	Emergency Codes



	RED
	
	FIRE, SMOKE, FIRE ALARM ACTIVATED

	
	(
	

	
	
	

	ORANGE
	
	EVACUATE

	
	(
	

	
	
	

	PURPLE
	
	BOMB / ARSON THREAT

	
	(
	

	
	
	

	BLUE
	
	MEDICAL EMERGENCY

	
	(
	

	
	
	

	BLACK
	
	PERSONAL THREAT

	
	(
	

	
	
	

	GREY
	(
	AGGRESSION / DIFFICULT BEHAVIOUR

	YELLOW
	
	INTERNAL EMERGENCY (e.g.; Spills, Gas leak)

	
	(
	

	
	
	

	BROWN
	
	EXTERNAL EMERGENCY

	
	(
	

	
	
	

	EMERGENCY EXTENSION:  ____________ (Site specific)
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Please Sign this form and return to the Maintenance Officer / responsible person for the Babcock & Brown Communities  site: 

Address: ________________________

[image: image3.wmf]Contractor Name:  ______________________________

Company Name:   ______________________________

Contact details:   _______________________________

______________________________________________


I have read and understood the safety rules 

for BBC.
Signature:    
_______________________

Date:


_______________________
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Babcock & Brown Communities
Please report to the front Reception and sign in the contractors register, before contacting the Maintenance / Manager or contact person.
Roof Access
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Before any contractor may be allowed access to roofs, a Roof Access Permit must be completed.  The Maintenance Officer or a nominated delegate will authorise access to the roof in writing.  Roof Access Permits are valid for 1 day only and must be returned to the person who gave the original authority at the end of each working day or when the need for access has been satisfied.

Confined Spaces

Work in a confined space must be carefully planned because:

(
Deaths in confined spaces are UNEXPECTED and RAPID.

(
Confined spaces are not easily identifiable since they are often dependent on the work being done and not the actual dimensions of the space.  (Eg:  Equipment makes access difficult or equipment creates fumes).

As an indication ONLY, a "confined space" under the regulations can be thought of as a space which is BOTH difficult to enter or exit AND has (or may have) a contaminated atmosphere or atmosphere depleted of oxygen.

Before any work is planned in a confined space, a Confined Space Work Permit shall be completed and the contractor will be required to demonstrate how s/he complies with the requirements of the OH&S (Confined Spaces) Regulations 1996.  If Hot Work is required, a Hot Work Permit shall also be completed.

Contractors Equipment:

Ensure all equipment such as ladders, wiring and electrical equipment complies with the law. The maintenance Officer & / or the Safety representative can prohibit the use of equipment, including hand tools which are considered faulty or dangerous.

Work which impacts on Site Emergency Exits or Emergency Equipment:

The Contractor shall make every effort to ensure that clear access to emergency exits and equipment is maintained. If it is necessary to restrict access or isolate an alarm the Maintenance Officer / responsible person and relevant Site Manager shall be consulted.
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The Contractor
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BBC  is committed to fostering an organisational environment which ensures the health, safety and welfare of its employees and any other people who may be affected by its operations, including residents, community service users, contractors and visitors.

The needs of the residents and service users can only be met when the health and safety of employees is not compromised. Residents and service users shall have their right to participate in activities which involve a degree of personal risk respected as long as the health and safety others is not put at risk.

Before you start any work on site, you must agree to abide by the safety rules and procedures adopted by Babcock & Brown communities. This is inclusive of ALL employees of our contractors. These notes are a brief guide to BBC Safe Practice Standards but, if you are in doubt about a safety issue, consult the Maintenance Officer / responsible person nominated as contact.  When you have read these notes, please sign the acknowledgment form and return one copy to the Maintenance Officer / responsible person nominated.

Definitions

Maintenance Officer / Responsible person:

The Maintenance Officer / responsible person is responsible for all site maintenance and repairs.  They are also responsible for contractors whilst working in the confines of their specific BBC buildings.

For further details / enquires: 

Name: ____________________ PH: _______________

Commencement of Work

Before any work is commenced on any BBC site, please report to the front Reception of the site. The receptionist will page the Maintenance Officer or appropriate person to meet you. The Receptionist will complete the "Contractors Register" documenting time of entry and issue each contractor member with a BBC Site badge. This badge must be worn at chest height. At the completion of work, please return the badge to the Receptionist & initial the register as leaving the facility at the end of each day.  Only in this way can we be assured of your presence at the site for Emergency verification.

General Conduct
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(
Smoking is not permitted on any BBC sites.

(
Persons suspected of being under the influence of alcohol and/or other drugs shall be removed from the site.

(
Dogs or other animals should not be brought on site or left in vehicles.

(
Because of the impact on resident / service user’s comfort, transistor radios in general cannot be used.

(
Mobile phones and other transmitting devices should be switched to vibrate / low settings prior entry to the site.

Workshop Facilities

The Maintenance workshop (if applicable to the site) and equipment is for Babcock & Brown Community use only. Should a contractor wish to use these facilities, permission must be gained from the Maintenance Officer  or responsible person.

Use of Amenities e.g.; Lunch rooms

Permission is required from the Maintenance Officer / responsible person nominated before using these facilities.

Amenities at any of the BBC sites will be signposted appropriately for  the use of public persons, residents / service users.  Please ensure you discuss needs prior to work commencement.

Use of Services

Permission is required and may be limited for the use of site water, gas or electricity.  Please ensure you discuss needs prior to work commencement.

Contractors Tools and Loose Equipment

Contractors are to supply their own tools, ladders, etc. 

All equipment such as ladders, wiring and electrical equipment should be in line with Australian Standards and State Legislation guidelines. Refer www.workcover.vic.gov.com.au  / www.workcover.nsw.gov.au for further information in this area.

The Maintenance Officer / responsible person can prohibit the use of equipment, including hand tools, which are considered faulty or dangerous. Please NOTE these tools must never be left unattended in resident / service user areas or where persons may gain access to them. Particularly sharp / cutting objects, rope / leads etc.

Blood Spill / Exposure
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Cuts or other injuries where blood flows freely or where there is a needle stick injury can create a risk to contractors and others.  If such an incident occurs, report to the Site Managers Office and/or Maintenance Officer immediately for appropriate treatment.

Working in Isolated Areas e.g. Roof / under floor spaces.

The contractor must contact the Maintenance Officer / responsible person at least every thirty minutes when working in an isolated area, such as under the building, roof or confined spaces, such as air conditioning units.  Contact arrangements should be determined before work commences.

Electrical Hazards
Do not touch, tamper with or remove any electrical wires or equipment belonging to the BBC site without permission from the Maintenance Officer / responsible person.
Contractors must exercise extreme caution when trailing extension leads across passageways or walkways.  Extension leads must run 2.5 metres above floor level or be taped to the floor.

Isolation of Plant & Machinery
(
Locks must be used to isolate hazardous plant and machinery where possible.  Where the use of locks is not practical, "Danger" tags must be placed on machinery or electrical equipment.  These tags will warn others not to start plant, machinery or electrical equipment because work is being carried out on them.

(
If there is more than one independent contractor on site, the Maintenance Officer / responsible person will advise each contractor who is authorised to isolate and re-energise power.  If there are several sub-contractors on site, the head contractor will advise the Maintenance Officer / responsible person of contractor responsibilities.

When removal of safety guards are necessary to carry out work, ensure they are replaced correctly at completion of work.

Tags must be provided by the Contractor.
Licensing
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All works must be carried out by licensed trade’s people and copies of all licenses shall be provided on request to the maintenance officer.

Emergency Procedures

(
Whenever possible, fire exits or equipment should not be blocked.  The Maintenance Office/responsible person must be informed BEFORE exits or equipment need to be blocked.  The same procedure will apply to isolation of fire/smoke detectors and alarms.

(
In the event of an emergency being announced, contractors should proceed to a location which will be nominated by the Site Manager over the PA system (If applicable).  Contractors should request the Maintenance Officer / responsible person to nominate the appropriate mustering point and evacuation area before they commence work.

(
Although contractors must have thorough and independent emergency procedures, contractors should note the following Babcock & Brown Communities emergency procedures:

· Emergency phone extension is:  ____ 

· Person reporting an emergency to use Codes as follows:

	Type of Emergency
	Announce

	Fire / Smoke
	Code Red + Location 

	Medical Emergency
	Code Blue + Location 

	Entrapment, Noxious substance leak/spill
	Code Yellow + Location 

	Bomb / Arson Threat *
	Code Purple + Location 

	Discreet response
	Dial 000 & try to tell switchboard

	Personal Threat
	Code Black + Location + Name


*
Mobile phones or other transmitting devices must not be used during a Code Purple since they may set off a device.

In the event of a contractor sighting an emergency, please contact the switchboard on _____ to notify the appropriate persons immediately.

Please report all hazards / incidents to ___________________.

Protective Equipment
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Whilst minimal Hazardous and infectious materials exist on site, prescribed protective equipment must be worn when working with a potential contamination link.  Specific protective equipment must be worn.  (Eg:  safety glasses, helmets, hearing protection, etc). When working on site or within the confines of the site  maintenance workshop (Where applicable). Please note that the maintenance workshop can only be used with specific permission from the Maintenance Officer / responsible person.
Work Sites

When working above floor level, ensure that tools and materials are properly secured to prevent them falling.

If protection around a work area is necessary, it should be in the form of a securely fastened safety mesh fence or safety bollards and chains.
Tidiness

Keep your work area tidy.  Keep corridors and paths clear of materials, tools and equipment.

Gas Cylinders

Ensure oxygen and acetylene cylinders are stored in a safe place and in a secure, upright position away from heat.

Traffic Rules

When on BBC site premises:

(
Park properly in designated area.

(
Observe speed limits (5 kph) and all traffic signs.

(
Take extra care when reversing.

Completion of Work
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Equipment, materials, tools and all litter must be removed on completion of the work.

Unless otherwise advised by the Maintenance Officer / responsible person, equipment such as fire extinguishers and safety signs must be reinstated after work is completed.

Babcock & Brown Communities Random Quality Audits:

As part of the Continuous Quality Performance program for Babcock & Brown Communities, the Maintenance officer or OHS Representative may at random inspect a contractor work site in relation to the compliance to the contents of this document. This is done in the best interests of the organization, residents, service users and staff and is for no other purpose but to ensure facility safety at all times.

Access

Vehicles
:
The Maintenance Officer / responsible person may restrict access at certain times or nominate areas where vehicles may not enter without reasonable notice.  The contractor must ensure that deliverers of equipment and materials are aware of any restrictions.

Contractors (on foot)
:
Do not enter buildings on any BBC premises without permission.  Use only recognised entries, exits and thoroughfares.

Storage of Materials and Equipment

The Maintenance Officer / responsible person will nominate where contractor materials, such as chemicals and paints, equipment, sharp materials, such as guttering or mesh and rubbish may be stored.

Sign


On & Off


Please
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