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	1.  Introduction
	Where there is the requirement to enter the roof space or work on the roof for the purposes of minor adjustments, or equipment checks it should become practice to notify persons on the ground of your movements. This will assist in the whereabouts of all personnel and contractors to Babcock & Brown Communities being known in the event of an emergency or security breech.

	2.  Purpose

	The purpose of this procedure is to ensure persons entering onto or into any roof / roof space sign in and out with a responsible person.

	3.  Scope

	This procedure relates to persons accessing or working in or on the roof for long periods > 30 min.

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


	5.  Procedure / Application Step
	Maintenance Officer / Responsible person / Manager
	Contractor

	5.1

Before Access to Roof / Roof Space
	· Shall be informed BEFORE the contractor proposes to block exits or equipment. The same procedure shall apply to isolation of fire/smoke detectors and alarms.
	· Shall ensure whenever possible that fire exits or equipment are not blocked.

	5.2

Emergency Awareness Notification of Assembly Point
	· Discuss issues of emergency notification & evacuation points.
	· In the event of an emergency being announced contractor shall exit the roof / roof space at the nearest exit and report to the Maintenance Officer at a predetermined designated area discussed prior works commencing

	5.3

Complete Access Permit
	· Discuss & Complete Access Permit with Contract persons.
	· Roof / roof space Access Permits are valid for one day only and must be returned to the Manager / Maintenance Officer at the end of each working day or when the need for access has been satisfied.


	6.  Accountabilities 


	Maintenance Officer / Manager / Responsible Person
Will maintain a roof and roof space register and ensure all contractors are informed of the procedure.


	7.  Training 


	Maintenance Officer / Manager / Responsible Person
Working at heights and within confined spaces in accordance to the State Legislation.

	8.  Performance Indicators &
Audit Records 
	Completed Roof Entry Permits.


	10.  Related       Forms &       Templates
	OHS 10.2.6.3.1
Roof Access Permit

OHS 10.2.6.3.2
Working at Heights Permit

	11.  Record Keeping
	All permits must be kept for 2 years


	9.  Legislation

References
	

	Victoria
	OHS ACT 2004 
OHS (Prevention of Falls) Regulations 2003

Code of Practice for Safe Work on Roofs

	NSW
	OHS Act 2001

OHS Regulations 2001

Safe Working at Heights Guide 2006

Code of Practice – Safe work on roofs – Part 1, Commercial & Industrial buildings

	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

Code of Practice – The prevention of Falls at Workplaces 2004

	ACT
	Occupational Health & Safety Act 1989

Occupational Health & safety Regulations 1991

Safe work on roofs – Code of Practice – Part 1 199

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

	Australian Standards
	AS/NZS 1891.1:1995 – Industrial falls arrest systems and devices – Safety belts & Harnesses

AS/NZS 1891.3;2001 - – Industrial falls arrest systems and devices – Horizontal lifeline & Harnesses

AS/NZS 1891.3.1997 – Industrial falls arrest systems and devices – Fall Arrest Devices

AS/NZS 1891.4.2000 -  – Industrial falls arrest systems and devices – Selection, Use & Maintenance
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