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INTRODUCTION
Flinders University is committed to meeting the standards required by the Work Health and
Safety Act 2012.

Registration
Before starting work, any contractor engaged to undertake work on University premises must
register their business with Flinders University and all workers must have completed the
University online induction.
All contractors undertaking work on sites under the management and control of Flinders
University must register their business with the University.
Contractor registration is the process to verify and document that the proposed contractor
meets the safety and insurance standards required by the University.
The registration process establishes that the proposed contractor has, where relevant, the
following:
i. insurances - Public Liability/Workers Compensation and Professional Indemnity
ii. appropriate competencies (qualifications, licenses, registration with appropriate authorities
and experience), and
iii. risk management documentation to demonstrate safety practices, where required.
Contractors are required to hold
•
•
•
•

workers’ compensation insurance
$20m in public liability insurance
applicable licences
other insurances such as Professional indemnity as required.

NOTE: It is the responsibility of the contractor to maintain the currency of the above required
information in order remain on the University Contractor Register. Expiration of insurance
currency will remove the contractor from the Register and as such they will no longer be
permitted to be engaged to work on any University sites.
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Induction is a two stage process.
The first is the Flinders University Online Induction which is a general induction and the
second is a site-specific induction.

1. Online Contractor Induction
In order to work at Flinders University all relevant contractors must complete the mandatory
University Online Induction prior to coming on site.
The online induction is presented as a series of topics containing key information about the
University and requirements for conduct while working on our sites.
This online induction must be completed by each individual worker and is valid for 12
months.

2. Site Specific Work Area Induction
A site-specific work area induction must be completed prior to commencing work on site and
a copy of the completed induction submitted to the University person and signed by both the
contractor and the University responsible person.
A local area induction must be given to the contractors before they begin their work using the
work area induction form to record the details given. This is an opportunity to identify the
hazards/unsafe behaviours that may exist in the workplace and to discuss and agree upon
the controls to be applied.

Electronic sign in/sign out
a. The sign in/out process is to allow the University to identify contractors who are onsite and
validate they have completed the online induction and obtained an electronic contractor
pass.
b. In the event of an emergency situation on site the sign in/out process allows the University
Emergency Response Team to rapidly identify and communicate with all contractors onsite.
b. All contractors who are authorised to work at a Flinders University site are required to
electronically sign in on arrival and sign out on completion of work.
c. On request contractors will be issued relevant keys or passes at the relevant site sign in
point.
d. Upon request from a Flinders University staff member, a contractor must provide
electronic evidence via their mobile sign in device that they are authorised to work on
Flinders sites.

4|Page

CONTRACTOR SAFETY MANAGEMENT AT FLINDERS UNIVERSITY
Flinders University has developed and documented a Contractor Safety Management Procedure which
clearly outlines the responsibilities and work health and safety requirements when contractors are
engaged by the University.
The Contractor Safety Management Procedure apply to all University staff who engage
companies/organisations and/or individuals under a consultancy, contract or agreement where the
University pays the other party to do something and/or provide goods or services, and all contractors,
principal contractors, consultants and sub-contractors who are engaged by the University.
Section 10. of the Contractor Safety Management Procedure states the following in regard to
contractors responsibilities
Contractors:
i. must not, through their acts or omissions, do anything that will put at risk their own health, safety or
wellbeing or that of any other persons
ii. must comply with relevant health and safety policies and procedures as stipulated by the University,
including emergency, risk management and incident reporting procedures
iii. as a minimum, must meet Regulations, Australian Standards and Codes of Practice relevant to the
work they are undertaking
iv. must be in possession of all current permits, registrations and any other licensing and competencies
required to perform the work and must provide copies of these documents to the University during the
registration process or as requested
v. in discussion with the University responsible person, for medium or high-risk work, are expected to
undertake a pre-work assessment of the extent and nature of the work, services, products and materials
that will be required. This assessment should identify any safety issues associated with the task prior to
starting the work
vi. where identified in the Requirements for Contractor Engagement Guide , must provide evidence of
risk management documentation relevant to the site and the work being undertaken. This may be via
various forms e.g. a job safety analysis (JSA), safe work procedure (SWP), safe work method statement
(SWMS) or other relevant risk management documentation that covers the work and location(s) that the
contractor has been engaged for. Examples of the level of documentation required is set out in the
Requirements for Contractor Engagement Guide
vii. must not access areas or begin work unless they have been given an induction and it is recorded
via a site specific Work Area Induction checklist
viii. must not enter areas that are signed authorised access only unless specific access has been
obtained e.g. from laboratory safety supervisor or manager
ix. must implement all control methods identified in the safety/risk management documents, including
those identified in any Permits/ Permission to Proceed .
x. mobile plant and pedestrian traffic in the workplace must be controlled (including clear vehicle
paths, physical barriers and/or traffic controllers established).
xi. must assess and manage the impact of their work on adjacent areas of the University and manage
risks, including noise, dust and fumes, accordingly
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xii. must have in place processes to manage, store, move and dispose of waste and construction
materials.
xiii. must ensure any observed Hazards or Incidents are reported immediately via the
•
•
•

University Incident/Hazard reporting system ,
to the University responsible person and
where relevant via their own company’s reporting system, and

xiv. Upon request from a Flinders University staff member, a contractor must provide electronic
evidence via their mobile sign in device that they are authorised to work on Flinders sites.

SITE RULES AT FLINDERS UNIVERSITY
•

Work areas to be kept clean and tidy at all times to prevent danger to the health and safety of
others.

•

Clear the site of all equipment, debris, rubbish and spillage at suitable times during and at the end
of each day and at the end of the carrying out of the work.

•

University waste bins are not to be used for the disposal of contractors waste.

•

Contractors are to arrange to dispose of all waste or excavated material.

•

Contractors must not use University drains for waste disposal.

•

Contractors must dispose of all waste in accordance with Environment Protection Act guidelines

•

Use personal protective equipment in accordance with manufacturer’s instructions, as directed and
as advised by site signage.

•

Report all hazards and incidents as described incident reporting section.

•

No smoking anywhere onsite except in designated areas.

•

No alcohol or drugs (prescription excepted) to be consumed on any Flinders site.

•

Illegal drugs (possession or use) on any Flinders University site may reported to the Police.

•

Aggressive behaviour such as bullying, fighting, harassment of any kind will be not be acceptable
on any Flinders university site

•

Contractors must leave all site amenities in a clean, tidy and hygienic state after use.

Flinders University Code of Conduct
Our values of integrity, excellence, innovation and courage set the foundation for our Code of Conduct.
The code is applicable to full time, part time, casual and visiting staff, contractors, consultants, and
volunteers, and aims to foster a culture of courtesy and respect.
Please familiarise yourself with our expectations and your responsibilities.
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INCIDENT REPORTING
All hazards, incidents and injuries must be reported to the relevant University manager or supervisor as
soon as reasonably possible.
Managers and supervisors are required to use FlinSafe Public Portal to formally record hazards,
incidents and injuries relating to University activities.
Records can be created on behalf of others, including students, contractors or visitors.
All incidents must be formally recorded within 24 hours of the incident occurring.

The following is the procedure for a definite or suspected notifiable incident.

Report incident via FlinSafe Public Portal
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ASBESTOS MANAGEMENT

Flinders University has a procedure on the identification and management of asbestos and asbestos
containing material (ACM).
The Asbestos Safety Management Procedure .
The University has a developed, implemented and maintains an Asbestos Management Plan as required
under regulations 429 and 430 Work Health and Safety Regulations (NT &SA 2012).
Asbestos Management Plan
Work with or removal of asbestos
The University has a comprehensive register of all identified asbestos and ACM in the University
buildings. This register should be used to identify possible locations of asbestos and ACM.
University Asbestos Register
Please note: The notice requirement is 10 business days.
Before a Flinders University asbestos permit is authorised, copies of the following documents are
required on site:
•
•
•
•
•
•
•

The asbestos removal notification from SafeWork SA.
Asbestos removal control plan (ARCP)
The Safe Work Procedures for the proposed work.
A site specific Safe Work Method Statement/JSA
The removalist’s licence to remove asbestos.
The removalist’s current insurance cover for asbestos removal.
The current training records for staff undertaking the removal work.

Further Information
See the University Asbestos Management Plan
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WORK PERMITS AND PERMISSION TO PROCEED PROCESS
Permits and Permission to proceed (PtoP) is a risk management tool used to manage high risk activities
within the education or research working environment of the Flinders University.

Permits
Permits have varying minimum notice requirements from 2 to 10 business days depending on the
complexity of the permit to work task.
Permits and any supporting documentation (JSA, SWMS, etc) are to be completed by the supervisor or
worker directly involved in the task and submitted to Flinders University. Permits are to be completed
and authorized prior to the task being undertaken. Approved permits will be valid for the day(s) and
time(s) displayed on the document only
Permits apply to the following work
Isolations
Confined Space Entry
Asbestos Work
For further information and or to download relevant Permit documents visit the Contractor Information
page

Permission to proceed (PtoP)
PtoP process applies to the following work
•
•
•

Hot work
A hot work permission to proceed is to be completed and sent in for authorisation at least 2
business days prior to any work being undertaken involving any:
Excavation and earthworks
An excavation permission to proceed is to be completed, sent in for authorisation at least 5
business days prior to any work being undertaken
Working at heights
A working at heights permission to proceed is to be completed and sent in for authorisation at
least 5 business days prior to any work being undertaken involving any

The PtoP process focuses on the University’s business continuity and public safety. The aim of the PtoP
is to form a ‘perimeter of protection’ agreement between the organisation undertaking an approved task
and the University. This document does not preclude the implementation of other risk management
processes or legislative obligations to be undertaken by the engaged organisation or their subcontractors.
PtoP process applies to any worker undertaking a task issued by the Flinders University that meets the
PtoP definition.
For assistance with the process please refer to the permission to proceed application process.
For further information and or to download relevant PtoP documents visit the Contractor Information
page.
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PLANT INFORMATION, OUT OF SERVICE, ISOLATION & PERSONAL
DANGER TAGS
The purpose of this sheet is to provide practical information on the Plant Information, Out Of Service and
Personal Danger Tags so as to avoid any possible confusion and provide a minimum standard for
personal safety and plant protection. This is of particular importance where different trades or multiskilled workers collaborate on routine installation, maintenance and repair work.

•
•
•

All information placed on the various tags must be printed in ink, not pencil.
All tags are single use only. When removed they must be torn in half and discarded appropriately.
These are the minimum University requirements to be adhered at all times while working on any
University controlled sites.
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EMERGENCY MANAGEMENT
Flinders University has developed, documented and implemented a Emergency Management Procedure
which clearly defines the responsibilities and actions to
•
•
•

safeguard the University’s people, property and operations in the event of an emergency
enable effective management of emergencies at all University sites, and
set out the requirement for Emergency Plans to be in place for each site under the management
and control of the University within Australia.

These procedures apply to all staff, students, contractors, tenants, volunteers, visitors and controlled
entities on sites under the management and control of Flinders University within Australia.
Find information on how to manage different emergency scenarios here.
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Defibrillator Locations-Bedford Park
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CONTRACTOR MONITORING AND EVALUATION VIA SITE SAFETY INSPECTIONS
•
•
•

•

The University responsible person will monitor contractor activities in accordance with any regulatory requirements, risk management documentation, licensing,
permits or permissions to proceed. This monitoring may be via a number of methods including random audits or site safety inspections.
The University responsible person will provide contractors feedback if safety issues are identified.
University staff must notify the University responsible person who engaged the contractor if any unsafe behaviours are being carried out by contractors.
The University responsible person has the right to ask the contractor to stop work if they believe there is a risk to safety.
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MISCELLANEOUS
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Smoke-free Workplace
Flinders University is a smoke-free workplace
Flinders University is a smoke-free workplace with fresh air zones covering the majority of the Bedford
Park site except for a small number of designated outdoor smoking areas.
All other University sites are completely smoke-free.
Designated outdoor smoking areas will be clearly marked with signage indicating their location.
Smoking that occurs outside of the designated outdoor smoking areas is deemed to be occurring in a
smoke-free fresh air zone and will be a breach of these procedures.
Bedford Park Campus designated areas
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