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	1.  Introduction
	A Preventative Maintenance program is a schedule of all maintenance tasks that require routine review to ensure the minimisation of risk associated with either the task or the equipment involved. This is a vital component of any building in relation to the smooth operations of all service utilities like air conditioning and backup generators, as well vital emergency equipment and evacuation routes being maintained in viable condition. Where as a Permit to work is a permit that is specific to a high risk task and can only be issued after all risks associated with the safety of the task have been considered and discussed with the person who will perform the task.

	2. Purpose
	Permits ordinarily apply where “Hot Work” is required or where entry to a “Confined Space” is necessary or where a ”Lock Out and Danger” Tag is necessary. Permits, however can also apply to other situations involving restricted access, such as work on roofs or where the nature of the job to be performed has the potential for serious injury to either the workers or others, or have a significant adverse effect upon plant/equipment, the building or the environment.
Permits' can be particularly relevant where unusual or “one off” jobs are required and may cover the whole job or a particular part of the job.

	3. Scope
	The issue of a permit by the BBC Maintenance Officer / responsible person confirms that an assessment has been made of the hazards associated with the job to be performed and identifies the “Safety Precautions” that must be applied.

	3.1  Work Permits
	Shall be issued when ever:

· The nature of the work to be performed has the potential for serious injury or damage to plant, equipment etc.

· Hot Work is required that could have an adverse effect on the building / staff / residents or service users.

· Entry to an identified “Confined Space” is required.

· “Lock out and/or Danger Tagging” is appropriate to apply.

· The isolation of Fire / Security systems is required.

· Entry on or under the roof space is required.

	4.  Definitions  
	Refer to definitions section of this Manual – OHS 10.1.2 Definitions


	5.  Procedure / Application Step
	Maintenance Officer / Babcock & Brown Communities Designated Responsible Person
	Contractor

	5.1

Obtaining a Work Permit
	Identify and describe the work to be undertaken and document any specific precautions to be put in place. The person in charge of maintenance and will;

· Involve the person(s) who will perform the work;

· Be identified at the site where the work is to be performed.
	· Sign in at the Front Reception and arrange to meet with the Maintenance Officer or person responsible for Permit issue.



	5.2

Hazard Management
	· The format of the permit to work form prompts appropriate hazard control measures applicable to the work to be performed.

· Where the identification of hazards becomes complex, or the person in charge of maintenance is unsure, assistance from the OHS Representative and / or external expert must be sought before work commences.
	· Discuss all risks associated with permit works.

	5.3

Record management
	· A copy of the permit will be provided to the person(s) performing the work as well as maintain a copy for audit records.
	· Maintain a copy of the permit for audit records.

	5.4

Induction
	· Ensure the Contractor has received the Contractor Safety Rules Booklet as induction to the site before work commences.
	· Read and sign off at having received & understood the Induction booklet.


	6.  Accountabilities 


	Manager / Person authorised to issue the permit: e.g. Site Maintenance Officer
	Contractor / Person performing the work.

	
	· Conduct a site specific OHS induction inclusive of Emergency procedures, hazard reporting, OHS issues of concern regarding the task.

· Ensure all hazards associated with the job have been identified, assessed and controlled.

· Ensure the area and equipment is safe before handover.

· Outline how the work is to be undertaken e.g. procedures, precautions, equipment, location, start time, persons to notify of change etc. This must be done either verbally or preferably in writing.

· Ensure the permits to work are cross referenced with other interacting permits.

· Ensure that all copies of all tags (danger tags, lockout tags etc) and signs are predominantly displayed as appropriate to the job.

· Ensure the appropriate persons are informed when a job is completed, suspended, or change of shift and that the permit is cancelled or transferred.
	· Participate and comply with the site safety induction process.

· Discuss all safety concerns with the site Maintenance Officer / responsible person prior commencement of the job.

· Be skilled, qualified, trained and competent to perform the work, including the use of any personal protective equipment or rescue equipment.

· Adhere to the Permit of work requirements.

· Be aware of the hazards that could exist and have the necessary controls in place.

· Make equipment and work area safe on completion of the task and seek immediate advice if in doubt or if circumstances or conditions change.


	7.  Training 


	Maintenance Officer / Responsible person nominated / Manager
Will be trained in:

· Hazard identification, assessment and control principles and practice.

· The OHS requirements of permits to work and appropriate signs and tagging procedures.


	8.  Performance Indicators &
Audit Records:
	· Completed Permits to work.



	9.  Related Forms & Templates


	OHS 10.2.6.1 Hot work

OHS 10.2.6.2 Confined space

OHS 10.2.6.3 Roof access / working at heights

OHS 10.2.6.4 General work permit


	10.  Record Keeping:

	Permits should be kept for a period of 2 years





	11.

Legislation References
	

	Victoria
	Occupational Health and Safety Act 2004

OHS (Certification of Plant Users and Operators) Regs 1994

Code of Practice for Plant 1995

National Standard for Plant {NOHSC: 1010(1994)}

	NSW
	OHS Act 2001

OHS (Plant) Regulations 2001

	Queensland
	Workplace Health & safety Act 1995

Workplace Health & safety Regulation 1997

	South Australia
	Occupational Health, Safety and Welfare Act, 1986

Occupational Health, Safety and Welfare Regulations 1995

	Western Australia
	Occupational Safety & Health Act 1984

Occupational Safety & Health Regulations 1996

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & safety Regulations 1991

	New Zealand
	Health and Safety in Employment Act 1992 (HSE Act) Amended 2002
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