors must report to the School/Section 
contact person if directed to do so by the Commercial Services and Development Contact 
Officer. Contractors engaged directly by a School or Section must report to the School or 
Section contact person prior to commencing work and again at the completion of the works 
or when leaving the School or Section. 
 
Contractors leaving the University grounds must notify the Commercial Services and 
Development Contact Officer and return any keys they have been provided. 
 
Project Contractors are to notify the Commercial Services and Development Contact 
Officer of their expected start and finish dates of the project. 
 
Maintenance Contractors attending the University out of normal hours must notify Security 
when arriving and leaving the site. 
 

29. Record of Induction Training 
 
At the completion of Induction Training, the following forms are to be completed and 
handed to Commercial Services and Development prior to the issuing of an Approved 
Contractor Identification Badge: 
 
# Record of Site Induction for Contractors, and 
# Record of Contractor Employee Induction (see attached pages) 
 
Additional copies of this Handbook are available on request. 
 
 



 

Site Induction Handbook for Contractors for the University of Tasmania.   
Date Printed 18/09/2013 

 
 

COMMERCIAL SERVICES AND DEVELOPMENT 
 

RECORD OF SITE INDUCTION FOR CONTRACTORS 
(Induction takes approximately 45 minutes + questions and answers) 

 
The University employs approximately 1,500 academic and administrative staff and has 13,000 students enrolled. 
The University has a number of teaching and other facilities located throughout Tasmania. Together, these 
campuses provide over 350,000 square metres of teaching, research and administrative accommodation. 
 

The University is committed to providing a safe and healthy working environment for all 
contractors, students, employees and public alike. 

 
RECORD (Tick) ISSUES COVERED BY THIS INDUCTION 
 

 Campus Locations  Housekeeping (Tidy site, all rubbish removed) 

 Important Phone Numbers (See List)  Protection and Waste Management 

 Basic Responsibilities for Safety  Excavation and Demolition (Existing Services) 

 Safety Breaches Treated Seriously  Personal Protective Equipment (To be used) 

 Emergency Procedures (University Policy)  Equipment, Plant and Tools (Earth Leakage, etc) 

 First Aid (Contractor’s responsible for own staff)  Working at Heights (Permit Required) 

 Security (Hbt 6226 7600, Ltn 6324 3336)  Hot Work (Permit Required) 

 Accident and Incident Reporting (AMS & Security)  Confined Spaces (Permit Required) 

 Behaviour on Site (Harassment, Language, etc)  Fire Protection System Impairment (Permit Req’d) 

 Vehicle Use (Parking, Speed, Landscape areas)  Hazardous Areas and Materials (Uni environment) 

 Smoke Free Workplace (10m rule)  ‘Danger’ and ‘Out of Service’ Tags 

 Alcohol and Other Drugs (Not Allowed)  Fire Extinguishers (Use and advise Security) 

 Project Risk Assessment & Controls  Arriving and Leaving University (Register) 

 Interruption of Services (Min 24 hrs Notice)  Record of Induction Training (Form) 

 Isolation & Rearm Fire Alarms  ‘As Constructed’ Information (Information Pack) 

 Safety Signs (To be displayed and Existing)  Building Specific Induction (Chemistry, Science,etc) 

 Barricades and Fencing (Temporary or Permanent)  (Note locations on the bottom of the page) 

 
RECORD OF CONTRACTOR INDUCTION TRAINING 
 

Date of Induction Training:  ___/___/____ Time: ___:___ 
Inducted by: _______________________________ 
 
Location of Induction Training: _______________________ Signed: _______________________________ 
 
Company Name: ______________________________________________________________ 
 
Person Attending: __________________________ Person Attending: __________________________ 
 
Person Attending: __________________________ Person Attending: __________________________ 
 
Person Attending: __________________________ Person Attending: __________________________ 
 
Person Attending: __________________________ Person Attending: __________________________ 
 
Person Attending: __________________________ Person Attending: __________________________ 
 
Building Specific Inductions: ________________________________________________________ 
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Record of Contractor Employee Induction 
 

 

 

STEP 1 Company/Contractor Details 
Company Business Name  

Company Address  

Suburb  Post Code  

Manager/Supervisor’s Name  

Company Phone Number  

 

 

 

STEP 2 Employee/Inductee Details 
Employee/Inductee’s Name  

Phone Number  Mobile Number  

 

 

 

STEP 3 Employee/Inductee Emergency Contact Details 
Emergency Contact Name  

Phone Number  Mobile Number  

 

 

 

STEP 4 Employee/Inductee Declaration 
 

I hereby acknowledge that I have received a copy of the Site Induction Handbook for Contractors to the 
University of Tasmania. I undertake to follow these guidelines at all times. 

I agree to 
the above 

Name Signature                           /     / 

 

 

 

 

 

AMS Use ONLY 

Date of Induction  
Location of 
Induction 

 

Inducted By 
(Name) 

 Signed  

 


